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Finalizing Purchase Order Lines in Accounts Payable

This guide covers the finalize function found on the Invoice Information page on a voucher. Agencies can use the
finalize function to show that the current distribution line on the voucher represents a final liquidation of the
associated PO transaction. Finalizing as well as undo finalize functions are discussed including differences
between finalizing on the header, invoice line or distribution line and the impact the finalize function has on the
purchase order.

PO transactions that are not associated with distribution lines marked as “Final” will not be liquidated.

Finalizing Function Overview

The Finalizing function in SWIFT is used to mark the final payment on the Invoice Information page of a
voucher referencing a PO. It eliminates the need to run the PO reconciliation processes to see if you can close
them and quickly free up funds.

Tips for Using the Finalize Function

e Use the Finalize function when you are certain that this is the last payment.

e Avoucher cannot be un-finalized once the voucher has been paid.

e PO transactions are liquidated during budget check. Vouchers can be budget checked manually or
systematically through batch processes that run during the day or overnight.

¢ Invoice Lines/Distribution Lines not marked as final will not liquidate associated PO transactions. For
example, if you have a three-line PO but only copy Line 1 into the voucher, or mark only line 1 as final,
will only liquidate line 1 of the PO. The encumbered balances on Lines 2 and 3 on the PO will remain.

e Be careful when marking vouchers as final when they are associated with purchase orders from closed
fiscal years. The funds will reclassify from “Encumbered” to “Available Budgets” within commitment
control. Efforts to pay from these funds will result in a “Budget on Hold” exception.

e Inrare circumstances, the finalize function can result in users receiving a “Ref'd Doc has been finalized”
budget exception. This can happen when an voucher is marked as final but not budget checked and the
buyer makes a change to the PO. Buyers, often unaware the voucher has been marked as final, perform
a change order on the PO and re-budget check the PO. This marks the transaction as final in
Commitment Control. Subsequent budget checking the voucher receives a “Ref Doc Finalized” budget
exception. To resolve, save the voucher without the final marked and have the buyer re-budget check the

PO. This will clear the finalize flag in commitment control and allow the voucher to pass budget check.
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Steps in Using the Finalize Function

1. Access the Invoice Information page of the voucher.
e Navigation: Accounts Payable, Vouchers, Add/Update, Regular Entry, Find an Existing Value
2. Select the Finalize by choosing one option:
e Header: If you select the Finalize Document button on the Header, it will finalize all Distribution
Lines in the document.
e Invoice Line: If you select the Finalize Line button on an Invoice Line, it will finalize all Distribution
Lines in this line.
o Distribution Line: If you select the Finalize check box on a Distribution Line, it will finalize only the
Distribution Lines that are checked.
Save the Voucher.
If the Voucher was already approved, run budget checking again on it to confirm the change.

Summary Belated Documents Imvoice |nformation Paymenis oucher Attributes Error Summary

Business Unit: BO4D1 Imvoice Mo: | Action:
Voucher 10; ODOAE241 Invoice Date: v
Voucher Style: Regular Vioucher Accounting Date: il | Tax Exempt B
Vendor 10: D00 1 7TERD SOUTH DAKOTA STATE SERVICES Invoice Receipt Date: OTOTrA015 Session Defaults
Shorthame: SRS BOK 2207 Service Period Begin Date: [ | Antachments (D)
Location: == i - J— Goods! Services Received: [DT/0T/2015 Comments {0}
Adres: BROOKINGS, 50 £7007 _
Customer Number: |:| Preview Approval

Advanced Vendor Search

Invoice Lines: P *Pay Terms: & B Q Finali _
*Currency: UST) Basis Date Type: Inv Diate M=l 3k Basis Dotz
Miscellaneous: . 1= Document [EERNL

;b —_ MNon Merchandise Summa
Freigh — Button —
sees T DO )  Secfce i Senmy
- Submit For Approval

Use Tax: 0.00 53

Total: [ tonog Copy From Source Document

— — [roumt E—

PO Number: [ Copy PO
Copy From: Mone v Go

Received By:
Imvoice Limes Find | \aew AN First 4] Tof1 L

Line: 1 Item: 1 LOM:
*Distribute by: Amaunt v Unit Price: 10000000 Quantity: [1.0000 |
Ship Ta: Line Amount:
SpeedChart: ] Deseription: [F¥ 15 VARIETAL PURITY TESTING
Buyer 1D: [prEiEisz @ Category ID T a
Cakulstz

Purchase Order & Receiver Info
Sales/Use Tax

Associste Receiver|s)

Persaaize | Find | view 4 1 2 | 2 Fngt BT 011 1 (ot

Exchange Rale || Slatsics || Asse | |FTH
[ Marchandlss
Dm Line | ¢ Quantity

- ) 1] 100.00 || 1.0000

Finalize

Check Bex
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Steps in Using the Undo Finalize Function
1. Access the Invoice Information page of the voucher.
e Navigation: Accounts Payable, Vouchers, Add/Update, Regular Entry, Find an Existing Value
2. Deselect the Finalize. Select one option.

e Header: Click the Undo Finalize button on the Header

e Invoice Line: Click the Undo Finalize button on an Invoice Line

e Distribution Line: Deselect the Finalize check box on a Distribution Line
Save the Voucher.

4. If the Voucher was already approved, run budget checking again on it to confirm the change.

Example 1: Making a Partial Payment and Selecting Finalize on a One Line PO.

¢ Inthe example below, a purchase order has an encumbrance of $200.00.

Purchase (irder Inguiry
Purchase Order

= wigin 112 Plisci Popinciion Divipion
Budiness Unit o401 i &
ool i g Sinpadahed
No0aiIa1 Fe Sy
o st Do Ted Stwiun Vilid Agency Rel. BFA 1300421
Wendor e SOu T DA 3-083 R i
Wenss 0 areter Dlalhy iR : R e =
r ; Bsigones Dooumanislion Hald Froes Furiher Procesaing
A
PO Rederence LAE TEETING i iy
Balling Lo anan BOADH03 Billimg Agawn Kerchandise =54 B8
FrewghbTanMing e
Hncer Despily ABRTY RRBTATL $ilad Total 00.00 USD
Harpcer Coemamanly Mgighing Emcismbrances Balanoe i D

changs Drie == LT

e Avoucher is created for $100.00. This amount is less than the original amount of the purchase order of
$200.00. Since this is the last payment for this purchase order, the voucher can be selected as final

payment. Doing so will reverse the remaining encumbrance on the PO which frees up funds for other
purposes.

TR porere joon e

m-'"’ Lirs | Merchanceos et | | Finafiee | approped T Fanslised ooty “GLUnit  Fund Fin Deptil) *‘F‘l. Cont o ount
bl = | | bR 4] |E-'CI-'.:A_'1 3, 1.0000 MDY O, 120180 |E043tIWECE 0, jasi3s
F) (11 B

3|Page-Quick Reference Guide



SWIFTHS

Statewide Integrated Financial Tools

After finalizing this distribution line, saving and budget checking the voucher, the encumbrance balance

on the purchase order is $0.00. The purchase order was originally for $200.00. One payment was made
for $100 and marked as final.

Purchase Order Inquiry
Purchase Order

Owigiin: 112 Plant Protsction Division
Business Unit BO&d1 PO Sistus
P D 3000012611 Dispatched
5 2 Budiget Status Wialid
PO Date: ar1/2014 Boc Tl Status Valid Ageney Rat: BRA 12W0A
Virndod Has FITH DAND002 Backorder Status: Bt Baiordeed
= Wroios Dafgity 4 :
Wrrader B0 2000217880 Feceipt Status Mot B Dhoviz Tt BFA
Biryer ‘Wickhaem, Sudith B & niation Hold Froem Furthar Proces sing
.
| PO Relurence LAB TESTING L
Billing Location: ED40002 il Adkdr Mgrchaedi: 200.00
FreightTaxMise : nog
) Docamant Statu 200,00 USD
ot Dalss A BTV (Foast
- 000 UsD
Liggar Cpmemgn e Encumbeanoe Balanos:

e Budget Information for Line 1 Distribution 1 of the PO reflects:
o Encumbrance Balance $0.00
0 Expensed to Date $100.00
o Commitment Control Close Flag checked

Purchase Order Inguiry
Distributions for Schedule 1

PO iD: 000012811 Line: " Sched: 1 hem FY 15 VARIETAL PURITY TESTING [AS
REQUESTED) (PRICES VARY)

Status: Ak Sched Gty: 1.0000

Distribute By Amaunt Merchandise Amount 200.00 USD

200.00 UsD

Cractfielis | DetaduTax | Asset laforsation

Dist  Stahus Percent Budgel Status  Budget Date Currency] - Catel Close Flag

1 Cpen 100 000D Valid 07012014 UsD

10004

"
Base | Expented Tol | Commitment Control “
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Example 2: Selecting Finalize on a PO with Two Lines.

¢ In the example below, a purchase order has an encumbrance of $400.00 with $200 dollars from each
line.
[FUTCasE UTaeT
Dwigin: 112 Plani Protestion Divisian
Business Unit: Bo401 PO Status:
3 Dispatohad
PO D, VST Badgel Status. Walid
PO Date 07142018 Doe Tol Siatus i Agency Ret BFA 12WIAZ1
Wandor Ham: U TH Baxoanl Backordes Status Fimt B st 4
Vendor I0: 000021 T80 denaineimly Receipt Stabus: ot Heevy  DocType:  BPA
Buyer Wiskham. Judith Aespome Dommantasicn Hald From Further Proces sing
A
FO Reterence: [ Amourd Summary |
| Billing Location: E040002 Billing Asrrass e aen
FreightTaxMlise el
sur Dutiil il ATV Rotsment Slatul Totsl 40000 USD
Encumbrance Balance: 20909 WsD
Haader Commanis Kpighing
’"'m’!sr‘ Y (1% .y
Yigw Prniable Venspn
Lire them 103 Item Deszriphion Category PO oty uc P Hats
1 -} FY 18 VARIETAL PURITY TESTING ‘85121803 1.0000 L0 200.00 |rs0 Approves |02 e
;! = EY 18 VARIETAL S5121803 10000 LD 200.00 &0 Approved () &
a =

e Avoucher is created for $200.00 with $100.00 from each line. This amount is less than the original amount of

the purchase order of $400.00. Since this is the last payment for Line 1, the first invoice line can be finalized.

Finalizing Line 1 will reverse the remaining encumbrance on Line 1 of the purchase order and free up funds
for other purposes.

Line 1 e L A yom o Q
“Distibute by e T ek (0900000 | quanity. [199%0 pa—
Ship Ta: Boa1211 Q Line A :UPW B o Avmat
SpeedChart Description: |F¥ 18 VARIETAL PURITY TESTING 3
Buyer 1 fpoztesz T @, Camgeryi0 [oreer la,

Owneride PO Por

Caloulste
Allocate by Po
E Ry et inds
! Tas

ECTR boeoeran | guamns | e | [T

[
GoF¥ Linea POPercent Percent | Merchandise dmt

Firalize  hppropin ’:‘3 Finalized o antity *GLUM  Fund  FinDep
FE= t 100000 todocod 10900 =] BoazAz: QL N [ 1 a00e wnoot 0 [z018Q [Besan:
< iml v
o] L]
Line: 2 em: | A vom 2 a
"Distribute by: Amaunt - —— ;-.':iu'mb'no | Quantity: 10000 P
Ship To: Bo41211 Q Line Amaunt 1 1000 [ one Asset
SpeedChart Dencription [Fr s vaRiETAL B B
Buyer 10: boatetsa Q,  Category D [oear Q,

eican T =y

o Lings PO Percent  Percend Msrchandise Amt Fimalize hepropid PO Finalizeds  Crantity *GL Unit Fund Fin Depul :
= B 1 1000000 1o0.000) 100.00 "B poazadd, M [ vo0on] [mmoor @ [2018 @ [moeaiaqy |
4 [ J
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After finalizing this distribution line, saving and budget checking the voucher, the encumbrance balance

on the purchase order is $100.00. The purchase order was originally for $400.00. One payment was

made for $200 and one of two lines were marked as final.

Purchase Order

. Origin: 112 Piant Protection Division
Business Unit Bb&D1 PO 5t
POID: Dispatchied
3 3000018580 Budgel Status: Valid
PO Date: aTiaza18 Doc Tol Status: valid Agency Rel: BPA 12W0IAZ1
Vendor Nama: SOUTH DAKD-002 Backorder Status: Het Backorderad
Vendos ID: 17 Vengcs Deipily Receipt Status: Doc Type: P
0000217880 s e Net Recvs W BEA
Buyer. Wigkham,_Judith Bstponse Documantation Hold From Further Processing
A
PO Reference:
Billing Location: BO40002 Bllling Adgress Merehandise. 400,00
FreightTaxiisc oog
Docymen Siatus .
Hesder Details Al BTY Tatal. 0000 US0
& Encumbrance Balance: 10099 uso
Hegder Comminty Aglshing

Change Order

Activity Summary

Wigw Priniable Version

Linea e ID e Description Categorys PO Gty uon Merchandive Stabus
i EY 18 VARIETAL PURITY TEETIHNG 85121803 1 0ol LD 2000 USD Approved '\_L-" |'r"
l2 2 EY 15 VARIETAL 85121803 1.0000(LO 200,00 USD Approved oM
e Budget Information for Line 1 Distribution 1 of the PO reflects:
0 Encumbrance Balance $0.00
0 Expensed to Date $100.00
o Commitment Control Close Flag checked
T Purchase Order Inguiry =
Distributions for Schedule 1
PO B 3000018250 Lirsa: 1 Sehad 1 e FY 18 VARIETAL PURITY TESTING (AS B
RESUESTELD) [PRICES VARY)
Status Active Sched Giy: 1.0000
Distribute By Amaunt Merchandise Amount: 200000 USD
| Doc. Base Amount: 000 USO [

CrbriFaics DelairTia Aasel lerruaten B Decad

f 5 . P B 3 B Diate Cu Emncumbered . Base Eanrug"r‘: Emwé::"m;hl::nw
Opan 100.0000 Warming OTH42018 50 0.00USD 100.00
Ratum |

Budget Information for Line 2 Distribution 1 of the PO reflects:

o0 Encumbrance Balance $100.00
0 Expensed to Date $100.00
o0 Commitment Control Close Flag un checked
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Purchase Order Inquiry
Distributions for Schedule 1

PO ID: 3000018550 Lime: 2

Sched: 1 Iterm FY 18 VARIETAL
Status: Active Sched Qty: 1.0000
Distribute By: Aot Merchandise Amount 200.00 USD
Doc. Base Amount

200.00 USD

Details Tax Asset Information Eeg Datail

s Encumbrance Encumbered Base Expensed To Commitment Control
Dist Status Percent Budget Statws Budget Date Balanos Currency Base Balince | Curmmney Date Cioss Flag
1 Open 100.0000 Warming 07142015 100.00)S0 100,00 USD 100.00;

Ratumn

Query Listing Vouchers Marked as Final

You can get a list of vouchers that have been finalized using a query.

e Navigation: Reporting Tools, Query, Query Viewer, M_AP_GBL_FINALIZED_VOUCHERS
Enter the Business Unit, Accounting Date ranges and click on View Results.
M_AP_GBL_FINALIZED_VOUCHERS - Lists vouchers marked as final

Unit: E3701
Acctg Date (from): |07/01/2014 [31)
Acctg Date (to):  |06/30/2015 |5

View Results

Download results in : Excel Spreadsheet CSV TextFile xMLFile (442 kb)
View All

First [§] 1-100 of 2306 m Last
Unit Voucher Acctg Date Line Distribution Li Sched Num Line
1 E3701 00265554 11/06/2014 1

1Y 125.000 3000008162 1 1 1
2 E3701 00266545 07/01/2014 1 1Y 126.000 3000008511 1 1 1

Close Prior Merchandise Amt PO No. Line
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