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QUICK REFERENCE GUIDE 

March 11, 2025 

Close a Purchase Order Referencing a Contract Using a 

Change Order 

Depending on the Purchase Order Document Type, you may need to reduce the purchase order to what’s been 

paid using a change order and then close the purchase order in the Buyers Workbench. Typically, it is not 

necessary to reduce blanket purchase orders or other purchase orders not referencing contracts. These 

purchase orders can be closed directly from the Buyer’s WorkBench. 

Purchase Order Document Types to Reduce to What’s Been Paid Before Closing 

• Annual Plan Contract Purchase Order (APK) 

• Construction Contract Encumbering Order (CEO) 

• Master Contract Work Order (MWK) 

• Professional/Technical Encumbering Order (KEO) 

Before closing a purchase order that was created with a contract using a change order, check the following 
guidelines to make sure that the funds properly roll back to the contract. 

• IMPORTANT! Check to see if there are receipts or vouchers against it.  

• If your agency has no activity against a line, cancel the line before closing the purchase order. 

• If your agency made no activity against the purchase order, you can cancel it at the header. 

• Reduce the purchase order to a zero encumbrance before closing the purchase order. 

• The reduced amount may not be available on the contract until SWIFT runs the nightly purchase order 
batch process. 

This guide provides the steps to close a purchase order referencing a contract using a Change Order. It shows 

the process of reducing the purchase order to a zero encumbrance and then closing it in the Buyer’s WorkBench. 

Step 1: Locate the purchase order 

1. Navigate to the Purchase Order page. 

Navigation Options Navigation Path 

Navigation Collection Procurement, Purchasing, Purchase Order, Purchase Order page defaults. 

WorkCenter  Procurement, Purchasing, Buyer WorkCenter. Left menu Links, Add/Update POs, 
Purchase Order page. 
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2. On the Purchase Order page, select the Find an Existing Value button.  

3. SWIFT opens the Find an Existing Value page. Enter search items such as the Business Unit and PO ID. 

Select the Search button at the bottom of the page. 

 

4. At the bottom of the page, SWIFT displays the Search Results. Select the PO ID.  

Step 2: Update the purchase order as needed and process it 

SWIFT displays the Maintain Purchase Order page for the selected purchase order. 

1. Check the status of the purchase order. The PO Status is “Dispatched” and the Budget Status is “Valid.” 

 

2. Review the purchase order to see if your agency vouchered and/or receipted against it.  

a. If there is an Encumbrance Balance, research the existing encumbrances. select the Activity 

Summary hyperlink. 
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b. SWIFT opens the Activity Summary page in a separate window for that purchase order. Look at 

the Invoice and Receipt tabs. The line with activity will show an icon to access the details, such 

as the Receipt or Invoice icon. 

This example shows a purchase order with two lines.  

• Line 1 has a receipt against it. 

• To reduce this purchase order to what’s been paid, we will cancel Line 2. 

• Close this window 

 

3. Update the purchase order. 

a. On the header, select the Change Order icon. 

 

b. Update the purchase order. Select Save.  



 

Page | 4 – Quick Reference Guide 

 

NOTE: If you decreased the Amount or Price, SWIFT will not trigger a re-approval. The PO Status remains 
“Approved.” 

c. The Budget Status is “Not Chk’d.” Select the Budget Check icon.  

d. After the budget check passes, the PO Status is “Approved” and the Budget Status is “Valid.” 

 

4. Review the Account Summary.  

a. The Total Amount now reflects the amount vouchered on the purchase order.  

b. The Encumbrance Balance is “0.00.” 

IMPORTANT: There is a zero-dollar Encumbrance Balance. It has been reduced to what has been paid. This 
purchase order referencing a contract can now be closed in the Buyer’s WorkBench. 

Step 3: Access the Buyer’s WorkBench to close the purchase order 

1. Navigate to the Buyer’s WorkBench page.  

Navigation Options Navigation Path 

Navigation Collection Procurement, Purchasing, Purchase Order. Left menu Links, Buyer’s Workbench, 
Buyer’s WorkBench page.  

WorkCenter Procurement, Purchasing, Buyer WorkCenter. Left menu Links, Buyer’s 
WorkBench, Buyer’s WorkBench page. 

2. On the Buyer’s WorkBench page, search for and select an available WorkBench ID. 

IMPORTANT! WorkBench IDs are reusable. Do not keep adding new ones. 

a. Enter the WorkBench ID on the Find an Existing Value tab. Select Search.  

b. If you don’t know the ID, press the Search button and SWIFT will display the list of available IDs. 
Select one. 
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c. If you do not have an existing WorkBench ID, you can create one for yourself to reuse on the 

Add a New Value tab. Enter the Business Unit and a WorkBench ID that will allow you to access 

it. Enter a short name that will you remember it, such as “CLOSEPO.” 

3. SWIFT displays the Filter Options page. 

a. Since SWIFT will populate the fields from the Workbench ID, clear all fields. 
b. Enter search criteria, such as Purchase Order ID in both the from and to fields. 

 

c. On the Status section, uncheck all of the options. 
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4. Scroll to the bottom of the page and select Search.  

SWIFT displays the List of Purchase Orders that match your search criteria. Locate the individual purchase order 
you wish to close. 

Step 4: Process the purchase order to close it 

1. On the List of Purchase Orders section, enter information on it. 

a. If nothing is on the Description field, enter information about this activity, such as “Close PO.” 
b. On the Detail tab, mark the Select checkbox.  
c. Go to the bottom of the page and select the Close button.  

 

2. SWIFT displays the Processing Results page for the purchase order you selected. Use this page to close 
the purchase order. 

a. Look for the purchase order in the “Qualified” section. If it doesn’t appear there, you can move 

it from the “Not Qualified” section.  

b. Check the box next to the PO ID.  

c. Select the Override icon for the purchase order ID that appears in the “Not Qualified” section. 

 

d. SWIFT moves the PO ID to the “Qualified” section. 
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Step 5: Close the purchase order 

1. When you are ready to close an individual purchase order, select the Yes button at the bottom of the 
page.  

 

2. You will receive a confirmation message. Select Yes to continue. 

 

Step 6: Run the Budget Check 

1. SWIFT will update the information on the Detail tab. The PO Status will be “Complete.” 

2. Always run the Budget Check. Select the Budget Check button. 

 

e. Select Yes to proceed.  
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f. SWIFT displays a message. Select Yes on the message.  

 

3. As an option, you can use the Purchase Order Inquiry to make sure the purchase order is closed. 

a. It is located on the left menu in the Buyer’s WorkBench page.  

b. Select Purchase Orders from that menu. 

c. Enter the PO ID and select the Search button at the bottom of the page.  

 

d. Select the PO ID from the Search Results. The PO Status will be “Compl” for completed. The 

Budget Status will be “Valid.” 




