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Erroneous Purchase Orders 

To clear erroneous POs from your grant, you must first run a report to show the Open 
Commitments.  Although this can be done from the iProcurement module by a Buyer, you 
are also able to view a list of commitments for Grants by running either a Cognos or a CUFS 
report with your Grants Administrator role.  This has the benefit of only showing 
commitments on grants, and a specific grant if required. 

In this document: 

• Cognos Open Commitments Report (use the Expenditure Enquiry Report)  

• CUFS Commitments Enquiry Report 

• Investigate and resolve open orders 

• Finally Closing unpaid orders 

• Actions for open orders  
 

Cognos Expenditure Enquiry Report 

In Cognos, run the consolidated Grants Expenditure Enquiry, and select Show Open 
Commitments option. 

 

Re-select the Project Organisation, then you will be able to 
choose Show Commitment Description and Show 
Commitment Number from the Optional: Select Layout 
Options box. You may select any other options from this box 
as required, e.g. Show Project PI Name 

 

 

 

Example of Cognos Grants: Expenditure Enquiry Open Commitments report 

 

Alternatively, you can run the Commitments Enquiry Report from CUFS. 
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GMS Commitments Enquiry Report (UFS)  

This UFS report provides a listing of commitments, which are approved Purchase Orders or 
requisitions for either a single project or a PI.  

Responsibility: GM Administrator 
Navigate:  Requests > Run 

 

Parameters 

From Project 
Organisation  

Enter or select your Organisation from the list or values  

To Project 
Organisation  

Principal Investigator  Leave blank for all or specify a Principal Investigator  

Project Number  Leave blank for all projects or specify a single project number.  

Task Number  Leave blank for all tasks or specify a single task number. 

Order By  
Data on the report can be ordered by Award Number, Principal Investigator 
or Project Number.  

Example  Commitments for a specific project 

 

NB: This report is not available in Excel format. 

Investigate and resolve open orders in the iProcurement module 

Investigate in iProcurement under a UFS xx: iProc Buyer responsibility as to whether these 
outstanding commitments are valid i.e. 

• order raised but the goods have not yet been received 

• goods have been delivered but the supplier’s invoice has not yet been received 

The orders date may be indicative as to whether either of the above two scenarios are likely. 
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In iProcurement, you should run BOTH of the following reports to ensure unapproved 
requisitions are also cancelled: 

• Open Purchase Order Report 

• Purchasing Requisition Status Report 

Old orders that are no longer required should be cancelled and any old orders which have 
been fully delivered and paid (although not correctly identified as such on UFS) should be 
finally closed. This will remove the commitment from the grant.  Never finally close 
purchase orders from eInvoice suppliers if the invoice is still outstanding. 

Finally Closing Orders  

Some departments are currently finally closing orders that have not been received or 
receipted, with a note in the Close reason of Grant closing charge any invoices to XYZ. 

This causes issues for two reasons: Firstly, any eInvoices for closed orders are rejected as 
they enter CUFS, and secondly, from an audit perspective, we do not know if the goods 
have been received later and a manual invoice entered.  

The main guidance is DO NOT finally close unpaid orders. They should be cancelled and 
suppliers informed. This applies to all suppliers. 

Actions to resolve open orders in the iProcurement module  

If you have orders charged to a closing grant, then the following actions should be taken 
depending on the age and status of the orders: 

PO status Action required 

Open, not receipted: goods 
not expected to arrive 
before the grant closes 

Cancel the order – contact supplier to inform that the order has been 
cancelled. If goods are still needed raise a new order to correct 
grants. 

Open and part receipted Contact supplier and ask when the rest of the goods might be 
expected, if not expected within the time frame required advise the 
supplier that those goods are no longer needed and request an 
invoice for the goods received and cancel the appropriate lines on the 
order. 

Open and part receipted, 
and part paid 

As above but can finally close the order once the supplier has been 
informed and the unwanted lines cancelled. 

Open and receipted If the order is to an eInvoicing supplier, then check with Accounts 
Payable that it isn’t on hold anywhere. They can contact the supplier 
on your behalf. 

If not on eInvoicing and the invoice is overdue then chase the 
supplier. 

 


