PO and Invoice Review Prior to PO Closure
Reviews to accomplish prior to PO closure.

Outstanding
Look at PO Invoice Tab Payment Open vs Net invoices or
nvoice Ta
ook Status Invoiced ) Close PO
credits?
PO Invoices Tab Review Payment Review Open vs Remain Open vs Close PO
Status Net Invoiced Close PO
Find the PO via Click on the invoices e Ifanyinvoices are e Areall funds Net In- e Arethere any further in- When all invoices have
quick search tab to begin reviewing. Payable the PO should voiced (fully invoiced/ voices which are expected been paid and there aren’t

spent). PO may be

(toolbar) or docu- remain open. ready for closure to come from the supplier?  any outstanding Invoices
ment search. e Ifallinvoices have If yes, leave the PO open nor credit memos the PO
Then click on the ] * Arethereany Open o is now ready for closure.
POt been paid move to funds (not yet in- e No further invoices or cred-
0 open. ) e
P next review step. voiced/spent). its and all invoices are fully ~ ***NOTE: PQO’s invoiced
e Move to next review paid then Close the PO. to the penny will close
step. automatically
Purchase Order | g pplier’s Name ‘ ‘ PO Number k When the PO is ready

Revisions 1 Confirmations Shipments Changs Requests Recsipts Comments Attschments Hista to Close then C||Ck the

options dots on the

Records found: 5, Totaling: 2,678.41 USD + PO and C|iCk Close PO.
Invoice No. ‘ Supplier Invoice No. ‘ Invoice Date ‘ ‘ Due Date ‘ ‘ Invoice Type ‘ ‘ Payment Status Invoiced Total Invoiced By Do not click Cancel.
vosaz3zea [ 1253308 11/6/2023 11/9/2023 Invaice Payable 337.04 USD Invoiced By
1251867 11/2/2023 11/9,/2023 Invoice Payable 11.72UsD |nVOiCed By
1252005 11/2/2023 11/9/2023 Invoice Payable 228.15USD Invoiced By
1249561 10/30/2023 11/1/2023 Invoice Paid 1,011.60 USD Invoiced By
vosaome [ 1243608 10/27/2023 11/1/2023 Invaice Paid 1,089.90 USD Invoiced By
Line Details
Line Ma. Product Name Catalog Mo. Unit Price Oty/UoM Extended Price Invoice Qty/Cost
1 Product Description 9,000.00 USD 1EA 9,000.00 USD Em,szmsa usD )
/2,678.41 USD
L]
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