How to open a purchasing period in
Oracle EBS

This guide shows you how to open a purchasing period in Oracle EBS. You
find the Control Purchasing Periods window in the Oracle Purchasing
Navigator, search periods by fiscal year, and change a period's status to
Open. You then save the change. The guide also shows how to open the
matching period in Inventory Accounting Periods.

Prerequisites
e You are logged in to Oracle with a responsibility that has the right
permissions, for example "Order Management Super User, Vision
Operations (USA)".
* You can access the Oracle Purchasing Navigator, which has the
Functions, Documents, and Processes tabs.
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Steps

1. Open the Oracle Purchasing Navigator

The main Navigator window appears with tabs for Functions, Documents,
and Processes. The left pane shows a hierarchical menu with expandable
categories such as Negotiation, Sales Agreement, Pricing, and
Purchasing. The right pane shows a Top Ten List of frequently used
functions.

Eile Edit Yiew Folier Tools Window Help

| Documents  Processes

Orders, Returns: =

Orders and Returns Menu

|+ Megotiation B Top Ten List
|+ Sales Agreement 1. Quick Sales Orders
| & ||+ Pricing 2. Quick Order Organizer
‘:l Pricing and Availability [ |3 Shipping Transactions Form
s Em . 4. Wiscellaneous Transaction
Iy |+ HML Gateway —— |5. Change Organization- CST
\j:‘r Shipping © |B. Customers: Standard
|| |+ Bysadmin 7. Sales Agreements
= |+ Customers 8. Master ftems
‘jl + Scheduling 9. Sales Orders

+ Setup 0. Enter Price Lists

|+ Reports, Requests

WF Notifications 1
|+ Release Management

+ Inventory
|+ Bills of Material

Find

+ General Ledger
| Change Organization -

Navigator window showing the hierarchical menu in the left pane and the Top Ten List in
the right pane
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2. Expand the Purchasing section

In the left pane, scroll down and click the "+" icon next to Purchasing. Click
Buyer Work Center to highlight it. The right pane still shows the Top Ten
List.

File Edit Wiew Folder Tools Window Help

il
= =
Funetions | Documents  Processes
6 =--
Purchasing:Buyer Work Center: ~10O%

Purchasing Buyers Warkcenter

+ Scheduling
|+ Setup
:ﬂ |+ Reports, Requests
= WF Natifications
‘:l |+ Release Management
e Irventory

#
‘ﬁ + Bills of Matertal
}ﬂ [+ WP

Top Ten List

1. Quick Sales Orders
2. Guick Order Organizer

|3 Shipping Transactions Farm
|4 Miscellaneous Transaction

5. Change Organization - CST

' |6 Customers: Standard

7. Sales Agreements

= ;+ Receivables 8. Master ftems
21| puchcing 9. Sales Orders
Center 0. Enter Price Lists
| Supplier tem Catalog
| tem Search s 1

+ Requisitions
+ Purchase Orders R
AutoCreate

+ Receping
+ RFQ's and Quotations
+ Supply Base
+ Managerment
+ ltems
|+ Accounting %

Find

Purchasing section expanded with Buyer Work Center highlighted
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3. Expand the Accounting section

Keep scrolling in the left pane under Purchasing. Click the "+" icon next to
Accounting, then click Accrual Write Offs to highlight it. Sub-options such

as MassCancel, Run MassCancel, and SLA: User Main Menu appear.

File Edit Wiew Folder Tools Window Help

Functions | Documents  Processes

Purchasing:Accounting:Accrual YWrite Offs:
Accrual Write Offs

\- Purchasing
+ Buyer Work Center

+ RFQs and Quotations
+ Supply Base

;?ﬂ- Supplier tem Catalog
= ltem Search

El - Requisitions

il + Purchase Orders
i AutoCreate

;@ + Receing

=

+ Managerment
+ ltems
- Accounting

[ MassCancel

| Run MassCancel

|+ SLA User Main Menu

| Mtifications Summary
Personal Frofiles

+ Reports
Change Organization
+ Setup

Top Ten List

1. Guick Sales Orders

2. Quick Order Organizer

3. Shipping Transactions Forn
4. Miscellaneous Trangaction

—— |5 Change Organization - £8T

©  |B. Customers: Standard
7. Sales Agreements

8. Master ftems

9. Sales Orders

0. Enter Price Lists

Find

Accounting section expanded with Accrual Write Offs highlighted
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4. Find and open Control Purchasing Periods

Scroll further in the left pane to the Setup section. Expand Setup >
Financials > Accounting, then click Control Purchasing Periods to
highlight it. The right pane continues to show the Top Ten List.

File Edit Wiew Folder Tools Window Help

Functions | Documents  Processes

Control Purchasing Periods

Motifications Surnrary =it
o Personal Profiles
& |+ Repats
= Change Organization
‘:l - Setup
& + Personnel
[} + Approvals
‘@ Atachments

+ Organizations
+ Purchasing
- Financials
+ Currency
Payment Terms
- Accounting
Perind Types —
Calendar

[ut]

Accounts
QuickCodes
Countries

Purchasing: Setup:Financials:Accounting: Gontrol Purchasing Periods

Top Ten List

[1 Quick Sales Orders
|2. Quick Order Organizer

= Shipping Transactions Form

4. Miscellaneous Trangaction

|5, Change Organization - CST
“ |e customers: Stendard

|7 Sales Agreements

iE Master tems
|9. Sales Orders
|0. Enter Price Lists

Find

Control Purchasing Periods highlighted under Setup > Financials > Accounting

Click Open at the bottom of the Navigator window. A new browser window

or tab opens with the Control Purchasing Periods screen.

The screen has:

e A search section with the fields Period Name, Fiscal Year, and

Period Status.

e A table with the columns Period Name, Period Number, Fiscal Year,

Start Date, End Date, and Period Status.

By default, the table shows periods from previous years (for example, 1995
and 1996), all with the status Closed.
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5. Search for a fiscal year
In the Fiscal Year field, enter the year you want (for example, "2013"). Click

Go. The table updates to show the periods for that year. In this example,
every 2013 period has the status Never Opened.

Purchasir
Cantrol Py
-  Search.
=l
el .
)
E
it Period
Name
Mar-13
Apr-13
May-13
Jun-13
- Juk13
Aug-13
Sep-13
4] o013
Nov-13
Dec-13

Control Purchasing Periods

ISRV [ Control Purchasing Periods - Google Chrame

e oD rws3220098.us.uracle.ccm:800\_:’OA,HTML;‘OAjsp?pagE=.r'oracief‘apps"oo;"setu;)«'u’vewi/Cm1PurchasmgPeriodF‘G&{awguage,code=US&C&IJFH_

ORACL & Purchasing

Perind Hame | |

Fiscal Year [2013 |

Period Status | hdl|

[Go||Clear|

Period
Number Fiscal Year Start Date End Date Period Status

3

4
5
6
7
8

2013 01-Mar-2013 31-Mar-2013 | Never Opened v |

2013 01-Apr-2013 30-Apr-2013 Never Opened v |
2013 01-M2y-2013 31-M3y-2013 | Never Opened v |

2013/01-Jun-2013 30-Jun-2013 | Naver Opened v |

2013 01-0uk2013 319uR2013 | Hevel

2013 01-Aug-201331-Aug- | Never Opened ¥ |
2013

2013/01-5ep-2013 30-5ep-2013 | Never Opened v |

2013 101-0ct-2013 31-0ct-2013 | Never Opened v |

2013 01-Hov-2013 30-Hov-2013 | Never Opened v |

2013 01-Dec-2013 31-D2c-2013 | Never Opened v |

S prvione 1190 ¥ [ Nevt 10 )

Fiscal Year field set to 2013 with the Go button clicked and 2013 periods listed

Use this step to check the status of the periods before you open any of

them.
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6. Search for another fiscal year

To look at a different year, change the Fiscal Year field (for example, to
"2014") and click Go again. The table refreshes to show the periods for the
new year. In this example, every 2014 period shows Never Opened.

IRV | Control Purchasing Periods - Google Chrome e R sSsSsSs————————
< | [0 rws3220098.us.oracle.com:8001/0A_HTML/ sp?page=/oracle/apps/po/: ebui/CntriPurchasingPeriodPG&tlanguage code=U
1 Naugator¥ @ Favorites ¥ Diagnosiics Preferences Close Window
T Control Purchasing Periods Operating Unit | Vision Operations r| [Go]
urchasir - b
Control P (el [Svm
[&]] + period Hamme | ]
‘:l Fiscal Year zmji
— Period Status | v
= [Go | [Clear ]
[ 9 previous 110 v ] Next10 ®
== Period Period
(=] Name Number Fiscal Year Start Date End Date Period Status
Jan-14 1 2014 019an-2014 31-Jan-2014 | Ne dv]
‘ Feb-14 2 2014 01-Feb-2014 28-Feb-2014
Mar-14 3 2014/01-Mar-2014 31-Mar-2014
Apr-14 4 2014/01-Apr-2014 30-Apr-2014 | Never Opened ¥
| May-14 5 2014 01-May-201% 31-Mzy-2014 | Never Opened v |
L June-14 6 2014 01-9un-2014 30un-2014 | New
July-14 7 2014 01902014 31Ju-2014 || Never Opened |
Aug-14 8 2014/01-Aug-201431-Aug- | Never Opened v |
2014
L] sepi4 a 2014 01-5ep-2014 30-5ep-2014  Never Opened v |
ocT-14 10 2014 01-0ct-2014 31-0c-2014 | Never Opened 7 |
3 Previous |1-10 ¥ | Next10 @&

Fiscal Year field set to 2014 with the 2014 periods displayed

7. Review the period status for fiscal year 2014

With Fiscal Year set to 2014 and Period Name and Period Status blank,
review the table. Before you make changes:

¢ Jan-14 and Feb-14 have the status Open.
e Mar-14 and all later months have the status Never Opened.

8. Open the March and April 2014 purchasing periods

To open a purchasing period in Oracle EBS, use the dropdown menu in the
Period Status column for each period. Set the status for Mar-14 and Apr-14
to Open, which replaces Never Opened. Then move the cursor to Save.
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9. Save your changes
Click Save. The message "Your changes have been saved." appears at the
top of the screen. The table now shows Mar-14 and Apr-14 as Open, and

the other periods are unchanged.

= |

F
Purchasir

Control P4 [ confirmation

e

WA (1]

Period
Name

May-14
W e
July-14
Aug-14

Sep-14

4] ocri4

NOV-14

DEC-14

an-14

[M rws3220098.us.oracle.com:8001/0A

e Your changes have been saved |

Control Purchasing Periods

SIS [ Contral Purchasing Periods - Google Chrame

N  ORACLE Purchasing

i Navigator v

HTML/OA jsp?page=/oracle/apps/po/setup/w

B Favorites ¥ Diagnostics Preferences Close Window

Period Hame |

Fiscal Year

[os

Period Status |

2 Previous |1-10 ¥ | Next 10 &

Period
Number Fiscal Year Start Date End Date  Period Status

2014 01-May-2014 31-May-2014 [Never Opened v |
2014 01-Jun-2014 (30-Jun-2014 [ Never Opened ¥ |
2014/01-00k2014 |31Jub2014 [ Never Openad ¥ |

2014 01-AUg-2014 31-AUg-2014 | Never Opened 7

2014 01-5ep-2014 30-5ep-2014 | Never Opened ¥ |
2014 01-0ct-2014 31-0ct-2014 | Hever Opened ¥ |
2014/01-ow-201¢ 30-Hov-2014 | Never Open

2014 01-Dec:2014 31-Dec 2014 |Never Opened ¥

2014 01-1an-2014 3i-tan2ni4 | onan

&

Confirmation message "Your changes have been saved." with Mar-14 and Apr-14 set to

10. Page through the remaining periods
Review all the periods after you save. The table lists May-14 through

Open

Dec-14, all with the status Never Opened. Jan-14, Feb-14, Mar-14, and
Apr-14 are Open.

Use the Previous and Next buttons to move through the table. Click

Previous to see the earlier periods in the fiscal year. The table then shows
only Mar-14 and Apr-14, both Open.
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11. Go to Inventory Accounting Periods

In the Navigator, expand Inventory > Accounting Close Cycle and highlight
Inventory Accounting Periods. The Top Ten List stays visible. A spinning

loading icon appears in the center of the window while the next screen
loads.

Eile Edit Yiew Folder Tools Window Help

_ Functions | Documents Processes

Inventory:Accounting Close Cycle:lmentory Accounting Periods
Maintain lnventory Periods
[+ Customers =l Top Tenlist —
|+ Scheduling 1. Quick Sales Orders
[ ||+ setup |2 Quick Order Organizer
= |+ Repars, Requests 3. Shipping Transactions Farm
=11 we votiations BB (. \iccssrisous Transseticn
] '+ Release Management |5 Change Qrganization - C5T
l' |- Inventory = iE Customers: Standard
1ﬂ + Transactions |7. Sales Agreements
[ * MaveOrders (B Master ftems
j| + Onhand, Availability 9. Sales Orders
+ Items 0. Enter Price Lists
+ Costs
+ Counting
+ Kanban
+ Planning
+ ABC Codes -
|- Accounting Close Cycle
Project Cost Transfers "
+ Reports Q
Requests
+ Setup -

Navigator with Inventory Accounting Periods highlighted and a loading indicator in the
center
12. Select the inventory period to open

The Inventory Accounting Periods window opens. Its table has the
columns Status, Period, Num, Year, From, To, and Close Date.

Select the row for Mar-14 (Period 3, Year 2014, From 01-MAR-2014, To 31-
MAR-2014). Its status is Future.
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13. Start the status change
Click Change Status.... A Caution dialog box appears with the message
"Open this period?" and the options OK and Cancel.

Eile Edit View Folder Tools Window Help

= @af

| Dosuments Prosesses

Inventory-Accounting Close Cycls Inventory Accounting Periods

Maintain lnwentary Periods

[+ Customers ) Top Tenlist
|+ Scheduling |1 Quick Sales Orders
& | {4— Setup 12. Quick Orider Organizer
‘Tl |+ Reports, Requests [ !3 Shipping Transactions Form
1 WF Notifications 2 |4, Miscellaneous Transaction
(g ||+ Relesse Management ~ |5 Change Organization - C8T
lj - Inventory © 6. Customers: Standard
;ﬂ + Transactions |7 Zales Agreements
itl + Move Orders |8 Master tems
_=1| + On-hand, Availability |3. Sales Orders
+ ltems 0. Enter Price Lists
+ Costs
+ Counting
+ Kanban (o]
+ Planning

+ ABC Cardes i

+ Reports
Requests
+ Setup =

Inventory Accounting Periods window with the "Open this period?" confirmation dialog
for Mar-14

14. Confirm that you want to open the period
Click OK in the Caution dialog box.

15. Check that the period is open

The dialog box closes and the Status for Mar-14 changes from Future to
Open. No further confirmation message appears. The other periods keep
their statuses:

e Jan-14, Feb-14, Dec-13, Nov-13, and Oct-13 remain Open.
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e Apr-14, May-14, and later periods remain Future.

Eile Edit ¥iew Folder Tools YWindow Help

(G0 CroaP A0 En 280057

M

Status Perind hum From Ta Close Date

S Period Dates

2014 |01-JUL-2014 F-JUL-2014 =i}
2014 [01-JUN2014 30-JUN-2014
Future Mlay-14 2014 [01-MaY-2014 31-MAY-2014
Future Apr-14 2014 [01-APR-2014 30-APR-2014

i
a
5|
i
EE Mels 3 DU obMARADMBMsRaM L
2
1

Future July-14

Future June-14

2014 |01-FEB-2014 28-FEB-2014

Opan Fob-14 Ll
Opan Jan-14 Do14 JANInTs [3-dan201e
Open Dec-13 12 13 proEcama  [31-DEC2013
Open w13 11 2013 [piNov-o13 [3oNOv-2013
Open [0et13 10 [ proctan3  [m-ocT20iz =

| Pending.. ‘ Walyes at Cloze ‘ Distributions | I Change Status.. )

£

+ ABC Codes

- Accounting Cloge Cyele
In ng

Project Cost Transfers
+ Reports
Requests
+ Setup &

Open

Inventory Accounting Periods window with Mar-14 now set to Open
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16. Scroll and verify the change

Scroll the table to see more periods. Mar-14 stays Open, and every period
from Apr-14 through Dec-14 is still Future. This confirms the change and

shows that nothing else was affected.

File Edit Wiew Folder Tools Window Help

(220 GV PFI A@DB R LA LG 2

V1)

Period Dates

Year

Status Perind Num  From Ta ~ Close Date
[Future [pEc14 1 |h2 [m14 proEcaois  mDECZm4 |

[Future wowvts i o4 menowvenis onovaons |

[Future CEET 014 [oi-ocTaot4 soctes |
[Fuwe — (Sepr14a jot-sepons [ameEPoms
[Future [Aug14 b kotalor-avc2014 [i-Aus2ots |
[Futurs et 0w eucaone w0
[Future  lune-14 B o pouwzms Epaomems [
Future May-14 b Dotaovavoois [emayaos [
Futwre  Ape1d ls 014 [mAPR2014  [maPR2OE [

(" Pending [ Values at Blose Distributions | | Change Status

)

&
+ ABC Codes
- Accounting Close Cycle

Inventary Accounting Periods

Project Cost Transfers
+ Reports
Requests
+ Setup &

Tpen

Inventory Accounting Periods window showing Mar-14 as Open and all later periods as

Future

Summary

e Expand the menu sections in the Navigator to find Control

Purchasing Periods, then click Open.
e Search by Fiscal Year and click Go to review period statuses.

+ Set the Period Status to Open for the periods you need, then click

Save.

e Look for the message "Your changes have been saved."

¢ In Inventory Accounting Periods, select the period, click Change

Status..., and click OK in the Caution dialog.

« Scroll the table to verify that only the period you chose changed to

Open.

The Control Purchasing Periods window also has Cancel and Save
options. You only need them when you intend to make changes.
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What's next

* Repeat the steps for other fiscal years by changing the Fiscal Year

field and clicking Go.
» Use Previous and Next to check that the periods you opened show

the status you expect.
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