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Introduction to Purchase Orders

Overview of VISION Financial System
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3 = Budget Check
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The Purchasing Module is the entry point for purchase orders. There are four functions of a purchase
order:

e Initiate a purchase with a supplier

e Track payments and usage against a statewide contract

e Track payments against a department specific personal services contract

e Serve as the control for encumbering funds as purchases and payments are executed

Vision Procedure # 3 outlines the use of Purchase Orders, Contracts and BDA’s (Blanket Delegation of
Authority) in the State of Vermont’s VISION financial system.

e A VISION Purchase Order must be prepared and charged to the appropriate VISION procurement
contract when making payments in VISION on contracts for services and commodities,
regardless of dollar amount in accordance with AOA Bulletin 3.5 (with the exception of Personal
Service, Zero Dollar and some Financial Transaction contracts as defined by AOA Bulletin 3.5)
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e All payments processed against a contract for service or commodities shall be coded using the
appropriate expenditure accounts per the VISION Chart of Accounts

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

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

Policy #1: Suspension and Debarment

e The State of Vermont will not make purchases over $25,000 or enter into grants or contractual
agreements of any amount with vendors that have been suspended or debarred by the Federal

government. This policy applies to all such purchases and agreements, regardless of funding
source

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

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

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

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

e Buyer's Resource Guide located on the Building’s and General Services website under Purchasing
and Contracting, Policies and Procedures
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NOTE: Departments may define additional required fields as needed for their own business

State of Vermont Required Fields for Entering a Purchase Order

processes.

Maintain Purchase Order Page

PO Date (defaults as current date)

Supplier ID

Buyer

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

Unit of Measure (UOM)

Category

Price

Header Details Link

e Accounting Date (defaults as current date, accept default)

PO Type (defaults as GEN)
Billing Location

Origin

If PO is drawing down a contract -Under Contract Tab

Contract ID

Contract Line

Schedules Page

Due Date

Ship To

PO Qty (defaults from main page)
Price (defaults from main page)

Amount (defaults from main page)

Distributions for Schedule 1 Page

Account
Fund
Dept ID
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Purchase Order Process Flow Chart
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Frequently Asked Questions (FAQs)

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

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

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

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

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

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

Navigation: Go to the Office of Purchasing and Contracting website

AGENCY OF ADMINISTRATION

SEARCH

Buildings and General Services

VERMONT.GOV OUTLOOK ONLINE

Home

Commissioner's Office

Design & Construction

Operations & Maintenance

Planning & Property Management
Vermont Information Centers Division
‘Government Business Services
Purchasing and Contracting

Bid Information

Construction Services and Professional
Consulting Retainer Contracts

Contact Information - Purchasing Agents

Contract Information

Communications Contracts

Computer Hardware, Software and Training
Contracts

STATE PHONE BOOK

CONTRACT INFORMATION

The text of statewide commodity contracts that are utilized by more than one agency/department are
available for view. To view or print the text of a contract click on the contract number.

s Statewide Commadity Contracts that are utilized by more than one agency/department (including those

for use by Towns and Schools!

* Download a list of executed contracts that have been issued by the Office of Purchasing and Contractin

¢ Download a list of contracts that have been added or amended in the last 30 (thi
Purchasing and Contracting

 Environmentally Preferable Purchasing (EPP!

@

Environmentally
Preferred Purchasing

Statewide Contracts

days by the Office of

Click on the Current Contracts link

AGENCY OF ADMINISTRATION

Buildings and General Services

VERMONT.GOV OUTLOOK ONLINE

Home

Commissioner's Office

Design & Construction

Operations & Maintenance

Planning & Property Management
Vermont Information Centers Division
Government Business Services
Purchasing and Contracting

Bid Information

Construction Services and Professional
Consulting Retainer Contracts

Contact Information - Purchasing Agents
Contract Information

Current Contracts

Communications Contracts

Computer Hardware, Software and Training
Contracts

Information Technology Retainer Contracts
Debarment List
Environmentally Preferred Purchasing
Equipment Maintenance Insurance

Events

STATE PHONE BOOK

CURRENT CONTRACTS

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

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

need the free.

See the complete list of contracts where the purchasing card may be used as 3 method of pavment

To Search This Page Press "Control F"

Audio Vi
Automotive

Beds and Bedding
Building Supplies

Interior Coverings
Laboratory and Field Equipment

T Gt G o
Markers and Signs
Mail and Express Services
Medical

(;

Clothing and Footwear

e
Computer Hardware, Software and Training
Custodial Supplies

Use Ctrl + F to
search or Click
on a hyperlink
for a Category

Document Destruction Services Newspaper Advertising

Electrical Equipment, Supplies and Service Office Furniture

Easteners Office Machines

Eilters Office Supplies

Fire Protection Equipment and Supplies Paper and Plastic Products, Disposable
Elags Paper. Envelopes and Forms

Food Police Equipment and Supplies

Euel Erinting

Highway Materials and

Hospital and Surgical Equipment
Industrizl Supplies

Safetv Equipment and Services
Scrap Metal Removal
Translation Service

Waste Hauling and Recvcling
Welding Supplies
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Building Supplies

* Lumber and Building Supplies

= LaValley Building Supply Inc, Contract 34436

= Poulin Lumber, Contract 34441
« Hardwood Plywood

= Atlantic Plywood Corporation, Contract 36064
* Plumbing and HVAC Supplies

= Granite Group, Contract 30953

= F.W.Webb, Contract 31324

Clothing and Footwear

» Safety Shoes and Boots : Industrial Protection Product, Contract 33797

« FPR Resale Shirts: Express Press, Contract 36507

.

Inmate Uniforms : Acme Supply Co Ltd, Contract 34128

.

Inmate Clothing : Bob Barker Company Inc., Contract 36206

.

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

Forestry Clothing: Initial Ideas, Contract 35154

Security Uniforms : Ben's Uniformes, Inc., Contract 29501 \

Shirts and Caps : Express Press, Contract 36747

Click on the

.

.

the contract

.

Rough Duty Uniforms : Ben's Uniforms, Inc, Contract 36054

contract number
hyperlink to view

.

State Police Uniforms : Ben's Uniforms, Inc, Contract 34114

Uniform Rental & Cleaning: Unifirst, Contract 35508

.

Vermont Information Center Uniforms: Express Press, Contract 36760

.

High Visibility Safety Clothing: Applied Industrial Technologies Inc, Contract 35356

.

High Visibility Safety Clothing: Reflective Apparel Factory Inc., Contract 35354

The Contract page opens displaying information regarding what items are on this contract:

CONTRACT 2
State of Vermont
Buildings and General Services F
Office of Purchasing & Contracting
109 State St
Montpelier VT 05609-3001
USA Contract ID Page

0000000000000000000029501 lof 7

Vendor ID 0000009824 Contract Dates Origin

Ben's Uniforms Inc 10/01/2015 to 09/30/2019 CPs

20 Main Street Description: Contract Maximum

Amesbury MA 01913 CPS - SECURITY UNIFORMS $999,999.99

USA Buyer Name Buyer Phone Contract Status

Deborah L L aRose 828-4635 Approved
Phone #: 978-388-0471
Unit Max Max

Line # Item ID Item Desc ucm Price Qty Amt
1 SHIRT, SHORT SLEEVED EA £6.00000 0.00 0.00

80/20 RAYON BLEND, 10 OZ., PLAIN WEAVE, TRADITIONAL 5-CREASE MILITARY STYLE, SEW-IN MILITARY STYLE CREASES, PLEATED

POCKETS WITH SCALLOPED FLAPS, PENCIL SLOT LEFT AND HOOK-AND-LOOP CLOSURE, CONVERTIBLE SPORT COLLAR, EPAULETS, BADGE

EYELETS WITH INTERNAL SUPPORT STRAP, EXTRA-LONG SHIRT TAILS, COLLAR PIN EYELETS IN COLLAR, MACHINE WASHABLE, COLOR:
TAN OR WHITE.

iNDICATE MFR, PRODUCT CODE, COLOR AND SIZE OF SHIRT AT TIME ORDER
BLAUER #8910 OR FLYING CROSS #W69W6604

SIZE 14.5 - 17 5 - $56.00/EACH

SIZE 18 - 18.5 - $60.00/EACH

SIZE 195 $65.00/EACH

SHIRT, LONG SLEEVED EA 51.00000 0.00 0.00

How to determine if a Commodity is on Contract is Complete
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Enter a Purchase Order Against a Contract

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

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

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

WorkCenter navigation: Purchasing WorkCenter > Links pagelet > Purchase Orders > Purchase Order
Add/Update

Navigator menu navigation: Purchasing > Purchase Orders > Add/Update POs

The Purchase Order page displays:

Purchase Order

Find an Existing Value
Add a New Value Q g

*Business Unit {31110 Q,
*FPOID |MEXT
Add

1. Click Add
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The Maintain Purchase Order page displays:

Maintain Purchase Order
Purchase Order

Business Unit 01110
POID NEXT

Copy From v
Header (z

*PQ Date 11/02/2013
*Supplier

Supplier Search

Supplier Details

|D D|L'_i

Supplier ID

“Buyer ETEST Eric John Hoefel

fe)

PO Reference

Header Details Activity Summary

PO Defaults Add Comments Freight/Tax/Misc. 0.00 RS
PO Activities Add shipTo Comments Total Amount 0.00 USD
~ Actions
Add Items From (2
Catalog Item Search
Purchasing Kit
Lines (2 Personalize | Find | View All E‘J| L:# First &/ 1of1 &) Last
Details Ship To/Due Date Statuses Item Information Aftributes RFQ Contract Receiving
Line tem Description PO Qty *UOM Category Price Memha“:\i:i Status
53 5% el 52N Q a 0.000 Approved ] = =l =
kAL Close Short All Lines *Go to| ... More M
[5] Save ||[=] Notify o Refresh E% Add #7 Update/Display

PO Status Initial B
Budget Status Not Chik'd

Hold From Further Processing

Doc Tol Status Valid

Receipt Status Not Recvd
=Dispatch Method v

Amount Summary (2

Merchandise 0.00

The following information defaults in: PO Status = Initial, Budget Status = Not Checked and PO Date =

Current Date.

2. Supplier Short Name or Supplier ID# - Enter one or the other

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

The Supplier Address for the Contract will default from the Supplier record. There will be
no ability in VISION to change the Supplier Address directly on a Contract. To update the
supplier address on the Purchase Order, Click the Supplier Search hyperlink to select a

different address option

Header (7

*PO Date 01/22/2019
*supplier VCIMVO!

-001

*Supplier |p (0000041408

Wermont Correctional Industries/\Vermont

Doc Tol Status Valid

Receipt Status Mot Recvd

s P pE

*Buyer ETEST Elia Test
PO Reference

Header Details Activity Summary

PC Defaults Add Comments
PO Activities Add ShipTo Commentis
~ Actions

*Dispatch Method | Print ¥

Amount Summary (2

Merchandise 0.00
C 0
FreightTax/Misc. 0.00 £ Bl
Total Amount 0.00 USD

3. Click the Supplier Details link to update the Supplier Address number on the Purchase Order
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The PO Supplier Information page displays:

PO Supplier Information

Maintain Purchase Order

Business Unit 01110 POID NEXT

*Location MULTIFLE a,

@ Show Address Details

Contact Q| show Contact Details

Salesperson

*Address

Q| Show Salesperson Details

Supplier Details Message

Country USA United States
Address 1 280 State Dr, NCBE2 8§
Address 2

Address 3

City Waterbury

State VT Vermont

Refresh

Supplier Details -- Vermont Correctional Industries/\Vermont

County Postal 05671-2000

Supplier VCIVOWP-001

Supplier Information

Terms NET30 Q, Net

Basis Date Type | Inv Date

Prefix
Fax
Prefix 802

Phone 241-1472

4. Click on the Magnifying Glass to see the supplier addresses available and select an address

5. Click OK

Header (2

*PO Date [11/22/2015 ]
NPODT @
Q
Q

+Supgiier Jn D000041408
~Buyer ETEST

PO Reference

Supplier Search

e : :
=supplier [VCIV Supplier Details
Vermont Correctional Industries/Verment

I Ella Test

Activity Summary
Add Comments
Add ShipTo Comments

~ Actions

Doc Tol Status Valid

Receipt Status Mot Recvd
*Dispatch Method | Print bl

Amount Summary (7

Merchandise 0.00
FreightTax/Misc. 0.00
Total Amount 0.00 UsD

Calculate

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

7. Click on the PO Defaults link
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The Purchase Order Defaults window opens

Purchase Order Defaults

Business Unit 01110
Default Options (7

POID MEXT

Supplier VCINOWP-001

Ifyou select this option, the defaultvalues entered on this page are treated as part of the defaulting logic and are only applied if no

@ Default
other default values are found for each field. If default values already exist in the hierarchy, they are used, and the values on this page
are notused.
© override
If you select this option, all default values entered on this page override the default values found in the default hierarchy.
Line
Category a Unit of Measure a
Schedule
Ship To PFMMTFPO02 . FM Finance-Financial Oper Ultimate Use Code Q
Due Date [#] Original Promise Date [
Ship Via [BESTWAY Q Freight Terms Code FOBDEST Q
Arbitration &} Freight Charge Method -
*Distribute By CQuantity h One Time Address
Distribution
SpeedChart
Distributions Personalize | Find | View All | @I E First ‘4’ 10of1 '* Last
Chartfields Asset Infgmation e
Dist Percent GL Unit Account Fund Dept Program Class Project Affiliate
1 01110 |Q |520000 |Qy (10000 | [1110000000 |3 Q Q [&]
4 [T | b
OK Cancel Refrash
8. Enter your chartstring information
9. Click OK
You are brought back to the Maintain Purchase Order page:
Maintain Purchase Order
Purchase Order
Business Unit 01110 PO Status  Open =
POID NEXT Budget Status Not Chi'd
Copy From i v " Hold From Further Processing
Header (7
PO Date 11022018 [ Supplier Search Rl
*Supplier [VCIVOWP-001 @ supplier Details
*Supplier 10 0000041408 @ Vermont Cormrectional Indusiries/Vermont Recelpt Status Not Recvd : ——
*Buyer [ETEST @ Eric John Hoefe Desgaich Meihod . v ope
PO Reference Amount Summary (7
Header Details Activity Summary Merchandise 0.00
PG Defaulis Add Comments FreightTax/Misc. 0.00 Calculate
PO Activities Add ShipTo Comments Total Amount 0.00 USD
~ Actions
Add Items From (2
Catalog Item Search
Purchasing Kit
Lines (7 Personalize | Find | View All | G7 | First ‘4 10f1 &) Last
Details Ship To/Due Date | Statuses ltem Information Atftributes Receiving
Line Item Description POGly *UOM Category Price Mepchandie  stats
B a | . E2l o Q Q [i 0.000 Approved (O [ E [E
TN Wrp0n Close Short All Lines “Go to ::::._ More ... '_‘
[Slsave ||=INotiy || Refresh | Eh Add |[ 5] Update/Display

10. Click on the Contract tab
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Lines (7

Details Ship To/Due Date Statuses Item Information Attributes BFQ Contract | Receiving
Line Item Description SetlD Contract ID Contract Version Contract Line Category Line

B Y I I a Q Q
View Printable Version Close Short Al Lines *Go to[_More . v
[Flsave ||[=]Notify | &% Refresh

11. Contract ID - Enter the contract ID or click the Magnifying Glass to select from a list:
Look Up Contract ID
Help
SetlD TATE
Contract ID| begins with v
Short Supplier Name | begins with v Q
Description| be v
Look Up Clear Cancel | Basic Lookup
Search Results
View 100 First ‘4 of k) Last
Contract

Supplier Short Supplier Contract
SetID Supplier ID Contract ID Mame Status Description g::;emnmg Expire Date
STATE 0000041404 000000000000000K 3"23?-:429I-"CI-":‘O-.’\-‘F-DM Approved DMV MANUALS 08/01/2017 07/31/2019
STATE 000004 UU00ULUDLOUOULLOLULO3 1144 VCINVOWP-001 Approved CPS - STATIONARY & FORMS 03/31/2016 04/01/2019
STATE 0000041408 0000000000000000000030813 VCIVOWP-001 Approved CPS-HIGHWAY SIGNS AND ACCESS. 03/01/2016 02/28/2019

12. Click on the Contract ID link to select a contract
Note: The following must be true for a contract to be available to use:
e The Contract must be in Approved Status
e The Contract Beginning date must be less than or equal to the PO Date
e The Contract Expire Date must be equal to or greater than the PO Date

If an invoice for a product or service is received after the contract has expired, but the order for the product
or service was performed before the contract expiration date, you can and should use the contract. Please

refer to the Enter a Purchase Order against an Expired Contract exercise in this manual.

Maintain Purchase Order
Purchase Order

Business Unit 01110

PO Status Open

PO ID NEXT Budget Status  Not Chik'd
Copy From v Hold From Further Processing
Header (7
I— TR — Doc Tol Status Valid
*Supplier V! Q@ supplier Detai
+Supplier Ip 0000041408 aQ Receipt Status Not Recvd
*Buyer ETEST @ ElaTest *Dispatch Method | Print 2l

PO Reference DMV MANUALS Amount Summary (7

Header Delails Activity Summary Merchandise 0.00
PO Defautts Add Comments Freight/Tax/Misc 0.00 (65 2l
PO Activiies /Add ShigTo Comments S —— w0d: SD
~ Actions
Add ltems From (7
Catalog Item Search

Purchasing Kit

Lines (7
Details Ship To/Due Date || Statuses || Htem Information || Aftributes RFQ Contract | Receiving
Line Item Description SetlD Contract ID Contract Version  Contract Line fﬁ“:g‘“y Release
B Q A =] STATE  0000000000000000000034429 |Q 1 Q Q
VgDl Y arsian Close Snort All Lines *Go to| . More -
[Flsave |[=] Notify |[&2 Refresh

Milestone Line

GPOID

13. Click the Magnifying Glass next to the Contract Line field to select the appropriate contract line
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The Look Up Contract Line window opens:

SetlD
Contract ID
Contract Version

Category
Contract Line Nbr| =
More Information | b

Look Up ci

Search Results
View 100
Categ

FNrR)

~ oo

69551

Look Up Contract Line

itract Line Nbr Item ID More Information

Help

STATE

0000000
egins with v

v
2gins with v
ear Gancel | Basic Lookup
First ‘&' 170r7 B Last

CDL MANUAL

DRIVER'S LICENSE MANUAL
MOTORCYCLE MANUAL
SCHOOL BUS MANUAL

) SNOWMOBILE MANUAL
(blank) ATV MANUAL

14. Select the contract line by clicking on t

he link

Once you select the contract line the following Message MAY appear on the screen:

Message

COverride Schedule Quantity with Contract Quantity Sch

Press OK to override schedule quantity with contract shipping templat

I Ok I Cancel

juled on Line (1)

1 Description (IRPAFTA MANUAL)? (10200,438)

Press Cancel to use the entered line quantity and schedule qu

e schedule qua

15. Click OK

Maintain Purchase Order
Purchase Order

Business Unit 01110
POID NEXT

Copy From v

Header (2

PO Status Cpen
Budget Status Not Chk'd

Hold From Further Processing

Doc Tol Status “alid

*PO Date 11/02/

*Supplier VCIVOW

*supplier D 0000041408
*Buyer ETEST

Header Details

PC Defaulis

PO Activities
 Actions

Add Items From (2

Catalog
Purchasing Kit

Supplier Search

Supplier Details

Receipt Status Mot Recvd

Ella Test

PO Reference DMV MANUALS

Activity Summary
Add Commenis
Add ShipTo Comments

m Search

Q
Q Vermont Correctional Industries/\ermont
Q,

*Dispatch Method | Frint x

Amount Summary (2

Merchandise 1,639.77
FreightTax/Misc. 0.00 Calculate
Total Amount 1,639.77 USD

H save | [Z1Notty | [ Refresn

Lines (7 Personalize | Find |View Al | 0| B First & 101 & Last
Detais || Ship To/Due Date || Statuses || ltem Information | Aftributes || RFQ || Contract | Receiving | [=9)
Line ttem Description SetiD Contract I Contract Version  Contract Line 09
@, [IRPAFTA MANUAL ) =] STATE o |a 1 1Q Q Q & =
View Pritable Version Close ShortAll Lines *Go to[  Wore -
5 Acd |21 UpcateDispiay

16. Click the + icon to insert a new line to add an additional contract
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The following Message opens:

fintraining.erp.vermont.gov says

Enter number of rows to add:

17. Change the number of rows to add if you want to add more than 1
18. Click OK
Additional line(s) are added to the PO:

Maintain Purchase Order
Purchase Order

Business Unit 01110 PO Status  Open
PO ID NEXT Budget Status Mot Chk'd
Copy From | v Hold From Further Processing
Header (2

— ' Valig
PO Date [11/06/20128 Supplier Search Do Tol Status valkd

~supplier VCINOWP-001

Supplier Details

Vermont Correctional Industries/Vermont Receipt Status Not Recvd

Elia Test

*supplier ID 0000041408
*Buyer ETEST
PO Reference [CPS - STATIONARY & FORMS

50 pE

*Dispatch Method | Print v Dispatch

Amount Summary (7

Header Details Activity Summary Merchandise 1,638.77
PQ Defaults Add Comments FreightTax/Misc. 0.00 Calculate
PO Activities Add ShipTo Comments Total Amounit 163877 USD
 Actions
Add ltems From (7
Catalog Item Search

Purchasing Kit

Ship To/Due Date Statuses Item Information Aftributes RFQ Contract Receiving
Line Item Description SetiD Contract 1D Contract Version Contract Line Ef;:gow
B Q@ [IRPAFTA MANUAL P e B STATE  (0000000000000000000034429 |, 1 1oy a
B ) Q A & STATE Q Y
View Printable Version Close Short All Lines *Goto[ ... More . v

[§lsave ||=] Notify || Refresh

19. Go through the process of entering the contract number and selecting the appropriate contract
line number for each additional PO line.

Once all contract information has been entered,

20. Click on the Details tab
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IMaintain Purchase Order
Purchase Order

Business Unit 01110
POID NEXT

Copy From |

Header (7

PO Date [11/0612018
*Supplier VCIVOWP-001
*Supplier |D 0000041402
*Buyer |ETEST

~ Actions

Add ltems From 7

Catalog
Purchasing Kit

Lines (7

Details Ship To/Due Date Statuses
Line Item
T B a
2 2 |oooooooooooooo4a3o Q,
View Printable Version
[Elsave ||=] Notify || Refresh

PO Reference [CPS - STATIONARY

el Supplier Search

Q supplier Detais

Q Wermont Correctional IndustriesMermont
@ EllaTest

& FORMS

Activity Summary
Add Comments
Add ShipTo Comments

Item Search

Amount Summary

PO Status Open
Budget Status  Not Chk'd

) Hold From Further Processing

Doc Tol Status Valid

Receipt Status Not Recvd

~Dispatch Method | Print
3
163078

0.00
163078 USD

Merchandise
FreightTax/Misc.
Total Amount

Calculate

Personalize | Find |viewar | &) B8 First
Item Information Aftributes RFQ Contract Receiving
Description POGHy *UOM Category Price Mercholdise | status
IRPIFTAMANUAL | Ji B 10000 |@ Besst o [ 163077000 163077 Approved
[BUSINESS CARDS - | J1 B 1.0000/ LOT |G, 69530 0.01000] 0.01 Approved (2

Close Short All Lines

*Go to|... More ...

[E: Add || & Update/Display

4 1-20f2 ‘B Last

=]
e

21. If you want to apply the same chartstring information to all lines, click on the PO Defaults link.
Otherwise, skip to step 25

The Purchase Order Defaults window opens:

Purchase Order Defaults
Business Unit 01110 POID NEXT Supplier VCIVOWP-001
Default Options i ¢
Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only applied if no other
default values are found for each field. If default values already exist in the hierarchy, they are used, and the values on this page are
not used.
Override
If you select this option, all default values entered on this page override the default values found in the default hierarchy.
Line
Category Q Unit of Measure Q
Schedule
Ship To[PFMMTPO02 @ FM Finance-Financial Oper Ultimate Use Code Q
Due Date El Original Promise Date 5
Ship Via BESTWAY Q Freight Terms Code FOBDEST Q
Arbitration Q Freight Charge Method hd
*Distribute By Cuantity hd One Time Address
Distribution
SpeedChart
Distributions Personalize | Find | View All| GV | B First ‘4" 10f1 ‘®' Last
Chartfields || Assetinformation | [F=H
Dist Percent GL Unit Account Fund Dept Program Class Project Affiliate
1 100.0000 01110 | [520000 |@ [10000 | [1110000000 |Q Q Q Q
< I | F
OK Cancel Refresh

Help

22. Click OK
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The PO Default Retrofit window opens:

PO Default Retrofit

Maintain Purchase Order

Retrofit field changes to "all” existing PO lines/schedules/distributions

Business Unit 01110 PO ID NEXT Supplier VYCIVOWP-00

For Line and Schedule defaults, Select "Apply” to apply changes to all lines and schedules.

| Help

1

For Distribution defaults, Select "Apply” to apply changes to the Distrib Line.

Select "Apply to All Distribs’ to apply changes to all distribution lines on the PO.
Retrofit Field Selection Personalize | Find | View 7 | 1]

Apply istrits Line  Field Name Field Value
[ Ship To PFMMTPOOZ
D Ship Via BESTWAY
0 Freight Terms Code FOBDEST
] Pet 100
= GL Unit 01110
] Account 520000
Fund 10000
Dept 1110000000
D Budget Date 2019-02-08
] Location PFMMTPOO2

¥ Select Al Clear All
oK Cancel Refresh

Example: If you select "Apply’ for Digtrib Line 3, the change is applied to each Digtrib Line 3 on the PO.

First ‘4" 1-100f10 "' Last

Apply to All Distribs

e e

23. Select any fields you want to change or click on Select All to choose all fields

24. Click OK to override information that was brought in by the contract

You are returned to the Purchase Order page:

Maintain Purchase Order
Purchase Order

Business Unit 01110

POID NEXT
Copy From | v ]
Header (2
*pQ Date |11/06/2018 ] Supplier Search
*supplier VCINOWP-001 Q supplier Details
*Supplier ID (0000041408 @ Vermont Correctional Industries/Vermont
*Buyer ETEST @, Elia Test
PO Reference |CPS - STATIONARY & FORMS

Activity Summary
AUt Add Comments

PO Activities Add ShipTo Comments
~ Actions
Add ltems From (2
Catalog Item Search

Purchasing Kit

[§l save ||[Z] Notify I i Refresh I

PO Status Cpen
Budget Status Not Chik'd
) Hold From Further Processing

Doc Tol Status Valid

Receipt Status Not Recvd

“Dispatch Method | Print b

Amount Summary (7

Merchandise 1,639.78
Freight/Tax/Misc. 0.00 a0ty
Total Amount 1,639.78 USD

Lines (7 Personalize | Find | View All | ] [ First &/ 1-20f2 &) Last
Details Ship To/Due Date Statuses Item Information Attributes RFQ Contract Receiving

Line Htem Description POl *UOM  Category pice  Merchandite cratus

1 =] @ [IRPAFTA MANUAL I =t 10000 [T @ [6esst ¢ | 1,638.77000) 1,638.77 Approved ® e} = =]

2 [Z [0000000000D004380 |G, [BUSINESS cARDS- | 1 B 10000 [LOT |@ 69530 0.01000) 001 Approved €2 @ [l [=]
Meyupnatatibersion Close Short All Lines *Go to| ... More v:

[+ Add || & Update/Display

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

contract terms
26. Click Refresh
27. Click on the Header Details link
Purchase Orders 101 Manual - February 2024
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The PO Header Details page displays:

PO Header Details

Rate Date 01/01/1900
Rate Type CRRNT
Process Control Option
|#| Dispatch
“Method | Print

Template ID

oK " Cancel || Refresh

PO Details
*Billing Location PFMMTPDIC, Billing Address
Origin FM Q. FM
I Use One Ship To
Currency

Currency Code USD Q_ Exchange Rate Detail

018

PO Date 11/06/
Budget Status Mot Chk'd
| Tax Exempt

10]
Letter of Credit ID

Ship To

Base Currency USD

Exchange Rate 1.00000000

Acknowledgements required for | NOt required
Accounting Date 11/06/2018

Accounting Template STANDARD

]
a

Help

28. PO Type - Enter by clicking on the Magnifying Glass

29. Origin - Enter by clicking on the Magnifying Glass

30. Click OK

If you receive the following Message:

Message

Ve

Custom price on line 1, schedule 1. Cverride with system calculated price? (10200,66)

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

If you choose to not have the system override the custom price, you can see how the system calculated its price by visewing 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 fo set the current price equal to the system-calculated price.

31. Click Yes or No as it applies to the current situation (if you’ve changed the price on the PO —
Click No, also this message will appear for each line on the PO)
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You are returned to the Purchase Order page:

Maintain Purchase Order
Purchase Order

Business Unit 01110

POID NEXT
Copy From v
Header (7
*PO Date 11 8 Supplier Search
*Suppiier VCIVOWP-001 Supplier Details

*Supplier 1D 0000041408

Vermont Correctional Industries/vVermont

PO Status
Budget Status

Doc Tol Status

Receipt Status

P L oE

*Buyer ETEST
PO Reference CPS - STATIONARY & FORMS

Ella Test

Activities
 Actions
Add ltems From (7

Catalog
Purchasing Kit

Itern Search

*Dispatch Method
Amount Summary (7
Merchandise
Freight/Tax/Misc.
Total Amount

val

Open
Not Chk'd

7

Hold From Further Processing

Mot Recvd
Print v

164477
0.00 Calculate

164477 USD

Lines (7 Personalize | Find | View All | 0 5] First &) 120f2 &) Last
Details Ship To/Due Date Statuses Item Information Attributes RFQ Contract || Receiving
Line Hem Description PO Qty *UOM Category Price Mem:?;‘:zﬁ Status
B Q [RPIFTAMANUAL [ 4@ 8 1.0000 T |@ [6e551 q | 1638.77000 162977 Approved O [ E =
2 2 [000000D0D0DDD04B80 . [BUSINESSCARDS - | & & 500.0000( LOT |@ 69530 0.01000; 5.00 Approved o 9] ==
s Close Short All Lines *Go to|__ More v
_'_EJJ_Save i 'i] thi_fy i 8 Refresh E Add rz| Upda:efDisp\a‘,j

32. Click on the Add Comments link to enter comments that relate to the Purchase Order as a

whole

Note: It is important to be specific about your delivery requirements as the items may be
delivered by an independent company (Example: inside delivery is required to the 3™ floor, only
accept deliveries on Tues & Thurs between 12-3, because of loading dock location deliveries
cannot be accepted by anything larger than a box truck)

The PO Header Comments page displays:

PO Header Comments

Business Unit 01110 PO ID MEXT

*Sort Method | Comment Time Stamp v

Comments

Use Standard Comments

Send to Supplier
Show at Voucher

Show at Receipt

Associated Document
Attachment
From -= PO 01110-NEXT

OK Cancel Refresh

Supplier VCINVOWP-001

*Sort Sequence | Ascending v Sort
Find | View Al First ‘4 10of1 &/ Last
Comment Status Active Inactivate
B
z
Attach Email

Help

33. Click the + icon on the right side of the comments text box to add a new comment
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PO Header Comments

*Sort Method | Comment Time Stamp

Comments

Use Standard Comments

Business Unit 01110 POID NEXT

Supplier VCINVOWP-D01

*Sort Sequence | Ascending v
Find | View All First ‘&' 1
Sommen Saue Adie

CFFERED IN THEIR RESPONSE

CONTRACT TERMS: THIS CONTRACT WILL BE SUBJECT TO REVIEW THROUGHOUT ITS
CONSIDER CANCELLATION UPON DISCOVERY THAT A SUPPLIER IS IN VIOLATION OF ANY PORTION OF THE
AGREEMENT, INCLUDING AN INABILITY BY THE SUPPLIER TO PROVIDE THE PRODUCTS, SUPPORT, AND/OR SERM

Inactivate

ERM. THE STATE WILL

#| Send to Supplier | Show at Receipt
Show at Voucher

Associated Document

Attachment

From -= PO 0110-NEXT

I OK I Cancel Refresh

Attach View

Email

34. Enter comments

35. Check the Send to Supplier checkbox. This allows the comments to show on the printed copy of

the PO to send to the supplier
Once all comments have been entered,

36. Click OK

You are returned to the Purchase Order page:

Maintain Purchase Order
Purchase Order
Business Unit 01110
POID NEXT
Copy From v
Header (g

=pQ Date [11/06/2018
*Supplier VCINOWP-001

Supplier Search
Supplier Details

*Supplier Ip D000041408 v

n R L PE

*Buyer ETEST Ella Test
PO Reference [CPS - STATIONARY & FORMS
Header Details Activity Summary
PO Defaults Edit Comments
PO Activities Add ShipTo Comments
~ Actions
Add Items From (7
Catalog Item Search

Purchasing Kit

2 [2 [ooooi

@ [BUSINESS CaRDS - | 401 ]y

View Printable Version Close Short All Lines

Save ||[S] Nofify | |#* Refresh

Lines (2

Details || Ship To/Due Date | Siatuses | ltem Information || Atfributes || RFQ
Line ltem Description
1 B @ [IRPIFTA MANUAL eI Y

PO Status Cpen
Budget Status  Not Chk'd ﬂﬁ

Hold From Further Processing
Doc Tol Status Valid
Receipt Status Not Recvd

Dispatch Method | Print ¥ =

Amount Summary (2

Merchandise 1,644.77
Freight/Tax/Misc. 0.00 Calculate
Total Amount 1,644.77 USD

Personalize | Find | View Al | ] E

Contract || R

PO Gty *UOM Price M"‘“a“”if Status
100007 Q 1,639.77000 1,639.77 Approved
500.0000] [LOT |@ 0.01000 5.00 Approved
*Go to| ... More v

37. Click the Line Comments icon to enter comments specific to the line

38. Click the Schedule icon
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The Schedules page displays:

Maintain Purchase Order

Schedules
Unit 01110 Supplier VCIVOWP-001 PO Status Open
POID NEXT PO Date 11/06/2013

Return to Main Page

Lines Find | View Al First ‘&) 1of2 &/ Last
Line 1 Item IRFAFTA MANUAL PO Gty 1.0000 T Merchandise 1,638.77TUSD
- Ami
Schedules Personalize | Find | View All '@| == First ‘& 1of1 ‘&' Last

Details | Sftatuses Shipment || Matching | Receiving Freight || RTV

= = xy = Merchandise
Sched Due Date Ship To PO Qty Price B rint Status
B Mj12r06r2018 G al= 1.0000 1,630.77000 1,630.77) Active T @ B =] [=]

Add ShipTo Comments

5l Save | |[Z] Notify || Refres| B &7 Update/Display
F s [=] Motify o Refresh Add Update/Displ.

39. The Due Date normally defaults in 30 days out, change this as appropriate to your situation
40. Ship To - Enter a ship to location:
VISION Purchasing “Ship To” locations have a specific format
Example: PFMTP001
P = Purchasing
FM = Origin Code for the Agency/Dept
MTP = Abbreviation for city/town
001 = First location for that origin code in the city/town.
41. Click the Distributions/Chartfields icon
The Distributions for Schedule 1 page displays:

Distributions for Schedule 1
Help
Unit 01110 Supplier VCIVOWP-001
PO ID NEXT Item (000D0ODD00D00D04830 BUSINESS CARDS - PRINTED IN GREEN AND BLACK INK_ SIZE: 35" X 2
STOCK: RECYCLED 100 LB. BRISTOL, WHITE. SEE ATTACHED PRICE
LIST.
Line 2
Schedule 1 Status Active
I *Distribute By | Quantity v I Schedule Qty 500.0000
Merchandise Amount 500 USD
SpeedChart & Muki-SpeedCharts Doc. Base Amount 500 USD
Distribution Personalize | Find | View All | &2 | E First (&' 1of1 &) Last
Chartfields || Details/Tax | AssetInformation || ReqDetail || Statuses || Budget Information
Dist Status Percent PO Qty Mem:":‘g‘iﬁ Currency *GL Unit *Account Fund Dept Program Class Project
Cpen 100.0000 |500.0000 500 USD 01110 |G 517000 G, (10000 |G (1110030000 |Gy Q Q
3
Cancel Refresh

42. The Distribute by field defaults as Quantity change it to Amount as appropriate to the situation
43. Enter your department’s Chartfield information specific to the purchase
44, Click OK

45. Complete the Schedule and Distribution pages for each line of the PO
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Once you are back on the Schedules page,

46. Click Save

The following Message will open for each line of the PO if the Price or Quantity has been changed:

Message
Warning — Price on line 1, schedule 1

will be applied.

does not balance o sum of value adjustments for the schedule. (10200,4)

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

47. Always Click OK to this message

A PO ID number is assigned.

48. Click the Return to Main Page link

The Purchase Order page displays:

Iviaintain Purchase Order
Purchase Order
Business Unit 01110
PQID 0000000939
Copy From v
Header (7

“PO Date 1110612018 &
*Supplier VCIVOWP-001 a
*Supplier ID 0000041408 Q
*Buyer ETEST Q

Header Details
PO Defaulis
PO Activities

~ Actions

Add Items From (7

Catalog
Purchasing Kit

Supplier Search

Supplier Details

Wermont Correctional Industries/Vermont

PO Status Cpen x
Budget Status Not Chk'd g}

Hold From Further Processing

Doc Tol Status Valid

Ella Test

PO Reference CPS - STATIONARY & FORMS

Activity Summary
Edit Comments
Add ShipTo Comments

ltem Search

Receipt Status Mot Recvd

*Dispatch Method _Print X

Amount Summary (7

Merchandise
FreightTax/Misc.

Total Amount

164477
0.00
164477 USD

Calculate

Lines (7 Personalize | Find | View All | & B First ‘4 1-20f2 ‘&' Last
Details Ship To/Due Date Statuses Item Information Attributes RFQ Contract || Receiving
Line Item: Description PO Qty *UOM Category Price Merc:z:rr'ﬁilﬁ Status
B Q [RPAFTAMANUAL | B B 10000 [T |Q (69551 G| 183977000 163077 Appraved 0 [ Bl =]
2 2 [000000000000004330 |G [BUSINESS CARDS - | 0 Bf 500.0000 LOT |@ 69520 0.01000 5.00 Approved £ ] =
e ok (e Close Short Al Lines *Go to[_Mors v]
[§] Save || Notify ||#¥ Refresh EL Add || 5 Update/Display

Note: Complete the following steps if you plan to post multiple vouchers against the PO:

49, Click on the Show all columns icon
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The Line expands to display all fields:

Maintain Purchase Order
Purchase Order

Business Unit 02150
PO ID 0000034063

comyFrom[ ]

Header (2
*PO Date 05/10/2019 Supplier Search

~Supplier WALSHELECT-001

Supplier Details

»Supplier 1D 0000001569

“Buyer TMCSWEEN

PO Reference AIR-151

PO Status Dispatched A %
Budget Status vaiid

[ Hold From Further Processing

Doc Tol Status Valid

Backorder Status  Not Backordered Create BackOrder

Receipt Status Not Recvd

*Dispatch Method Dis

Amount Summary (7

Header Details Activity Summary Merchandise 571237 RS
PO Defaults Add Comments Fresght(Tex/iiec. o0
PO Activities Add ShipTo Comments Total Amount 57237 USD
Requisitions Document Status Encumbrance Balance 8312 USD
~ Actions
Add ltems From (7 Select Lines To Display (7
Catalog Item Search Search for Lines Line Q To Q Retrieve
3
Line Hem Description PO Qty *UOM Category Price  Merchandise Amount Status Due Date Ship To Price
'L::::A,DTU:E:S A & 1.0000/ EA 28551 57237000 572.37 Approved > [ [oemorz019 PMILSBRLO4 |y, [572.37000 & A
View Printable Version Close Short All Lines *Go to[._. More |
5l save _)_“ Return to Search [] Notify || Refresh
< _— >

50. Scroll to the right to the Amount Only box

plenish Code Stockless Device Tracking Withholding Physical Nature
andard O Goods
<

*PriceQty  *Price Date A'gﬁ“;”( kFa D E;‘S SetiD Contract ID
=i & STATE  000000000D000000D00037266

Contract Ver

51. Check the Amount Only box

52. Scroll back to the left and click Save

Follow specific controls in place in your department for approving and budget checking PO’s.

Enter a Purchase Order Against a Contract is Complete
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Add Attachments to Purchase Order Header or Lines

Situations when this function is used: When creating a Purchase Order, users may need to add

attachments at the Header or Line level.

Note: the following steps address only adding the attachment, not creating the Purchase Order in
entirety. Other training manual topics address the steps for Creating Purchase Orders within this

document.

WorkCenter navigation: Purchasing WorkCenter > Links pagelet > Purchase Orders > Purchase Order

Add/Update

Navigator Menu navigation: Purchasing > Purchase Orders > Purchase Order Add/Update

The Purchase Order page displays:

Purchase Order

Add a New Value

*Business Unit 01110 |Q,
*POID |NEXT
Add

Q Find an Existing Value

1. Click Add
The Maintain Purchase Order page displays:

Maintain Purchase Order
Purchase Order

Business Unit 01110

PO Status  Open
Budget Status Not Chk'd s

Hold From Further Processing

Doc Tol Status Valid

Receipt Status Not Recvd

PO Reference (CPS - STATIONARY
L Activity Summary

Add Comments

Add ShipTo Comments

Add Items From (7

Itern Search

Catalog
Purchasing Kit

Lines (2
Details Ship To/Due Date Statuses Item Information Aftributes RFQ
Line ttem Description
B & [IRPAFTA MANUAL 7 EIA
2 2 [o00000000000004880 @ [BUsiNEsscARDS- | A B

View Printable Version Close Short All Lines

[l save ||[=] Notify || Refresh

POID NEXT
Copy From v
Header (7

*pQ Date [11/06/201 [ Supplier Search

Supplier ¥ 001 A Supplier Details
*supplier 1D 0000 s aQ Vermont Carrectional Industriesivermont

*Buyer ETEST Q@ EllaTest
¥ & FORMS

*Dispatch Method | Print

Amount Summary (%

Merchandise 164477
= =
Freight/Tax/Misc. 0.00 UL
Total Amount 164477 USD

Personalize | Find |View Al | 2] B First @
Contract | Receiving
POQly *UOM Category Price Merchandize |siatie
1.0000, T Q69551 Q 1,639.77000 1,630.77 Approved O
500.0000 LOT |@ 69530 0.01000 5.00 Approved O
*Goto|... More ... ¥

5y Add

1-20f2 &/ Last
B =
E =

#7 Update/Display

whole

Purchase Orders 101 Manual - February 2024

Click on the Add Comments link to enter an attachment that relate to the Purchase Order as a

Page 26 of 86



The PO Header Comments window opens:

PO Header Comments

Helg)
Business Unit 01110 POID NEXT Supplier VCIVOWP-001
*Sort Method | Comment Time Stamp v *Sort Sequence | Ascending v Sort
Comments Find | View All First ‘&' 10f1 & Last
Use Standard Comments Comment Status Active Inactivaie [+l
ek
/,
Send to Supplier Show at Receipt

Show at Voucher

Associated Document

Attachment View Delete Email

From -= PO 01110-NEXT

oK Cancel Refresh

3. Click Attach within the Associated Document box

The File Attachment box opens:

File Attachment

Choose File ||Mo file chosen

Upload Cancel

4. Click Chose File to search for files to choose to upload as an attachment

Note that you can select files on local or network drives that your computer has access to:

& Choose File to Upload X
= ~ 4 m > ThisPC > Desktop > v O Search Desktop »
Organize New folder =~ ™ @
- H
Name Date modified Type Size il
s Quick access k
S Wire Advice 1/23/2018 11:25 A PDF File 5K
m Desktop
= W9 Form 3/20/2018 9:36 AM  PDF File 128 K
& Downloads * =g
_ £ VT Payment Warrant Report 4/6/2018 12:56 PM PDF File 7K N
& Documents & @ Tige 7/26/2016 11:19 A Microsoft Word D... 20kl M
® Pictures 3 Setup Task List All Modules 3/7/2018 2:48 PM Microsoft Excel W... 69 K.
b Music =4 RE AP - SIT - ACH Advice only 1 advice cr..  10/22/2018 7:03 A Outlook Item 111K [
B Videos = porfq01_8773946 12/11/2017 30 PM  PDF File TK fl
£ popo005_8773939 12/11/2017 3:49 PM  PDF File 74
@ OneDrive 5 i i % ’
= pocnt100_8773940 12/11/2017 3:57 PM  PDF File 7K
% This PC ﬂ Microsoft Edge 5/14/2018 11:09 A Shortcut 2K
= INS9090_9188186 CH2 06082016 6/8/2018 4:46 PM PDF File 37K H#
¥ Network i it v
< >
File name: | W Form | A Files (:) ~| |
e

5. Select the file and click Open
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You will be returned to the File Attachment page with the file name selected defaulted in:

File Attachment

Choose File | Delegation-of-A...rm-07-01-22 pdf

Upload Cancel

6. Click Upload to attach your file to the Purchase Order

You are returned to the PO Header Comments window:

PO Header Comments
Help
Business Unit 01110 POID NEXT Supplier
*Sort Method [Comment Time Stamp v *Sort Sequence Sort
Comments Find | View Al First ‘4 10f1 "*' Last
Use Standard Comments Comment Status Active _TELENTELD [+]
¥
[ send to Supplier I Show at Receipt
[ snow at voucher
Associated Document
Attachmer W9_Form pdf Altach View Delete [ Emait
From -= PO 01110-NEXT
Cancel Refresh
C—
The attachment is displayed in the Associated Document section.
7. Click OK
The Purchase Order page displays:
Maintain Purchase Order
Purchase Order
Business Unit 01110 PO Status  Inital g
POID NEXT Budget Status  Not Chk'd
Copy From [Hold From Further Processing
Header (7
*PO Date [01/16/2019 5 Supplier Search Doc Tol Status Valid
*Supplier QU supplier Details
“Supplier ID Q Receipt Status Not Recvd
s Q *Dispatch Method Dispaich
[ Amount Summary (2
Header Delails RTINSt P T Merchandise 0.00
PO Defaulls Freight/Tax/Misc. 000 Galnkl
PO Activities TS cnts Total Amount 000 USD
~ Actions
Add ltems From (%
Catalog Item Search
Purchasing Kit
Lines (7 Personalize | Find | View Al | E'l 5] First '+ 1of1 '} Last
Details || Ship To/Due Date | Statuses | Item Information | Afiributes || RFQ || Coniract | Receiving
Line Htem Description POQly 'UOM  Category Price wmg:‘:tﬁ Status
1 £ Y - Y Q a [} 0000 Approved (2 [ES] EHE
M R Viivon Close Short All Lines *Go to [ More ]
[Fsave |[[=Noffy |3 Refresh 4 Add_|| 2] UpdateiDisplay

The link has changed to Edit Comments.
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Maintain Purchase Order
Purchase Order

Business Unit 01110 PO Status  Iniial &
POID NEXT Budget Status Not Chk'd
Copy From [JHold From Further Processing
Header (7

Doc Tol Status Valid

*PpQ Date [01/16/2019 [ Supplier Search
“Supplier Q supplier Details
- a Receipt Status Not Recvd
- Q “Dispatch Method

PO Reference Amount Summary (7

Header Details Activity Summary Merchandise 0.00 TR

PO Defaults Edit Comments Freight/Tax/Misc. 0.00 o,

PQ Activities Add ShipTo Comments Total Amount 000 USD

~ Actions

Add Items From (?

Catalog Item Search

Purchasing Kit
Lines (7 Personalize | Find | view a1l | ] B4 First ‘4 1of1 ' Last

Details || Ship To/Due Date || Statuses || Item Information || Attibutes | RFQ | Contract || Receiving

Line item Description PO Qty *UOM Category Price Wm::’:’;:i Status
R Y — a a G 0000 pproves E ® ®mE
View Printable Version Close Short All Lines *Go to [ More .. v]
3\ Save | otity {,." Refresh s Add || 2| Update/Display

8. Click the Line Comments icon to enter comments specific to the line

The PO Comments page displays:

PO Line Comments

Help
Business Unit 01110 PO ID NEXT Supplier
Line 1
*Sort Method [N = QIR E 0] Y *Sort Sequence Sort

Comments Find | View All First ‘4’ 10f1 ‘) Last

Use Standard Comments Comment Status Active activats) +]

Use Item Specifications

ELS

[ send to Supplier [ show at Receipt
[ show at Voucher
Associated Document

Attachment View Delste Email

From -= PO 01110-NEXT

OK Cancel Refresh

9. Click Attach within the Associated Document box

The File Attachment window opens:

File Attachment

Choose File | Mo file chosen

Upload Cancel

10. Click Chose File to search for files to choose to upload as an attachment
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Note that you can select files on local or network drives that your computer has access to:

3 Downloads
|£ Documents
= Pictures

D Music

B Videos

& OneDrive
= This PC

wh Network

= Choose File to Upload

& VT Payment Warrant Report

@) Title

£ Setup Task List All Modules

| RE AP - SIT - ACH Adbvice only 1 advice cr.
& porfq01_8773946

. popo005_8773939

& pocnt100_8773940

ﬂ Microsoft Edge

£ INS9090 9188186 CH2 06082016

<

b v 4 m > ThisPC > Desktop > i
Organize New folder
v
Name Date modified
# Quick access
m Desktop 2 Wire Advice
& W9 Form

Search Desktop

Type

1/23/2018 11:25 A PDF File
3/20/2018 9:36 AM  PDF File
4/6/2018 1256 PM  PDF File
7/26/2016 1119 A
3/7/2018 248 PM
10/22/2018 703 A
12/11/2017 420PM  PDF File
12/11/2017 2:43 PM  PDF File
12/11/2017 3.57PM  PDF File
5/14/2018 11:09 A
6/8/2018 4:46 PM PDF File

Outlook Item

Shortcut

File name: (W9 Form

v| |ainFiles ¢

Microsoft Word D...

Microsoft Excel W..

X

y-)
m @

5K
128 K
7K
20 K]
69 K|
111K
7K

TK
2K

37K

coneel

11. Select the file
12. Click Open

You will be returned to the File Attachment window with the file name selected defaulted in:

File Attachment

Upload Cancel

Choose File | Delegation-of-A_ . rm-07-01-22 pdf

13. Click Upload to attach your file to the Purchase Order

You are returned to the PO Lines Comment page:

PO Line Comments

From -= PO 01110-NEXT

Refresh

Business Unit 01110 POID MEXT Supplier
Line 1
*Sort Method [ Comment Time Stamp v *Sort Sequence Sort
Comments Find | View All First ‘4 10of1 '® Last
Use Standard Comments Comment Status Active TEIETED [+]
Use Item Specifications
g

[ send to Supplier [ Show at Receipt

[[] show at Voucher

Associated Document

Attachmen wa_Form paf Attach View Delete [ Emait

Help|

The attachment is displayed in the Associated Document section.

14. Click OK
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The Purchase Order page displays:

Maintain Purchase Order
Purchase Order

Business Unit 01110
POID NEXT

. —

Header (7

=PO Date |01/16/2019
*Supplier

*Supplier ID

L Lo o=

*Buyer
PO Reference
Header Details

View Printable Version

By (5 Relies)

Supplier Search
Supplier Details

Activity Summary

PO Defaulis Edit Comments
PO Activities Add ShipTo Commentis
~ Actions
Add Items From (7
Catalog Iltem Search
Purchasing Kit
Lines (2
Details Ship To/Due Date Statuses Item Information Atiributes RFQ
Line item Description
T Y I

Close Short All Lines

PO Status  Initial &
Budget Status Not Chk'd

[IHold From Further Pr
Doc Tol Status Valid
Receipt Status Not Recvd

*Dispatch Method

Amount Summary (7

Merchandise 0.00
Freight/Tax/Misc. 0.00
Total Amount 0.00 USD

Personalize | Find | View All | @l B

Contract Receiving
PO Qty *UOM Category Price
a, Q 0
“Goto[. More ... v

ocessing

Calculate

First

Merchandise Status
mount

u

0.000 Approved E

B A

4

1of1 ¥ Last

(21 Updatelispiay

The Line Comments icon updated to show there is an attachment.

Add Attachments to Purchase Order Header or Lines is Complete
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Enter a Purchase Order against a Contract with Split Funding

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

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

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

WorkCenter navigation: Purchasing WorkCenter > Links pagelet > Purchase Orders > Purchase Order
Add/Update

Navigator Menu navigation: Purchasing > Purchase Orders > Add/Update POs

The Purchase Order page displays:

Purchase Order

Add a New Value \Q, Find an Existing Value

*Business Unit |p1110 Q
*POID |NEXT
Add

1. Click Add
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The Purchase Order page displays:

Maintain Purchase Order
Purchase Order
Business Unit 01110 PO Status Initial &
POID NEXT Budget Status Not Chik'd
Copy From A Hold From Further Processing
Header (z
Valid
PO Date 1170212018 5] Supplier Search Doc Tol Status Valid
*Supplier Q Supplier Details
“Supplier ID a Receipt Status Not Recvd
B v
“Buyer ETEST @ Eric John Hoefel ENspeicl Meliiod
PO Reference Amount Summary (2
Header Details Activity Summary Merchandise 0.00
PO Defaults Add Comments Freight/Tax/Misc. 0.00 RS
PO Activities Add shipTo Comments Total Amount 0.00 USD
~ Actions
Add Items From (2
Catalog Item Search
Purchasing Kit
Lines (2 Personalize | Find | View All [} | L:# First &/ 1of1 &) Last
Details Ship To/Due Date Statuses Item Information Aftributes RFQ Contract Receiving
Line tem Description PO Qty *UOM Category Price Memha“:\i:i Status
B a = B a Q 0 0000 Approved 0 B E =
kAL Close Short All Lines *Goto| .. More v
[5] Save ||[=] Notify o Refresh E% Add #7 Update/Display

The following information defaults in: PO Status = Initial, Budget Status = Not Checked and PO Date =
Current Date.

2. Supplier Short Name or Supplier ID# - Enter one or the other

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

The Supplier Address for the Contract will default from the Supplier record. There will be
no ability in VISION to change the Supplier Address directly on a Contract. To update the
supplier address on the Purchase Order, Click the Supplier Search hyperlink to select a
different address option

Header (%
; . \alic
*pQ Date 01/22/201% [ Supplier Search Dok Statis Halkd
*gupplier VCIVOWP-001 Q. [ supplier Details
*Supplier 1D 000004 1408 Q@ Vermont Correctional Industries/vermont Recoipt Matus. NofRecid
= =M Print v
*Buyer[ETES a Ella Test Dispatch Method
P Amount Summary (2
Header Details Activity Summary Merchandise 0.00
Calculat
PO Defaults Add Comments Freight/Tax/Misc. 0.00 Calculate
PO Activities Add ShipTo Comments Total Amount 0.00 USD
w Actions

3. Click the Supplier Details link to update the Supplier Address number on the Purchase Order
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The PO Supplier Information page displays:

PO Supplier Information

Maintain Purchase Order

Supplier Details Message

Country USA United States
Address 1 280 State Dr, NCB2 S
Address 2
Address 3

City Waterbury

County
State VT Vermont
OK Cancel Refresh

Show Address Details

Business Unit D1110 PO ID NEXT
*Location MULTIPLE Q
*Address
Contact
Salesperson

Supplier Details -- Vermont Correctional Industries/\Vermont

Supplier VCINVOWP-001
Supplier Information
Terms NET30

Basis Date Type | Inv Date

Show Contact Details

Q| Show Sa lesperson Details

Prefix
Fax
Prefix
Phone

Postal 05671-2000

4. Click on the Magnifying Glass to see the supplier addresses available and select an address

5. Click OK

Maintain Purchase Order
Purchase Order

Business Unit 01110
POID NEXT

Copy From v

Header (2

PO Status  Open 4
Budget Status Not Chk'd

Hold From Further Processing

pQ Date [11/021201
~Supplier VCIV

PO Reference

Header Details

[§lsave ||[=] Notify ||4 Refresh

Supplier Search
Supplier Details

Vermont Correctional Industries/vermont

Eric John Hoefel

Activity Summary

Doc Tol Status Valid

Receipt Status Not Recvd
*Dispatch Method v

Amount Summary (2

Merchandise 0.00

PO Defaults Add Comments Freight/Tax/Misc. 0.00 Calculate
PO Activities Add ShipTo Comments Total Amount 0.00 USD
~ Actions
Add Items From (7
Catalog Item Search
Purchasing Kit
Lines (2 Personalize | Find | View All &= | =] First ‘& 10of1 ‘& Last
Details Ship To/Due Date Statuses Item Information Attributes ch Receiving
L 8 . Merchandise
ine Htem Description POQty *UOM Category Price | Statws
B aQ P I Q Q, g 0.000 Approved o M EE
Ve Enmbieyaon Close Short All Lines *Go to[_ More v

[E} Add || 7 Update/Display

Buyer - Enter the buyer, this field is case sensitive, so the name must be entered in UPPER case
with the first initial of the first name followed by the first 7 letters of the last name and tab out

of the field or click on the magnifying glass to select from a list of values

7. Click on the Contract tab
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Lines (7
Details || Ship To/Due Date || Statuses || ltem Information | Attributes || RFQ | Contract | Receiving
Line Item Description SetlD Contract ID Contract Version Contract Line Category Line

B Y I I a Q Q
View Printable Version Close Short Al Lines *Go to[_More . v
[Flsave ||[=]Notify | &% Refresh

8. Contract ID - Enter the contract ID or click the Magnifying Glass to select from a list:
Look Up Contract ID
Help
SetlD TATE
Contract ID vith v
Short Supplier Name | begins with v Q
Description| begins with v
Look Up Clear Cancel | Basic Lookup
Search Results
View 100 First '& 130r3 @& Last
Contract

Supplier Short Supplier Contract
Saiin Supplier ID  Contract ID g S Description g::;emnmg Expire Date
STATE 00000 1 000000000000000f 429 VCINOWP-001 Approved DMV MANUALS 08/01/2017 07/31/2019
STATE 00000 0000000000000( 44 YCINVOWP-001 Approved CPS - STATIONARY & FORMS 03/31/2016 04/01/2019
STATE 0000041408 0000DUDOU000U0UD00000a0E 18 VCIVOWP-001 Approved CPS-HIGHWAY SIGNS AND ACCESS. 03/01/2016 02/28/2019

9. Click on the Contract ID link to select a contract
Note: The following must be true for a contract to be available to use:

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

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

manual.

Maintain Purchase Order
Purchase Order

Business Unit 01110
POID NEXT

Copy From

Header (7

“PO Date
“Supplier

VP-001
*Supplier |p 0000041405
*Buyer ETEST
PO Reference DMV MANUALS
Header Details
PO Defaults
PO Activities
~ Actions
Add Items From (7

Catalog
Purchasing Kit

[5)save || Notify || Refresn

PO Status  Open
Budget Status Nat Chk'd

Hold From Further Processing

Doc Tol Status Valid

[ Supplier Search

@ supplier Details

Q@ Vermont Correctional Industries/Vermont Receipt Stafus Nof Reeyd

@ ElTest “Dispatch Method | Print M

Amount Summary (7

Activity Summary Merchandise 0.00
Add Comments Freight/Tax/Misc 0.00 (65 2l
Add ShipTo Comments Total Amount 0.00 USD

ltem Search

Details || Ship To/Due Date || Statuses || Item Information || Attributes || RFQ || Contract || Receiving

Line item Description SetiD Contract ID Contract Version  Contract Line E“"n‘:g"'y
B Q p =) STATE  [000D0000DD00D00D0D0D34428 |Q 1 E

View Printable Version Close Short All Lines *Go to[ . More =

Q

Release Milestone Line  GPO ID

10. Click the Magnifying Glass next to the Contract Line field to select the appropriate contract line
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Look Up Cantract Line
Help
SetlD STATE
Caontract ID 0000000000000000000031144

Contract Version

Category| begins with ¥
Contract Line Nbr| = v
More Information | begins with v

Look Up Clear Cancel | Basic Lookup

Search Results

View 100
Category oy Item ID More Information

Line Nbr
305380 7 000000000000002385 CARBONLESS BOND PRECCLLATED SH
39580 8 0000000000000023586 CARBONLESS BOND PRECOLLATED SH
30530 9 (blank) CARBONLESS BOND PRECOLLATED SH
39580 10 (blank) CARBONLESS BOND PRECOLLATED SH
69530 1 000000000000004390 BUSINESS CARDS - PRINTED IN GREEN
69530 2 000000000000004570 LETTERHEAD, PRINTS 2 COLORS: BLAM
69530 3 000000000000004571 LETTERHEAD, PRINTED IN BLACK INK,
69530 5 000000000000004891 INDEX CARDS, PRINTED IN BLACK INK,
69530 & 000000000000004392 INDEX CARDS, PRINTED IN BLACK INK,
69556 4 000000000000004901 FORMS - PRINTED IN BLACK INK FROM
69556 11 (blank) MEMORANDUMS. BLACK INK, ONE SIDH

11. Select the contract line by clicking on a link

Once you select the contract line the following Message may open:

Message

COverride Schedule Quantity with Contract Quantity Schaduled on Line (1) with Description (IRPAFTA MANUAL)? (10200,438)

Cancel

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

12. Click OK - The contract quantity and amount from the contract default into the PO or click

Cancel to enter a line quantity and amount on the PO

Tres @ Personalize | Find | view Al | 2|
Details || Ship To/Due Date | Statuses || ltem Information | Attributes || RFQ || Contract || Receiving | [
Line ttem Deseription setip ContractiD ContractVersion  Contract Line CeeiorY

B @ [IRPAFTA MANUAL 22 =] STATE 00000000 9 | 1 Y (<%

N Bble Verion Ciose Short Al Lines *Goto[__ More

0 Save | [ Moty | [ Refresn

First &) 10f1 & Last

a

£ Add_|[ 21 UpdateiDispiay.

14. Click the + icon to insert a new line to add an additional contract

The following Message opens:

fintraining.erp.vermont.gov says

Enter number of rows to add:

15. Change the number of rows to add if you want to add more than 1

16. Click OK
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Additional line(s) are added to the PO:

Maintain Purchase Order
Purchase Order

Business Unit 01110

POID NEXT
Copy From |
Header (7
*PQ Date 11/068/2018

*Supplier VCINOWP-001
=Supplier Ip 1000041408

*Buyer ETEST

Header Details

PO Status Cpen
Budget Status Not Chk'd

Hold From Further Processing

Daoc Tol Status Valid

Receipt Status Mot Recvd

e Supplier Search

Q Supplier Details

Q Vermont Correctional Industries/NVermont
@, EllaTest

PO Reference |CPS - STATIONARY & FORMS

“Dispatch Method | Print
Amount Summary (7

[§ Save ||[=] Motify

¥ Refresh

Activity Summary Merchandise 0.01 - -
PO Defaults Add Comments FreightTax/Misc. 0.00 Calculate
PO Activities Add ShipTo Comments Total Amount D01 USD
~ Actions
Add Items From (7
Catalog Item Search
Purchasing Kit
Ship To/Due Date Statuses Item Information Aftributes RFQ Contract
Item Description SetiD Contract 1D Confract Version Contract Line Eiar:gont
1 000000000000004890 @, |BUSINESS CARDS - v k) STATE 0000000000000000! (&} 1 1Q QA
I 2 o Q A o STATE a Q. QI
Mwirméablecvorion Close Short All Lines “Go to|__More v

17. Go through the process of entering the contract number and selecting the appropriate contract
line number for each additional PO line.

Once all contract information has been entered,
18. Click on the Details tab

Maintain Purchase Order
Purchase Order
Business Unit 01110
PO ID NEXT
Copy From |

Header (2

*PO Date
*supplier VCIV!

+Supplier ID 0000041408
“Buyer ETEST

PO Activities
~ Actions

Add ltems From (2

Catalog
Purchasing Kit

PO Reference ICPS - STATIONARY & FORMS

[+ Supplier Search

QU supplier Details

@, Vermont Correctional Industries/Vermont
Q, Ella Test

Am

Activity Summary
Add Comments
Add ShipTo Comments

ltem Search

PO Status Open
Budget Status  Nof Chk'd
Hold From Further Processing

Doc Tol Status Valid

Receipt Status Not Recvd

*Dispatch Method | Print

ount Summary (7

Merchandise 10.00 - .
FreightTax/Misc. D00 Calculzie
Total Amount 10.00 USD

Lines (7 Personalize | Find | View All | ] [ First ‘& 1-20f2 &/ Last
Details Ship To/Due Date Statuses Item Information Atftributes RFQ Contract
Line ftem Description POQly *UOM Category Price Merchandioe | statirs
000000000000¢ BUSINESS CARDS - ] 500.0000 |LO 953 0.01000 5.00 Approve! S =
00000000000000 ) EI = 000 LOT 69530 1000 5.00 A d (] o} Bl =
z 2 [000000000000D04570 ©, [LETTERHEAD, B E 5 0.01000) 5.00 Approved P ®] (=]
View:Rmiable Vession Close Short All Lines *Goto| .. More v
|5 Save ||[=] Notify I % Refresh I [Ek Add || F| Update/Display

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

contract terms
20. Click Refresh

21. Click on the Header Details link
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The PO Header Details page displays:

PO Header Details x
Help
PO Details
Supplier VCINVOWP-00 | PO Date 11/06/2018
PO Type PROD |Q Budget Status Not Chi'd
J 1
*Billing Location [PFMMTPO(Q, Biling Address | Tax Exempt
ID
Origin FM Q FM Letter of Credit ID Q
) Use One Ship To Ship To
Currency
Currency Code [USD @, Exchange Rate Detail Base Currency USD
Rate Date 01/01/1900 Exchange Rate 1.00000000
Rate Type CRRNT
Process Control Option
| Dispatch Acknowledgements required for | NOt required bl
“Method :P_”__”_: x Accounting Date 11082013 [[5]
Template ID Q Accounting Template STANDARD |G
Cancel || Refresn

22. PO Type - Enter by clicking on the Magnifying Glass
23. Origin - Enter by clicking on the Magnifying Glass
24. Click OK

If you receive the following Message:

IMessage

Custom price on line 1, schedule 1. Cverride with systemn calculated price? (10200,66)

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

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

Yes No

25. Click Yes or No as it applies to the current situation (if you’ve changed the price on the PO —
Click No, also this message will appear for each line on the PO)

Lines (7 Personalize | Find | View Al | 2] = First ‘& 1-20f2 &) Last
Details Ship To/Due Date Siatuses Item Information Aftributes RFQ Contract Receiving

Line Item Description PO Qty *UOM Category Price Mercnﬁgﬂﬁ Status

1 B DO00000000000048390  |@, [BUSINESS CARDS - | 1 E§ 500.0000] [LOT |@ 69530 0.01000 5.00 Approved () B =

2 [ [0D0DD000C0000D45T 1 Q@ [LETTERHEAD, | _/,}EI 5 50000000 T |@ 69530 0.01000 5.00 Approved ®) [ =] [=]
lEMESIREaDISESacsion Close Short All Lines *Goto_:. More Y

[ save ||[=] Motify | &2 Refresh Ek Add || & Update/Display

26. Click the Schedule icon
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The Schedules page displays:

Maintain Purchase Order

Return to Main Page

Add ShipTo Comments

;EJ:!_Sa\fe_ =] Notify || &% Refresh

Schedules
Unit 01110 Supplier vCINVOWP-001 PO Status Cpen
POID NEXT PO Date 01/22/201%

Lines Find | View Al First ‘& 1of2 &/ |ast
Line 1 Item 000000000000004590 BUSINESS CARDS - PRINTED IN GREEN AND PO Qty 500.0000 LOT Merchandise 5.00USD
BLACK INK. SIZE: 3.5" X 2". STOCK: RECYCLED Amt
100 LB. BRISTOL, WHITE. SEE ATTACHED PRICE
LIST.
Schedules Personalize | Find | View Al | 2 | B First ‘&) 10of1 & Last
Details || Statuses | Shipment || Matching || Receiving || Ereight || RTV
Sched *Due Date *Ship To *PO Qty Price Merchandise  status
1 i 102/21/2019 Eg PFMMTPOD2 |Q =1 500.0000 0.01000 5.00 Active T @

El Add

| UndateDisplay

27. The Due Date normally defaults in 30 days out, change this as appropriate to your situation

28. Ship To - Enter a ship to location:
VISION Purchasing “Ship To” locations have a specific format

Example: PFMTPOQO01 - P = Purchasing; FM = Origin Code for the Agency/Dept; MTP =
Abbreviation for city/town; 001 = First location for that origin code in the city/town

29. Click the Distributions/Chartfields icon
The Distributions for Schedule 1 page displays:

Distributions for Schedule 1

| Help

Unit 01110
PO ID D0O0DOOD940

Supplier VCINOWP-001

Item (000000000000004570 LETTERHEAD, PRINTS 2 COLORS: BLACK & GREEN-{BLACK & GOLD FCOR
COURTS) ONE SIDE. SIZE: 8.58” X 11" STOCK: 20 LB. WHITE, RECYCLED
100% CHLORINE FREE. SEE ATTACHED PRICE LIST.

Line 3

Schedule 1 Status Active

I *Distribute By | Quantity

N I

Schedule Qty 500.0000

Merchandise Amount 5.00 UsSD

SpeedChart Q Multi-SpeedCharts Doc. Base Amount 5.00 UsSD
Distribution Personalize | Find | View All | (2 B First ‘&' 1-20f2 &) Last

Chartfields Details/Tax Asset Information Req Detail Statuses Budgst Information

Dist Status Percent PO Qty Memxﬁ:‘iﬁ,ﬁ Currency *GL Unit *Account Fund Dept Program Class Project

Cpen 50.00008250.0000 2E50QSD 01110 |@ 517000 @, (10000 |@, (1110003000 |Q (&} [}

2 Cpen 50.000040250.0000 250QUSD 01110 |@ [517000 Q10000 (& (1110030000 |Q a Q,
4 »

0K Cancel Refresh

30. The Distribute by field defaults as Quantity, you can change it to Amount IF appropriate to the

situation

31. The Percent field is 100.0000, for a split funding PO, change the percent field to the needed

value for distribution line 1
32. Enter Chartfield information

The PO Qty and Amount automatically recalculate to reflect the percentage that was entered.
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33. Click the + icon to insert an additional row(s) and the remaining percentage will default in

The following Message opens:

fintraining.erp.vermont.gov says

Enter number of rows to add:

1

0K Cancel

34. Adjust the number of lines if desired
35. Click OK

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

36. Enter Chartfield information for the second distribution.

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

37. Click OK once all funding information has been entered

You are returned to the Schedules page:

Maintain Purchase Order

Schedules
Unit 01110 Supplier VCINVOWP-DO1 PO Status Cpen
POID NEXT PO Date 11/06/2013

s
Return to Main Page
|

Lines Find | View Al First ‘& qof2 & Last
Line 1 Iltem 000D00000000004590 BUSINESS CARDS - PRINTED IN GREEN AND PO Gty 500.0000 LOT Merchandise 5.00USD
BLACK INK. SIZE: 3.5" X 2". STOCK: RECYCLED Amt
100 LB. BRISTOL, WHITE. SEE ATTACHED PRICE
LIST.
Schedules Personalize | Find | View All | 2] & First ‘&' 10of1 &/ Last
Details Statuses Shipment Matching Receiving FEreight RTV
Sched *Due Date *Ship To PO Qty Price Merchandise | status

R, [12/06/2018 B) PFMMTRODY |q (=3 5000000 0.01000 500 Active T odE B R OEE

Add ShipTo Comments

[=] Notify || Refresh Es Add || 7 Update/Display

38. Click Save

The following Message may open for each line on the PO:

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

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

I oK I Cancel

39. Click OK
40. Click on the Return to Main Page link
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You are returned to the Maintain Purchase Order page:

Maintain Purchase Order
Purchase Order
Business Unit 01110
PO ID 0000000940
Copy From v
Header (2

Supplier Search

PO Status Cpen x
Budget Status Mot Chik'd 54

Hold From Further Processing

Doc Tol Status Valid

Receipt Status Not Recvd

PO Reference [CFS - STATIONARY & FORMS
Activity Summary

Add Comments

Add ShipTo Comments

Add Items From (7

Item Search

Catalog
Purchasing Kit

Lines (2
Details || Ship To/Due Date || Statuses || Item Information || Affributes || RFQ
Line item Deseription
[ [00000D000000004330 @ [BUSINESSCARDS- | 471 HER
2 00000000000 @, [LETTERHEAD. 7 EIR -

View Printable Version

Neiiy | [ eresn

Close Short All Lines

~PO Date 11/06/2018
*Supplier Tty X supplier Details
=Supplier 1D 0000041408 (e} Wermont Correctional Industries/vermont
*Buyer ETEST Q@ Ella Test

=Dispatch Method | Print

Amount Summary 7

Merchandise 10.00 .
Freight/TaxiMisc. 0.00 Calculate
Total Amount 10.00 USD

Personalize | Find | View all | (2| B2

Contract Receiving
_ Merchandise
PO Qty *UOM Category Price Amoun; | Status
500.0000] [LOT |@, 69530 0.01000| 5.00 Approved (9]
500.0000] [T @, 69530 0.01000] 5.00 Approved £
*Go to[__ Mors v
Es Add

First ‘&' 1-20f2

&/ Last

m e =
m E =

21 Update/Display

41. Click Save

Note: If you expect to post multiple vouchers against the PO, please follow steps 49 through 52 in

the Enter a PO Against a Contract exercise.

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

As noted at the beginning of this lesson, a PO must be dispatched in order to be used in a voucher. The
Dispatch process runs daily in overnight batch processing or you can manually dispatch PQO’s.
Instructions on how to dispatch PO’s manually can be found in the Purchase Orders 102 manual.

Entering a PO against a Contract with Split Funding is Complete
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Enter a Purchase Order Against an Expired Contract

Situations when this function is used: Occasionally an invoice is received for work done under a
contract or products ordered on a contract that may have since expired. In order to pay the invoice,

you need to enter a purchase order to draw down on the contract.

Note: The only way to draw down on an expired contract is to change the PO Date to a date that is

prior to the expiration date on the contract.

WorkCenter navigation: Purchasing WorkCenter > Links pagelet > Purchase Orders > Purchase Order

Add/Update
Navigator Menu navigation: Purchasing > Purchase Orders > Add/Update POs

The Purchase Order page displays:

Purchase Order

Add a New Value

*Business Unit 01110 |Q
*POID |NEXT
Add

C\, Find an Existing Value

1. Click Add
The Maintain Purchase Order page displays:

Maintain Purchase Order
Purchase Order

Business Unit 01110 PO Status  Initial
POID NEXT Budget Status Mot Chk'd
Copy From v Hold From Further Processing
Header (7
valid
PO Date P97 = Supplier Search Doc Tol Status Valid

upplier Supplier Details
i lot Recvt
*Supplier ID & Receipt Status Not Recvd
“Buyer ETEST @, EllaTest *Dispatch Method =

PO Reference Amount Summary (7

Activity Summary Merchandise 0.00
Add Comments FreightTax/Misc. 0.00 Calculate
Add ShipTo Commenis

s

N Total Amount 000 usD
~ Actions

Add ltems From (2

Catalog Iten Search

Purchasing Kit
Lines (2 Personalize | Find | View All E—‘! =2

Details Ship To/Due Date Statuses Item Information Aftributes RFQ Contract Receiving
Line ftem Description POQly *UOM Category Price Meschauiite statis
B o P &l &, a aQ 0 0.000 Approved

View Printable Version Cl
View Printable Versior Close Short All Lines *Goto| ... More ¥

[Flsave ||[=] Netify || Refresh

First & 1of1 (&) Last
o B BEE

S+ Add # Update/Display

The following information defaults in: PO Status = Initial, Budget Status = Not Checked, and PO Date =
Current Date (Remember, to enter against an expired contract, this date must be changed to a date

that is prior to the expiration date on the contract)

2. Change the PO Date to before the contract expiration date
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The following Message may appear:

Message

Warning -- date out of range. (15,9)

The d.
entert

date.

entered is either more than 30 days in the past or 30 days in the future. This is not normally true for this date. Either acknowledge that the date is OK, or correct the

DK
3. Click OK
In the Header section of the Maintain Purchase Order page:
Header (%
PO Date [08/10/2018 Supglier Search Doc Tol Status “alid

*Supplier WEMASONCOL-01
~Supplier |0 0000233240

Supplier Details

Receipt Status Not Recvd

Mason Co.,

Ao ppE

*Buyer

PO Reference Amount Summary (7

Header Details Activity Summary Merchandise 0.00

PO Defaulis Add Commenis FreightTax/Misc. 0.00

PO Activities Add ShipTo Comments Total Amount 0.00
~ Actions

*Dispatch Method | Print b

usD

Calculate

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

5. Click on the Supplier Details link to Verify the Supplier Address with the invoice received

PO Supplier Information

Maintain Purchase Order

Supplier Details - W.B. Mason Co., Inc.

Business Unit 01110 PO ID NEXT Supplier WEBEMASONCOI-001

*Location MULTIPLE  |Q Supplier Information

Help

Country USA United States 00002283240 1

Loy nd

RemitfCrder South Burlington
Boiay e e e

Address 1 65 Nesti Drive
Address 2

Address 3 ; 883/926-2766

City South Burlington

County Postal 05403
State VT “ermont
~ oK | [ Cancel || Refresh |

NET30 | £
. 1 Look Up Address : R Net3o
“Address 1Q, | Inv Date
=4 Hel
Contact 12| 4
e Cancel
Salesperson @
Search Results
Wiew 100 First ‘&' 12062 W& Last
Supplier Details Message filiian
Supplier I Sequence Description
e

6. Select the Supplier Remit to Address that matches the invoice received
7. Click OK

Purchase Orders 101 Manual - February 2024

Page 43 of 86



You are returned to the Maintain Purchase Order page:

Maintain Purchase Order
Purchase Order
Business Unit 01110

PO ID WT

I Copy From |

PO Status Open
Budget Status Not Chk'd

Header (7
*PQ Date 05/30/2018 Doc Tol Status Valid
*Supplier WWEMASONCOI-001

+supplier |p /000283240
i *Buyer ETEST

PO Reference

Supplier Search
Supplier Details

e Receipt Status  Not Recvd

Mason Co., Inc.

“Dispatch Method | Print

oL L=

Ella Test

Amount Summary (%

Header Details Activity Summary Merchandise
PC Defaults Add Comments FreightTax/Misc.
PO Activities Add ShipTo Comments Total Amount
~ Actions
Add Items From (7
Catalog Item Search

Purchasing Kit

Hold From Further Processing

0.00
0.00
0.00

Lines (2 Personalize | Find | View All | B1] =] First ‘& 10of1 &/ Last
Details Ship To/Due Date Siatuses Item Information Aftributes. RFQ Contract Receiving
Line Item Description POQly *UOM Category Price "‘e"":fr"‘fm Status
B a P EL N Y a a q 0000 Approved > [ &l [=]
ViRl Yecion Close Short All Lines *Go to More v:
3 Refresh | P Update/Display |

Calculate

usD

8. Enter the Buyer
9. Click on the Copy From drop-down menu and select Contract
The Copy Purchase Order from Contract page displays:

Copy Purchase Order from Contract
Help
Contract Selection Criteria
Contract SetlD_STATE supplier [WBMASONCOI-001 O
Contract ID Q I Supplier 1D 0000283240 |Q
Allow Open Item Contract Only Master Contract Q
Search
Select Contract Personalize | Find | View All | E First ‘&) 10f1 ‘&' Last
Contracts More Details
Select SetiD Confract Description Supplier ID Begin Date Expire Date
OK Cancel Refresh
10. Enter the Contract ID or use the Magnifying Glass to find one
11. Click Search
Copy Purchase Order from Contract X
Help
Contract Selection Criteria
Contract SetlD STATE Supplier WBMASONCOI-001|Q
Contract ID 0D00000000000000000031783  |Q Supplier ID 0000233240 |Q
[_J Allow Open ltem Contract Only Master Contract aQ
Search
Select Contract Personalize | Find | View Al | 2 | = First ‘&' 10of1 ‘&' Last
Contracts More Details
Select SetiD Contract Description Supplier ID Begin Date Expire Date
[STATE 0000000000000000000031783 CPS-ALLSTEEL MODULAR FURN 0000233240 10/01/2016
l oK I Cancel Refresh

12. Click on the Select box
13. Click OK
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The Maintain Purchase Order page displays:

Maintain Purchase Order
Purchase Order
Business Unit 01110 PO Status Cpen
PO ID NEXT Budget Status Not Chk'd
Copy From v Hold From Further Processing
Header (7
fres . Valid
i i & T Doc Tol Status Valid
*supplier W COMI01 @, supplier Details
*Supplier ID 0000283240 Q W.B. Mason Co_, Inc. Receipt Status Not Recvd
“Buyer ETEST @ EllaTest “Dispatch Method | Prin v
PO Reference CPS-ALLSTEEL MODULAR FURN Amount Summary (2
Header Details Activity Summary Merchandise 85.01 — —
PO Defaults Add Comments FreightTax/Misc. 0.00 Calculate
PO Activities Add ShipTo Comments Total Amount 8501 USD
~ Actions
Add Items From (7
Catalog Item Search
Purchasing Kit
Lines (7 Personalize | Find | View All | [ First ‘4 1-30f3 &) Last
Details Ship To/Due Date Statuses Item Information Attributes BFQ Receiving
5 . Merchandise
Line Item Description PO Gty *UOM Category Price Amount  Status
B @ [ALLSTEEL MODULAR [ 8§ 1.0000EA |@ (42554 Q 0.01000 001 Approved (2 T &=
2 B @ [RECONFIGURATION |0 B 1.0000 [HR |@ 42554 a 45.00000 45.00 Approved (2 = E =
3 =] Q@ [DESIGN BN 1.0000( HR |@ {42554 Q 40.00000 40.00 Approved () = & [=]
View Printable Version Close Short All Lines *Goto| ... More ... ¥
;Ej?»q-;e [=] Notify C Reiresh s Add )J Update/Display
14. Click on the Contract tab
Ship To/Due Date || Statuses || Item Information | Aftributes || RFQ || Contract || Receiving
Line Item Description SetiD Contract 1D Contract Version Contract Line EiHHI:BOnf
B @ [ALLSTEEL MODULAR | =l =) STATE  (D000000000000000000031783 |y 1 1lay Q.
2 B @ [RECONFIGURATION il =) STATE 0000000000000000000031783 | Q@ 1 fllsY Q
3 B @ [DESIGN A =) STATE  [0000000000000000000031783 |Qy 1 ElsY a

Remember, the contract must be in Approved status to be available for use.
15. Click the Details tab and continue entering the PO information as you normally would

Note: If you expect to post multiple vouchers against the PO, please follow steps 49 through 52 in
the Enter a PO Against a Contract exercise.

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

A PO must be dispatched in order to be used in a voucher. The Dispatch process runs daily in overnight
batch processing or you can manually dispatch PQO’s. Instructions on how to dispatch PO’s manually can
be found in the Purchase Orders 102 manual.

Entering a PO against an Expired Contract is Complete
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Copy an Existing Purchase Order

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

WorkCenter navigation: Purchasing WorkCenter (PO) > Links Pagelet > Purchase Orders > Purchase
Order Add/Update

Navigator Menu navigation: Purchasing > Purchase Orders > Add/Update POs

The Purchase Order page displays:

Purchase Order

Add a New Value Q, Find an Existing Value

“Business Unit 02300 |q
*PO 1D [NEXT
Add

1. Click Add
The Maintain Purchase Order page displays:

Maintain Purchase QOrder

Purchase Order

Business Unit 02300 PO Status  Inifial =1
BOID e Budget Status Mot Chik'd
Copy From hd I Hold From Further Processing
Header
+PO Date 101152018 5 Supplier Search Doe: Tol Stakis ok
*Supplier QA supplier Details
*Supplier 1D a, Receipt Status Not Recvd

D v
“Buyer Q Dispatch Method

Amount Summary (7
PO Reference:

Header Details Activity Summary Merchandise 000

PO Defautts Add Comments FreightTax/Misc. 0.00 st
PO Ac £5 Add ShipTo Comments Total Amount 000 UsD
= Actions
Add Items From (z
Catalog tem Search
Purchasing Kit
Lines Personalize | Find | View All | L7 1-__,4 First ‘&' 10of1 & Last
Details Ship To/Due Date Statuses Item Information Aftributes RFQ Contract Receiving | 558
B I _— o Merchandise
Line tem Description POGQly *UOM Category Price o oy S0
By Q - I <Y Q Q a 0.000 Approved [#] lE&) &l =]
Vigw Printable Version Close Short All Lines *Go to[ . More . A

= Save |[=INotily [ Refresh » Add || 2] UpdsteiDisplay

2. Click on the drop-down arrow in the Copy From box and choose Purchase Order
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The Copy Purchase Order from Purchase Order page displays:

Copy Purchase Order from Purchase Crder
Help
PO Selection Criteria
po 100000004445 |Q PO Date £
Supplier Q Status b
Supplier ID Q Origin Q
Buyer & § Item ID Q
PO Reference Category Q
Search
Select PO Personalize | Find | Wiew all | 21| E Fst ‘& 10f1 ‘& Last
Details More Details | [0
Select POID PO Date PO Status Supplier ID Supplier
D 0000004445 08302015 Dispatched 0000001293 FVING ENE-002
Ok I Cancel Refresh

3. Enter the PO ID you wish to copy from in the PO ID field or click the Magnifying Glass to select
from a list of values

4. Click Search
The PO Details populate.
5. Click the Select box to the left of the PO ID
6. Click OK
You are returned to the Maintain Purchase Order page:

Maintain Purchase Order
Purchase Order
=4

Business Unit 02300 PO Status Open

POID MEXT Budget Status ot Chid
Copy From|_ v Hold From Further Processing
Header
+PO Date|10/152018 H  Supplier Search DocTolStatus ok
*Supplier[RVINGENEOD2 @, gyppiier Details
*Supplier 1D/0000001293 Q Irving Eneray Receipt Status _r\a.t Recvd
*Buyer KSYMONDS @ KarenL Symonds *Dispatch Method Pt z

Amount Summary

PO Reference
Activity Summary Merchandize 860
Add € Mi Calculate
Add Comments FreightTax/Misc. 0.00
clivities Add ShipTo Comments Total Amount 560 USD
= Actions
Add Items From (2
Catalog tem Search

Purchasing Kit

Lines

Personalize | Find | View All @B First ‘4 of1 ‘& Last
Details Ship To/Due Date Statuses Item Information Aftributes RFQ Confract Receiving El
Line Item Description POGly *UOM  Category Price Ma’cii;‘:;f‘i Status
[ |0D0000000000000EES T @, [LouiDPROPANE- | A & 88 GAL |y 40508 0.01000) 8 80 Approved Q E HE
View Printable /ersion Close Short All Lines *Go to . More .. Al
& 5ave |[=] Notify |[<* Refresh | % Add || 7] Update/Display

All information from the purchase order that was copied has now populated the new PO fields.
Adjustments can be made to the purchase order to reflect any changes needed. PO Date defaults in as
current date.
Note: It is recommended that when the VISION Copy functionality is used all data entry fields in the
new PO be reviewed for accuracy and appropriateness.

7. Click on the Header Details link
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The PO Header Details page displays:

PO Header Details

PO Details
*Billing Location POLCMTPICY Billing Address
IOrigin DLC Q DLe I
Use One Ship To
Currency

Currency Code USD
Rate Date 01/01/1900
Rate Type CRENT
Process Control Option
#| Dispatch
*Method  Frint
Template ID

Ok Cancel Refresh

0, Exchange Rate Detail

Budget Status Mot Chik'd
Tax Exempt

1]
Letter of Credit ID =

Ship To POLCMTPOD1

Base Currency USD

Acknowledgements required for | MOt required v

I Accounting Date 10/

18 ] I

Q Accounting Template STANDARD  |Q

Help

PO Type & Origin will populate, Accounting Date should be current date.

8. Click OK

You are returned to the Maintain Purchase Order page:

Maintain Purchase Order
Purchase Order

Business Unit 02300

POID MEXT
Copy From v
Header
*PO Date/! Supplier Search

152018 =
+Supplier[RYING ENE-D!

S supplier Details

*Supplier p[0000001283 [
*Buyer[KSYMONDS =}
PO Reference

Hesder Details

Activity Summary

PO Defaults Add Comments
PQ Activities Add ShipTo Comments
= Actions
Add Items From
Catalog tem Search

Purchasing Kit

[ [D0000D0D000000EEE a

Wiew Printable \ersion

[ Save I

otify || &7 Refresh

Lines
Details Ship To/Due Date Statuses ltem Information Attributes R
Line Htem Description

LIQUID PROPANE- | A IR

Close Short All Lines

PO Status  Open =4
Budget Status Mot Chk'd [iis]

Hold From Further Processing
Doc Tol Status ‘alid

Receipt Status Mot Recvd

*Dispatch Method Pt x
Amount Summary (¢

Merchandise 860
FreightTax/Misc. 0.00 Calculste
Total Amount 860 USD

Personalize | Find | View All | First 4 of
Contract Receiving
POGty “UOM  Category Price Me""‘&iz‘:ﬁ Status
0 [GAL |o 40508 360 Approved (] &l
*Go to| ... More . hd

9. Click Save once the PO has been reviewed

The following Message will open for each line of the PO:

Message

‘Warning — Price on line 1, schedule 1

I oK I Cancel

does not balance o sum of value adjustments for the schedule

The price on the specified schedule does not match the sum of value adjustments for that schedule whers the impact

(10200.4)

ype of the value adjustments are Price and the adjustment will be applied

10. Click OK
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The PO has been saved and a PO ID number assigned:

Maintain Purchase Order
Purchase Order
Busingz 200

210
POID 0000004447

Copy From

Header (3

52016

*PO Date 101

*Supplier 100000001253
*Buyer KSYMONDS
PO Reference
Header Details
PO s
PO Ac

=Ar

Add Items From (¢

Catalog
Purchasing Kit

Lines (:
Details Ship To/Due Date Statuses
Line ftem

Fj 000000D00000008EG1
\iew Printable ersion

alSave | |[=] Notify || < Refresh

*Supplier [RVING ENE-DD2

Bl Supplier Search

A supplier Details

QA Inving Energy
Q Kar:

Symonds

Activity Summary
Add Comments

Add ShipTo Comments

tem Search

Item Information

Description

@ [LIQUID PROPANE- | 4

Close Shori All Lines

Aftributes

PO Status Open =4 x
Budget Status Mot Chk'd i

Hold From Further Processing
Doc Tol Status “alid
Receipt Status Mot Recvd

*Dispatch Method| Print s
Amount Summary

Merchandise 560 —
FreightTaxiMisc. 0.00 Caleulste
Total Amount 860 USD

Personalize | Find | view All | 2| B

RFQ Contract Receiving E{l
. Merchandise
POQty *UOM  Category Price Pandise Status
[ 8600000 [GAL |0y 40506 0.01000] 8,60 Approved
*Go to| __ Mors v

First 4

Ex Add

of 1 ‘&) Last

21 Updste/Displey

Note: If you expect to post multiple vouchers against the PO, please follow steps 49 through 52 in
the Enter a PO Against a Contract exercise.

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

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

dispatch purchase orders manually can be found in the Purchase Orders 102 manual.
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Copy a Purchase Order from a Contract using every Contract Line

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

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

WorkCenter navigation: Purchasing WorkCenter > Links Pagelet > Purchase Orders > Purchase Order
Add/Update

Navigator Menu navigation: Purchasing > Purchase Orders > Add/Update POs

The Purchase Order page displays:

Purchase Order

Add a New Value Q, Find an Existing Value

*Business Unit (01110 aQ,
*PO 1D |NEXT
Add

1. Click Add
The Maintain Purchase Order page displays:

IMaintain Purchase Order
Purchase Order

Business Unit 01110 PO Status  Initial
PO ID NEXT Budget Status Not Chk'd
I Copy From v I Hold From Further Processing
Header (7

Doc Tol Status Valid

7]

“PO Date [12/13/2018 Supplier Search

iz

*Supplier QU Supplier Detalis
*Supplier ID Q Receipt Status Not Recvd
*Buyer ETEST Q@ EllaTest “Dispatch Method T
o Amount Summary (7
Header Details Activity Summary Merchandise 0.00 - -
PO Defaults Add Comments Freight/Tax/Misc. 0.00 Calculate
PO Activities Add ShipTo Comments Total Amount 0.00 USD
- Actions
Add Items From (7
Catalog Item Search
Purchasing Kit
Lines (7 Persanalize | Find | View All | 2 | ] First ‘& 1of1 ‘& Last
Details Ship To/Due Date Statuses Item Information Aftributes BFQ Contract Receiving
Line Item Description PO Qty *UOM Category Price Merclr;amnocti‘sn? Status
B Q P e Y a aQ 0 0000 Approved  ©0 [ &l [=]
ViR VRion Glose Short All Lines *Goto[ .. More . v
Ejsa-.-e [=] Notify || Refresh s Add = Unpdate/Display

2. Click on the drop-down arrow in the Copy From field and select Contract
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The Copy Purchase Order from Contract page displays:

Copy Purchase Order from Contract

Help
Contract Selection Criteria
Contract SetiD STATE Supplier Q
Contract ID|0000000000000000000034576  |@y, Supplier ID aQ
Allow Open Item Centract Only Master Contract Q

| Search I

iglg“ ggm;npt Perconalze | Eind ey

Contracts || More Details

Select SetiD Contract Description Supplier ID Begin Date Expire Date
STATE 0000000000000000000034576 Rubrik Back Up Solution 0000294541 0713172017 08M15/2022

I
QK Cancel Refresh

3. Enter your Contract Selection Criteria (Contract ID or Supplier ID)
4. Click Search

The Contract information populates.
5. Click the checkbox under Select on the left side of the page

6. Click OK to have contract quantity and amount from the contract default into the purchase
order or click Cancel to enter a line quantity and amount on the purchase order

You are returned to the Maintain Purchase Order page:

Maintain Purchase Order
Purchase Order
Business Unit 01110 PO Status Open
POID NEXT Budget Status  Not Chk'd
Copy From | hd Hold From Further Processing
Header (7
Valid
*pQ Date 12/13/2018 Supplier Search e Tl St el
~supplier PRESIDIONE-0D1  |Q  gyppiier Details
*Suppier D 0000284541 @ Presion Networked Solutons Bocaiptiiates Notheod
e il * Print v ISD
*Buyer ETES a Ella Test Dispatch Method |
PO Reference Rubrik Back Up Solution Amount Summary (7
He: etails Activity Summary Merchandise 0.02
- I Add Comments FreightTax/Misc. 0.00 Calculate
PO Activities Add ShipTa Comments Total Amount 002 USD
~ Actions
Add ltems From (2
Catalog Item Search
Purchasing Kit
Lines (7 Persenalize | Find | View All | B First ‘& 120f2 (&) Last
Details Ship To/Due Date Statuses Item Information Aftributes. RFQ Contract Receiving
Line tem Description POQty *UOM Category Price m"’:ﬂgjﬁ Status
£ @, [Rubrik Back Up . EI 1.0000 [EA |@ 20584 Q 0.01000 001 Approved ¢ B [E] [
i £ @ [Rubrik Back up Service | )3 £ 1.0000 EA |@ o101 @ 0.01000) 001 Approved ¢ B B [EH
View Printable Version Close Short All Lines *Go to| .. More .. X
[5lsave ||[=] Notify ||&* Refresh s Add || 5 Update/Display

Supplier ID and line information defaulted in from the contract.

7. Click on the Header Details link
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The PO Header Details page displays:

PO Header Details
Help
PO Details
PO Date 12/13/2012
Budget Status Not Chk'd
*Billing Location PFMMTPOIC Billing Address Tax Exempt
D
I Origin FM QL FM I Letter of Credit ID Q
Use One Ship To sShip To
Currency
Currency Code [JSD Q. Exchange Rate Detai Base Currency USD
Rate Date 01/01/1900 Exchange Rate 1.00000000
Rate Type CRRNT
Process Control Option
¥ Dispatch Acknowledgements required for| MOt required v
*Method | Print r Accounting Date 1211372018 |
Template ID Q Accounting Template STANDARD  |Q
| oK I Cancel Refrash
8. Enter the PO Type by clicking on the Magnifying Glass
9. Enter the Origin by clicking on the Magnifying Glass
10. Click OK
You are returned to the Maintain Purchase Order page:
Maintain Purchase Order
Purchase Order
Business Unit 01110 PO Status Open
POID NEXT Budget Status  Nat Chik'd
Copy From | hd Hold From Further Processing
Header (7
+pO Date 1211372018 Supplier Search Doc Tol Status Valid
~supplier PRESIDIONE-001  |Q  gyppiier Details
@ Fresicio Networked Solutions pcoipt. Statee ot Recw :
Q@ ElaTest *Dispatch Method | Print e
PO Reference Rubrik Back Up Solution Amount Summary (7
Header Details Activity Summary Merchandise 002 -
PQ Defaults Add Comments FreightTax/Misc. 0.00 L
PO Activities Add ShipTo Comments Total Amount 002 USD
~ Actions
Add ltems From (2
Catalog Item Search
Purchasing Kit
Lines (7 Personalize | Find [View all | 20| B First ® 12012 @ Last
Details Ship To/Due Date Statuses Item Information Aftributes RFQ Contract
Line Htem Description poaty UOM  Category Price Merehandisr [status
Q [Rubrik Back Up Y I 1.0000 A @ (20584 Q 0.01000 0.01 Approved (@) ==
2 B @ [Rubrik Back up Service 4 81 1.0000 A |q 00101 aQ 0.01000) 0.01 Approved (@) = =
View Frintable Version Close Short All Lines *Goto| ... More ... ¥
[Elsave || Notify || Refresh [\ Add || & Update/Display

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

contract terms.

12. Click on the Schedule icon
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The Schedules page displays:

Maintain Purchase Order

Schedules
Unit 01110 Supplier PRESIDIONE-001 PO Status Open
PO ID 0000000857 PO Date 12/13/2018

Return to Main Page
Find | View All First (&' 10f2 *' Last

Lines
Line 1 Item Rubrik Back Up PO Qty 5000.0000 EA Merchandise 50.00USD
Amt
Schedules Personalize | Find | View All | £ | E First ‘&' 1of1 &' Last

Details Statuses Shipment Matching Receiving Freight RTV | 9

| =Ghi = : Merchandise
Sched Due Date Ship To PO Qty Price ——— Status

1 2l [12113/2018 5 PrumTPORz | = 5000.0000 001000 5000 Active ® & B =] =

Add ShipTo Comments

Tl Save ||[=] Notify || Refresh % Add || 2| Update/Display

13. Update the Due Date field as necessary

14. Enter a Ship To location

15. Click on the Chartfields/Distributions icon
The following Message may appear:

Custom price on line 1, schedule 1. Overnide with system calculated price? (10200,66)
The schedule is marked as having a custom price. The system has calculated a difterent price than the custom price

It you choose to not have the system override the custom price, you ¢an see how the system calculated its price by viewing the Yalue Agjustments for the schedule, If atthattime, you
want to use the system's price, you can use the button on the value adjustments page to setthe cumrent price equal to the system-calculated price.

Yas 1 Mo

16. Click No if you’ve already updated the PO Qty & Price
The Distributions for Schedule 1 page displays:

Distributions for Schedule 1

Help
Unit 01110 Supplier PRESIDIONE-001
PO ID 0000000957 Item Rubrik Back Up
Line 1
Schedule 1 Status Active
I *Distribute By | Quantity Gl I Schedule Qty 5000.0000
Merchandise Amount 50.00 USD
SpeedChart Q Multi-SpeedCharts Doc. Base Amount 5000 USD
Distribution Personalize | Find | View All | £/ | E First (& 1of1 @ Last
Chartfields Details/Tax Asset Information Req Detalil Statuses Budget Information E'
Dist Status Percent PO Qty Memg';'"gﬁi Currency *GL Unit “Account Fund Dept Program Class Project
1 Open 100.0000| |5000.000 50.00 USD 01110 |Q |} 521600 Q |10000 |Q [1110003000 |Q Q Q

I OK I Cancel Refresh

17. In the Distribute by field Quantity defaults in. You can change this to Amount by clicking on the
down arrow. If Quantity is selected, each distribution line is distributed by quantity. If Amount
is selected each distribution line is distributed by amount

18. Enter Chartfield information
19. Click OK
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Maintain Purchase Order

Schedules
Unit 01110 Supplier PRESIDIONE-001 PO Status Open
PO ID NEXT PO Date 12/13/2013
Return fo Main Page
Lines Find First 4 10fLast
Line 1 Item Rubrik Back Up PO Qty 50000 EA Merchandise 50.00USD
Amt
Schedules Personalize | Find | View Al | 12 | e First ‘& 10of1 ‘&' Last
Details Siafuses Shipment Matching Receiving Freight RTvV
Sched *Due Date *Ship To *PO Oty Price McThantiec | staties
B fizr13z2018 B [PFMMTPOZ | = 5.0000] 10.00000 50.00 Active o B B O
Add ShipTo Comments
[=] Notify | % Refresh EL Add 4 Update/Display

If there are more rows, click the View All link to see all schedules or click the next arrow to see only
the next schedule for updating. Once you have updated all schedules and distributions

20. Click Save

The following Message may appear for each line of the PO:

Warning -- Price on line 1, schedule 1 does not halance to sum ofwalue
adjustments far the schedule. {10200,4)

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

ok__|| cancel |

21. Click OK

The PO has been saved and assigned a PO ID number:

Maintain Purchase Order
Schedules

Lnit 041110

PO ID 0000000957

Return to Main Page

Supplier PRESIDIONE-001
PO Date 12/13/2018

PO Status Open

Lines Find | View All First ‘&) 10f2 ‘b Last

Line 1 Item Rubrik Back Up PO Qty 5000.0000 EA Merchandise 50.00USD
Amt

Schedules Personalize | Find | View Al | £ | Q First &/ 10f1 &' Last
Details Statuses Shipment Matching Receiving Ereight RTV | =R

Sched “Due Date *Ship To PO Qty Price Merchandise g1y

1 B 12132018 5 PrvmTPOD2 |@ 5000.0000 0.01000 5000] Active B E & B EHE

Add ShipTo Comments
'l Save Q=] Notify | = Refresh [% Add | 2] Update/Display

22. Click on the Return to Main Page link
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The Maintain Purchase Order page displays:

Maintain Purchase Order
Purchase Order

Business Unit 01110

PO ID 0000000957

Copy From v

Header

*PO Date|12/13/2018 £l Supplier Search

“Supplier PRESIDIONE-001 | Q Supplier Details
“Supplier 1D 0000294841 Q& Presidio Networked Solutions
“Buyer ETEST Q  EllaTest

PO Reference Rubrik Back Up Solution

Header Details Activity Summary

PO Defaults Add Comments
PO Activities Add ShipTo Comments
~ Actions
Add Items From (2
Catalog Item Search

Purchasing Kit

X

PO Status Open

Budget Status Not Chk'd i

Hold From Further Processing

Doc Tol Status Valid

Receipt Status Not Recvd
“Dispatch Method | Print A

Amount Summary (?

Merchandise 100.00
Freight/Tax/Misc. 000 Calculate
Total Amount 100.00 USD

Lines Personalize | Find | view Al | 2] B First # 120f2 * Last
Details Ship To/Due Date Statuses ltem Information Attributes RFQ Contract Receiving T
x 2 an pe " Merchandise
Line Item Description PO Qty *UOM Category Price i Status
1 B Q |Rubrik Back Up @ B [ soo0.0000 EA |@ 2oses Q 0.01000 50.00 Approved QB +] [=]
2 B @ [Rubrik Back up Service | J & [ 50000000 EA @ 00101 Q 0.01000 50.00 Approved (& I o] +] =]
e p
VigwPrintable Version Clase Short Al Lines “Goto[ _ More v
&l Save ||[=] Notify || &% Refresh % Add || %] Update/Display

Note: If you expect to post multiple vouchers against the PO, please follow steps 49 through 52 in

the Enter a PO Against a Contract exercise.

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

A purchase order must be dispatched in order to be used in a voucher. The Dispatch process runs daily
in overnight batch processing or you can manually dispatch purchase orders. Instructions on how to
dispatch purchase orders manually can be found in the Purchase Orders 102 manual.

Copying a Purchase Order from a Contract is Complete
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Enter an Express Purchase Order

Situations when this function is used: The entry of an express purchase order is simplified and
therefore faster to enter than a regular PO. It may be used if a vendor is requiring a purchase order

before you can place an order.

Note: An Express Purchase Order cannot be used in a PO Voucher and does not draw down on a contract.

WorkCenter navigation: Purchasing WorkCenter > Links pagelet > Purchase Orders > Express Purchase Orders

Navigator Menu navigation: Purchasing > Purchase Orders > Add/Update Express POs

The Express Purchase Order page displays:

Purchase Order

Add a New Value

“Business Unit 02300 @
*POID [NEXT
Add

Cl Find an Existing Value

1. Business Unit - Accept default or enter a valid Business Unit

2. POID - Leave as NEXT
3. Click Add
The Express Purchase Order page displays:

Express Purchase Order
Purchase Order

Business Unit 02300
PO ID NEXT
Copy From Y

Header (=

*PO Date 10/12/2013
~Supplier |RYING ENE-00

Supplier Search

Supplier Details

Irving Energy

Karen L Symends

=supplier 10 0000
*Buyer KSYMONDS

2 p pHE

PO Reference
Header Details
PO Defaults

Activity Summary
Add Comments

PO Activities Add ShipTo Comments
~ Actions
Add Items From (7
Catalog ltem Search
Purchasing Kit
Lines (7
Line Item Description
B Q
[El}
254 characters remaining
Expand All Collapse All

View Printable Version

[5] Save | |=] Notify Refresh

PO Status Open =4
Budget Status Mot Chk'd

Hold From Further Processing
Doc Tol Status Valid
Receipt Status Not Recvd

*Dispatch Method | Print R

Amount Summary

Merchandise 0.00 _
FreightTax/Misc. 0.00 Calculat
Total Amount 000 UsD
Find First ‘& 1of1 & Last
POQty *uOMm Category Merchandise Amt  gtatus
0.000 = F[]
Q 8 [ .00 ] Approved =

[Eh Add

2| Update/Display

. Supplier ID - Enter the Supplier ID (be sure to include the leading zeros)

. Click Refresh

4

5. Buyer - Enter Buyer ID

6

7. Click on the Header Details link
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The PO Header Details page displays:

PO Header Details
Help
PO Details
Supplier IRVING ENE-002 PO Date 10/12/2018
*PO Type PROD | Budget Status Not Chk'd
*Billing Location POLCMTPICY Billing Address Tax Exempt
ID
Origin DLE Q Letter of Credit ID Q
Use One Ship To Ship To
Currency
Currency Code YSD Q. Exchange Rate Detail Base Currency USD
Rate Date 10/12/2018 Exchange Rate 1.00000000
Rate Type CRENT
Process Control Option
# Dispatch Acknowledgements required for | Mot required T
*Method | Print r Accounting Date 10112/2018 |3
Template ID aQ Accounting Template STANDARD |Q
Cancel Refresh
8. Enter the PO Type by clicking on the Magnifying Glass
9. Enter the Origin by clicking on the Magnifying Glass
10. Click OK
The Express Purchase Order page displays:
Express Purchase Order
Purchase Order
Business Unit 02300 PO Status  Open e
POID NEXT Budget Status Not Chk'd ﬂﬁ
Copy From hd _| Hold From Further Processing
~ Header (7
+PO Date [10A2/2012 5 Supplier Search Doc Tol Status Valid
*supplier [RYING E Q supplier Details
- Supplier 1 (1000001283 Q Irving Energy Receipt Status Mot Recvd ) -
*Buyer KSYMONDS o Symonds “Dispatch Method | Print i
PO Reference Amount Summary (7
Header Details Activity Summary Merchandise 0.00
PO Defaulis Add Comments Freight/Tax/Misc. 0.00
PO Activities Add ShipTo Comments Total Amount 0.00
~ Actions
Add ltems From (2
Catalog Item Search
Purchasing Kit
Lines (2 Find First ‘& 1of1 &/ Last
Line Item Description POQty *UOM  Category Merchandise Amt  statys
000 — [E[=
B Q P E& Q Q J'mCO Approved E&‘ =
=
254 characters remaining
Collapse All
Version Goto ... More. v
|5l Save ||[=] Notify ||« Refresh [Ey Add || & Update/Display
11. Click on the Expand All link
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The Schedule & Distribution sections are expanded so that you can see them along with the PO Line
information:

Express Purchase Order
Purchase Order

Business Unit 02300 PO Status Open =
POID MNEXT

Budget Status Mot Chi'd &3

Copy From A Hold From Further Processing
Header (-
*pQ Date[10/12/2015 [  Supplier Search Hoc 1ol Statug voud
*Supplier IRVING ENE-D0Z _ |Q gypplier Details
*Supplier 1n0000001283 @, Irving Energy Receipt Status Mot Reevd
= Print L
*Buyer K3YMONDS L § Karen L Symonds *Digpatch Method L= |
Amount Summary (¢
PO Reference
Header Details Activity Summary Merchandize 8.60
Add Comments FreightTax/Misc. 0.00 Calculats
PO Activities Add ShipTo Comments Total Amount 860 USD
~ Actions
Add Items From (%
Catalog tem Search
Purchasing Kit
Ling r= T N
Line Item Description POQty =*UOM  Category Merchandise Amt  Statys
———————————————— ~ DROPS A =a N e i zs +|
i B 000000000000008661 | Q LIQUID PROPANE - GAS p EFJ,. 560.0000 [GAL |Q 40506 S0 Approved L,_J 2 J
7]
234 characters remaining
Schedules Find First ‘&) 1of1 & Last
Sched *Due Date *Ship To *PO Oty Price Merchandise Amt Status *Digtribute by
B [tizoe |H Q 60.0000 0.01000) 560 Active Quantty v B ®[=]

Distributions Personalize | Find | View Al | & | L:.| First '# 1of1 '@

ast
Chartfields Details/Tax Asset Information Req Detail Statuses Budget Information | [
Dist Status Percent PO Gty MEmhan‘:irs:l Curr *GL Unit *Account Fund Dept Program Class
Open 860 USD 02300 @ [521200  |Q Q a Q
3
-
Vigw Printable ‘ersion Goto ... Mare .. v

[EET _hw|~ Refresn | G 2dd_|| 71 UpdateiDisplay _

12. Enter the PO Line information (Item# - if applicable, Description, PO Qty, UOM, and Category)
13. Click Refresh

The Due Date defaults in as 30 days from the current date. Account number defaults in based on
Category.

14. Enter the Ship To location and Price, Distribute By defaults to Quantity you can change this to
Amount by clicking on the down arrow. If Quantity is selected, each distribution line is
distributed by quantity. If Amount is selected each distribution line is distributed by amount.

15. Click Refresh
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Amount populates in both the lines and schedule page:

Express Purchase Crder
Purchase Order
Business Unit 02300 PO Status  COpen =1
POID NEXT Budget Status pot Chik'd g
Copy From v Hold From Further Processing
Header (7
PO Data[10112/2018 5] Supplier Search Doc Tol Status “alid
*supplier[FYVINGENE-DD2 QL gyppjier Details
*Supplier I 0000001293 Q Receipt Status Mot Recvd
i Print hd
*Buyer K5 YMONDS (< § *Digpatch Method
Amount Summary |3
PO Reference
Header Details Activity Summary Merchandise §.60 P
PO Defaults Add Comments FreightTaxiMisc. 0.00 cuise
PO Activities Add ShipTo Comments Total Amount 860 USD
= Actions
Add Items From (7
Catalog tem Search
Purchasing Kit
Lines Find First ‘& 10f1 &/ Last
Line Item Description POQty *UOM  Category Merchandise Amt  statys
———————————————— % PROPE A GAL |y 40506 SED 5 E[E=
, [ [000DO0D00000G0 8661 |@ [LIQUID PROPANE - GAS p 724 560.0000 |GAL | 40506 BRO approved = ‘
&
234 characters remaining
Schedules Find First of ast
Sched *Due Date *Ship To *PO Qty Price  Merchandise Amt Status *Distribute by
Fﬁ‘ 11/2018  |[s] PDLCMTPDOM G 560.0000 0.01000 SE0  Active Quantity ¥ Iﬁ e (=]
Distributions Personalize | Find | iew Al (L] | = First ‘&' 1of1 ‘& Last
Chartfields || Detsils/Tax || Assetinformation | ReqDetsil || Statuses | Budget Information | [FF)
Dist Status Percent PO QY Me’“““”‘:ﬁ Curr *GL Unit *Acoount Fund Dept Program Class
Open 100.00D0) 860.0000) 8.60 USD 02300 |G (521200 Q Q Q Q
3
Expand All Collapse All
Wigw Printable Version Goto ... Mors .. A
|I (&l save _I_‘i'_r;nlgf_y_ |22 Refresh | % Add || 7] UpdatelDisplay

16. Enter all appropriate Chartfield information
17. Click Save

The PO has been saved and assigned a PO ID number:

Express Purchase Order
Purchase Order

Busipeza lloi ooann PO Status  COpen 1 %
PO ID DDODOD4445 Budget Status  Not Chi'd i

Copy From v

Hold From Further Processing

Note: If you expect to post multiple vouchers against the PO, please follow steps 49 through 52 in
the Enter a PO Against a Contract exercise.

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

A purchase order must be dispatched to be used in a voucher. The Dispatch process runs daily in
overnight batch processing or you can manually dispatch purchase orders. Instructions on how to
dispatch purchase orders manually can be found in the Purchase Orders 102 manual.

Entering an Express Purchase Order is Complete
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Create a Change Order for a PO
Situations when this function is used: To make any changes to the line information on a purchase order.

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

WorkCenter Navigation: Purchasing WorkCenter > Links pagelet > Purchase Orders > Purchase Order
Add/Update

Navigator Menu navigation: Purchasing > Purchase Orders > Add/Update POs

The Purchase Order page displays, click on the Find an Existing Value button:

Purchase Order
. e Add a New Value
Find an Existing Value ®
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all valuss

D) Recent Searches | Choose from recent searches v # [ Saved Searches [ Choose from saved searches v a

*Business Unit 01110
POID 0000000925
Purchase Order Da'.e
PO Status [ = | | v
Short Supplier Name m
Supplier ID
Supplier Name [ begins with v |
Buyer Name [ begins with |

PCT;.-pe|: v| | v|

Purchase Order Reference | pegins with v

Hold From Further Processing M

LLOLLL EH 0O

# Show fewer options

[l Case Sensitive

1. Business Unit - Accept default or enter a valid BU

2. POID - Enterthe PO ID # - be sure to include the leading zero’s
3. Click Search
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The Maintain Purchase Order page display

S:

Maintain Purchase Order
Purchase Order
Business Unit 01110
PO ID 0Q0DD000925
Copy From

Header (2

=P Date 0427 Supplier Search

*Supplier Supplier Details

*Supplier ID 000

PO Status Dispatched
Budget Status valid

Hold From Further Processing

Doc Tol Status Valid

Backorder Status Not Backordered

Receipt Status Mot Recvd

*Dispatch Method | Print b
Amount Summary (7
PO Reference

Header Details Agctivity Summary Merchandise 27.40 R

PO Defauls Add Comments Freight/TaxiMisc. 000 AU

PO Activities Add ShipTo Comments Total Amount 27.40 USD

Requisitions Document Status Encumbrance Balance 000 USD

- Actions

Add ltems From (7 Select Lines To Display (7

Catalog Item Search Search for Lines Line Q To Q Retrieve
Lines (7 Personalize | Find | View All | (2 | (= First ‘&' 10f1 & Last

Details Ship To/Due Date Statuses Item Information Aftributes RFQ Contract Receiving
Line Item Description PO Gty *UOM  Category Price Meschaiddise |stafies
B OFFICE SUPPLIES 5% 1.0000 EA 8 27.40000 27.40 Approved 2 E = E

View Printable Version Close Short All Lines *Go to| ... More . b
[E)save |G RetuntoSearch ||t Previousinlist |[45 Mextinlist |[[Z] Notiiy ||&* Refresh B add || B 5

Ex

Create BackOrder

4.

Click on the Change Order icon. This will allow changes to be made on all PO lines.

Note: When you use the Expand icon in the Lines section of the page, you will see more change order

icons.

would have to be done for each line.

These icon(s) can be used in place of the one at the top of the Maintain Purchase Order page.
Using the one under Lines will only allow you to adjust Line 1 of a PO.

If the PO has several lines this

Description POGty *UOM Price

Category Merchandise Amount  Status Due Date: Ship To Price Status. Backorder Status
OFFICE SUPPLIES 58 1.0000] EA 61509 27.40000) 27.40 Approved O [B parizois [ [PFMMTPODT |@ [27-40000 i85 Approved Mot Backordered A
o varson Close Short All Lines *Go to| .. More v]
[Flsave |G RewmtoSearch |[F] Previousin List |[JE] NextinList |[=] Notry [ n

5. Make the necessary changes
6. Click Refresh

Maintain Purchase Order

Purchase Order

Business Unit 01110 PO Status  Dispatched A x

PO ID 0000000925
Copy From
Header (7
+pQ Date 04/27/2018 Supplier Search

*Supplier

Supplier Details

0o

*Supplier ID
*Buyer CTOUCHET

Header Details
PO Defaults
PO Activities
Requisitions

~ Actions

Document Status

Budget Status Valid

Hold From Further Processing

Doc Tol Status Valid

Backorder Status Not Backordersd

Receipt Status Mot Recvd

*Dispatch Method | Print Al
Amount Summary (2
Merchandise 27.40
FreightTax/Misc. 0.00
Total Amount 27.40
Encumbrance Balance 0.00

Create BackOrder

Calculate
usoD
usD

7. Click on the Add Comments link
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The PO Header Comments page displays:

PO Header Comments

Business Unit 01110

| Retrieve Active Comments Only

*Sort Method | Comment Time Stamp

Comments

Use Standard Comments

POID 0000DOD925

Retrieve

v

Help

Supplier WBMASONCOI-001

*Sort Sequence :_Ascenﬂ'in_g_ v | Sort
Find | View All First ‘&' fof1 (&

Lownent Slin s oo o

Inactivate ‘

.Cnangec\ Price from $27.40 to $30.00

[l

| Send to Supplier
Show at Voucher

Associated Document

Attachment

From -= PO 01110-D000000925

OK I Cancel Refresh

Show at Receipt

Atftach View

Email

8. Enter comments referencing which change order number it was, what was changed, the date
the change was made, and who completed the change order

9. Click OK

You are returned to the Maintain Purchase Order page:

Maintain Purchase Order
Purchase Order

Business Unit 01110
PO ID 0D0DDO00S25
Copy From i v

Header (2

*pQ Date 04/2772018 Supplier Search

~supplier "VEMASONCOI-001 Supplier Details

Mason Go_, Inc

+*Supplier ID 0000233240 W

*Buyer CTOUCHET

Caitlin Ann Touchette

PO Status  Dispatched A x
Budget Status alid

Hold From Further Processing

Doc Tol Status Valid

Backorder Status  Not Backordered

Create BackOrder

Receipt Status Mot Recvd

*Dispatch Method [ Print ] | 2

Amount Summary (7

Agctivity Summary Merchandise 27.40 =
= Add Comments FreightTaxiMisc. 0.00 st
PO Activities Add ShipTo Comments Total Amount 27.40 USD
Reguisitions Document Status Encumbrance Balance 0.00 USD
- Actions
10. Click on the Header Details link
PO Header Details X
Help
PO Details
Supplier WEBMASONCOI-001 PO Date 04/27/2018
*PO Type PROD QR Budget Status Valid
*Billing Location PFMMTPOIQ, Billing Address il
]
Origin LIB Q LB Letter of Credit ID L %
Use One Ship To Ship To PFe
Currency

Currency Code usb
Rate Date 01/01/1900
Rate Type CRRNT

Process Control Option
| Dispatch
“Method Print
Template ID

oK Cancel Refresh

Exchange Rate Detail

Base Currency USD
Exchange Rate 1.00000000

Acknowledg

Accounting Date )

8 Accounting Template STANDARD &

11. Change the Accounting Date field to the current date

12. Click OK
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You are returned to the Maintain Purchase Order page:

Maintain Purchase Order
Purchase Order
Business Unit 01110
POID 0000000925
Copy From i

Header (7

*pO Date 04/27/2018

Supplier Search

T =001 Create BackOrder
*Supplier WEMASONCOI-00 Supplier Details
*Supplier ID 0000233240 W.B. Mason Co., Inc. Bocoipt Nntus _:i;fecvd = S
~Buyer CTOUCHET Caitlin Ann Touchette *Dispatch Method " —
PO Reference OTfice Suppiies Amount Summary (7
Header Details Activity Summary Merchandise 27.40 PR
PO Defaults Add Comments Freight/Tax/Misc. 0.00 Aot
PO Activities Add ShipTo Comments Total Amount 27.40 USD
Requisitions Document Status Encumbrance Balance 000 USD
~ Actions
Add ltems From (7 Select Lines To Display (7
Catalog ltem Search Search for Lines Line a To Q Retrieve
Lines (7 Personalize | Find | View All | =] First ‘& 1of1 ‘& Last
Details Ship To/Due Date Statuses Item Information Aftributes RFQ Contract Receiving
Line Item Description PO Qty *UOM Category Price m"’;::g:ﬁ Status
1 ] OFFIGE SUPPLIES [} 1.0000 EA 51599 27.40000] 27.40 Approved (2 © R
Vs Yeson Close Short All Lines *Goto[_ More v]
I Save Ig’r Return to Search || 4 PreviousinList ||4E Nextin List [=] Netify | |&* Refresh Bk Add || B
—

A X

PO Status Dispatched
Budget Status Valid

L Hold From Further Processing

Doc Tol Status Valid

Backorder Status Not Backordered

13. Click Save once all changes have been completed

The following Message may open: —

Message

will be applied

oK Cancel

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

The price on the specified schedule does not maich the sum of value adjusimenis for that schedule where the impact type of the value adjustments are Price and the adjusiment

14. Click OK

The Schedules page will display with applicable changes to the PO:

Maintain Purchase Order

Schedules

Unit 01110
POID 0000000925

Su

PO Date 04/27/2013

Lines Find | View All First ‘& 10f1 ‘& Last
Line 1 Item OFFICE SUPPLIES PO Gty 1.0000 EA Merchandise 30.00USD
Amt
Schedules Personalize | Find | View All | | [ First ‘& 1of{1 &/ Last
Details || Statuses | Shipment || Matching || Receiving || Freight || RTV
Sched *Due Date *Ship To PO Qty Price Weschandie status
1 B [paziiznis 5 [PFMMTPOO1 |Q = 1.0000 30.00000) 30.00] Active B @ B B B
Add ShipTo Comments
[§lsave |/[@h Returnto Search | *F Previousin List |[45] NextinList ||[=] Notify || Refresh BL Add || B Upd

pplier WBMASCONCOI-001

PO Status Cpen
Change Order 1

15. Click on the Return to Main Page link
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The Maintain Purchase Order page displays:

Maintain Purchase Order
Purchase Order

Business Unit 01110 PO Status  Open A %
PO 1D 0000000925 Budget Status Not Chk'd i

Change Order 1

Copy From v

Hold From Further Processing
Header (7

Doc Tol Status Valid

PO Date 04/27/2012 Supplier Search

*Supplier Supplier Details
o Receipt Status Not Recvd
*Supplier ID W.B. Mason Co,, Inc e T -
“Buyer Caitlin Ann Touchette *Dispatch Method

Amount Summary (7

Header Details Activity Summary Merchandise 30.00 R
PO Defaulls Edit Comments Freight/Tax/Misc. 0.00 Zauble
PO Activities Add ShipTo Comments Total Amount 3000 USD
Requisitions Document Status Encumbrance Balance D00 USD
~ Actions
Add ltems From (2 Select Lines To Display (7
Catalog Item Search Search for Lines Line Q To Q, Retrieve
Lines (7 Personalize | Find | View Al | 2 | ] First ‘&) 10of1 &) Last
Details || Ship To/Due Date | Statuses || HemInformation || Aftributes || RFQ || Contract || Receiving
Line Item Description POQty *UOM  Category Price Me“xﬂ‘gﬁ Status
B OFFICE SUPPLIES 520 1.0000 EA 61599 Q 30.00000 30.00 Approved @ [ &l =]
Yt eson Close Short All Lines *Go to| .. Mare v
[5lsave |G ReturntoSearch |[4F] PreviousinList |[45 Nextinlist ||[=]Notify ||z* Refresh E} Add

The Change Order field is now 1, the PO Status changed to Open, and the Budget Status is Not Chk’d.
Follow specific controls in place in your department for approval and budget checking.

A purchase order must be dispatched in order to be used in a voucher. The Dispatch process runs daily
in overnight batch processing or you can manually dispatch purchase orders. Instructions on how to
dispatch purchase orders manually can be found in the Purchase Orders 102 manual.

Creating a Change Order to a PO Line is Complete
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Create a Change to a PO - Schedule

Situations when this function is used: To make any changes to the Purchase Order Schedule area.
WorkCenter navigation: Purchasing WorkCenter > Links pagelet > Purchase Orders > Purchase Order

Add/Update

Navigator Menu navigation: Purchasing > Purchase Orders > Add/Update POs
The Purchase Order page displays, click on the Find an Existing Value button:

Purchase Order

Find an Existing Value
Search Criteria

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

@ Add a New Value

‘D) Recent Searches | Choose from recent searches

~|# [ Saved Searches [Choose from saved searches

Vi

01110

*Business Unit
Purchase Order Date El

PO ID 0000000921

PO Status [ = ~|

Short Supplier Name
Supplier ID

Supplier Name m
Buyer Name

LLLLHL B L

PO Type = v

Purchase Order Reference | begins with v

Hold From Further Processing ]
A Show fewer options

[CJCase Sensitive

clear

1. Business Unit - Accept default or enter a valid BU

2. POID - Enter a PO ID number
3. Click Search
The Maintain Purchase Order page displays:

Maintain Purchase Order
Purchase Order
Business Unit 01110
POID DDOO0ODS21
Copy From B2

Header (7

Supplier Search

Supplier Details

fin Ann Touchette

Activity Summary
Add Comments

PO Activities Add ShipTo Comments
Reguisitions Document Status
- Actions
Add Items From (7
Catalog Iltem Search

Lines (2
Details Ship To/Due Date Statuses Item Information Attributes RFQ
Line ftem Description
) OFFICE SUPPLIES E&

Jiew Printable Vers
View Printable Version Close Short All Lines

52 |[Br RetumioSearch || ProviousinList |[4f Nextin List

[ oty

PO Status  Dispatched A X
Budget Status  Valid

Hold From Further Processing

Doc Tol Status Valid
Backorder Status  Not Backordered
Receipt Status Not Recvd
*Dispatch Method | Print
Amount Summary (%

Merchandise 13.85

Freight/Tax/Misc. 0.00 Calculate
Total Amount 13.85 USD
Encumbrance Balance 0.00 USD
Select Lines To Display (7
Search for Lines Line Q To a Retrigve
Personalize | Find | View Al | 21| B First (4 10f1 ) Last
Contract || Receiving | [F=0
POQly *UOM  Category Price Merchandise  Status
1.0000) EA 61599 13.25000] 1385 Approved | (0 | =
*Goto| ... More v
i Refresh Es Add 4 Update/Display

Create BackOrder

4. Click on the Schedule icon
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The Schedules page displays:

Maintain Purchase Order
Schedules
unit 04110 Supplier WBMASONCOI-001

PO Status Dispatched
PO ID pO0DDODG21 PO Date 03/28/2018

Return fo Main Page

Lines Find | View All First ‘& 1of1 &/ Last
Line 1 Item OFFICE SUPPLIES PO Gty 1.0000 EA Merchandise 13.85USD
Amt
Schedules Personalize | Find | View All | 2 | [ First ‘4 10of1 &/ Last
Details || Statuses || Shipment | Matching | Receiving || Freight | RTW |
Sched *Due Date *Ship To PO Qty Price Merchand®e (stafies
32812018 PFMMTPO0 =0 1.0000 13.85000 13.85 Active o B = EHBE

Add ShipTo Comments

Save ||[h Return to Search

15 Previous in List | [45 Mextin List

Motify || Refresh

5. Click on the Schedule Details icon

The Details for Schedule 1 page displays:

Details for Schedule 1

Help
Unit 01110 Supplier WBMASONCOI-001
POID 0000000921 Item CFFICE SUPPLIES
Line 1
Schedule 1 Status Active E X
Schedule Details
Due Date D3/22/2018 | Custom Price - No Override
Time Due Zero Price Indicator No Charge
Ship To PFMMTPO01
Amount Summary
Original Promise Date 03/28/2018 B Schedule Gty
Ship Date & Merchandise Amt
Ship Via Q

Doc. Base Amount
Freight Terms FOBDEST Q. Destination
Attention To

Distribute By Quantity

Expand All Collapse All

Matching Controls

Receiving Controls

Freight Calculation Rule

Return To Vendor / Supplier

QK Cancel Refresh

6. Click on the Create Schedule Change icon
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Data fields are now open, you can make the needed changes — in this example the Ship To location will

be changed:

Maintain Purchase Crder

Schedules
Unit 01110 Supplier WBMASONCOI-001

PO ID 0000000921 PO Date

0ar2z/2018

Return to Main Page

PO Status Dispatched

Lines Find | View All First ‘& {of1
Line 1 ltem OFFICE SUPPLIES PO Gty 1.0000 EA Merchandise 13
Amt
Schedules Personalize | Find | View All | E First ‘&' 1071 ‘&
Details Statuses Shipment Matching Receiving Freight BTV
Sched *Due Date *Ship To PO Qty Price e e | Statid
% 03/28/2018 [} [PFMMTPO0A 1.0000 13.85000 13.85 Active T & @
Add ShipTo Comments
[§lsave & Returnto Search ||+5 Previousin List | |4 Nextin List Motify || &% Refresh
|

b Last

8

n

usD

Last

7. Change the Ship To location
8. Click Save

The PO Status has changed to Open and the Change Order is now 1:

Maintain Purchase Order
Schedules

Unit 01110 Supplier WBMASONCOCI-D01
PO ID 0ODDDDD921 PO Date 032/28/2018

Return to Main Page

PO Status Open
Change Order 1

Find | View All

]

First 1of1 @& Last
Line 1 Item CFFICE SUPPLIES PO Gty 1.0000 EA Merchandise 3.85U8D
Amt
Schedules Personalize | Fing | view an | &2 | E& First ‘& 1of1 “&' Last
Details Statuses Shipment Matching Re: Freight
Sched ~Due Date =Ship To Price Mem:?r"‘g‘ilﬁ Status
F, D3/23/2018 = 3.85000 13.85 Active T o # =l | =
Add ShipTo Comments
[§] save ||Er Return to Search [=] Notify || Refresh By Add
9. Click on the Return to Main Page link
You are returned to the Maintain Purchase Order page
Maintain Purchase Order
Purchase Order
Business Unit 01110 PO Status Open A *®
PO ID 000000 Budget Status valid
Change Order 1
Copy From | - Hold From Further Processing
Header (7
~pO Date D3/28/2D18 S SearEh Doc Tol Status Valid
I Backorder Status  Not Backordered B e
~supplier ¥ VSONC Supplier Details
ST Receipt Status Mot /
~Suppiier ip 0000283240 on Co., Inc. P ED REgi
ke Caitlin Ann Touchetie “Dispatch Methoa | F1IM -
Office Supplies Amount Summary (¢
PO Reference Cffice Supplies i
Header Details Merchandise 1
PO Defaults Freight/Tax/Misc. C L
PO Activities Total Amount 13.85 USD
Requisitions Document Status Encumbrance Balance e e
~ Actions
Add ltems From (7 Select Lines To Display (7
Catalog Itern Search Search for Lines — @ To a Retrieve
Lines (2 Personalize | Find | View Al | | ER First (& 1of1 @& Last
Details || Ship To/Due Date || Statuses || hem Information || Attributes Contract || Receiving
Line ttem Description PO Gty UOM Category Price B e e st
1 = OFFICE SUPPLIES a8 1.0000] EA 13.85 Approved (o] = =l =
SpiEnthlearsior Close Short Al Lines “Go to[ . More v
[§l save ||Er Return to Search [=] Motify || &= Refresh Es Ada £ Uup

10. Click on the Add Comments link
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The PO Header Comments page displays:

I OK I Cancel

PO Header Comments

Business Unit 01110 POID 0

# Retrieve Active Comments Only

*Sort Method | Commy ime Stamp

- omments
IUse Standard Comments

IChanged the Ship To Location

Send to Supplier
Show at Voucher

Show at Receipt

Associated Document

Attachment

From -> P

110 00521

-00

Refresh

Retrieve

v

Supplier W

Change Order

*Sort Sequence | Ascending A Sort

Find | View All First ‘4 1of1 ‘b Last

Comment Status Active Inactivate

Aftach Email

11. Click the + icon if you need to add a Comment

12. Enter information about the change (i.e. change order #, what was changed, date of the

change, and who completed the change)

13. Click OK

The Maintain Purchase Order page displays:

Maintain Purchase Order
Purchase Order

Business Unit
POID
Change Order 1

Copy From

Header (2

*supplier VB

PO Referel

Lines (2
Details Ship To/Due Date
Line Item

View Printable Version

[ Save ||[@ Returnto Search

01110
0000000

PO Date D2/28/2018

*Supplier ID 0000283240

PO Activities

ral

Supplier Search

MASONCOI-D01

Supplier Details

Activity Summary
Edit Comments

Add ShipTo Comments
Requisitions Document Status
~ Actions
Add Items From (2
Catalog Item Search

Statuses Item Information Aftributes RFQ
Description
CFFICE SUPPLIES El
Close Short All Lines
=] Notify 2 Refresh

Contract

PO Status Open A x
Budget Status “alid

Hold From Further Processing

Doc Tol Status Valid

Backorder Status Mot Backordered

Create BackOrder

Receipt Status Not Recvd
“Dispatch Method | Print v

Amount Summary (2

P

Merchandise 1
Freight/Tax/Misc. Calculate
Total Amount
Encumbrance Balance usD
Select Lines To Display (2
Search for Lines Cine a To a Retrieve
Personalize | Find | View All @| Q First
Receiving
*UOM Category Price Mer:;?:g:ﬁ Status
1.0000] EA 13.35000 13.85 Approved o
*Go to| ... More v
Ek Add

1of1 &

Last

14. Click on the Header Details link
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The PO Header Details page displays:

PO Header Details

Currency Code YSD
Rate Date 01/01/1900
Rate Type CRRNT
Process Control Option
#| Dispatch
*Method | Print

Template ID

Refresh

PO Details
Supplier WBMASONCCI-001
*PO Type PROD Q
*Billing Location PFMMTPO(C Biling Address
Origin [FM Q FM
Use One Ship To
Currency

Exchange Rate Detalil

PO Date O
Budget Status %

128/201

w
&)
o

Tax Exempt

£

ID
Letter of Credit ID
Ship To PFMMTPO0Z2

usD

1.00000000

Base Currency

Exchange Rate

Acknowledgements required for | MOt required
e —

Accounting Date [11/08/2018 |5 I

Q Accounting Template STANDARD |G

Help

15. Update the Accounting Date to the current date

16. Click OK

The Maintain Purchase Order page displays:

Maintain Purchase Order
Purchase Order
Business Unit 01110
PO ID 0000000921
Change Order 1
Copy From v

Header (7

=pO Date 03/28/20138 Supplier Search

ASO

*Supplier WEMA:

Supplier Details

*Supplier ID 000

*Ruyar CTOU

Caitlin Ann Touchette

PO Reference

Header Details Activity Summary

PO Status Cpen A x
Budget Status  Not Chik'd o

Hold From Further Processing

Doc Tol Status Valid

Backorder Status Not Backorderad
Receipt Status MNot Recvd

*Dispatch Method | Print -

Amount Summary (7

Merchandise 13.85
Calculate

PC Defaults Edit Comments FreightTax/Misc. 0.00

PO Activities Add ShipTo Comments Total Amount 13.85 UsSD

Requisitions Document Status Encumbrance Balance 0.00 USD

~ Actions

Add Items From (7 Select Lines To Display (7

Catalog Itemn Search Search for Lines i a To Q) Retrieve
Lines (7 Personalize | Find | view Al | 23| B

Details Ship To/Due Date Statuses Item Information Aftributes RFQ Contract Receiving
Line item Description POQly *UOM  Category Price Meschandien: | Siutina
B OFFICE SUPPLIES B 1.0000) EA 51599 13.85000 13.85 Approved
bl B SRl Close Short All Lines *Go to[ More v
I;{jrsave Ijgj“ Return to Search (=] Notify | |<* Refresh

Create BackCrder

First ‘&' 10f1 &' Last

O E EE

b Add

17. Click Save

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

checking.

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

The Dispatch process runs daily in overnight batch processing or you can manually dispatch purchase
orders. Instructions on how to dispatch purchase orders manually can be found in the Purchase Orders

102 manual.

Creating a Change Order to a PO Schedule is Complete
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Create a Change to a PO - Distribution

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

corrected.

WorkCenter navigation: Purchasing WorkCenter > Links pagelet > Purchase Orders > Purchase Order

Add/Update
Navigator Menu navigation: Purchasing > Purchase Orders > Add/Update POs
The Purchase Order page displays, click on the Find an Existing Value button:

Purchase Order
. . Add a New Value
Find an Existing Value ®
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values
) Recent Searches [ Choose from recent searches v | | Saved Searches [Choose from saved searches v| &
*Business UﬂitEl 01110 a
PO ID | begins with ~ || 0000000957
Purchase Order Da'elZl 5
PO Status [ = v v
Short Supplier Name [ pegins with ~ Q
Supplier ID | pegins with v Q
Supper Name begis it a
Buyer | begins with + [}
Buyer Name | pegins with + Q
PO Type|= v v
Purchase Order Reference [ pegins with ~
Hold From Further Processing O
~ Show fewer options
[Ccase Sensitive
Search Clear
1. Business Unit - Accept default or enter a valid BU
2. POID - Enter a PO ID number
3. Click Search
Maintain Purchase Order
Purchase Order
Business Unit 01110 PO Status Approved x
PO ID 0000000857 Budget Status  Valid
Copy From v Hold From Further Processing
» Header (7
*PO Date [12/13/2018 Supplier Search focJok st val
*Supplier PRESIDIONE-D01 /@ gypplier Details
*Supplier 1D 0000264341 @ Presidio Networked Solutions R
*Buyer [ETEST & EllaTest “Dispatch Method | Print - ZLIE
PO Pafaranan RUDIK RAcK Up Solution Amount Summary (7
Header Details Activity Summary Merchandise 100.00 —
PO Defaults Add Comments Freight/Tax/Misc 0.00 Calculaie
PO Activities Add ShipTo Comments Total Amount 100.00 USD
Requisitions Document Status Encumbrance Balance 10000 usD
~ Actions
Add lItems From (72 Select Lines To Display (2
Catalog Item Search Search for Lines Line Q To Q Retrieve
Lines (7 Personalize | Find | View All | 2] B2 First (&) 120f2 @ Last
Details Ship To/Due Date Statuses Item Information Aftributes BRFQ Contract Receiving
Line Htem Description POQly *UOM Category Price M""”R:"”g‘m Status
B @, [Rubrik Back Up 7 EI Y o 5000.0000( EA | [20584 [} 0.01000, 50.00 Approved o] =
2 By Q, [Rubrik Back up service | 41 B8 [ 50000000 EA |q [potod aQ 0.01000 50.00 Approved ($] = =
View Printable Version Close Shaort All Lines *Go to ... More ¥
I scerl |BSremmnscanni) ([ | Rensl B Aca |[E

4. Click on the Schedule icon
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The Schedules page displays:

Maintain Purchase Order

Schedules
Unit 01110 Supplier PRESIDIONE-001
PO ID 00DDOO0SST PO Date 12/13/20128
Return to Main Page
Lines
Line 1 Item Rubrik Back Up
Schedules
Details Statuses || Shipment Matching Receiving Freight BTV |
Sched *Due Date *Ship To *PO Qty
B 12132018 [ [PFM 5000.0000

Add ShipTo Comments

]

[§ save ||[@h Returnto Search [=] Motify Refrash

PO Status Approved

Find | View All

PO Gty 5000.0000 EA

Personalize | Find | view an | 20 | B2

Merchandise
Amount Feies

50.00) Activ

@

First ‘& 10of2 @) Last
Merchandise 50.00USD
Amt
First ‘&' 1of1 ‘&' Last

%@@ﬂj

o Ek Ada || A L a)
5. Click on the Chartfield/Distributions icon
The Distribution for Schedule 1 page displays:
Distributions for Schedule 1
Help
Unit 01110 Supplier PRESIDIONE-001
PO ID 0000000957 Item Rubrik Back Up
Line 1
Schedule 1 Status Active
*Distribute By | Quantity L Schedule Qty 5000.0000
Merchandise Amount 50.00 USD
SpeedChart Q Multi-SpeedCharts Doc. Base Amount 50.00 UsD
Distribution Personalize | Find | View All | £ | @ First ‘& 1of1 & Last
Chartfields Details/Tax Asset Information Req Detail Statuses Budget Information =]
Dist Status Percent PO Qty M”"g“:"::ﬁ"; Currency *GL Unit *Account Fund Dept Program Class Project
1 Cpen 100.0000] |5000.00Q 50.00 USD 01110 |Q [521600 Q, [10000 |Q_ [1110003000 |Q Q Q
. »
(a4 Cancal Dafrach

6. Click the +icon on the far right of the distributio

The following Message opens:

n to add additional rows

fintraining.erp.vermont.gov says

Enter number of rows to add:

7. Enter the number of rows you wish to add
8. Click OK
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A new line is added:

Distributions for Schedule 1
\ Help
Unit 01110 Supplier PRESIDIONE-001
PO ID 0000000957 Item Rubrik Back Up
Line 1
Schedule 1 Status Active
*Distribute By [ Quantity Schedule Qty 5000.0000
Merchandise Amount 50.00 UsSD
SpeedChart Q Multi-SpeedCharts Doc. Base Amount 50.00 USD
Distribution Personalize | Find | View All | & | e First ‘& 1-20f2 & Last
Chartfields Details/Tax Asset Information Req Detail Budget Information ==h
Dist Status Percent  *Account Fund Dept Program Class Project Affiliate
1 Open 100.0000, [521800 @ [10000 |@ [1110003000 /@ Q Q Q Q B =
|- Open Q Q Q Q aQ Q Q = 3]
13
OK Cancel Refresh
9. Enter the correct Chartfield information in the new distribution line
10. Click on the Statuses tab
Distributions for Schedule 1
‘ Help
Unit 01110 Supplier PRESIDIONE-001
PO ID 0000000957 Item Rubrik Back Up
Line 1
Schedule 1 Status Active
*Distribute By | Quantity i Schedule Qty 5000.0000
Merchandise Amount 5000 USD
SpeedChart Q Multi-SpeedCharts Doc. Base Amount 5000 USD
Distribution Personalize | Find | View All | (2] ER  First (4 120f2 (» Last
Chartfields Details/Tax Asset Information Req Detail Statuses / Budget Information ==y
Dist Status Percent Chartfield Status Peg Status
1 Open 100.0000 Valid Not Pegged m E =
2 Open WValid Not Pegged x +] =]
oK Cancel Refresh
11. Click the Red X to cancel the original distribution line
The Status for Line 1 changes from Open to Cancelled:
Distributions for Schedule 1 X
| Help
Unit 01110 Supplier PRESIDIONE-001
PO ID DOO0ODD9ST Item Rubrik Back Up
Line 1
Schedule Status Active
*Distribute By [ Qu: Schedule Qty 5000.0000
Merchandise Amount 5000 USD
SpeedChart A Multi-SpesdCharts Doc. Base Amount 5000 USD
Distribution Personalize | Find | View all | (2 | E= First ‘&) 1-20f2 ‘&' Last
Chartfields Details/Tax Asset Information Req Detail Statuses Budget Information
Dist Status Percent Chartfield Status Peg Status
1 100.0000Valid Not Pegged e | [l
2 Open 100 00 Valid Mot Pegged b4 =+ [=]
OK GCancel Refresh

12. Click OK
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The Schedules page displays:

Maintain Purchase Order
Schedules
Unit 01110 Supplier PRESIDICNE-001 PO Status Approved
PO ID 00DDOOD957 PO Date 12/13/2013
Rsturn to Main Page
Lines Find | View All First ‘&' 10f2 &) Last
Line 1 Item Rubrik Back Up PO Gty 5000.0000 EA Merchandise 50.00USD
Amt
Schedules Personalize | Find | View All | 12 | [ First ‘&' 1of1 &' Last
Details Statuses Shipment Matching Receiving FEreight BTV
Sched *Due Date *Ship To *PO Qty Price Micichanive | | stisties
F [12r132018 5 [PFMMTPO0Z | = 5000.0000 0.01000 50.00] Active & B B OE =
Add ShipTo Comments
[§] Ssave ||[@ Returnto Search ||[=] Motify || Refresh Es Add
13. Click on the Distributions/Chartfields icon
The Distributions for Schedule 1 page displays:
Distributions for Schedule 1 *
Help
Unit 01110 Supplier PRESIDICNE-001
PO ID 0000000957 Item Rubrik Back Up
Line 1
Schedule 1 Status Active
*Distribute By | Quantity v | Schedule Qty 5000.0000
Merchandise Amount 60.00 USD
SpeedChart Q Multi-SpeedCharts Doc. Base Amount 50.00 USD
Distribution Personalize | Find | View all | 2 = First ‘&) 1-20f2 ® Last
Chartfields || Details/Tax || Assetinformation || ReqDetail || Statuses || BudgetInformation | [F=
Dist Status Percent PO Gty Mem:?:;ijﬁ Currency *GL Unit *Account Fund Dept Program Class Project
1 Canceled 100.0000  5000.0000 50.00 USD 01110 521600 10000 1110003000
2 Open 50.00 USD 01110 |Q [522300 G [10000Gy (1110003000 |Q &R Q,
»
OK Cancel Refresh

14. If you haven'’t already, enter the percentage in the new distribution line, once you tab out of

the field the amount will default in
15. Click OK
The Schedules page displays:

Maintain Purchase Order

Schedules

Unit 01110

PO ID 000DOOD9ST PO Date

Return to Main Page I

Supplier FRESIDIONE-001

12/13/2018

PO Status Approved

16. Click on the Return to Main Page link
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The Maintain Purchase Order page displays:

Maintain Purchase Order
Purchase Order
Business Unit 01110
PO ID 0D00000OSST
Copy From i v
Header (7
PO Date [12/13/2018
*Supplier PRESIDIONE-001

+Supplier ID 0000284841

P L el

Supplier Search
Supplier Details

Prasidio Networked Solutions

PO Status Approved x
Budget Status Not Chk'd i

) Hold From Further Processing
Doc Tol Status Valid

Receipt Status Not Recvd

""""""""""""""" D t | Dispatch
“Buyer ETEST Ella Test Dispatch Method | Frint fr | LA
PO Reference Rubrik Back Up Solution Amount Summary (2
Agctivity Summary Merchandise 100.00
- [T — Freight/TaxMisc. 0.00 el
PO Activities Add ShipTo Comments Total Amount 100.00 USD
Requisitions Document Status Encumbrance Balance 10000 yUsD
~ Actions
Add Items From (2 Select Lines To Display (¢
Catalog Item Search Search for Lines Line QA To a, Retrieve
Lines (7 Personalize | Find | View All | £2| =] First ‘&' 1-20f2 &/ Last
Details Ship To/Due Date Statuses Item Information Aftributes RFQ Contract Receiving
Line Hem Description PO Qty *UOM Category Price Me"’;::f:’rﬁ Status
1 L @ [Rubrik Back Up T B3 [ s0000000 EA |@ 20584 Q 0.01000) 5000 Approved (@} [ ] (=]
2 =) @, [Rubrik Back up Service | 4@ 51 5000.0000{ [EA @ 00101 Q 0.01000 50.00 Approved o [E5 ®] =]
View Printable Version Close Short All Lines *Goto[... More ... v
[§lSave ||[h Retumntc Search |/[Z] Nolify | & Refresh [ Ada
. o .
17. Click on the Header Details link
The PO Header Details page displays:
PO Header Details ®
Help
PO Details
Supplier PRESIDIONE-001 PO Date 121132018
*P0 Type GEN Q Budget Status Not Chk'd
*Billing Location PFMMTPO(C, Biling Address e Exemp
1D
Origin [FM Q FM Letter of Credit ID Q
! Use One Ship To Ship To
Currency

Rate Date

Process Control Option

Template ID

I OK I Cancel

Refresh

Currency Code |USD

Q@ Exchange Rate Detail
01/011900
Rate Type CRRNT

usD
1.00000000

Base Currency

Exchange Rate

Acknowledgements required for | Not required
I Accounting Date 12/13/2018 [ I
Q Accounting Template STANDARD | Q

18. Change the accounting date to the current date if it isn’t already

19. Click OK
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You are brought back to the Maintain Purchase Order page:

Maintain Purchase Order
Purchase Order

Business Unit 01110
PO ID 0O000D0S5T

Header (2

PO Date [12/13/2013
~Supplier PRESIDIONE-001

~Supplier 1p 0000284841

L L LE

Copy From v

PO Status  Approved
Budget Status Not Chii'd

x
L=

- Hold From Further Processing

Doc Tol Status Vaiid

Supplier Search
Supplier Details

Presidio Networked Solutions

Receipt Status Not Recvd

“Buyer ETEST Ella Test *Dispatch Method | Print g Dispatch
PO Reference Rubrik Back Up Solution Amount Summary (7
Header Details TS Merchandise 100.00
PO Defaults FreightTaxMisc. 0.00 Caleulate
PQ Activities NS Total Amount 100.00 USD
Requisitions Document Status Encumbrance Balance 10000 yspD
~ Actions
Add Items From (2 Select Lines To Display (7
Catalog Item Search Search for Lines it aQ To Q Retrieve
Lines (7 Personalize | Find | View All | 2] H First ‘&) 1-20f2 & Last
Details || Ship To/Due Date | Statuses | Item Information || Afftributes || RFQ || Contract || Receiving
. 5 Merchandi:
Line ltem Description PO Qty *UOM Category Price T Amoun;  Status
1 B @ [Rubrik Back Up i B [ 50000000 EA |@ [20584 Q 0.01000) 50.00 Approved o EC |
2 By G, [Rubrik Back up Service | 20 B8 [ 5000.0000 EA |@ [poiod Q 0.01000] 50.00 Approved (] Ee) =]
YrwRlan i Yerson Clase Short All Lines *Go to[_ More v
[§] Save | Gh Returnto Search | |[=] Notify || Refresh Bk Add | &
20. Click on the Add Comments link
The PO Header Comments page displays:
PO Header Comments x
Help
Business Unit 01110 PO ID 0D0O0DOODSST Supplier PRESIDIONE-DD1
¥I Retrieve Active Comments Only Retrieve
*Sort Method | Comment Time Stamp v *Sort Sequence'Ascendihg v Sort
Comments Find | View All First ‘&' 10f1
Use Standard Comments Comment Status Active [FEHITE
|Needed to change chartfield account information on distribution line two - 12/13/18 (ET)
Pl
Send to Supplier I Show at Receipt
—! Show at Voucher
Associated Document
Attachment Aftach View Email

From -= PC 01110-0000000957

I' oK I Cancel

Refresh

21. Enter information about the change (i.e. change order number, what was changed, date of the
change, and who completed the change.) If you need additional space, click the + icon and

enter the information

22. Click OK
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You are returned to the Maintain Purchase Order page:

Maintain Purchase Order
Purchase Order

Business Unit 01110

PO ID 0ODODOOSST
Copy From
Header (7
PO Date [12/13/2012
=Supplier PRESIDICNE-001

*Supplier ID 0000294841
*Buyer ETEST

PR LA

PO Reference RUbrik Back Up Solution

Header Details

View Printable Version

1
[5] save I.g"‘ Return to Search | |[] Notify || £ Refresh
|

Supplier Search
Supplier Details
Presidio Nety
Ella Test

Activity Summary

PO Defaults Edit Comments
PO Activities Add ShipTo Comments
Requisitions Document Status
 Actions
Add Items From (%
Catalog Item Search
Lines (7
Details Ship To/Due Date Statuses Item Information Aftributes
Line ltem Description
A Fé. Q [Rubrik Back Up 4@
2 B @, [Rubrik Back up Service | A

Close Short All Lines

so i x

Budget Status

Not Chik'd i,

Hold From Further Processing

Doc Tol Status Valid

Receipt Status Not Recvd

=Dispatch Method | Print o Dispatch
Amount Summary (7
Merchandise 100.00
e
Freight/Tax/Misc. 0.00 Eainutde
Total Amount 10000 USD
Encumbrance Balance 100.00 UsD
Select Lines To Display (¢
Search for Lines Line Q. To Q@ Retrieve

Personalize | Find | View All | 2] Bl

RFQ Contract
= = Merchandise
PO Gty *UOM Category Price Amount | Status
Q?:’:. 5000.000% EA |Q 120584 Q. 0.01000 50.00 Approved
Ea 5000.0000 EA  |Q |DO101 Q. 0.01000 50.00 Approved
*Go to More v

First 4

00

B Add

1-20f2 &/ Last
E  EE
= EE

23. Click Save

PO Budget Status has changed to Not Chk’d.

It is important that you follow specific controls in place in your department for budget checking.
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Print a Dispatched Purchase Order

Situations when this function is used: When you need to reprint a previously dispatched purchase order.
WorkCenter navigation: Purchasing WorkCenter > Links pagelet > Purchase Orders > Purchase Order
Add/Update

Navigator Menu navigation: Purchasing > Purchase Orders > Add/Update POs

The Purchase Order page displays, click on the Find an Existing Value button:

Purchase Order

. P Add a New Value
Find an Existing Value @

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

D Recent Searches [ Choase from recent searches ~]# [ Saved Searches [Choose from saved searches ~Z

*Business Unit 02300
PO ID 0000004534
Furchase Order Date
PO Status [= v
Short Supplier Name
Supplier ID
Supplier Name
Buyer
Buyer Name

PO Type [= ~|

Purchase Order Reference

Hold From Further Processing

ooppEpL B 0

O

. Show fewer options

[l case Sensitive

Cear

1. Business Unit - Accept default or enter a valid BU
2. PO Status - Set to = Dispatched
3. Click Search
4. Select PO to print
The Maintain Purchase Order page displays, PO Status = Dispatched:

Maintain Purchase Order
Purchase Order

Business Unit 02300
PO ID 0000004534

Header (2

[J Hold From Further Processing

Doc Tol Status Valid

*PQO Date | 12/04/2018
*supplier |RVING ENE-002
*Supplier ID 0000001283
“Buyer |[ETEST
PO Reference |Fuel Products

Header Details
PO Defaulis
PO Activities
Requisitions

~ Actions

Add Items From (2
Catalog
Purchasing Kit

View Printable Version

[fisave ||[h Retumn to Search

] Previous in List

Supplier Search

Supplier Details
Irving Energy
Ella Test

Activity Summary

Add Comments

Add ShipTo Comments
Document Status

liem Search

Lines (7

Details Ship To/Due Date Statuses Item Information Aftributes
Line item Description
1 Fl% 000000000000003661 LIQUID PROPANE - GAS

Close Short All Lines

t Backorder
Backorder Status  Not Backordered Create BackGrder

Receipt Status Not Recvd

*Dispatch Method

Amount Summary (?

Merchandise

125.00

Freight/Tax/Misc. 0.00 (Rl
Total Amount 12500 USD
Encumbrance Balance 12500 vUsD
Select Lines To Display (27
Search for Lines Line Q To Q Retrieve

Perscnalize | Find | View All | - 5] First ‘& 10f1 &) Last
RFQ || Contract | Receiving
POQty "UOM  Category price  Merchandise giig
558 50.0000] GAL 40508 2.50000) 125.00 Approved L = * =]
*Go to[__ More v
s Add

4] Nextin List [=] Notify 4 Refresh

5. Click on the View Printable Version link
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The following Message opens:

6. Click Yes

Message

Do you want to print the purchase order with distribution details Yes / No. (10250,337)

Yes No

Purchase order page is created as a PDF document including UNAUTHORIZED embedded into the
document signature box.

i

oy

State of Vermont
Department of Ligquor Control
13 Green Mountain Drive

PURCHASE ORDER NO. MUST APPEAR ON ALL INVOICES, DELIVERY

MEMORANDA, BILLS

OF LADING, PACKAGES AND CORRESPONDENCE.

Purchase Order Date Revision Page

02300-0000004445 08-30-2018 1

Payment Terms Freight Terms PO Status Currency
Destination Dispatched uso

Buyer Phone

Karen L Symonds 8280412

Supplier: 0000001253 Ship To:  Department of Liguor Control
Irving Energy 13 Green Mountain Drive
100 Commerce Way l':b::e;:‘w 05602
Fortsmauth NH 03801 " =
United States
Bill Te: Department of Liguor Control
13 Green Mountain Drive
Montpelier VT 05602
Uniled States
[ Cine-Sch_Description ‘Quantity uoH Unit Price Extended Ami__Due Date
DIET: 1
Chartfieldy
[sratus Percentage PO Qry mount |
Lopen BE0.000 8. 600 |
]
1
Tem Total
0000000000000

8661

Total PO
Amount

Unauthorized

Printing a Dispatched Purchase Order is Complete
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Print a Purchase Order for Authorized Signature

Situations when this function is used: You need to print a PO for authorized signature.

WorkCenter navigation: Purchasing WorkCenter > Links pagelet > Purchase Orders > Purchase Order
Add/Update

Navigator Menu navigation: Purchasing > Purchase Orders > Add/Update POs
Purchase Order needs to be in Approved — PO Status and Valid — Budget Status

Maintain Purchase Order
Purchase Order

Business Unit 01110 PO Status Approved b4
PO ID 0000000959 Budget Status alid
Copy From I Hold From Further Processing
Header (7

5
*PQ Date |01/23/2019 )  Supplier Search Doc Tol Status Valid

*Supplier PRESIDIONE-001  |Q  gyppjier Details

*Supplier ID 0000294341 @, Presidio Networked Solutions Receipt Status Not Recvd
*Di Dispatch
*Buyer |[ETEST Q@ Ella Test Dispatch Method [Print___ +/] _

Amount Summary (?

PO Reference |Rubrik Back Up Solution

Header Details Activity Summary Merchandise 100.00 T
PO Defaults Add Comments Freight/Tax/Misc. 0.00
PO Activities Add ShipTo Comments Total Amount 100.00 USD
Requisitions Document Status Encumbrance Balance 100.00 yUsD
- Actions
1. Click on Dispatch
The Dispatch Options page displays:
Dispatch Options
Help
Hse fine S T Ship To PFMMTP002
Dispatch Options
Fax Cover Page [l Test Dispatch

O print BU Comments

A Q Print Duplicate on PO
*Output Destination Type Print Changes Only
¥ Print PO ltem De scription
Output Destination Format[PDF /| [ print Copy
Template 1D Q
QK I Cancel Refresh

2. Click OK
The following Message opens:

Message

Would you like to wait for confirmation that the PO Dispatch process has completed? (10208,44)

Your request is 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 dispaiched.

Mo

3. Click Yes
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You are returned to the Maintain Purchase Order page:

Maintain Purchase Order
Purchase Order

Business Unit 01110 I PO Status Dispatched I A b 4
PO ID 0000000959 Budget Status  Vall

Copy From [JHold From Further Processing

¥ Header (2

Vali
PO Date 0172372019 Supplier Search foc ol Status Yand
Backorder Status Not Backordered Create BackOrder

*Supplier PRESIDIONE-001 Supplier Details

*Supplier ID 0000294841 Presidio Networked Solutions Receipt Status Not Recvd

"""""" *Dispatch Method Disi

Amount Summary (?

*Buyer ETEST Elia Test

PO Reference |Rubrik Back Up Solution

Header Details Activity Summary Merchandise 100.00
PO Defaults Add Comments Freight/Tax/Misc. 0.00 Calculate
PO Activities Add ShipTo Comments Total Amount 100.00 USD
Requisitions Document Status Encumbrance Balance 100.00 ysD
- Actions

PO Status = Dispatched.
You will now need to Navigate to the Report Manager to print the Purchase Order.

WorkCenter Navigation: Purchasing WorkCenter > Reports/Queries Tab > Reports/Processes > Report
Monitoring > Report Manager

Navigator Menu navigation: Reporting Tools > Report Manager

The Report Manager page displays, click on the Administration tab:

List Explorer Administration Archives

View Reports For

User ID ESTUBIN Type i Refresh
Slatus Folder | w| Instance to
Report List Personalize | Find | View Al | B | = First ‘&' 1-50f5 ‘&' Last
Select E)epor‘t :'Ir:th:e Description ggg_;.:‘?is:\e Format Status Details:

01/23/2019  Acrobat

-
2:4123PM  (~pan osted  Details

2619800 9473399 PO_DISPATCH - PO_DISPATCH.pdf

7 Text
2619797 94733595 Comm. Cnirl. Budget Processor G.‘]Q%ng Files Posted Detfails
2:15:14FPM = bxt)
. Text
2619775 9473374 AMR_JGEN ”"TEE‘TQW Files Posted  Details
12:28:44PM (= bxt)
o  Text
2619772 9473370 PSIAFP Voucher Posting 01623{2015 Files Posted Details
12:08:10PM = txt)
; Text
1
2619771 9473369 Comm. Cntrl. Budget Processor s ’.23{2019 Files Posted Details
12:09:10PM = txt)
I!:Seiau:t All DDeselect All
Delete Click the delete button to delete the selecied repori(s)

[l save

List | Explorer | Administration | Archives

4. Click on the link in the Description box
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The document will open in a new browser window:

PURCHASE ORDER HO. MUST APPEAR ON ALL INVOICES, DELIVERY
MEMORANDA BILLS OF LADING. PACKAGES AND CORRESPONDENCE.

Purchass Order Dats Revislon Page
01110-0000000353 01-23-2019 1
Paymant Terma Fralght Terme PO Status Curren
State of Vermont S i Pl S
Finance and Management Department Buysr Phong
Division of Financial Operations Ella Test
Supplier: 0000224841 Ship To:  Flnance and Management Department
Presidio Metworked Diwishon of Financlal Operations
Solutions 102 State 51410 Fir
e Montpelier VT [5605-5501
United States
Wobum MA D150 -
United States
BIN Ta: Finance and Management Depariment
Diwishon of Financlal Operations
109 State St 4ih Fir
Montpelier WT BE609-5501
United States
[ Uine-Sch Description Guantity [T Unit Price Extended Amt  Due Dafe
1 -1 FRubrik Eack Up 5,000.00 EA 0. 01 50.00 0142372013
Confract ID: DOODO0ONOCIDI000000034 576 Comract Line 1
Itam Total 50. 00
2 -1 Fubrik Back up Sarvice 5,000.00 EA 0. 0% 50.00 01,/23/2013
Confract I0: DOODODD0O0IDI00 0000034 576 Comnract Lime- 2
Itarmn Total 50.00
Total PO 100. 00
Amiount
Authorized Signature Date

5. Click Print

Print a Purchase Order for Authorized Signature is Complete
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Dispatch and Print a Purchase Order from the Run Control Process

Purchase Order needs to be in Approved — PO Status and Valid — Budget Status:

Maintain Purchase Order
Purchase Order

Business Unit 01110 PO Status Approved A b4
PO ID 0000000953 Budget Status Valid
Change Order 1
Copy From [IHold From Further Processing
Header (%
e _ wali
*pQ Date 11/26/2018 Supplier Search Dot Lok :Status Valkd

Backorder Status Mot Backordered =
* o WBMA ICOI-001 Creat kOrd
Supplier WEMASONCOI-00 Supplier Details reate BackUrder

*Supplier 1D 0000233240 Receipt Status Mot Recvd

i e B D Dispaten
*Buyer [CTOUCHET Caitlin Ann Touchette Dispatch Methoa[Print V|

The Purchase Order will not be dispatched.

WorkCenter navigation: Purchasing WorkCenter > Links pagelet > Purchase Orders > Dispatch
Purchase Orders

Navigator Menu navigation: Purchasing > Purchase Orders > Dispatch POs

The Dispatch Purchase Orders page displays, click on the Add a New Value button:

Dispatch Purchase Orders

Add a New Value C, Find an Existing Value

*Run Control ID |Dispattch_PO_Print
Add

1. Run Control ID - Enter a run control ID, Example: Dispatch_PO_Print
2. Click Add
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The Dispatch POs page displays:

Dispatch POs

Run Control ID Dispatch_PO_Print

Language ®) specified Language

Process Request Parameters

I Business Unit|01110 QI
To Qa,
PO 1D|0000000953 Q select Purchase Order I
Contract SetlD [&}
Contract 1D a,
Release a,
From Date ]
Through Date [5]
Supplier ID a,
Buyer a,
Fax Cover Page a,
Template 1D Q,
= Notty

Report Manager Process Monitor

Run

(@] Recipient's Language

Statuses to Include

DApproved O Dispatched

Dispatch Methods to Include

M print MFax
V1 E-Mail ¥ Phone

Miscellaneous Options

Dpending Cancel

EDX

I*Chanﬁelds |Va|id Chartfields

v||

Change Orders [Changed and UnChanged Orders v

[ print Changes Only
[ Test Dispatch

DPrintCDpy

[ Print BU Comments
] Print PO Item Description

I Print Du plicate

Sort By [Sort by Line Number

vl

% Add | Update/Display

In the Process Request Parameters box

3. Business Unit - Enter a valid BU

4. PO ID - Enter a valid PO number (click the Magnifying Glass next to the PO ID field to select

from a list of values)

In the Miscellaneous Options box

5. Change the value in the Chartfields box from Valid Chartfields to Recycled AND Valid

Chartfields
6. Click Save
7. Click Run
The Process Scheduler Request window opens:
Process Scheduler Request
Help
User I ESTUBIN Run Control ID Dispatch_PO_Print
Server Name [¥] Run Date |01/23/201% Bl
Recurrence ﬂ Run Time [3:46:50PM Reset to Current Date/Time
Time Zone (e}
Process List
1 Process Name Process Type *Type *Format Distribution
{;EE PO Bl Publisher Dispatch POXMLP PSJob |{:‘~Jnne) v| |{N0ne) v| Distribution
O Email PC_PO_EMAIL  Application Engine [Web | [TXT /| Distribution
| QK Cancel
8. Select PO BI Publisher Dispatch
9. Click OK
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You are returned to the Dispatch POs page:

Dispatch POs

Run Control ID Dispatch_PQO_Print

Language ® Specified Language

Process Request Parameters
Business Unit|01110 q,

To QY
POD[0000000953 | Q gelect Purchase Order
PO Status Approved

Contract SetlD

Contract ID

Release

From Date

Through Date

Supplier ID

Buyer

Fax Cover Page QL

Template ID s}

;{' Save ||[<]Notify |

Report Manager JProcess Monitor

() Recipient's Language
I Process Instance: 9473410 I
S

Approved Dispatched Pending Cancel
Dispatch Methods to Include
| Print ™ FAX ~ EDX
! E-Mail ~ Phone
Miscellaneous Options
*Chartfields [Valid Charifields v]

Change Orders [Changed and UnChanged Orders v

[] Print Changes Only ] Print BU Comments

[COrest Dispatch [ Print PO Item Description
[ Print Duplicate

Sort By [Sort by Line Number V|

[ Print Copy

[ % Add || 2] Update/Display

Process Instance is initiated

10. Click on the Report Manager link

The Report Manager page displays, click on the Administration link:

List Explorer Administration Archives
View Reports For
User ID |EHOEFEL | | V|| Last V| | 1| | Days V| l Refresh
Type
| V| | V| Instance | | to | |
Status Folder
Report List
‘ m ‘ Q‘ of 1 v | ViewAl
Report Prcs - Request .
Select D Instance Description Date/Time Format Status Details
- 01/22/2024 Acrobat )
] 5514114 12437244 PO_DISPATCH - PO_DISPATCH.pdf 745 96N * pdf) Posted Details
Select Al O peselect Al
Click the delete button to delete the selected report(s)
Go back to Dispatch Purchase Orders
List | Explorer | Administration Archives
11. Click on the link in the Description box
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The document will open in a new browser window:

PURCHASE ORDER NO. MUST APPEAR ON ALL INWVOICES. DELIVERY
MEMORANDA, BILLS OF LADING, PACKAGES AND CORRESPONDENCE.
Purchase Order Date Revision Pape
011 10-0000000953 11-28-2018 1-2018-11-26 1
- Payment Terms Freight Terms PO Status Currency
State of Vermont Diestination Approwed UsSD
Finance and Management Department Buaryer Fhone
Division of Fi ial O = Caitfin Ann 5281305
Division of Financial Operations Touchette 5
Supplier: 0000283240 Ship To: Finance and Management Department
W.B. Masocn Co., Inc. Division of Budget Operations
68 Mesti Drive 106 State St
= s Montpelier VT 05602-0201
.:-OI.Jﬂ"l Burfingtomn VWT 05403 United States
United States
Bill To: Finance and Management Department
Division of Financial Operations
108 State St4th Fir
Mentpelier VT 05608-5901
United States
| Line-Sch Description Quantity oM Unit Price Extended Ami  Due Date |
1@ CFFICE SUFPLIELC 200.00 EA a.01 2.00 12726 /72018
hem Total 2.00
Total PO z
Annount
Awuthorized Signature Date

12. Click Print

Dispatch and Print a Purchase Order from the Run Control Process is Complete
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Reports & Queries

A complete listing of reports and queries available in VISION for the Purchasing module can be found in
the Purchasing Reporting Manual.
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