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How to Un-Finalize PO & Return Un-Sourced Qty/Amt to Requisition

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
Purchase Order
Enter any information you have and click Search. Leave fields blank for a list of all
Find an Existing Value Add a New Value
= Search Criteria
Business Unit: = |4140[J % |3
PO Number: begins with *~ ||0000096347
Origin: begins with Q
Purchase Order Date: = w E{J
PO Status: = v ]
Short Vendor Name: begins with ~ Q,
Vendor ID: begins with Q
Name 1: begins with
Buyer: begins with Q
Purchase Order Reference:| pegins with
[ case Sensitive
Search Clear |Basic Search Save Search Criteria
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.

Maintain Purchase Order

Purchase Order

Business Unit: 41400 PO Status: Approved X
PO ID: 0000096347 Budget Status: Valid e

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

Message

This action will undo finalize all eligible distributions for this PO. Continue? {(10200,336)
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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.
Distribution Personalize | Find | View all |2 | 8 First [ 12012
Chartfields: DetailsiTax Asset Information Req Detail Statuses Budget Information [F=TH
Dist Status Percent E:::E:t Budg Dt E"Ei';;?:::w Currency BE;'::Q;:{&‘: Cuﬂrfes:cy E‘?g%-l:t:d Final Comrl
1 Open 50.0000 Valid 05/26/2016/ =1 25000.00 USD 25,000.00 USD 0.00 ]
2 Open 50.0000 Valid 05/26/2016 E!'J 25000.00 USD 25,000.00 USD 0.00
e Click Ok, then Save
5. | Budget Check PO to complete the Un-Finalize process
Maintain Purchase Order
Purchase Order
Business Unit: 41400 PO Status: Approved p 4
PO 1D: Budget Status: Mot Chic'd = e
0000096347 udget Status o W R
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.
Select Requisition Lines Personalize | Find | \
Sourcing Requisitions Change Vendor Contract Information | =M
include Vendor ID *Vendor~ Jender POQty POUOM Item Description ReqID~
O 0000008245 |Q, [WWGRAINGER/Q, (000001 |@, [ 10000 EA (@ & test finalize distrib line 0000017668 1

20f2



