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Finalizing a Purchase Requisition or Purchase Order

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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Finalizing a Purchase Requisition or Purchase Order 

Finalization of a Procurement Document 

What Is Finalizing? 

Finalizing is the liquidation of unused funds of a procurement document, including Requisitions and Purchase 
Orders. Finalizing a procurement document is considered a predecessor document process. What this means is 
that the process of liquidation of funds on a requisition takes place on a purchase order. For the liquidation of a 
purchase order, the action takes place on a voucher. The finalization process is also easily reversed if discovered 
that the funds truly need to be returned to the document. 

Finalize a Purchase Requisition (PR) 

1. Identify a requisition, through the Requisition Summary screen, that has been sourced to a PO that has 
remaining funds. 

 

2. Identify the PO number(s) associated with the requisition from the Requestion Information section.  

 

3. Navigate to the identified Purchase Order. 
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4. Select the finalize icon.   
 Note: The finalize icon is at the top of the Purchase Order header, to the right of the budget status. . 

 

5. Select Yes (in the pop-up window) to finalize all eligible distributions for the PO. 

 

6. Select Save on the Maintain Purchase Order screen. 

7. The purchase order has a Budget Status of Not Chk’d (not checked). Select the check budget check icon.  
 Note: The check budget check icon is the first icon above LBB Date. .   

 

8. When the budget check process is complete, the PO shows the Budget Status as Valid. 
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9. In the Requisition Summary section, ensure no additional funds are associated with requisition. 

 

Finalize a Purchase Order (PO) 

1. On the Maintain Purchase Order screen, identify a PO with a remaining encumbrance. 

2. Select Document Status under the Reference options to identify vouchers tied to the PO. 

 

3. Identify the most recent voucher on the Document Status Purchase Order screen, in the Associated 
Document section. 
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4. Select the Invoice Information tab on the Voucher screen, then select the finalize icon.  
 Note: The finalize icon is above the Calculate button at the bottom of the screen. . 

 

5. Select Yes (on the pop-up window) to confirm finalizing all eligible distributions for the voucher. 

 

6. Select Save on Invoice Information tab. 

7. Select Budget Checking (in the drop-down menu from the Voucher header) then select Run. 

 

8. Select either Yes or No (on the pop-up window) to wait for the budget check process to complete.  

 Note: If you select No, the budget check process continues to run in the background. . 
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9. When the budget check on the voucher is complete, navigate back to the PO and verify that the PO is 
liquidated. 
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Revision History 

Date Description of Change Changed By 

Sept. 9, 2023 Initial release. Johnathan Oberhoff 

Dec. 8, 2025 Converted to the template with the new CAPPS branding logo/colors. N/A 
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