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Closing a Purchase Order

Overview

Purchase orders that are either no longer required or are duplicates that were created in error, should
be closed. Closing a purchase order will remove the commitment that is held on it.

.. Menu

Search — Purchase Requests/Orders — Purchase Orders

@ My Account Operations Q Search ~* l% REpOItS @ Help
@, Accounts
o)

Search Orders %Cuﬂnmers," Suppliers

New Search @,\Stnﬁk Items

@, Price Items
o)

Q_ Mominal Account % Projects Exclude Com
oy
Mominal Account
Description |l Purchase Requests / Orders E—a Purchase Requests
-
Orgenisation _
E—P\, Purchase Invoices E_B\ Purchase Orders
L
Cost Centre

Access the purchase order from the order enquiry menu.

1.2. Retrieve the purchase order

Enter the purchase order details, for example the purchase order number if known. If not known, enter
something that will be useful to search on like the supplier name or the person who entered the original
order.

= Operations

r‘) My Account

Demo User £

Search Orders

New Search

Q, mominal account Exclude Completed
No"1i|;|al.nc:c|.nt Exclude Uncompleted (]
Description

Crgznisation Fully Deliversd Only O
[— Exclude Fully Delivered (]
analysis - Exclude Invoiced (]
Funding Stream w Exclude Non Invoiced O
Entry User v Exclude Paid (]
order No. 764 Exclude Non Paid ]
Q, supplier Exclude Sent Documents ]
supplier Name Exclude Unsent ]}

. Documents

Praject

Project Name

21/08/2023

Step Description

| Enter the purchase order number if known.
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Step ‘ Description
2 If the purchase order is not recent, change or remove the Min Modified Date, otherwise no data will be
extracted.
3 If the purchase order number is not known, a search could be performed at supplier level.
4 If the purchase order number is not known, a search could be performed at entry user level, i.e. the person

who created the initial request.

5 [Search] for the results.

If no results are found click [New Search] to retry.

(&) my account B Cperations (_] search

Search Orders

8 Double click a row to view the record...

Displaymkemrds 1" Ewor: [ ETEY

D% Supplier & rder Reference ¢ Drder Date & Ststus & Nett TAmount® Gross¢ Total O/S (Delivery) ¢ Total O/S (Invoice} & i

76  Gloucestershire County GLOGO4 28/02/202 Part 2255 4510 2706 0.00 225.52@

Total Records: 1

6 [View] the order details to review if this is the purchase order to be closed.

1.3. Closing the order
@ My Account = Operations Q search % Reports @ Help

Orders
View Order Details
o 754 MNotes SEdwards
supplier Gloucestershire County Coundl
Status Part Posted
order Reference GLCO04
Date Ordered 2B/02/2023 13:04:01 Mett 22552
VAT Amount 45.10
Gross 27062

Lines &

Order Documents b

Order Details: Line List

Display [ER Records | Export: [ 2PN

Purchase Analysis ¢ Description ¢ Quantity ¥ OtyDelivered ¢ Qtylnvoiced ¢  Gross ¢ " a

Grounds Maintenance  Gr harge MAY23 1.00 1.00 000 270622 [ wview | [ cose | [ riswory |

Total Records:1

[y =l =@ ]

Step ‘ Description
| Review the order.
If the order has multiple lines, then a single line could be closed.
2 If this order is to be closed in full select the [Close Order] button.
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Description

Once selected you will be requested to

a Are you sure that you wish to dose this order? confirm that you want to close the order.

b [
A second confirmation will be sought once

yes has been selected.

Select [Yes] to continue.

A\ This action is irreversible, do you wish to continue?
P —
Information stating that the order has been

closed in the final stage.

Select [Yes] to continue.

@ wroamamion

[Close] to complete the process.
Order 754 closed

Cloze

1.4. Viewing the closed order

Closed orders can be viewed. From the same menu searching on the order shows the below. [View]
the order

Search Orders

H Double click a row to view the record...

Display m Records | Export :E

ID% Supplier % rder Reference ¢ Order Date ¢ Status ¢ Mett T Amount? Gross ¢ Total O/5 (Delivery) ¢ Total O/S (Invoice) ¢ 1]
76 Gloucestershire GLOO0S 28/02/202 Complete 2255 4510 2706 0.00

Total Records: 1

Description

| [View] the order.
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Orders

View Order Details

= notes. -

lousssterti Counny Gouncl
completes
aLoos

Date Orered 2a/oz/2023 30001

Order Details: Line List

Osvir BB Focoris | oo EICTEN

Purchase Analysis ¢ Description & Quantty ¢ QtyDelivered ® QtyInvoiced & Gross &

CR'} - r)
Crounde Mianance Grounds echarg MAYEE 100 om0 20 @ () R ()
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Step ‘ Description ‘

To see the closed information, click on the
[History] button.

F
@ wFoRMATION
1Dz 1541
Closed Purchass Order Line by Demo User at 19/11/2023
-

N-1T56

The [History] shows that the order has been
closed.

[Close] to return to the main screen.
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