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Outstanding 
Encumbrance? 

All Invoices for 
PO Paid? 

Check Status 
of PO Line 

PO Line Status or 
Final Closed? 

YES 

NO 

NO 

NO 

Wait for Check Number 

Submit Final Close 
Request

No Action Necessary 

Note: If final invoice has been 
submitted to Accounts Payable but 
a check number is not yet 
assigned, wait for the check 
number before taking next action 

Run  
Encumbrance Inquiry

YES 

Note: Final invoices are not 
paid until check number is 
assigned. 

Note: Run Oracle Apps… 
 <SDSU Purchasing Inquiry> | 
 <Purchase Order Inquiry> |  
enter < PO Number> |  
from <rows returned> | 
click <Find> 

YES Note: After submitting Final Close 
form, check the PO line status 
periodically to confirm Final Close. 
Also confirm that encumbrance has 
been cleared by re-running the 
Encumbrance Inquiry.  

Note: Notify Dana McCoy, 
Accounting Services with: PO 
Number, Line Number, Account 
Number, and an explanation; i.e., 
“PO Line is closed or final closed; 
please release outstanding 
encumbrance.”  

Notify Accounting 
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https://lilly.sdsu.edu:8050/cgi-bin/enc_inq.cgi
http://bfa.sdsu.edu/ap/finalclose.html
http://bfa.sdsu.edu/ap/finalclose.html
mailto:dmccoy@mail.sdsu.edu

