DRAFT

Location of NCDPS-867
https://www2.ncdps.gov/Index2.cfm?a=000002,003301,002561

Points to remember before changing a PO:
· Quantity cannot be increased on inventory items.
· Changes can only be made if the PO is in the receiving status and open to invoicing in NCAS.
· It is not necessary to reduce PO’s to match what is received and invoiced.
NOTE: Account code changes will only be made on Blanket PO’s and PO’s using grant money that are open to receiving and invoicing in NCAS. THE ACCOUNTS PAYABLE RECLASSIFICATION FORM MUST BE USED FOR ANY OTHER CHANGES.  The form is located: https://www2.ncdps.gov/emp/Forms/CNTR016AccountingReclassificationRequestJanuary2016_Rights.pdf
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LEGEND
End User – Person completing the NCDPS 867 Form
NCAS – North Carolina Accounting System
STEPS FOR THE END USER PRIOR TO COMPLETING A NCDPS 867
TO CLOSE A PURCHASE ORDER – POINTS TO REMEMBER BEFORE CHANGING A GOODS (RECEIPT-BASED) PO





Step One:  
Go to NCAS





Step 2:  
Go to E-Procurement





Go to the PLR Screen in NCAS and make sure the received quantity and the invoiced quantity match.


Go to the Common Actions portal, click on MANAGE AND THEN RECEIVE, enter your PO number and click search.  This will place you into a receipt.  Change the close order button to YES and submit.  This will place your order in RECEIVED STATUS.


NOTE:  DO NOT USE THIS CLOSE ORDER BUTTON UNLESS the received quantity and invoiced quantity match and that you are sure that you will not receive any more product and that all invoices are paid.


NOTE:  Please complete the NCDPS-867  and make sure the form is signed by the appropriate personnel, scan and email to Purchasing Agent.  


If they do not match, the end user should review their e-procurement received quantities.  Once end user confirms all received quantities are correct, they must contact the accounting department to review invoiced quantity to determine why they do not match.


THE PURCHASING AGENT CANNOT CLOSE A PO IN NCAS UNLESS THE above-noted quantities match.


Once the quantities match, please submit a NCDPS - 867 via email to Purchasing Agent of record to close the PO to invoicing.  If the purchase order is not in the received status, please see Step 2.


If PO's remain open after 90 days, see NCDPS Policy Accounting II A. iii(page 3 of 22).
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