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PO Mass Close Process 
 
Security required to run the Mass PO Close process:  
Role PO_RECON or BU_ADMIN 
 
Tools required: Basic Excel skills to sort, concatenate, copy and paste. 
 
Information required: Run the nVision report POADJBAL for your Business Unit, 
or other reports to identify the POs that should be closed. In other words, have a 
list of POs to be closed in a spreadsheet or text document. 
 
Speed of processing depends on the number of users using this process. If 
multiple users are scheduling Mass PO Close, it may take a significant amount of 
time to complete the process and be able to run budget check on the closed 
POs. 
 
The Mass PO Close does allow a specific accounting date, so POs can be 
closed with a specific close date after the end of the fiscal year. For fiscal year 
2009, POs must be closed with a dated earlier or equal to 6-30-2009.  
 
These instructions compliment the “Clean Up Current Year Purchase Orders” 
manual and should be used in conjunction with the manual at this link: 

http://www.uwsa.edu/fadmin/sfs/year-end%20close%20guidelines.htm 
 

Steps for Mass PO Close  

1. Identify list of POs to close 
2. Concatenate information to arrive at string of data with Business Unit, 

close accounting date and PO number. 
3. Save list in Notepad. 
4. Run PO Mass Close Job. 
5. Integration broker closes each PO individually. 
6. Verify POs that have not closed with the Query 

UW_PO_NOT_CLOSED_ACTTG_DT 
7. Run Query UW_PO_MASS_CL_ACCTG_DT to get a list of all POs 

processed through the mass close for an Accounting Date by user. This 
assumes that the user is not entering POS while the close is being done. 

8. Budget Check closed POs 
 
 
 

http://www.uwsa.edu/fadmin/sfs/year-end%20close%20guidelines.htm
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As an example, this will illustrate the process by selecting Purchase Orders to be closed. 
 
Example - Set filter on amount less than $0.01. 

 
 

Note: At this point you can send the list of POs to be closed to UWSA and we will process it for you. 
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For those more adventurous……… 

After the list of POs to be closed is identified through sorting, cut and paste the PO numbers to another sheet. Paste PO numbers into column 

2. Put Business Unit into column D Cell 1 or D1. In Cell A1 Enter your Business Unit, Cell B1 is the date (In this format yyyymmdd) Cell C1 

is D (for Dispatched). See the following example. 

 
 

 

The next step is to concatenate this information into a string of characters for the PO Mass Close process. 

With your cursor in column E, row 1. 

Use a function 

 
Click on the function icon. 

 

This Search for a function by click the icon: type in Concatenate. 

Select Concatenate as the function 
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Type in “Concatenate” and the function will come 

up. This will combine different cells into one string 

of text. For the PO Close process, each PO must be 

in this format, “UWOSH20090219D0000012232”. 

In other words, Campus Business Unit, close date, 

PO Status and PO number combined. 

 

Click on OK when you have selected Concatenate. 
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Click on the first line and 

click on the cell with the 

Business Unit. Place a $ sign 

as shown – this will use cell 

A1 (Business Unit) to 

combine with the PO 

numbers. You can also type 

in A$1. Second, click into 

the second line and click on 

cell B1 or type in cell B1. 

Third, click into the third line 

and then click on cell C1. 

Fourth, Click on cell D1 and 

tab out of field.  

Insert a dollar sign between 

A1 (A$1), B1 (B$1) and 

C1(C$1). See next example 

and then click OK. 
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After verifying the correct text string format, click OK. 

 

The string of characters is now in cell E.  

 

 
 

In Row E, Drag the formula down the entire list of POs to be closed. This is the list to be copied into notepad for the PO Mass Close process. 

Correct text string format for Mass PO Close file. 
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Note – At this point be sure to verify the numbers of POs to be submitted for closure. It is easier to count from your excel work sheet. If you 

run several PO Mass Close Processes, you may want to save the notepad files with different names for later verification of the close. The rules 

that will prevent a PO from Closing are still in effect with this process.  

 

 

 

 

Column E has the correct format to submit POs for 

closure. This is the list to copy into notepad as 

shown. 

 

Save the document where it can be easily found. 
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Navigation to PO Mass Close: Purchasing/Purchase Orders/reconcile POs/Mass Close POs File 

 

Add a new value the first time this is run. Click “Add”. 
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At this screen, browse for the PO close file by selecting the “Add” button. 

 
 

Browse for the file here. 
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The close job is now ready to run. Select “Run”. 

 

After selecting the file, select upload. 
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At Process Scheduler Request, select OK to start the job. 

 
 

PO Mass Close job has finished. The POs are not yet closed. Another process begins that will close each PO separately. 

How to view the transaction numbers for PO close. 

From Process Scheduler, click on Details 
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Click on View Log/Trace 
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The file ending in .trc will have the transaction numbers for each PO to be closed. You can not match POs to the transaction numbers. 
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The Transaction ID numbers is the information in the red box. You will have to scroll over in this document to see this information. 
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When the UW_PO_CLOSE job has completed – Monitor at PeopleTools/Integration Broker/Service Operations 

Monitor/Monitoring/Asynchronous Services

 
 

Click on UW_PO_RECON_2, under Done. However, the transactions can also be in a “Working” status. This is normal. 

Remember that other users can be running PO Close at the same time. You can use the time stamp to monitor your job or follow these 

instructions: 
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These are the PO Close Transactions. Done does not 

mean it has completed and closed the PO. You can 

drill down at “Details” to see if the process is Done. 
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This shows that the last PO close transaction ID is done. You will want to check the last PO in the list of transaction IDs to be sure that last 

has processed before you run PO Budget Check or do other verifications. 

 

Query to determine if all POs have closed: UW_PO_NOT_CLOSED_ACTTG_DT 

This will return a list of POs that have not closed. If you are not sure why these have not closed, send an e-mail to UWSA Problem Solvers. 

 

Run POADJBAL report again to verify that all selected POs have closed. 
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This will return a list of POs that have not successfully closed on the account date you have specified. There will be a prompt for Business 

Unit 

 

If any POs are returned for your campus, contact Janet Larson 608-890-1632 or Livvia Goff at 608-890-2977 or send an e-mail to: 

uwsaproblemsolvers@maillist.uwsa.edu. Final Step is to run budget check on all closed POs.  

mailto:uwsaproblemsolvers@maillist.uwsa.edu

