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Revisions to Manual
October 2016:

e VISION Procedure #3 no longer requires that all payments processed
against a Personal Services Contract use an account code within the
507xxx range of accounts.

May 2012:

e Server Selection: When setting run control parameters, you no longer
need to select a PSNT/PSUNX/PSUNX2 server. Before the upgrade, if you
didn't select a server the job would stay queued. Now a server drop down
list isn't available. All existing run controls will have the server removed.

March 2010:

e Updated the name of a BGS division from Purchasing and Contract
Administration to the Office of Purchasing & Contracting.
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Overview of VISION Financial System

Introduction to Purchase Orders
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The Purchasing Module is the entry point for purchase orders. There are four
functions of a purchase order:

Initiate a purchase with a vendor

Track payments and usage against a statewide contract
Track payments against a department specific personal services contract
Serve as the control for encumbering funds as purchases and payments

are executed

Vision Procedure # 3 outlines the use of Purchase Orders, Contracts and
BDA's (Blanket Delegation of Authority) in the State of Vermont’s VISION
financial system.
A VISION Purchase Order must be prepared and charged to the
appropriate VISION procurement contract when making payments in
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VISION on contracts for services and commodities, regardless of dollar
amount in accordance with AOA Bulletin 3.5 (with the exception of
Personal Service, Zero Dollar and some Financial Transaction contracts as
defined by AOA Bulletin 3.5.)

e All payments processed against a contract for service or commodities shall
be coded using the appropriate expenditure accounts per the VISION
Chart of Accounts

e Purchases made on contract by utilizing the State of Vermont Purchasing
Card are exempt from requiring a Purchase Order. Authorized contracts
for Purchasing Card utilization are defined in the State of Vermont
Purchasing Card Policy.

Visit the Finance and Management website at
http://finance.vermont.gov/policies-and-procedures/vision-procedures
to review VISION Procedure #3 in its entirety.

Policy #1: Suspension and Debarment

e The State of Vermont will not make purchases over $25,000 or enter into
grants or contractual agreements of any amount with vendors that have
been suspended or debarred by the Federal government. This policy
applies to all such purchases and agreements, regardless of funding
source.

e The Department of Buildings and General Services includes a Suspension
and Debarment clause, similar to the above, in all contracts available for
statewide use. Therefore, departments making purchases from statewide
contracts do not have to verify suspension and debarment separately.

Visit the Finance and Management website at
http://finance.vermont.gov/policies-and-procedures/vision-procedures
to review Policy # 1 in its entirety.

Additional Information on Purchase Orders and the Purchasing Process can be
found in the following documents:

e Agency of Administration Bulletin 3.5 is located on the Finance and
Management website under Policies and Procedures and at
http://aoa.vermont.gov/bulletins

e Buyer's Resource Guide located on the Building’s and General Services
website under Purchasing and Contracting, Policies and Procedures.
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State of Vermont Required Fields for entering a purchase

order
e NOTE: Departments may define additional required fields as needed for
their own business processes.

Maintain Purchase Order Page

PO Date (defaults as current date)

Vendor ID

Buyer

Item (if applicable Item can be found in VISION) or
Description (required if there is not an Item entered)
PO Qty

Unit of Measure (UOM)

Category

Price

Header Details Link
e PO Type
e Origin
e Accounting Date (defaults as current date, accept default)

If PO is drawing down a contract -Under Contract Tab
e Contract ID
e Contract Line

Schedules Page
e Due Date
e Ship To
e PO Qty (defaults from main page)
e Price (defaults from main page)
e Amount (defaults from main page)

Distributions for Schedule 1 Page
e Account

e Fund
e DeptID
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Purchase Order Process Flow
Chart
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Frequently Asked Questions (FAQs)

Why am I receiving an “Invalid Value” error message when I try to
enter a PO against a valid contract?

Typically, this happens because of a couple different reasons. In the contract
Header page, check the begin and expire dates to confirm the contract is
available for use. IF the dates are valid, verify the contract is in Approved
status. If the dates are fine and the contract is approved, contact VISION
Support at 828-6700 option 2 for assistance or by email at
VISION.FinHelpdesk@vermont.gov.

Why aren't the PO Defaults that I put in my contract coming into my
purchase order?

PO Defaults set up on a contract will only come into the Purchase Order if the PO
is copied from the Contract. If you enter the Contract number on the Contract
tab of your PO the default information will not come forward.

Why am I getting a gray box that says “Unauthorized” at the bottom of
the page when I print my purchase order?

Printing an Authorized Signature PO is done through Dispatch POs and not
Review PO Information. See the Print a Purchase Order exercise in this manual
for instructions. Also, be sure that the PO is approved.
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How to determine if a Commodity is on Contract

Navigation: Go to the Office of Purchasing and Contracting website at
http://bgs.vermont.gov/purchasing-contracting/contract-info.Click on the
Contract Information link.

Click on the Current Contracts link

=) T F
VERMONT OFFICIAL STATE WEBSITE /\’\ ‘\" ER}V[ONT

AGENCY OF ADMINISTRATION m
Buildings and General Services

VERMONT.GOV QUTLOOK ONLINE STATE PHONE BOK

Home CONTRACT INFORMATION

Commissioner's Office The text of statewide commeodity contracts that are utilized by more than one agency/department are
available for view. To view or print the text of a contract click on the contract number. Statewide Commodity

Facilities Operations Contracts that are utilized by more than one agency/department {including those for use by Towns and Schools)

Property Management * Download a list of all commodity contracts that have been issued by the Office of Purchasing and

Contracting.
« Download a list of contracts that have been added or amended in the last 30 (thirty) days by the Office of
Purchasing and Contracting.

Vermont Information Centers Division

Government Business Services

Purchasing and Contracting Additional Information

Contact Inf ti
ontactinformation « Environmentally Preferable Purchasing (EPP)

Forms and Publications
Envirenmentally Preferred Purghasing Online Forms

Frequently Asked Questions, . .
« Online Contract Comments Form -- tell us how we're doing.

Debarment List
Bid Information

Contract Informatiog

Current Contracts

Communications

Computer Hardware, Software and Training

Information Technology Retainer Contracts

Print Braciremant
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VERMONT OFFICIAL STATE WEBSITE

AGENCY OF ADMINISTRATION

Buildings and General Services

VERMONT.GOV QUTLOOK ONLINE

Home

Commissioner's Office

Facilities Operations

Property Management

Vermont Information Centers Division
Government Business Services

Purchasing and Contracting
Contact Information
Forms and Publications
Environmentally Preferred Purchasing
Frequently Asked Questions
Debarment List

Bid Information

STATE PHONE BOOK

CURRENT CONTRACTS

CONTACT

To see the text of a contract click on the contract number. If you need further information, send the purchasing

agent an e-mail by clicking on their name. In order to view, navigate, download or print the contracts you will

need the free

See the complete list of contracts where the purchasing card may be used as a method of payment

To Search This Page Press "Control + F"

Audio Visual

Automative

Beds and Bedding

Building Supplies

Clothing and Footwear

Communications

Computer Hardware. Software and Training
Custodial Supplies

Document Destruction Services

Electrical Equipment and Supplies

Interior Coverings

Laboratory and Field Equipment
Lawn and Grounds Equipment
Markers and Signs

Mail and Express Services
Medical

Newspaper Advertising

Office Furniture

Office Machines

Office Supplies

Fasteners Paper and Plastic Products, Disposable
Filters Paper, Envelopes and Forms
Fire Protection Equipment and Supplies Police Equipment and Supplies

Elags Printing

Contract Information

Current Contracts

Communications

Computer Hardware, Software and Training Food Safety Equipment and Services
Information Technology Retainer Contracts Fuel Scrap Metal Recycling

Highway Materials and Equipment Translation Service

Print Procurement

Hospital and Surgical Equipment Training
Equipment Maintenance Insurance . . " " .
aup Industrial Supplies Visual and Auditory Aids
Purchasing Card Waste Hauling and Recyclin:

Reciprocal Preference Information Welding Supplies

To search the page press “Control + F” or select a category

Building Supplies

» Harwood Plywood : Atlantic Plywood, Contract 26425
Plumbing and HVAC Supplies : Granite Group, Contract 30953
s Plumbing and HVAC Supplies : F. W. Webb, Contract 31324

* Plumbing and HVAC Supplies : Granite Group, Contract 30953

Clothing and Footwear

+ Safety Shoes and Boots : Industrial Protection Product, Contract 24377

* Inmate Uniforms : Uniforms Manufacturing Inc, Contract 26834

* Inmate Sweatpant and Shirts : Acme Supply Co Ltd, Contract 26835

* Inmate TShirts, Socks, Shoes, and Baseball Caps : The Liberty Store Contract 26840
s Gloves, Thermals, Underwear : O.D. Taragin and Bros LLC, Contract 27036

« Corrections Officer's Uniform : Ben's Uniforms, Inc., Contract 27564

* Security Uniforms : Ben's Uniforms, Inc., Contract 22501

+ Shirts and Caps : ScreenPrint Plus, Contract 29409

* Rough Duty Uniforms : Ben's Uniforms, Inc, Contract 26949

+ High Visibility Clothing : Safety Source of New England, Inc, Contract 31754

+ High Visibility Clothing: Williston Workwear, Contract 31753

* Information Center Clothing : Aramark Uniform Services, Inc, Contract 27727
+ State Police Uniforms : Ben's Uniforms, Inc, Contract 24008

+ Uniform Rental & Cleaning: Alltex Uniform Rental Inc., Contract 23191

+ Winter Gear : Mach V Group, LLC, Contract 23754

s Police Supplies: Galls LLC, Contract 27186

Click on the contract number to view a particular contract.
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| Pages

State of Vermont
Dept of Buildings & General Svcs
Purchasing & Centract Admin
1078 US Rie 2 - Middlesex
Montpelier VT 05633-7601

USA

CONTRACT 2

Contract ID Page
0000000000000000000012412 1of 4
Vendor ID 0000009824 Contract Dates Origin
Ben's Uniforms Inc 11/01/2007 to 11/01/2009 CPS
20 Main Street Description: Contract Maximum
Amesbury MA 01913 CPS - CORR. OFFICER'S UNIFORM 59,999.999.99
UsaAa Buyer Name Buyer Phone Contract Status
LaRose Deborah L 828-4635 Approved

Phone #. 978-388-0471

Comments \l\ Attachments

Unit Max Max
Line # Item ID Item Desc Uom Price Qty Amt

PANT, UNIFORM EA 46.93000 0.00 0.00
PANTS, UNIFORM, DOC, 65/35 WASHABLE COTTON BLEND FABRIC WITH 10% STRETCH WAISTEAND CONSTRUCTION WITH SILCONE SHIRT
GRIP AND DOUBLE HOOKS, RELAXED FIX, PROCESSED FOR CREASE RETENTION, FRONT QUARTER POCKET STYLING, PLEATED DOUBLE
THIGH POCKETS, TWO HIP POCKETS WITH BUTTON TAB, COTTON BLEND POCKETING, HEAVY DUTY NYLON ZIPPER WITH AUTO LOCK
SLIDER, SPLIT SEAM TAILORED CONSTRUCTION, THIGH LET QUTS, 3X DRY FABRIC, EXTRA STRENGTH TANDEM SEAT SEAM, OUTSIDE
CELL PHONE POCKET, ELASTIC STRAP INSIDE CARGO POCKET, REFLECTIVE STRIF ON CARGO POCKET, HOME LAUNDERED, CR DRY
CLEANED. COLOR: DARK GREY, , BLAUER #8810X

SHIRT, SHORT SLEEVE, UNIFORM EA 39.95000 0.00 0.00

SHIRT, SHORT SLEEVE, UNIFORM, DOC, 6.5 OZ. TWILL, 65/36 WASHABLE COTTON BLEND WITH 10% STRETCH, PLEATED POCKETS

WITH SCALLOPED FLAPS, PENCIL SLOT, HOOK & LOOP CLOSURE, TRADITIONAL 5 CREASE MILITARY STYLE, EXTRA LONG SHIRT

TAILS, HOME LAUNDERED OR DRY CLEANED, EPAULETS, VENDOR SUPPLIED EMBROIDERED BADGE AND EMPLOYEES NAME TAPES ON
SHIRT, 2 EACH CUSTOMER SUPPLIED SEWN ON SHOULDER PATCHES TO BE APPLIED AT NO EXTRA CHARGE. 3 X DRY FABRIC.,

iofs | b bl | @ U[H]H

Contract page opens displaying information regarding what items are on this

contract.
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Enter a Purchase Order against a Contract
Situations when this function is used: When making payments on contracts
for services, products, and construction regardless of dollar amount in
accordance with Bulletin 3.5 and VISION Procedure #3.

In this exercise we are demonstrating the best way to enter a purchase
order against a contract that has multiple lines, but not all of the
contract lines are needed.

Purchase Orders must be approved, have a valid budget check, and dispatched
in order to be used in a Voucher.

Navigation: Purchasing > Purchase Orders > Add/Update PO'’s

Favorites = Main Menu > Purchasing > Purchase Orders : Add/Update POs

Purchase Order

| [ avew vaie |

Business Unit:[01110 Q)
PO ID: MEXT

Add

Click the Add button
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Favorites : Main Menu > Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order
Purchase Order

Unit: 01110 PO Status: Initial

PO ID: MEXT Budget Status: Not Chicd

Copy From: hd [] Hold From Further Processing

v feater |
*PO Date: [o712512011 |B)  Vendor Search Doc Tol Status:  Valid

Vendor [ & vendorDetaiis

*Vendor ID: ’70, Receipt Status: Mot Recvd

*Buyer: ’70, *Dispatch Method: - s patet
PO Reference: |
HeaderDetails PO Activities Add ShipTo Comments Merchandise: e |
PO Defaults FreightTax/Misc.: 0.00

Add Comments Total Amount: 0.00 USD
Purchasing Kit Catalog Item Search

Lines Customize | Find | View All| = | i First L4 1 of 1 o Last
[ Details | ShipToueDate | Statuses | femnformation | Attributes | RFQ T Contract T Receiving
Line tem Description | |poary WOM  |Categqory |Price Amount | Status
8IS Q. - B [T a o Acive O [ [=] =

The Maintain Purchase Order page loads. The following information defaults in:
PO status = Initial, Budget Status = Not Chk'd, and PO date = current date.

Enter the Vendor short name or Vendor ID #
If entering the number be sure to include all the leading zero's, click the
Refresh button at the bottom of the page and Vendor name automatically
populates or open a new window and use the Vendor pages for look up.

Enter the Buyer
This field is case sensitive so the name must be entered in UPPER case
with the first initial of the first name followed by the first 7 letters of the
last name and tab out of the field or click on the magnifying glass to
select from a list of values.
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Favorites Main Menu > Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order
Purchase Order

Unit: 01110 PO Status: Initial
POID: MNEXT Budget Status: Mot Chk'd
CopyFrom:  + [] Hold From Further Processing
*P0 Date: [o7r2si2011 B Vendor Search Doc Tol Status: valid
Vendor [veivowP-001 Q. vendor Details
*Vendor ID: ’W Q. vermont Correctional Industries/Vermont  Receipt Status: Mot Recvd

*Buyer: TJARVIS QL “Dispatch Method:  Print - Eljzi et |
PO Reference: || Amount Summary

HeaderDetails PO Activities Add ShipTo Comments Merchandise: 0.00 Caloulato
PO Defaults FreightTax/Misc.: 0.00 4|

Add Comments

Add ltems From

Total Amount: 0.00 UsD

Purchasing Kit Catalog ltem Search
Lines

[ Detaits | shipTomueDate | Statuses | temmformation | attribwtes | mFa T contract | Receiving

R = s&~ [ Ql_ Qb | peve O [0 =

Click on the Contract tah

Favorites Main Menu > Purchasing » Purchase Orders > Add/Update POs

Maintain Purchase Order

Purchase Order

Unit: 01110 PO Status: Open &

POID: MNEXT Budget Status: Mot Chicd

Copy From: - [] Hold From Further Processing

~Header |
*P0 Date: ’W@ Vendor Search Doc Tol Status: WValid

Vendor [vCivowP-001 |, Vendor Details

*Vendor ID: [0000041408 | @ vermont Correctional Industriesivermont  Receipt Status: Mot Recvd

*Buyer: TJARVIS Q. Janis Tanya *Dispatch Method:  Print - [Hispate |
PO Reference: | Amount Summary

HeaderDetails PO Adtivities Add ShipTo Comments Merchandise: O |
20 Defauits FreightTax/Misc.: 0.00
Total Amount: 0.00 UsSD

Add Comments

Add Items From

Purchasing Kit Catalog ltem Search
Lines
" Detais | ShipTomueDate | Statuses | keminformation | attrioutes | BFa T contract | Receiving

Line Item Description Setid  |ContractiD % Release |Milestone Line

Enter the Contract ID or click the magnifying glass “* next to the field to select
from a list.
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Look Up Ed

-

Look Up ContractID

SetiD: STATE

Contract ID: hegins with -
Short Vendor Name: hegins with - &}
Description: hegins with

m

LookUpl Clear | Cancel |BasicL00kug

Wendor Short Vendor |Contract

Set ID Wendor ID  |Contract ID =

STATE 0000041408 000000000000000000001 8357 YCIMOWP-001 Approved Dibdy-L1
STATE 0000041408 000000000000000000001 7990 YEIMOWP-001 Approved CPS-PF
STATE 0000041408 000000000000000000001 7934 YCIMOWP-001 Approved CPS -

STATE OANNN41 408 NNAANNNAANNAAAANANNNT 41 T8 UEIROAE-NN1 Anaroead GRS W T
4| r

Click on the contract link to select contract.
Note: The following must be true in order for a contract to be available to use

e The Contract must be in Approved Status
e The Contract Beginning date must be less than or equal to the PO Date
e The Contract Expire Date must be equal to or greater than the PO Date

If an invoice for a product or service is received after the contract has expired,
but the order for the product or service was performed before the contract
expiration date, you can and should use the contract. Please refer to the Enter a
Purchase Order against an Expired Contract exercise in this manual.
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Fa\rovr'rtes MainvMenu » Purchasng » Purchase Orders > Add/Update POs
H - -

Maintain Purchase Order
Purchase Order

Unit: 01110 PO Status: Open g

PO ID: MNEXT Budget Status: Mot Chicd

Copy From: . [] Hold From Further Processing
~Heager .|
*P0 Date: ’W El Vendor Search Doc Tol Status: Valid

Vendor [vcivowP-001 | @ Vendor Details

*Vendor ID: ’W Q. Vermont Correctional IndustriesiVermont  Receipt Status: Not Recvd

*Buyer: TJARVIS Q. Janis Tanya *Dispatch Method:  Print - s pate |
PO Reference: |CPS - STATIOMNARY & FORMS Amount Summary

Header Details PO Activities Add ShipTo Comments Merchandise: 0.00 Calculate |
PO Defaults FreightTax/Misc.: 0.00

Add Comments

Add Items From

Purchasing Kit Catalog ltem Search

Total Amount: 0.00 UsD

Lines
" Detais | ShipTomueDate | Statuses | teminformation | Attrbutes | BF@ T contract | Receiving

= t Release |Milestone Line

Q L STATE |0000000000000000000012511 Q| Q. NEXT

Click the magnifying glass “% next to the Contract Line field to select the
appropriate contract line.

Look Up %]

-

Look Up Contract Line

Contract Line Nbr: = - |
Item ID: hegins with - |
Category ID: begins with - | L

LookUpl Clear | Cancel |ElasicL00kup

Search Results

000000000000004540 BUSIMESS CARDS - PRIMTED I GREEM AMD BLACE
000000000000004570 LETTERHEAD, PRIMNTS 2 COLORS: BLACK & GREEM

000000000000004571 LETTERHEAD, PRIMNTED 1M BLACK (MK, OMNE SIDE. S
000000000000004901 FORMS - PRINTED I BLACK IME FROM CAMERARES
000000000000004231 [MDEX CARDS, PRINTED M BLACK MK, OME SIDE, C

NOOONOONOONNNNA007 IAEWY SADMRD DOIRTER Ikl O AL T T CInEo
m »

el [ B F R L

Select the contract line by clicking on link.
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Once you select the contract line the following warning message appears on the
screen.

Cwertide Schedule Quantity with Contract Guantity Scheduled on Line {1), item
(000000000000004892y7 (10200,434)

Press Ok to override schedule guantity with contract shipping template
schedule gquantity. Press Cancel to use the entered line gquantity and schedule
fuantity.

Ok I Cancel

Click OK

Favorites Main Menu > Purchvasing > Purchasev Orders » Add/Update POs

Maintain Purchase Order

Purchase Order

Unit: 01110 PO Status: Open g
POID: NEXT Budget Status: Not Chikd
Copy From: - [Z] Hold From Further Processing
~Heger |
*PO Date: ’W@ Vendor Search Doc Tol Status: Valid
Vendor vCivowP-001 | @ vendor Details
*Vendor ID: ’W Q. Vermont Correctional IndustriesiVermont  Receipt Status: Not Recvd
*Buyer: TJARVIS G Jawis Tanya *Dispatch Method:  Print - [Dispateh
POReference: |[CPS - STATIONARY & FORMS
Header Details PO Activities Add ShipTo Comments Merchandise: 000 e
PO Defaults FreightTax/Misc.: 0.00
Add Comments Total Amount: 0.00 USD
Purchasing Kit Catalog ltem Search

[ Detaie | ShipToDueDate | statuses | teminformation | Attibutes [ BFQ | Contract | Receiving

Line ltem Description SetlD Contract ID Milestone Line

1 [ [000000000000004201 L FORMS-PRINTEDIN  * STATE |0000000000000000000012511 CL | 4 QL NEXT [=]

-

To insert a row to select additional contract lines click the = sign.
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The following message appears on your screen.

Explorer User Prc:mpt_ 2 — [ E ]

Script Prompt : oK |
Enter number of rows to add:
Cancel |

|1

If you want to insert more than 1 line change the number and click OK

Favorites Main Menu > Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order
Purchase Order

Unit: 01110
PO ID: NEXT

PO Status: COpen
Budget Status: Mot Chicd

[“IHold From Further Processing

Copy From: -

*PO Date: 07/25/2011 El Vendor Search Doc Tol Status: Valid
Vendor WCINVOWP-001 Q. vendor Details
*Vendor ID: 0000041408 G, vermont Correctional Industries/Vermont  Receipt Status: Not Recvd
miepateh |

*Buyer: TJARVIS Q Jamnis Tanya *Dispatch Method:  Print -
PO Reference: |CPS - STATIOMARY & FORMS Amount Summary

HeaderDetails PO Activities Add ShipTo Comments Merchandise: 000 |
PO Defaults FreightTax/Misc.: 0.00
Total Amount: 0.00 USD

Add Comments

Add Items From

Purchasing Kit Catalog ltem Search

Lines

" Detais | ShipToDueDate | Statuses | temmformation | Atibutes | RF@ | Contract | Receiving
Line ltem Description SetlD  |ContractD % Release |Mi

1 & [000000000000004901 € FORMS - PRINTED IN L STATE |0000000000000000000012511 Q| 4C MEXT

2 B Q + STATE | Q| QL NEXT

Additional lines(s) are added to the PO.

Go through the process of entering the contract number and selecting the
appropriate contract line number for each additional PO line.
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Favorites Main Menu > Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order
Purchase Order

Unit: 01110 PO Status: Open &

POID: NEXT Budget Status: Nat Chicd

Copy From: - [ Hold From Further Processing

~bHeager |
*PO Date: ’WE Vendor Search Doc Tol Status: Valid

Vendor ’mq Vendor Details

*Vendor ID: ’W @ vermont Correctional IndustriesiVermont ~ Receipt Status: Mot Recvd

*Buyer: TarRviE QU JanisTanya *Dispatch Method:  Print - i)
PO Reference: |CPS - STATIONARY & FORMS
Header Details PO Aclivities Add ShipTo Comments Merchandise: 000 e |
PO Defaulis FreightTax/Misc.: 0.0o0

Add Comments Total Amount: 0.00 USD
Purchasing Kit Catalog ltem Search

Lines Customi
[ Detais | ShioToDueDate | Statuses | teminformation | Atibutes T RFQ T Contract T Receiving

SetlD Contract ID

1 [ |000000000000004901 Q FORMS-PRINTEDIN - STATE |0000000000000000000012511 Q[ 4G NEXT

=

2 [ [000000000000004890 O BUSINESS CARDS - = STATE [0000000000000000000012511 L [ 10, NEXT

=

Once all contract information has been entered click on the Details tab.
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Fa'.rovr'rtes Mainvl\-'lenu b3 Purchvasing > Purchasev[)rders » Add/Update POs

Maintain Purchase Order
Purchase Order

Unit: 01110 PO Status: Open ™
PO ID: NEXT Budget Status: NotChkd T
Copy From: - [ Hold From Further Processing

*P0 Date: 0712512011 el Vendor Search Doc Tol Status: Valid

Vendor [veivowp-001 @ vendor Details
*Vendor ID: ’W Q. Vermont Correctional Industries/Vermont  Receipt Status: Mot Recvd
*Buyer: [TuaRvis Q@ Janis Tanya “Dispatch Method:  Print - iz geiie]
PO Reference: [CPS - STATIONARY & FORNS

HeaderDetails PO Aciivities Add ShipTo Comments Merchandise: B2 e
PO Defaults Freight/Tax/Misc.: 0.00
Total Amount: 81.02 USD

Add Comments

Add Items From

Purchasing Kit Catalog ltern Search

Lines
[ Detaite | ShipTomueDate | Statuses [ remmnformaton [ atrbutes | mFa T contract T meceiving

Line tem De: n PO Gty
1 [ [000000000000004201 CL FORMS - PRINTED IN i Ea 1.0000 |LOT L 69556 25.00000 25.00 Active o [E =
2 [ [000000000000004890 © BUSIMESS CARDS - i Ea 1.0000 |LOT &, 69530 56.02000 56.02 Active O [ =

Adjust the PO Qty & Price fields as appropriate to your situation and in
compliance with the contract terms. Click the Refresh button at the bottom of

the page
Click on the Header Details link
Favo_rites Mainvl'v'lenu b Purchvasing b F’L.lrchasev Orders > Add/Update POs

Maintain Purchase Order

PO Header Details

Unit: 01110 POID:  MNEXT Vendor:  VCIVOWP-001

PO Details
Vendor: VCINVOWP-001 PO Date: 07i25/2011
PO Type: | Q Budget Status: Not Chicd

*Billing Location: |PFMMTP002 ©, Billing Address [T Tax Exempt  ID:
Origin: Q Letter of Credit ID: Q

Currency Code:  |USD @ Exchange Rate Detail Base Currency: UsD

Rate Date: 04/01/1900 Exchange Rate: 1.00000000
Rate Type: CRRNT

Process Control Option
Dispatch *Method:  Print - Accounting Date: 0712512011 Eﬂ

Accounting Template: [STANDARD Q

Enter the PO Type by clicking on the =
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Enter the Origin by clicking on the &
Favovr'rtes MainvMenu b Purcl‘@sing b PurchasevOrders » Add/Update POs

Maintain Purchase Order

PO Header Details

Unit: 01110 PO ID: MNEXT Vendor:  VCINVOWP-001
PO Details
Vendor: YCINOWP-001 PO Date: 0712512011
P .
PO Type: PROD Q Budget Status: Mot Chik'd
*Billing Location: |PFMMTP002 C Billing Address [[]Tax Exempt 1D:
‘Origin: FM 3 FM Letter of Credit ID: Q,
correency
Currency Code: |USD C Exchange Rate Detail Base Currency: usD
Rate Date: 01/01/1900 Exchange Rate: 1.00000000
Rate Type: CRRENT
Process Control Option
Dispatch *Method:  Print - Accounting Date: 0712512011 Eﬂ

Accounting Template: |[STANDARD 3

Click OK

If you receive the following message;
Message E3

Custom price on line 1, schedule 1. Override with system calculated price?
(10200 ERE)

The schedule is marked as having a custom price. The system has
calculated a different price than the custom price.

Ifvou choose to not have the systerm override the custarn price, you can see
how the system calculated its price by viewing the Walue Adjustments for the
schedule. Ifatthattime, you wantto use the system's price, you can use the
button an the value adjustments page to setthe current price equal to the
system-calculated price.

es Mo |

Click Yes or No as it applies to the current situation (if you’ve changed the price
on the PO — click No, also this message will appear for each line on the PO)
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Fa\.rovrfces MainvMenu b3 Purchvasing ¥ Purchase'Orders » Add/Update POs

Maintain Purchase Order
Purchase Order

Unit: 01110 PO Status: Open ™

PO ID: NEXT Budget Status: Not Chi'd =

Copy From: - [] Hold From Further Processing

*PO Date: 0712512011 El Vendor Search Doc Tol Status: Valid

Vendor VCINVOWP-001 @ vendor Details

*Vendor ID: 0000041408 Q. vermont Correctional Industries/Vermont  Receipt Status: Mot Recvd

“Buyer: TJARVIS C, Janis,Tanya *Dispatch Method:  Print - Spates
PO Reference: |CF‘S - STATIONARY & FORMS Amount Summary

Header Details PO Activities Add ShipTo Comments Merchandise: 102 e |
PO Defaults FreightTax/Misc.: 0.00

Add Comments Total Amount: 81.02 USD

ltem Search

Purchasing Kit Catalog

Lines customize | Find | View A1l T 38 First B0 1.2 or2 B Lost

[ Details | ShipToDueDite | Statuses | eminformation | Attributes | RFQ T Contract [ Receiving WER

1 [ [000000000000004%01 L FORMS-PRINTEDIN = 5 1.0000 LOT C 69556 25.00000 2500 Adive ¢ [ =
2 [ [00000000000000420\ CL BUSINESS CARDS - - B 1.0000 |LOT G4 69530 56.02000 56.02 Active O = =

Click on the Add Comments link to enter comments that relate to the Purchase
Order as a whole. It is important to be specific about your delivery
requirements as the items may be delivered by an independent
company (i.e. Inside delivery is required to the 3 Floor, only accept deliveries
on Tues & Thurs between 12-3, because of loading dock location deliveries can
not be accepted by anything larger than a box truck).

PO Header Comments

Unit: 01110 POID:  MNEXT Vendor:  VCIVOWP-001

*Sort Method: Comment Time Stamp 4 *Sort Sequence: Sort

Find [view Al First 4] 4 o4 [M] Last

Copy Standard Comments Comment Status:  Active Inactivate
Please launch the file CP\Stationary_Forms_Pricing_VCI_05_03_05to see current prices on this @

contract. The word “stationary” is incorrectly spelled in the name of the file.

[Jsend to Vendor [] Shown atReceipt [] Shown at Voucher

Attachment Attach Delete Email

From -= PO 01110-NEXT

OK | Cance\| Refresh

To insert a new row for comments click the plus sign = on the right side of the
comments text box.
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PO Header Comments

Unit: 01110 POID:  MNEXT
*Sort Method: Comment Time Stamp v

Vendor:  VCINVOWP-001

“Sort Sequence: S08

Find|ViewAl  First Kl 2012 [*] Last
Comment Status:  Active Inactivate

Copy Standard Comments

[ send to Vendor [] Shown at Receipt [[] Shown at Voucher

Attachment Altach Email

From -= PO 01110-NEXT

OK | Cancel Reiresh ‘

Once you've entered the comments check the Send to Vendor checkbox. This

will allow the comments to show on the printed copy of the purchase order to
send to the vendor.

Fa\.fovr'rtes MainvMenu > Purchvasing ¥ PurchasevOrders > Add/Update POs
PO Header Comments

Unit: 01110 PO ID: NEXT Vendor:  VCINVOWP-001
*Sort Method: Comment Time Stamp -

*Sort Sequence: Ascending - Sort
Comments

Firstn1nf1 n Last

Comment Status:  Active Inactivate |

CONTRACT TERMS: THIS CONTRACT WILL BE SUBJECT TO REVIEW THROUGHOUT ITS TERM. THE @
STATE WILL COMSIDER CAMCELLATION UPON DISCOVERY THAT AVENDOR 1S IN VIOLATION OF ANY
PORTION OF THE AGREEMEMT, INCLUDIMNG AN INABILITY BY THE VENDOR TO PROVIDE THE
PRODUCTS, SUPPORT, AND/OR SERVICE OFFERED IN THEIR RESPONSE.

Copy Standard Comments

Send to Vendor [ Shown at Receipt [_| Shown at Voucher

Associated Document

Attachment

Attachl | Delete Email

From -= PO 01110-NEXT

OK | Cancell Refresh

Once all comments have been entered click the OK button at the bottom of the
page.
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Click the Line Comments icon (- to enter comments specific to the line. Click on
the send to vendor checkbox before clicking OK to return to the main page.

Favorites Main Menu > Purchvasmg > Purchasev[}rders » Add/Update POs

Maintain Purchase Order

Purchase Order

Unit: 01110 PO Status: Open ™

PO ID: NEXT Budget Status: NotChkd T3

Copy From: - ["1 Hold From Further Processing
*PO Date: WB Vendor Search Doc Tol Status: Valid

Vendor [vcivowP-001 /& vendor Details
*Vendor ID: ’WQ Vermont Correctional Industries/Vermont  Receipt Status: Mot Recvd
*Buyer: ’W Q Jarvis, Tanya *Dispatch Method:  Print - |
PO Reference: |[CPS - STATIONARY & FORNS
HeaderDetalls PO Activities Add ShipTo Commants Merchandise: 102 s |
PO Defaults FreightTax/Misc.: o.0o0

Add Comments Total Amount: 81.02 UsD
Purchasing Kit Catalog ltem Search

Lines . B First Bl 1o Last

[ Details | ShipToDueDate | Statuses | teminformation | Attributes T rra T contract T Recelvng

Line tem Description *UOM Amount | Status
1 [ [000000000000004901 . FORMS-PRINTEDIN = @5. 1.0000 LOT Q 69556 [25.00000 2600 acive (O [ ] [
2 [ [000000000000004890 . BUSINESS CARDS - = B 1.0000 [LOT Q 69530 56.02000 56.02 Acive (2 [E =

Click the Schedule icon &
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Maintain Purchase Order

Schedules
Unit: 01110 Vendor: VCINVOWP-001
PO ID: MNEXT PO Date: 08/02/2007

PO Status: Open

Return to Main Page

Find |View All First 4] 1 or2 1 Last
ADY. STOCK. 110 LB INDEX, WHITE. SEE ATTACHEPO Oty 1.0000

First [4 1 of4 ¥ Last

" ” ]
Cl | Find | View All | =#

=
Sched *Due Date *5hip To *PO Aty Price Amount Status
1 B [oensizoor | [PRuNTRODZ | =T 10000) | 1oo.00000] | 100.00 Active B dE B RREE

Add ShipTe Comments

B sawe | =l Motify | Q;Refresh|

The Due Date normally defaults in 30 days out, change this as appropriate to
your situation and enter a Ship To location.

VISION Purchasing Ship To locations have a specific format
Example: PFMTP001

P = Purchasing

FM = Origin Code for the Agency/Dept

MTP = Abbreviation for city/town

001 = First location for that origin code in the city/town.

Click the Distributions/Chartfields icon =

The Distribute by field defaults as Quantity change it to Amount as appropriate
to the situation. Enter your department’s chartfield information specific to the
purchase and click OK. Complete the Schedule and Distribution pages for each
line of the PO.

Favortes  Main Menu > Purchasing > Purchase Orders > Add/Update POs
- - - =

New Window |

Maintain Purchase Order
Distributions for Schedule 1
Unit: 01110 Vendor: VCINOWP-001
POID: NEXT Item: 000000000000004901 FORMS - PRINTED IN BLACK INK FROM CAMERAREADY COPY. SIZE: 8-1/2" X 11", 8
Line: 1
Sched: 1 Status: Active
*Distribute by: Quantity  ~ Schedule Qty: 1.0000

Merchandise Amt: usD
SpeedChart: Q Multi-SpeedCharts Doc. Base Amount: 0.00 USD

Distribution Cuslomize | Find | View A B First B g or 4 B Last
| Chartfieias  TDetaisiiax T Assetinformation | ReqDetai | Statuses

,ﬁ Status Percent Amount Currency *GL Unit *Account Fund Program |Class Project
1 Open 100.0000 | 1.0000 usD 01110 517000 O [10000 Q 1110030000 2 | Q Q Q Q El =]
OK Cancel Refresh
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Click the Save button at the bottom of the page.

The following message will appear for each line of the PO. Always click OK to
this message.

a  fome | Wormst | _Addloravortes | Signout

Mew Window | Help | ,

Warning — Price on line 1, schedule 1 dees not balance to sum of value adjustments for the schedule. (102004}

The price on the specified schedule does not match the sum of value adjustments for that schedule where the impact type of the value adjustments are Price and the adjustment will

ke applied

OK Cancel

A PO ID number has been assigned, click the Return to Main Page link

Favorites . Main Menu > Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order
Purchase Order

PO Status: Open &

Unit: 01110
Budget Status: Notchkd B

PO ID: 0000000578
[T Hold From Further Processing

Copy From: -

*PO Date: W@ Vendor Search Doc Tol Status: Valid
Vendor [VCIMOWP-001 Q. Wendor Details
*Vendor ID: ’WQ Vermont Correctional Industries/Vermont  Receipt Status: Mot Recvd
*Buyer: ’WQ Jamis, Tanya *Dispatch Method:  Print - I il
PO Reference: |CPS - STATIONARY & FORMS
HeaderDetalls PO Actvities Add ShipTo Comments Merchandise: 000 e |
PO Defaults FreightTax/Misc.: 0.0o0
Total Amount: 0.00 UsSD

Edit Comments

Add Items From

Purchasing Kit Catalog ltem Search

Lines
[ Detaits | ShipTomueDate | Statuses | memmformation | atbutes T ara [ contract | Receiving

Line Item Description PO Qty *UOM Category Price Amount | Status
1 & [000000000000004901 . FORMS - PRINTED IN = B 10000 LOT © 69556 0.00001 Active (ST =l

2 [ [000000000000004890 © BUSINESS CARDS - - B 1.0000 LOT @ 69530 0.00001 adive 2 [E =]

First K 1-2 of 2 2 Last

e
Customize | Find | View Al | El| |

Follow specific controls in place in your department for approving and budget
checking POs.

You have completed Entering a Purchase Order against a Contract
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Enter a Purchase Order against a Contract with Split
Funding

Situations when this function is used: When making payments on contracts
for services, products, and construction regardless of dollar amount in
accordance with Bulletin 3.5 and VISION Procedure #3, where the funding is
distributed among two or more funding sources.

In this exercise we are demonstrating the best way to enter a purchase
order against a contract that has multiple lines, but not all of the
contract lines are needed.

Purchase Orders must be approved, have a valid budget check, and dispatched
in order to be used in a Voucher.

Navigation: Purchasing > Purchase Orders > Add/Update PO'’s

FEI‘.'IIJ'F'rtEE Mainiﬂenu » Purchasing > Purchase Orders > Add/Update POs

Purchase Order

| [ avow vaio |

Business Unit: 01110 C,
PO ID: NEXT

Add

Click the Add button
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The Maintain Purchase Order page loads. The following information defaults in:
PO status = Initial, Budget Status = Not Chk'd, and PO date = current date.

Enter the Vendor short name or Vendor ID #
If entering the number be sure to include all the leading zero's, click
Refresh button at the bottom of the page and Vendor name automatically
populates or open a new window and use the Vendor pages for look up.

Enter the Buyer
This field is case sensitive so the name must be entered in UPPER case
with the first initial of the first name followed by the first 7 letters of the
last name and tab out of the field or click on the magnifying glass to
select from a list of values

Favorites | Main Menu > Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order
Purchase Order

Unit: 01110 PO Status: Open ™

PO ID: MEXT Budget Status: Mot Chik'd

Copy From: - || Hold From Further Processing

*PO Date: W@ Vendar Search Doc Tol Status: Valid

Vendor [veIwowP-001 @ Vendor Details

*Vendor 1D: WQ Vermont Correctional Industries/Vermont  Receipt Status: Not Recvd

*Buyer: TIARVIS G, Janis,Tanya *Dispatch Method:  Print - Dispatch
PO Reference: |
HeaderDetalls PO Activities Add ShipTo Comments Merchandise: DO e
PO Defaults FreightTax/Misc.: 0.00

Add Comments Total Amount: 0.00 USD
Purchasing Kit Catalog ltem Search

Lines Customize | Find | view All| Ell First B 1 o 1 I Last

[ Details | ShipToMueDate | Statuses | teminformation | Attributes Tnm T contract | Receiving

IK]_ ltem Description '_ ’W’M—’r’m Status
1 QA = [ & Qo Adive (2 [E [=]

Click on the Contract tab /
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Fa\rovr'rtes MainvMenu 3 Purchvasing > Purchasev[}rders > Add/Update POs

Maintain Purchase Order

Purchase Order

Unit: 01110 PO Status: Open &

POID: NEXT Budget Status: Mot Chicd

Copy From: - [C1Hold From Further Processing

~Heqoer |
“PO Date: [o7i252011 |E  vendor Searcn Doc Tol Status:  Valid

Vendor ’mq Vendor Details

*Vendor ID: 'W G, vermont Correctional Industriesfivermont ~ Receipt Status: Mot Recvd

*Buyer: TJARVIS G Jaris,Tanya *Dispatch Method:  Print - [Biepateh |
PO Referonce: |
HeaderDetalls PO Activifies Add ShipTo Comments Werchandise: 000 s |
PO Defaults Freight/Tax/Misc.: 0.00

Add Comments Total Amount: 0.00 USD
Purchasing Kit Catalog ltem Search

Lines
" Detais | shipTomueDate | Statuses | temmformation | Attrbutes | BFa T contract | Receiving

Q. + STATE | Q| 21 NEXT

SetlD  |ContractiD % Release |Milestone Line

Enter the Contract ID or click the magnifying glass icon “4 next to the field to
select from a list.

Look Up

&

Look Up Contract ID

Setll: STATE

Comtract 1D: heging with - |

Short Vendor Name: bedins with - | &)

Description: heging with | £

LnnkUpl Clear | Cancel |Elasi|:Lc|nkug

Search Results

STATE 0000041408 000000000000000000001 8357 WCINOWYP-001 Approved Dby L
STATE 0000041408 000000000000000000001 7890 YSIrWYP-001 Approved CPS-PF
STATE 0000041408 000000000000000000001 7334 VCINMOWEP-001 Approved CRS -

!::'i'.!\.TF nnannd4 Ans 0Onannnannonnnonnnnn a1|m WIRCAIPCNN Annrmead GRS -
4 I} >

Click on the contract link to select contract.
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Note: The following must be true in order for a contract to be available to use

e The Contract must be in Approved Status
e The Contract Beginning date must be less than or equal to the PO Date
e The Contract Expire Date must be equal to or greater than the PO Date

If an invoice for a product or service is received after the contract has expired,
but the order for the product or service before the contract expiration date, you
can and should use the contract. Please refer to the Enter a Purchase Order
against an Expired Contract exercise in this manual.

Favorites  Main Menu > Purchasing > Purchase Orders > Add/Update POs
- ~

Maintain Purchase Order

Purchase Order

Unit: 01110 PO Status: Open B

POID: NEXT Budget Status:  Not Chicd

Copy From: A I:l Hold From Further Processing
T —
*PO Date: [o7i25i2011 B vendor Search Doc Tol Status:  Valid

Vendor VEIWOWP-001 @ vendorDetails

*Vendor ID: ’WQ Vermont Correctional Industries/ermont  Receipt Status: Not Recvd

*Buyer: TJARVIS Q. Jawis,Tanya *Dispatch Method:  Print - Bispatet
PO Reference: |CPS-HIGHWAY SIGNS AND ACCESS
HeaderDefalls PO Adtivities Add ShipTo Comments Merchandise: 00 e
B0 Defaults FreightTax/Misc.: 0.00 _Calouiate |
Add Comments Total Amount: 0.00 USD

Purchasing Kit Catalog Item Search

Lines
[ Detais T shipTomueDate | Statuses | geminformation | atributes | mFa | cantract T Receiving

Description SetlD  |Contract ID % Release |Milestone Line |GPOID

- STATE |0000000000000000000012275 4 |G, NEXT

Click the magnifying glass “ next to the Contract Line field to select the
appropriate line.
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Look Up X

Look Up Contract Line

Contract Line Nbr: = -
Item ID: begins with « |
Category ID: begins with ~ |

LookUp | clear | cancel |asic Lookun

Search Results

gy 100

More Information

1 0000000000000034582 HIGHWAY SIGHNS, WARIOUS.

2 000000000000003724 DELIMEATOR POST, GALVANIZED RAIL STEEL (FLAM
2 0000a000a000003725 SIGH POST, GALVAMNILZED RAIL STEEL, (FLAMGED C
4 000000000000003726 MISC. HIGHWAY SIGN ACCESSORY [TEMS.

Once you select the line the following warning message appears on the screen

Cwerride Schedule Quantity with Contract Quantity Scheduled on Line (1), lterm
(0o00000000000003482y% (10200,435)

Press Ok to override schedule gquantity with contract shipping template
schedule quantity. Press Cancel to use the enterad line guantity and schedule

fuantity.

Ok I Cancell

Click OK to have contract quantity and amount from the contract default into the

purchase order.

Click Cancel to enter a line quantity and amount on the purchase order.
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Favorites Main Menu > Purchasing » Purchase Orders > Add/Update POs

Maintain Purchase Order

Purchase Order

Unit: 01110 PO Status: Open ™

PO ID: MNEXT Budget Status: Mot Chk'd

Copy From: . [] Hold From Further Processing

|~ pegger |
*P0 Date: ’W el Vendor Search Doc Tol Status: Valid

Vendor [VCINOWP-001 @ Vendor Details

*Vendor ID: ’W Q. vermont Correctional Industries/Vermont  Receipt Status: Not Recvd

*Buyer: TJARVIS Q. Janis Tanya *Dispatch Method:  Print - Dispatel |
PO Reference: |CF'S—H|GHWAY SIGNS AND ACCESS. Amount Summary

HeaderDetals PO Activties Add ShipTo Comments Merchandise: 001 e |
PO Defaults FreightTax/Misc.. 0.00

Add Comments Total Amount: 0.01 UsD
Purchasing Kit Catalog ltem Search

Lines
[ Detaie | ShipToDueDate | Statuses [ teminformation | Atrioutes [ BFa T contract T Recewing

1 [ [000000000000003482 T HIGHWAY SIGNS, + STATE [0000000000000000000012275 € [ 1C, NEXT

To insert a row to select additional contract lines click the I sign.
The following message appears on your screen once you click the B,

] - -

Explorer User Prompt

Script Prompt:
Enter number of rows to add:

If you want to insert more than 1 line change the number and click OK
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Favorites © Main Menu > Purchasing > Purchase Orders : Add/Update POs

Maintain Purchase Order
Purchase Order

Unit: 04110 PO Status: Open &

PO ID: NEXT Budget Status:  Not Chkd

Copy From: - ["] Hold From Further Processing
[~ tegeer |
*p0 Date: ’W el Vendor Search Doc Tol Status: Valid

Vendor VCIVOWP-D01 QU vendor Details

*Vendor ID: ’W @ vermont Correctional IndustriesVermont ~ Receipt Status: Mot Recvd

“Buyer: TARVIS @ JanvisTamya “Dispatch Method:  Print - G azic
PO Reference:  CPS-HIGHWAY SIGNS AND ACCESS.
Header Details PO Activities Add ShipTo Comments Merchandise: 002 |
PO Defaults FreightTax/Misc.: 0.00

Add Comments Total Amount: 0.02 UsD
Purchasing Kit Ccatalog ltem Search

First Bl 1.2 072 B Last
"
Detais | ShipToDueDate | Statuses | pemnformaton | atrbutes | BF@ [ Contract | Recewig

‘Contract ID

10000000000000000000012275 G | 1 Q, NEXT [=]

1 B [000000000000003482 2, HIGHWAY SIGNS,

2 2 000000000000003726 CL MISC. HIGHWAY SIGN * STATE ‘0000000000000000000012275 Q| 4, NEXT [=]

* STATE

Go through the process of entering the contract number and selecting the
appropriate contract line number for each additional PO line. Once all contract
information has been entered click on the Details tab.

Adjust the PO Qty & Price fields as appropriate to your situation and in
compliance with the contract terms.
Click the Refresh button at the bottom of the page

Favorites . Main Menu > Purchvasmg > Purchasg[}rders > Add/Update POs

Maintain Purchase Order
Purchase Order

Unit 01110 PO Status: Open 4

POID: MNEXT Budget Status: Not Chk'd

Copy From: - [“] Hold From Further Processing
~beacer |
*PO Date: 'WE‘] Vendor Search Doc Tol Status: Valid

Vendor [vCIMOWP-001 @, vendor Details

*Vendor ID: ’W Q. vermont Correctional Industries/Vermont  Receipt Status: Mot Recvd

*Buyer: TJARVIS QL Janis, Tanya *Dispatch Method:  Print - Dispatch
PO Reference: |CPS-HIGHWAY SIGNS AND ACCESS
HeaderDetals PO Activties Add ShipTo Comments Merchandise: D s
PO Defaults FreightiTax/Misc.: 0.00

Add Comments Total Amount: 127.60 USD
Purchasing Kit Catalog ltem Search

First K 4.3 072 Bl | act

ShipTo/Due Date | Statuses | femmformation | Atributes | RFa T contract | Recewing

Item De: PO Qty *UOM Category
E% 000000000000003482 L HIGHWAY SIGNS, = EEL 4.0000 EA O 80183 13.25000 53.00 Active Q E [=]
2 % 000000000000003726 2 MISC HIGHWAY SIGN o Ea 4.0000 EA QL 57044 18.65000 74.60 Active Q @ =
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Click on the Header Details link

Favorites  Main Menu > Purchasingf/ > Purchase Orders > Add/Update POs

Maintain Purchase Order

Purchase Order

Unit: 01110
POID: MEXT
Copy From:

PO Status: Open ™
Budget Status: Mot Chk'd
[T Hold From Further Processing

*PO Date: 07292011 E‘J Vendor Search Doc Tol Status: Valid
Vendor VCIOWP-001 @ Vendor Details

*Vendor ID: 0pfoo041408 @ Vermont Correctional Industries/Vermont ~ Receipt Status: Not Recvd

*Buyer: Q. Janis Tanya *Dispatch Method:  Print -
PO Reference: JCPS—HIGHWAY SIGNS AND ACCESS.
HeaderDetails PO Activities Add ShipTo Comments Merchandise: 127.60 Calculate
PO Defaults FreightTaxiMisc.: 0.00
Add Comments Total Amount: 127.60 USD
Purchasing Kit Catalog Item Search

Lines

[ Details | ShipToDue Date | Statuses | heminformation | Attributes | RFQ T Contract | Receiving

Line Item Description PO Qty oM C
1 & [ooooooooooooon3dsz O HIGHWAY SIGNS, i E& 40000 EA © 80183 13.25000 53.00 Active ¢ [ [=]

2 [ [000000000000003725 O mISC. HIGHWAY SigN = £ 40000 [EA Q) 57044 18.65000 7460 Active (2 [ER [=

Favorites Main Menu > Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order

PO Header Details

Unit: 01110 POID:  NEXT Vendor:  VCINVOWP-001

PO Details
Vendor: VCINOWP-001 PO Date: 0712512011
PO Type: | Q Budget Status: Not Chicd

*Billing Location: |PFMMTP002 C Billing Address [T Tax Exempt 1D:
Origin: Q Letter of Credit ID: Q

Currency
Currency Code: |USD ©  Exchange Rate Detail Base Currency: usD
Rate Date: 01/01/1900 Exchange Rate: 1.00000000
Rate Type: CRRNT

Process Control Option
Dispatch *Method:  Print - Accounting Date: 07/25/2011 [+

Accounting Template: |STANDARD QL

oK | Cancell Refresh

Enter the PO Type by clicking on the <
Enter the Origin by clicking on the &
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Favovr'rtes Main_Menu > Purchasing » Purchase Orders : Add/Update POs

Maintain Purchase Order

PO Header Details

Unit: 01110 PO ID: MEXT Vendor:  VCINVOWP-001
PO Details

Vendor: VCINVOWP-001

PO Date: 07/25/2011
*PO Type: con & Budget Status: Not Chicd
“Billing Location: [PFMMTP002 |, Billing Address [[ITaxExempt 1D: [
Origin: [Ta7 |Q AOTMAINTE Letter of Credit ID: a
Currency Code: WO\ Exchange Rate Detail Base Currency: UsD
Rate Date: 01/01/1300 Exchange Rate: 1.00000000
Rate Type: CRRNT

Process Control Option

Dispatch *Method:  Print - Accounting Date: 072512011 EJ

Accounting Template: [STANDARD Q)

OK | Cancell Refresh

Click OK

The following message appears on your screen — click Yes or No as it applies to
the current situation (if you've changed the price on the PO — click No. This
message will appear for each line on the PO)

Favorites  Main Menu > Purchvasmg > Purchangrders > Add/Update POs

New Window | Help |,

Custom price online 1, schedule 1. Qverride with system calculated price? (10200 66)
The schedule is marked as having a custom price. The system has calculated a different price than the custom price.

I you choose to not have the system override the custom price, you can see how the system calculated its price by viewing the Value Adjustments for the schedule. If at that time, you want to use the system's price, you can use
the button on the value adjustments page to setthe current price equal to the system-calculated price.

Yes | No

Click the Schedule icon %4

The Due Date normally defaults in 30 days out, change this as appropriate to
your situation and enter a Ship To location
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Favorites Main Menu > Purchasing > Purchase Orders : Add/Update POs

Maintain Purchase Order

Schedules
Unit: 01110 Vendor: VCINOWP-001
PO ID: NEXT PO Date: 0712512011

PO Status: Open

Return to Main Page

Find | view Al First B 4 or2 I Last
Line: 4 ltem:  000000000000003482HIGHVAY SIGNS, VARIOUS, POQty: 4.0000 EA  Amount: 0.04 USD

Schedules customize | Find | View A1l 0] B First K0 4 o1 B Last
r
Details T Statuzes T Shipment T Matching T Receiving T Freight T RTV

T Fote | |woay  Jewe | Amowisews | |

1 B [osr24r2011 [ [paoTBERO0S G =1 | 4.0000 | 001000 | 0.04 Active T o B [=

Click the Distributions/Chartfields icon &

The Distribute by field defaults as Quantity change it to Amount as appropriate
to the situation.

The Percent field is 100.0000, for a split funding PO change the percent field to
the needed value for distribution line 1.

Enter Chartfield information.

The PO Qty and Amount automatically recalculate to reflect the percentage that
was entered.

Favn_rrtes Main_Menu 3 Purchasing » Purchase Orders > AddfUpdate POs
H - -

New Window |

Maintain Purchase Order

Distributions for Schedule 1

Unit: 01110 Vendor: VCINOWP-001
PO ID: NEXT item: 000000000000003482 HIGHWAY SIGNS, VARIOUS,
Line: 1
Sched: 1 status: Active
“Distribute by: Quantity  ~ Schedule Qty: 4.0000
Merchandise Amt: 0.04 USD
SpeedChart: Q Multi-SpeedCharts Doc. Base Amount: 0.04 USD

Distribution Customize | Find | iew A1 | 0| B First B0 4 or4 I Last
g S
Chartfields [{JDEiEEmaX TA.sset information | ReaDetail | Statuses

[Dist [Status Percent Amount Currency [*GL Unit  |*Account  |Fund Program  |Class Praject
1 Open 25.0000 1.0000 0.01 USD 01110 & |521600 <y 10000 Q 1110003000 Q Q Q. Q [®] [=]

Click the Plus sign to insert an additional row and the remaining percentage
will default in.
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R e |
Favorites Main Menu > Purchasing > Purchase Orders : Add/Update POs

Mew Window
Maintain Purchase Order

Distributions for Schedule 1

Unit: 01110 Vendor: VCINVOWP-001
POID: MEXT Item: 000000000000003482 HIGHWAY SIGHS, VARIOUS
Line: 1
Sched: 1 Status: Active
*Distribute by: Quanfiy - Schedule Qty: 4.0000
Merchandise Amt: 0.04 USD
SpeedChart: @ Multi-SpeedCharts Doc. Base Amount: 0.04 USD

Distribution

Customize | Find | View Al TED ) 38 First Bl 12 072 B Last
Chartfieids [IDetaisiTax TAﬁethfnrmabnn T Reapetai T Statuses

lﬁ Status Percent Amount Currency |*GL Unit “Account Fund Program |Class Project
1 Open 25.0000 1.0000 0.01 UsSD 01110 & 521600 @ |10000 Q 1110003000 O (e} Q (e} Q +] [=]
2 Open 75.0000 | 3.0000 0.03 USD 01110 O, 521600 Q) Q Q Q Q Q Q] [=]

The second distribution opens for Line 1 of the purchase order. The remaining
percent has populated the Percent field. The PO Qty and Amount have also
defaulted in according to the percentage for the line.

Enter chartfield information for the second distribution.

If there are more than 2 funding sources change the percentage and continue to
insert rows using the sign at the far right of the row.

Once all funding has been entered click OK.

N ]
Favgrites ' Man Menu > Purchasng > Purchase Orders > Add/Update POs

New Window
Maintain Purchase Order

Distributions for Schedule 1

Unit: 01110 Vendor: VCINOWP-001
POID: MEXT item: 3482 HIGHWAY SIGNS, VARIOUS
Line: 1
Sched: 1 Status: Active
*Distribute by: Quantity  ~ Schedule Qty: 4.0000
Merchandise Amt: 004 USD
SpeedChart: Q. Wult-SpeedCharts Doc. Base Amount: 0.04 USD

Distribution customize | Find | view Al | 0] B First B 1.2 012 B st
Chartields || DeiEisiax T Asset nformation | ReqDetai | Statuses

W Status Percent Amount | Currency |*GL Unit *Account Fund Program Class t
1 Open 25.0000 | 1.0000 0.01 USD 01110 4 521600 © [10000 Q 1110003000 O Q Q Q Q E =
2 Open 75.0000 | 2.0000 0.03 USD 01110 © 521600 C (20105 X [1110003000 Q Q Q Q [ =
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Maintain Purchase Order

Schedules
Unit: 01110 Vendor: VCINOWP-001
POID: NEXT PO Date: 07/2512011

PO Status: Open

Return to Main Page

Find | View Al First | 10of2 o Last

Line: Item:  000000000000003482HICHWAY SIGNS. VARIOUS PO Qty: 40000 EA  Amount: 0.04 USD

Schedules First Bl 1 o o B Last
[ Detaits T statuses T swpment T Matcning T Becewving T Ereignt T BTV

*Due Date
08/24/2011 [ [PAOTBERD0S QL [ 4.0000 0.01000 0.04 Active " @& B =

1@

Add ShipTo Comments

& save | [=] Notify | & Refresh s Add | Update/isplay

Click the Save button at the bottom of the page.

The following message will appear on your screen for each line on the PO

New Window | Help |

‘Warning - Price on line 1, schedule 1 does not balance to sum of value adjustments for the schedule. (10200,4)

The price on the specified schedule does not match the sum of value adjustments for that schedule where the impact type of the value adjustments are Price and the adjustment will
be applied

OK Cancel

Click OK

Click the Return to Main Page link

Maintain Purchase Order

Schedules
Unit: 01110 Vendor: VCIVOWP-001
POID: MNEXT PO Date: 07i25/2011

PO Status: Open

First Bl 4 or2 D Lot
Iltem:  000000000000003482HIGHWAY SIGNS, VARIOUS POQty: 40000 0.04 USD
Schedules ze | Find Y E rirst B g or g I Last

D T statuses T snipment T matening | Receivi

1 @ [os242011 ) |PAOTBER005 Q[T | 4.0000 | 0.01000 | 0.04 Active T E B R =

Add ShipTo Comments

& save | [Z] Hotify | o Refresh s Add | B updateiDisplay

The purchase order has now been saved and a PO ID number has been
assigned.
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Favorites - Main Menu > Pur(hvas\ng > Pur(hassvz[]rders » Add/Update POs

Maintain Purchase Order
Purchase Order

Unit: 01110 PO Status: Open g
POID: 0000000579 Budget Status: Not Chicd ﬂﬁ
Copy From: - [7] Hold From Further Processing
- veader |
“P0 Date: [o7r252011 |l vendor Search Doc Tol Status: Vi
Vendor VCINOWP-001 @ Vendor Details
“Vendor ID: [o000041408 @ Vermont Gorrectional Industriesivermant  Receipt Status: Not Recvd
*Buyer: WQ Jarvis Tanya *Dispatch Method:  Print -
PO Reference: |CPS-HIGHWAY SIGNS AND ACCESS [Amount Summary ]
Header Details PO Activities Add ShipTo Comments Merchandise: 0.08 Calculate
PO Defaults FreightTax/Misc.: 0.00
Add Comments Total Amount: 0.08 USD
Purchasing Kit Catalog Item Search
Lines customize | Find | View 21| B0 88 First B0 12 072 T Lost
[ Detaits | Ship ToDueDate | Statuses | teminformation | Attrbutes | &Fa T Contract | Receiving
1 [ [000000000000003482 L HIGHWAY SIGNS, - B[ aocoo/EA @ 80183 [001000 | 004 Acive ¢ [H =]
2 2 [000000000000003726 @ MISC.HIGHWAYSIGN = [ 40000 [EA (@ 57044 0.01000 0.04 Active O E =

Follow specific controls in place in your department for approval and budget
checking.

A purchase order must be dispatched in order to be used in a voucher. The
Dispatch process runs daily in overnight batch processing or you can manually
dispatch purchase orders. Instructions on how to dispatch purchase orders
manually can be found in the Purchase Orders 102 manual located on the
Finance & Management website at
http://finance.vermont.gov/training-and-support/vision-manuals.

You have completed Entering a PO against a Contract with Split
Funding
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Enter a Purchase Order against an expired Contract

Situations when this function is used: Occasionally an invoice is received
for work done under a contract or products ordered on a contract that may have
since expired. In order to pay the invoice, you need to enter a purchase order to
draw down on the contract. The only way to draw down on an expired contract
is to change the PO Date to a date that is prior to the expiration date on the
contract.

Navigation: Purchasing > Purchase Orders > Add/Update PO'’s

FE‘."I;IFF'rtEE Mainiﬂenu » Purchasing > Purchase Orders > Add/Update POs

Purchase Order

| [ aew vaie |

Business Unit:[01110 O,
PO ID: MEXT

Add

Click the Add button
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The Maintain Purchase Order page loads. The following information defaults in:
PO status = Initial, Budget Status = Not Chk'd, and PO date = current date.

—
Favarites | Main Manu > Purchasing > Purchase Orders > Add/Update POs
Maintain Purchase Order
Purchase Order
Unit: 01110 PO Status: Initial
PO ID: NEXT Budget Status: Mot Chicd
Copy From: hd ["] Hold From Further Processing
*PO Date: 07/26/2011 e Vendor Search Doc Tol Status: Valid
Vendor | Q, vendar Details
*Vendor ID: Q Receipt Status: Not Recvd
*Buyer: Q *Dispatch Method: - [Iispatch
PO Reference: | Amount Summary
HeaderDetails PO Agihities Add ShipTo Comments Merchandise: i e
PO Defaults Freight/Tax/Misc.: 0.00
Add Comments Total Amount: 0.00 UsD
Add ltems From
Purchasing Kit Catalog Item Search
Lines
[ Details | ShipToDueDate | Statuses | Reminformation | Atributes | BFQ | Contract | Receiving
Line Item Description
| aQ Bl Q[ Q [o Adive €0 [E6 ] =

Enter the Vendor ID or open a new window and use the Vendor pages to look up
a Vendor ID.

Enter the Buyer.

Favorites Main Menu > Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order
Purchase Order

Unit: 01110 PO Status: Open &

PO ID: NEXT Budget Status: Not Chicd

Copy From: - [7] Hold From Further Processing

~Hegoer |
PO Date: [o7262011  |E  vendor Search Doc Tol Status:  Valid

Vendor ,mcl Vendor Details

*Vendor ID: ,W 3, RexLumber Company Receipt Status: Mot Recvd

“Buyer: [UaRvIS @ JanisTanya “Dispatch Method:  Print - Epain
PO Refersace: |
HeaderDetails PO Activities Add ShipTo Comments Merchandise: D0 e
PO Defaults Freight Tax/Misc.: 0.00

Add Comments Total Amount: 0.00 USD
Purchasing Kit Catalog ltem Search

Lines
[ Details | Ship ToDueDate | Statuses [ eminformaton | Atrbutes | RFQ T Contract T Receiving

item [ ooty  [uom [category | Status
B Q P I Y | aawe O (2] ) =
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Once you enter in the expired contract id your line will turn red and the following
message will appear. Click ok.

Contractis not available as ofthe PO date. (10400,532)

The specified contractis not qualified for selection as it is not availahle as of
the PO Date. Checkthe Contract Begin Date and Expire Date an the Caontract.

In this example the contract expired on 09/30/10. Change the PO Date to and
date that is prior 9/30/10 and Refresh the page. The following message may
appear on your screen if more than 30 days old — click OK

Message

Warning -- date out of range. (15 )
The date entered is either more than 30 days inthe past or 30 days in the

future. Thisis not normally true for this date. Either acknowledge that the date
i Ok, or correct the entered date.
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Click on the Contract tab, enter the contract number, contract line number or
click the magnifying glass . next to each field to select from a list of valid
values.

Favovr'rtes MainvMenu s Purchasing > Purchase Orders » Add/Update POs
H - =

Maintain Purchase Order
Purchase Order

Unit: 02140 PO Status: Open i

PO ID: MNEXT Budget Status: Mot Chik'd

Copy From: - [] Hold From Further Processing
(~Header |
*p0 Date: ’W@ Vendor Search Doc Tol Status: Valid

Vendor ILANDAIREXP-001 |Q, Vendor Details
*Vendor ID: ’WQ Land Air Express of Vermant Receipt Status: Not Recvd
*Buyer: TJARVIS G, Janis Tanya *Dispatch Method:  Print - Bispate
PO Reference: |CARSEAT STORAGE/DELIVERY
HeaderDetails PO Actiities Add ShipTo Comments Merchandise: 480000 e |
PO Defaults FreightTax/Misc.: 0.00

Add Comments Total Amount: 4800.00 UsSD

Add ltems From
Purchasing Kit Catalog ltem Search

Lines customize | Find | View Al B3] 88 First Kl 4 or 1 Bl Last
Detais | Ship ToDue Date | Statuses [ temmformation | Attrioutes | RF@ T Contract | Recewing JJEEJ

Line item Description Setid  |ContractiD % Release |Milestone Line

1B CL STORAGE, + STATE |0000000000000000000018066 L | 1 Q) MNEXT

**The contract must be in Approved status to be available for use.**

Click the Details tab and continue entering the PO information as you normally
would.

Follow specific controls in place in your department for approval and budget
checking.

A purchase order must be dispatched in order to be used in a voucher. The
Dispatch process runs daily in overnight batch processing or you can manually
dispatch purchase orders. Instructions on how to dispatch purchase orders
manually can be found in the Purchase Orders 102 manual located on the
Finance & Management website at
http://finance.vermont.gov/training-and-support/vision-manuals.

You have completed Entering a PO against an Expired Contract
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Copy an Existing Purchase Order

Situations when this function is used: A purchase order is entered every
month for an order or service that occurs each month. An existing purchase
order can be copied into a new purchase order which will save time.

Navigation: Purchasing > Purchase Orders > Add/Update PO'’s

Fa*.rqrr'rtes MainTMenu > Purchasing » Purchase Orders > Add/Update POs

Purchase Order

Eind an Existing Value Add a New Value

Business Unit: |h111D Q
PO ID: |NEKT

Add

Click the Add button

Favnvrtes H Ma\nvMenu » Purchasing > Purchase Orders » AddfUpdate POs

Maintain Purchase Order

Purchase Order

Unit: 01110 PO Status: Initial

PO ID: MNEXT Budget Status: Mot Chi'd

‘Copy From: - ["| Hold From Further Processing

- weaver |
*PO Date: [o7126r2011 | vendarSearch Doc Tol Status:  Valid

Vendor I @& vendorDetails

*Vendor ID: ’70\ Receipt Status: Mot Recvd

*Buyer: ’7(1 *Dispatch Method: - Epateh
PO Reference: |
Header Details PO Activities Add ShipTo Comments Merchandise: 0.00 Calculate
PO Defaults FreightTaxiMisc.: 000

Add Comments Total Amount: 0.00 USD

Purchasing Kit Catalog ltem Search
Lines e | Find [ view 41 | B0 88 First B 4 or 1 B Last
Details | Ship ToDue Date | Statuses T emnformation T attributes T RFQ T contract | Receiving

[Line | [item Description | |poaty oM Price Amount | Status
1By Q s B [l Q o Active O EREE
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Click on the drop down arrow in the Copy From box and choose purchase order.

Fa\rc;r'rtes MainvMenu + Purchasing 3 Purchase Orders » Add/Update POs

Maintain Purchase Order

Copy Purchase Order from Purchase Order

PO Selection Criteria
PO ID: | Q PO Date: e
Vendor: Q Status: h

Vendor ID: Q Origin: l— Q
| Q Item 10: | Q

Category: | Q

Buyer:

PO Reference: |

Search |

Select PO Customize | Find | View A1 ] B0 B First B0 4 054 I (ast

F
pos | More Detais
Sel PO ID PO Date PO Status Vendor ID

O

OK | Cancel | Refresh |

Enter the PO ID you wish to copy from in the PO ID field or click the magnifying
glass ™ to select from a list of values.

Click the Search button.

Favorites Main Menu > Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order

Copy Purchase Order from Purchase Order

PO Selection Criteria
PO ID: 0000000569 | PO Date: El
Vendor: Q Status: M

Vendor ID; Q Origin: l— Q
| Q [tem ID: | Q

Category: | Q

Buyer:

PO Reference: |

Search |

Select PO Customize | Find | View A1l | B | 28
L
pos |[iore Details

Sel PO ID PO Date PO Status Vendor ID

[ 0000000569 06132011 Compl 0000169911 VERIZONWIR-002

First BN 1 o 1 B0 L ast

Cancel | Refresh |

Click the Sel box to the left of the PO ID and click the OK button
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Favuvr'rtes MainvMenu ¥ Purch'asmg ¥ Purchangrders » Add/Update POs

Maintain Purchase Order

Purchase Order

Unit 01110 PO Status: Open &

PO ID: MNEXT Budget Status: Not Chkd

Copy From: - [] Hold From Further Processing

|~ Headter |
“PO Date: [o7r26r2011 | vendor Search Doc Tol Status:  Valid

Vendor [VERIZONWIR-002 @, vendor Details

*Vendor ID: ,WQ Verizon Wireless Senvices LLC Receipt Status: Not Recvd

*Buyer: RMCCUENZ < McCuen Raya *Dispatch Method:  Print - = 1z e

PO Reference: |CPS-VERIZON WIRELESS SERVICE [Amount Summary |
HeaderDetals PO Activities Add ShipTo Comments Merchandise: FBAT
PO Defaults FreightTax/Misc.: 0.00

Add Comments Total Amount: 218.49 USD

Add Items From

Catalog Item Search
Lines Customize | Find | View All| @I 2 First L4 1 of 1 n Last

[ Details | ShipToDueDate | Statuses | feminformation | Attributes | RFa T Contract | Receiving

Line Item Description PO Qty *UOM Category Price Amount | Status
1 [ [000000000000009210 ©} VERIZON WIRELESS i E& 1.0000 |EA Oy 83551 218.49000 218.49 Active O [ [=]

All information from the purchase order that was copied has now populated the
new PO fields. Adjustments can be made to the purchase order to reflect any
changes needed. PO Date, Accounting Date, and Due Date default in as current
date.

*It is recommended that when the VISION Copy functionality is used all data
entry fields in the new PO be reviewed for accuracy and appropriateness.**

Make any needed adjustments.
Once the PO has been reviewed click the Save button at the bottom of the page.

The following message will appear on your screen for each line of the PO.

Warning -- Price on line 1, schedule 1 does not balance to sum ofvalue
adjustments for the schedule. {10200,4)

The price an the specified schedule does not match the sum ofvalue

adjustments far that schedule where the impact type ofthe value adjustments
are Price and the adjustment will be applied.

(0] I Cancel

Click OK
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Favorites Main Menu > Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order

Purchase Order

Uit 01110 PO Status: Open 4
POID: 0000000580 Budget Status: Mot Chked g
Copy From: - [] Hold From Further Processing
*PO Date: 07/26/2011 E Vendor Search Doc Tol Status: Valid
Vendor VERIZONWIR-002 & Vendor Details
*Wendor ID: 0000169911 L Verizon Wireless Senvices LLC Receipt Status: Mot Recvd
*Buyer: RMCCUENZ @ McCuenRaya *Dispatch Method:  Print - 5 patc
PO Reference: |CF'S- VERIZOM WIRELESS SERVICE Amount Summary
HeaderDetalls PO Activities Add ShipTo Comments Merchandise: HBAD e |
PO Defaults FreightTax/Misc.: 0.00
Add Comments Total Amount: 218.49 USD
Add Items From

Catalog ltem Search
Lines First I 1 o1 1 Bl (a5t
" Details | ShioToDueDate | Statuses | feminformation | Attributes | RF@ T Contract | Receiving

Line tem Description PO Qty *UOM Category Amount | Status
1 [ [000000000000009210 C VERIZON WIRELESS s Ea 1.0000 EA & 83551 218.49000 218.49 Active [ [=]

The PO has been saved and a nhumber assigned.

Follow specific controls in place in your department for approval and budget
checking.

A purchase order must be dispatched in order to be used in a voucher. The
Dispatch process runs daily in overnight batch processing or you can manually
dispatch purchase orders. Instructions on how to dispatch purchase orders
manually can be found in the Purchase Orders 102 manual located on the
Finance & Management website at
http://finance.vermont.gov/training-and-support/vision-manuals.

You have completed Copying an Existing Purchase Order
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Copy a Purchase Order from a Contract using every
Contract Line

Situations when this function is used: When making payments on contracts

for services, products, and construction regardless of dollar amount in
accordance with Bulletin 3.5 and VISION Procedure #3.

Purchase Orders must be approved, have a valid budget check, and dispatched
in order to be used in a Voucher.

Navigation: Purchasing > Purchase Orders > Add/Update POs

Favorites Main Menu > Purchasing » Purchase Orders > Add/Update POs

Purchase Order

Find an Existing Value Add a New Value
Business Unit:p1110 G,

PO ID: MEXT

Add

Click the Add button

Favovntes Mavaenu > Purch'aswng » Purchasevorders » AddfUpdate POs

Maintain Purchase Order

Purchase Order

Unit: 01110 PO Status: Initial
PO ID: NEXT Budget Status: Not Chkd
Copy From: - [ Hold From Further Processing
*PO Date: [o7r26r2011 5\ Vendor Search Doc Tol Status:  Valid
Vendor [ @\vendorpetais
*Vendor ID: & Receipt Status: Mot Recvd
*Buyer: ’7 Q *Dispatch Method: -
PO Reference: |
Header Details PO Activities Akshin'ro Comments Merchandise: 0.00 Calculate
PO Defaults FreightTax/Misc.: 0.00

Add Comments Total Amount: 0.00 USD

Add Items From

Purchasing Kit Catalog
Lines Customize | Find | view a1 | 21| 3
[ Details T ShipTomueDate ] Statuses T #eminfomation T Atbutes | RFa  contract ] Receiving

SB[ || [ ap | ErEEEE
Use the drop down arrow in the Copy From field and select Contract

First [] 1of1 [ ] Last
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Favorites Main Menu > Purchasing » Purchase Orders : Add/Update POs

Maintain Purchase Order

Copy Purchase Order from Contract

Contract Selection Criteria

Contract SetlD: STATE

Vendor: Q
Contract ID: | Q Vendor ID: Q
[ Anow Open Item Contract Only Master Contract: Q

Search |
Select Contract Customize | Find | View All| EII i First Kl 10f1 [l Last

Contracts T More Details :
Sel |SetlD Contract Description Vendor ID Expire Date
[

OK | Cancell Refreshl

Enter your Contract Selection Criteria (Contract ID or Vendor ID) and click the
Search button.

Favorites Main Menu > Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order

Copy Purchase Order from Contract

Contract Selection Criteria

Contract SetlD: STATE

Vendor: Ii Q
Contractip:  |0000000000000000000016918 |C, Vendor ID: [ Ta
[T] Allow Open Item Contract Only Master Contract: Q
Search |
Select Contract

Customize | Find | view A1 B0 B First B 4 op 1 BN Last
Contra-.ts T More Details

Sel |SetlD Contract Description Vendor ID
NATE  0000000000000000000018918

OK |\S§ncel| Refresh |

BGS SSCF EXT. JOINT SEALANT 0000000017 021012011 08/01/2011

Click the checkbox under Sel on the left side of the page and click OK
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The message shown below will appear for each contract line being copied into
the PO.

Favovntes Ma\nvMenu » Purchasing > Purchase Orders » Add/Update POs

New Window | Help | K

Override Schedule Quantity with Contract Quantity Scheduled on Line (1) with Description (Contractor to provide all labor, materials and equipment as necessary to remove and replace exterior joint sealant on the exterior of the
four (4) concrete buildings located atthe SSCF in accordance with Attachments A, B, C, D and E.)? (10200,438)

Press OK to override schedule quantity with contract shipping template schedule quantity. Press Cancel to use the entered line quantity and schedule quantity.
OK Cancel

Click OK to have contract quantity and amount from the contract default into the
purchase order.

Click Cancel to enter a line quantity and amount on the purchase order.

Maintain Purchase Order page opens. Vendor ID and line information defaulted
in from the contract.
Enter the Buyer

Favorites Main Menu > Purch_asing ¥ PurchasevOrders » Add/Update POs

Maintain Purchase Order
Purchase Order

Unit; 01110 PO Status: Initial

POID: NEXT Budget Status: Mot Chk'd

Copy From: - [] Hold From Further Processing

*PO Date: [o7i26r2011 | vendor Search Doc Tol Status:  Valid

Vendor [NICOMCOATI-001 |@, vendor Details

*Vendor ID: [0000000017 /@ Nicom Coatings Corp Receipt Status:  NotRecvd

*Buyer: T “Dispatch Method:  Print v iz zlier
PO Reference: |BGS SSCF EXT. JOINT SEALANT
HeaderDetalls PO Activities Add ShipTo Comments Merchandise: i |
PO Defaults FreightTax/Misc.: 0.00

Add Comments Total Amount: 0.01 UsD
Add ltems From

ltem Search

Purchasing Kit Catalog
Lines e | Find B piret B or g I Lact
[ Detaits | shipTomueDate | Statuses | temmformaton | attribuwtes | mFa T contract | Receiving

Line Item Description PO Gty *UOM Category Price Amount | Status
1B Q. Contractorto provide all = 1.0000 EA @ [91301 | [0.01000 0.01 Active [ [=]

Click the Header Details link.

Enter the PO Type by clicking on the <.

Enter the Origin by clicking on the <.,
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Favorites Main Menu > Purchasing » Purchase Orders » Add/Update POs

Maintain Purchase Order

PO Header Details

Unit: 01110 PO ID: MEXT Vendor: NICOMCOATI-001
PO Details

Vendor: MICOMCOATI-001 PO Date: 072602011

PO Type: PROD O, Budget Status: Mot Chik'd

*Billing Location; |PFMMTP002 C Billing Address [T Tax Exempt ID:
Origin: Fio O Letter of Credit ID: &)

Currency Code: |USD € Exchange Rate Detail Base Currency: UsD

Rate Date: 01/01/1900 Exchange Rate: 1.00000000
Rate Type: CRRENT

Process Control Option
Dispatch *Method:  Print - Accounting Date: 07/26/2011 [5]

Accounting Template: |STANDARD O

ok | cancel | Refresh

Click OK

Adjust the PO Qty and Price fields as appropriate to your situation and in
compliance with contract terms.

Click the Schedule icon [

Favorites - Main Menu > Purch'asmg > PurchassDrders » Add/Update POs
Mew window | Help | Customize Page | &

Maintain Purchase Order

Schedules
Unit: 01110 Vendor: NICOMCOATI-001
POID: MNEXT PO Date: 07/26/2011

PO Status: Initial

Find | View Al First B 4 op 4 B Last

EA  Amount: 150.00 USD

150.00 Active

Update the Due Date field as necessary and enter a Ship To location.

Click the Chartfields/Distributions icon &%

October 2016 52


javascript:submitAction_win0(document.win0,'PO_PNLS_WRK_GOTO_SCHED$0');
javascript:submitAction_win0(document.win0,'GOTO_DISTRIB$0');

The following message will appear — if you've already updated the PO Qty and
Price click NO

ER

Mew Window | Help | &

Custom price on line 1, schedule 1. Override with system calculated price? (10200 68)
The schedule is marked as having a custom price. The system has calculated a different price than the custom price.

If you choose to not have the system override the custom price, you can see how the system calculated its price by viewing the Value Adjustments for the schedule. If at that time, you
wantto use the system's price, you can use the button on the value adjustments page to setthe current price equal to the systemn-calculated price.

Yes Mo

In the Distribute by field Quantity defaults in. You can change this to Amount by
clicking on the down arrow.

If Quantity is selected, each distribution line is distributed by quantity. If
Amount is selected each distribution line is distributed by amount.

Favgrites | Main Menu > Purchvaslng > Purchasgurders » Add/Update POs
Mew Window | Help | Custc

Maintain Purchase Order

Distributions for Schedule 1

Unit: 01110 Vendor: NICOMCOATI-001
POID: NEXT Item: Contractor to provide all labor, materials and equipment as necessary to remove and replace exerior
Line: 1
Sched: 1 Status: Active
“Distribute by: Quantiy v Schedule Qty: 1.0000
Merchandise Amt: 150.00 USD
SpeedChart: Q Multi-SpeedCharts Doc. Base Amount: 150.00 USD

Distribution i st B0 4 or o BN Lost

| chartfietns | Detaismax | Assetnformation | meqnetai T statuses
[Dist [Status Percent |POGty |Amount Currency [*GL Uni
100.0000 1.0000 150.00 USD 01110 @ 1600

Affiliate

s | Q@ Q|  QEE

1 Open

Enter chartfield information.

Click OK
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Mew Window | Help | Customize Page | 5

Maintain Purchase Order

Schedules
Unit: 01110 Vendor: VCINVOWP-001
PO ID: MEXT PO Date: 08M4/2007

PO Status: Open

Return to Main Page

| First [4] 4 or 14 I Last
- 100 LB. BRISTOL. WHITE. MIPO Qty:  1.0000
First [] 1 or1 [*] Last

Line: 1 Item:  000000000000004890BUSINESS CARDS - PRINTED I GREEM AMD BLACK MK, SIZE:3-1/2" X 2", 3TO

~ . P o4
Customize | Find | View All | B2

Details | Statuses i Shipment 3 Matching o Beceiving FEreight

Sched  *DueDate *Ship To POGY Price Amount Status
1 B [osmizoor | [PRMMTPO0Z O | 1o000| [ 2500000 | 25.00| Active B E B R EE

Add ShipTo Camments
B sae | B notty | 2 Refresh |

The Schedules page opens. If there are more rows click the View All link to see
all schedules or click the next arrow "/ to see only the next schedule for
updating.

Once you have updated all schedules and distributions click the Save button at
the bottom of the page.

The following message will appear for each line of the PO — click OK.

Message
Warning -- Price on line 1, schedule 1 does not balance to sum of value
adjustments for the schedule. (10200,4)

The price an the specified schedule does not match the sum of value

adjustments far that schedule where the impact type ofthe value adjustments
are Price and the adjustment will be applied.

(] 4 | Cancel |
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The PO has been saved and assigned a number.

Favorites | Main Menu > Purchasng > Purchase Orders > Add/Update POs

New Window | Help | Customize Page |

in Purchase Order

Sched

Schedules
Unit: 01110 Vendor: NICOMCOATI-001
POID: 0000000581 PO Date: 07i26i2011

PO Status: Open

Return to Main Page

Find | View A First B 1 or4 I Last

Contractor to provide all labor, materials and equipment as necessary to remove and replace exteriorPO Qty:  1.0000 EA  Amount: 150.00 USD

Customize | Find | View Al B0 B Fist K 4 or 4 B Last

" Details Tslstuumem TlhnﬂvngTFnglTRTV

“Due Date =Ship To Price Amount | statu:
1 [ 082512011 EN\PFuMTPO02 Q& = 1.0000 150.00000 150.00 Active = a B R (-]

Click the Retukto Main Page link

Favovntes Ma\n'Menu > Purchvaswng b Purchasevorders > Add/Update POs

Maintain Purchase Order

Purchase Order

Unit: 01110 PO Status: Open =t
PO ID: 0000000581 Budget Status: Mot Chicd L
Copy From: - ["I Hold From Further Processing

*PO Date: 07/26/2011 51 Vendor Search Doc Tol Status: Valid

Vendor NICOMCOATIF001 @ Vendor Details

*Vendor ID: 0000000017 ©, NMicom Coatings Corp Receipt Status: Mot Recvd
*Buyer: TJARVIS Q, Javis Tanya *Dispatch Method:  Print -

PO Reference: |EIGS SECF EXT. JOINT SEALANT Amount Summary

Merchandise: 150.00

Lines

| Detaits | shipTomueDate | Stawses | temmformation | Atributes Tnm Tc«m T Beceiving

By Q. Contractorto provide all = &y 1.0000 Q (91301 @ [150.00000 150.00 Aciive 2 [ =

Header Details PO Activities Add ShipTo Comments Calculate
PO Defaults 0.0
Add Commants

Add Items From

Purchasing Kit

FreightTax/Misc.:
Total Amount: 150.00 USD

Catalog Item Search

f.ustnmi:elml"-.-"\s'.‘.‘ A st Bl o B st

Description

Follow specific controls in place in your department for approval and budget
checking.

A purchase order must be dispatched in order to be used in a voucher. The
Dispatch process runs daily in overnight batch processing or you can manually
dispatch purchase orders. Instructions on how to dispatch purchase orders
manually can be found in the Purchase Orders 102 manual located on the
Finance & Management website at
http://finance.vermont.gov/training-and-support/vision-manuals.

You have completed Copying a Purchase Order from a Contract
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Enter an Express Purchase Order

Situations when this function is used: The entry of an express purchase
order is simplified and therefore faster to enter than a regular PO. It may be
used if a vendor is requiring some kind of purchase order before you can place
an order and it's not covered by a contract.

An express purchase order does not draw down a contract and the PO
must be distributed by Quantity. You must enter a regular purchase

order if a contract is involved.

Navigation: Purchasing > Purchase Orders > Add/Update Express PO’s

Favorites = Main Menu > Purchasing > Purchase Orders > Add/Update Express POs

Express Purchase Order

| ! iow e |

Business Unit: 01110 C
PO ID: NEXT

Add

Click the Add button
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Enter the Vendor ID (be sure to include the leading zeros)
Enter Buyer

Click the Refresh button at the bottom of the page.

Favovrrtes MainvMenu » Purchasing » Purchase Orders » Add/Update Express POs

Express Purchase Order
Purchase Order

Unit: 01110 PO Status: Open c4

PO ID: NEXT Budget Status: Not Chi’d

Copy From: hd ["I Hold From Further Processing

-weavier .|
*PO Date: ’W@ Vendor Search Doc Tol Status: Valid

Vendor [NICOMCOATI001 |, vendor Details

*Vendor ID: (0000000017 CL Micom Coatings Corp Receipt Status:  NotRecvd

*Buyer: [TUARVIS @ JanisTanya *Dispatch Method:  Print -

PO Reference: |
HeaderDetails PO Activities Add ShipTo Comments Merchandiss: sl
PO Defaults FreightTaxiMisc.: 0.00

Add Comments Total Amount: 0.00 USD

Add ltems From

ltem Search
Find  First B0 4 or 1 I Lost
Description PO Qty *UOM  Category Amount Status

a & | [ af Q O acve  EE

Click the Header Details link.

Enter the PO Type by clicking on the <%
Enter the Origin by clicking on the <

Favovr'rtes Ma\nvMenu » Purchasing » Purchase Orders > Add/Update Express POs
H - -

Express Purchase Order

PO Header Details

Unit: 01110 PO 1D: MEXT Vendor:  NICOMCOATI-001
PO Details

Vendor: MNICOMCOATI-001 PO Date: 0712612014
PO Type: PrROD @ Budget Status: Not Chicd
*Billing Location: PFMMTP002 O Billing Address [ Tax Exempt 1D:
Origin: FM QL FM Letter of Credit ID: a

Currency Code: |USD C Exchange Rate Detail Base Currency: usD
Rate Date: 07/26/2011 Exchange Rate: 1.00000000
Rate Type: CRRNT
Process Control Option
Dispatch *Method:  Print hd Accounting Date: 07/26/2011 Eﬂ

Accounting Template: |STANDARD QO

oK | Cancell Refresh

Click OK
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Favorites Main Menu > Purchasing > Purchase Orders > Add/Update Express POs

Express Purchase Order

Purchase Order

Unit: 01110 PO Status: Open =4
PO ID: NEXT Budget Status: NotChkd B3
Copy From: - [] Hold From Further Processing

*PO Date: ’W@ Vendor Search Doc Tol Status: Valid

Vendor [NICOMCOATI-001 |, vendor Details

*Vendor ID: [0000000017 @ Nicom Coatings Carp Receipt Status: Mot Recvd
“Buyer: [arvis @ Janis,Tanya *Dispatch Method:  Print -

i
Amount Summary

0.00

PO Reference: |

Merchandise:

Header Details PO Activities Add ShipTo Comments

e e . - Calculate
PO Defaults FreightTax/Misc.: 0.00 —I
Add Comments Total Amount: 0.00 USD

Add ltems From

Purchasing Kit ltem Search

Catalog

First [ 10f1 o Last

Line Item Description PO Qty *Uom Category Amount Status
b o1 BB @ Black Top Seal [z 10000 [EA Q [o0101 Q D Active =EE
Expand &l Collapse Al

Enter the PO Line information (Item# -
and Category) and click refresh.

if applicable, Description, PO Qty, UOM,

Click the Expand All link

The Schedule & Distribution lines open so that you can see them along with the
PO Line information.

Favorites . Main Menu > Purchvas\ng > Purchasev Orders > Add/Update Express POs
POID: NEXT Budget Status:  MotChkd T
Copy From: - [“IHold From Further Processing

*PO Date: [07/2612011  E  vendorSearch Doc Tol Status:  Valid

Vendor [NICOMCOATI001 @, vendor Details

“VendoriD: (0000000017 ©L Nicom Coatings Corp Receipt Status: Mot Recvd

“Buyer: [Tiarvis @ JanisTanya “Dispatch Method:  Print - EpAT

PO Reterence: |

Header Details PO Activities Add ShipTo Comments Merchandise: 000 Calculate

PO Defaults FreightTax/Misc.: 0.00 —I

Add Comments Total Amount: 0.00 USD

Purchasing Kit Catalog ltem Search

Lines Find Firat a 10f1 n Last
Line Item Description PO Qty *uom Category Amount Status

= 1 B[ @ BlackTopSeal & | 10000 EA Q [o0101 Q O Acive =

Schedules

Sched *Due Date *Ship To *PO Qty Price Amount Status *Distribute by

v 1

B [o7ze2011 G |

Q|

1.0000 |

Active

Quantity - @

Distributions

Customize | Find

" Chartfietds T DetaisiTax | Assetinformation | ReqDetail | Statuses

Dist [Status Percent |POGty Amount|Curr['GLUnit  [‘Account [Fund Dent Program |Class Proiect

Affiliate

1 Open 100.0001 1.0000 UsD 01110 Q Q Q Q Q Q Q [=]
Expand Al Collapse All

The Due date defaults in as 30 days from the current date. Account humber
defaults in based on Category.
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Enter the Ship To location, Price, Distribute By defaults to Quantity but can be
changed to Amount.

In the Distribute by field Quantity defaults in. You can change this to Amount by
clicking on the down arrow.

If Quantity is selected, each distribution line is distributed by quantity. If
Amount is selected each distribution line is distributed by amount.

Click the Refresh button at the bottom of the page.

Favgrites = Main Menu > Purchasing > Purchase Orders > Add/Update Express POs

PO ID: NEXT Budget Status:  NotChikd %
Copy From: - [“IHold From Further Processing
“PO Date: 0712612011 | vendor Search Doc Tol Status:  Valig
Vendor NICOMCOATI001 | Vendor Details
“Vendor ID: 0000000017 Q@ Nicom Goatings Gorp Receipt Status:  NotRecva
“Buyer: TUARVIS Q Janis Tanya “Dispatch Method:  Print - i
PO Reference:
HeaderDetals PO Achvifies A9d ShipTo Comments Merchandise: B0 e
PO Defaults FreightTax/iMisc.: 0.00
Add Comments. Total Amount: 5.00 USD
Purchasing Kit Catalog ftem Searcn
Line item Description PO Qty “UOM  Category Amount Status
- 1 B @ BlackTop Seal [ 10000 [EA @ [o0101 Q 500 GO Adive =
Schedules
Sched  “DueDate  *ShipTo PO Qty Price Amount status “Distribute by
v ¢ [ |o7esro11 F [PrumTPO02 QL | 10000 | 500000 | 500 Active uantty ~ B =

Distributions Customize | Fing |\
Chartfields [ BBtEiIsax Tmmmmm T ReaDetail | Statuses

Dist [Status Percent Amount[Curr[*GL Unit  [“Account  |Fund Program  |Class Project
1 Open 100.000(|  1.0000 500 USD 01110 Q Q Q Q Q Q Q Q =] =]

Expand All Collapse All

Amount populates in both the lines and schedule page

Enter all appropriate chartfield information

Favgrites - ManMenu > Purchasing > Purchase Orders > Add/Update Express POs
PO ID: NEXT Budget Status:  NotChkd L
Copy From: - [“1Hold From Further Processing
“PO Date: 0712612011 |} vendor Search Doc Tol Status:  Valig
Vendor NICOMCOATI001 @ Vendor Details
“Vendor ID: 0000000017 Q. Nicom Coatings Corp Receipt Status:  Not Recvd
*Buyer: TIARVIS Q Janis Tanya “Dispatch Method:  Print - i
PO Reference:
HeaderDetals PO Achvifies A9d ShipTo Comments Merchandise: B0 e
PO Defaults FreightTax/iMisc.: 0.00
Add Comments. Total Amount: 5.00 USD
Purchasing Kit Catalog ftem Searcn
Lines find  First B4 ore B Lot
Line item Description PO Qty “UOM  Category Amount Status
- 1 B @ BlackTop Seal [ 10000 [EA @ [o0101 Q 500 GO Adive =
Schedules
Sched  “DueDate  *ShipTo PO Qty Price Amount status “Distribute by
v ¢ [ |o7esro11 F [PrumTPO02 QL | 10000 | 500000 | 500 Active uantty ~ B9 =
Distributions Customize | Find |
Chartfields [ BetEIsax Tmmmmm T ReaDetail | Statuses =]
Dist [Status Percent Amount[Curr[*GL Unit  [*Account  |Fund Program  [Class Project
1 Open 100.000( | 1.0000 500 USD 01110 @ (520100 @ (10000 Q 1110003000 QL Q Q Q Q E =
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Click the Save button at the bottom of the page

Favavrtes MainvMenu > Purchvasing > Purchasevorders > Add/Update Express POs

Mew Window | Help | Customize Pi

Express Purchase Order
Purchase Order

Unit: 01190 PO Status: Open &
PO ID: 0000000582 Budget Status: Motchkd B3
Copy From: - [Z] Hold From Further Processing

~ Header

*PO Date: 07/26/2011 [ Vendor Search
Vendor NICOMCOATI001 (@ Vendor Details
*Vendor ID: 0000000017 Q. Nicom Coatings Corp

Doc Tol Status: Valid

Receipt Status: Mot Recvd

*Buyer: WQ Jarvis Tanya *Dispatch Method:  Print - IEPIC
POReference: |
Header Details PO Activities Add ShipTe Comments Merchandise: 5.00 Calculate
PO Defaults FreightiTax/Misc.: 0.00
Add Comments Total Amount: 5.00 USD
Purchasing Kit Catalog Iltem Search
Lines Find Firsln 10f1 n Last

Line Item Description PO Qty *Uom Category Amount Status
- ¢ B[ % BlackTopSeal = 10000 [EA | [oo101 Q 500 (3 Acive ==

Find  First B4 or B Lot
Sched *Due Date *Ship To *PO Qty Price Amount Status *Distribute by
< 1 [ 07282011 [PFMMTPO02 @ | 1.0000 | 5.00000 | 500 Active Quantity ~ B9 =

Distributions Customize | Find | view A1 8] 38 First Bl 4 or4 B Last
[ Charttields TDetaiiax T Assetinformation ] ReqDetail | statuses ]

Dist |Status Percent Amount,m‘GLUml *Account |Fund Program  |Class

1 Open 100.0001 1.0000 5.00 USD [01110 4 520100 C 10000 Q 1110003000 Q Q Q Q Q Bl =

The PO has been saved and assigned a number

Follow specific controls in place in your department for approval and budget
checking.

A purchase order must be dispatched in order to be used in a voucher. The
Dispatch process runs daily in overnight batch processing or you can manually
dispatch purchase orders. Instructions on how to dispatch purchase orders

manually can be found in the Purchase Orders 102 manual located on the
Finance & Management website at

http://finance.vermont.gov/training-and-support/vision-manuals.

You have completed Entering an Express Purchase Order
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Create a Change Order for a PO
(1. Line — 2. Schedule — 3. Distribution)

1. Create a Change Order for a PO Line

Situations when this function is used: To make any changes to the line
information on a purchase order.

** If the PO is not in a Dispatched status the change order icon will not be
available. It is recommended that the line, schedule, and distribution pages
always be reviewed after making any changes to a PO.

Navigation: Purchasing > Purchase Orders > Add/Update POs

Click on Find an Existing Value tab

Fa\.fnvr'rtes Main‘[ﬂenu » Purchasing > Purchase Orders : Add/Update POs

Purchase Order

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300y | 300

Business Unit: = - 01110 QL

PO ID: begins with ~ 000000082

Purchase Order Date: = - [#]

PO Status: = - -
Short Vendor Name; begins with - QL
Vendor ID: begins with ~ o'}
Vendor Name: begins with -

Buyer: begins with Q

Buyer Name: begins with - QL

PO Type: = - -

Purchase Order Reference:  begins with ~
Hold From Further Processing

Case Sensitive

Search | Clear |EasicSearch B save Search Criteria

Enter the PO ID # - be sure to include the leading zero's

Click the Search button
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Favqtes MainvMenu ¥ Purch'asing ¥ Purchangrders » Add/Update POs

Maintain Purchase Order
Purchase Order

Unit: 01110 PO Status: Dispatched A x
PO ID: 0000000582 Budget Status: Valid
Copy From:

[T] Hold From Further Processing

*PO Date: 07/26/2011 IE] WVendor Search Doc Tol Status: Valid
Vendor NICOMCOATI-001 Vendor Details Backorder Status: Mo Create BackOrder

*Vendor ID: 0000000017 Nicom Coatings Corp Receipt Status:

*Buyer: JARVIS Jarvig Tanya *Dispatch Methog Print A

Bispateh

PO Reference:

HeaderDetalls PO Activities Add ShipTo Comments B
PO Defaults Document Status 0.00
Add Comments Reaquisitions 5.00 UsSD

Add ltems From

Catalog Itemn Search Line: Q

Select Lines To Display

Purchasing Kit
Lines
[ Details | ShipTomueDate | Statuses | temmnformation | Atrbutes | 2Fa T contract | Recsiving

Description PO Qty *UOM (Category Price Amount | Status
1R Black Top Seal B | 1.0000 EA (00101 Q. [5.00000 500 acive 0 [T ] [=]

Click on Change Order icon /A on the Maintain Purchase Order page. This will
allow changes to be made on all PO lines.

]
Customize | Find | View All| El| il First [4] 1 0f1 [*] Last

**You will also see change order icons on the Details for a Line page this icon
can be used in place of the one on the Maintain Purchase Order page. This will
only allow you to adjust Line 1 of a PO. If the PO has several lines this would
have to be done for each line.

Favc;r'rtes MainvMenu » Purchasing > Purchase Orders > Add/Updi{e POs

Maintain Purchase Order

Details for Line 1

POID: 0000000582 Vendor: MICOMSOATI-001

Lime: 1 [tem: Black Top Seal
Line Details

Category: 00107 Line Status: Active ¥ A

Category Desc: Semvices Backorder Status: MNone
Category ID: 00001
Amount to Receive: 5000 usD Merchandise Amt:  5.00 UsD
Quantity to Receive:  1.0000 Doc. Base Amt: 5.00 UsD

Click ok.

Make the necessary changes and click the Refresh button at the bottom of the
page
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On the Maintain Purchase Order page click on the Add Comments link and enter
comments referencing which change order number it was, what was changed,
the date the change was made, and who completed the change order.

Favorites Main Menu > Purchasing > Purchase Orders > Add/Update POs

PO Header Comments

Unit: 01110 PO ID: 0000000582 Vendor:  NICOMCOATI-001

Retrieve Active Comments Only Retrieve |

*Sort Method: Comment Time Stamp - ~Sort Sequence: Ascending - Sort

Comments Eind | view Al First Kl 4 o 1 B Last
Copy Standard Comments Comment Status:  Active MI
Changed price from 5.00 to 25.00.| @

[7] Send to Vendor "] Shown at Receipt [~] Shown at Voucher

Associated Document

Attachment N‘lﬂChl EW | Delete Email

From -= PO 01110-0000000582

oK | Cancell Refresh

Click OK

Click on the Header Details link and change the accounting date field to the
current date.
Favovr'rtes Ma\nvMenu > Purchvasing > Purchasg Orders : Add/Update POs

Maintain Purchase Order

PO Header Details

Unit: 01110 PO ID: 0000000582 Vendor:  NICOMCOATI-001
PO Details

Vendor: MNICOMCOATI-001 PO Date: 07/26/2011

PO Type: ProD @ Budget Status: Valid
*Billing Location: |PFMMTP002 © Billing Address [T Tax Exempt 1Dz

Origin: FM QL FM Letter of Credit ID: Q
Currency Code: |USD O, Exchange Rate Detail Base Currency: usD

Rate Date: 01/01/1900 Exchange Rate: 1.00000000
Rate Type: CRRNT
Process Control Option

Dispatch *Methed:  Print - Accounting Date: 07/26/2011 [5

Accounting Template: |STANDARD &

OK | Cancell Refresh

Click OK
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Once all changes have been completed click the Save button. You'll notice the
Change Order field is now 1, the PO Status changed to Open, and the Budget
Status is Not Chk’d.

Favorites Main Menu > Purchasing > Purchase Orders » Add/Update POs

Maintain Purchase Order
Purchase Order

Unit: 01110 PO Status: Open ™ x
POID: 0000000582 Budget Status:  NotChkd g

Copy From: - [Z] Hold From Further Processing

*PO Date: [o712622011 5 vendor Search Doc Tol Status: ~ Valid

Vendor COMCOATI-001 Vendor Details

*Vendor ID: 000000017 Nicom Coatings Corp Receipt Status: Not Recvd

*Buyer: TJARVIS Q, Janis Tanya *Dispatch Method:  Print - Epate
PO Reference: |
Header Detals PO Activities Add ShipTo Comments Merchandise: B0 |
PO Defaults Document Status Freight/Tax/Misc.: 0.00

Edit Comments  Reauisiions Total Amount: 25.00 USD
Purchasing Kit Catalog ltern Search Line: ’—Q To: ’—Q M

Lines Customize | Find | View Al] B0 8 First Bl 4 op1 B Last
;
Details | ShipTofDueDate | Statuses | feminformation | Attrioutes | RFQ | Contract | Receiving

Description ’_ PO Gty *UOM |Category |Price Amount | Status

1B Black Top Seal & | 1.0000 EA (00101 Ci [25.00000 2500 Acive G2 [ ] [F]

Follow specific controls in place in your department for approval and budget
checking.

A purchase order must be dispatched in order to be used in a voucher. The
Dispatch process runs daily in overnight batch processing or you can manually
dispatch purchase orders. Instructions on how to dispatch purchase orders
manually can be found in the Purchase Orders 102 manual located on the
Finance & Management website at
http://finance.vermont.gov/training-and-support/vision-manuals.

You have completed a Creating a Change Order to a PO Line
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2. Create a Change to a PO - Schedule

Situations when this function is used: To make any changes to the
Purchase Order Schedule area.

Navigation: Purchasing > Purchase Orders > Add/Update POs
Click on the Find an Existing Value tab

Favorites . Main Menu > Purchvasing > PurchasevOrders > Add/Update POs

Purchase Order

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Maximum number of rows to return (up to 300y [300

Business Unit; = - 1110 Q,

PO ID: begins with -

Purchase Order Date: = - [

PO Status: = - -
Short Vendor Name; begins with - a
Vendor ID: begins with - aQ
Vendor Name: begins with -

Buyer: begins with QL

Buyer Hame: begins with - &}

PO Type: = - -

Purchase Order Reference: begins with -
Hold From Further Processing [l

[[|case Sensitive

Search | Clear |Easiu:Searc:h [E] save Search Criteria
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Enter the PO ID number and click the Search button

Favo'rtes MainvMenu ¥ Purch'asing ¥ Purchasg[}rders » Add/Update POs

Maintain Purchase Order
Purchase Order

Unit: 01110 PO Status: Approved A X
PO ID: 0000000582 Budget Status:  valid

Change Order: 1

Copy From: . | Hold From Further Processing

~heager |
*PO Date: [o7i282011 [ vendor Search Doc Tol Status:  Valid

Vendor NICOMCOATI-001 Vendor Details Backorder Status:  None Create BackOrder
*Vendor ID: 0017 Nicom Coatings Corp Receipt Status: Mot Recvd

*Buyer: 5 Jarvis Tanya *Dispatch Method:  Print - Dispatch |
PO Reference:
Header Detalls PO Activities Add ShipTo Comments Merchandise: 2500 Catculate |
PO Defaults Document Status FreightTax/Misc.: 0.00

EditComments  Requisitions Total Amount: 25.00 USD
Purchasing Kit Catalog ltem Search Line: I—O\ To: I—O\ M

Lines
r

Details | ShipTofue Date | Statuses | feminformation | Attributes T RFQ | Contract | Receiving
ltem De:

2 Black Top Seal Ll 1.0000 EA 00101 (4 [25.00000 25.00 Adive =]

ES

Click on the Schedule icon

Favorites Main Menu > Purchasing » Purchase Orders > Add/Update POs

Maintain Purchase Order

Schedules

Unit: 01110 Vendor: MICOMCOATI-001
PO ID: 0000000582 PO Date: 07/26/2011

Chng Order: 1 PO Status: Approved

Return to Main Page

Line: 1 Item: Black Top Seal POQty: 1.0000 EA  Amount: 25.00 USD

Schedules
" Details | Statuses | Shipment | Matching | Receiving [ Ereight | BTV

Sched | |*DueDate *Ship To [ [roan Price

1 B 07262011 PFMMTPO02 =l

Then click the Schedule Details icon =
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Favorites Main Menu > Purchvasing b Purchasg[}rders s Add/Update POs

Maintain Purchase Order

Details for Schedule 1

Unit: 01110 Vendor: MICOMCOATI-001
PO ID: 0000000582 Item: Black Top Seal
Line: 1
Sched: 1 Status: Active A X
Schedule Details
Due Date: 0712612011 V] custory/Price - No Override
Time Due: [ ] "o gharge
[T Frfzen (Planning)
Original Promise Date: 071262011 B
Ship Date: ,7@ Amount Summary
Ship Via: BESTWAY Best Way Schedule Qty: 1.0000
Freight Terms: FOBDEST Destination Merchandise Amt: 2500 USD
Distribute by: Quantity Doc. Base Amount: 25.00 UsD

Expand Al Collapse All
* Matching Controls
¥ Receiving Controls

} Freight Calculation Rule
¥ RTV Information

ok | cancel | Remesn |

Click the Create Schedule Change icon
The Schedules page opens.

Data fields are now open and you can make the needed changes — in this
example the Ship To location will be changed.
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:MainvMenu » Purchasing > Purchase Orders > Add/Update POs
H - =

Maintain Purchase Order

Schedules

Unit: 01110 Vendor: MNICOMCOATI-001
PO ID: 0000000582 PO Date: 0712612011

Chng Order: 1 PO Status: Approved

Return to Main Page

wal  First Bl 4 or e B Last

Line: 1 Item: Black Top Seal POQty: 1.0000 EA  Amount: 25.00 USD

Schedules /A First BN 4 or 1 I ast
" Details | Statuses | Shipment | Matching | Receiving | Freignt | RTV

1 B 072612011 B PFMMTPO0T QL =1 | 1.0000 | 25.00000 | 25.00 Active T oE B R [=]

Add ShipTo Comments

B save | L Return to Search | [=] Motify | ; Refresh | Ee Add | Eupd

Once the changes have been made click the Save button at the bottom of the

page, you'll notice the PO Status has changed to Open and the Change Order
field is now 2.

Favorites H Main Menu > Purchasing > Purchase Orders » Add/Update POs
H - -

Maintain Purchase Order

Schedules

Unit: 01110 Vendor: NICOMCOATI-001
POID: 0000000582 PO Date: 07/26/2011

Chng Order: 2 PO Status: Open

Return to Main Page

Find | view Al First B 4 of 1 B Last
Line: 1 Item: Black Top Seal POQty: 2.0000 EA  Amount: 50.00 USD
Schedules

Customize | Find | Visw Al First 4] 1 0f1 2] Last
B
Details | Statuses | Shipment | Matching | Recewing | Freiant T RTV

1 2 07262011 [ [PFumTPO01 @ =1 20000 | 25.00000 50.00 Active T @ B R =

Click on the Return to Main Page link
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Fa\rc;rfces Mainvl\-'lenu b3 Purch_:-lsing ¥ Purchasg Orders » Add/Update POs

Maintain Purchase Order
Purchase Order

Unit: 01140 PO Status: Open g A x

POID: 0000000582 Budget Status: Mot Chicd ﬂa
Change Order: 2

Copy From: - ["I Hold From Further Processing

*PO Date: IWEJ Vendor Search Doc Tol Status: valid

Vendor  |NICOMCO Vendor Details

*Vendor ID: 000000017 Micom Coatings Corp Receipt Status: Mot Recvd

*Buyer: TJARVIS Janvis, Tanya *Dispatch Method:  Print - IS paELET
po Reterence:
HeaderDetsils PO Activities Add ShipTo Comments Merchandise: T
PO Defaults Document Status Freight/Tax/Misc.: 0.00

Edit Comments  Requisitions Total Amount: 50.00 USD
Purchasing Kit Catalog Item Search Line: I—Q To: I—Q ml

L\IIQS

Details | Ship To/Due Date | Statuses [ teminformation | Attrioutes | RFQ | Contract T Receiving

Black Top Seal g | 20000 EA |uu1u1 Q |25.uuuuu 50.00 Active (0 [ [ [=]

Click Edit Comments link and enter information about the change (i.e. change
order number, what was changed, date of the change, and who completed the
change).

Favorites Main Menu > Purchasing > Purchase Orders > Add/Update POs

PO Header Comments

Unit: 01110 POID: 0000000582 Vendor:  NICOMCOATI-001 Change Order: 2
Retrieve Active Comments Only _ Retrieve |
*Sort Method:  Comment Time Stamp A *Sort Sequence: Ascending ~ Sort

First BN 4 op 1 I Last

Copy Standard Comments Comment Status:  Active Ml
Changed price from 5.00 to 25.00. changed quantity amt from one to two. @

[] Send to Vendor [~ Shown at Receipt [] Shown at Voucher

Associated Document

Attachment Attach I e

o

Delete Email

From -= PO 01110-0000000582

OK | Cancel I Refresh I

If you need additional space click the Add a New Row icon = and enter the
information.

Once all comments have been entered click the OK button
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Favgrites | Main Menu » Purchvasing ¥ Purchasg[}rders » Add/Update POs

Maintain Purchase Order
Purchase Order

unit 01110 PO Status: Open ¥ A X
PO ID: 0000000582 Budget Status: Notchied 03

Change Order: 2

Copy From: - [T Hold From Further Processing

-peager .|
+PO Date: [o7r26r2011 |E) Vendor Search Doc Tol Status: valid

Vendor NICOMCOATI-001 Vendor Details

*Vendor ID: Nicom Coatings Corp Receipt Status: Not Recvd

*Buyer: TJARVIS Janvis Tanya *Dispatch Method:  Print - [DiEY i
PO Reference:
HeaderDefalls PO Activities Add ShipTo Comments Merchandise: RN
PO Defaults Document Status FreightiTax/Misc.: 0.00

Edit Comments Total Amount: 50.00 USD

Add ltems From Select Lines To Display
Purchasing Kit ltemn Search Line: & To: Q Retrievel

Lines 3 i x| & First B 4 or 1 Bl Last
Details T..ahnToDueDate | Statuses T ltem Information TAﬂrhutes TRFQ TConhact TReceNng

e loewwin | [oan lvoufosswon [ | Amounsuus

Black Top Seal & | 20000 EA (00101 O [25.00000 50.00 Active (@A =

Click the Header Details link and update the Accounting Date to the current date.

Favorites
-

Main Menu > Purchasing » Purchase Orders > Add/Update POs

Maintain Purchase Order

PO Header Details

Unit: 01110 PO ID: 0000000582 Vendor:  NICOMCOATI-001 Change Order: 2
PO Details
Vendor: NICOMCOATI-001 PO Date: 07/26/2011
PO Type: PROD G, Budget Status: Mot Chid
*Billing Location: |PFMMTPO02 Billing Address Tax Exempt 1D:
Origin: FM S FM Letter of Credit ID: Q
Currency Code: |USD © Exchange Rate Detail Base Currency: usD
Rate Date: 01/01/1900 Exchange Rate: 1.00000000
Rate Type: CRRNT
Process Control Option
Dispatch *Method:  Print - Accounting Date: 0712612011 IEJ

Accounting Template: |[STANDARD Q&

oK | Cancell Refresh

Click OK

Click the Save button at the bottom of the page.
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Favovrrtes Ma\n'Menu > Purch'asmg b3 Purchase'Drders » Add/Update POs

Maintain Purchase Order

Purchase Order

Uit 01110 PO Status: Open ¥ A X
POID: 0000000582 Budget Status: Mot Chi'd ﬂa

Change Order: 2

Copy From: - [ Hold From Further Processing

~beger |
*PO Date: Wﬁl Vendor Search Doc Tol Status: Valid

Vendor COMCOATI-00 Vendor Details

*Vendor ID: 0000000017 Nicom Coatings Corp Receipt Status: Mot Recvd

*Buyer: TJARVIS Janvis, Tanya *Dispatch Method:  Print - Bispatel
PO Reference:
HeaderDetails PO Activities Add ShipTo Comments Merchandise: el |
PO Defaults Document Status FreightTaxiMisc.: 0.00

Edit Comments  Requisitions Total Amount: 51.00 USD
Purchasing Kit Catalog ltern Search Line: ’—O‘ Tor ’—O‘ M

N E
Lines tomize | Find | View Al | | 5 First ] 1 of 1 ] Last

[ Details T snipTomueDate | statuses | temmformaton | atributes T RFa T contract | Receiving

Description PO rice Amount | Status

1R Black Top Seal Lzl 20000 EA (00101 QL [25.50000 5100 acive OO [H ] [&

It is important that you follow specific controls in place in your department for
approval and budget checking.

Once the PO has been approved, the page must be saved. The Dispatch button
remains grayed out until the page has been saved, the PO must have a status of
Dispatched to be used in a voucher.

The Dispatch process runs daily in overnight batch processing or you can
manually dispatch purchase orders. Instructions on how to dispatch purchase
orders manually can be found in the Purchase Orders 102 manual located on the
Finance & Management website at
http://finance.vermont.gov/training-and-support/vision-manuals.

You have completed a Creating a Change Order to a PO Schedule
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3. Create a Change to a PO - Distribution

Situations when this function is used: The chartfield information on the PO
is incorrect needs to be corrected.

Navigation: Purchasing > Purchase Orders > Add/Update POs

Click on the Find an Existing Value tab and enter the PO ID number

Favorites = Main Menu > Purchasing > Purchase Orders : Add/Update POs

Purchase Order

Enter any information you have and click Search. Leave fields blank for a list of all values.

i ancisng vaus | |

Maximum number of rows to return (up to 300} |200

Business Unit; = - 01110 '

PO ID: begins with - EIEIEIEIEIEIEIEEE

Purchase Order Date: = - [#]

PO Status: = - -
Short Vendor Hame: begins with - o]
Vendor ID: begins with - &)
Vendor Name: begins with -

Buyer: begins with - '

Buyer Name; begins with - '

PO Type: = - -

Purchase Order Reference: begins with -
Hold From Further Processing [l

[ case Sensitive

Search | Clear |Easic5earch =] save Search Criteria

Click the Search button at the bottom of the page
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Favorites Main Menu > Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order
Purchase Order

Unit: 01110 PO Status: Dispatched A X
PO ID: 0000000582 Budget Status: Valid
Change Order: 2
Copy From: - [T Hold From Further Processing
+p0 Date: [o7r2802011 Vendor Search Doc Tol Status: valid
Vendor NIC TI-001 Vendor Details Backorder Status: None Create BackOrder
*Vendor ID: Micom Coatings Corp Receipt Status: Not Recvd
“Buyer: Janis Tanya *Dispatch Method:  Print - m
PO Reference:
HeaderDetails PO Actvities Add ShipTo Comments Merchandise: L0 e
PO Defaults Document Status FreightTaxiMisc.: 0.00
Edit Comments  Reguisitions Total Amount: 51.00 USD
PuchasingKii  Catalog ftemSearcn  Line: | G Tor| Q. Relrieve

Lines

i Details T Ship To/Due Date T Statuses T Item Information T Attributes. T RFQ T(:ontract T Receiving

ZUOM |Category

| 20000 EA [0o101 C [25.50000

51,00 AGE. O EE[E

Black Top Seal

Click the Schedule icon [E

Favorites Main Menu > Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order

Schedules

Unit: 01110 Vendor: MICOMCOATI-001
PO ID: 0000000582 PO Date: 0712612011

Chng Order: 2 PO Status: Dispatched

Return to Main Page

Line: 1 Item: Black Top Seal POQty: 2.0000 EA  Amount: 51.00 USD

Schedules
" Details | Statuses | Shipment | Matching | Receiving | Ereignt | RTV

Sched | |*DueDate

1 B 0712602011 PFMMTPO01 =] 2.0000 25.50000 51.00 Active T @ = [=]

Click the Chartfield/Distributions icon 5%
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Favorites = Main Menu > Purchasing > Purchase Orders > Add/Update POs
- - - =
New Window |

Maintain Purchase Order

Distributions for Schedule 1

Unit: 01110 Vendor: NICOMCOATI-001
POID: 0000000582 Item: Black Top Seal
Line: 1
Sched: 1 Status: Active
“Distribute by: Quantty = Schedule Qty: 2.0000

Merchandise Amt: 51.00 UsSD
SpeedChart: Q Multi-SpeedCharts Doc. Base Amount; 51.00 UsD

Distribution Customize | Find | View 41120 ) B First B 4 op 4 B Lost

2
Chartfields TDetalls.‘Tax TAsset Information T Req Detail T..latuses

,ﬁstalus Percent Amount Currency |*GL Unit *Account Program |Class Project
1 Open 100.0000 | 2.0000 51.00 USD 01110 4 |520100 Q 10000 Q 1110003000 & Q €} Q Q =

Click the Plus sign on the far right of the distribution to add additional rows.

The following message box will appear on your screen

Enter number of rows to add:

—

Enter the number of rows you wish to add and click OK

Cancel

Favorites | Main Menu > Purchasing > Purchase Orders ; Add/Update POs
- H - - ~
New Window

Maintain Purchase Order

Distributions for Schedule 1

Unit: 01110 Vendor: NICOMCOATI-001
POID: 0000000582 Item: Black Top Seal
Line: 1
Sched: 1 Status: Active
*Distribute by: Quanty  ~ Schedule Qty: 2.0000

Merchandise Amt: 51.00 USD
SpeedChart: QU uti-Spesdcharts Doc. Base Amount: 51.00 USD

F
customize | Find | iew 41| BT 8 First B0 4.0 or2 B Lsat

[ Chartfields TIDSEiENaR TAssetlnfumtmn T eabetai T Statuses
,ﬁ Status Percent Amount Currer-y |*GL Unit *Account Fund Program | Class Project
1 Open 100.0000 | 2.0000 01110 QL 520100 CL 10000 Q 1110003000 3 Q QL Q Q El [=]

sopen [ [ ] o pmmal a[ A[ @&l & @& & QB

@

Enter the correct chartfield information in the new distribution line

Click the Statuses tab
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Favarites Main Menu > Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order

Distributions for Schedule 1

Unit: 01110 Vendor: MICOMCOATI-001
PO ID: 0000000582 Item: Black Top Seal
Line: 1
Sched: 1 Status: Active
*Distribute by: Quantty - Schedule Qty: 2.0000

Merchandise Amt; 51.00 USD
SpeedChart: Q pulti-Speedcharts Doc. Base Amount: 51.00 USD

Distribution Custo Find
K ~Asioize
Chartfields | DetaisiTax | Assetinformation | ReqDetai |

Dist |Status Percent
1 Open 100.0000 Valid valid ] b 4 =]
2 Open valid Nat Chicd ] ¥ (=]

Click the Red X to cancel the original distribution line

Fa\rovr'rtes MainvMenu > Purchvasing > Purchasev[}rders » Add/Update POs

Maintain Purchase Order

Distributions for Schedule 1

Unit: 01110 Vendor: MNICOMCOATI-001
PO ID: 0000000582 Item: Black Top Seal
Line: 1
Sched: 1 Status: Active
*Distribute by: Quantity  ~ Schedule Qty:  2.0000
Merchandise Amt: 51.00 USD
SpeedChart: Q Multi-SpeedCharts Doc. Base Amount: 51.00 USD

Distribution Customiz
B
Chartfields | Detaisiax | Assetinformation | ReqDetail |

Dist |Status Percent
1 Canceled 100.0000 Valid Valid ] [=]
2 Open Valid Nat Chicd 7] h 4 =l

OK I Cancel I Refresh |

Once VISION completes processing and the Distribution Status is Canceled.

Click OK.
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The Schedules page opens.

EQ

Mew Window | Help | Customize Page | B

Maintain Purchase Order

Schedules

Unit: 01110 Vendor: ROCKWELLSA-001
PO ID: 0000000369 PO Date: 08/08/2007

Chng Order: 2 PO Status: Dispatched

Return to Main Page

Line: 1 Item: Tires 195

Winter Treads POQty: 120000 EA  Amount: #31.00 USD

First L*

10f1

N Statuses Shipment Matching 3 Receiving FEreight
Sched *Due Date *Ship To PO Qty Price Amount Status
1 B 090112007 PFLIMTPOOA = 12.0000 56.75000 681.00 Active ol @B R =
Add ShipTa Comments
B save | £\ Return to Search | = Notify | % Refresh | B+ Add | Update/Displa |

Click on the Distributions/Chartfields icon 5z

Enter the percentage in the new distribution line, once you tab out of the field
the amount will default in.

Favorites | Main Menu » Purchasing : Purchase Orders » Add/Update POs
L - - -

Mew Wir
Maintain Purchase Order

Distributions for Schedule 1

Unit: 01110 Vendor: MNICOMCOATI-001
POID: 0000000582 Item: Black Top Seal
Line: 1
Sched: 1 Status: Active
*Distribute by: Quantity  ~ Schedule Qty: 2.0000

Merchandise Ami: 51.00 USD
SpeedChart: Q Multi-SpeedCharts Doc. Base Amount: 51.00 USD

Distribution

Customize | Find | \
h
Chartfields | DetaisTax | Assetinformation | ReqDetai | Statuses

Dist |Status Percent PO Gty Amount Currency |*GL Unit |*Account Fund Dept Program |(Class Project

1 Canceled 1000000 20000 51.00 USD 01110 520100 10000 1110003000 =]

2 Open 100.0000 | 2.0000 5100 USD 01110, 520100 Oy [2158:C% [1110003000 Q Q Q Q ] [=]

OK | Cancell Refresh

Click OK
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Favorites Main Menu > Purchvasing > Purchasg[}rders > Add/Update POs

Maintain Purchase Order

Schedules

Unit: 01110 Vendor: MNICOMCOATI-001
PO ID: 0000000582 PO Date: 0712612011

Chng Order: 2 PO Status: Dispatched

Return to Main Page

First BN 1 or 1 I Last

Line: 1 Item: Black Top Seal PO Qty: 20000 51.00 UsSD

Schedules
" Details | Stases | shipment | Matching | Receiving | Ereight | RTV

ZPO Oty Price Amount | Status

First Bl 4 o4 B Last

Sched |  |"DueDate *Ship To

1 B owzezon PEMMTPOO01 = 2.0000 25 50000 51.00 Active T B R [=]

Click the Return to Main Page link
Maintain Purchase Order page opens

Favo_r'rtes Main'Menu ¥ Purch_:-lsmg S PurchasevDrders » Add/Update POs

Maintain Purchase Order

Purchase Order

Unit: 01110 PO Status: Dispatched A x

PO ID: 0000000582 Budget Status: Mot Chicd ﬂa

Change Order: 2
Copy From: - ["I Hold From Further Processing

Lines

Description

1B Black Top Seal

i Details T Ship To/Due Date T Statuses T ltem Information T Attributes T RFQ T Contract T Receiving

PO Qty *UOM |Category Price Amount | Status

20000 EA [00101 < [25.50000

*PO Date: ’WE‘J Vendor Search Doc Tol Status: Valid

Vendor NICOMCOATI-001 Vendor Details Backorder Status: Mone Create BackOrder
*Vendor ID: 0000000017 Nicom Ceatings Corp Receipt Status: Mot Recvd

*Buyer: TJARVIS Jamis Tanya *Dispatch Method:  Print - WiEpatEn |
PO Reference:
Header Details PO Activities Add ShipTo Gomments Merchandise: SO0 |
PO Defaults Document Status Freight/Taxillisc.: 0.00

Edit Comments Reauisitions Total Amount: 51.00 USD
Purchasing Kit Catalog ftemSsarch  Line: To: | Q Retieve|

First Kl 1 or 1 Il Last

5100 Adive G [E [&] []

Click on the Header Details link and change the accounting date to the current

date.
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Favorites Main Menu > Purchvasing b PurchasevDrders > Add/Update POs

Maintain Purchase Order

PO Header Details

Unit: 01110 PO ID: 0000000582 Vendor:  NICOMCOATI-001 Change Order:
PO Details

Vendor: MNICOMCOATI-001 PO Date: 0712612011

PO Type: PROD Q, Budget Status: Not Chicd

*Billing Location: FFMMTPO02 Billing Address Tax Exempt 13

Origin: FM S, FM Letter of Credit 1D: Q
Currency

Currency Code: |USD €, Exchange Rate Detail Base Currency: usD

Rate Date: 01/01/1900 Exchange Rate: 1.00000000

Rate Type: CRRNT
Process Control Option

Dispatch *Method:  Print - Accounting Date: 07/26/2011 [51)

Accounting Template: |STANDARD Q

OK | Cancell Refresh

Click OK

Favo_r'rtes Main'Menu > Purch_asmg > Purchasgorders » Add/Update POs

Maintain Purchase Order

Purchase Order

Unit: 01110 PO Status: Dispatched A X
PO ID: 0000000582 Budget Status: Mot Chk'd ﬂa

Change Order: 2

Copy From: - ["] Hold From Further Processing

- feader |
PO Date: [o7iz6i2011 [ vendor Search Doc Tol Status:  Valid

Vendor NICOMCOATI-001 Wendor Details Backorder Status: None Create BackQrder
*Vendor ID: Micom Coatings Corp Receipt Status: Mot Recvd

*Buyer: TJARVIS Janvis Tanya *Dispatch Method:  Print - [ispate |
PO Reference:
HeaderDetalls PO Activities Add ShipTo Comments Merchandise: O e |
PO Defaults Document Status FreightiTax/Misc.: 0.00

EditComments  Requisitions Total Amount: 51.00 USD
Purchasingii  Calaleg MermSearcn  Line: | Tor| G Retrieve

Lines Customize | Find | view Al - First B 1 or 1 I st
r —
Details T Ship To/Due Date T Statuses T Item Information T Aftributes T RFQ T Contract T Receiving

1B Black Top Seal & | 20000 EA 00101 QL [25.50000 51.00 Active 42 [ [=]

Click the Edit Comments link and enter information about the change (i.e.
change order number, what was changed, date of the change, and who
completed the change).
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If you need additional space, click the Add a New Row icon - and enter the
information

Fa\.rovr'rtes MainvMenu > Purchasing » Purchase Orders > Add/Update POs

PO Header Comments

Unit: 01110 PO ID: 0000000582 Vendor:  NICOMCOATI-001 Change Order: 2
Retrieve Active Comments Only ﬂl
*Sort Method:  Comment Time Stamp - ~Sort Sequence; Ascending ~ Sort |
Comments Find | View Al First 4 10f 1 L} Last
Copy Standard Comments Comment Status:  Active MI
Changed price from 5.00 to 25.00. changed quantity amt from one to twa. changed order ¢

["] send to Vendor [ ] Shown at Receipt [~| Shown at Voucher

Associated Document

Attachment Attach | [EW | Delete Email

From -=PCQ 01110-0000000582

ok | cancel | Refresn |

Once all comments have been entered click the OK button
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Favorites Main Menu > Purchasing > Purchase Orders > Add/Updste POs

Maintain Purchase Order
Purchase Order

Unit: 01110 PO Status: Dispatched A x
POID: 0000000582 Budget Status: Not Chi'd L

Change Order: 2

Copy From: - ["I Hold From Further Processing

*PO Date: ’W@ Vendaor Search Doc Tol Status: Valid

Vendor MNICOMCOATI-001 Yendor Details Backorder Status: MNone Create BackOrder
*VendoriD:  |00000000 17 Nicom Coatings Corp Receipt Status: Not Recvd
“Buyer: TJARVIS Jarvig Tanya *Dispatch Method:  Print - Dispatch
PO Reference:
Header Details PO Actities Add ShipTo Comments Merchandise: FLO0 e |
PO Defaults Document Status Freight/TaxMisc.: 0.00

Edit Comments  Requisitions Total Amount: 51.00 UsD
Purchasing Kit Catalog ltem Search Line: I—Q To: ’—O\ M

Lines
[ Details | ShipToMueDate [ Statuses [ teminformation | Attrioutes | RFQ T Contract | Receiving

e[ [tem  Desorpton [ [poay  [vow[Catecory [Pmce | —

1 Black Top Seal | 20000 EA  [00101 QL [25.50000 5100 Adive (2 [E R [

Click the Save button at the bottom of the page.
PO Budget Status changed to Not Chk’d.

It is important that you follow specific controls in place in your department for
budget checking.

You have completed a Creating a Change Order to a PO Distribution
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Print a Purchase Order
Printing a PO for Authorized Signature

Navigation: Purchasing > Purchase Orders > Dispatch PO'’s
Favorites Main Menu > Purchasing > Purchase Orders : Dispatch POs

Dispatch Purchase Orders

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Yalue

Maximurm number of rows to return (up to 300); (300
Run Control ID: begins with ~ |

[l case Sensitive

Search | Clear |Elasi|:Sear|:h B save Search Criteria

Click on Add a New Value tab
Enter Run Control ID — example: Dispatch_PO_Print

Fa*.rqrr'rtes MainTMenu > Purchasing > Purchase Orders > Dispatch POs

Dispatch Purchase Orders

Find an Existing Value Add a New Value

Run Control ID; |Dis patch_FP D_F'rinﬂ

Add

Click on the Add button
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Favorites | Main Menu > Purchasing > Purchase Orders : Dispatch POs
- H - - -

Dispatch Purchase Orders

Run Control ID: Dispatch_PO_Print Report Manager Process Maonitor
Language: English ~ (@ Specified ) Recipient's

Run

Business Unit: l— Q To: I— Q [ approved  [|Dispatched || Pending Cancel
POID: Q select Purchase Order Dispatch Methods to Include
Contract SetiD: | Q4 Print FAX EDX E-Mail Phone

Contract ID: | Q Miscellaneous Options
Release: Q

= : Walid Charffield -
From Date: B Chartfields: ali artfields
Through Date: 5] Change Orders: Changed and UnChanged Orders -
Vendor ID: Q [] Print Changes Only Print PO ltem Description

Buyer: Q ["] Test Dispatch [T print Duplicate
Fax Cover Page: Q [7] print Copy

[“] Print BU Comments  SortBy: LineNo. =

B save | [=] Motify | EY A-l:lcll AFUpdate/Display

In the Process Request Parameters box
Enter Business Unit and PO ID number (click the magnifying glass next to the PO
ID field to select from a list of values)

In the Miscellaneous Options box
Change the value in the Chartfields box from Valid Chartfields to Recycled AND
Valid Chartfields

Fa\.fovr'rtes MainvMenu » Purchvasing > Purchasevorders » Dispatch POs

Dispatch Purchase Orders

Run Control ID: Dispatch_PO Report Manager Process Monitor R
Language:  English v (@ Specified © Recipient's
Process Request Parameters Statuses to Include
Business Unit: (01110 @, To: (01110 QL Approved Dispatched Pending Cancel
PO ID: 0000000582 |Q Select Purchase Order Dispatch Methods to Include
(D ST CIEERE Print  [/FAX EDX E-Mail Phone
Contract SetiD: Q
Miscellaneous Options
Contract ID: | Q
Release: Q *Chartfields: Recycled AMD Valid Chartfields  «
From Date: ] Change Orders: Changed and UnChanged Orders =
Through Date: 5 [] Print Changes Only 7] Print PO Item Description
Vendor ID: Q ["] Test Dispatch [*] Print Duplicate
Buyer: Q [T Print Copy
Fax Cover Page: Q [| Print BUComments ~ SortBy: LineNo.
ﬁSavel ,QRe‘turntDSearchI +[8 Previous in List I +[E] Mext in List | [=] notify | E'q.Adcll & Update/Display
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Click the Run button

Favaorites Main Menu > Purchasing : Purchase Orders » Dispatch POs

Process Scheduler Request

User ID: TJARVIS Run Control ID: Dispatch_PO

Server Name: Run Date: 07/26/2011 [5]
Run Time: 4:09:44PM Resetto Current Date/Time |

-

Recurrence:

Time Zone: Q

Process List

Select |Description Process Name Process Type Type *Format Distribution

0o PO Dispatch & Email PODISP P3Job (Mone) = (Mone) = Distribution
PO Dispatch/Print POPO005 S0R Report Web - PDF ~ Distribution
] Email PO_PO_EMAIL Application Engine  Web * TXT + Distribution

OK | Cancel |

Mark the checkbox next to PO Dispatch/Print (POPO005), and click the OK
button. Your screen will bounce back to the Dispatch Purchase Orders request

page.
Favarites Main Menu > Purchvasing b Purchasev[}rders » Dispatch POs

Dispatch Purchase Orders

Run Control ID: Dispatch_PO Report Manager Process Monitor R
Language:  English ~ (@ Specified () Recipient's
Process Request Parameters Statuses to Include
Business Unit: 01110 |3 To:|01110 G Approved Dispatched Pending Cancel
PO ID: 0000000582 |, select Purchase Order Dispatch Methods to Include
ROSIai= Comr R print [/1FAX EDX E-Mail Phone
Contract SetiD: Q
Miscellaneous Options
Contract ID: | Q
Release: &} *Chartfields: Recycled AMD Valid Chartfields =
From Date: El Change Orders: (Changed and UnChanged Orders =
Through Date: 5 [l Print Changes Only  [¥] Print PO item Description
Vendor ID: Q [*| Test Dispatch [ Print Duplicate
Buyer: Q [T print Copy
Fax Cover Page: Q [] Print BU Comments ~ SortBy: LineNo. ~
Bl Save | 42\ Return to Search I +[E Previous in List I +[E| Next in List | [=] Notify | Es Add | EUpdate/Display

Click the Report Manager link
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Favorites | Main Menu > Purchasing > Purchase Orders > Dispatch POs
- : - - =

List Explorer Administration Archives

View Reports For
User ID: TJARVIS Type: * Last - 1 Days - Refresh |

Status: ~ Folder: ~ Instance: | to:|

Report List Customize | Find | View Al E0] 88 First Bl 1.9 o5 B st

Report |Prcs .. Request -
Select D Instance Description DateTime. Format |Status Details

; ; 07/26/2011  Acrobat ;
p: A0
981366 5402509 PO Dispatch/Print 410:47PM (*.pd) Posted Details

Click on the Administration tab then click the Refresh button until the Status =
Posted

Once the Status = Posted click the PO Dispatch/Print link in the description
column, a new window will open displaying the PO for print.
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g PURCHARE GRDER NC. MUST ASPEAR O ALL INVOICES, DELIVERY
5 BILLS OF LADING, FACKADES AND CORREJFONDENCE.

Lz Purchase Order Date Revision Page
01110-0000000355 07/31/2007 1
Payment Terms _ Freight Terms PO Status Currency
Tue Now Destination  Dispatched uso
tate of Vermont Buyer Phone
Fihance and Management Department Morse, Linda E23-23178
Difizion of Financial Operations Ship To: Finance and Management Depariment
Division of Budgst Operations
Vendor: 0000264552 108 State 5t
Antec Censulting Groug Mantpelier VT 05808-0401
230 Peachiree St NE Ste 2075 nited States
Atlanta GA 30208
Bill To Finance and Management Department
Diwvision of Budgst Operations -
104 State St
Montpelier VT D5608-0401
United States
B [Line-ScH Desoription Guantity  UOM Unit Price Extended Amt Due Date |
-1 Comsulting Bervices for a 1.00 EA 35,400, 00000 35,400.00 07/31/2007
nzeds apsesement for Time &
Lapor Mcdaule implementation.
@
5
E ontract 1D 0000000D0000000000001 1424 Contract Line: 1
g
1
fi ftem Total 35,400.00
q Tatsl PO Amount
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Downloaded {0 B} : \ Unknawn Zone

Click the printer icon in the toolbar to print the purchase order
You have completed Printing an Authorized Signature Purchase Order
A complete listing of reports and queries available in VISION for the Purchasing

module can be found in the Reporting Manual on the Finance & Management
website at: http://finance.vermont.gov/training-and-support/vision-manuals.
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