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Module Overview 
 
The Purchase Order Maintenance Module is used to adjust fully approved purchase 
orders. You may change encumbrances, add accounts, change accounts or close a 
purchase order. 
 
 

Security 
 
The user must have access to the PO Encumbrance Module in Security under the 
Module Authorization.  Currently there are no special permissions assigned for this 
module. 
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Viewing the Module 
  
Upon entering the Module this screen will appear.  It is a list of Open Purchase orders. 
If you would like to see a list of closed purchase orders select “Closed” If you would like 
to view both select “All”.  There also filters for Vendor, Account number and Purchase 
order number. 
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Selecting a Purchase Order for Change 
 
You may use the filters provided or simply find your purchase order on the list. In this 
example PO# 11141 has been selected. Note the small arrow to the left of the PO# on 
the list.  This indicates which PO you wish to change.  Select the Detail tab to open the 
PO. 
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The Detail Screen 
 
The detail screen shows the account distribution for this PO.  It shows the original and 
revised amounts, payments made to date and the balance of the PO.  There is a column 
to indicate that the P.O. is open. At the bottom there are four buttons – Revise, Add, 
Close and Change. 
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Revising a Purchase Order 
 
To revise an account in a purchase order,  from the detail screen select the item on the 
list by clicking on that line. A small black arrow will show on the left to indicate which 
item will be revised. Click the “Revise” button on the bottom.     
 

 
 
 
Change the amount in the “Revised Amount” field.  This amount is the new total amount 
for this P.O. not the dollars you are increasing or decreasing the amount. Keep in mind 
the amount cannot be less that the payments made against the P.O.  You may add 
notes to this transaction in the “Comments” field.  Click the OK button when you are 
done. 
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Adding an Account to an existing Purchase Order 
 
Find the Purchase order from the list screen. Click on the Detail tab to open up the detail 
screen.  To add an account to an existing Purchase order Click the “Add” button at the 
bottom of the screen. 
 
 
 
 

 
 
 
Use the pull down in the account field and select an account number from the list.  Fill in 
the amount and add comments if needed.  Click the “OK” button to complete the add. 
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Closing a Purchase Order 
 
Find the Purchase order from the list screen. Click on the Detail tab to open up the detail 
screen. If you are closing the entire PO select Actions – Close PO.  To close only a 
specific portion of the PO select the account you wish to close by clicking on its line.  
Note the small black arrow on the left of the list – this indicates your selection.    Click on 
the “Close” button.   
 
 

 
 
 
 
The account you are closing will be displayed at the bottom of the screen along with the 
amount currently encumbered (Revised Amount).      You may add notes to this 
transaction in the “Comments” field.  Click the OK button when you are done. 
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After you have closed a Purchase Order the detail will appear as below.  The line 
appears highlighted blue and the Open? box is no longer checked. 
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Changing a Purchase Order 
 
The Change button allows you to change the account number on a purchase order.   
Typical use is to correct a purchase order that has the wrong account.    Find the 
Purchase order from the list screen. Click on the Detail tab to open up the detail screen. 
Select the account you wish to change by clicking on its line.  Note the small black arrow 
on the left of the list – this indicates your selection.    Click on the “Change” button.   
 
 

 
 
 
 
The account you are changing will be displayed at the bottom of the screen along with 
the amount encumbered.      Change the account number to the new one.    You may 
add notes to this transaction in the “Comments” field.  Click the OK button when you are 
done. 
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History Information 
 
History of changes made to a Purchase Order is tracked under the “History” Tab.  In the 
example below there are three changes that were made to this P.O.  The first line shows 
a closed account for this P.O. The second change was a revision –  a change from 
$4,000 to $4,500 on the indicated account.  The third line is an additional account added 
to this P.O.  Note that the amounts here shown are the amounts changed. 
 
The user who made the change along with the date and time stamp is noted in the first 
two columns.   The comment section includes the type of change that was made (closed 
account, revised amount or Added new account). 
 
 

 


