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The PO Rollover functionality includes the ability to email Open PO Listings to your departments.  This is an 

optional step in the process.  You may wish to do this in order that departments review their Open PO’s and 

notify you of the ones to roll forward versus liquidate.  

  

All of the specific PO Rollover functions are found on the menu under:  

  

 
  

  

About this Document  

In the document, it is assumed that:  

• The fiscal year ends on June 30,  

• The term “old” year is used to reference the year you are closing, and 
•
  “New” year 

refers to the fiscal year being opened up for the coming July 1.  

  

To setup and generate the email notifications, please complete the following steps.  

  

1. BUILD EMAIL ADDRESSES  
You need to have the email addresses per department established before the listings may be issued.  

  

Click System Department Group Menu Department Group Profile  

 

PO ROLLOVER  

EMAIL OPEN PO NOTIFICATIONS  
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Enter the email address for each department.  This may be a single user name or a single distribution list:  

Property of ADMINS, Inc. No unauthorized use, distribution or reproduction permitted.  

 
  

  

If the process finds a department with a missing address then you will be notified.  You may stop and correct 

the missing email address.  Or you may ignore the warning, continue on with the process and not send emails 

to departments without addresses on file.  

 

2. HOW ARE THE PO’S GATHERED?  
Here’s how the process called “EMAIL OPEN PO LISTINGS” works:  

  

You may enter 1 email address or  
distribution list.    

  
You may not enter:  
mary@admins.com,joe@admins.com  

  

  
  

  



 

Email Open PO Listings to Departments    Page 3 of 7  

 
  

  

Step 1: This process collects all purchase orders that meet any of the following criteria:  

• The PO is currently Open and has no pending payment,  

• The PO is currently Open but has a pending payment, or  

• The PO has been started prior to June 30 but is not yet completed. In other words, it is “work on 

progress”.  

  

 
  

  

Step 2: Once the PO’s are found, the process locates the DEPARTMENT to whom they’ve been assigned:  

 

  

Step 3: From there, the process locates the EMAIL ADDRESS of the DEPARTMENT:  

  

  

  

  

In this example, all of  
these would be included.  
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Step 4: Then generates and emails out the listings:  

  

 
  

  

  

TIME SAVER TIP  

It is advisable that you select “YES” to the “CC message to Sender” option.  This allows you 

  

See report samples below for  
the difference between the  
SUMMARY and DETAIL  
formats.  
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to receive a copy of the emails generated.  If a department accidentally deletes the message or it 

needs to be forwarded to another person then you may easily retrieve it  

   from your Email Inbox.  

  

  

  

The email that goes to the user looks like this:  

  



 

Email Open PO Listings to Departments    Page 6 of 7  

 
Summary Format  

  

  

  
Detail Format  

  

  

ANYT OWN, USA   

DETAIL FORMAT  
Shows line and account  
details  

SUMMARY FORMAT  
Does not show line and  
account details  
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CAN I RE-RUN THE EMAIL NOTIFICATION PROCESS?  

Yes.  However, if you re-run the process, the email notifications will be re-sent to 

all departments.  You cannot pick and choose to send the notifications to isolated  

 departments.  

  

  

  

3. MASTER PO CHECKLIST  
It is a good idea to issue a master Open PO Listing so that you have a master checklist of all Open PO’s. This 

will allow you to track whether departments are responding to your requests or not.    

  

 

  
  

  

  

  

  

If you sort by DEPARTMENT then you  
will be able to cross reference the  
sheets you receive back from the  
departments.  

  


