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Revisions to Manual

October 2016:

Contact and link information updated

May 2012:

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 done list isn't
available. All existing run controls will have the server removed.

Delete/Cancel Purchase Order - In this section, information and
screenshots have been added to say that when cancelling a purchase order,

you must first change the accounting date to the current date, if the
accounting date is in a closed period.

May 2010:

Closing a Partially Vouchered PO to Adjust the Released Amount on
Contract Used — This section has been added to demonstrate how you can
make changes to a purchase order to effectively update the released amount
on a department-specific contract.

Finalize a PO on the PO Voucher — In this section, the introductory notes
have been re-worded to offer additional assistance on the use of this process.

VT PO Budgetary Activity Report — This report replaces the VT Req & PO
Budgetary Activity Report from the earlier version of this manual. This new

report includes Contract ID, for those POs drawing down on a Contract and
also returns PO Status information.

April 2010:

Business Process — Two new paragraphs have been added about the
processing of Purchase Orders created by the BGS Office of Purchasing and
Contracting.

Change Contract ID in a Purchase Order — A new section has been added
to demonstrate how you can add/change/delete Contract ID’s from a
Purchase Order.
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Business Process

Approving a Purchase Order signifies the PO is a valid PO and all data in the PO
is accurate. A purchase order must be approved and dispatched before it can
be used in a voucher.

Purchase Orders Created by the Office of Purchasing & Contracting:
In the case of an RFQ, when the process is complete, the Purchasing Agent will

build a Purchase Order from the Requisition to the successful vendor from the
Request for Quote procedure. The Office of Purchasing & Contracting will notify
the requestor that the Purchase Order has been approved for release and is then
available to the department to budget check and approve.

NOTE: The Purchase Order should not be processed until
notification is received from the Office of Purchasing & Contracting.
Once notification has been received, it is the department’s
responsibility to budget check and approve the Purchase Order and
notify the vendor to order the material.

Per Finance and Management’s Month-End Closing Instructions,
purchase orders must to be approved and budget checked before
the 5% day of the following month. The Office of Purchasing &
Contracting is aware of this deadline and should allow
Department’s time to meet this requirement.

Budget Checking enforces budgetary control on financial transactions. The
system verifies, on a transaction by transaction basis, that the total committed
and/or expended amount does not exceed the budgeted amount. When a PO
successfully passes budget check the budget encumbrance amounts in
commitment control are updated ensuring commitment totals for any chartfield
combination are kept up to date. All lines on a transaction must pass budget
checking for the transaction to receive a Val/id budget status. Transactions with
an Error budget status have one or more budget exceptions, which is a
transaction or a transaction line that has failed budget checking. Transactions in
Error status must be corrected. All budget check errors can be reviewed using
the following navigation: Commitment Control > Review Budget Check
Exceptions.

Dispatching a PO allows you to print the purchase order and also moves the PO
to a dispatched status that makes it available for use in a voucher. With
PeopleSoft Purchasing, you can dispatch and print your POs individually or in
volume. You can dispatch them from the online pages or through a run control
page (batch process). A PO must have a status of Approved and Valid Budget
Check to be eligible for dispatch. There is a nightly Dispatch batch process that
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runs that moves POs with an approved status and a valid budget check to
Dispatched.

Reconciling a Purchase Order changes the status of a purchase order to
Complete. Purchase Orders that have been canceled and/or liquidated need to
be moved to a Completed status. Purchase Orders with a remaining
encumbrance can also be moved to complete and the encumbrance liquidated on
the Reconciliation Workbench by selecting to “close” the purchase order(s).
Doing this regularly (we recommend monthly) throughout the year will keep the
volume of POs on the VT Req & PO Budgetary Activity report at a more
manageable level, helping to ensure timely month-end and year-end closing.

A Purchase Order can be moved to Complete on the Reconciliation Workbench if
all of the following is true:

e The Purchase Order status is Canceled, Dispatched, or Approved
e The Purchase Order has a valid budget check
e The Due date is less than or equal to the current date

o If matching is applicable the Purchase Order has been fully matched
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Approve a Purchase Order
Situations when this function is used: A purchase order has been entered
in the system and needs to be Approved so that it can be Budget Checked and
an order placed with the vendor.

Navigation: Purchasing > Purchase Orders > Add/Update Pos

Click on Find an Existing Value, enter the PO ID, and click the Search button

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

Purchase Order

Enter any infarmation you have and click Search. Leave fields blank for a list of all value:

it an Exstng vaws | |

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

Business Unit; = - p1110 Q,

PO 1D: begins with - (0000000581

Purchase Order Date: = - El

PO Status: = - -
Short Vendor Hame; beqgins with - &'
Vendor IDx begins with - ')
Vendor Name; beqgins with -

Buyer: begins with - QL

Buyer Hame: begins with - QL

PO Type: = - -

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

[l case Sensitive

Search | Clear |Easic8earch Bl save Search Criteria

Review the purchase order to make sure that all of the information is accurate
before clicking on the approve button.
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Click the Approval icon

Favorites | Main Menu > Purchvasing b3 Purchass Orders » Add/Update POs

Maintain Purchase Order

Purchase Order

Unit: 01110 PO Status: Open ™ X
PO ID: 0000000581 Budget Status: Mot Chicd s

Copy From: - | Hold From Further Processing

*P0 Date: 07/26/2011 5] Vendor Search Doc Tol Status: Walid

Vendor I‘\IICDMCDAT\—UU‘I Q, vendor Details

*Vendor ID: 0000000017 C Nicom Coatings Corp Receipt Status: Not Recvd

*Buyer: TJARVIS Q. Janis,Tanya *Dispatch Method:  Print A Bz gaitei] |
PO Reference: |EGS SSCF EXT. JOINT SEALANT Amount Summary
HeaderDetalls PO Alivities Add ShipTo Comments Merchandise: 15000 e |
PO Defaults Document Status FreightTax/Misc.: 0.00
Add Comments Requisitions Total Amount: 150.00 USD

Add ltems From Select Lines To Display

Catalog ltemn Search Line: A Te Q M

Lines stomize | Find | View Al | = First KN 1 of 4 I Last

[ Detaiis | shipTomuepate T Stawses [ remmformation [ atrbutes T mFa T contract T Receiing

Line tem Description PO Qty *UOM |Category Price Amount | Status
1B Contractor to provide all 2 €&, | 1.0000 [EAQY, 31301 Q [150.00000 150,00 Acive (2 [ ] =]

The purchase order is now in Approved status.

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

Maintain Purchase Order
Purchase Order

Unit: 01110 PO Status: Approved g b 4
PO ID: 0000000581 Budget Status: Not Chi'd s
Copy From: - [“] Hold From Further Processing
*PO Date: ’W [ Vendor Search Doc Tol Status: valid
Vendor NICOMCOATI-001 € Vendor Details
*Vendor ID: WQ Nicom Coatings Corp Receipt Status: Mot Recvd
“Buyer: TJARVIS Q. Jamis,Tanya *Dispatch Method:  Print - [Dispate |
POReference: BGS SSCF EXT. JOINT SEALANT
Header Detalls PO Acthities Add ShipTo Comments Merchandise: 150.00 Catcuiat |
PO Defaults Document Status FreightTax/Misc.: oo
Add Comments Requisitions Total Amount: 150.00 USD

Catalog ltem Search Line: S Q M

[ Details | ShipToDueDate | Statuses | keminformaton | Attributes | RFQ T Contract | Receiving
Line Item Description PO Oty =UoM Category

1B QU Contractorto provide all = £, 1.0000 [EA Q91301 Q@ [150.00000 150.00 Acive ¢ [E ] [

Lines

Click the Save button.

You have completed Approving a Purchase Order
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Budget Check a Purchase Order

In the Purchasing module there are 2 ways to perform budget checking. Both
are illustrated here. The first is the online method and the second is done using
a batch process.

Situations when this function is used: A Purchase Order has been entered,
approved, and is now ready to be budget checked. Budget checking encumbers
the money in the budget for this purchase. This means that your available
Budget Amount is reduced by the amount of the purchase order.

1. Online Method
Navigation: Purchasing > Purchase Orders > Add/Update POs
Click on Find an Existing Value, enter the PO ID, and click the Search button

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 value:

Find an Existing Value

Maximum number of rows to return (up to 300): 300

Business Unit; = - 11410 Q

PO ID: begins with - 0000000581

Purchase Order Date: = - =]

PO Status: = A hd
Short Vendor Name: begins with - aQ
Vendor ID: beging with - QL
Vendor Hame; pbegins with -

Buyer: begins with - QL

Buyer Hame: begins with - QL

PO Type: = - -

Purchase Order Reference:  begins with -
Hold From Further Processing

Case Sensitive

Search | Clear |Easi|: Search Save Search Criteria
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Click the Budget Check icon

Favovrfces Ma\nvMenu ¥ Purcrlasing » Purchasve Orders » Add/Update

Maintain Purchase Order

Purchase Order

Line: Q

Catalog ltem Search

Lines

Line ,7 Hem Description

1B Y Contractor to provide all

PO Oty
- B 1.0000 EA Q4 [91301 © [150.00000

Unit: 01110 PO Status: Apprd ™ ®
PO ID: 0000000581 Budget Status: NotChid — BF

Copy From: - [T Hold From Further Processing
*PO Date: 07/26/2011 [+ Vendor Search Doc Tol Status: Valid

Vendor NICOMCOATI-001 G Vendor Details
*Vendor ID: 0000000017 Q. Nicom Coatings Corp Receipt Status: NotRecvd
*Buyer: TJARVIS Q. Janvis, Tanya *Dispatch Method:  Print - Dispateh |
PO Reference: |EGS SSCF EXT. JOINT SEALANT Amount Summary

HeaderDetails PO Activiies Add ShipTo Comments Merchandise: 15000 e |
PO Defaults Document Status FreightTax/Misc.: 0.00

Add Comments  Reguisitions Total Amount: 150.00 USD

Add Iltems From Select Lines To Display
To: Q Retrievel

First 4] 1.0f1 ] Last

[ Details | ShipToDueDate | Statuses | temmformation | Attrioutes | BFG T Contract | Receiving

Amount | Status

150.00 Active

UoM Category

2 [ E

Note: If this icon doesn't appear on your page you may not have budget
checking security or the PO is not in a status that makes it available for budget

check.

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

Maintain Purchase Order

Purchase Order

Unit: 01110
PO ID: 0000000581
Copy From: -

*PO Date: [o712612011 [ vendorsearch
Vendor [McomMCoATI001 @, vendor Details
*Vendor ID: [ooooooo017 /@ Nicom Coatings Corp
*Buyer: ’WQ Janis Tanya

PO Reference: |EGS SSCF EXT. JOINT SEALANT

Header Details PO Activities Add ShipTo Comments
PO Defaults Document Status
Add Comments Requisitions

Line: Q

Catalog ltem Search

Lines

Line liem Description

PO Status:
Budget Status:

Approved x
Valid
[ Hold From Further Processing

Doc Tol Status: Valid
Receipt Status: Mot Recvd
*Dispatch Method:  Print - Dispatch
Amount Summary
Merchandise: 150.00
. . Calculate
FreightTax/Misc.: 0.00
Total Amount: 150.00 USD

Add ltems From Select Lines To Display
To: Q. Refrieve

First BN 1 of 1 B Last

Customize | Find | View All| = |

[ Details | ShipToDueDate | Statuses [ eminformation | Attributes | RFQ T Contract | Receiving
PO Oty

1B 4 Contractor to provide all 2 5 1.0000 [EA 4 (91301 Q |150.00000

Category Price Amount | Status

150.00 Active

*UOM

O E R E
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When the process completes the word Valid will appear next to Budget Status.
If the Purchase Order does not pass the budget check process the word Error
will populate that field. To determine what the budget checking error is click on
the Error link. This will open a new window showing you the Purchase Order
Exceptions page providing information about the error. If the PO has multiple
lines click on the Line Exceptions tab to determine the line(s) that have failed
during the budget checking process. You can also review the error using the
following Navigation: Commitment Control > Review Budget Check
Exceptions > Purchasing and Cost Management > Purchase Order.

You have completed Budget Checking a PO using the online method
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2. Batch Process Method

Navigation: Purchasing > Purchase Orders > Budget Check

Click the Add a New Value tab, enter a Run Control ID (Example:
PO_Budget_Check), and click the Add button

NOTE: Run Controls should not be shared between modules. For
example, the budget checking run control used in AP should not be
used for Purchase Orders.

Favorites = Main Menu > P'l..IFChvEISiI'Ig = F‘l..IFChEISEvCleEFS » Budget Check

PO Budget Check Request

| 1 At atow vau

Run Control ID: |

Add

In the Process Frequency box select Always and enter a Description.

In the Process Options box use the drop down arrow next to Business Unit to
select Value and enter the Business Unit number. Note: You must enter a
Business Unit in the field. If Business Unit is not entered then budget
checking will occur for POs in ALL business units.
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Favarites Main Menu > Purchasing > Purchase Orders > Budget Check

Budget Check Request

Run Control ID:  PQ_Budget_Check_Request Report Manager Process Monitor

Budget Check Request Find | View Al First K 1 or 1 I Last

[+[=]

Process Frequency

Request Number: 1

) Once
_ | s PO Budget Chect Request
@ Atways Description: | q g

) Don't Run

Process Options

*Business Unit: Yalue - Business Unit: W QL
PO ID: Value ~  POID: (0000000B81
PO Date: Al -

Actg Date: Al -
PO Type: All -
Buyer ID: All -
QOrigin: All -
PO Status: All -
Mid Roll Status:  All -

Under PO ID you have three options

e All — will process all purchase orders that are in approved status for the
business unit selected.

e Range — will process all purchase orders that are in approved status within
the number range selected.

e Value — will process the purchase order that is entered in the field.
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Favorites Main Menu > Purchasing » Purchase Orders > Budget Check

Budget Check Reguest

Run Control ID:  PO_Budget_Check_Request Report Manager Process Monitor

Run

Budget Check Reguest ew Al Firat | 4 10f1 n Last

F[=]

Process Freguency

Request Number: 1

) Once
@ Always
) Don't Run

Process Options

*Description: |PO Budget Chect Request

*Business Unit: Value - Business Unit: W Q
PO ID: Value - POID: [ooooooosst @
PO Date: All -

Actg Date: All -
PO Type: All -
Buyer 1D: All -
Origin: All -
PO Status: All -
Mid Roll Status: Al -

For this we chose Value. Once Value is selected the PO ID: box will show and
you will need to enter in the PO ID.

Click the Run button

Check the select box next to Comm. Cntrl Budget Processor, and click the OK
button

Fa\rovr'rtes MainvMenu b Purchvasing > Purchasg[}rders > Budget Check

Process Scheduler Request

User ID: TJIARVIS Run Control ID: PO_Budget_Check_Request
Server Name: Run Date: 08/09/2011 5
Recurrence: ¥ Run Time: 10:14:24AM Resetto Current Date/Time |

Time Zone: Q

Process List

Select |Description Process Hame Process Type *Type *Format Distribution

Comm. Cntrl. Budget Processor FSPKBDP3 COBOL sQL {Mone) (None) - Distribution
] Daily AOT Purchasing Processes VTAOTPUR PSJob (Mone) - (Mone) ~ Distribution

OK | Cancel |
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Once the Budget Check Request page returns click the Process Monitor link

Favorites Main Menu Purchasing > Purchase Orders > Budget Check

Budget Check Request

Run Control ID:  PO_Budget_Check_Request

Report Manager Process Monitor Run

Budget Check Request

Find | View Al First BN 1 or 1 I Last

+
Process Freguency =]
Request Number: 1

) Once
® Always *Description: PO Budget Chect Request

1 Nn't Run

Click the Refresh button until the Run Status = Success or Warning and the
Distribution Status = Posted

Click on the Details link

Favorites  Main Menu > Purchasing > Purchase Orders > Budget Check

Process List Server List

View Process Request For

UseriD: TIARVIS Q. Type: ~ Last - 5  Days v
Server: ~ HName: Q Instanoe:| to |

Run ~ Distribution - Save On Refresh

Status: Status:

Process List

Customize | Find | View All| First B 128 o 28 Il Last
Select (Instance | Seq. |Process Type Process Hame (User Run Date/Time Run Status
5402618 COBOL 5L FSPKBDP3 TJARVIS 08/09/2011 10:21:43AM EDT

Success Posted @
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Click on the Message Log link

Favorites Main Menu > Purchasing > Purchase Orders > Budget Check
Process Detail
Instance: 5402618 Type: COBOL s0L
Name: FSPKBDP3 Description: Comm. Cntrl. Budget Processor
Run Status:  Success Distribution Status: Posted
Run T W pate rocess
Run Control ID: PO_Budget_Check_Request Hold Request
Location: Server Queue Request
Server: L Cancel Request
_ Delete Request
T Restart Request
Request Created On: 08/09/2011 10:21:464M EDT Parameters Transfer
Run Anytime After:  08/09/2011 10:21:43AM EDT Message Log
Began Process At 08/09/2011 10:22:02AM EDT Batch Timings
Ended Process At:  08/09/2011 10:22:17AM EDT View Log/Mrace

The message log shows the number of Documents Processed and the number of
Documents with Errors.

Favorites Main Menu > Purchvasing > Purchasev[lrders » Budget Check

Message Log

Process

Instance: 5402618 Type: COBOL SQL

Name: FSPKBDP3 Description: Comm. Cnirl. Budget Processor

Firstn 1-8 of 8 n Las]

Severity |Log Time

10 10:22:02AM Commitment Control Budget Processing has begun.
R Begin request number 0001 for User ID "TJARVIS™ and .
iU = Run Control ID "P0O_Budget_Check_Request”. ﬂl
End request 0001 for "TJARVIS™ !
10 10:22:15AM "P0O_Budget Check_Request”. Documents Processed: Explain
00001, Documents with Errors: 00000,
e Begin request number 0002 for User ID "TJARVIS™ and .
o s Run Control ID "PO_Budget_Check_Request”. M‘
5. Mo data was selected to process for request number 5
10 10:22:15AM 0002, Explain
End request 0002 for "TJARVIS™ !
10 10:22:15AM "PO_Budget_Check_Request”. Documents Processed: Explain
00000; Documents with Errors: 00000,
10 10:22:15AM Commitment Control Budget Processing Complete. Explain

10:2217AM Successfully posted generated files to the report repository  Explain

Return
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If you have Errors Navigate to: Commitment Control > Review Budget Check
Exceptions > Purchasing and Cost Management > Purchase Order

Fa\fovr'rtes : Main'Menu > Comm'rtme'nt Control > Review Budget gheck Exceptions > Purchasing and C'ust Management : Purchase Order

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 300); |200

Commitment Control Tran ID: begins with - |

Commitment Control Tran Date: = - El
Business Unit: = ¥ 01110 Q

PO Number: begins with « Q
Process Instance: = -

Process Status: = - -

Search Clear |Basic Search Save Search Criteria

Change the Process Status to = Errors Exist

Favorites | Main Menu > Commitment Control » Review Budget Check Exceptions » Purchasing and Cost Management > Purchase Order

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 300). |300

Commitment Control Tran ID:  begins with

Commitment Control Tran Date: = - El
Business Unit: = - 01110 a
PO Number: begins with - &}
Process Instance: = -
Process Status: = - Errors Exist -
Search Clear |Basic Search Save Search Criteria
Click Search
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Favorites | Main Menu >
e =

Purchase Order

Find an Existing Value

Comm'rtmevnt Control >

Review Budget gheck Exceptions

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

> Purchasing and Cvost Management

>

Commitment Control Tran 1D:

Business Unit:
PO Number:
Process Instance:

Process Status:

Search Clear

Maximum number of rows to return (up to 300). |300

begine with ~ |

Commitment Control Tran Date:

- =l

[o1110

= -

L L=

beqins with - |

- =

Errors Exist -

= -

Basic Search [E) Save Search Criteria

Search Results

Commitment Col

| Tran ID|Commitment Control Tran Date |Business Unit| PO Number |Process Instance |Process Status

0015648386 02/21/2008 01110 0000000417 3671143 Error
0015648391 02/21/2008 01110 0000000418 3671143 Error
0018846125 06ME/2011 01110 0000000567 5375014 Error
0018846126 06ME/2011 01110

0000000571 5375014/Err0r

Returns a list of purchase orders that are in budget check error.

Click on the link

Favorites | Main Menu >
LS, -

Purchase Order Exceptions

Cormmitment Control >

Review Budget Check Exceptions

Line Exceptions

» Purchasing and Cost Management

Search |

Budgets with Exceptions
Budget Override T Budget Chartfields

Busmess ﬂe_

||

Customize | Find | Vi

1 & 01110 APFPROP Mo Budget Exists GoTo ..
2 01110 ORG No Budget Exists GoTo.. &
R g D : A

Business Unit: 01110 PO Number: 00000005718
*Exception Type: Error - [] override Transaction g
Maximum Rows: 100 More Budgets Exist Advanced Budget Criteria

First e 1-2 of 2 b Last

Exception err Transfer

Click on the Go To 4 icon
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Fa\.rovr'rtes MainvMenu > Commitment Control > Review Budget Check Exceptions > Purchasing and Cost Management : Purchase Order

Please select one of the following links:

Go to Budget Exceptions
Go to Budget Inguiry

Cancel |

Click on Go to Budget Inquiry link

Favovr'rtes Main‘[denu > Comm'rtme'nt Control > Review Budget gheck Exceptions > Purchasing and C'ust Management : Purchase Order

Commitment Control Budget Details

Business Unit Ledger Group Account Fund Code |Department Program Code |Budaget Period
01110 ORG 000100 10000 1110891014 2012

Ledger Amounts

Budget: O.DDE LISD Attributes Display Chart | 0

Expense: 0.00F USD oot/ Children Max Rows | 100
Encumbrance: 0.00 5 usD N \ated Budget
Pre-Encumbrance: 0.00 F USD S30ciated BUCgels
Associate Revenue: U.UD;’E usD
Available Budget
Without Tolerance: 0005 UsSD  Percent: {0%) & Forecasts
With Tolerance: 0005 USD  Percent: (0%) &
Budget Exceptions
Exception Errors: 1 Exception Warnings: 0 Budaet Exceptions

In this case the Fund, Department combination does not have a budget set up.

The error must be corrected and then the purchase order can be re-budget
checked.

You have completed budget checking a PO using the Batch Process
method
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Dispatch / Print a Purchase Order

Situations when this function is used: Purchase orders must be in a
dispatched status in order to be used in a voucher. The Dispatch process will
also print a purchase order.

Purchase Orders can be dispatched one at a time within each purchase order or
by running the Batch Process for Dispatch. To successfully dispatch a PO the PO
must be in Approved status and have a Valid budget check. The Dispatch

process also runs as a nightly batch process for all purchase orders that are
approved and have a valid budget check.

1. Online Method:

Navigation: Purchasing > Purchase Orders > Add/Update POs

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

Purchase Order

| [ i vao |

Business Unit: p1110 Q)

PO ID: MNEXT
Add
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Click on Find an Existing Value and enter the Purchase Order number or click
search and select from a list of values.

Favaorites 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

Find an Existing Value Add a Mew Value

Maximum number of rows to return (up to 300); 300

Business Unit: = - [01110 Q

PO ID: begins with ~ [0000000F&1

Purchase Order Date: = - | ]

PO Status: = - -
Short Vendor Name: begins with - | Q,

Vendor ID: begins with - | Q

Vendor Name: begins with - |

Buyer: begins with - | Q

Buyer Name: begins with = | Q,

PO Type: = - -
Purchase Order Reference:  begins with - |

Hold From Further Processing |

[C] case Sensitive

Search | Clear |Elasic:Searc:h [E] 3ave Search Criteria

Maintain Purchase Order page opens.

Favovm:engavaenu » Purchvasmg » Purchasg Orders > Add/Update POs

Maintain Purchase Order
Purchase Order

Unit: 01110 PO Status: Approved A X
POID: 0000000581 Budget Status:  Valid

Change Order: 1

Copy From: - [ZI Hold From Further Processing

- header |
*PO Date: [o7iz62011 |0 Wendor Search Doc Tol Status: Vvalid

Vendor MNICOMCOATI-001 Vendor Details Backorder Status: MNone Create BackOrder
*Vendor ID: 0000000017 Nicom Coatings Corp Receipt Status: Mot Recvd

*Buyer: T. Jarvis Tanya *Dispatch Method:  Print - Dispatch

PO Reference: BGS E 12 T Amount Summary

Header Details BO Activities Add ShipTo Comments Merchandise: 300.00 Calculate

PO Defaults Document Status FreightTaxiMisc.: .00

Add Comments Requisitions Total Amount: 300.00 USD
Select Lines To Display

To: ’_

Catalog ltem Search Line: Q

Lines

Details | Ship ToDueDate | Statuses | teminformation | Attributes |
Lne [ item Description

Contractor to provide all 130T,
materials and equipmy

Click the Dispatch button
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l-avovrn:es i MHII’IvI"\"IE!nU > Purchasing > Purchase Orders > Add/update PUs
H - -

Dispatch Options

Dispatch Option

Fax Cover Page: [ Test Dispatch
[Tl Print BU Comments
Server Name: Print Duplicate on PO
*Qutput Destination Type: WEB - CIPrint Changes Only
Print PO Item Description
*Qutput Destination Format: FDF M PrintCopy  Number Of Copies:| 1

OK | Cancel | Refresh |

Make sure the Print Copy box is checked if you want to print the purchase order.

Click the OK button.

The following message will appear on your screen

Favuvr'rtesﬁMainvl\vlenu > Purchasing > Purchase Orders > Add/Update POs

New Window | Help | §

Would you like to wait for confirmation that the PO Dispatch process has completed? (10208 44)
Your requestis currently in process. If you choose to wait, once the process has completed, you will be returned to the updated PO. If you choose not to wait, please check the Process Monitor to verify that the scheduled process

has completed before accessing the PO being dispatched.
Yes No

Click Yes

Once the dispatching process is complete your screen will return to the Maintain
Purchase Orders page.

Favorites © Main Menu > Purchasing » Purchase Orders > Addf/Update POs

in Purchase Order
Purchase Order

PO Status: Dispatched A X
Budget Status:  vaiig

Unit: 01110

POID: 0000000581

Change Order: 1
- ["] Hold From Further Processing

‘Copy From:

*PO Date: (072622011 [H  Vendor Search Doc Tol Status: ~ Valid
Vendor {ICOMCOATI-001 Vendor Details Backorder Status: None Create BackOrder
*Viendor ID: 17 Nicom Coatings Corp Receipt Status: ot Recvd

“Buyer: TIARVIS Janis Tanya “Dispatch Method:  Print - i

PO Reference: OINT SEALANT
HeaderDetals PO Advies Add ShipTo Gomments Merchandise: 000 e

PO Defaults Document Status FreightiTaxMisc.: 200

Add Comments Requisitions Total Amount: 300.00 USD

Q1| @ Retieve

Catalog tem Search Line:
First n 10f1 n Last

Lines stomize | Fing | view 41| 2] 3
| Detaits | ShipToDueDate | Statuses [ teminformation [ Atributes | RFQ T Contract | Recswing
tem [ [ [roany “UOM |Cateqory |Price Amount [Status

Gontractor to provide all labor,

Line

materials and equipment as
necessary to remove and
En replace exterior joint sealant 20000 [s000000 ol
1@ on the exterior of the four (4) 7 20000 EA (91301 Q [150.00000 300.00 Active O[3 =
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The purchase order now has a PO Status = Di
To print the purchase order:

Navigation: Reporting Tools > Report Mana
Click on the Administration tab

Fa\.fnvr'rtes MainvMenu » Reporting Tools > Report Manager

List Explorer Administration Archives

spatched.

ger

Type: N - | Last

User ID:

View Reports For

1 Refresh |

- -

Days

-

Status: Folder: ~ Instance: |

Report List

Prcs
Instance

Select :]e rt

. 08/09/2011
981439 5402621 Email 10-42-28A0
. ) } 08/09/2011
=ingle FU DispatchiFrint AT
931438 5402620 Single PO Dispatch/Print 10422841

Description

Click on the Single PO Dispatch Print link once

to: |

First n 1-4 of 4 u Last

Format |Status Details
Acrobat .
Posted Details
(*.pdf} —
Acrobat .
Posted Details
(*.pdf} I—

the Status = Posted.

= 8 ;ﬁj- @‘j 1 /1 ®@® 130% - =5 [ Fine
=]
ix PURCHASE ORDER NO. MUST APPEAR ON ALL INVOICES, DELIVERY
MEMORANDA, BILLS OF LADING, PACKAGES AND CORRESPONDENCE.
Purchase Order Date Revision Page
01110-0000000581 07/26/2011 1 - 08/05/2011 1
Payment Terms  Freight Terms PO Status Currency
Net 30 Destination CHANGE ORDER usp
State of Vermont Buyer Phone
Finance and Management Department Jarvis, Tanya
Division of Financial Cperations Ship To: Finance and Management Department
Division of Financial Operations
Vendor: 0000000017 109 State St 4th Fir
Nicom Coatings Cor Montpelier VT 05609-5901
140 Industrial Lane-Berlin United States
Barre VT 05641
Bill To: Finance and Management Department
Phone: 802-229-5261 Division of Financial Operations
109 State St 4th FIr
Montpelier VT 05609-5901
United States
Line-Sch Description Quantity UoM Unit Price Extended Amt Due Date
1- 1 Contractor to prowvide all 2.00 EA 150.00000 300.00 08/25/2011

labor, materials and
equipment as necessary to
remove and replace exterior

Purchase Order opens. To print the purchase

order click on the printer icon.

You have completed Dispatching a Purchase Order and printing the

purchase order using the

Purchase Orders 102
VISION 8.8
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online method.
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2. Batch Process method:
Navigation: Purchasing > Purchase Orders > Dispatch POs
Click on Add a New Value, enter a Run Control ID and click the Add button
NOTE: Run controls should not be shared between processes. For
example, different run controls should be used for dispatching

purchase orders and budget checking purchase orders.
Faw:g'rt% : MainvMenu > Purch‘EEing > F‘uru:hamav Orders > Dispatch POs

Dispatch Purchase Orders

| [ v vaie |

Run Control ID:|Dispatch_PO)|

Add

Enter your Business Unit and the PO ID number. In the Miscellaneous Options
box in the Chartfields field the value of “Valid Chartfields” defaults in use the
drop down arrow to change this to “"Recycled AND Valid Chartfields” and click the
Run button.

Favorites © Main Menu > Purchasing > Purchase Orders > Dispatch POs
- : - - =

Dispatch Purchase Orders
. i Run |
Run Control ID: Dispatch_PO Report Manager Process Monitor

Language: English ¥ (@ Specified ) Recipient's

Process Request Parameters Statuses to Include
Business Unit: (01110 & To: ({01110 C [“Approved  [“IDispatched  [| Pending Cancel

PO ID: 0000000581 | gelect Purchase Order Dispatch Methods to Include
FOSITE GEREEE Print [VIFAX EDX  [Z]E-Mail Phone
Contract SetiD: Q - -

Miscellaneous Options
Contract ID: Q
Release: &} *Chartfields: Valid Charffields -
From Date: 1] Change Orders: Changed and UnChanged Orders
Through Date: 5 [] Print Changes Only  [7] Print PO ltem Description
Vendor ID: Q [*] Test Dispatch [C] Print Duplicate
Buyer: Q [“] Print Copy
Fax Cover Page: Q [T Print8Y Comments  SortBy: LineMo. =~

(To print the purchase order you would click on the Print Copy button and then
follow the navigation to the Report Manager from the previous exercise.)
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Process Scheduler Request

Fa\rovr'rtes Main‘[v'lenu » Purchasing » Purchase Orders > Dispatch POs
i - -

Process List
Select

= PO Dispatch & Email FODISP

PO Dispatch/Print POPOQ0O0S

&= Email PO_PO_EMAIL
OK | Cancel |

Description Process Hame Process Type *Type *Format

User ID: TJARVIS Run Control 1Dt Dispatch_PO

Server Name: Run Date: 08/09/2011 [#]

Recurrence: *  Run Time: 10:56:37AM Resetto Current DateiTime |
Time Zone: Q

Distribution

PSJob (Mone) = (Mone) - Distribution
S0OR Report Web * PDF = Distribution
Application Engine  Web * TKT + Distribution

Mark the checkbox to the left of PO Dispatch/Print (POPO005).
Click OK this will bounce you back to the Dispatch Purchase Orders request page.

Click on the Process Monitor link.

Favorites :
& :

Dispatch Purchase Orders

Main Menu » Purchasing > Purchase Orders » Dispatch POs
- - -

Report Manager

Process Monitor A

Run Control ID: Dispatch_PO

Language:  English v @ Specified (' Recipient's
Business Unit: 01110 @ To:[01110 | Q
PO ID: 0000000581 O, gelect Purchase Order
PO Status Approved
Contract SetD: | Q@
Contract ID: | Q,
Release: l— Q
From Date: ,7 B
Through Date: ,7 Eﬂ
Vendor ID: [ a
Buyer: I— &'}
Fax Cover Page: li a,

Purchase Orders 102
VISION 8.8
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Process Instance:5402622

Statuses to Include

[“|Approved [ |Dispatched [ | Pending Cancel

Dispatch Methods to Include

Print FAX EDX E-Mail Phone
Miscellaneous Options

*Chartfields: Valid Chartfields -

Change Orders: Changed and UnChanged Ordar: ~

[] Print Changes Only Print PO Item Description

[ Test Dispatch ] Print Duplicate

[] Print Copy

[C] Print BU Comments SortBy: LineMNo. =
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Click the Refresh button until the Run Status = Success and the Distribution
Status = Posted

Favorites Main Menu > Purchasing : Purchase Orders » Dispatch POs

Process List Server List
View Process Request For

User ID: [TJARVIS Q Type: ~ Last - 1 Days -
Server: ~ HName: ’7 Q Instanoe:| to |
JiT ~ |E¥siRniion h Save On Refresh
Status: Status:
Process List omize | Find | Vi
@ Instance ’; Process Type :;;:% User Run Datei Details
5402622 50R Report FOPOO0S TJARVIS 08/09/2011 10:56:37AM EDT Success Posted Details
5402619 PSJob PODISP  TJARVIS 08/09/2011 10:42:28AM EDT Success Fosted Details
5402618 COBOL 5QL FSPKBDP3 TJARVIS 08/09/2011 10:21:43AM EDT Success Posted Details

Click the Go back to Dispatch Purchase Orders link at the bottom of the page

Fa\.rovr'rtes MainvMenu » Purchasing : Purchase Orders > Dispatch POs
H - -

Dispatch Purchase Orders

Run Control ID: Dispatch_PO Report Manager Process Monitor B |
Language: English - @ Specified ) Recipient's
Process Request Parameters Statuses to Include
Business Unit: (01110 & To: (01110 S Approved Dispatched Pending Cancel
POID: 0000000581 |, Select Purchase Order Dispatch Methods to Include
RO SETS DEDEEIES print [J/FAX [JJEDX [/|E-Mail Phone
Contract SetiD: K
« Miscellaneous Options
Contract ID: | Q
Release: Q *Chartfields: Valid Chartfields -
From Date: [51) Change Orders: Changed and UnChanged Orders
UM e & [] Print Changes Only Print PO Item Description
enonli: Q [C] Test Dispatch [ Print Duplicate
Buyer: [“] print Copy
Fax Cover Page: Q [C] Print BU Comments ~ SortBy: LineNo. =
&l save | 54 Return to Search | [=] Motify I E‘q.Adcll Update/Display

The PO Status is now Dispatched

You have completed Dispatching a Purchase Order using the Batch
Process method
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Print a Purchase Order

Navigation: Purchasing > Purchase Orders > Dispatch POs
Click on Add a New Value tab

Enter Run Control ID — example: Dispatch_PO_Print

Favorites Main Menu > Purchasing > Purchase Orders > Dispatch POs

Dispatch Purchase Orders

Find an Existing Value Add a New Value

Run Control ID: Dispatch_PO|

Add

Click on the Add button
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)

Favorites Main Menu > Purchasing > Purchase Orders : 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 & Approved Dispatched Pending Cancel
PO ID: 0000000581 | QA gelect Purchase Order Dispatch Methods to Include
BOSIans TEEEIEY Print  [/1FAX EDX E-Mail Phone
Contract SetiD: Q
Miscellaneous Options
Contract ID: [ Q
Release: Q *Chartfields: Valid Chartfields -
From Date: [ Change Orders: Changed and UnChanged Orders -
Through Date: & [ Print Changes Only ~ [7] Print PO item Description
Vendor ID: Q [C] Test Dispatch [T Print Duplicate
Buyer: Q [T Print Copy
Fax Cover Page: Q [IPrintBU Comments  SortBy: LineNo.  ~
E[ISavel .QReturntuSearchl +[E Previous '_z-'I ¢|§|Nex1inLi5t| IEINDtifyl E'q-Adcll A Update/Display |
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Click the Run button

Favorites Main Menu > Purchasing » Purchase Orders » Dispatch POs

Process Scheduler Request

User ID: TJARVIS Run Control ID: Dispatch_PO

Server Name: Run Date: 08/09/2011 [#]
~*  Run Time: 11:02:38AM Resetto Current Date/Time |

Recurrence:

Time Zone: Q

Process List

Select |Description Process Hame Process Type *Type *Format Distribution

] PO Dispatch & Email PODISP PSJob (None) =+ (Mone) = Distribution

PO Dispatch/Print POPO0O05S SOR Report Web ~ FPDF ~ Distribution

] Email PO_PO_EMAIL Application Engine  Web v TKT = 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.

Favorites Main Menu > Purchasing > Purchase Orders : Dispatch POs
Dispatch Purchase Orders
) p Run
Run Control ID: Dispatch_PO Report Manager Process Monitor
Language:  English v (@ specified ) Recipient's
Process Request Parameters Statuses to Include
Business Unit: 01110 & To: (01110 & Approved Dispatched Pending Cancel
PO ID: 0000000581 | QA gelect Purchase Order Dispatch Methods to Include
BOSIans TEEEIEY Print  [/1FAX EDX E-Mail Phone
Contract SetiD: Q
Miscellaneous Options
Contract ID: [ Q
Release: Q *Chartfields: Valid Chartfields -
From Date: [ Change Orders: Changed and UnChanged Orders -
Through Date: & [ Print Changes Only ~ [7] Print PO item Description
Vendor ID: Q [C] Test Dispatch [T Print Duplicate
Buyer: Q [T Print Copy
Fax Cover Page: Q [IPrintBU Comments  SortBy: LineNo.  ~
Bl save | £\ Return to Search | 4[5 Previous in List I +[E| Mext in List | [=] Notify | E'q.Adcll Update/Display
Click the Report Manager link
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Click on the Administration tab then click the Refresh button until the Status =
Posted

Favovr'rtes MainvMenu b Purcl‘@sing b Purchase'Orders » Dispatch POs

List Explorer Administration Archives

View Reports For
User ID: TJARVIS Type: v Last - 1 Days -

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

Report List Customize | Find | View A1 G0 | 3 First Bl 46 o6 Il Last

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

: ) 08/09/2011  Acrobat ;
p e
931441 5402623 PO Dispatch/Print 11.03:07AM  *.0d Posted Details

Once the Status = Posted click the PO Dispatch/Print link in the description
column, a new window will open displaying the PO for print.

= EH g @ 1 /71 @@ 130% - i (] § Fina
ix PURCHASE ORDER NO. MUST APPEAR ON ALL INVOICES, DELIVERY
MEMORANDA, BILLS OF LADING, PACKAGES AND CORRESPONDENCE.
Purchase Order Date Revision Page
01110-0000000581 07/26/2011 1 - 08/09/2011 1
Payment Terms  Freight Terms PO Status Currency
Net 30 Destination CHANGE ORDER Usp
State of Vermont Buyer Phone
Finance and Management Department Jarvis, Tanya
Division of Financial Operations Ship To: Finance and Management Department
Division of Financial Operations
Vendor: 0000000017 109 State St 4th FIr
Nicom Coaiin%_s Cor Montpelier VT 05609-5901
140 Industrial Lane-Berlin United States
Barre VT 05641
Bill To: Finance and Management Department
Phone: 802-229-5261 Division of Financial Operations

109 State St 4th Fir
Montpelier VT 05609-5901
United States

LLike-Sch Description Quantity UOM Unit Price Extended Amt Due Date

1- 1 Contractor to provide all 2.00 EA 150.00000 300.00 08/25/2011
labor, materials and
equipment as necessary to
remove and replace exteriocr

Click the printer icon in the toolbar to print the purchase order

If you click on the PO Dispatch/Print link and a new window doesn't open check
to be sure you have pop-up blocker turned off

You have completed Printing a Purchase Order
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Cancel a Purchase Order Line

Situations when this function is used: A line of a purchase order needs to

be canceled. PO must be in a dispatched status to cancel.

Note: Itis OK to cancel a line on a PO as long as it has not been used
on a voucher. If the line was previously used on a voucher a message
will appear on the screen when you try to cancel the line. To
determine if the PO line was used on a voucher view the PO Activity
Summary page or view the Purchase Order Accounting Lines.
(Instructions on how to do either of these inquiries are included in this

manual.)

Navigation: Purchasing > Purchase Orders > Add/Update POs

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

Purchase Order

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

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

Find an Existing Value

Business Unit: =

PO ID: begins with
Purchase Order Date: = hd
PO Status: = -
Short Vendor Hame: begins with
Vendor ID: beqgins with
Vendor Name: begins with
Buyer: beqgins with
Buyer Name: begins with
PO Type: = -

Purchase Order Reference:  begins with
Hold From Further Processing

Case Sensitive

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

b1110
~ |0000000581

Search ‘ Clear ‘Easicsearch B save Search Criteria

Click the Search button
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Favorites | Main Menu > Purchasing » Purchase Orders : Add/Update POs
- H - - =

Maintain Purchase Order

Purchase Order

unit: 01110 PO Status: Dispatched A X
POID: 0000000581 Budget Status:  valig

Change Order: 2

Copy From: - ] Hold From Further Processing
-Heger |
“PO Date: (072612011 [ vendor Search Doc Tol Status:  Valid

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

*Buyer: S Jarvis, Tanya *Dispatch Method:  Print -

PO Reference: 9GS SSCF EXT. JOINT SEALANT
HeaderDelails PO Acivities Add ShipTo Commens Werchandise: 0L e |
PO Defaults Document Status FreightTaxilisc.: 0.00

Add Comments Requisitions Total Amount: 300.00 USD

Add Items From Select Lines To Display
Catalog ttem Search Line: (ST QL Retrieve|
Lines

[ Details | ShipToDueDate | Statuses | femnformation | Attributes | 8F@ T Contract | Receiving

Contractor to provide all labar,
materials and equipment as
necessary to remove and

Eh replace exterior joint sealant = &
1B on the exterior of the four (4) Ly 20000 EA (91301 © |150.00000 300.00 Active (AT =]

concrete buildings located at
the SSCF in accordance with
Aftachments A, B, C, D andE.

Click on Line Details icon next to the line that needs to be canceled

F\rstn 1 of 1 o Last

Favovr'rtes Ma\nvMenu b3 Purchvasing > Purchasg Orders > Add/Update POs

Maintain Purchase Order

Details for Line 1

PO ID: 0000000581 Vendor: MICOMCOATI-001
Line: 1 Item: Contractor to provit
Category: 91301 Line Status: Active X A
Category Desc: CONSTRUCTION SERVICES Backorder Status: Mone
Category ID: 00775 Amount Summary
Amount to Receive:  300.000 uso Merchandise Amt: 30000 usD
Quantity to Receive: 20000 Doc. Base Amt: 00.00 uso

Transaction ltem Description:
Contractor to provide all labor, materials and equipment as necessary to rgfnove and replace exterior joint sealant on the exter

Preferred Language ltem Description:

Expand All Collapse All
¥ ltem Information

» Attributes
¥ RFQ

» Contract
} Receiving

ok | cancel | Refresn

Click on Red X next to the Line Status, the following message will appear
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Favorites Main Menu > Purcl‘@sing b Purchasevorders » Add/Update POs

This action will cancel this line for this purchase order. Continue? (10200,223)

The action that you are taking will cancel this line for this Purchase Order. If you do not want to cancel this line, then you cannot perform the action at this time.
Yes | Mo

Click the Yes button

Favo_rrtes Main_Menu > Purchvasing > PurchasevOrders > Add/Update POs

Maintain Purchase Order

Purchase Order

Unit: 01110 PO Status: Dispatched A X
PO ID: 0000000581 Budget Status: NotChkd P
Change Order: 2
Copy From: - [“] Hold From Further Processing
- peaier |
*PO Date: WB Vendor Search Doc Tol Status: Valid
Vendor COMCOATI-00 Vendor Details Backorder Status: MNone Create BackOrder
*VendorID:  |0000000 7 Micom Coatings Corp Receipt Status: Mot Recvd
*Buyer: TJARVIS Jarvis Tanya *Dispatch Method:  Print - IOTEpAELC!
PO Reference: |[EGS 55CF EXT. JOINT SEALANT
HeaderDetalls PO Acthities Add ShipTo Comments Merchandise: 000 e |
PO Defaults Document Status FreightiTax/Misc.: 0.00
Add Comments  Requisitions Total Amount: 0.00 USD

Catalog Item Search Line: ’70‘ To: liq M

Lines customize | Find | View AL B B First B0 4 or 1 Bl Lt

[ Details | ShipToDueDate | Statuses | teminformation | Atiributes T BFQ T Contract | Receiving

Contractor to provide all labar,
materials and equipment as
necessary to remove and

= replace exterior joint sealant =
1B e R £ 20000 EA 91301 150.00000 200.0g Canceled (2 [ =
concrete buildings located at
the SSCF in accordance with
Attachments A, B, C, D and E.
The line status is now canceled/

Click the Save button at the bottom of the page

PO Status = Open and Budget Status =Not Chk'd. The purchase order will need
to be approved and budget checked again to reflect the change that was made
in canceling the PO line.

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

You have completed Canceling a Purchase Order line
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Cancel a Purchase Order Distribution

Situations when this function is used: A Purchase Order distribution line
needs to be canceled. PO must be in a dispatched status to cancel a distribution.

Note: Never delete a distribution line. Distribution lines should be canceled
or modified only. Distribution lines that have had a voucher entered against
them cannot be canceled.

Navigation: Purchasing > Purchase Orders > Add/Update POs

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

FEI‘..'I:ITF'ItES MainvMenu > 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.

e ancising vaus | |

Maximurm number of rows to return (up to 200); (200

Business Unit: S p1110 Q,

PO ID: begins with - (0000000581

Purchase Order Date: = - 5]

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

Buyer: begins with - Q

Buyer Name: begins with - &'}

PO Type: = - -

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

[ case Sensitive

Search | Clear |Easi|: search B Save Search Criteria
Click the Search button
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Favorites Main Menu > Purchasing > Purchase Orders > Add/Update POs
H - ~
Maintain Purchase Order

Purchase Order

Unit: 01110 PO Status: Dispatched A X
POID: 0000000583 Budget Status: Walid

Change Order: 1

Copy From: - ["]Hold From Further Processing

- weager .|
PO Date: [07:21/2011 [ vendor Search Doc Tol Status:  valid

Vendor NICOMCOATI-001 Wendor Details Backorder Status: Mone Create BackOrder
*Vendor ID: Nicom Coatings Corp Receipt Status: Not Recvd
“Buyer: WIS Janvis Tanya *Dispatch Method:  Print - M

SCF EXT.JOINT SEALANT

PO Reference:

Merchandise: 152.50

Header Details PO Activities Add ShipTo Comments

- - 5 s Calculate
PO Defaults Document Status FreightTax/Misc.: 0.00 —I
Add Comments  Requisitions Total Amount: 162,50 USD

Add Items From Select Lines To Display

Catalog ltem Search Line: A 1o Q M
Lines
[ Details | shipToDueDate | Statuses | temnformaton | atrbutes T RFa T contract | Receiving

Line tem PO Qty *UOM |Category
Contractor to provide all labor,

materials and equipment as
necessary to remove and

=0 TEL T EUETIEMISEL (5 | 10000 EA  [91301 @ [150.00000 15000 Active 0 [B [ [E]

on the exterior of the four (4)

concrete buildings located at
the S5CF in accordance with
Attachments 4, B, C, D and E.

Provide all 1abor, materials

and equipment necessary to

complete the pavement
2B maintenance projectatthe 3, | 10000 EA  [00101 | @ [2.50000 250 Acive (0 [ & [E]

Springfield State Office

Building in Springfield,

Vermont.

Click on the Schedule icon [Z next to the line you wish to change the distribution
on. This opens the Schedules page.

Favovntes Main'Menu s Purchasing > Purchase Orders > Add/Update POs

MNew Window | Help | Customize Page |
Maintain Purchase Order

Schedules
Unit: 01110 Vendor: NICOMCOATI-001
POID: 0000000583 PO Date: 0712172011

PO Status: Dispatched

Return to Main Page

ind | view Al First B 1 or1 I st
Line: 1 Item: Contractor to provide all Iabor, materials and equipment as necessary to remove and replace exteriorPO Qty:  1.0000 EA  Amount: 150.00 USD

Schedules customize | Find | view A1l B 88 st B 4 or g B Lot
Details | Statuses | Shipment | Matching | Recewing | Freight | BTV

[ched [ ['oueme [soTe | |[®oaty e | Amcunlsons |

1 [ 09082011 PFMMTP002 =1 1.0000 150.00000 15000 Active o B R [=]

Click on the Distributions/Chartfields icon =
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Favorites | Main Menu > Purch'asing 3 Purchase_ Orders > Add/Update POs —
Mew Window
Maintain Purchase Order
Distributions for Schedule 1
Unit: 01110 Vendor: MNICOMCOATI-001
POID: 0000000583 Item: Contractor to provide all labor, materials and equipment as necessary to remove and re
Line: 1
Sched: 1 Status: Active
*Distribute by: Quantity  ~ Schedule Qty: 1.0000
Merchandise Amt: 150.00 USD
SpeedChart: Q Multi-SpeedCharts Doc. Base Amount: 150.00 USD
Distribution Customize | Find | View 41| B | First Bl 1 or 1 B Last
| Chartfieids | Detaisiax | Assetinformation | ReqDetail || Statuses
[Dist [sistw  [Percent |—W|C—WW|T|7|— Class
1 Open [“100.0000 | 1.0000 15000 USD_~01110 @ [s21600 @ [10000 @ [1110003000 @0 0 Q| @ ,70\ I—Q =

Click on the ¥ button to show all fields.

Favorites  Main Menu > Purchvasmg > PurchasevDrders > AddfUpdate POs

New Window | Help | Customize Page | [
Maintain Purchase Order

Distributions for Schedule 1

Unit: 01110 Vendor: NICOMCOATI-001
POID: 0000000583 Item: Contractor to provide all |abor, materials and equipment as necessary to remove and replace exterior
Line: 1
Sched: 1 Status: Active
“Distribute by: Quantty = Schedule Qty: 1.0000
Merchandise Amt: 150.00 USD
SpeedChart: Q. Jult-SpeedCharts Doc. Base Amount: 150.00 USD

Distribution

Currency Ii *Account

1 Open 100.0000 | 1.0000 150.00 USD 01110 L 521600 € 10000 4 [1110003000 & Q Q Q Q. 150.00 USD Cumency @ [0

Scroll over all the way to the right.

Favovntes MEIHvMEﬂLI > Purchasing »> Purchase Orders > Add/Update POs

Customize | Find | View Al | (] First Bl 1 o 1 B Last

Commitment

Reguester |Reguester Name Fax Budget Status |Control Close VAT Apport CF

valid Valid [ b4 =]
Click on the ¥ next to the distribution line that you wish to cancel.
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javascript:submitAction_win0(document.win0,'PO_LINE_DISTRIB$htab$0');
javascript:submitAction_win0(document.win0,'PO_PNLS_WRK_CANCEL_DISTRIB_PB$1');

Favovntas MainvMenu > Purc@sing > Pur:hasav Orders > Add/Update POs
New Window | Help | Customize Page | &,
in Purchase Order

Distributions for Schedule 1

Unit: 01110 Vendor: NICOMCOATI-001
PO ID: 0000000583 Item: Contractor to provide all labor, materials and equipment as necessary to remove and replace exterior
Line: 1
Sched: 1 Status: Active
*Distribute by: Quantity = Schedule Qty: 1.0000
Merchandise Amt: 150.00 USD
SpeedChart: Q Multi-SpeedCharts Doc. Base Amount: 150.00 USD

Distribution

*Account

1 Canceled 100.0000 1.0000 150.00 USD 01110 521600 10000 1110003000 15000 USD Currency @ 08/0

The Status for Distribution Line 2 now says Canceled.

Adjust the Percent on the remaining distribution line(s) to equal 100 percent.

Maintain Purchase Qrder

Distributions for Schedule 1

Unit: 01110 Vendor: SHAREDYNAM-001
POID: 0000000557 Item: Performance Contracting & Grant Making Training.
Line: 1
Sched: 1 Status: Active
“Distribute by: Quantity  ~ Schedule Qty: 10000.0000
Merchandise Amt: 100.00 USD
SpeedChart: Q Multi-SpeedCharts Doc. Base Amount: 100.00 USD

]

tomize | Find | \ Al | B First 4 12 of 2 L*

Chartfields | Details/Tax_ | Assetinformation | ReqDetal |  Statuses |

Dist Status Percent POQty Amount Currency "GL Unit  “Account  Fund Dept Program  Class Project Affiliate
1 Open 100.0000  10000.001 100.00 USD 01110 € 507600 . 10000 € 1110003000 O Q Q Q i
2 Canceled 50.0000 5000.0000 50.00 USD 01110 507600 20405 1110006000
OK | Cancel | Relreshl

Click OK — this will bounce you back to the Schedules page.

Maintain Purchase Qrder

Schedules
Unit: 01110 Vendor: SHAREDYNAM-001
PO ID: 0000000557 PO Date: 04/29/2011

PO Status: Dispatched

Return to Main Page

Line: 1 Item: Performance Contracting & Grant Making Training. PO Qty:  10000.0000 JOB Amount: 100.00 USD

Schedules

Details Statuses | Shipment | Maiching ' Receiving |  Freight RTV
Sched *Due Date *Ship To PO Qty Price Amount Status

1 [ 0402011 PBGSMTP003 = 10000.0000 0.01000 100.00 Active o B R EE

Add ShipTo Comments
& save | SReturnto Search| [=] Notify | 74 Refresh
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Click Return to Main Page link

2
Maintain Purchase Order

Purchase Order

Unit: 01110 PO Status: Dispatched A X
POID: 0000000557 Budget Status: Not Chk'd s

Copy From: - " Hold From Further Processing

*PO Date: 04/29/2011 g Vendor Search Doc Tol Status: Valid

Vendor Vendor Details Backorder Status:  None Create BackQrder
*Vendor ID: ShareDynamics Receipt Status: Not Recvd

“Buyer: Symonds, Karen L *Dispatch Method:  Print -

PO Reference:

Merchandise: 100.00

Header Details PO Activities Add ShipTo Comments ) . Calculate
PO Defaults Document Status Freight/ Tax/Misc.: 0.00
Add Comments Requisitions Total Amount: 100.00 USD

Catalog ltem Search Line: Q To: Q M

Customize | Find | View Al | B8 First 1*J 1 of 1 LM | ast

Details |_Ship To/Due Date | Statuses | Item Information |  Aftributes RFQ Contract { Receiving ) =¥
Line Item Description PO Qty “UOM Category Price Amount Status
= Performance Contracting & o (SN EC =
1Ry Grant Making Training. frz“\ 10000.0000 JOB 00101 (3 0.01000 100.00 Active S NECE
View Printable Version <Gatar - More -

Click the Save Button. Review the PO Status and Budget Status and follow

specific controls in place in your department for any approval or budget checking
that will need to be done.

You have completed Canceling a Purchase Order Distribution
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Change Contract ID in a Purchase Order

If you created a purchase order against a contract, but later realize that you
used the wrong contract — or shouldn’t have used a contract - you can change
(or remove) the contract number on the PO and the money will go back onto the
Contract. This will only work if the Purchase Order has not been moved to
complete. The released amounts on the contract(s) will adjust accordingly.

If you created a Purchase Order without a contract, but later realize a contract
should have been used, you can add a contract number to an existing PO, as
long as the PO has not been moved to complete. This will draw down the
released amount on the contract by the dollar amount on the PO.

To make these contract changes, you will need to do a change order in the PO
Line Details.

This exercise will walk you through these scenarios:

1) Adding Contract ID to an Existing PO with no Contract — increases the
released amount on contract;

2) Changing the Contract ID in an Existing PO — both contracts will adjust
appropriately;

3) Removing a Contract ID from an Existing PO — decreases the released
amount on contract.
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1. Adding Contract ID to Existing PO with No Contract

NOTE: You can only make this change if the PO has not been moved to
Complete.

First, take a look at the Contract, before adding it to a PO. For this exercise, we
will look at Contract #12678.

Navigation: Purchasing > Procurement Contracts > Add/Update
Contracts

Click on the “Find an Existing Value” tab, and type in the Contract ID — with
all the leading zeros.

Fa*.fqrr'rtEE Main_Menu > Purchasing > Procurement Contracts > Add/Update Contracts

Contract Entry

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

o ancising vaus | |

Maximurm number of rows to return (up to 300); (200

SetlD: = - STATE aQ
Contract ID: begins with = |0000000000000012673

Contract Process Option; = - -
Origin: begins with - Q

Short Vendor Name; begins with - Q

[ correct History

Search | Clear |Easic8earch B save Search Criteria

Click Search.

The contract opens and you see that the Total Line Released Amount =
16,563.52.
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Favorites Main Menu > Purchvasin g  Procureme Qt Contracts > Add/Update Contracts
Contract Create Releases Review Releases Performance Info
SetiD: STATE *Status: Approved v
Contract ID: 0000000000000000000012678 *Origin Code S
Process Option: Purchase Order Edit Comments Activity L o
Vendor: CREATIVEQF-001 Contract Activities Document Status
Vendor I 0000018247 Creative Office Interiors Primary Contact Info Contract Threshaolds
Begin Date: 01/29/2008 Amount Summary
Expire Date: 0143172012 Maximum Amount: 999,999,995.00 UsD
Currency: UsD CRRNT Total Line Released Amount:
Primary Contact: Open Item Amount Released: 0.00
Vendor Contract Ref:
Description: CPS-ERGOMOMIC SEATING - IV Total Released Amount: 16,663.52
Master Contract ID: Remaining Amount: 009,083 43548
Tax Exempt Remaining Percent: 100.00

Click on the Document Status tab to see that this Purchase Order (#587) does
not already impact Contract #12678.

Fa\rcy'rtes MainvMenu > Purchasing » Procurement Contracts » Add/Update Contracts

Contract Create Releases Review Releases Performance Info

SetiD: STATE *Status: Approved  ~

Contract ID: 0000000000000000000012678 *Origin Code -

Process Option: Purchase Crder Edit Comments

Vendor: CREATIVEOF-001 Contract Activities

Vendor ID: 0000018247 Creative Office Interiors ~ EiMAr Contactinfo

Begin Date: 0112012008
Expire Date: 0143112012 Maximum Amount: 999,999,999.00 USD
Currency: usD CRRENT Total Line Released Amount: 16,563.52
Primary Contact: Open ltem Amount Released: 0.00
Vendor Contract Ref:

Description; CPS-ERGONOMIC SEATING - IV Total Released Amount; 16,563.52
Master Contract ID: Remaining Amount: 999,983 435.48

Tax Exempt Remaining Percent: 100.00
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Contract Doc Status

Favorites | Main Menu 54 1asing >
- : - HA

Procurement Contracts >

Review Contract Information > Document Status

SetlD: STATE

Currency: usD

As sociated Document

08128
08125
08125
08125
08125
08125
06215
06140
06140
05100
05100
05100
03440
03440
03440
03440
03440
03440
03440
03440
03440

Document Date: 01/29/2008

" Documents TRelatedhfn

Contract:

Document Type: Contract

Released Amount:

Buyer: Mcintyre, John

0000001820

0000003388
0000004922
0000003495
0000004648
0000003644
0000000033
0000004118
0000003929
0000006922
0000006811
0000006923
0000004520
0000004275
0000007951
0000005382
0000007755
0000006081
0000004522
0000004272
0000006019

PO
PO
PO
PO
PO
PO
PO
PO
PO
PO
PO
PO
PO
PO
PO
PO
PO
PO
PO
PO

Compl
Compl
Compl
Compl
Compl
Compl
Compl
Compl
Compl
Compl
Compl
Compl
Compl
Compl
Compl
Compl
Compl
Compl
Compl
Compl
Compl

0000000000000000000012678

16,563.52

Status:

Approved

Short Vendor Name: CREATIVEQOF-001

Customize | Find | View & | El|

07/01/2008
04/09/2008
08M11/2010
06/05/2008
04/06/2010
08/25/2008
091512008
05/08/2009
09/15/2008
05/15/2009
03/04/2009
051512009
06/24/2008
05/30/2008
0712712010
10/29/2008
05/06/2010
02/27/2009
06/24/2008
05/30/2008
021712009

0000018247
0000018247
0000018247
0000018247
0000018247
0000018247
0000018247
0000018247
0000018247
0000018247
0000018247
0000018247
0000018247
0000018247
0000018247
0000018247
0000018247
0000018247
0000018247
0000018247
0000018247

F|r=-t!I 1-61 of 61 n Last

DOC ID Document Type |Status Document Date | Vendor ID

MULTIPLE
MULTIPLE
MULTIPLE
MULTIPLE
MULTIPLE
MULTIPLE
MULTIPLE
MULTIPLE
MULTIPLE
MULTIPLE
MULTIPLE
MULTIPLE
MULTIPLE
MULTIPLE
MULTIPLE
MULTIPLE
MULTIPLE
MULTIPLE
MULTIPLE
MULTIPLE
MULTIPLE

To add the Contract to the Purchase Order, follow this navigation.

Navigation: Purchasing > Purchase Orders > Add/Update PO

Click on the Find an Existing Value tab

Enter the Business Unit and PO ID (with all the leading zeros).
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Favc;r'rtes Mainvl\-'lenu > 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 Add a New Value

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

Business Unit: = - |b1110 Q
PO ID: begins with |UUUUUUUEBT
Purchase Order Date: = - | El
PO Status: = - -
Short Vendor Name: begins with ~ | Q
Vendor ID: begins with ~ | Q.
Vendor Name: begins with v |
Buyer: begins with ~ | Q.
Buyer Name: begins with ~ | Q.
PO Type: = - -
Purchase Order Reference:  begins with ~ |
Hold From Further Processing [}
[CIcase sensitive
Search | Clear |Elasic Search [E Save Search Criteria

For this exercise, we want to add Contract ID #12678 to Purchase Order #587.
Click Search

The Purchase Order is displayed on the screen.

Favovr'rtes Ma\nvMenu ¥ Purchvasing > Purchasgorders » AddfUpdate POs

Maintain Purchase Order

Purchase Order

Unit: 01110 PO Status: Dispatched A K
PO ID: 0000000587 Budget Status: Walid

Copy From: - [ Hold From Further Processing

~#Heagseor |
*P0 Date: ’W E Vendor Search Doc Tol Status: Walid

Vendor CREATIVEOF-001 Vendor Details Backorder Status: None Create BackOrder
*Wendor ID: 0 8 Creative Office Interiors Receipt Status: Not Recvd

“Buyer: ; Janis Tanya *Dispatch Method:  Print - M
PO Reference:
HeaderDetails PO Activities Add ShipTo Comments Merchandise: 000
PO Defaults Document Status FreightTaxiMisc.: 0.00

Add Comments ~ Requisitions Total Amount: 330.00 USD
Purchasing Kit Catalog Item Search Line: ’—Q To: ’—Q M

Lines ustomize | Find | View Al | EI\ # First B 1 of 1 B Last

" Details | ShipToDueDate | Statuses | eminformation | Atiibutes | BFQ T Contract T Receiving

Office Chairs £ | 30000 EA [00101 ., [110.00000 33000 Active 0 [E [®] [
Click on Line Details
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The Line Details page opens:

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

Maintain Purchase Order

Details for Line 1

PO ID: 0000000587 Vendor: CREATIVEOF-001

Lime: 1 [tem: Office Chairs
Category: 00101 Line Status: Active »
Category Desc: Services Backorder Status: Mone
Category ID: 00001
Amount to Receive:  330.000 UsD I andise Amt:  330.00 usD
Quantity to Receive:  3.0000 Doc. Base Amt: 330.00 usD

Click on the 2\ icon.

The Line opens and is available to make changes:

- o
Lines customize | Find | view Al B0 | B8 First B 4 op 1 I8 Last

[ Details | ShipToDueDate | Statuses | temnformation | Attrbutes T RFQ T Contract | Receiving

Line Hem Description ’_F\. *UOM |Category rice Amount | Status
1By QU Office Chairs = B 3.0000 EACL 00101 . [110.00000 330.00 Acive &2 [H & =]

Click on the Contract tab.

The contract associated with this PO Line is displayed.

Lines
[ Detais | ShipToDueDate | Statuses | temiformaton | Attributes [ RFa | contract T Receiving

Line tem Description Setld |ContractiD % Release |Milestone Line

= Q Office Chairs + STATE L Q| Q. NEXT

Click into the Contract ID field’and enter the appropriate Contract number (with
all the leading zeros), or click on the magnifying glass and select the appropriate
contract.

Purchase Orders 102 Page 43 of 102
VISION 8.8
Revised May 2012



Lmes
Detalls T Ship To/Due Date T Statuses T Item Information T Attributes T RFQ T Contract T Receiving

Line ltem Description SetiD Contract ID E::':mm Release |Milestone Line
=h

. Office Chairs + STATE |00000000000000000000H2678 Q| Q) NEXT

Tab to the Contract Line field and click on the magnifying glass. Select the
appropriate contract line.

Look Up

Look Up Contract Line

Contract Line Nbr: = - |
ttem ID: begins with - |
Category ID: heging with - |

Look Lp Clear Cancel |Elaai|: Lookup

Search Results

Contract item
Line Nbr |ID
1 (blank) HEEMAR MILLER AMBI#AMM1 134 SHORT CYLINDER CHAIEWITH TILT L

More Information

2 (hlank) HEREMARN MILLER AWBIFAM113M SHORT CYLINDER CHAIRWITH TILT L

You will receive this message:
Message

Cwerride Schedule Cuantity with Contract Quantity Scheduled on Line (1) with

Description (HERMAN MILLER AMBI #AM1134 SHORT CYLINDER CHAIR

Wl TH TILT LOCK AND FORWARD SEAT AMGLE, LOW RAMGE SEAT HEIGHT
ADJUSTMENT, SEAT GLIDE, ADJUSTABLE BACK REST AND ADJUSTABLE

ARMEY? (10200,436)

Press Ok to override schedule guantity with cantract shipping template

schedule gquantity. Press Cancel to use the entered line quantity and =chedule
guantity.

ok | cancel |

If you have already entered your correct quantity, click Cancel. Otherwise, click
OK.
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You will receive this message:
Message

Custom price an 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.

Ifyvou choose to not have the system override the custom price, you can see
how the system calculated its price by viewing the Yalue Adjustments forthe
schedule. If atthattime, you want to use the system's price, you can use the
hutton on the value adjustments page to setthe current price equal to the
systemn-calculated price.

If you have already entered the appropriate prices, click No. Otherwise, click
Yes.

You will now see the Contract ID and Contract Line filled in.

First K 1 0f1 o Last

ilestone Line

1/Q, NEXT Fl [=]

= 2 HERMAN MILLER AMBI + STATE |0000000000000000000012678 Q|
Click Save
Approve and Dispatch the PO, according to your Department’s procedures.

When we look at the Contract now, we can see that the Total Line Released
Amount has increased from 16,563.52 to 17,041.02.

Favu_r'rtesg Main Menu > Purchasing > Procurement Contracts » Add/Update Contracts

Contract Create Releases Review Releases Performance Info

SetiD: STATE *Status: Approved -

Contract ID: 0000000000000000000012678 *Origin Code S

* Header

Process Option: Purchase Order Edit Comments Activity L og
Vendor: CREATIVEQF-001 Contract Activities

Vendor ID: 0000018247 Creative Office Interiors Primary Contact Info Contract Thresholds

Begin Date: 01/29/2008

Expire Date: 01/31/2012 Maximum Amount: 999,999,999.00 USD
Currency: usD CRRNT Total Line Releasgd Amount:

Primary Contact: Open Item Amgint Released: 0.00

Vendor Contract Ref:

Description: CPS-ERGONOMIC SEATING - IV Total sed Amount: 17,041.02

Master Contract ID: Repfaining Amount: 999,982,957.98

Tax Exempt

.emaining Percent: 100.00

Click on the Document Status link.
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The purchase order will show up in the document status for this Contract.

Fawyites MainvMenu q. iasing > Procurement Contracts > Review Contract Informmation > Document Status

Contract Doc Status

SetiD: STATE Contract: 0000000000000000000012678 Status: Approved

Document Date: 01/29/2008 Document Type: Contract
Currency: UsD Released Amount: 17,041.02 Short Vendor Name: CREATIVEOQF-001

Buyer: Mclntyre John

Associated Document Customize | Find | View & | B0 88 First Bl 163 or 6z B Last
Documents |(Reiaiedinto

SetiD B"“'"e“ DOC ID Document Type |Status Document Date | Vendor ID

02280 0000000006 Compl 06M11/2008 0000018247 MULTIPLE
02280 0000000011 PO Compl D6/23/2008 0000018247 MULTIPLE
06215 0000000033 PO Compl 091152008 0000018247 MULTIPLE
01110 0000000586 PO Dispatched 0&M0i2011 0000018247 MULTIPLE
01110 PO Approved 08102011 0000018247 MULTIPLE
08126 0000001820 PO Compl 07i01/2008 0000018247 MULTIPLE
08125 0000003388 PO Compl 04/09/2008 0000015247 MULTIPLE

You can see PO #587 — the one just changed - is now listed under this Contract.

You have completed Adding Contract ID to Existing PO
with No Contract
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2. Changing the Contract ID on an Existing PO

NOTE: You can only make this change if the PO has not been moved to
Complete.

In this exercise, we will change the Contract on PO #512. The original Contract
ID is #12678; we want to change it to #10216.

Before we begin, let’s look at each contract and make a note of the released
amounts on each. (Navigation for this was given in Exercise #1.)

Contract #12678 — Total Line Released Amount = 17,041.02

Favovr'rtes MainvMenu > Purchasing » Procurement Contracts » Add/Update Contracts
Contract Create Releases Review Releases Performance Info
SetiD: STATE *Status: Approved v
Contract ID: 0000000000000000000012678 *Origin Code -
Process Option: Purchase Order Edit Comments Activity Log
Vendor: CREATIVEOF-001 Contract Activities Document Status
Vendor ID: 0000048247 Creative Office Interiors ~ EfiMary Contactinfo Contract Thresholds
Begin Date: oi2ar2008 amount Summary |
Expire Date: 0113112012 Maximum Amount: 999,999.999.00 USD
Currency: usb CRRNT Total Line Released Amount:
Primary Contact: Open Item Amount Released: 0.00

Contract #12593 — Total Line Released Amount = 276,053.09

Favo_r'rtes MainvMenu B Purcllasing B Procuremegt Contracks » Add/Update Contracts

Contract | Create Releases Review Releases Performance Info

SetiD: STATE *Status: Approved -

Contract ID: 0000000000000000000012593 *Origin Code :

Process Option: Purchase Order Edit Comments Activity Log

Vendor: CREATIVEOF-001 Contract Activities Document Status

Vendor ID: 0000018247 Creative Office Interiors Primary Contact Info Confract Thresholds

Begin Date: 01/09/2008

Expire Date: 01/31/2012 Maximum Amount: 999,999 999.00 USD

Currency: usD CRRNT Total Line Released Amount:

Primary Contact: Open ltem Amount Released: 0.00
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Navigation: Purchasing > Purchase Orders > Add/Update PO
Click on the Find an Existing Value tab
Enter the Business Unit and PO ID (with all the leading zeros).

Favqrr'rtEE MainTMenu » Purchasing » Purchase Orders > Add/Update POs

Purchase Order

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

i ancisng vaus | |

Maximurm number of rows to return (up to 200); | 200

Business Unit: S p1110 Q,

PO ID: begins with - (0000000587

Purchase Order Date: = - 5]

PO Status: = - -
Short Vendor Hame: begins with - ')
Vendor ID: begins with - Q
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 |Easi|::Eear|:h 5] save Search Criteria

Click Search

The Purchase Order is displayed on the screen.
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Favorites | Main Menu > Purcf@smg > Purchasgorders » Add/Update POs

in Purchase Order

Purchase Order

Unit: 01110 PO Status: Approved A X
POID: 000DD00SET Budget Status:  valid

Change Order: 1

Copy From: - |1 Hold From Further Processing
PO Date: [08r10:2011 [ vendor Search DocTol Status:  Valid

Vendor CREATIVEOF-001 Vendor Details Backorder Status: MNone Create BackOrder
*Vendor ID: 7 Creative Office Interiors Receipt Status: Not Recvd

*Buyer: TJARVIS Janis, Tanya “Dispatch Method:  Print - MI
PO Reference: |CPS-ERGONONIC SEATING - IV
HeaderDetalls PO Activities Add ShipTo Comments Merchandise: 00 e |
PO Defaults Document Status Freight/TaxiMisc.: o.00

Add Comments  Requisitions Total Amount: 330.00 USD

To: C,  Retrieve

Catalog ltem Search Line: a

Lines

[ Details | ShipTomueDate | Statuses | femmformaton T atirbutes | gFa T Contract | Receiving

Line tem De: POy *UOM |Category
HE| MILLER AMBI
#AM113A SHORT CYLINDER
CHAIR WITH TILT LOCK AL#f

) 30000 EA 42508 C [110.00000 33000 Active (> [ [&] [2]

Lines
[ Detaie | ShipToDueDate | Statuses | feminformation | Atirbutes | BFa | C T Recaiving

Line tem D Contract Line |Release |Milestone Line

HERMAN MILLER AMBI
#AM113A SHORT CYLINDER
CHAIR WITH TILT LOCK AND
4 FE‘I FORWARD SEAT ANGLE,
LOW RANGE SEAT HEIGHT
ADJUSTMENT, SEAT GLIDE,
ADJUSTABLE BACK REST
AND ADJUSTABLE ARMS

STATE  0000000000000000000012678 1 3z

Click on the Line Details icon.

Fa\ro_r'rtes Main_l\-'lenu b Purchvasing > Purchasevl}rders » Add/Update POs

Maintain Purchase Order

Details for Line 1

PO ID: 0000000587 Vendor: CREATIVEOF-001
Line: 1 Item: HERMAN MILLEF
Line Details
Category: 42509 Line Status: Active ¥ A
Category Desc: CHAIRS, ERGONOMIC, COST EFFECT Backorder Status: MNone
Category ID: 00316
Amount to Receive:  330.000 UzD Merchandise Amt: 332700 UsD
Quantity to Receive:  3.0000 Doc. Base Amt: 330.00 UsD

Transaction fem Descrinfion:

Click on the change order icon .
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Lines

[ petais | shipTomueDate | Statuses [ temiformation | ttributes T BF@ T contract T Receiving

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

1 | ), HERMAN MILLER AMBI  * STATE |000%000000000000012673 Q| 1)a 32

Click in the Contract ID field and change it to Contract #12593 or click on the
magnifying glass to see what the available contracts are.

Look Up Eq

-

Look Up Contract ID

SetlD: STATE

Contract ID: begins with - ||

Short Vendor Hame: beging with - | &}
Description: hegins with - |

m

Look Up Clear Cancel |Elasic Lookup

Search Results

iy 100

STATE 0000018247 0000000000000000000012678 CREATIVEOQF-001 Appraved CPS

STATE 0000018247 0000000000Q0000000001 2593 CREATIVEQF-001 Approved CPS
Select the appropriate contract.

Tab to the Contract Line field. Click on the magnifying glass to see the available
contract lines.

Look Up %]

Look Up Contract Line

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

Loaok Up | Clear | Cancel |Basic Lookup

Search Results

ey 1 00

Contract [tem -
Line Nbr |ID Mor e Information

(blank) HERMAN MILLER OFFICE ACTION I MODULAR FURMITURE TO BE 200

(blank) A LABOR CHARGE OF $45/HOURWILL BE CHARGED FOR RECOMNFIGLE
{blank) A RATE OF §55/HOUR WILL BE CHARGED FOR DESIGN LAYOUT OF EX

lod [k =

Select the appropriate contract line.
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You will receive this message:

Crertide Schedule Quantity with Contract Guantity Scheduled on Line (1) with
Description (& LABOR CHARGE OF $45/HOLUR WILL BE CHARGED FOR
RECONFIGURATION LABOR SERWICES OM EXISTIMG INSTALLATIONS. AN
ESTIMATE WILL BE PROVIDED )7 {10200,436)

Fress Ok to override schedule quantity with contract shipping template

srhedule quantity, Fress Cancel to use the entered line gquantity and schedule
quantity.

0134 | Cancel ‘

If you have already entered your correct quantity, click Cancel. Otherwise, click
OK.

You will receive this message:

CLlsl-J|11[>gf|ce an 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 systemn calculated its price by viewing the Value Adjustments for the schedule. If atthat time, you
want to use the systemn’s price, you can use the button on the value adjustments page to setthe current price equal to the system-calculated price.

Yes No

If you have already entered the appropriate prices, click No. Otherwise, click
Yes.

Save.
Approve and Dispatch the PO, according to your Department’s procedures.

Let’s take a look at each of the contracts now, to see that the amounts were
changed appropriately on each contract.

Contract #12593 - the Total Line Released Amount is 16,711.02. The $330.00
was appropriately taken off this contract.
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Favo_rites MainvMenu » Purchasing > Procurement Contracts > Add/Update Contracts

Contract Create Releases Review Releases Performance Info

SetiD: STATE *Status: Approved -

Contract ID: 0000000000000000000012675 *Origin Code o

Process Option: Purchase Order Edit Comments Activity Lo

vendor: CREATIVEOF-001 Contract Activities Document Status

Vendor ID: 0000018247 Creative Office Interiors  Erimary Contact Info Contract Thresholds

Begin Date: 0112912008
Expire Date: 013112012 Maximum Amount: 999999 99900 UsSD
Currency: UsD CRRNT Total Line Released Amount:
Primary Contact: Open Item Amount Released: 0.00

Vlnndnr Candeact Dok

Contract #10216 - the Total Line Released Amount is = 276,098.09. The
$330.00 was appropriately added to this contract.

Favorites Main Menu > Purchasing > Procurement Contracts > Add/Update Contracts

Contract | Create Releases Review Releases Performance Info

SetiD: STATE *Status: Approved  ~

Contract ID: 0000000000000000000012593 "Origin Code -

Process Option: Purchase Order Edit Comments Activity Lo

Vendor: CREATIVEOF-001 Contract Activities Document Status

Vendor ID: 0000018247 Creative Office Interiors Primary Contact Info Contract Thresholds

Begin Date: 0110912008
Expire Date: 0143172012 Maximum Amount: 999,999,999.00 UsD
Currency: UsD CRRNT Total Line Released Amount:
Primary Contact: Open Item Amount Released: 0.00

Veandnr Cnntrart Raf

You have completed Changing the Contract ID on an Existing PO
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3. Removing a Contract ID from an Existing PO

NOTE: You can only make this change if the PO has not been moved to
Complete.

Before we remove the Contract ID from our PO, we will take a look at the Total
Line Released Amount for Contract #10216. (Navigation for this was provided in
Exercise #1.) The Total Line Released Amount is = 3,472,664.77

f Corfract " Create Releases | Review Releases |
SetiD: STATE *Status: Approved (v
Contract ID: 0000000000000000000010216 *Origin Code
>
Process Option: Furchase Order Edit Comments Activity Log
Vendor: STAPLES -001 Contract Activities Document Status
Vendor ID: 0000018108 Staples Primary Contact Infa Contract Threshalds
Begin Date: 07/01/2006
Expire Date: 06/30/2010 Maximum Amount: 99.989,999.00 UsSD
Currency: LISD CRRMNT Total Line Released Amount:
Primary Contact: Open ltem Amount Released: 0.00
Vendor Contract Ref.

Navigation: Purchasing > Purchase Orders > Add/Update PO

Purchase Order

{ Find an E[;sting Value | Add a New Value |

Business Unit:|01110 |Q
PO ID: MEXT

Add

Find an Existing Value | Add a Mew Value

Click on the Find an Existing Value tab

Enter the Business Unit and PO ID (with all the leading zeros).
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Purchase Order
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an[}'@xisting Value % Add a New Valug )

Business Unit: = v (01110 o,

PO ID: | begins with v (0000000512 |

Purchase Order Date: = v| | IE

PO Status: E v| | v|
Short Vendor Name: |heginswith v|| |Q

Vendor ID: |heginswith v|| |Q

Vendor Name: |heginsw‘ith v” |

Buyer: |heginswith v|| |Q

Buyer Hame: |heginswith v” |Q

PO Type: |= v| | v|

Purchase Order Reference: |heginsw‘ith v” |

Hold From Further Processing F

[]case Sensitive

Search | Clear ‘ Basic Search Save Search Criteria

Click Search

The Purchase Order is displayed on the screen.

_I‘uflaintain Purchase Order
Purchase Order

Unit: 01110 PO Status: Dispatched A x

PO ID: 0000000512 Budget Status:  valid
Change Order: 1

Copy From: [ Hold From Further Processing

S

*P0 Date: 03/31/2010 El Vendor Search Doc Tol Status: Valid
Vendor ]: Vendor Details Backorder Status: Mone Create BackOrder

*Vendor ID: l:l Staples Receipt Status: Mot Recvd
*Buyer: l:l Deyo, Catherine E *Dispatch Method: | Print v |

PO Reference: |

Merchandise: 75.00

Header Details PO Adtivities Add ShipTo Comments

) I Calculate
PO Defaults Document Status FreightTax/Misc.: 0.00 4
Add Camments Reguisitions Total Amount: 75.00 USD

Catalog ltern Search Line: l:lq Tox l:IQ Retrisve

Kl Ship To/Due Date Statuses i Item Information i Attributes Contract
Line Itel Description PO Qty *UONM Category Amount Status
1 EE\ ESNERLUAAESEIPALY (@ | 10000/ €A [61509 | [7500000 | 75.00 Active
Click on Line Details
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The Line Details page opens:

Maintain Purchase Order

Details for Line 1

PO ID: 0000000512 Vendor: STAFLES -001
Line: [,\\s 1 [tem: GEMERAL OFFICE
Category: 1599 Line Status: Active H oA

Category Desc: OFFICE SUPPLIES MISCELLAMEDQLS Backorder Status:  Mone

Category ID: 00503

Amount to Receive:  75.000 usD Merchandi . 75.00 UsD
Quantity to Receive:  1.0000 “Base Amt: 75.00 UsD

Transaction [tem Description:
GEMERAL OFFICE SUPPLY ITEMS

Click on the 2\ icon.

The Line opens and is available to make changes:

; - . . ka2
Customize | Find | View All | &&
i

Details Yy Ship To/Due Date e Slatuses e ttem Infermation W Aftributes W RFQ W Contract Receiving
Line Item Description PO Qty /U,Or'.'l Category Price Amount Status
1| @, [GENERAL OFFICE =| €8 [_—~T.0000] [E]@ [61590 | [75.00000 | 75.00 Active

View Printable Version *Go to: | ... Mare . bl |

B save | L\ Return to Search | [=] Motify | 7}
Click on the Contract tab.

The Contract associated with this PO Line is displayed.
Catalog Item Search Line: I_IQ To: I_IQ M

Ship To/Due Date Statuses ftem Information Attributes Ri Contract Receiving

ine Item Description SetiD  Contract ID Ei?]r;:ract Release Milestone Line
18| | [GENERAL OFFICE = | 9TATRy, [0000000000000000000010215 | [ 1|Q 14088
View Printable Version *Go to! | ... More . hd |

Click into the Contract ID field. Delete the contract number entirely from this
field. Tab to the Contract Line and delete that number, as well.
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Detailz Ship To/Due Date Statuses tem Informaticn Attributes Contract Receiving

Line Item Description SetlD Contract ID W Release Milestone Line
1 B Q| GENERAL OFFICE =| STATE Q G 14089

View Printable Version *Gota: |- More .. v

The Contract as been removed from this PO.
Save.
Approve, Save and Dispatch the PO, according to your Department’s procedures.

Look at Contract #10216 and view the Total Line Released Amount. That
amount is now = 3,472,589.77.

/ Contract ‘{ Create Releases | Review Releasss |

SetiD: STATE *Status: Approved v

Contract ID: 000050000000000000010215 *Origin Code

=

Process Option: Purchase Order Edit Comments Activity Log

Vendor: STAPLES -001 Contract Activities Document Status

Vendor ID: 0000018108 Staples Primary Cantact Info Contract Thresholds

Begin Date: 07/01/2008

Expire Date: 06/30/2010 Maximum Amount: 99,999,998.00 UsSD
Currency: UsD CRRMNT Total Line Released Amount:

Primary Contact: Open Item Amount Released: 0.00

Vel Camtrsst Daf

The PO amount of $75 was appropriately removed from this Contract ID.

You have completed Removing a Contract ID from an Existing PO
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Closing a Partially Vouchered PO to Adjust the
Released Amount on Contract Used

Situation when this will be used: You created a PO against a Contract and
you no longer need the PO. The amount vouchered is less than the total amount
of the PO. In this exercise, you will change the amount of the PO to equal the
amount vouchered and close the PO. This will allow the remaining amount on
the PO to reduce the released amount on the Contract to more accurately reflect
what has been spent against the Contract.

Part One - Run the VT PO Budgetary Activity report to view all
purchase orders with a remaining amount.

(You can run this report by following the VT PO Budgetary Activity Report
exercise in this manual. Be sure to use the criteria for month end reporting.)

Report will open in an Excel spreadsheet.

A B o u e r (& H 1 J K L mM N u L
1 [wT_Posoo1 |
Business PO Sched |Distrib ‘ H

2 |Process Instance | Business Unit [Unit GL _|PO ID Status|Line [Num Line Num |DeptiD Class |Proj/Grt [Fund |Account [Budget Date From |Budget Date To (Program
3 5402694 08143 ¢ '0000000224 D 1 1 ¢ 720145 507564 7i112011 7/31/2011
4 5402694 08143 oa100  [ooooooozz4 D 2 1 18100005700 "20145 507561 7112011 713112011
5 5402694 08143 oa100  [ooooooozz4 D 3 1 18100005700 "20145 507562 7112011 713112011
6 5402694 08123 oa100  [ooooooozaz o 1 1 18100002300 "20105 520000 7112011 713112011
7 5402694 08123 oa100  [ooooooozas o 1 1 18100002300 20105 522221 7112011 713112011
8 5402694 08123 oa100  [ooooooozas D 1 1 18100002300 "20105 517300 7112011 713112011
51 5402694 08139 78100 0000001290 D 1 1 18100002000 20105 515000 7112011 713172011
52 5402694 02139 02100 0000001290 D 2 1 18100002000 20105 '515000 77112011 713112011

= T e - e e i —
Scroll to the right to view additional columns.

Q R s T v w X

7

2 ‘Ounlrad D Vendor |Vendor Name Horiginal PO Amount |Liqui Amount !! ed Amount H ing Amount | PO Ref

3 (D0D00D0OD0D000000000017651 000227837 Spike Adverfising Inc 4076.70 0.000 0.000 4076.700 GO VT Campaign

4 'DDDDDDDDDDDDDDDDDDDD‘I7551 ’DDDDZETBBT Spike Advertising Inc 8844 46 0.000 0.000 8844 460 GO VT Campaign

5 (DD0DDODN0000O00000017651 'DO0D227637 Spike Advertising Inc 1105.00 0.000 0.000 1105.000 GO VT Campaign

& (0000DO0D0D000000000017693 'DO00DTE109 Staples Contract & Commercial Inc 6.75 6.750 6.750 0.000 CPS-OFFICE SUPPLIES

7 [0000000000000000000017915 "DO0D1SET00 SHI International Corp 267.20 0.000 0.000 267.200 CPS - SOFTWARE

2 (DD0DDODNON00O00000018570 'DOODT0331 Uinited Parcel Service 548 5480 5.480 0.000 CPS-Small Package Dalivery
151 'DDDDDDDDDDDDDDDDDDDD‘IQZD'\ 'DDDDD'BSBZ Unifirst Corporation 547 20 68 400 68.400 478 800 CPS-MATS & MOPS SERV
152 /D0DDO0DONN000000000019201 DODDO13362 Linifirst Corporation 4860.00 810,000 810.000 4050 000 CPS-MATS & MOPS SERV

PO 1290 is the purchase order that we have partially-vouchered and no longer
need. We need to adjust the Contract (#19201) to reflect the amount
vouchered only; $68.40 was vouchered against Line 1 of the Contract; $810 was
vouchered against Line 2 of the Contract.
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Part Two — Review the Contract Released Amount

Prior to making any changes to the PO, you will want to verify the released
amount on the Contract.

Navigation: Purchasing > Procurement Contracts > Add/Update Contracts

Find an Existing Value tab — enter the Contract ID and click Search.

Favarites Main Menu > Purchasing > Procurement Contracts > Add/Update Contracts

Contract Entry

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

Find an Existing Value Add a Mew Value

Maximurm number of rows to return (up to 300} |300

SetlD: = - |STATE Q
Contract ID: begins with - bDUUDDDUDUDUDUD‘IQ%‘H

Contract Process Option: = - -
Origin: begins with v| aQ,

Short V'endor Name: begins with v| Q,

[] correct History

Search | Clear |Elasic:Sear|:h El save Search Criteria

The Contract opens. The released amount is $7187.99

Favorites Main Menu > Purchasing > Procurement Contracts > Add/Update Contracts

Contract | Create Releases | ReviewReleases | Performance Info

SetiD: STATE *Status: Approved -

Contract ID: 0000000000000000000019201 “Origin Code =

Process Option: Purchase Order Edit Comments Activity Log

Vendor: UNIFIRSTCO-002 Contract Activities Document Status

Vendor ID: 0000013382 Unifirst Corporation Primary Contact Info Contract Thresholds

Begin Date: e 12011

Expire Date: 06/30/2013 Maximum Amount: 009 999 9q D

Currency: usD CRRNT Total Line Released Amount:

Primary Contact: Open ltem Amount Released: 0.00

Vendor Contract Ref.

Description: CPS-MATS & MOPS SERVICE Total Released Amount: 7,187.99

Master Contract ID: Remaining Amount: 992,512.00

Tax Exempt Remaining Percent: 99.28

* Order Contract Options
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Part Three — Update the Purchase Order
Navigation: Purchasing > Purchase Orders > Add/Update POs
Click on Find an Existing Value tab

Business Unit defaults in
Enter the PO ID

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.

it an Exstng vaws | |

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

Business Unit: = - a13g Q,

PO ID: begins with ~ |0000001290

Purchase Order Date: = - El

PO Status: = - -
Short Vendor Hame: beqgins with - &)
Vendor IDx begins with &)
Vendor Name; beqgins with -

Buyer: begins with ')

Buyer Name; beqgins with - QL

PO Type: = d hd

Purchase Order Reference:  beqgins with -
Hold From Further Processing 0

[ case Sensitive

Search | Clear |E:35i|:Eear|:h B save Search Criteria

Click Search.

The PO displays on the Maintain Purchase Order page.
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Favgrites | Main Menu > Purcll:-lsing ¥ Purchas_e Orders > Add/Update POs
Maintain Purchase Order

Purchase Order

Unit: 08139 PO Status: Dispatched A X
POID: 0000001280 Budget Status: Walid
Copy From: - [T Hold From Further Processing
-Header |
PO Date: ’WB Vendor Search Doc Tol Status:  Valid
Vendor FIRST Wendor Details Backorder Status: MNone Create BackOrder
*Vendor ID: Unifirst Corporation Receipt Status: Mot Recvd
*Buyer: U Resseguie Sharon *Dispatch Method:  Print - Saziie
PO Reference: |CPS MOPS SERVICE
HeaderDetails PO Activities Add ShipTo Comments Merchandise: SR e |
PO Defaults Document Status FreightiTax/Misc.: 0.00
Add Comments Requisitions Total Amount: 5407.20 USD

Catalog ltem Search Line: ’—Q To: ’—o\ M

Lmes Cushrm:#l Find | View Al | Ell Firs: tn 1-2 of 2 ] Last
Details | ShipToMueDate | Statuses | Hemmnformaton | Attributes T RFQ T Contract | Receiving

e e o o e e Amoun e

MATS, WALK-OFF: RUBBER

BACKED TO LAY FLAT AND
GRIP FLOOR, WITH PILE
TOP SURFACE TO CAPTURE
AND HOLD SOIL, MOISTURE

1B AND GREASE. PROTECTS 7 | 10000 EA [48550 Oy |547.20000 547.20 Active G- [ [=]

FLOORS AND FROMOTES
SAFETY. DELIVERED
LAUNDERED AMND DRY.
WVARIOUS COLORS AND
SIZES.

WIPING CLOTHS:
LAUNDERED, 100%
=h COTTON, STROMG AND
2@ ABSORBENT. SHOP TOWEL Ea |
USE: DYED ORANGE OR
RED. 18" X 18"

10000 EA  [73560 Q) [4860.00000 426000 Active (O [T =

Line 1, with a quantity of 1 and a total amount of $547.20 has been vouchered
in the amount of $68.40. Line 2, with a quantity of 1 and a total amount of
$4860 has been vouchered in the amount of $810.

Take a look at the PO Distributions for each line of the PO to see if the lines were
distributed by Amount or by Quantity. In this example, we can see that the PO
is distributed by Amount and the price will need to be adjusted to accurately
reflect the voucher payment. If the PO were distributed by Quantity each lines
quantity would need to be adjusted.

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

laintain Purchase Order

vistributions for Schedule 1

nit: 08139 Vendor: UNIFIRSTCO-002
oID: 0000001290 ftem: MATS, WALK-OFF: RUBBER BACKED TO LAY FLAT AND GRIP FLOOF
ne: 1
g Status: Active
< istribute by: Amount Schedule Qty: 1.0000
Merchandise Amt: 547.20 USD
peedChart: Q Multi-SpeedCharts Doc. Base Amount: 54720 USD

stribution Customize | Find | View A B irst B g ora B Last
Chartfields | DefaisfTax | Assetinformation | ReqDetail | Statuses

|s( Status Percent Amount Currency *GL Unit (*Account Fund Program |Class Project

1 Open 'm 547.20 UsSD 08100 515000 20105 8100002000 59290 =]
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To update the amount on each line of this purchase order, a change order needs
to be done on the PO.

Click on the Change Order icon # at the top of the PO.

Favorites Main Menu > Purcllasing > Purchasve Orders > Add/Updaté

Maintain Purchase Order

Purchase Order

Unit: 08139 PO Status: Dispatched A x
PO ID: 0000001290 Budget Status: Walid

Copy From: - [“] Hold From Further Processing

-beager |
*PO Date: [07M312011 Bl vendor Search Doc Tol Status:  Valid

Vendor UNIFIRSTCO-002 Vendor Details Backorder Status: MNone Create BackOrder
*Wendor ID: 0000013382 Unifirst Corporation Receipt Status: Mot Recvd

*Buyer: SRESSEGU Resseguie,Sharon *Dispatch Method:  Print v SPAELE
PO Reference: |CPS-MATS & MOPS SERVICE
Header Defails PO Activities AAdd ShipTo Comments Merchandise: T |
PO Defaults Document Status Freight/Tax/Misc.: 0.00

Add Comments Requisitions Total Amount: 5407.20 USD

Scroll down to the Lines section, and update the amount of each line.

a8 First {1202 [ Last

Customize | Find | Vi
5 Receiving

Ship Te/Due Date 4 Statuses i Item Information i Attributes RFQ i Contract

Line  ltem Description PO QWY *UOM Category  Price Amount Status
1B shirts €[ sooooofEs  [20070 @ [10.00000 | 500.00 active ¢ [ ] [=]
2 B [}5 pants €[  sooooo/es  [2o009 | [15.00000 | 750.00 Actve G0 [E5 =
Save

You will receive this warning message:

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 of value

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

Ok I Cancell

Click Ok

Save
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If the po was done by quantity you would receive the following message:

Custom price on line 1, schggdule 1. Gverride with system calculated price? (10200 86)
The schedule is marked as having a custom price. The system has calculated 3 different price than the custem price

If yeu choese 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 set the current price equal o the system-calculated price

Yes Mo

You don’t want to override the price; select No. (You will receive this message
for each line of the PO that has been changed; respond accordingly.)

You are on the main page of the Purchase Order and can see that the amounts
now accurately reflect the items vouchered.

FavovrrtesﬁMalnvMenu > Purchvasmg > Purchasve Orders > Add/Update POs

Maintain Purchase Order

Purchase Order

Unit: 08139 PO Status: Open & %
PO ID: 0000001290 Budget Status: Notchkd T

Change Order: 1

Copy From: - [] Hold From Further Processing

-Heagcer |
+P0 Date: [o7M32011 Vendor Search Doc Tol Status: Valid

Vendor Vendor Details

*Vendor ID: Unifirst Corporation Receipt Status: Mot Recvd

*Buyer: SRESSEGU C  Resseguie Sharon *Dispatch Method:  Print -

PO Reference: |CF'S—I'u1ATS & MOPS SERVICE Amount Summary

Merchandise:
FreightTax/Misc.:
Total Amount: 87840 UsSD

Header Details PO Activities Add ShipTo Comments
PO Defaults Document Status
Add Comments Requisitions

Add items From Select Lines To Display
Catalog ltem Search Line: S O @ Retreve

Lines Customize | Find A First K 1.2 or2 B Last

[ Detsils | ShipTomueDate | Statuses | temmformaton | Attributes T gFa [ contract | meceiving

MATS, WALK-OFF: RUBBER
BACKED TO LAY FLAT AND
GRIP FLOOR, WITH PILE
TOP SURFACE TO CAPTURE
AND HOLD SOIL, MOISTURE
1 AND GREASE PROTECTS £ | 10000 EA [48550 C |68.40000
FLOORS AND PROMOTES
SAFETY. DELIVERED
LAUNDERED AND DRY.
VARIOUS COLORS AND
SIZES.
WIPING CLOTHS:
LAUNDERED, 100%
2 B gggggﬁ?&’ﬂgﬁ?gw& £ | 1.0000 EA  [73560 Q [310.00000
USE: DYED ORANGE OR

SNEiN S

65.40 Active

OmEE

810.00 Active

Save

If you receive a warning that Accounting Date is not open, you will
need to go to the header details page and adjust the accounting date
to today’s date.

Approve and Budget Check the Purchase Order.

Purchase Orders 102 Page 62 of 102
VISION 8.8
Revised May 2012



Part Four — Verify Released Amount on Contract has Updated

Go back to the Contract to view the Released Amount. It is now $2659.19.
The extra was put back on the Contract.

Favorites | Main Menu > Purchvasing > ProcuremegtContmcts » Add/Update Contracts

Contract Create Re ] ][ ]
SetiD: STATE *Status: Approved -
Contract ID: 0000000000000000000019201 "Origin Code
Process Option: Purchase Order Edit Comments Activity Log
Vendor: UMIFIRSTCO-002 Contract Activities Document Status
Vendor ID: 0000013382 Unifirst Corporation Primary Contact Info Contract Thresholds
Begin Date: 0410112011
Expire Date: 06/30/2013 Maximum Amount: 999,999.99 USD
Currency: usD CRRNT Total Line Released Amount:
Primary Contact: Open Item Amount Released: 000
Vendor Contract Ref:
Description: CPS-MATS & MOPS SERVICE Total Released Amount: 2,659.19
Master Contract ID: Remaining Amount: 997,340.80
Tax Exempt Remaining Percent: 99.73

Part Five — Run the VT PO Budgetary Activity Report to Verify the
Purchase Order has been Fully Liquidated

(Follow the VT PO Budgetary Activity Report exercise in this manual)

A B C D @ R s 1 u v w

1 [wT_POB001

Business Original PO [Liqui [ I i

2 |Process Instance il Unit |Unit GL ”FO D ||Cumracl 1D |Vendor \Vendor Name HAmuurll HAmuurll “Amuum ||Amuunl ||F(
3 5402697 08143 08100 0000000224 0000000000000000000017651 0000227837 Spike Advertising Inc 4076.70 0.000 0.000 4076700 GC
4 5402607 08143 ‘pa100 "0000000224 D000000000000000000017651 000227837 Spike Advertising Inc 8844 46 0.000 0.000 8844 460 GC
5 5402697 08143 ‘s 100 "0000000224 "D000000000000000000017651 000227837 Spike Advertising Inc 1105.00 0.000 0.000 1105.000 GC
6 5402697 08123 "oz 100 "o000000232 "5000000000000000000017692 'D000018109 Staples Contract & Commercial Inc 6.75 6.750 6.760 0.000 CF
7 5402607 08123 ‘8100 "0000000233 D000000000000000000017915 'DO00156700 SHI International Corp 26720 0.000 0.000 267 200 CF
8 5402607 08123 ‘e 100 "0000000234 D000000000000000000018570 0000010231 United Parcel Service 5.48 5.480 5.480 0.000 CF
9 5402697 08122 ‘o100 "o000000572 "0000000000000000000011829 0000011495 Insight Fublic Sector 44.53 0.000 0.000 44.530 CF
10 5402607 08122 ‘bz 100 "b000000572 "D000000000000000000011829 'DO00011495 Insight Public Sector 11.13) 0.000 0.000 11.130 CF
" 5402697 08122 ‘08100 ‘0000000572 "0000000000000000000011829 V000011495 Insight Public Sector 101.14 0.000 0.000 101.140 CF
151 5402697 08139 ‘os100 '0000001290 D000000000000000000019201 V000013382 Unifirst Corporation 68.40 68.400 68.400 0.000 CF
152 5402607 08139 ‘2100 'D000001290 D000000000000000000019201 'DOD0O13382 Unifirst Corporation 810.00 810.000 810.000 0.000 CF

This shows that it was fully liquidated.

The PO will need to be moved to complete, using the Reconciliation Workbench.
Following the exercise in this manual for Reconciling a Purchase Order.

You have completed Closing a Partially Vouchered PO
to Adjust the Released Amount on Contract Used
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Delete/Cancel a Purchase Order

Situations when this function is used: A purchase order has been entered
and it has been decided that the PO is not needed.

**It's important to first run the Document Status Inquiry to be sure
there haven’t been any vouchers entered against this PO. The
following message will appear if you try to cancel a purchase order that
has a voucher against it.

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

Maintain Purchase Order

Cancel Purchase Order

Unit: 08129 PO ID: 0000001290 Vendor:  UNIFIRSTCO-002 Change Order: 1

Return to Main Page

Error Customize | Find | View Al 2] B8 First Kl 12 052 B0 st
Line |Sched Distrib Messzage

1 1 1 The PO Line is tied to an active Voucher; therefore it may not be canceled.
2 9 | The PO Line is tied to an active Voucher: therefore it may not be canceled.

Navigation: Purchasing > Purchase Orders > Add/Update POs

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

Favorites - Main Menu > Purchvasing > PurchaseYOrders » 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 Add a New Value

Maximum number of rows to return {up to 300). |300

Business Unit: = - ":lS‘ld-S—Q

PO ID: begins with ~ (0000000224 |

Purchase Order Date: = - I—Eﬂ

PO Status: = - -
Short Vendor Name: begins with - I—Q

Vendor ID: begins with I—Q
Vendor Name: begins with - l—

Buyer: begins with « I—Q

Buyer Hame: begins with - I—Q

PO Type: = - -
Purchase Order Reference:  begins with - l—

Hold From Further Processing 0

[[ case Sensitive

Search Clear |pasic Search Save Search Criteria
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Click the Search button

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

Maintain Purchase Order
Purchase Order

Unit: 08143 PO Status: Dispatched A X
PO ID: 0000000224 Budget Status: Valid
Copy From: - || Hold From Further Processing
*P0 Date: ,WEU Vendor Search Doc Tol Status: Valid
Vendor SPIKEADVER-001 Vendor Details Backorder Status: MNone Create BackOrder
*Wendor ID: 0 837 Spike Advertising Inc Receipt Status: Mot Recvd
*Buyer: RBOLIVER Roxane J Boliver *Dispatch Method:  Print - M
PO Reference: [GO VT Campaion
HeaderDetails PO Adivilies Add ShipTo Comments Merchandise: MOEAD e
PO Defaults Document Status FreightTax/Misc.: 0.00
Add Comments Requisitions Total Amount: 14026.16 USD

Catalog Itern Search Line: ’—Q To: ’—Q M

Lines ustomize | Find : i First B 43 o3 B Lost
-
Details T Ship To/Due Date T Statuses T Item Information T Attributes T RFQ T Contract T Receiving

[ne| [tem  |Deserioion = | |Pooy  |UoM|cateaory |Pie = | Amount|Ststus

= S0W-1 GO VT Campaign - = ]
1B it B | 1.0000 EA (91876 CL |4076.70000 407670 Actve 00 [ [=]
=h SOW-2 GO VT Grassroots . == [+
2 B Warketing Initiative B 1.0000 EA (91876 Oy [8844.46000 8,844.46 Active (O [ =]
3 B SOREIEINTEIIETET = (3 | 10000 EA [o1a76 @ [1105.00000 1105.00 Adive 00 [E E [

Advertising Senvices

Click the red X next to PO Status

Canceling a purchase order will commit any changes made and prevent
further changes. Continue? (10200,480)

YWhenyou mark a purchase arder as canceled, the system does not allow any

further changes to the purchase arder. Any changes made, however, will be
stored an the purchase order.

Yes Mo

Click the Yes button
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If the accounting date on the purchase order is in a closed period you will
receive the following message:

The Accounting Date 2011-08-31 is not apen. The Cpen period for 08100 is from
2012-04-01 to 2012-05-31 (10200,373)

Click ok and the purchase order will not have been cancelled. The accounting
date will need to be changed before the purchase order can be cancelled.

Favu‘rites MainvMenu > Purchasing > Purchase Orders > Add/Update POs

New Window | Help | Customize Page | ,,E

Maintain Purchase Crder

Purchase Order

Unit: 08125 PO Status: Dispatched A X
PO ID: 0000005578 Budget Status: Vg

Copy From: hd " Held From Further Processing

PO Date: [08/31/2011 [ vendor Search Doc Tol Status:  Valid

Vendor OCEIMAGIST-001 Vendor Details Backorder Status: None Create BackOrder
“Vendor ID: Oce Imagistics Inc Receipt Status: Not Recvd

“Buyer: Rivet, Tara “Dispatch Method:  Print - Dispateh
PO Reference: |[CPS-B/W & COLOR WALKUP COPIERS
FHeader Details PO Activities Add ShipTo Comments Merchandise: 13127.23 Calculate
PO DEfam Document Status Freight/Tax/Misc.: 000

Edit Comments Requisitions Total Amount: 13127.23 USD

Catalog ltem Search Line: Q To: Q ml

o
Find [ View Al | B0 | B Fist Bl q o5 1 B Lot

Statuses Item Information Attributes Contract Receiving

Description PO Qty *“UOM |Category |Price Amount | Status
_ CANON IMAGERUNNER
1R C7065 COLOR WALKUP B [ 10000 EA [COP €y 1312723000 13,127.23 Active O [B [=]
MULTIFUNCTIONAL COPIERS

To change the accounting date on the purchase order, click on the Header
Details link
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Favgrites MainvMenu » Purchasing > Purchase Orders » Add/Update POs

Maintain Purchase Order

PO Header Details

Unit: 08125 POID: 0000005578 Vendor:  OCEIMAGIST-001
PO Details
Vendor: OCEIMAGIST-001 PO Date: 08/31/2011
PO Type: PROD Budget Status: Valid
*Billing Location: |PDIMVIMTP0OD2 Billing Address Tax Exempt ID:
Origin: T25 & AQT DMV Letter of Credit ID: Q
Currency Code: |USC Exchange Rate Detail Base Currency: usb
Rate Date: 01/01/1900 Exchange Rate: 1.00000000
Rate Type: CRRNT
Process Control Option
Dispatch *Method:  Print - Accounting Date: 08/31/2011  [31

Accounting Template: |[STANDARD &

OK | Cancel | Refresh |

Change the Accounting date to the current date, start the cancel purchase order
process again.

If the PO has been dispatched then you will receive the following message
Favorites Main Menu > Purchvasing b PurchasevOrders » AddfUpdate POs

Maintain Purchase Order

Cancel Purchase Order

PO has Pending Cancel status, but requires a budget check. Press the Budget Check button below
to run the budget checking process. Otherwise, click OK to continue without budget checking the

PO.Also, after successful Budget Check, Dispatch to Cancel.

Budget Check Ok

Goto: View Budget Status - Prorated ~ View Budaet Status-NProrated

Bl save | £\ Return to Search | [=] Notify | s Refresh | E'q-Adcll | Update/Display

Click the Budget Check button.
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Once budget checking is complete PeopleSoft will bounce back to the Find an
Existing Value page. If you enter the PO ID number and click the Search button
the message “"No matching values were found” will appear. If you do not budget
check the PO either on this screen or by using the batch process the system will
not be able to move the PO to Completed status.

Fa\fovr'rtes MainvMenu » Purchasing : Purchase Orders > Add/Update POs
- -

Purchase Order

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

Maximum number of rows to return (up to 300); |300

Business Unit: = - 08143 Q

PO ID: begins with - bUUUUUU224

Purchase Order Date: = - El

PO Status: = - -
Short Vendor Name: begins with - Q
Vendor ID: begins with - Q
Vendor Hame: begins with -

Buyer: begins with - Q

Buyer Name: begins with - Q

PO Type: = - -

Purchase Order Reference:  begins with -
Hold From Further Processing

Case Sensitive

Search Clear |Basic Search Save Search Criteria

Mo matching values were found.

The last step is to move the PO from Pending Cancel to Canceled by running PO
Dispatch manually or the PO will be picked in the nightly batch process for
dispatching and the PO status will move to canceled.

The PO will need to be moved to Complete Status. Follow the directions in this
manual for Reconciling a Purchase Order.

You have completed Delete/Cancel a Purchase Order
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Finalize a PO on the PO Voucher

Situations when this function is used: A purchase order was entered for
what ended up being an amount greater than what was needed. The invoice
has been received and a PO Voucher has been entered to pay the invoice. The
invoice is the final invoice and the remaining encumbrance on the purchase order
needs to be liquidated. This process will unencumber the funds but it doesn't
put the money back on the contract. If the money needs to go back on the
contact, the PO amount will need to be adjusted to be the amount vouchered.

This is the most effective way to immediately liquidate the remaining
amount on the PO if you know it is the final (or only) voucher to be
paid against the PO.

If you are finalizing POs for month end or year end, this is not the most
efficient way to do that. Instead, you should use the Reconcile a
Purchase Order method exercise in this manual.

Navigation: Accounts Payable >Vouchers > Add/Update > Regular Entry
Click on Find an Existing Value

Enter Business Unit
e leave as default
or
e enter the appropriate business unit
Enter Voucher ID
e enter the Voucher ID associated with the purchase order you need to
liquidate
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Favarites Main Menu > Accounts Payable : Wouchers > Add/Update > Reqular Entry

Voucher

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

Find an Existing Value

Add a Mew Value

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

Voucher Summary page loads.

Fa\rovrites Mainvl'«'lenu » Accountgpawble > Vouc'hers > Add,‘vadate » Regular Entry

Summary Invoice Information Payments Voucher Attributes
Business Unit: 08100

Voucher ID: 00571826

Voucher Style: Regular

Contract 1D:

Vendor Name:

Entry Status:

Match Status:

Approval Status:

Budget Header Status:
Non-Prorated Budget Status:

ERS Type:
Close Status Indicator:

Industrial Protection Products Inc
PO Box 685

Wilmington, MA 01887

Postable

Mo Match

Approved

‘alid Budget Check

alid Budget Check

Mot Applicable
Open

Purchase Orders 102
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Business Unit: = - lbs100 Q,

Voucher ID: begins with - |005?1 826

Invoice Number: pegins with - |

Short Vendor Name: beginswith - |

Vendor ID: begins with « | &}

Name 1: pegins with - |

Voucher Style: = -

Related Voucher: pegins with - |

Entry Status: = -

Voucher Source: = -

[ case Sensitive

Search | Clear |Elasi|: Search [E] Save Search Criteria

Click Search

New Window | Help | Customize Page | B

Error Summary

Invoice No:
Invoice Date:

Gross Amt:

Pay Terms:

Origin:
Voucher Source:
Post Status:

Entered on:
Created By:
Last Updated:
Updated By:

FY10329000
06/13/2011
90.00

MNet 10

INT

Online
Posted

0711112011
WP
0711112011
WP

usD
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Click on Invoice Information tab

Faw:‘u'r'rtes MainvMenu » Accounts Payable > Vouchers » Add/Update : Regular Enfry

Mew Window | Help | Customize Page | &,

i noce normaion { gaimena | ! |

Business Unit: 08100 Invoice Humber:

Voucher ID: 00571826 Invoice Date:

Voucher Style: Regular @ M

Vendor: Misc. Amount: = Mon Merchandise Sumim:
Name: Freight Amount: E

Location:
*Address:

Industrial Protection Products Inc Total:

PO Box 685 Balance: 0.00

Wilmington, MA 01887

Comments

Advanced Vendor Search
*Pay Terms: Met 10 ] Basis Dt Type: Invoice Date Action:

Accounting Date:

*Currency:

Click on Finalize document

Note: If you know that the voucher you are entering against this
purchase order is the last voucher to be entered (or maybe the only
voucher) but it is for less than the amount of the purchase order, you
may click on the Finalize document icon when entering the voucher
once the voucher is saved. The voucher budget checking process will
release the remaining encumbrance from the purchase order.
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Warning Message below displays

Thig action will finalize all eligible distributions for this voucher. Continue?
(F030,342)
Tes Mo
Click YES

Invoice Information page opens again
Click Save

Click on the Summary tab

Favorites Main Menu > Accountsvpayable b Vnughers b Add,."u‘pdate » Regular Entry
New Window | Help | Customize Page | B
Summary Invoice Information Payments Voucher Attributes Error Summary
Business Unit: 08100 Invoice No: P¥10329000
Voucher ID: 00571826 Invoice Date: 06M13/2011
Voucher Style: Regular Gross Amt: 90.00 UsD
Contract ID:
Vendor Name: Industrial Protection Products Inc Pay Terms: Met 10
PO Box 685
Wilmington, MA& 01887 QOrigin: INT
Entry Status: Postable Voucher Source: Online
Match Status: Mo Match Post Status: Posted
Approval Status: Approved
Budget Header Status: Mot Budget Checked
Non-Prorated Budget Status:  Valid Budget Check Entered on: 07112011
Created By: WP
ERS Type: Mot Applicable Last Updated: 081312011
Close Status Indicator: Open Updated By: TJARVIS

The Summary page shows that the voucher is still approved but is not budget
checked or posted. If a voucher is posted, finalizing a voucher on the purchase
order does not cause the voucher to move back to unposted status.
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To Budget Check the voucher follow the steps in the Accounts Payable
manual for budget checking a voucher online. This manual can be
found on the Finance website at:
http://finance.vermont.gov/training-and-support/vision-manuals

Once the budget checking process is complete the encumbered balance
on the PO is liquidated and spending authority returned to your
budget. This can be confirmed by reviewing the PO Accounting Entries
(there should be no remaining balance on the PO), by running the VT
PO Budgetary Activity Report (this PO should no longer appear on the
report of POs not equal to zero) or by reviewing your Budget Details
(the balance on the PO should have been released from the
encumbered amount).

More about Budget Details can be found in the Commitment Control
Manual on the Finance website at:
http://finance.vermont.gov/training-and-support/vision-manuals

You have completed Finalizing a PO on a PO Voucher
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Reconcile a Purchase Order

Situations when this function is used: Reconciling a Purchase Order
changes the status of a purchase order to Complete. Purchase Orders that have
been canceled and/or liquidated need to be moved to a Completed status.
Purchase Orders with a remaining encumbrance can also be moved to complete
and the encumbrance liquidated on the Reconciliation Workbench by selecting to
“close” the purchase order(s). Doing this regularly (we recommend monthly)
throughout the year will keep the volume of POs on the VT Req & PO Budgetary
Activity report at a more manageable level, helping to ensure timely month-end
and year-end closing.

IMPORTANT NOTE: There is a Close Purchase Orders batch process.
Running this process for 1 document will yield the same result as
running PO Reconciliation. However, if you run this process for 1 Bus
Unit, POs that you're not done with could be moved to Completed
status — we DO NOT suggest running this process for anything other
than 1 document. If this process is run by business unit and closes all
the purchase orders for that business unit Finance cannot reverse the
process.

Note: Before running this process you should run the VT PO Budgetary Activity
Report. Instructions on how to run this report are in this manual. Use this
report to help determine what purchase orders should be moved to complete
status.

A Purchase Order can be moved to Complete on the Reconciliation Workbench if
all of the following is true:

e The Purchase Order status is Canceled, Dispatched, or Approved
e The Purchase Order has a valid budget check
e The Due date is less than or equal to the current date

e If matching is applicable the Purchase Order has been fully matched
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Navigation: Purchasing > Purchase Orders > Reconcile POs > Reconciliation
Workbench

Click on the Add a New Value tab, enter a Workbench ID (Example: PO_Recon)

Fa\fuvr'rtes MainvMenu » Purchasing » Purchase Orders > Reconcile POs : Reconciiation Workbench
- - -

Reconciliation WorkBench

Business Unit: (01110 O,
WorkBench ID: F'O_RECONl

Add

Click the Add button

Enter the appropriate Search Criteria (a Purchase Order, a PO range, a PO Date
or PO Date range). In this case enter the PO ID number

Favgrites | Main Menu > Purchvasing b3 Purchasgorders > Recongle POs > Reconciiation Workbench

Reconciliation WorkBench
Filter Options

Business Unit: 03131 WorkBench ID: PQO_RECON
Description:

Enter search criteria and click on Search. Leave blank for all values.
Search Criteria

Purchase Order: | QA 1o: Q
PO Date: E El
Activity Date: 2] To: 2]
Due Date: ] To: ]
Request BU: Q Requisition ID: Q
Vendor ID: Q

ftem ID: Q

Buyer: Q

Contract SetlD: Q

Contract ID: Q

Release Number: a

GPOID: Q

GPO Contract:

SPECIAL NOTE: If you are closing purchase orders related to a contract
enter the PO range (example 0000004258 — 0000007599), the
Contract SetID = STATE, the Contract ID number, and then click Search
— only purchase orders that fall in the range and are tied to that
specific contract id will appear in the list to be reconciled and moved to
completed status.
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Fa\rtlrites I'\-'Iain_Menu > Purchasing » Purchase Orders > Recondle POs : Reconciliation Workbench
H - - -

Reconciliation WorkBench

Filter Options
Business Unit: 01110 WorkBench ID: RECON PO
Description: Cancel PO

Enter search criteria and click on Search. Leave blank for all values.
Search Criteria

Purchase Order: W A 1o Im QL
PO Date: li & To: li L)
ActvityDate: | B 1o o H
Due Date: li E To: li =
Request BU: I— Q Requisition 1D: Ii Q
Vendor ID: Ii Q

Item 1D: | Q

Buyer: | Q
Contract SetiD: Q
Contract ID: | Q

Release Number: Q
GPO ID: | Q

GPO Contract: |

Scroll down the page

[open [“|Approved [|Dispatched [“|Cancelled [T]Pending Appr

[C] Required [*] Not Required

(] ) Mot Received ) Partially Received ) Fully Received
Matching

[C] Required [*] Not Required

(] ) Hone () Partial Match () Fully Matched
Encumbrance

0 Open Encumbrances

ChartFields Customize | Find | View Al B B First B 4 o4 I Last
GLUnit  [Account |Fund Code |Department gﬁf’—"‘ Class Project Afiiliste  (BudgetDate  |Location Code
| Q| Q| Q| Q| Q| Q| | Q| B | Q [ =]

Search | Return to Reconciliation WorkBench

Click the Search button at the bottom of the page
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When the Reconciliation WorkBench page opens enter a description

Mark the checkbox to the left of the Purchase Order number or click the Select
All link.

Favorites © Main Menu > Purchasing > Purchase Orders > Reconcile POs > Recondiliztion Workbench
Ei - - - -

Reconciliation WorkBench
Business Unit: 01110 WorkBench ID: PO_RECON
*Description: [Close PO

Select POs for Further Processing
List of Purchase Orders
[ Detait JiGHHER

0000000587 Approved N 08i10/2011  08/10/2011 0000018247 Jamvis Tanya Mo Match 1 E

selectall [ Clearan

Action: Approve | Unapprove Cancel Close Dispatch Preview

Go To: Setfiter options Process Request Options Process Monitor  View Processing Results

Save

Click the Close button

If the PO is not in a state that it can move to Completed Status it will appear in
the Not Qualified box, if this is the case click the Log icon EZl to help you
determine why it's Not Qualified for reconciliation.

Favorites = Main Menu > Purchasing > Purchase Orders > Recondle POs > Reconciliation Workbench
- - -

Reconciliation WorkBench
Processing Results

Business Unit: 01110 WorkBench ID: PO_RECON
*Description:  [[Close PO

Select POs for Further Processing

Accounting Date for Action: 08/3172011 @
[ update Budget Date Equal to Accounting Date

Not Qualified view A1 B0 First 0 4 op 4 B Last

view Al B0 First B 4 opa B Last
Line Sched |Distrib Line
[=]

POID

[] 0000000587 [52] ®

selectal  Clciearan

Proceed:  Yes Delete | Return to Reconciliation WaorkBench
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Review the reason that the purchase order is not qualified and determine if the
purchase order should really be close.

Favorites | Main Menu : Purchasing : Purchase Orders : Reconcle POs : Reconciiztion Workbench
- = - - - -

Reconciliation WorkBench
Purchase Order Logs

Business Unit: 01110 WorkBench ID: PO_RECON
Description:
PO Humber: 0000000587

b
View All| &= | B

Line | Sched | Dist |Message Text
POs with Receiving Required Off and Due
Date not == Calculated PO Close Date.

1 1

The State of Vermont is not using Receiving so that part of the message is not
applicable. The Due Date not <= Calculated PO Close Date is the problem. At
this point you can go into the Purchase Order and changed the Due Date on the
Schedule page of the Purchase Order to be equal to or less than the current date
or you can wait until the Purchase Order due date has passed to move the PO to
complete status and liquidate any remaining encumbrance.

Review the reason that the purchase order is not qualified and determine if the
purchase order should really be closed.

If it is determined the purchase order can be closed then do the following:

Click on the box next to PO ID and click on the Override arrow.

Favorites Main Menu > Purchasing > Purchase Orders > Reconcile POs > Reconciiation Workbench

Reconciliation WorkBench
Processing Results
Business Unit: 01110 WorkBench ID: PO_RECON

*Description: |Close PO

Select POs for Further Processing
Accounting Date for Action: 095112011 [+
["] Update Budget Date Equgifo Accounting Date

Firstn 1o0fi1 n Last

Not Qualified view AlTE First B 4 or 1 B Last

PO ID Log
0000000587 &= ®

Selectall  glearan

Proceed: Yes Delete | Return to Reconciliation WorkBench
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Favorites Main Menu > Purchasing > Purchase Orders > Recondle POs > Reconcilation Workbench
: - - -

Reconciliation WorkBench
Processing Results
Business Unit: 01110 WorkBench ID: RECOMN PO

*Description: [cancel P

Select POs for Further Processing

Accounting Date for Action: 08/31/2011 [

["] update Budget Date Equal to Accounting Date

Not Qualified view Al First B 4 op 1 B Last

POID

selectall  Clciear Al

Proceed:  Yes | Delete | Retumn to Reconciliation WorkBench

The purchase order is now Qualified to close.

Click on the Yes button.

You will receive the following message.

Continue to Clogse POs. (10224 100

Click Yes
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When the process finishes the following page will come up on your screen so you
can see the PO in Completed status

Favorites : Main Menu > Purchasing > Purchase Orders > Reconcle POs > Reconcliation Workbench
Business Unit:

Reconciliation WorkBench
i 01110
*Description: [cancelPo

WorkBench ID: RECON PO
Select POs for Further Processing
Llst of Purchase om ers

Detail HHeR

0000000587

Customize | Find | View All| Ell Download
Match
Purchase Order PO Status |Hold |PO Date Last Activity Vendor ID Buyer
Statlls Action
[= Compl

Firs tn 1 of 1 n Last
‘Change
Order
0810/2011  08/31/2011 0000018247  Janis Tanya Mo Match 2 [E]

Select All

O clear Al
Action: __Approve_|

Unapprove | Cancel | Close Dispatch Preview

Click on the Other tab

Favorites | Main Menu > Purchasing > Purchase_orders » Reconcile POs > Reconcliation Workbench
Reconciliation WorkBench

Business Unit:

017110 WorkBench ID: RECON PO

*Description: |cancelPo

Select POs for Further Processing

List of Purchase Orders Customize | Find | view A1 B | Downlosd  First Bl 4 or g B st

I
Document

Purchase Order PO Status (Hold |Receipt Status Bm:kclrder Budget Status AP Budget Tolerance Edit the PO?
Status Status Status
Status
0000000587 & Compl N Not Recvd MNone Not Chicd Valid Valid = .

Select All

O clearau
Action: _ Approve | unapprovel Cancal |

close |  Dispdich |

Preview |
The Budget Status is equal to Not Chk'd

The PO will need to be budget checked using the batch budget check process
(See the exercise in this manual for instructions)

You have completed Reconciling a Purchase Order
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Inquire on PO Accounting Entries

Situations when this function is used: Occasionally you may want to review
the accounting entries associated with a Purchase Order. Viewing these entries
can provide the sequence of events, or history, of activities associated with the
Purchase Order. If vouchers have been entered against the PO the voucher
numbers can be viewed here.

Navigation: Purchasing > Purchase Orders > Review PO Information > PO
Accounting Entries

Faw:‘nrr'rtes MainvMenu » Purchasing » Purchase Orders : Review PO Information » PO Accounting Entries

Selection Criteria

*Business Unit: b111[] Q
From PO ID: Q To PO ID: Q

PO Status: Q
Fiscal Year From/To: Q U MaxRows: | 300
*Accounting Line View Option: ~ Standard ¥  *LedgerGroup: DETAIL_GRP &

= |
ChartFields Customize | Find | View All| B | 38 First N 4 or 1 Il Last

I_Account Fund Code |Dept Program |Class Project Affiliate
1| Q| Q| Q| Q| Q| Q| Q

Enter the purchase order number you wish to view

Enter Ledger Group by clicking on the magnifying glass and selecting
DETAIL_GRP (This may default in automatically)

Purchase Orders 102 Page 81 of 102
VISION 8.8
Revised May 2012



Favn}'r'rtes MainvMenu » Purchasing » Purchase Orders : Review PO Information > PO Accounting Entries

Selection Criteria

*Business Unit: pr11o @

From PO ID¢ 0000000587 3 To PO ID: (0000000587 QL
PO Status: Q

Fiscal Year From/To: xQ Q Max Rows: 300

*Accounting Line View Option: ~ Standard *  *LedgerGroup: DETAIL_GRP O

. B E
ChartFields Customize | Find | View &1 | B0 | B8 First B 4 op 4 B Last

’_Account Fund Code |Dept Program Class Project Affiliate
1| Q| Q| Q| Q| Q| Q| Q

OK | Cancel |

Click OK

Favgrites . Main Menu > Purchasing > Purchase Orders > Review PO Information > PO Accounting Entries

Po Acctg Ln Lookup

Business Unit: 01110

From PO: 0000000587 ToPO: 0000000557

PO Status:

From Fiscal Year: To Fiscal Year:

Accounting Line View Stanard CommitmentControl  pery gre
Option: Ledger Group:

[Accounting Entries
[ Details CHERFRES

Purchase Order Status |VendorID Change Order  [Trans Type uig‘ Line | Sched | Dist |Entry Event GLUnit |Account (Fund  |Dept
1 1

0000000587 c 0000018247 2 PO_POENC 0 1 01110 522700 10000 1110003000
0000000587 © 0000018247 2 PO_POENG 0 01110 522700 10000 1110003000
0000000587 C 0000018247 2 PO_POENC 0 1 1 1 01110 522700 10000 1110003000
0000000587 c 0000018247 2 PO_POENC 0 1 11 01110 522700 10000 1110003000

Accounting Lines Search

=] Notify

< i /

Use the scroll bar to view additional information
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Favorites | Main Menu > Purchasing > Purchase Orders > Review PO Information 3> PO Accounting Entries
~ H - - > -

New Window | Help | Customize Page | B

F
customize | Find | View A1 B0 #l First K 1 or B Last

GLUnit |Account |Fund  |Dept Program |Class  |Project Affiliate ﬁ gi“;‘:en Velue |period |Year [L2urnaliD %B
01110 522700 10000 1110003000 -45 USD M 2012 0018927725
01110 522700 10000 1110003000 45 USD N 2012 0018927725
01110 522700 10000 1110003000 45 USD N 2012 0018927725
-45 USD M 2012 0018927725

01110 522700 10000 1110003000

If vouchers had been entered against this purchase order they would show in the
Reference Reversal ID column.

You have completed Inquiring on PO Accounting Entries
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Inquire on PO Activity Summary

Situations when this function is used: Inquiring on the PO Activity
Summary will allow you to view additional information about the Purchase Order

itself, any Invoices, and Matching associated with that PO using drill down
buttons and links.

Navigation: Purchasing > Purchase Orders > Review PO Information > Activity
Summary

Enter the purchase order number you wish to view.

Fa\.fnvr'rtes MainvMenu > Purchvasing » Purchasev[]rders = Review PDvInfnrmatinn > Activity Summary

PO Activity Summary

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 300); 300

Business Unit: = - p1110 aQ
PO Number: begins with |UDDDDDDE3D
Purchase Order Date: = v | [#]

Purchase Order Reference: begins with - |

Vendor ID: begins with - | aQ

[ case Sensitive

Search | Clear |Elasi|: search [§] Save Search Criteria

Click Search

Favorites Main Menu > Purchasing > Purchase Orders > Review PO Information > Activity Summary

Activity Summary

Unit: 01110 PO Status:  Compl

POID: 0000000530 Vendor: Verizon Wireless Semnvices LLC
Lines

Customize | Find | View All | IEI First 0 1 of 1 n Last
r
Details | Receipt | mvoice | Matched | mTV

Amount
Line ltem ltem Description Order Gty Ordered

1 F||§| 000000000000009210 VERIZON WIRELESS CELLULAR SERV EA 1.0000 214920 USD
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Depending on what specific information you want to review you can use the
Details, Invoice, and Matched tabs or click on the Show all Columns icon. SOV
does not use RTV (Return To Vendor)

By clicking on the Invoice tab specific invoice/voucher information will be
accessible through drill down icons and links. Click the Invoice icon

Favorites Main Menu > Purchasing > Purchase Orders > Review PO Information > Activity Summan)

Activity Summary
Unit: 01110 PO Status: Compl
POID: 0000000530 Vendor: Werizon Wireless Semvices LLC

Llnes Customize | Find | View All | EI| First BN 1 of 1 W@ Last
(TDetais [ Receipt || invoice liatched) JIRTV

Quantity
Line Item Item Description Invoiced Amt Invoiced | Currency

1 [ 000000000000009210 VERIZON WIRELESS CELLULAR SERV EA 1.00 214.920 USD L

Favgrites Main Menu > Purchasing » Purchase Orders > Review PO Information » Activity Surmmmary

Unit: 01110 PO No.:0000000530 Line 1 Item ID 000000000000009210
Invoice Customize | Find | view A1 B0 B8 First B0 4 op 1 B Last

Sched Hum |AP Unit Voucher Line Quantity Invoiced Amount Invoiced

101110 00004170 1 1.00 214.920 =

Click the Voucher link to drill down for additional information or click the Activity

Summary link to return to view Receipts and/or Matching for this PO. Clicking on
the Voucher link will open a new window displaying the Voucher Inquiry page as
shown below.
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Favgrites | Main Menu > AccountsPayable > Review Accounts Payable Info > Vouchers > Voucher

Mew Window | Help | Customize Page

Voucher Inquiry

From Business Unit: To Business Unit: From Voucher ID: To Voucher ID: *Voucher Style:
lo1110 Q 01110 Q [ooooa170 Q looooa170 C,  Regular Voucher -
From Invoice: To Invoice: Post Status: Approval Status: Voucher Balance:
[ Q | Q, - - -
SetlD: From Vendor Short Hame: To Vendor Short Name: Voucher Date Type:
[ Q| Q| a -
From Vendor ID: To Vendor ID: Vendor Location: From Date: To Date:
[ Q| a 08/31/2011 081312011
From Vendor Name 1: To Vendor Name 1: Max Rows:
300
*Amount Rule: Voucher Gross Amount:  Transaction Currency:
Search Reset Criteria
Any A I Q
Sort Criteria
~Sort By: VoucherID ~  sSortAsciDesc:  Ascending - Sort

» Display Currency Criteria

} Late Interest Analysis

Voucher Inquiry Results Customize | Find | V]

VERIZON WIRELESS

SERVICES LLC MULTIPLE Regular F@ usD 21492 0.00 0.00

00004170 2436152840 07/25/2010 0000169911

< I

From this page Voucher Detail Lines can be viewed by clicking on the Detail
Lines icon.

Favorites | Main Menu
LIS -

Business Unit: 01110 VoucherID: 00004170 Invoice No: 2436152840 Invoice Dt:  07/25/2010
Vendor ID: 0000169911 Name: VERIZON WIRELESS SERVICES LLC ShortName: VERIZONWIR-002
Gross Invoice Amount: 21492 Total Non-Merchandise Charges: 0.00
Entered VAT Amount: 0.00 Transaction Currency: usD
Invoice Lines Find \ First B 4 of 1 I Last
Line: 1 Description: VERIZOM WIRELESS CELLULAR SERV Amount: 214.92
temID:  000000000000009210 Quantity: 1.0000 UoM: EA Unit Price: 214.92000
PO Business Unit: 01110 PO Number: 0000000530 PO Line: 1 PO Schedule: 1
Receipt Unit: Receipt Number: Receipt Line: Schedule:

Distributions Customize | Find | view Al ] 88 Fiest Bl 4 op 1 B Last
GL ChartFields 1

214.92 01110 516652 1110003000
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Payment Information will be displayed by clicking on the Payment Information
icon.

Favgrites | Main Menu > AccountsPayable > Review Accounts Payable Info > Vouchers > Voucher
Mew Window | Help | Customize Page

Voucher Inquiry

v Search Criteria

From Business Unit: To Business Unit: From Voucher ID: To Voucher ID: *Voucher Style:
01110 Q o110 Q |ooooa170 Q |ooooa170 ©,  Regular Voucher -
From Invoice: To Invoice: Post Status: Approval Status: Voucher Balance:
\ Q| Q - . -
SetlD: From Vendor Short Hame: To Vendor Short Name: Voucher Date Type:
[ a | Q| a -
From Vendor ID: To Vendor ID: Vendor Location: From Date: To Date:
a a | a 08/31/2011 08/31/2011
From Vendor Name 1: To Vendor Name 1: Max Rows:
300
*Amount Rule: Voucher Gross Amount:  Tri ion Currency:
Search Reset Criteria
o - | | q| S| Rusote|
Sort Criteria
+Sort By: Voucher 1D ~  +SortAsciDesc:  Ascending - Sort

¥ Display Currency Criteria

} Late Interest Analysis

Customize | Find | V

'Voucher Inquiry Results
Details  J{JilGreIDetaE

- I Vendor Voucher
Voucher ID |Invoice Number Vendor ID Short Vendor Hame i Style Det:

VERIZON WIRELESS
00004170 2436152840 071252010 0000169911 o py -Fo) o MULTIPLE Reaular

n

Favaorites Main Menu > Accounts Payable > Review Accounts Payable Info > Vouchers > Voucher

Back To Voucher Inguiry

Business Unit: 01110 Voucher ID: 00004170 Invoice Number: 2436152840
Vendor Name: VERIZOM WIRELESS SERVICES LLC Vendor Location: MULTIPLE
Gross Invoice Amount: 21492 Transaction Currency: usD

Firs K 10f1 D Last

Payment | Payment Voucher Paid | Payment
Amount Currency Amount | Status

STATE HOWRD 0005 0002202597 08M10/2010 21492 UsSD 21492 Paid

By clicking on the Payment Reference ID link additional payment information is
available.
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Favo_rites Mainvl\-'lenu b Accountgpayable ¥ ReviewAccourlts Payable Info & Voughers > Voucher

Back To Voucher

Payment Inquiry
Payment Reference ID: 0002202597 Payment Status: M Payment Method: Check -
Bank SetiD: STATE Q Bank Code: HOWRD Q,
Bank Account: 00os Q Bank Account# | [C] single Payment

Pay Cycle: Q Pay Cycle Seq #: Q

Remit SetlD: STATE & Remit Vendor: Q

Vendor Name: | Q Vendor Location:
*Amount Rule: Any v Amount: Currency: Q
From Date: ] To Date: e Max Rows: 200

[ Show Chart “Chart Type: Bar Chart - Search | Reset Criteria |
Sorting Criteria
*1st sort: Account - *Sort Type: Asc hd
*2nd sort: PymntRef ~ ~SoriType:  ASC - Sort

Payment Inquiry Result Customize | Find | View All | 2] First Bl 1 or 1 B Last
r
Payment Details T Additienal Info T Vendor Details

Payment Payment Payment Recon Reconcile
Source :}]eference Method Amount |Currency |Creation Date Payment Date Status Status F

VCHR 0002202537 Check 214.92 UsD 08102010 08M0f2010 Paid Recon 08M7I2010

\

By clicking on the Payment Reference ID link from the Payment Inquiry you can
view information regarding all vouchers that were included in that specific
payment.

Favorites Main Menu > AccountgPayabIe > Re\rlewAccounvts Payable Info > Voushers > Voucher

Vouchers For a Payment
Back To Payment Inguiry

Bank Name: TD Bank NA Pymnt Ref ID: 0002202597
Bank Account#: 5240112748 Accounting Date: 08/10/2010
Pay Cycle: VENDOR  Seq Num: 2358 Payment Date: 08/M0/2010
Vendor Name:  Verizon Wireless Days Outstanding: 8
Address: PO Box 15062 Payment Clear Date: 08/16/2010
Reconcile Date: 08/17/2010
Albany NY 12212-5062 USA  Value Date: 081072010
Payment Amount: 21492 USD Payment Method:CHK
Description:

a1
customize | Find | view A1 B8 First B0 4 op 1 I Lot

5:;'ﬁ Voucher 1D Ad\m:e Advice Date |Invoice Number |Gross Paid Amount Paid Amount |Currency | Discount Taken |Late Charge | Source

01110 00004170 1 07/25/2010 2436152840 214.92 214.92 USD Accounts Payable Vouchers

You have completed Inquiring on PO Activity Summary
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Inquire on Purchase Orders against a Contract

Situations when this function is used: You need to know what Purchase
Orders have been issued drawing down a specific contract.

Navigation: Purchasing > Procurement Contracts > Review Contract
Information > Review Contracts by PO

Enter your contract number (in this example use #8355 with the leading zeros),
when you tab out of the field the check boxes in the upper right become active.
Click the PO with Contract check box, once you click the check box the Search
button becomes active.

Favuvrfces MainvMenu > Purchv:-lsing > Procuremegt Contracts » Review Contr.-:vct Information > Review Contracts by PO

PO Contract Line

~SetiD: STATE O [7] PO with Contract

*ContractiD: | 00D0D0D0000000000D0D19201 @ opg yATS & MOPS SERVICE [7] PO without Contract
Search

Item ID: \ Q

List of Purchase Orders Customize | Find | View A0 | B Firet K 4 or 1 Il Laet

Click Search

Fa\rovrtes MainvMenu > Purcllasing > Procuremegt Contracts > Review Contm'ct Information > Review Contracts by PO

PO Contract Line

“SetiD: STATE & PO with Contract

“Contractip: | 0000000000000000000019201 2L pgyaTs & MOPS SERVICE E1Po without Contract
Search

o | a _searcn ]

List of Purchase Orders Customize | Find | View All | IE—|| ] First B 110 o 70 O Last

Unit  [POID Line ';:—a“fus UpToDt Gty| UpToDt Amt Item

MATS, WALK-OFF: RUBBER
BACKED TO LAY FLAT AND GRIP
FLOOR, WITH PILE TOP SURFACE
TO CAPTURE AND HOLD SOIL,

[C] 02140 0000022663 1 Closed 1.0000 12.210 USD MOISTURE AND GREASE.
PROTECTS FLOORS AND
PROMOTES SAFETY. DELIVERED
LAUNDERED AND DRY. VARIOUS
COLORS AND SIZES.

VIRGIM (MEW) WIPING CLOTHS:
NATURALMWHITE, ALL-COTTON,
STRONG AND ABSORBENT. 18" X
18"
VIRGIN (NEW) WIPING CLOTHS:
NATURALMHITE, ALL-COTTON,
STRONG AND ABSORBENT. 18" X
18"
MATS, WALK-OFF: RUBBER
BACKED TO LAY FLAT AND GRIP
FLOOR, WITH PILE TOP SURFACE
TO CAPTURE AND HOLD SOIL,
[[] 02140 0000022727 1 Closed 1.0000 13.800 USD MOISTURE AND GREASE.
PROTECTS FLOORS AND
PROMOTES SAFETY. DELIVERED
LAUNDERED AND DRY. VARIOUS
COLORS AND SIZES.

[T] 02140 0000022704 1 Closed 1.0000 3.640 USD

[T] 02140 0000022712 1 Closed 1.0000 3.640 USD
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Scroll down the page

By selecting the check box next to a specific PO, the Inquire and Activity
Summary links at the bottom of the page become active allowing you to drill
back further for additional information.

Fa\.rovr'rtes I'v'Iain‘[ﬂenu > Purchasing > Procurement Contracts > Review Contract Information > Review Contracts by PO

18"
MATS, WALK-OFF: RUBBER
BACKED TO LAY FLAT AMD GRIP
FLOOR, WITH PILE TOF SURFACE
TO CAPTURE AND HOLD SOIL,

V| 02140 0000022862 1 Closed 1.0000 23.250 UsSD MOISTURE AND GREASE.
PROTECTS FLOORS AND
PROMOTES SAFETY. DELIVERED
LAUNDERED AMD DRY. VARIOUS
COLORS AND SIZES.

MATS, WALK-OFF: RUBBER
BACKED TO LAY FLAT AMD GRIP
FLOOR, WITH PILE TOF SURFACE
TO CAPTURE AND HOLD SOIL,

02140 0000023042 A1 Active 1.0000 26.550 USD MOISTURE AND GREASE.
PROTECTS FLOORS AND
PROMOTES SAFETY. DELIVERED
LAUNDERED AMD DRY. VARIOUS
COLORS AND SIZES.

VIRGIN (NEW) WIPING CLOTHS:
NATURALMWHITE, ALL-COTTON,

02140 0000023043 1  Aclive 1.0000 7280 USD A R AL HITE ALLCOTTON,
18
VIRGIN (NEW) WIPING CLOTHS:
02140 0000023070 1  Active 1.0000 3.640 USD IATLFRLCORTIE (e DT

STRONG AMD ABSORBENT. 18" X
187
MATS, WALK-OFF: RUBBER
BACKED TO LAY FLAT AMD GRIP
FLOOR, WITH PILE TOP SURFACE
TO CAPTURE AND HOLD SOIL,
02140 0000023071 1 Active 1.0000 33.750 USD MOISTURE AND GREASE.
PROTECTS FLOORS AND
PROMOTES SAFETY. DELIVERED
LAUNDERED AMD DRY. VARIOUS
COLORS AND SIZES.

Inguire Update  Activity Summary

In this example the Update link is not active because the PO is in a Closed
status. If the PO~§tatus was Active, clicking on the Update link would open a
new window displayingthe Maintain Purchase Order page.

For example clicking the Inquire link will open a new window

displaying the Purchase Order Inquiry page
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Fa\.rovr'rtes MainvMenu > Purchasing » Purchase Orders : Review PO Information > Purchase Orders
: - - -

Purchase Order Inquiry
Purchase Order

Unit: 02140 PO Status: Compl
PO ID: 0000022862 Budget Status: Walid
PO Date: 05/23/2011 Doc Tol Status: Walid
Vendor: UNIFIRSTCO-002 Backorder Status: None
Vendor ID: 0000013382 Vendor Details Receipt: Not Recvd
Hold From Further Processing
Buyer: Morse Hannah Amount Summary
PO Reference: CPS-MATS & MOPS SERVICE Merchandise: 93,95
Header Details Al BTV Matching FreightTax/Misc.: 0.00
Header Comments Document Status Total: 2325 UsD

Change Order Select Lines to Display

Lines Customize | Find | View All| EI| First K0 1 or 1 B Last

S R B

MATS, WALK-OFF: RUBBER BACKED 48550 1.0000 EA 2325 USD Closed o [E

Clicking on the Activity Summary link will open a hew window

displaying the Activity Summary page

Favorites = Main Menu > Purchasing > Procuremeyt Contracts > Review Contract Information > Review Contracts by PO

18"

MATS, WALK-OFF: RUBBER
BACKED TO LAY FLAT AND GRIP
FLOOR, WITH PILE TOP SURFACE
TO CAPTURE AND HOLD S0IL,
1.0000 23250 UsD MOISTURE AND GREASE.
PROTECTS FLOORS AND
PROMOTES SAFETY. DELIVERED
LAUNDERED AND DRY. VARIOUS
COLORS AND SIZES.

MATS, WALK-OFF: RUBBER
BACKED TO LAY FLAT AND GRIP
FLOOR, WITH PILE TOP SURFACE
TO CAPTURE AND HOLD S0IL,

1.0000 26.550 UsD MOISTURE AND GREASE.
PROTECTS FLOORS AND
PROMOTES SAFETY. DELIVERED
LAUNDERED AND DRY. VARIOUS
COLORS AND SIZES.

VIRGIMN (NEW) WIPING CLOTHS:
NATURALMHITE, ALL-COTTON,

02140 0000022862 1 Closed

[] 02140 0000023042 1

[[] 02140 0000023043 1 1.0000 7.280 USD STRONG AND ABSORBENT. 18" X
18"
VIRGIN (NEW) WIFING CLOTHS:
NATURALAMVHITE, ALL-COTTON,

[[] 02140 0000023070 1 1.0000 3.640 USD STRONG AND ABSORBENT. 18" X
18"
MATS, WALK-OFF: RUBBER
BACKED TO LAY FLAT AND GRIP
FLOOR, WITH PILE TOP SURFACE
TO CAPTURE AND HOLD SOIL,

[ 02140 0000023071 A 1.0000 33.750 USD MOISTURE AND GREASE.
PROTECTS FLOORS AND
PROMOTES SAFETY. DELIVERED
LAUNDERED AND DRY. VARIOUS
COLORS AND SIZES.

\4
Inguire Update  Activity Summary
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Fa\rtlr'rtes MainvMenu » Purchasing > Purchase Orders » Review PO Information »  Activity Surmmary

Activity Summary
Unit: 02140 PO Status: Compl
POID: 0000022862 Vendor: Unifirst Corporation

Lines customize | Find | View Al B0 | B8 First Kl 1 or1 B (st

[ Details T Receipt T Invoice T Matched T RTVY

Line Item Item Description uom Order Gty
EA 1.0000

1@y MATS, WALK-OFF: RUBBER BACKED

23.250 UsD

You have completed Inquiring on Purchase Orders against a Contract
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Document Status Inquiry

Situations when this function is used: You have a Purchase Order and
need to quickly determine if it's tied to a Req or Contract and if it has any
vouchers against it.

Navigation: Purchasing > Purchase Orders > Review PO Information >
Document Status

Enter the PO number or leave blank and click the Search button to select from a
list of values
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Favorites = Main Menu > Purchasing » Purchase Orders > Review PO Information > Document Status

Purchase Order Document Status

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 200); |300

Business Unit: = 01110 Q
PO Number: begins with ~ |
Purchase Order Date: = \a El
Origin: begins with ~ | Q,
Purchase Order Reference: begins with - |
[ case Sensitive

Search | Clear |E|asic: Search [l Save Search Criteria

Search Results

Only the first 300 results of a possible 578 can be displayed. Enter more search key information and search agai
maore rows.

Wi All First ] 1-100 of 300 J Last
Business Unit| PO Number (Purchase Order Date |Origin [Purchase Order Reference

01110 LW04-09 08/21/2003 Fil {blank)

01110 FM2011-1 12/06/2010 @ (blank)

01110 0000000587 08M10/2011 EM CPS-ERGONOMIC SEATING - IV
01110 0000000586 08M10/2011 EM CPS-ERGONOMIC SEATING - IV
01110 0000000585 081042011 EM DMV Systems Modernization Proj
01110 0000000584 08/09/2011 EM BG3-SPRGFLD SOB PAVEMENT MAINT
01110 0000000583 072112011 FM BGS SSCF EXT. JOINT SEALANT
01110 0000000582 OT/26/2011 FM (blank)

01110 0000000581 072612011 FM BGS SSCF EXT. JOINT SEALANT
01110 0000000580 072612011 LIB CP3-VERIZON WIRELESS SERVICE
01110 0000000579 O7/25/2011 T37  CPS-HIGHWAY SIGNS AND ACCESS.
n444n NANANNNETS NTPIEFINA 4 ORT BP0 _ CTATINKADY & CADRMS

Once you've selected the PO the following screen will appear
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Favorites Main Menu > Purchasing » Purchase Orders > Review PO Information » Document Status

PO Document Status

Business Unit: 01110 PO ID: 0000000551 Status: Compl
Document Date: 0212212011 Document Type:  Purchase Order Budget Status: Valid
Currency: usp Amount: 4382

Buyer: McCuen,Raya

ASSC'C"HM Document Customize | Find | View 41| B # First Bl 1.3 or 3 I Last
Documents [ Related info

Busme!s ’m— Document T Status Document Date

STATE 0000000000000000000015006 Contract Approved 05/04/2009 0000283499
01110 00004576 Voucher Posted 011712011 0000283499 MULTIPLE
STATE 0002312035 Payment Posted 02/24/2011 0000283499 MULTIPLE

You can click on the links within this screen for additional data.

*If you click on the contract link from this page the contract events page will
open and be blank — it’s best to view the contract by opening a new window and
navigating to Add/Update or Review Contracts as appropriate for your situation.

You have completed running the Document Status Inquiry
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VT PO Budgetary Activity Report

This purchase order report provides the PO status in addition to the original,
liquidated and remaining amount information. Additionally, the report contains
the Contract ID if the PO has drawn down a Contract. The report is a useful tool
in the management and reconciliation of purchase orders.

Navigation: Purchasing > Purchase Orders > Reports > VT PO Budgetary
Activity
Click on the Add a New Value tab and enter a Run Control ID

FaxfuzgitES MainTMenu » Purchasing » Purchase Orders > Reports > VT PO Budgetary Activity
- - -

VT PO Budgetary Activity

| ! iwvae

Run Control ID;|VT_PQ_Budgetanj

Add

Click the Add button
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Favorites = Main Menu > Purchasing > Purchase Orders > Reports > VT PO Budgetary Activity

Vit Run Pos8001

Run Control ID:  VT_P0O_Budgetary Report Manager Process Monitor ST |
Language: English -

Report Request Parameters

Business UnitGL:  |01110 @ *BudgetDate From: [07/01/2011 [ *To:  [08/31/2011 [

Remaining Amount: =~ 7 0.000 This report will return data meeting either
PO Status: P Complete - ofthe criteria specified in this box.
ChartField Sort Options customize | Find | View A1 B0 | B8 First Bl 423 02 B Last
*ChartField Short Name From ChartField Value To ChartField Value
ACCOUNT Q Account Q Q =]
DEPTID Q Dept Q Q =
FUND_CODE Q) Fund aQ aQ [=]

Run Query WT_PO8001 for VTPO8001 output

& save

Enter
e Business Unit GL

e Budget Date From should be the first day of the fiscal year

e Budget Date To should be the current date
(NOTE: Report cannot be run as of a prior through date.)

e Remaining Amount — choose the appropriate sign and enter the
appropriate amount for the data that you are requesting. Finance
recommends running this report for <> $0 for most
reconciliation and management purposes.

e PO Status — choose the appropriate sign and choose the appropriate
status for the date that you are requesting. Finance recommends
running this report for <> Complete for most reconciliation and

management purposes.

E¥ Add \Update/Display

NOTE: The report will return data meeting either of the criteria specified for
Remaining Amount and PO Status. If one of the criteria is left blank, it will

ignore the criteria completely.

For example:

1. For month-end reconciliation and management of purchase orders, the
report should be run with remaining amount <> $0 and PO Status <>
Complete. The report run this way will return every PO with a
remaining amount AND it will return every PO that is not at a status of
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Complete. If the PO has a remaining amount and is not at a status of
Complete, the report will only return the PO once.

2. Departments may run the report with other criteria for other purposes.
To see all purchase orders that have been used and completed in a
year, leave the remaining amount fields blank and use PO Status =
Complete. The report will ignore the remaining amount criteria and
return just POs that are at a status of Complete.

If you wish to see additional chartfield values you can add rows by clicking the
plus sign (+) on the far right of each row.

If you wish to run the report for a particular Chartfield Value, enter values in the
From Chartfield Value and To Chartfield Value fields. If you leave the From
Chartfield Value and To Chartfield Value fields blank, all values will be returned.

In this example, Account, Fund and Dept ID chartfield values will be returned. If
other chartfield information is needed, they must be selected above.

Click the Run button.

Fa\.fnvrites ] MainvMenu = Purchasing > Purchase Orders > Reports : VT PO Budgetary Activity

Process Scheduler Request

User ID: TJARVIS Run Control ID: vT_PC_Budgetary
Server Name: Run Date: psfawzuﬂ E
Recurrence: *  Run Time: 12:08:10PM Resetto Current Date/Time |
Time Zone: Q
Process List
Select |Description Process Name Process Type Type *Format Distribution
VT Purchasing Budget Activity WTPOS001 S0OR Report Web SPF Distributian
DK | Cancel |
Click OK.
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FavgiteséMainvMenu > Purcllasing > Purchass Orders > Repvorts »  WT PO Budgetary Activity

Vit Run Pos8001

Run Control ID:  vT_PO_Budgetary Report Manager Process Monitor

Run

Language: English e Process Instance:5402714

Report Request Parameters

Business UnitGL: (01110 Q_ “Budget Date From: [07/01/20 B *To: (08212011 [

Remaining Amount: =% 7 | 0.000 This report will return data meeting either

PO Status: = v Complete - of the criteria specified in this box.

ChartField Sort Options customize | Find | View A1l | B0 | B First B0 43053 BN Last

[ChartFiels ~ [ShortName  |FromCharffieldValve  |IoChartFieldVawe | |
WO\ Account | Q | Q [=]
PO @ Dent | Q| a @ B
FONDGOSE @ Fund | Q| Q@ E

/

/

Click on Process Monitor.

Favorites Main Menu > Purchasing > Purchase Orders > Reports > WT PO Budgetary Activity

Process List Server List

View Process Request For

User ID: [TJARVIS Q. Type: - Last - 1 Days - Refresh |
Server: ~  Name: <\, Instance: | to |

Run ~ Distribution - Save On Refresh
Status: Status:

Process List Customize | Find | View All | @I

Select |Instance | Seq. |Process Type m% User Run Date/Time g

5402714 SOR Report VTPOB001 TJARVIS 08/31/2011 12:08:10PM EDT Success Posted Details

Click Refresh~until Run Status = Success and Distribution Status =
Posted

Take note of the Instance number for this report. You can copy and paste this
number to use for the PO query.
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Navigation: Reporting Tools > Query > Query Viewer
Enter Query name: VT_PO8001

Favc;r'rtes MainvMenu > RepnrtirLg Tools quer-_.r > Query Manager
Query Manager

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

Find an Exizsting Query | Create New Query

*Search By: Query Name ~ beginswith  |VT_PO2001|
Search Iﬂxm'anc:ed Search

Click Search.

Favovrites MainvMenu » Reporting Tools > Query > Query Manager

Query Manager

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

Find an Existing Query | Create Mew Query

*Search By: Query Name *  beginswith  [VT_POS8001

Ad\fanced Search

Search Results

*Folder View:  — All Folders — hd

CheckAll | Uncheck All | *Action: — Choose — -+ Go|

Query Customize | Find | 0 B #E mst B o B s

. Runto (Runto |Runto
Select [Query Hame Descr Owner |Folder Edit HTMIL F— XML Schedule

[] wT_PO8001 RUN Process First Public Edit HTML Excel XML Schedule

Click link to Run to Excel link for the query VT_P0O8001 /

Enter the process instance number you noted earlier or use the magnifying glass
to select it — if you have run this report more than 1 time during the course of
the day, all process instance numbers for the day will appear.
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VT_POB001 - RUN Process First

Process Instance: | 5402714 |C

View Results |

Note: If there are no purchase orders on the report, the process instance box

will turn red.
Click View Results.

File Download notice may appear. Click Open.

File Download

Do you want to open or save this hle?

] Mame: YT_POE001_Z1776.xls
$H]

Type: Microsaft Excel Worksheet, 10,0KE
Fram: Frdevweb.finman.state.vt.us

Open ][ Save ][ Cancel ]

harm your computer. If you do nat trust the zource, do naot oper or

I@ YWhile filez from the Intemet can be useful, zome fles can potentially
zave this file, What's the righ?

Report will open in an Excel spreadsheet.

[ A B G D E F G H I

1 [RUN Process First 17

2 |Process Instance | Busi unit __ [Busi unitGL _ [PO ID [Po status |Line [Sched Num |[Distrib Line Num  [[DeptiD [ciass
3 5402714 01110 01110 0000000674 D 1 1 171110003000
4 540271401110 01110 ‘0000000575 D 1 1 171110003000
5 5402714 01110 01110 ‘ooooocos7e D 1 1 111110003000
6 540271401110 01110 ‘0000000576 D 2 1 171110003000
7 5402714 01110 01110 ‘ooooocos7r A 1 1 11110003000
8 540271401110 01110 ‘0000000581 D 1 1 171110003000
9 5402714 01110 1110 ‘Doooooosez D 1 1 11110003000
10 540271401110 1110 ‘0000000582 D 1 1 271110003000

k - v .
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Scroll to the right to view additional columns.

w |~ o e

L M N (o] P Q R 5 T
1
2 [Funa [[Account |Buaget Date From  |Budget Date To _[Program [[contract ID [vendor |vendor Name |original PO Amoun
10000 516659 7112011 813172011 "0000000000000000000014825 "0000169911 Verizon Wireless Services LLC
"o000 516659 72011 8/317201 "D000000000000000000015006 000283499  ATAT Mobility
Moooo 522600 7112011 8/31/2011 ‘0000041408 Vermont Correctional Industries/Vermont
"10000 522600 7r1/2011 813172011 0000041408 Vermont Gorectional Industries/Vermont
"o000 522600 701 8/31/2011 0000041408 Verment Corectional Industries/Vermont
Moooo 521600 7112011 8/31/2011 "3000000000000000000018918 "5000000017 Nicom Coatings Corp
9 o000 520100 7112011 813172011 0000000017 Nicom Coatings Corp
10 0000 520100 72011 8/317201 0000000017 Nicom Coatings Corp

Using the data on the spreadsheet:

Total the remaining amount column on the spreadsheet — this total should
match the encumbrance amount on the appropriation status report for
your Business Unit.

Review all Purchase Orders for accuracy and to determine if they are still

needed.

See exercise in this manual for closing partially vouchered POs tied to
Contracts and close all partially used POs tied to Contracts by following

the exercise.

Close all POs that have a $0 remaining amount through the reconciliation
workbench — see the exercise in this manual for Reconciling Purchase

Orders.

You have completed running the VT PO Budgetary Activity report

A complete listing of reports and queries available in VISION for the
Purchasing module can be found on the Finance & Management

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

manual
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