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Amending a Purchase Order that has a Closed Accounting Period 1.0 
Supplemental Job Aid

Date: June 29, 2016

Target Audience: Department PO Buyer, DGS PO Buyer

[bookmark: _GoBack]Purpose: The purpose of this supplemental job aid is to instruct users on how to amend a purchase order that has a closed accounting period. On several occasions, it is necessary to amend a purchase order after an accounting period has closed. Below is a screenshot of the hard stop a user will experience in the event they attempt to perform a change order on a purchase order generated for a prior closed accounting period.

[image: ]

It is imperative that users follow these instructions so that their month end balances are not adversely affected. The buyer will first need to create a change order. This job aid will not provide the user with the full instructions on how to create a change order.
Note: Prior to performing this transaction, always check with your accounting personnel to ensure it is allowable to do so.

Reference UPK PO122, Processing Purchase Orders, Creating a Change Order for a PO
Creating a Change Order for a PO

Amending a Purchase Order for a Prior Fiscal Year or Accounting Period

Step 1: Navigate to the Maintain Purchase Order, Purchase Order page: Main Menu > Purchasing > Purchase Orders > Add/Update POs > Find an Existing Value. Enter search criteria then click the Search button to bring up the purchase order.

Step 2: In the Purchase Order page, perform the click the Change Order Icon located at the top right of the page.
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Step 3: Note the PO Date. In this example, the PO Date is for most recent prior fiscal year. User will need to ensure this date matches the Budget Date in the following steps. Click the Header Details hyperlink.
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Step 4: In the PO Header Details page, enter the current date (today’s date). Use the Choose a Date icon for accuracy.
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Step 5: Click the OK button. Click the PO Defaults hyperlink.
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Step 6: In the Purchase Order Defaults page, click the Show All Columns icon.
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Step 7: Using the horizontal scroll bar, scroll to the right until the Budget Date field is located. Ensure this date matches the PO Date. If not, change it to match.
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Step 8: User is now able to make corrections to the purchase order following the rules and guidelines of the State Contracting Manuals. Click the Save button. Submit for approval and Dispatch.
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