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P-Card Purchase Order 

Liquidation Instructions 

  

 
 Financials<Accounts Payable<Invoice Processing<Purchase 

Cards<Purchase Card Statements 
 



P-Card Purchase Order Liquidation Instructions 

 Financials<Accounts Payable<Invoice Processing<Purchase Cards<Purchase Card Statements 
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1. Search 
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2. Select transaction  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Select transaction 
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3. Update  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Update 

2. Enter PO#  

3. Accept 

 

3. Enter invoice/receipt #   If not available, create one to reference your transaction 
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4. Liquidate PO 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

1. Liquidate PO  

BUY BOARD XXX-XX 

12345 
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5. Select PO to liquidate 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Select PO to liquidate 

2. Accept  

 

PO NOT LISTED? 

Problem Solution 
Transaction(s) amount exceed PO 
amount  

Complete a Purchase Order Change 
Order Form to increase PO amount 

Vendor # on PO does not match vendor # 
on transaction  

Contact Purchasing Specialist to update 
vendor # 

PO has more than 1 line Contact Purchasing Specialist 

PO # starts with a number other than 4  Contact Purchasing Specialist 

Other  Contact Purchasing Specialist 
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6. Update Allocations 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

1. Update Allocations 
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7. Liquidate  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Liquidate 
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8. Accept 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Accept 
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9. Fully Liquidate PO Option 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

Select NO if you have more than one transaction for this PO.  

Select YES if this is the ONLY transaction for this PO. 

If no, you will select YES on the last transaction for this PO. 
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10. Close PO Option 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

Select YES on last transaction for PO.   

This will close PO in Munis. 
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11.  Return 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Return 

BUY BOARD XXX-XX 

12345 

NOTE: If you liquidated a P-Card 

PO that PO# will populate in the 

PO year/number/line. Please be 

sure this matches you PO#. 
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12. Attach Documents and release 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

2. Release  

Follow these instructions for each transaction. Once 

they are all allocated you will release for approvals.  

1. Attach receipt, packing slip, and any other documents 

4. Click “Yes” 


