Close POs through the Buyer’s WorkBench

Go to the Buyers WorkCenter

Etravel (Docusign) Campus Work Center Approvals Buyer WorkCenter (Purchasing)

37 o)

0 Y

Go to the Purchase order inquiry Purchasing > Purchase orders > review PO information> Purchase
orders

Favorites ~ Main Menu Purchazsing * Purchase Orders ~ Review PO Information * Purchaze Orders

Purchase Orde

Purchase Order Inquiry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Keyword Search

¥ Search Criteria

*Business Unit | = UMBC1 Q

PO ID | begins with w | | J00022553

Contract SetlD | begins with Q
Contract ID | begins with ~ Q
Release Number | = v
Purchase Order Date | = v
PO Status | = v v

<

Short Supplier Name | begins with

<

Supplier ID' | begins with

Supplier Name | begins with v

<

Buyer | begins with

P |o L Lo »

<

Buyer Name | begins with

[CJCase Sensitive



Search for the PO in question. Check that the PO is dispatched and encumbrance is 0.

Purchase Order Inquiry

Purchase Order

Business Unit
POID
¥ Header
PO Date
Supplier Name
Supplier ID
Buyer

PO Reference

Header Details
All RTV
Matching

Lines
LY

Line Item ID
1 B

2 B

Return to Search

Supplier Details

Amount Summary

Activity Summary

Header Comments

Document Status
¥ Actions

Item Description

Complex Inferiorities: The
Poe

Myth and History in Ancient
r

Go to Paw and check its status

Encumbrance Balance

Category

JAGGAER

JAGGAER

Budget Status  Valid

PO Status  Dispatched

Status  Not

Receipt Status  Not Recvd

Hold From Further Processing

Merchandise 161.75
Freight/Tax/Misc. 0.00

Total 161.75 USD

Purchase Order *+ AMAZON CAPITAL SRVCS INC + J00022553 Revision 0 (Closed)

Status i

General Information

PO/Reference No.

Revision No.

Supplier Name

Purchase Order Date

Total

Owner Name

Owner Email

Requisition Number

AMAZON CAPITAL SRVCS INC

Jyoder1@umbc.edu

164439890 view | print

nfirmation hipments Receipts 1

1-20f2 v
POQy UOM Mershnchen Status
1.0000 EA 90.24 USD Approved o
1.0000 EA 7151 USD Approved o
mments Attachment: History
Document Status
A/P status Closed [N
Workflow /' Completed

| View All

Related Links

The system distributed the purchase order using the method(s) indicated below the last time it was

distributed: view

CXML (Electronic Integration)

Manual

Distribution Date/Time

Supplier

Supplier Number

no value

11/1/2022 913 AM

Sent To Supplier

0000039322



Navigate to the Buyer’s Workbench

Favorites ~ Main Menu ~ Purchasing * Purchase Orders * Buyer's Workbench

UMBC Finance

Buyer's WorkBench

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value || Add a New Value

Search Criteria

*Business Unit[= v | UMBC1 a
WorkBench 1D
Description

[ caze Sensitive

]
Search Clear Basic Search 2 Save Search Criteria

Search Results

iew All First (4 i-11ofi1 (b Last
55 Unit WorkBench ID Description

CLOSEJAGPO CLOSEJAGPO

CLOSE_POS CLOSE_POs

CLOSE_PO P CLOSE_PO_P

UMBC1 JAG_CLOSE CLOSE_JAG_POs

UMBC1 JFRAMCHY Closed_P0O

UMBC1 PC_CLOSE LIPO_CLOSE_SM

UMBC1 PO_RECON Preview POs for Reconciliation
UMBC1 PO_WORKEBEM PO_WORKBENCH

UMBCA RECAPP Preview PQ's for Reconcilafion
UMBCA SCQUINN close purchase order

UMBGC1 YE_JAG_CLS JAG_PO_CLOSE

Find an Existing Value | Add a New Value

Select CLOSEJAGPO Run control ID



Buyer's WorkBench
Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value =~ Add a New Value
w Search Criteria

*Business Unit[= v UMBC1 @
1D[begins vith v |
Description[begins with v ]

[ case Sensitive

Search || Clear | BasicSearch &' Save Search Criteria
Search Results
View All First & t11oft1 b Last

UMBC1 CLOSE_PO_P CLOSE_PO_|

UMBC1 JAG_CLOSE CLOSE_JAG_POs

UMBC1 JFRANCHY  Closed_PO

UMBC1 PO_CLOSE  \3PO_CLOSE_SM

UMBC1 PO_RECON  Preview POs for Reconciliation
UMBC1 PO_WORKBEN PO_WORKBENCH

UMBC1 RECAPP eview PO's for Ry

UMBC1 SQUINN close purchase order

UMBC1 YE_JAG_CLS JAG_PO_CLOSE

Find an Existing Value | Add a New Value

Enter the PO ID, make sure “Open Encumbrances” is unchecked or it wont come up in the search



Buyer's WorkBench
Filter Options
Business Unit UMBC1 WorkBench ID CLOSEJAGPO

Description CLOSEJAGPO
Enter search criteria and click on Search. Leave blank for all values.

Search Criteria
e =
g - To
mo-: S
L
Requisition ID Q
ja
la
ContractSeiD.  |@
Contract 1D _ | Contract Version Q
Release Number la
GPOID| Q
GPO Contract |
Status
& Open & Pending Approval @ Approved () penied
@ Dispatched [ cancelled ) include Closed
Receiving
Recv Reqd [Optional vl
Oan O Not Received O Partially Received O Fully Received
Matching
) Required & Not Required
O an O None O Partial Match O Fuilly Matched
Encumbrance
() Open Encumbrances
rtFields Personaiize | Find | ViewAll | (71| [} First 4« 10f1 & Last
| Chartfieias | [
GL Unit Account CSPROJCF Fund Dept Prog Oper  SOF PC Bus Unit Project Activity

Ja [ o | la | la [ Ja [




Select PO and close

Buyer's WorkBench

Business Unit UMBC1 WorkBench ID CLOSEJAGPO
| *Description | CLOSEJAGPO
Select POs for Further Processing
List of Purchase Orders Personalize | Find | ViewAll | (9| [ Fist & 10f1 & Last
| Detait | Qther
Purchase Order Doc Status  Hold PO Status PODate  LastActivity Supplier D Buyer Ach  Ghenot  BlanketPO Lines
1012022 1032022 0000039322  Jaggaer integration  No Match =

R — |[T

| Dwspatch || Prevew ||  Budgel Check
Go To: Set filter options Process Request Options
Process Monitor View Processing Results

Buyer's WorkBench
Processing Results

Business Unit UMBCY WorkBench 1D CLOSEJAGPO
Description CLOSEJAGPO

Select POs for Further Processing

Accounting Date for Action [12/092022 5§
() update Budget Date Equal to Accounting Date

Not Personalize | View All | (¥ First 4 1of1 Qualifs lmlmul@ First 4 10f1 2
Qualified » Last Last
POD Log ¢ POD Line Sched Distrib Line

o 5z} J00022553 =

No | Retum to Buyer's WorkBench

Continue to Close POs. (10224,10)

PO status is now complete. Move to “Other” tab to view Budget Status



Buyer's WorkBench

Business Unit UMBC1 WorkBench ID CLOSEJAGPO

*Description [CLOSEJAGPO |
Select POs for Furthes Processing .
Listof Orders Personalize | Find | Viewal | (9| [} Fest & 1oft & Last
Detail

Doc Status  Hold PO Status PODate  LastActivity SupplieriD  Buyer hch  Ghnor  BunketPO Lines

@ 00022553 2 N 101202 Jaggaer integration  No Match
¥ seecar O clearan

| Dspatch || Preview ||  BudgetCheck |
Go To: Set filter options Process Request Options

Process Monitor View Processing Results
[ swe |
(<] Notity | |2 Refresh

Process Budget Check

Buyer's WorkBench
Business Unit UMBC1 WorkBench ID CLOSEJAGPO
*Description | CLOSEJAGPO J

Select POs for Further Processing
List of Purchase Orders Personaize | Find | View Al | (9] [} Fist & 1011 & Last

| petai || omer |

Go To PO Activity Summary Edit the PO?

1
|
s
!
!
i
!
i
i

Continue to Budget Check POs. (10224,69)

Navigate back to PO inquiry to confirm changes



T REqUEsIers Workoendh |
o Close Purchase Orders

o Reopen POs

o Buyer's Workbench

L Buyer Mass Change

= PO Favorites from V89

L Add/Update POs

Purchase Order Inquiry
Purchase Order

Business Unit UMBC1
POID J00022553
¥ Header

PO Date 11/0172022

Supplier Name  AMAZONCAPI-001
Supplier ID 0000039322

Buyer Jaggaer integration

PO Reference 135963452

Header Details
All RTV
Matching
Lines

(@]

Line Item ID

1 ®

2 B

Return to Search ” Notify I

PO Status| Compl
Budget Status | Valid

B, Status  Not B dered
Receipt Status  Not Recvd
Suppler Detalls ot Hold From Further Processing
Amount Summary
Merchandise 16175
Activity Summary 0.00
il Freight/Tax/Misc.
Document Status Total 161.75 USD
Vdions Encumbrance Balance 0.00 USD
Merchandise
Item Description Category POQty UOM Amount
goo;nplex Inferiorities: The JAGGAER 1.0000 EA 90.24 USD
g’ymandl-ﬁsluyhAnd-m JAGGAER 10000 EA 7151 USD

|

|

Related Links



