How to review you PO commitments at Year End


Step-1 - Identify PO’s to check

1. Go to: Reports > Your Reports > Purchase Enquiries > Purchase Order Enquiry
[image: ]


1. Enter the Sub Project in the Search Criteria
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1. In the Status column, enter the Status you wish to search on
F = Finished
C = Closed
T = Terminated
O = Ordered
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Step-2 Identify the GRN’s for each PO

1. For each of the PO’s identified in step-1
1. Go to: Reports > Your Reports > Purchase Enquiries > GRN/Invoice enquiry
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Enter the PO and click search
[image: ]
All related GRN’s for this PO are now displayed













Step-3 Check the Remaining Amount (commitment) on the PO/GRN 

1) For the PO/GRN identified in Steps-1 & 2, check the Remaining Amount
(Budget Statement: Drill down – Approved Amount)
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2) Check that the Remaining Amount is as expected for the PO
(Budget Statement: Drill down – Approved Amount)


a. If the PO was at Status:
F = Finished
C = Closed
T = Terminated

· Then the Remaining Amount should be zero for the PO

b. If the PO was at Status:
O = Ordered

· Then the PO Remaining Amount should be:
(Gross PO Line Amount – (All GRN’s summed))

Example:
PO line is for £100 plus £20 VAT = £120
GRN1 is for £50
GRN2 is for £40
PO Remaining Amount should be = (£120 – (£50+£40)) = £30












3) Check that the Remaining Amount is as expected for the GRN
(Budget Statement: Drill down – Approved Amount)


a. If the PO was at Status:
F = Finished
C = Closed
T = Terminated

· Then the Remaining Amount should be zero for each GRN on this PO


b. If the PO was at Status:
O = Ordered

· Then the GRN Remaining Amount should be:
(GRN Amount – (Invoiced Amount – from GRN/Invoice Enquiry))

Example:
GRN is for £100
Invoice matched is for £75
GRN Remaining Amount should be = (£100 – (£75)) = £25



4) Check that any Invoices at Status of ‘Registered’ are shown in Approved Amount
(Budget Statement: Drill down – Approved Amount)

Invoices at a Status of Registered should appear in A

a. First you can find the Invoices for the PO using the Linked Report on the Purchase Order Enquiry
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5) Check that any Invoices at Status of ‘Posted’ are shown in Expenditure
(Budget Statement – Expenditure)


a. First you can find the Invoices for the PO using the Linked Report on the Purchase Order Enquiry
[image: ]

b. Now check in Budget Statement – Expenditure to see that these Invoices are shown 
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image6.png
05086
00511
24424

Gross
Invoiced Amount

11022376
sag1a07
33886316

Gross tobe Tax Links o
e code reports
802713 Ps

000 Ps
41104250 Ps





image7.png
Linked - Req to Invoice Report

Moo e

c 4000155
c 4000155
c 4000155

5000010 9330
5000010 9332
5000010 9500

3
P
P

Due
TransNo

[

40002778 20/08/2015
40002775 29/08/2015
40005986 04/10/2015

22/00/2015
22/00/2015
30/10/2015





image8.png




image1.png
Your employment

Forms

Time and expenses

Procurement

Project management

Common

Reports

Global reports

I YourReports

Budget and General Ledger Enguiries’
Expenses

B General Information

I&  Purchase Enquiries

[ GRN/Invoice enquiry

@ PcardReport

[@ Purchase Order Enquiry

Sales Order Enguiries

» K K LK »

«




image2.png
T ——
OrderNo like:

Cost Centre (Cat 1) ke
Sub project (Cat 4) ke
Requested by like

‘SupplieriD (T) ke
Company like: su
Project (Cat 2) like




image3.png
Podit | Saus | Downe | O

F 2]
EAOOI  F 16/09/2015 9




image4.png
4 Selection criteria

Company e @
Gmtotke
Ondertathe s000010
Results
Detlleel | Allvds
Rows er
Copy to clipboard ‘page 50 M
am an
& ‘Amount No
: o383 s000013
27073 so0ases

Gm
Q.

63353
27073

Line
No

Goods receipt X Purchase order details X Purchase Order Enquiry X~ GRN/Invoice enquiry X

Order

Id

5000010
5000010




image5.png
Remaining Links o
Budget reparts

000 selctiink =

01 Doun - Avaiing Approval
Dt Down - Budget
Ol down - Approved Amourt





