This message is especially important for those currently cleaning up requisitions in preparation for the AOS implementation.  

It has recently been brought to my attention that the Reconciliation Workbench for requisitions is not closing requisitions properly.  Reqs closed (not having been cancelled first) using the workbench will typically still hold up money through pre-encumbrance.  For the present time, please use the following steps to close a requisition instead of using the workbench.  We will let you know when the workbench has been fixed, but please don’t wait until then to continue the clean-up process.

1)       Once it has been determined that closing is the proper course of action (typically when the Purchase Order was closed), navigate to >Purchasing >Requisitions >Reconcile Requisitions >Close Requisitions.

2)       Search for an existing Run Control ID and select one.  If this is your first time, click the Add a New Value tab and enter a Run Control ID (anything you want with no spaces)

3)       For the Requisition Run Option, choose “1 Document”.  THIS IS EXTREMELY IMPORTANT!!  Choosing anything else will close all eligible reqs instead of just the one you intend to close.

4)       Enter your Business Unit and Requisition ID number.

5)       Leave all other fields (Chartfield Criteria) blank, and click the yellow Run button.

6)       From the Process List, choose the second option “Close Requisitions” and then click OK.

7)       Once the process runs successfully, you will still need to budget check as normal (>Purchasing >Requisitions >Budget Check).

You may run across reqs that do not close using this process.  Please keep track of those and use the reconciliation workbench when it is working properly.  Sorry for the inconvenience.  Please let me know if you have any questions.


Thanks,

Brian
IOT/GMIS
bwoods@iot.in.gov
