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Finalize the PO Lines
While Creating Final Voucher
Supplemental Job Aid 1.0

Date: 08/13/2015
Target Audience: Dept. AP Processor
Purpose: This Supplemental Job Aid provides instructions for creating a Regular Voucher for a final invoice and closing a Purchase Order.

Creating a Regular Voucher for Final Invoice and Closing a Purchase Order:
In this Job Aid, the vendor has issued the last invoice to be billed against the Purchase Order. The Accounts Payable Processor copies from the designated Purchase Order (with receipts) to the voucher, issues payment, and closes the Purchase Order.


Create a Regular Voucher with a Final Invoice, Copy the PO-Receipts and Close the PO
Step 1: Navigate to: 
Main Menu  Accounts Payable  Vouchers  Add/Update Regular Entry
Select the Add a New Value tab.
Click Add.
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Step 2: Enter the Invoice Number and the Invoice Date:
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Step 3: In the Copy From Source Document section: 
Enter the PO Unit: BU unit.
Select from the drop down list of Copy From: PO-Receipt.
Click Go.
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Step 4: Select the PO number, using the look up.
Click Search.
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Step 5: In the Select Receiver Lines area, either:
· Check the Select All box, 
or
· Check each appropriate Select box on the individual Main Information lines.
Click the Copy Selected Lines button.
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Step 6: Click the pink icon (on the right side of the window, above the Print Invoice button) to finalize the PO.
NOTE: This process finalizes only the lines that are copied over, and does not necessarily close the entire Purchase Order.
If an Accounting Period is closed, in order to close a PO, your only option is to Run the PO close; please work with your department’s buyers on this process. The FI$Cal PO Module has a process that automatically closes POs and receipts after 180 days; completely closing out a PO does not occur in the AP module.
[image: ]
Step 7: Click Yes to continue and finalize all eligible distributions to this voucher.
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Step 8: On the Distribution Lines, verify that the Finalize box is checked. 
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Step 9: Click Save 
The PO status of N updates to a Y on the Distribution lines, which successfully finalizes the PO.
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Step 10: Once saved, the voucher must be:
· Budget checked, using a batch process
· Approved – AP Approver 1 and 2, and SCO Approvers if the voucher is a warrant
· Posted, using a batch process
In addition, the following must be done:
· Paycycle complete (check/warrant printed) – done by the department for checks or by SCO for warrants
· Payment posted, using a batch process
You have successfully created a voucher that finalizes a PO.
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