SWIFTHS

Statewide Integrated Financial Tools

QUICK REFERENCE GUIDE

Verify Finalization Status and Re-Sourcing Options

before Cancelling a PO Referencing a Requisition
December 5, 2015

Process Steps

Issues have occurred when Purchase Orders created from Strategic Sourcing Events and ePro Requisitions have
been cancelled. If there has not been any activity against the purchase order(s), they can be cancelled, but
before canceling, the user must determine:

1. if the associated requisition has been liquidated (a pre-encumbrance balance of $0.00) and

2. if the Strategic Sourcing Event should be re-awarded, and

3. if the ePro Requisition will be re-sourced after the PO is cancelled.

If the Purchase Order has been “Finalized”, in order to release the pre-encumbrance, the “Finalize” should be
reversed before cancelling the PO. Reversing the “Finalize” on the PO will put the pre-encumbrance back on the
Requisition and allow the documents to be re-sourced.

Note: If there has been any activity against the PO (Receipt or Voucher), the PO cannot be cancelled.
Contact the SWIFT Helpdesk for assistance.

To find out if the requisition has been liquidated, look at the Commitment Control Close Flag on

the Requisition Schedule and Distribution page under Manage Requisitions. If the Commitment Control
Close Flag box is checked, the requisition has been finalized, the balance fields should be $0.00 when the box is
checked. The example below has not been finalized.

! aiize | B | 2H 0 4 grq 13
Details More Details More Details 2 f Asset Information et In D .
Dist # Pre-Encumbrance Balance Currency Pre-Encumbered Base Balance Base Currency Commitmenélggontrol Efuse
12.027.290 USD 12;,027.29 USD

Step 1: If applicable, complete the following steps to reverse the Finalize
Begin by navigating to the Add/Update PO page for the PO.

1. Navigate Links: Purchasing, Purchase Orders, Add/Update POs.
2. Search for and select the PO. The Maintain Purchase Order page displays.
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3. Select the Undo Finalize ( L ) button.

= =

Favortes | Main Menuy » Purchasng o Purchase Orders > Add/Update POs

ErewWindow 7 Help  [5f Persc
Masntam Purchase Order

Purchase Order

Business Unit: G0210  Omgin: 54 0 Malerials Managemen Division PO Status: Approved 3 4
POID: 3D000007E2 Appeoval Exception Budge! Status:  vaild Bl
Copy From: VJI [] Hodd From Further Processing
-~ Header
B3 Date: .1.?;030{1 1? ! ® vemdorSearch Response DOCUmEentaion pec Tol Status: walid Agency Reference:
Expiration Date: H I v
“Vendor Il 0000192785 @ SWANSON HARDWARE CO Receipt Status:  NotReod  Doc Type: | POR-Purchase Order |
“Vendor: [EWANSON HADDT |Q, Vendor Detasts “Dispatch Method: | EMal i Dispalch
Bayer: 00003855 a Sladdard Daniel =
s Merchandise: 85.00
PO Referance:
: FreightTaxMisc: 0.00 Calculate
"y Location: S2003Me0 1Y Silop ddeens Total Amount: #4500 USD
Encumbrance ﬁe o uso
Header Details Activily Symmary Balance:
EQ Defaylts Deogument Status
Requisiions Add Comments
PO Adtivitios hipTo Commanl

Purchasing Kif Catalog ltem Szarch

Line ftam Doscripiion PO Gty UOM  Category  Price Merchandiee siatus
1 B 2 [Photogragh ____ ck® #0000 [Ealq [fomis0q [Bsoooon 85.00Approved | (D 4] ==
\igw Printabia Version

Ciose Shorl All Lines:
View Approvals

Gote; |- More ]

4. Click “Yes” in the message that displays. The Budget Status will be updated to “Not Checked”.
5. Budget check the PO.

6. Click the Red X to Cancel the PO.

Maintain Purchase Order

Purchase Order

Business Unit: Go210  Ongin: 5% R ytenals Management Division PO Status: Appravid
PO D 3000000782 Approval Exception Budged Status: Walid
Copy From: |

[_] Hoid From Further Processing

*PO Darte: 12022015 B9 vendorSearch Response DOCUmentaion poc ol Status:  walid Agency Reference:
Expiration Date: | : :
“Vendor ID: SWANSON HARDWARE GO Rocoipt Status:  NolRecvd Do Type: | POR Purchase Order i
entor R "Dispatch Method: | Emad it T
“Buyer: 00003355 (- S [ Amount Summary |
- —_— - Merchandise: B5.00
PO Referemce:
FreightTaxMisc.: .00 Calculate
*Hilling Location: GOZ00E0000 O Eiling Address Total Amosht 8500 USD
Encumbrance 500 UsSD
Header Details mmhg MMy Balance:
BQ Defauls Cacument Status
Requisiions Add Commnts
PO Agnitias hipT) mman

Eurchasing Kif Catalag liem.Seardhy

(S cnpToDueDsie | Smwmes | feminjormaton | Amibuies | BFO | Conimet | Hecewing | [T

Merchandise
Line e Description PO Qty WOM  Calegory Price Amoun SE
1 | @, [Photogragh @ 4] voooo) [Ealq [wioisoiq, [esoacon 85.00 Approved. | (0 i} ==
fiew Prindable Ver -
Close ShortAll Lines. “Gor e |- Wore &3]
fiaw ol -

Note: If there has been any activity against the PO (Receipt or Voucher), the PO cannot be cancelled.
Contact the SWIFT Helpdesk for assistance.
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7. If the Purchase Order is associated with a Requisition (or Event that is based on a Requisition), the
following message will display and the selected option will determine how the system will handle the
Requisition quantities:

Option 1: The defaulted value is “No, Do Not Re-Source Reqs”. This option will:

o Keep the Strategic Sourcing Event at a status of Awarded and the event cannot be reused.
e The ePro Requisition status shows PO(s) Canceled and cannot be used again.

e The pre-encumbrance balance on the Requisition cannot be liquidated.

e End users cannot release the pre-encumbered funds to be reused without assistance from

SWIFT staff.

Maintain Purchase Order

Cancel Purchase Order

Business Unit: G0210 PO 1D: 3000000732 Vendor: SWANSON HA-001

Would you like to open the Requisition quantity(ies) to be sourced again?

I_)Yes, Re-Source all Reqs

() Specify Reqs to Re-source

Continue

Save L\ Returnto Search [=] Notify E+ Add

Option 2: If the value is changed to Yes, Re-Source all Regs, this option will:

e Set the Strategic Sourcing Event status back Pending Award.
e Events in Pending Award status can either be awarded to another vendor or cancelled.
e The Requisition pre-encumbrance balance is restored to the original amount.

e |If the Strategic Sourcing Event is cancelled, the Requisition can also be cancelled to release
the pre-encumbered funds.
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Maintain Purchase Order

Cancel Purchase Order

Would you like to open the Requisition quantity(ies) to be sourced again?

_) No, Do Not Re-Source Reqs

) Specify Regs to Re-source

Continue

B save [\ Returnto Search | |[Z] Notify

Business Unit: G0210 PO ID: 3000000783 Vendor:

SAVOIE SUP-001

Es Add

Option 3: If the value is changed to Specify Reqgs to Resource, this option will (use this option when
multiple Requisitions were used on the PO and not all of them should be re-sourced):

o Allow for selection of specific requisition that should be re-sourced.

e Same options as the Yes, Re-Source all Reqgs option.

8. After selecting the appropriate option, click on the Continue button. You will receive the below message

indicating that the cancelation was successful.

Maintain Purchase Crder
Cancel Purchase Order

The purchase order cancelation was successful.

_______________________

El save 2\ Return to Search +E] MextinList [=] Mofify

Es Add

Note: when cancelling a Purchase Order sourced from a Strategic Sourcing Event that does not use an
ePro Requisition, the system will not prompt for the option to re-source Requisitions since there is no

Requisition associated with the Event/PO.

Cancelling the PO updates the Status on the Strategic Sourcing Event from “Awarded” to “Pending Award”, so

the event can either be awarded again or be cancelled.
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