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Use this document to Un-Finalize an active PO or individual PO Distribution Line(s) sourced from 
one or more requisitions. Following these steps will ensure requisition quantities or amounts 
previously liquidated by the Finalize action are reinstated and made available for sourcing to a PO. 

 
Step Description 

1. Sign into PeopleSoft 

2. Navigate to Home Page > Procurement Tile > Add/Update POs 

3. Search for previously finalized PO ID 
 

 
4. Options for taking the Finalize action include: 

 
 Un-Finalize the PO Header by clicking the ‘Undo Finalize Entire Document’ icon to reinstate 

quantities/amounts on all open requisition lines liquidated when the PO was finalized. 
 

 
 
If this option is chosen, the message below will display indicating the Undo Finalize option will effect 
all eligible/open distributions on the PO: 
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Step Description 

 Or 
 

 Un-Finalize a specific PO Distribution line by un-checking the ‘Final’ checkbox to reinstate 
quantities/amounts only on the requisition linked on the distribution line. 

 
 

• Click Ok, then Save 

5. Budget Check PO to complete the Un-Finalize process 
 

 
 
 

6. Once Un-Finalize is complete, the requisition(s) associated with the Un-Finalized PO or PO Distribution 
line are once again available for sourcing of any non-sourced quantities or amounts. 

 

 
 


