
 

 

Closing a Purchase Order  
(Removing PO Encumbrance) 

 
Navigation: KFS > Main Menu >  Custom Document Searches > 
Purchasing/Accounts Payable > Purchase Orders 
 

 
 
 

Step # Procedure 

1.  Enter the PO number in the Purchase Order # field,

  



 

scroll down and click . 

2.  Click on the doc # of the PO with the PO doc status of "Open.” 

 

3.  To close a PO when a payment has been made in KFS select the "close order" button 

at the bottom of the Purchase Order. This will close the 
Purchase Order and remove the encumbrance.  

4.  To close a purchase order where no payments have been made in KFS, the 
encumbrance can be removed by requesting the PO be voided in KFS.  
The request to Void the order should be emailed to POAmendments@umd.edu 

5.  If the PO is closed, and still shows an open encumbrance, please send an email to 
KFS@umd.edu, requesting the encumbrance be removed. Include the following 
information in the email: Account Number, Object Code, Purchase Order Number, 
and the dollar amount of the open encumbrance. 
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