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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 

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

• A voucher cannot be un-finalized once the voucher has been paid.

• 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.

• 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.

• In rare 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. 

• Navigation:  Accounts Payable, Vouchers, Add/Update, Regular Entry, Find an Existing Value 

2. Select the Finalize by choosing one option:  

• Header:  If you select the Finalize Document button on the Header, it will finalize all Distribution 

Lines in the document.   

• Invoice Line:  If you select the Finalize Line button on an Invoice Line, it will finalize all Distribution 

Lines in this line.  

• Distribution Line:  If you select the Finalize check box on a Distribution Line, it will finalize only the 

Distribution Lines that are checked.  

3. Save the Voucher. 
4. If the Voucher was already approved, run budget checking again on it to confirm the change.  
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Steps in Using the Undo Finalize Function 

1. Access the Invoice Information page of the voucher. 

• Navigation:  Accounts Payable, Vouchers, Add/Update, Regular Entry, Find an Existing Value 

2. Deselect the Finalize. Select one option. 

• Header:  Click the Undo Finalize button on the Header 

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

• Distribution Line:  Deselect the Finalize check box on a Distribution Line 
3. 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. 

• In the example below, a purchase order has an encumbrance of $200.00.   

 

• A voucher 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.  
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• 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.   

 

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

o Encumbrance Balance $0.00 

o Expensed to Date $100.00 

o Commitment Control Close Flag checked  
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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.  

 

• A voucher 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.  
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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. 

 

 

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

o Encumbrance Balance $0.00 

o Expensed to Date $100.00 

 Commitment Control Close Flag checked  o

 

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

o Encumbrance Balance $100.00 

o Expensed to Date $100.00 

o Commitment Control Close Flag un checked  
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Query Listing Vouchers Marked as Final  
You can get a list of vouchers that have been finalized using a query.   

• Navigation:  Reporting Tools, Query, Query Viewer, M_AP_GBL_FINALIZED_VOUCHERS 

• Enter the Business Unit, Accounting Date ranges and click on View Results. 
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