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Using PO Reconciliation Workbench

Concept

After you receive a purchase order, you may negutdoess it further. ThBO Reconciliation
Workbench enables you to perform the following functioAgprove, Un-approve, Cancel,
Close, Dispatch. The University generally uses PO Reconciliatioarkench for Closing
purchase orders.

Closing Purchase Orders. After all items on a purchase order have beeeived and
vouchered, and the purchase order is no longeredeédshould be closed (reconciled). On a
monthly basis, an automatic reconciliation proadgses purchase orders that qualify for
reconciliation. For purchase orders that do notityydut that should be closed, use the PO
Reconciliation Workbench to perform this task mdiyua

NOTE: Purchase orders with unmatched vouchers shouldenceconciled as the vouchers will
not pay. Likewise, if there are outstanding matcteptions on the purchase order do not
reconcile it until the match exception has beeadiand the voucher is matched and posted.

The following are the criteria the system usestec 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, CompletdHold
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 closiRf)'s stay in Partially Matched status until all of
the lines, schedules, and distributions have beemptetely vouchered or canceled.

Last Activity Date (selected) = less than or egaahe date when the close process is run.
Distribution Line Status= Open or Canceled.

Amount Only PO's = The total dollar value of the P& been received and matched. PS will
tally up all the receiving transactions to deterantinis status.

Receiving Required = PO close process determinesif receiving isrequired for each lineto
determineif the PO iseligible to close.

Voucher Status = Posted, Deleted, or Closed.

In this topic, you are going to close a purchaskpousing the PO Reconciliation Workbench.
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Navigation

Step Action

1. From the Financials menu, click tRarchasing link.
[= Purchasing

2. Click thePurchase Orderslink.

3. Click theReconcile POs link.

4, Click theReconciliation Wor kbench link.
Fecanciliation

arkhench
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Procedure

Blesw Window | Help | 5,

Reconciliation WerkBench
Erter any information you have and click Search, Leave figlds blank for a list of all values,

| Find an Existing Value " At a NewValue |

Business Unit: UMS05 Q

WorkBench ID:| begins with v” ‘

Description: |begms with v” ‘

[Ccase Sensitive

Search ‘ Clear |BaswcSearuh 18 5ave Gearch Criteria

Find an Existing Yalue \ Add a hew Value

& miemet F100% v

Step Action

5. On theReconciliation WorkBench page, you must either look up and select a
already existing WorkBench ID or add a new one.thizrexample, we'll add a

new WorkBench ID. Make Certain your Business Uigpthys in theBusiness
Unit field.

Click theAdd a New Valuetab.
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# MaineStreet

MutiChannel Console

[E»

Hew Window | Helg |

Reconciliation WorkBench

Find an Exsfing Yalue | Add aNew Value |

Business Unit: | U305 C,
WorkBenchi: |

Add

Find an Exlsting Yalue | Add a Mew Value

Done

& Intemet 0% -

Step Action

Enter aVorkBench ID of your preference in th&orkBench I D field.

7. Click theAdd button.
Add
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# MameStreet

(=13

Mew Window | Help | Gustorrize Pae | &) %

Reconciliation WorkBench

Filter Options
Business Unit: ~ UMS05 WorkBench ID: CLOSEPOQ
Description:

Enter search criteria and click on Search. Leave blank for all values
Search Criteria

Purchase Order: |:|O~ To: I:IQ
PO Date: [ e
ActtyDate: | T [ s
Due Date: ™ [ s
RequestBU: | |2 Requsiionn: | |Q

Vendor ID: I:lo\
L R
Buyer; | ‘Q

Contract SetiD: |:|Q

Contract ID: I:lQ
Release Number: |:|O\ 1
GPO ID: |:|Q

GPO Contract: l:l

[Cinclude Closed
[Clopen [approved [pispatched [cancelled [ ]Pending Appr

Recv Reqd Receiving is Optional v

Qam OMNotReceived O Partially Received O Fully Received

¥
< >

Done € Internet LTI

Step Action

8. Use therilter Options page to enter criteria to search for purchasersrdie this
example, we will enter the PO ID. When ready, ctioé Search button located a
the bottom of the page. The system retrieves tleeteel information that matche
the selection criteria and displays it on the PasehOrdeReconciliation
Workbench page.
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# MaineStreet — e

(=13

Hew Window | Heln | Customize Page | ,E,

Reconciliation WorkBench
Business Unit: LWS05 WaorkBench ID: CLOGEPOD

*Description; H

Select POs for Further Pracessing

List of Purchase Orders
Detail |  Other

Doc i Match Chanye Blanket
Purchase Order PO Status Hold PODate  Last Activity Vendor ID Buyer Action order PO

Status Lines

77 5000043832 ™y B Digpatched M 1211172008 1201172008 0000010135 Standard =]

Selectal | Clearal

Action: Approve ‘ Unapprove Cancel Close Dispatch Preview

GoTo: Setfiiter options  Process Reguest Options Process Monitor — Yiew Processing Results

Save
[E]Metify | L Retresh

Done & Internet H 0% v

Step Action

9. Use theReconciliation Wor kbench page to view information about the purcha
orders and to select the purchase orders to close.

Click the purchase order number link to acces$tirehase Order Inquiry page
for that purchase order.
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{2 Purchase Orders - Windows Intarnet Explorer

C1o M \g https:fpsfn. maine. elu: FE02/psp]FNTSTI0_LEMPLOVEE ERPc/MANAGE _PLRCHASE_ORDERS.PO_INQUIRY.GBL ?Page=P0_L THE_INQSAction=URBLISTH v\ % 4% P~

Fle Edit View Favorites Tools  Help

Go‘glc Search + &2 + #' S] ~ 9% Bookmarks~ @Find o A‘?’Chack @ Enutnﬁl\ PR © @Q o 'i'Sign In - Contribure B EdR in Contribute Pusl to Blog

w & [@Purchaseorders ] 1 f v B s v (kPage » oo + »

Sign out

Purchase Qrder Inguiry

Purchase Order
Unit: UMS05 PO Status: Dispatched
PO ID: 5000043832 Budget Status: ~ Valid
v
PO Date: 1261112008
vendar: BANGOR LET-001 Backorder Status: hone
VendorIDi 0000010135 Vendor Details Receint: Mot Recvd
Hold From Further Processing
Buyer:
PO Reference: Merchandise: 171.69
Header Details AIRTy Matehing Freight/TaxMisc.: 000
Header Comments” Docurnent Status Totak: 171,60 USD
Change Order
stomize | Find Fw:atm A of 1 E| Last
Line ttem ftem Description Cateqory PO Qty UOM  Amount Status
B UMAINE ATHLETICS HOLIDAY CARDS MISC 1715300 EA 17163 UsD Active (O [E

E\Returnto Search | [Z] Natify | Relsted Links

New Window | Helo | Customize Pace | 5, #

.

€ Internet w00% -

Step Action

10. On thePurchase Order Inquiry page, click thé&document Statuknk for the

selected purchase order to see, in a new windowat ather documents
(requisition, receipts, vouchers, etc.) are assediaith this PO.
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{Z Document Status - Windows Internet Explorer

|g https:ffpsfni.maine. edu: 7602/psp|FHTSTS0_2/EMPLOYEE/ERFj/PROCLREMENT_AMALYSIS,PRCR_DOCSTAT_PO.GEL?Page=PRCR_DOCSTAT_INOEActic V| & | X |

File Edt Wew Favortes Tools  Help

Go.gle Search 4 @ 4 d}' @ 9 ﬂ? Bookmarks |§Flnd N A‘?’[hetk @ mnumﬁl\ FPE Y

S “f:\y o ‘_:_‘S\gnln = Contvbure [ Edit in Contribute PusttoB\ag
T:f & [@Ducument Status I \

ﬁ' B géu'E}PagerTao\sv &

B

PO Document Status

Document Status

Business Unit:  LMS05 POID: 5000043832 Status: Digpatched

Document Date: 1211152008  Document Type: Purchage Order

Currency: UsD Amount:

Budget Status: Valid

171.69
Buyer:

iAssociated Document

Documents ' Relted Info

Business Unit  Documnent Type DOCID Status Document Date Location
UMS05 REQ 5000042288 Approved 1211112008

E\Return fo Search

hew Window | Heln | Customize Page |

€ Internet H00% T+

Step Action
11.

When finished reviewing the documents, close lihisvser window.
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# MameStreet

(=13

Mew Window | Help | Gustormize Page | &)

Reconciliation WorkBench
Business Unit: UMS05 WorkBench ID: CLOSEPO

*Description: |

Select POs for Further Processing

List of Purchase Orders Custormize | Find | ¥/ ounload First [ 1o 1 ) Last
Detail Y Other
Doc - Match Change Blanke
Purchase Order Status PO Status Hold PO Date Last Activity Vendor ID Buyer Action Order PO

[] 5000043832 B Dispatched N~ 12/11/2008  12/11/2008 0000010135 Standard

Selectal [ cleara

Action: Approve ‘ Unapprove Cancel Close Dispatch Preview

Go To: Setfilteroptions Process Request Opfions Process Monitor  View Processing Results

Bave
Notify | L Refresh

Done 7 € Internet LTI

Step Action

12. Back on théReconciliation WorkBench page, click thé.ines button to view the
lines associated with the selected purchase oftiés.allows you to select and
close some but not all the lines on a purchaser ot the select boxes to sele
specific lines.

Click theLines button.
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# MaineStreet

WultiChannel

E[
New Window | Help | Custormize Page | &)

Reconciliation WorkBench
Purchase Order Lines

Business Unit: ~ UM305 WorkBench ID: CLOSEPQ
Description:
PO Number: 4000043832

Select POs for Further Processing

List of Purchase Order Lines Customize | Find B Fist [ gore [ Last
Details | Coriractlnfo
Line Status ftem ID Description CategoryID RecvReqd RFQID RFQ Line
LMAINE
01 Acive ATHLETICE 00001 Y
HOLIDAY CARDS

selectal O clearal

Return o Recanciliation WarkBench

[=] Matify |l Refresh

Done bl € Internet Hiow -

Step Action

13. On thePurchase Order Lines page, click on the line number links to view line
details.

When finished reviewing the Purchase Order linksk ¢he Return to
Reconciliation WorkBenclhink to return to that page.
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Sign out

Home:

(=13
e Windase | Hela | Custornize Pae |

Reconciliation WorkBench
Business Unit: LUms05 WorkBench ID: GLOSEPO

Select POS for Furher Processing
List of Purchase Oreers

*Description:

First [4] 1 cr 1 [P Last

Detail Y  Other
Dot - Match Change Blanket .
Purchase Ord Statls Status Hold PO Date Last Activity Vendor ID Buyer action Oer PO Lines
5000043832 Digpatched N 12/1172008 1271172008 0000010135 Standard =|
selectall  C Claral
Action: Approve ‘ Unapprave Cancel Close Dispatch Preview

GoTo: getfiter options  Process Reguest Ogtions Process Monitar — view Processing Results

Save
[=] atity | 7L Refresh

b & mtemet L 100% -

Step Action

14. Back on théreconciliation WorkBench page, click théther tab.
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# MaineStreet

Er

Mew Windaw | Help | Custornize Page | )

Reconciliation WorkBench
Business Unit: UMB04 WorkBench ID: GLOSEPO

*Description; ‘

Select POs for Further Processing

List of Purchase Orders Custornize | Fing | View Al | Download — First [ 11 [M Last
Detal |  Other

Document GoToPO

Doc Procurement Receipt Backorder NP Budget - .
Purchase Order Status PO Status Hold Card Status Status Buduet Status Status Tolerance Activity Edit the PO?
= = = Status Summary

50000438332 B Dispatched N Mot Recvd Maone Walid Valid Walid @ ﬁ
selectal O Clearal
Action: Approve ‘ Unapprove Cancel Close Dispatch Preview
GoTo: Setdlteroptions —Process Request Options — Process Wontor — View Processing Results

Save
[=] hetify | b Refresh
Done {7 & Inkemet 400 v

Step Action

15. To the far-right of the page, click ti@& To PO Activity Summary buttoni£4 for
the selected purchase order to accesathivity Summary inquiry page in a
new window.
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(5 Activity Summary - Windows Internet Explorer

& |§‘ https:Unsfn.ma\ne‘edu:76D2iDspiFNTSTQDjiEMPLO‘FEEiERPicJ‘MANAGEiPURCHASEioRDERS‘ACTIVIT{SUMMARV‘GEL"Paqe=ACTIVITVﬁSUMMARV&A\" & ) |% P

| REAS

File Edt View Favorites Tooks Help e |
Ga..gle Search 1+ G0 - 'fil' @ - 9% Bookmarks - @Find @ A:}Check @ EAutaF\H PR3~ e’;\) - Signin v Contrbote EHEAEin Contribute @Post to Blog

— = »
W [@Actwity Summary ] } @ » [ o v kpPage - ) Tods ~

Mew Window | Heln | Customnize Page | 5 #

Activity Summary
Unit:  UMS05 PO Status:  Dispatched
POID: 5000043832 Vendor: BANGOR LETTER SHOP

Invoice

Line  tem tem Description UOM  Order Oty (‘,‘r’;s:‘e“; Currency “rﬁm
1B UMAINE ATHLETICS HOLIDAY CARDS EA 1718900 171,680 USD
PO Total: 171890
Total Vouchered:
Not Matched:
PO Balance: §171.690
SLReturn to Search | [Z] Notify
A
& Internet FA00% -
Step Action
16. When finished reviewing the page, close this m@wvindow.
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# MaineStreet

2

Mew Window | Heln | Custornize Page | o5

Reconciliation WorkBench
Business Unit: UMS05 WorkBenchID: CLOSEPO

*Description: ‘

Select POs for Further Processing
List of Purchase Orders

Customize | Find | ¥iew Al | Download  First (1 00 4 L Last
Other

. Document  Go To PO
Doc Procurement Receipt Backorder NP Budget " - 2
Purchase Order Status PO Status Hold Card Status Status Budyet Status Status Tolerance Activity Edit the PO?
- E— — — Status Summarny
5000043832 B Dispatched N Not Recvd Naone Walid Walid Walid @ i

Selectal | clearal

Action: Appmve‘ Unapprove Cancel Close Dispateh Preview

GoTo: Cetfiteroptions  Process Reguest Outions  Process Monitar View Processing Results

Save
Matity | Refresh

Done: i € Internet ®100% T

Step Action
17.

Back on theReconciliation WorkBench page, click theéedit the PO button /
to access thBlaintain Purchase Orders component in a new window so you ¢
edit the purchase order, if necessary.

NOTE: If you make changes to the PO it may no longeBbdget Checked and
Dispatched. This may make it unavailable for Redory. Remember, the
Reconciliation WorkBench may be used for purpogksradhan closing and that
is why these links are provided.
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dd/Update POs - Windows Internet Explorer

e

[ ttps:fipstn.maine.educ7602 psp{FATSTS0_S{EMPLOVEEERP/c/MANAGE_PURCHASE_ORDERS.PURCHASE_ORDER.GEL7Page=P0_LINEActon=UEELS, ¥ & 44 1% P

File Edit ‘iew Favorkes Tooks Help

W [@Addlundate POs

=

COK.SIE Search @) - - B+ 1% Bookmaks~ (G Find - W Check - T ARl - -

& -

|

o)

(signtn v Contrbute [EEdtin Contribute  [F] Post to Blog

f- B

& - [ Page v G Took v

Maintain Purchase Order

Purchase Order

Unit: UMS05  Department charging is Athl Admin Fundraising
POID; A000043832

=

*PO Date: 1201142008 [ Wendor Search

Vendor Wendor Details

“Wendor ID: BAMGOR LETTER SHOP
w0

PO Reference: ‘

Header Details B0 Activities

PO Defaults Document Status

Edit Comments  Requisitions

Purchasing Kit Calalog ltem Search

PO Status: Dispatched A X
Budget Status:  valid R
[[IHold From Further Processing
Backorder Status: Mone Create BackOrder
Receipt Status: Mot Reewd
“Dispatch Method: _Dispath |
Merchandise: 17169

. . Calculate
FreightTaxMisc.: 0.0
Total Amount: 171.68 USD

T Statuzes T ttem Information T Aftributes
Line. ttem Description PO Oty
= LMAINE ATHLETICS
= HOLIDAY CARDS

“UOM Cateqory

e |

Price Amount Status

171,68 Active

EEE

Step Action

18.

Close the browser window.
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New Window | Help | Custormize Page | &)
Reconciliation WorkBench
Business bt UMS05
Gustornize |Find | View Al | Download _ First ({1 of 1 [ Last
Doc ;o Match Change Blanket .
ler Status PO Status Hold PO Date Last Activity Vendor ID Buver Action Order PO Lines
B Dispatched M 12M1/2008 12/11/2008 0000010135 Standard B
gelectall L Cleara
Action: Approve | Unappmve| Cane ‘ Close ‘ spateh ‘ Preview
GoTo: Setfitter options  Process Request Ontions Process Monitor  View Processing Results
Save
[=] Matify | L Refresh
Done Al € Internet Hiow -

Step Action

19. On theReconciliation WorkBench page, select the check box in front of the
PO(s) on which you want to take action. You may wtarselect all of the
documents on the page with tBeect All checkbox.

Next, add a description for your workbench in Brescription field.

The final step is to select tiation. In this example, we're closing the PO so w
select theClose button.

e'll
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# MameStreet

=0

Reconciliation

Mew Window | Help | Customize Page | 5

WorkBench

Business Unit:

*Description:

Select POs for Furl

INot Qualified
POID

9 gelertal

Processing Results

LN
view il First {12012 [ Lost viewall_First (41011 0] Last
L POID Line Sched Distrib Line Accty Date
D] =]

O so00043832

Proceed:  Yes Delete | Refurnto Reconciliation WorkBench
[Enatity | s Refresh

Umsos WorkBench ID: CLOSEPO
Cloge PO

ther Processing

Accounting Date for Action: | 13022008 5

[Cupiate Budget Date Equal to Accounting Date

Clear All

{7l @ Intermet H100% -

Step

Action

20.

On theProcessing Results page, the date in thccounting Date for Action field
is used to determine the open period or allowapnalate range for budget
checking a purchase order when you are using camenitcontrol. In addition,
whether you are using commitment control or na, diistem updates the
accounting dates with this date for the purchadersrbeing closed or canceled
using the purchase order Reconciliation Workbench.

After you select an action button (in this examghe,Close button), the system
reviews the documents for the action taken orRibeonciliation Workbench
page and determines whether the purchase ordegsaliied for that action.
Purchase Orders that do not qualify for Closingliated on the left-hand side of
the page.

Click on theLog buttonEH to see why the PO doesn’t qualify for closing. Tehes
reasons may need be rectified before forcing the PO to the qualifsedie of the

page.

Last changed on: 3/5/2009 2:02 PM Page 17




Process Document ()
Financials 9.0: Using PO Reconciliation Workbench MaineSreet

New window | Heln | Customize Page | 5,

Reconciliation WorkBench
Purchase Order Logs

Business Unit:  UMS05 WorkBenchID: CLOSEPQ
Description:
PO Number: 5000044414

Line Sched Dist Message Text
POs with Receiving Required On though not
receped

1 1

Return

Done: IFii @ Internet LTI

Step Action

21. Click theReturn button.
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# MaineStreet

=R

Reconciliation WerkBench
Processing Results

Business Unit: UMS05

WorkBench ID: CLOSEPO

*Description: |Cluse PO

Select POs for Further Processing

Accounting Date for Action; | 03/02/2009 El

O Update Budget Date Equal to Accounting Date
First [ 1 of 4 (¥ Last

ot Qualified  viw al First 4 1202 [H Last

POID Log POID Line Sched Distrib Line Accty Date
000043632 ] D] =

Sielect AMain Content | 4l

Proceed: Y& Delete | Return o Reconciliation orkBench
[E]Matify | 4 Refresh

Mew indow | Helo | Custorize Fage |

Jrii € Intermet H100% -
Step Action
22. To force an unqualified PO to the qualified sid¢he page, select the checkbox
adjacent to it.
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Reconciliation WorkBench

Processing Results
Business Unit:  UMS05 WorkBench ID: CLOSEPO
*Description: ‘Cluse PO

Select POs for Further Processing

Accounting Date for Action: | 030212008 [El

0 Update Budget Date Equal to Accounting Date

[Not Qualified
POID
5000043832

Line Sched Di ine Acctg Date

Select Al DC\EarAH

Proceed;  Yes Delete | Return to Reconciliation WorkBench
[=] Netity | s Refresh

Sign out

Home

Mew Windew | Help | Custornize Pace | 5,

oo -

0 Internet

Step Action

23. Then, click theDverride button.

Page 20
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# MaimcStreet e | wordt | btchanmel Coneae

EQ

New window | Heln | Customize Page | 5,

Reconciliation WorkBench

Processing Results
Business Unit.  UMS05 WorkBenchID: CLOSEFO

*Description: Cloge PQ

Select POs for Further Processing

Accounting Date for Action: |03/02/2009 &

O Update Budyet Date Equal to Accounting Date

ot Qualified — view s First 4o 4 0 Lact First [ 1.1 1 [¥] Last
POID Log Accty Date
¥ EH ] 5000043832 02/08/2008 =

¥ serectan Ooiearan

Proceed:  Ves Delete | Return to Reconciliation WorkBench
[E]netity | 7 Refresh

jrail @ Internet LTI

Step Action

24, Click theYes button to proceed with processing the qualifiecthase orders. Th
system prompts you to confirm this selection.

Click theYes button.

Yes
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MutiChannel Console

Mew Window | Help |
Continue to Close POs. (10224,10)
Yes Mo
Done H & Intemet 0% -

Step Action

25. Click theY es button.

Yes

Page 22 Last changed on: 3/5/2009 2:02 PM




MaineStrezt

Process Document
Financials 9.0: Using PO Reconciliation Workbench

Business Unit: UMS05

Reconciliation WorkBench

Mew Window | Help | Custorrize Page | o5

WorkBench ID: CLOSEPQ

*Description: ‘

List of Purchase Orders

Select POS for Further Processing

Customize | Find | 4] Jownload  First ] 10f 4 L2 Last

Purchase Order

Jtatus
[ 5000043832

Selectil I Cleara

PO Status Holl PODate  Last Activity ‘Vendor ID Buyer action Order PO Lines
Closed N J12111/2008 12117/2008 0000010135 Standard El

Action:  Approve ‘ Unapprove Cancel Close Dispaich Preview

Match Change Blanket

Save

Go To: Setfilter options  Process Request Options Process Monitor — View Processing Results

Motify | s Refresh

Dane

il € Internet ® 100 v

Step

Action

26.

Back on théreconciliation WorkBench Page you will see the PO Status has
changed for the PO’s that you closed.

Click theSave button to save the search criteria that genetagedst of purchase
orders on th&econciliation Workbench page or just close leave this page ang
the next time you come here you'll be promptedrfew criteria.

End of Procedure.

il
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