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Purchase order lines that have a full 3-way match between PO / Goods Receipt / 
Invoice will automatically close the line item. Delivery complete indicator (DCI) does 
not need set for orders with full 3-way matches. 
 
For line items that are under-received, encumbered amounts will remain open. A 
department may request a line item or full purchase order be closed in order to release 
the remaining encumbered amount back to the cost object. 
 
1. Place PO into edit mode 
 
2. Attach email request from department to purchase order for audit trail 
 
3. Navigate to the Delivery tab in the bottom Details section. Click Delivery Complete 
box. This will need done for each line to close the entire purchase order. Click Save. 
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How to Check PO for Remaining Encumbrance 
 
1. Bring purchase order into Display mode 
 
2. From the header menu, click Environment / Document Item / AC Commitment 
Documents 
 

 
 
3. If you get the Documents in Accounting box, double-click the top most document 
number. 
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4. Screen will reflect whether any encumbrance remains on purchase order. 
 

 
 
 
 
 
 
 
 
 
 


