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Liquidating Purchase Order and Complete Shopping Cart 
 

When there will be no more confirmations or invoices, the remainder of the Purchase Order or PO Line 
Item may be liquidated.  Validate that all invoices have been posted. 
 
NOTE:   In many instances when an attempt is made to liquidate balances on purchase orders the result 
will be an error message that indicates a closed fund, cost center, or federal grant internal order.  In 
those instances you will need to send an email to ra-co-bfm-mastrdata@pa.gov with a request to open a 
prior year fund or cost center.  If you receive an error message that indicates a closed federal grant 
internal order you will need to send an e-mail to the resource account of the federal accounting team 
which provides service to your respective agency with a request to open the federal grant internal order 
for PO line item liquidation.  
 

1. In SRM, from the Detailed Navigation, select Purchasing 
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2. Enter applicable search criteria into Personal Object Worklist (POWL) 
3. Select the APPLY button 

 

 
 

4. When the results display, select the applicable document 
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5. Select the EDIT button 
 

 
 

6. On the General Data sub-tab, reduce the quantity to what was actually received 
 

 
 
**Important Information**  Make sure that all Goods Receipts have been entered and all Invoices 
have been posted before selecting these checkboxes.  Once you select the checkbox, you can’t process 
further Goods Receipts or Invoices. 
 

7. On the Items tab, Related Documents sub-tab, select the “Yes” radio buttons to mark the PO for 
final receipt and final invoice to liquidate the open items and open commitment 

 
Note:  Marking only the Goods Receipt as final does not liquidate the SAP R/3 commitment. 

 
 
NOTE:  This will need to be done for every line item on the PO that needs liquidated. 
 

8. Select the ORDER button to save and replicate the changes to the PO 
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Next Steps: 
 
Follow the procedures for completing the shopping cart to liquidate the Pre-Commitment for the 
balance of the cart. 
 

• There are two methods to complete Shopping Carts: 
– Shopping Cart Complete link in the Purchasing Workset 
– Carry Out Sourcing using the REJECT ITEMS button 

 
It is your choice as to which you use. 
 
Shopping Cart Complete Link: 
 

1. Log onto www.myworkplace.state.pa.us and select the SRM tab  
a. From the left navigation pane, select the Purchasing role and under “Services” Workset  
b. Select the Shopping Cart Complete link 
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2. Complete the Shopping Cart 
a. Enter the Shopping Cart number within the Shopping Cart Number field 
b. Select the COMPLETE SHOPPING CART radio button 
c. Select the EXECUTE button   

 

 
 

1. The confirmation message “Record Updated” will display 
2. Select the BACK button to complete additional Shopping Carts, or select the EXIT button to leave 

the program. 
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Carry Out Sourcing Process: 
 

1. After liquidating the PO, go to Carry Out Sourcing 
2. Locate the Shopping Cart through normal search criteria 

 
 

3. Select the Shopping Cart 
a. For multiple items, hold down the Ctrl key and select the gray block 

4. Select the REJECT ITEM button 
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5. A dialog box will display with the statement “Reject Selected Items?” 
a. Select the “YES” button 

 
 

6. The Shopping Cart will no longer appear in the Carry Out Sourcing 
 

 
 
END. 
 


