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Scenario

The procurement wants to close the PO that has been created. In this syllabus, we will guide
on how to close the request in CMMS Web Core.

1. Close Purchase Order

What it’s for

To close a PO that has been raised to create a new PO since it is no longer need to
purchase the item.

Close the Purchase Order

1.1 On the left of the system, click on Procurement > Purchase Order.

% Procurement
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Figure 1.1

1.2  Choose the PO that wants to be duplicate.

1.3  Click on Close PO button to close the PO.

‘ [Z] LAST QUERY ~ ‘ £¥ Define View & Edit X Delete = Print © Close PO = 1 3 C“Ck
PO No Supplier Status PO Type PO Priority Currency Exchange Rate Tax Code  Tax Raf Date

Code % Issued
PO100023 1.0000000000000] | ,0000 ,00[02/07/2024  [02/07/2024
POI00D0ZZ oo

1.2 Choose

PO100021 SUPPLIER OPE PO RM 1.0000000000000 .0000

Figure 1.2

1.4 A prompt message will indicate if you want to close the PO. Click Yes to continue.

Purchase Order

! Do you want to close the Purchase Order (PO100023 ) 7

1.4 Click

Figure 1.3
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1.5 A prompt message indicate that you have not received the item yet. Click Yes to
continue since we want to close the PO that does not require to purchase the item.

Purchase Order

Do you want to close the Purchase Order ( PO100023 )

o Some line item(s) have not been completely received.
anyway?

Figure 1.4

1.6  Click OK to continue close the PO.

Close Purchase Order

1.6 Click
Purchase Order Information

PO No: PO100023
Status: cLo Q
Closed Date: 02/07/2024 .
Date PO Issued: 02/07/2024
Currency Code: RM
Total Cost: 1,000.0000
Supplier: SUPPLIER

pplier Name

* Cancelling the PO will releases all the PR attached to it and
the cancelled PO cannot be reopen.

Figure 1.5

1.7 The PO now has successfully closed. _
Close Purchase Order X |

o The Purchase Order [ PO100023 ) successfully closed.

™ or | 1.7 Click

Figure 1.6
1.8  The result will be shown whereby the status has change to close.
] LAST QUERY v| | % Define | ElView GEdit | XDelete  #pPrint | OClosePO | & Save | MiCancel v
PO No Supplier Status PO Type PO Priority  Currency Exchange Rate TaxCode TaxRate DiscountDate PO Delivery Date
Code % Issued
Figure 1.7
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