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Update a Closed Accounting Period Purchase Order (PO) 1.0
Supplemental Job Aid

Date: 04/24/2015 
[bookmark: _GoBack]
Target Audience:  Department PO Buyer

Purpose:  The purpose of this Supplemental Job Aid is to provide Department Buyers with instructions on how to modify a Purchase Order that has Accounting Date in a Closed period. 

When a Purchase Order (PO) for a department has an Accounting Date in a Closed period that has been modified and a Department Buyer attempts to save PO, the below error message will occur. 
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In order to save the PO the Department Buyer needs to set the Accounting Date in the PO Header within the Open period for the department. 





Below are the steps to find the open accounting period for the PO. 
Step 1: Navigation 
Main Menu>Set Up Financials/Supply Chain>Business Unit Related>General Ledger>Open Periods>Open Period Display
[image: ]
Step 2: Entering Values
Click on the magnifying glass next to PeopleSoft Product and select the value “GL”.
Click on the magnifying glass next to Business Unit and select the applicable business unit
Click on the magnifying glass next to Ledger Group and select Value “MODACCRL” and select the Search button.
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Step 3: Open Period Display

The open period is displayed for Purchase Order and Requisition. Please note: The First Open Date and Last Open Date; Department Buyer needs to select an accounting date on PO header between these dates. 
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Step 4: Modifying a Purchase Order (PO) having an accounting date in a closed period 
Navigation:
Main Menu>eProcurement>Buyer Center>Manage Purchase Orders[image: ]
Step 5: Searching for a Purchase Order to be modified
Click the magnifying glass and select the Department Business Unit. Then click the magnifying glass and select the PO ID to search for the Purchase Order number. Select the PO ID link to open the PO. 
Searching a Purchase Order
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Step 6: Open PO
The Open PO is displayed. Click on the Header Details link.
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Step 7: Accounting Date
Verify and update the Accounting Date to be within the open account period as shown in Step 3. Click O.K.
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Step 8: Save PO
PO is saved with the information selected by the Department PO Buyer. 
[image: ]
The Department PO Buyer is now able to modify a PO that has an Accounting Date in a Closed period by first finding an open account period for the PO, changing the Accounting Date within the date range of the open account period selected, then save the PO with the change for departmental approval through their workflow set-up. 
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