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Topic Purchase Orders Cannot be Sent 
Document 
Types Involved 

Bid☒           Requisition ☐           PO☒                Receipt ☐     Invoice ☐    Credit Memo ☐ 
Report ☐           Vendor ☐       User Profile ☐     Agency Setup ☐       Other ☐ 

Reason for 
Publication 

Some Purchase Orders (both Open Market and Master Blanket) are stuck in Ready to Send (3PRS) status with no way to send them to 
the vendors. These Purchase Orders were either entered prior to July 7 or were created from a Bid from Fiscal Year 2015. In both 
cases the Fiscal Year field on the General Tab of the Purchase Order is 2015. Because there is no Fiscal Year roll period this year 
documents with a Fiscal Year value of 2015 cannot be sent. 
 

Steps 
Resulting in 
Scenario 

Purchase Orders Created from Bids: 
1. A bid (with Purchase Method Open Market or Master Blanket) was created and/or Sent in Fiscal Year 2015. 

a. The bid is not attached to a Fiscal Year 2015 Requisition. 
2. The bid is converted to a Purchase Order in Fiscal Year 2016. 

a. The bid may have been awarded in Fiscal Year 2015 or 2016. 
b. The Purchase Order may be an Open Market or a Master Blanket. 

3. The Fiscal Year 2015 Purchase Order is submitted for approval and approved. 

 • The Purchase Order is in 3PRS-Ready to Send status but there is no option to send it on the Summary 
tab. 

 
Purchase Orders Created before July 7, 2015: 
1. A Purchase Order (Open Market or Master Blanket) was created in Fiscal Year 2015. 
2. The Fiscal Year 2015 Purchase Order is submitted for approval and approved. 

 • The Purchase Order is in 3PRS-Ready to Send status but there is no option to send it on the Summary tab. 
 

  

  



Page 2 of 3 
 

Recommended 
Strategy 

1. The Purchase Order will need to have a Fiscal Year date of 2016 so that it can be sent to the vendor. 
2. Cancel and clone the existing Purchase Order (Open Market or Master Blanket). 

• Add a note on the Notes tab of the Fiscal Year 15 Purchase Order explaining the reason for cancellation. 
3. Process the new Purchase Order through approvals and sending it to the vendor. 

• Add a note on the Notes tab of the Fiscal Year 16 Purchase Order linking it back to the Fiscal Year 15 Purchase Order. 
 

Screenshots 

1. General Tab of the Original  Bid: 

 
 
2. General Tab of the resulting Master Blanket Purchase Order - Fiscal Year 2015 is Problematic: 
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3. Notes Tab of the original Master Blanket Purchase Order: 

 
• Cancel and clone the Purchase Order 

 
4. General Tab of the cloned Master Blanket Purchase Order: 

 
 
5. Notes Tab of the cloned Master Blanket Purchase Order: 

 
 

 


