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How to Close a Purchase Order in ProConnect

1 Navigate to ProConnect

(click to be brought to a guided walkthrough)

https://scribehow.com/o/6hURTUDZRNe1Bcu4qQaQPA/viewer/How_to_Close_a_Purchase_Order_in_ProConnect__3iiRDRZgRg6oMc3GVQ1YKA
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2 Go to "Orders" -> "My Orders" and Click "My Purchase Orders"

3 Click "Created Date" to adjust search filters, click "apply"
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4 Click on the PO you want to close

5 Click "Receipts" to check the reciepts are complete and correct
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6 Click the "Invoices" tab to make sure the invoices are "paid"

Do not close the PO until all invoices are in "PAID" status
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7 Ifg all is confirmed, click the "..." in the upper right corner

8 Click "Close PO"
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9 Click provide the reason for closing and click "OK"

10 The PO is now closed - funds will be returned to the account after 9pm on the
closest business night




