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Use this document to finalize an active PO sourced from one or more requisitions. Following these 
steps will ensure full liquidation of requisition lines and allow systematic closure of fully 
sourced/liquidated requisition lines and headers. 

 
Step Description 

1. Sign into PeopleSoft 

2. Navigate to Home Page > Procurement tile > Manage Requisitions 

3. Search for the Requisition ID having an open quantity or amount that you wish to liquidate. 
 

 
 

4. Expand/Collapse icon next to the Requisition ID to view the requisition lifecycle. 
 

 
 
 

5. Click the ‘Purchase Orders’ icon to identify an active PO ID sourced from the Requisition. 
 

 
 
 

6. Review the PO Information section of the Purchase Order Inquiry page. 
 
There could be multiple POs associated with the requisition, however, the PO must be open/active for the 
Finalize action to be taken. 
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Step Description 

  
 

 

7. Navigate to Purchasing > Purchase Orders > Add/Update PO 
 

• Search for the active PO ID you intend to finalize 
 

 
 
 

8. Options for taking the Finalize action include: 
 

 Finalize the PO Header to liquidate all open requisition lines linked on PO Distribution lines. This is 
done by clicking the ‘Finalize Entire Document’ icon located on the PO Header, highlighted below: 
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If this option is chosen, the message below displays, indicating ALL eligible distributions on the PO 
will be finalized (linked requisitions will be liquidated): 

 

 
 
• Click Yes to Continue with the Finalize process, Or 

 Finalize only a specific PO Distribution line by clicking the ‘Final’ checkbox. Taking this action ensures 
the only requisition liquidated is the requisition linked on the distribution line that is finalized. 

 

 
 

• Click Ok after finalizing a specific PO Distribution Line 

9. Click Save 

10. Re-Budget Check the PO to complete the Finalize process and liquidate the open quantity/amount on 
the Requisition(s). 
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11. When the PO is re-budget checks to ‘Valid’, the Finalize process is complete and the requisition will no 
longer appear available on the Requisition Selection page. 

 

 
 


