THEMIS

Closing a purchase order \gf,/’

When you raise a purchase order in Themis (generally a significant purchase such as an asset), you reserve an amount of
money to commit to that purchase. On occasions, the actual value of the purchase may be less than the value of the
purchase order you raised in Themis. If this occurs, you will need to manually finally close the purchase order in Themis
after the asset has been receipted and the invoice paid. This will free up the unused portion of the committed amount.

Finally closing a purchase order

1 Navigate to Inquiries > Purchasing Inquiry.
The Find Purchase Order screen will display.
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2 Enter the appropriate purchase order number in the Number field and click the Find button.
The Purchase Order Headers screen will display.
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3 Select Tools > Control from the Menu bar.
The Control Document screen will display.
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4 Select Finally Close from the Actions field and click the OK button.

A confirmation message will display, advising that once you finally close the record it cannot be undone. Click OK to confirm your
actions or click Cancel to abort the action.

Note: an error message advising No control actions found for this document will display if the purchase order is already closed.

Note: it is good practice to search for purchase orders that may need to be finally closed at regular intervals throughout the
year. Further details on identifying open purchase orders are available in the Searching for open purchase orders reference
card.
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