
                                                                  
FAQ: 0005: Pending Purchase Order 
 

1. How to see list of pending purchase order and how to close it? 
      Solution:  

To see list of pending orders, go to 
• Utility->Pending->Orders 

 
To close any pending order, 
• Transaction Daily->Purchase->Purchase Order Closure 
• Enter time duration from which you want to close order. 
• Press OK button, it will show list of pending orders. 
• Tick mark in front of order as ‘closed’ and mention closed date.  
• Here you can enter any date. Till that date, order will not be considered as 

‘closed’. 
• And save it. 
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