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Using PO Reconciliation Workbench 
 

Concept 
 
After you receive a purchase order, you may need to process it further. The PO Reconciliation 
Workbench enables you to perform the following functions: Approve, Un-approve, Cancel, 
Close, Dispatch. The University generally uses PO Reconciliation Workbench for Closing 
purchase orders.  
 
Closing Purchase Orders: After all items on a purchase order have been received and 
vouchered, and the purchase order is no longer needed, it should be closed (reconciled). On a 
monthly basis, an automatic reconciliation process closes purchase orders that qualify for 
reconciliation. For purchase orders that do not qualify, but that should be closed, use the PO 
Reconciliation Workbench to perform this task manually. 
 
NOTE: Purchase orders with unmatched vouchers should not be reconciled as the vouchers will 
not pay. Likewise, if there are outstanding match exceptions on the purchase order do not 
reconcile it until the match exception has been fixed and the voucher is matched and posted.  
 
The following are the criteria the system uses to select PO's for closure based on specific UMSYS 
setups and business procedures:  
 
PO Status = Dispatched or Canceled. PO's with a status of Initial, Pending, Completed, or Hold 
will not close.  
Match Status = No Match, Matched, Overridden. PO's with a status of To Be Matched, or 
Partially Matched will not be selected for closing. PO's stay in Partially Matched status until all of 
the lines, schedules, and distributions have been completely vouchered or canceled.  
Last Activity Date (selected) = less than or equal to the date when the close process is run. 
Distribution Line Status = Open or Canceled. 
Amount Only PO's = The total dollar value of the PO has been received and matched. PS will 
tally up all the receiving transactions to determine this status. 
Receiving Required = PO close process determines if receiving is required for each line to 
determine if the PO is eligible to close. 
Voucher Status = Posted, Deleted, or Closed.  
 
In this topic, you are going to close a purchase order using the PO Reconciliation Workbench. 
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Navigation 
 

Step Action 

1.   From the Financials menu, click the Purchasing link. 

 
2.   Click the Purchase Orders link. 

 
3.   Click the Reconcile POs link. 

 
4.   Click the Reconciliation Workbench link. 
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Procedure 

 

 
Step Action 

5.   On the Reconciliation WorkBench page, you must either look up and select an 
already existing WorkBench ID or add a new one. For this example, we'll add a 
new WorkBench ID. Make Certain your Business Unit displays in the Business 
Unit field. 
 
Click the Add a New Value tab. 
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Step Action 

6.   Enter a WorkBench ID of your preference in the WorkBench ID field.  

7.   Click the Add button. 
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Step Action 

8.   Use the Filter Options page to enter criteria to search for purchase orders. In this 
example, we will enter the PO ID. When ready, click the Search button located at 
the bottom of the page. The system retrieves the selected information that matches 
the selection criteria and displays it on the Purchase Order Reconciliation 
Workbench page.  
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Step Action 

9.   Use the Reconciliation Workbench page to view information about the purchase 
orders and to select the purchase orders to close. 
 
Click the purchase order number link to access the Purchase Order Inquiry page 
for that purchase order. 
 

  



 

Process Document 
Financials 9.0: Using PO Reconciliation Workbench 

 

 

Last changed on: 3/5/2009 2:02 PM  
 
 

Page 7 

 

 
Step Action 

10.   On the Purchase Order Inquiry page, click the Document Status link for the 
selected purchase order to see, in a new window, what other documents 
(requisition, receipts, vouchers, etc.) are associated with this PO.  
 

  



Process Document 
Financials 9.0: Using PO Reconciliation Workbench 

 

  

 

Page 8 Last changed on: 3/5/2009 2:02 PM 
 

      
 
 

 

 
Step Action 

11.   When finished reviewing the documents, close this browser window. 
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Step Action 

12.   Back on the Reconciliation WorkBench page, click the Lines button to view the 
lines associated with the selected purchase order. This allows you to select and 
close some but not all the lines on a purchase order. Use the select boxes to select 
specific lines.  
 
Click the Lines button. 
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Step Action 

13.   On the Purchase Order Lines page, click on the line number links to view line 
details.  
 
When finished reviewing the Purchase Order lines, click the Return to 
Reconciliation WorkBench link to return to that page. 
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Step Action 

14.   Back on the Reconciliation WorkBench page, click the Other tab. 
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Step Action 

15.   To the far-right of the page, click the Go To PO Activity Summary button  for 
the selected purchase order to access the Activity Summary inquiry page in a 
new window. 
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Step Action 

16.   When finished reviewing the page, close this browser window. 
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Step Action 

17.   
Back on the Reconciliation WorkBench page, click the Edit the PO button  
to access the Maintain Purchase Orders component in a new window so you can 
edit the purchase order, if necessary. 
 
NOTE:  If you make changes to the PO it may no longer be Budget Checked and 
Dispatched.  This may make it unavailable for Reconciling.  Remember, the 
Reconciliation WorkBench may be used for purposes other than closing and that 
is why these links are provided.    
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Step Action 

18.   Close the browser window. 
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Step Action 

19.   On the Reconciliation WorkBench page, select the check box in front of the 
PO(s) on which you want to take action. You may want to select all of the 
documents on the page with the Select All checkbox. 
 
Next, add a description for your workbench in the Description field. 
 
The final step is to select the Action. In this example, we're closing the PO so we'll 
select the Close button. 
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Step Action 

20.   On the Processing Results page, the date in the Accounting Date for Action field 
is used to determine the open period or allowable open date range for budget 
checking a purchase order when you are using commitment control. In addition, 
whether you are using commitment control or not, the system updates the 
accounting dates with this date for the purchase orders being closed or canceled 
using the purchase order Reconciliation Workbench. 
 
After you select an action button (in this example, the Close button), the system 
reviews the documents for the action taken on the Reconciliation Workbench 
page and determines whether the purchase orders are qualified for that action. 
Purchase Orders that do not qualify for Closing are listed on the left-hand side of 
the page.  
 
Click on the Log button  to see why the PO doesn’t qualify for closing. These 
reasons may need to be rectified before forcing the PO to the qualified side of the 
page.  
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Step Action 

21.   Click the Return button. 
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Step Action 

22.   To force an unqualified PO to the qualified side of the page, select the checkbox 
adjacent to it.  
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Step Action 

23.   Then, click the Override button. 
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Step Action 

24.   Click the Yes button to proceed with processing the qualified purchase orders. The 
system prompts you to confirm this selection.  
 
Click the Yes button. 
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Step Action 

25.   Click the Yes button. 
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Step Action 

26.   Back on the Reconciliation WorkBench Page you will see the PO Status has 
changed for the PO’s that you closed.   
 
 
Click the Save button to save the search criteria that generated the list of purchase 
orders on the Reconciliation Workbench page or just close leave this page and 
the next time you come here you’ll be prompted for new criteria. 
End of Procedure. 

 
  


