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CENTRALIZED ACCOUNTING & PAYROLL/PERSONNEL SYSTEM

CAPPS Desk Aid

Closing and Reopening Purchase Orders Using
Buyer’s Workbench

Note: This Desk Aid was written to the specifications
of CAPPS Central agency modules and may not reflect
the unique process variations implemented by
individual or non-central agencies.
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Closing and Reopening Purchase Orders Using
Buyer’s Workbench

Setting Up a Workbench ID

Navigation
Dashboard: Purchasing; Tile: Buyer WorkCenter

First-time users on Buyer’s Workbench must create their own WORKBENCH ID. From Buyer WorkCenter:
1. Select the Main tab.

2. Select Buyer’s Workbench (under the Purchase Order section in the left column).

< Purchasing Buyer WorkCenter
Buyer WorkCenter -3
Main | Report/Proc Buyer's WorkBench

alve | Add 2 New Value

Req

Purchase Orders

3. Select the Add a New Value tab.

Enter a value of your choosing to set/create your custom WORKBENCH ID.

Note: The user’s custom WORKBENCH ID value can be any name —no spaces are allowed but you can
use an underscore (_).

Finding an Existing Workbench ID

Locate your own WORKBENCH ID using the Buyer’s Workbench page:
1. Select the Find an Existing Value tab.

2. Select the begins with drop-down menu in the WORKBENCH ID field.
3. Enter a character (or two) to narrow the search.

< Purchasing Buyer WorkCenter
Buyer WorkCenter &

Main ReportsiFroce Buyer's WorkBench
R Links © 3 | Enterany miommation you have and clck Search. Leave fields blank fo a st of l vaku

Requis

Mar

PO Inquiry Balance

Select the WorkBench ID hyperlink in the Search Results to load the page.

Buyer's WorkBench

Find an Existing Value
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Entering Search Criteria in Buyer’s Workbench

The Buyer’s Workbench defaults to (opens) the Filter Options search page. The most common search is for a
single purchase order (PO) for which you already know the PURCHASE ORDER number.

1. Enter the PURCHASE ORDER number.
If you are just looking for a single PO, No other search criteria is necessary on this page.

W 7 ‘. "

2. Select Search.

Closing a Purchase Order (PO)

Your first time on this page you need to enter a description.

1. Entera DESCRIPTION (spaces are allowed).
2. Select the checkbox for the desired PO.

Buyer's WorkBench
Business Unit 09900 WorkBench ID BUDGCHECK
| *Description any text including spaces here I
Select POs for Further Processing
List of Purchase Orders
Detail | Other
Purchase Order  Doc Status  Hold PO Status PO Date Last Activity Supplier 1D 8
PO Number | B N
¥ Select All Clear All
Action: Approve Unapprove Cancel
Dispatch Preview Budget Check Budget Pre-Check
Go To: Set filter options Process Request Options
Process Monitor View Processing Results
Save

3. Select one of the following actions:
e Approve
e Unapprove
e Cancel
e Close
e Dispatch
e Preview
e Budget Check
e Budget Pre-Check

Note: The following instructions use the Close action (as the example) for the procedures.
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View the PO to see if it is qualified to be closed.
Buyer's WorkBench
Processing Results

Business Unit

00

WorkBench ID ANY_NAME
*Description any text including spaces here

Select POs for Further Processing

& Accounting Date for Action 127312015 [5j
Personalize | View All

&

Update Budget Date Equal to Accounting D
First 4 1of . Personalize | View Al | £ First & 10t
18 Last Y La
POID Log D) POID Line Sched Distrib Line
2] 16-0001 1 1 1
¥, SelectAll Clear All
Proceed: Yes

No Return to Buyer's WorkBench

Note: For a PO to be qualified, the PO must have been fully processed (all items received and paid) or
be the PO must be cancelled with a valid budget check.
5. Select Yes to proceed (if the PO is qualified to close).

| Note: If the PO is not qualified, see PO Not Qualified to Close below.

6. Select Yes again in the pop-up message to continue.

| Note: The PO STATUS now displays Complete.

Business Unit 20

7. Select Budget Check to release any remaining encumbrance back to the budget
Buyer's WorkBench

WorkBenchID ANY_NAME
*Description [any text including spaces here

Select POs for Further Pro: 0

List of Purchase O
Detail

Personalize | Find | View All
other | [
Purchase Order (OO

~ | Download
<
Statys PO Status Hold PO Date

Fir
Last Activity Supplier 1D Buyer vesedl
@ 16-0001 B |complete|N 09012015 03172016 I . oo 2
o Select All Clear All
Action: Approve Unapprove Cancel Close
Dispatch Preview Budget Check Budget Pre-Check
Go To: Set fiiter options

Process Monitor

Save

Process Request Options
View Processing Results

Buyer's WorkBench

Processing Results

Select Yes to proceed if the PO is Qualified to run the Budget Check.

Business Unit 00

*Description any textincluding spaces here

Select POs for Further Processing

WorkBenchID ANY_NAME

Accounting Date for Action 10312015 )
Update Budget Date Equal to Accounting Date
Not Personalize | View All | &2/ First' & 1of Qualified Fersonalize | View Al £l First & 1of1
Qualified 12 Last Y Last
POID Log POID Line Sched Distnb Line
2] 16-0001 =
Proceed:

Yes No Retumn to Buyer's WorkBench

Choose Yes again in the pop-up message to continue.
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Purchase Order (PO) Not Qualified To Be Closed

If you attempt to close a PO from Buyer’s Workbench and the PO is Not Qualified to close, view the Log to see
the reason the PO is not qualified to be close.
ORACLE

Menu ~ Search

Advanced Search

)| Last Search Re
Buyer's WorkBenct

Processing Results
Business Unit

WorkBench ID ANY_NAME
*Description fany text inc

Accounting Date for Action 0371

Update Budget Date Equal to Accounting Date
Parsonalize | View AJl | &2

For Example: A PO may not be eligible (qualified) to close because it is marked for Receiving Required and it
has not been received against.

If there is an Override arrow icon between the Not Qualified and Qualified areas:
1. Select the checkbox for the PO.

2. Select the Override arrow icon to move the PO to the Qualified area.

Note: The Override arrow icon is provided through User Preferences. Users do not have access to

change any user preferences. A request for the ability to override Not Qualified POs in order to close
the PO must be obtained through your agency’s CAPPS security coordinator.
3. Proceed with closing the PO.

rkBench

Not
Qualified

POID

Log D POID Line Sched Distrib Line
waseich =

If you don’t have the Override arrow icon, correct the problem by:

1. Accessing the PO through the Add/Update POs page.

2. Changing receiving to either Do Not or Optional — either choice eliminates this error that is blocking the
ability to close the PO.

ORACLE

Purchase
Order
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Another common error that prevents closing a PO is when the PO is marked for Matching Required but has not
been matched. To correct this error:

1. Access the Schedules for the PO.
2. Select the Matching tab.

Maintain Purchase Order
Schedules

Unit 00
POID 16-0001

Supplier LIMITED-001
PO Date 09/01/2015

Return to Main Page

Lines
Line 1 ftem Office and Warehouse Lease for PO
Schedules
Details Statuses Shipment Matching Receiving FEreight RTV | |F=»
Price
Sched *Due Date *Ship To Match Status  *Matching Tolerance
1 B 00/012015 304-079 NotMatched |[DontMatc v |
Don't Mafch
Add ShipTo Comments | ERS |
| Full Maten |
[Flsave ||/[@» Return to Search [=] Notify | &% Refresh

3. Change to Don't Match in the drop-down menu.

Viewing a Closed or Canceled Purchase Order (PO)

Navigation
Dashboard: Purchasing; Tile: Purchase Order

A closed or canceled PO cannot be viewed in the Add/Update POs page. To view a closed or canceled PO
navigate to the Purchase Order Inquiry page:

1. Enterthe PO ID to be reviewed.
The inquiry page displays the:
e PO STATUS is Compl (Complete/Closed).
e BUDGET STATUS is Valid (successfully budget checked).
e ENCUMBRANCE BALANCE is 0.00 USD.

ORACLE" Menu ~ Search Advanced Search (o) Last Search Results

Purchase Order Inquiry
Purchase Order

Business Unat Texas Smart Buy PO Status Compl

POID 16-000 Budget Status  Valid
Change Order 2 TxSmarnBuy PO
Hea
PO Date 0901722015

Doc Tol Status Va

Supplier Name Backorder Status

Supplier ID 1742 Supplier Details Receipt Status No ]

Buyer Sa Hold From Further Proces:

PO Reference Dist
C

Merchandise 22170384

ing v Actio

ymments
Document Status

FreghtTaxMisc
Total

000

3 84 USD

l Encumbrance Balance

0 U ':.Lw]

SpeadalPronty Purchase Types
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Reopening a Purchase Order (PO)

Navigation
Dashboard: Purchasing; Tile: Buyer WorkCenter

If another invoice is received for a PO that was closed, the PO can be reopened.

Note: First-time users of the Reopen POs page must set up a RUN CONTROL ID — this creates access that is
customized to this user.

The user’s custom RUN CONTROL ID value can be any name —no spaces are allowed but you can use an
underscore (_).

To reopen the PO:
1. Select the Reports/Processes tab in the left column.

Buyer WorkCenter

Reopen Closed Purchase Orders

Find an Existing Value  Add a New Value

Run Control ID: |REOPEN_PC|

Select the Reopen POs page in the left menu, under the Processes section.
Enter your custom value in the RUN CONTROL ID field.

Select Add.

Enter the specific PURCHASE ORDER number of the PO to be reopened.

| Note: Also reopen the associated requisition(s) from when the PO was created.

vk wnN

o

Select Run to reopen the PO.

ORACLE [

Reopen POs

ted Requinitions ?

The page is automatically saved.

| Note: If you are not ready to execute the Run, choose to Save to save your changes.

7. Select the Process Monitor to check the progress of the PO’s reopen process.

Reopen POs
Run Control ID REOPEN_PO  Report Manager Run

Process Instance 1376832

The status of Success displays in less than a minute.

Personaiize | Find | view anl |2 | =1 Frst

23 Type Process Name  User Aun Time

1376832 Application Engine PO_POREOPEN (00010003167 031772016 10:28:59AM CDT
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8. Verify that the reopen was successful by accessing the PO up in the Add/Update POs page.

9. Reopen the PO.

Note: If the Budget Status is NOT CHK'D re-run the Budget Check to re-encumber the unused funds
that were returned to the budget when the PO was closed.

Funds must be available for the PO to budget check successfully.

ORACLE

Menu ~ Search

Maintain Purchase Order

Purchase

Advanced Search [0l Last Search Results

TxSmartBuy Purchase Order

Summary Document Type

BusinessUnit 10
Order »
POID 16-0001
Change Order 2
Copy From v
¥ Header ?
*PO Date 09012015 i  Supplier Search
* Suppler )\IM\ Supplier Details
“Supplier 1D [174, 1 ited Partnesship
*Buyer [0001000¢ Sat
PO Reference [Distribution Conter (1J)
Header Detads Activity Summary
PO Defauits Edit Comments
P

Add ShipTo Commants
Document Status

cr
Receipt Status  Not Recvd y
*Dispatch Method | Print v
Amount Summary
Merchandise 22170384
FreightTaxMisc. 000
e Total Amount 22170384 USD
HUB Bid Detalls - %
HUE Subcontracting [ Encumbrance Balance 0.00 Juso

T TROTRTT
| New

PO Status _Dispaiched

'3
[ s wicne] 9 g

Hold From Further Processing

Doc Tol Status Valia
Backorder Status  Not Backordered

A successful budget check re-encumbers the unexpended portion of the PO's encumbrance.

Maintain Purchase Order

Purchase
Order Business Unit /00 TxSmartBuy Purchase Order
POID 16-0001
Change Order 2
Copy From v Summary Document Type
¥ Header 3
*PO Date 09012015 [ Supplier Search
suppier [l 1 Supplier Details
*Supplier 1D [1742 > JsuLimmedRamenship
*Buyerjoootoor 8

PO Reference [Disribution Center (1)

Header Details Activity Summary
PO Defaults Edit Comments

CnaniatDrinnhs Dusahasa Tumas

PO Actvities Add ShipTo Comments
Requisitions Document Status HUB Bid Details
~ Actions

HUB Subcontracting

PO Status  Dispatched

Budget Status  Valid

Hold From Further Process

Doc Tol Status Valid
Backorder Status  Not Backorderad

Receipt Status  Not Recvd
*Dispatch Methoda | Print v

Amount Summary (g

Merchandise 22170384
FreightTax/Misc. 000
Total Amount 22170384 USD
IEncumbmnce Balance 18475320 | ysp
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Revision History

Date Description of Change Changed By

Jan. 10, 2025 Initial release J. Goodman
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