
 
 

 

  
 

Purchasing 
Manual 

 
 
 

PeopleSoft Version 8.9 
 

 
 
 
 
 
 
 
 
 
 
 

JML 
Ver. 1.0 January 9, 2007 

 



UW System Shared Financial System 
 

 2

 
 
 
 
 
 
 
 
 
 
 
 
 



UW System Shared Financial System 
 

 3

 
Table of Contents  

Introduction ........................................................................................................................................................... 4 
The Big Picture ...................................................................................................................................................... 5 

Purchasing Control Tables................................................................................................................................... 6 
Purchasing Options.............................................................................................................................................. 7 

Locations ......................................................................................................................................................... 7 
Add a Location page...................................................................................................................................... 10 
Units of Measure ........................................................................................................................................... 10 
Freight Terms ................................................................................................................................................ 12 
Shipping Codes.............................................................................................................................................. 13 
Ship To Locations.......................................................................................................................................... 14 
Payment Terms .............................................................................................................................................. 17 
PO Origin Codes............................................................................................................................................ 19 
Standard Comments Type.............................................................................................................................. 21 

Defaults.............................................................................................................................................................. 24 
Buyer Set up .................................................................................................................................................. 24 
Business Unit Purchasing Options................................................................................................................. 26 
Define User Preferences ................................................................................................................................ 29 

Processing Purchase Orders ............................................................................................................................... 33 
Create an Express Purchase Order..................................................................................................................... 33 

Approving a Purchase Order.......................................................................................................................... 41 
Edit and Budget Check a Purchase Order:..................................................................................................... 41 
Budget Check Purchase Orders In Batch....................................................................................................... 42 
Dispatch/Print an Individual Purchase Order ................................................................................................ 43 
Printing a Dispatched PO............................................................................................................................... 45 
Change Order at PO Header .......................................................................................................................... 48 
Change Order at PO Line .............................................................................................................................. 52 
Change Order for PO Schedule ..................................................................................................................... 54 
Change the Distribution Line (Account, Department, etc.) ........................................................................... 58 

Change a Distribution Line without Change Order (before a PO voucher is entered)........................... 58 
Add a Distribution Line (Split) without Change Order (before a PO voucher is entered)..................... 59 
Change a Distribution Line with Change Order (after partial voucher entry) ....................................... 61 

Change Order for Closed Accounting Period ................................................................................................ 65 
Reserve a Purchase Order.............................................................................................................................. 69 
Canceling a Purchase Order........................................................................................................................... 71 
Close a Purchase Order.................................................................................................................................. 72 
Purchase Order Information Inquiries ........................................................................................................... 73 

PO Inquiry ............................................................................................................................................. 73 
PO Activity Summary Inquiry............................................................................................................... 74 
PO Accounting Lines Inquiry ................................................................................................................ 76 
Review Change Order History............................................................................................................... 77 

Appendix A - Sources for Help ........................................................................................................................... 79 
Appendix B - Home Pages................................................................................................................................... 80 
 



UW System Shared Financial System 
 

 4

Introduction  
 
The purpose of this training manual is to familiarize users with options and terminology used 
in the SFS Version 8.9 Purchasing module.  It is also intended to guide users through the 
transaction processing procedures that are available, including processing vouchers.  There is 
a separate training manual, SFS Vendor Entry, for vendor entry or lookup.   
 
The screen shots illustrated may consist of multiple screens since they do not fit on one view. 
When you actually look at a particular page online, you will have to scroll up or down and /or 
right or left to see the same view as displayed in this manual. 
 
You will also note that not all fields on a page will be defined in this manual, only those fields 
that require your action or that we are using.  
 
There are very few changes in 8.9 that will affect the transactional end user. Whenever there is 
a new or changed functionality or field placement it will be flagged with a star.  
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The Big Picture  
 
The functionality in the PeopleSoft 8.9 version will not be a significant change for users 
familiar with version 8.8.  The Purchasing module of SFS interacts with the commitment 
control ledgers and accounts payable modules in many ways.  When payments are made 
against PO’s in the accounts payable module, specific information is drawn from the 
purchasing module.  The following diagram illustrates the major interactions.  
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Purchasing Control Tables  
Control tables store information that defines the accounting structure and processing rules that 
are used when a transaction is recorded.  Most of them are set up at a campus level and then 
are used to select values when purchase orders and requisitions are entered. Following is a list 
of the control tables that are used by the purchasing module and also those used by all SFS 
financial modules.  You will gain a better understanding of how these tables work as you go 
through the material covered in later sections of this manual.  

Control tables used by all financial modules 
 Calendars define open accounting periods and budget years  
 Chartfields define valid accounting codes  
 Locations identify addresses that are used throughout SFS  

Account Types identify a transaction as a budget entry, an encumbrance, a payment or 
a receipt  

 Ledgers control where transactions are posted  
 Control tables used specifically by the purchasing module  
 Payment Terms identify when payments are due.  
 Vendors must be set up before a purchase order or requisition can be created  
 Shipping Codes identify the options for shipping  

Freight Terms identify the payment responsibility for the shipment of items as well as 
the point where liability for a shipment passes from the seller to the buyer.  
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Purchasing Options  
Because of the variety of options within SFS there were many decisions made to set up the 
basic framework of the system.  Some of those decisions involved populating the various 
control tables and making choices about what features you will be using.  Your campus 
administration (i.e. controller, accounts payable manager and purchasing director) has already 
made most of the decisions about the features of the system that you will be using.  The 
following information gives you a background of the various tables and options within SFS.  
Check with your campus administration for variations in how these options are used on your 
campus.  

Some purchasing options that are the same across all campuses are set up as a business unit of 
SHARE.  Others are unique for each campus and are set up by the specific campus business 
unit.  The following table lists the purchasing options and identifies them as a shared table or 
a business unit specific table.  

Purchasing Option  Business Unit  
Locations  Campus Specific  
Units of Measure  Share  
Freight Terms  Campus Specific  
Shipping Codes  Campus Specific  
Ship To Locations  Campus Specific  
Payment Terms  Share  
PO Origin Codes  Campus Specific  
Standard Comments  Campus Specific  
Vendors  Campus Specific  
Categories  Share  

 
Locations – The location table stores campus address information that you will use 
throughout your system.  All vendors must have at least one address. Location defines these 
addresses as “Ship to”, Remit to”, etc. All addresses used throughout the purchasing module 
will need to be defined.  The various campus locations that you want merchandise shipped to 
would be one example.  

Activity: Search for a location Navigation: Setup Financials/Supply Chain>Common 
Definitions>Location>Location  



UW System Shared Financial System 
 

 8

 
Click on Location. 

 

Enter your Business Unit if it does not default and hit Search. 
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Now you can select a Location. Every Business Unit must have at least one location. Select 
any line and press enter or click on the highlighted line to display the following page. 
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Add a Location page. The following information is required or is strongly 
recommended.  All other information is optional.  The Location Detail page is optional also 
and can be used to maintain any additional information.  

 Effective Date use current date unless otherwise specified If any part of an address 
changes for a particular location code, you would insert a row by clicking the +.  You would 
then enter an effective date that reflects the address change and enter the new address.    
 Description–Enter something that clearly describes this location.  This field is used in 
search lists and is not printed on the purchase order.  

Country - USA should default  
 Address 1 – You may want to consider entering the name of the location in this field, 
even if you’ve already entered it in the description field.  When this address is used, Address 1 
is the first line that will print.  For example, if this location is used as a shipping address, you 
may want the first line that prints on the purchase order to be the name of a campus division 
or department.  Then you could enter additional room and street address information on 
Address 2 and Address 3 lines.  
 St/Prov  
 Postal – enter a zip code  
 Click on the Save button to save your work  
 
Units of Measure – Units of Measure are used to record the vendor’s unit of measure on 
purchase orders.  A table of values is maintained and any unit of measure used when entering 
a purchase order or a requisition must be listed in the table.  

Activity: View the Unit of Measure (UOM) values Navigation: Setup Financials/Supply 
Chain>Common Definitions>Units of Measure>Units of Measure Click the Search 
button.  
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Select any line and press enter or click on the highlighted line to display the following 
page.  Most the units of measures needed are already listed.  But you may want to search on a 
particular unit of measure so you know what to enter on a purchase order.   
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Freight Terms – Freight terms determine payment responsibility for the shipment of 
purchased items.  They also identify at what point the liability for a shipment passes from the 
seller to the buyer.  

Activity: View the freight terms page Navigation: Setup Financials/Supply 
Chain>Common Definitions>Shipping and Receiving>Freight Terms   

Freight terms table is set up by the business unit, so you will need to enter your SetID of your 
business unit and click Search and the following page will display.  

 

 

Select any line and press enter or click on the highlighted line to display the following  
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Shipping Codes – Shipping codes are used to define the shipping methods that you will 
specify on purchase orders for the goods and materials you purchase.  

Activity: View the Shipping Codes page. Navigation: Setup Financials/Supply 
Chain>Common Definitions>Shipping and Receiving> Ship via Codes  

Shipping codes are stored by business unit, so be sure that you enter your business unit for 
your SetID then click the Search Button.   
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Select any line by clicking on the highlighted line to display the following page.  

 
 
Ship To Locations – The first table we looked at was the location table.  Now we can 
draw from that table and identify one or more of the locations as Ship To locations.  Follow 
the instructions below to identify your location as a Ship To address.  (All ship to addresses 
must first be entered as a Location)  

Activity: Identify Ship To locations Navigation: Set Up Financials/Supply 
Chain>Product Related>Procurement Options>Purchasing>Ship To Locations  
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Enter your business unit as the Set ID and click on search.    

 

Select any line and press enter or click on the highlighted line to display the following  
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Payment Terms – Most of the time the University of Wisconsin campuses are required to 
pay an invoice within 30 days.  However, sometimes discounts are available if the invoice is 
paid earlier.  For example, a vendor may offer a 10% discount if an invoice is paid in 10 days.  
SFS allows payments to be scheduled so that they are paid when due and so that any 
applicable discount is taken.  The payment terms appear on the purchase order and so it is 
important that you understand them.  Most payments are made upon receipt of the invoice and 
DUR (Due Upon Receipt) is selected.  

There are two steps to defining the payment terms:  First the payment terms timing must be 
defined.  Next the payment terms timing codes must be defined.  

Activity: View the Payment Terms that have been created. Navigation: Set Up 
Financials/Supply Chain>Product Related>Procurement 
Options>Payments>Payment Terms-Single Payment  
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Select a payment terms timing from the list and the following page will display.  

 
 
The next step is to define the payment terms timing codes.  First let’s view what has been set 
up.  



UW System Shared Financial System 
 

 19

Activity: View Payment Terms Timing Codes Navigation: Set Up Financials/Supply 
Chain>Product Related>Procurement Options>Payments>Payment Terms Timing 
Codes  

 
 

Click on “SHARE 030” to see the set-up for 30 Days. 

 
 

PO Origin Codes – PO Origin Codes identify where a transaction originates in SFS.  PO 
Origin Codes are unique for each business unit.  Transactions entered through the SFS 
purchasing module should use an origin code.   

Activity: View an Origin Code. Navigation: Setup Financials/Supply 
Chain>Product Related>Procurement Options>Purchasing>PO Origin Codes  
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Enter your Business Unit and click “Search”. 

 
Select any line and press enter or click on the highlighted line to display the following  
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Standard Comments Type – Frequently used comments can be recorded so they can be 
printed on a purchase order without re-keying them each time.  These comments are unique to 
each business unit.   Follow the step below in recording standard comments.  

Activity: View the Standard Comment Types Navigation: Setup Financials/Supply 
Chain>Product Related>Procurement Options>Purchasing>Standard Comments Type  

 
Select your SetID and click Search and all Standard Comment Types will display as 
follows.   

 

Select any line and press enter or click on the highlighted line to display the following.  
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Standard Comments - Add  

Activity: Enter a Standard Comment. Navigation: Setup Financials/Supply Chain>Product 
Related>Procurement Options>Purchasing>Standard Comments Select Add a New Value  

Select your SetID and use any of the Standard Comment Type listed.  For the Standard Comment ID, create a 
unique four-character code.  Click on Add.    

 

 

The Standard Comments page is where information is entered to be printed on the Purchase 
Orders.  Change the Effective Date to 01/01/1900.  Enter a Description and a Short 
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Description.  Then enter whatever you’d like under comments. When entering comments, 
press return when a row of comments reaches 40 characters or less, this will make the 
comments easier to read when they print on the purchase order.  
 
Category IDs – Category ID codes consist of descriptions of products or services on PO 
Lines or entries of “D” or “DFLT” for PO Lines that do not require such descriptions. The 
Category ID selections include the NIGP codes required for reporting to the Department of 
Administration that have been loaded into the underlying table.  
 
Activity: View the Category ID. Navigation: Items>Define Controls>Item Categories 

 

Always select Share, click Search or press enter.   

 

Click on a category and press enter. The Category Definition page has been set up with 
default values that are not changed.  
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Category Definition 2 does not apply to how we use SFS and category codes. Here is a screen shot. 

 
 

Defaults  
Default information for processing requisitions and purchase orders can be set up at different 
levels, such as Buyer level or Business unit level and can then be overridden at other points in 
the processes.  

Buyer Set up  
When you are approved to create purchase orders, you should be identified in SFS as a buyer.  
Defaults can be set at the buyer level and when a purchase order is created, this information 
will default in.  Following is a screen print of the Buyer Set up and the Ship To, Location 
Code, Origin and PO Status default options.  
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Navigation:  Set Up Financials/Supply Chain>Product Related>Procurement 
Options>Purchasing>Buyer Setup  

 

 

Enter a few characters of a buyer name in description or the three-character User ID, if 
known, and click on Search. Then Click on the Buyer name. 
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This is where you can set defaults at the buyer level.  These will override any business unit 
defaults.  

The following options are set-up by Business Unit: 
• Department SetID – Specifies the correct department table 
• Ship to SetID – Specifies the correct Ship to table 
• Location SetID – Specifies the correct Location table 
• PO Origin SetID – Specifies the correct PO Origin table 

 
A specific Department, Ship to, Location or Origin can be selected for each buyer. 

Business Unit Purchasing Options  
Other defaults can be set up at the business unit level and defaulted to purchasing transactions.  
The following page shows the various defaults that can be set up at the business unit level.  

Activity: View Purchasing Processing Options Navigation: Set Up Financials>Business 
Unit Related>Purchasing>Purchasing Options Purchasing Business Unit Definition  

 
One or more purchasing business units are set up and linked to the GL business unit.  The 
following definition page shows default values that can be set up at the purchasing business 
unit level.  
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Business Unit Definition 
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Business Unit Options 

 
PO Approval Options 
 

 
Req Approval Options 
 

 
This is the panel to enable auto-numbering 

 



UW System Shared Financial System 
 

 29

Activity: View Purchasing Business Unit Definitions Navigation: Set Up 
Financials>Business Unit Related>Purchasing>Purchasing Options 

 
Hit Search. 

 
These options will default into all Purchase Orders for this Business Unit. 
 
Define User Preferences - Purchasing defaults can also be set for each particular 
operator.  There are multiple pages within operator preferences that apply to the purchasing 
module.  Following are screen shots of some of those.  

Activity: View defaults set at the operator level. Navigation: Set Up Financials/Supply 
Chain>Common Definitions>User Preferences>Define User Preferences  
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The following page will display and your own User ID may default and click Search or press 
Enter.  

 

 

Look-up in User Preference does not allow searching for a user by name. User ID is needed in 
order to enter User Preferences. Enter User ID and hit Search.  
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The following page will display with a list of links to various User Preferences and the current 
Defaults. Two of the options will be selected for display but any and all are for review.  

 

Overall Preferences links 
a user to a specific 
Business Unit. 
 
This Business Unit 
defaults into each PO 
entered by this user. 
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Procurement link. There are additional links on this page and two are selected for additional 
review.  

 
 

On this page, you can enter defaults for the various areas shown such as origin, a ship to 
location, buyer.  These will default into the purchase order if selected here.    
 
There are links from this Procurement page to  Purchase Order Authorization and  
Vendor Processing Authority.  
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Processing Purchase Orders  
Purchase Orders are identified by a unique ID number. The purchase order number defaults to 
a system-generated number, but may be manually overwritten.  

 

There are two entry options for entering a Purchase Order.  One is the Express PO which is a 
new feature in 8.8 and one in which you will find more user friendly.  The Express PO entry 
screen gives you the ability to find everything you need on one screen. We will show you both 
entry options and you may choose which one best suits your needs.   
 
 

Create an Express Purchase Order  
Enter POs using a “rapid-entry” version of the Maintain Purchase Order - Purchase Order 
page, where you can view line, schedule, and distribution information all on one page. 
However, when using the Express PO page you cannot allocate header miscellaneous charges, 
nor copy from an existing contract, requisition, or PO.  

Activity: Create a new Purchase Order Navigation: Purchasing>Purchase 
Orders>Add/Update Express PO’s>Add a New Value  

The following page will allow you to Search for an existing Purchase Order or to Add a new 
Express Purchase Order. You must enter your Business Unit.  
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Select your business unit.  Let the Purchase Order number default to NEXT (auto-numbering) 
when entering a new Purchase Order or enter the PO Id if your business unit does not use auto 
numbering for PO’s.  Then click “Add” or press Enter and the following page will display for 
entry. 
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1 
2 
   

     3 
   4 
 

5

 
The following sequence of steps is the preferred method of creating a Purchase Order. Several 
of the pages will display after the following instructions and will be completed with the 
required data. Additional information will be shown with each of those pages.  

1 Vendor or Vendor ID: Either search for vendor if vendor code unknown or enter 
Vendor Code in Vendor ID field.  Use magnifying glass to conduct search if necessary.  
 
2 Buyer: Enter Buyer ID, i.e., the individual purchasing agent who is creating  
the Purchase Order. 
 
3 Header Details: Open Header Details link (1) and complete the PO Header Details 
Defaults. Make changes or leave at default codes. When done click OK.  
 
4 PO Defaults: Open PO Defaults link (2) and complete the Purchase Order defaults. 
Change and/or update defaults as necessary for this PO. Complete the Distribution fields, 
which identify the distribution of cost to the required chartfields. When done click OK.  
 
5 Add Ship to Comments: Open Add Ship to Comments link (3) and complete the PO 
Ship to Comments page per the requirements for this PO. Note the additional link ‘Copy 
Standard Comments’ which will provide comments available for selection. When done click 
OK.  
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 The following page is the PO Header Details that can be updated or left at default values. 

 

The following page is the Purchase Order Defaults page that can be updated or left at the 
default values. 
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• Default Options: The preferred selection is to use ‘Override’ as all defaults updated on 
this page will carry forward on the Purchase Order. The defaults carried forward can be 
updated/changed if a Line requires different data.  

• Category: The Category entered will default to each line of the order. This is the NIPG 
code. It can be changed on the line if the category is different for a given line.  

• Unit of Measure: The unit of measure will default to each line of the order but can be 
changed on the line if a different unit of measure is required.  

• Ship To: Select the location that identifies where the items will be shipped to internally. 
• Due Date: If you don’t enter a default due date here, the due date for each schedule 

defaults as the purchase order date plus the number of lead time days defined for the item 
on the Purchase Order line.  

• Ship Via:  Leave the default  
• TRFT Rule: Currently do not use.  
• Distributed By: Options are Quantity or Amount. Always select Amount as the default.  
• Ultimate Use Code: Currently do not use.  
• Original Promise Date: If you enter a Due Date, the Original Promise date defaults to 

that value.  This date is on the schedule as the date on which the vendor originally 
promises delivery.  

• Freight Terms Code: Select the freight terms that apply to this order and vendor.  
• Freight Charge Method: Currently do not use.  
• Chartfields:  Complete as many of the fields that you wish to default to each Line in the 

distribution of the cost.  All defaulted information can be changed on the Distribution line 
of the order if the defaulted data is not correct for the line. Note that you may leave the 
chartfields blank which will require the manual update on each distribution line. If the 
chartfields are the same for each line, then it is to your advantage to have that information 
default into the order and reduce the amount of manual intervention. Multiple distribution 
splits can be easily accomplished by using percent splits with the total of all distributions 
equaling 100%. The primary fields that will normally be used are: Account, Fund, 
Department, Program and Project (for campuses that use it).  

• Asset Information: This TAB is available for any capital purchases and can be updated to 
start the Asset Management process.  

• Click on OK to save your changes and to return to the Express Purchase Order main 
page.  

• Click the PO Ship To Comments if you would like to enter Ship to Comments.  This will 
link you to the following page.  You can enter a comment free form OR click the Copy 
Standard Comments link after selecting Ship To location.  
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Note: You can not copy a 
comment without a “ship to” 
location. 
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Drop down menu show choices. Comments must already exist, refer to Standard Comment 
set-up. 

 

The Standard Comments page is completed click OK. This will save the ship to comment 
data and will return you to the main page.  

Once back on the main page go to button ‘Expand All’ which will expand the Line 
information to allow the entry of Schedule and Distribution information as shown below.  

TIP: Before you click ‘Expand All” add all the Lines for the PO, filling in each description 
and quantity. You can also add lines that are No Charge or Zero dollars and lines that are 
Negative for discounts. After all the lines are added then click ‘Expand All” and complete the 
remaining fields in the Schedule and Distribution as required.  
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Click the + to add 
lines to the PO before 
“Expand All”. 

 
Expanded Line with chartfields. Each user can customize this layout so only the required 
fields are displayed. Enter valid coding string. This coding is for demonstration purposes only. 

 

 
Line 
 
Schedule 
 
 
Distribution 

Amount 
will 
calculate 
at save 
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Complete the Line fields of Description, PO Qty (PO Quantity), Unit of Measure (UOM) and 
Category, if required. Schedule fields will default into the PO.  Review and update the 
Distribution of Line 1 are the PO defaults. If the defaults are not appropriate, these fields can 
be entered manually. Do not enter any Amount into the Distribution region as that will update 
when the document is saved.  Repeat this process for each additional Line of the PO.  When 
done, SAVE the document. If any errors display, they must be corrected before the document 
can be saved. NOTE: If you have not saved the document and are timed out, you must start 
the document over.  

  

 

If you need to enter Line comments, click on the icon .   This will allow you to enter line 
comments.  

Approving a Purchase Order 
SFS allows for PO approval to happen automatically when it is created, i.e., SAVED.  
This option is set by logon ID in the Operator Preferences panel.  Some campuses may 
choose to separate those two responsibilities.   

If you are approving purchase orders, you need to approve PO amounts and PO 
chartfields.    Navigation is as follows.  

Approve Purchase Order Amounts Purchasing> Purchase Orders>Approve Amounts  

Approve Purchase Order Chartfields Purchasing> Purchase Orders>Approve Chartfields  
 
Edit and Budget Check a Purchase Order:  
Edit of the purchase order takes place at the time the PO is Saved.   Budget Checking is  
performed as a nightly batch process after the PO is saved. All PO’s must be budget checked 
before you can dispatch them. A PO can be budget checked at the entry panel by clicking on 
the icon. 
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Budget Check Purchase Orders In Batch  
The most efficient process is to budget check them in batch processes that are run 
overnight.  Following is documentation of those processes for your reference. You will 
also be able to select single PO depending on how you setup the Run Control.    

Activity: Budget Check Purchase Orders in Batch Navigation: 
Purchasing>Purchase Orders>Budget Check  

                 
Search for the Run Control and click on the link or “Add” 

 
Run Control Settings. If entering a new run control, 'Save' the setup and Click on the ‘Run’ 
button to begin the process. 
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Select PSUNX and click “OK”. 
 
Select a run control or add a PO_BUDGET_CHECK run control.  The following page shows 
how the Batch Budget Check Process should be set up if you are running the Budget Check 
by Business Unit.  Save the setup and Click on the ‘Run’ button to begin the process.  

 
Activity:  View the results budget check batch process. You should see the budget status 
of Valid on the Purchase orders you Budget checked.  

 
 
Posting a Purchase Order There is no posting of purchase orders.  When you budget 
check a purchase order, this information is written to the ledgers at this time.  Encumbrances 
for purchase orders are no longer in the LEDGER table but rather in the LEDGER_KK table, 
or commitment control tables.   

Dispatch/Print an Individual Purchase Order  
After a PO has been created, saved, approved and budget checked, it is ready to be 
dispatched and printed. You can dispatch a purchase order from the PO entry screen. 
Normal Dispatching of Purchase Orders is part of a nightly batch process. 
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Select Dispatch method or use default and then click on the icon. 

Dispatch the PO interactively by selecting the server ‘PSUNX’. Select PO Dispatch/Print and 
WEB, PDF and click OK and click "Yes" next screen to complete the process. The PO’s will 
be written to a PDF file and printed.    

 
 
 
 
Reply Yes or No to the message.  
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This is the notification message that a PO is in processing for dispatch. 

Caution 
Once a purchase order is dispatched, changes cannot be made on the original. Instead a 
change order must be generated to process the change. See next section on Change Orders. 
 
Printing a Dispatched PO: From Report Manager, click on the dispatch job. 

 

Click
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Print PO from Process Monitor: 

 
Click on PODISP 

 

Click here 

Click on View Log Trace for the PDF file 
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Print dispatched 
POs from .pdf 
file. 

Processing Change Orders  
 
Purchase orders can be changed, re-edited and re-budget checked anytime prior to dispatching 
through the screens described in previous exercises.  However, once a PO is dispatched 
certain fields can only be changed through a change order. The blue triangle change icon 
appears for all POs that will allow a change order. To create a change order, you will use the 
same pages used when creating a purchase order, except that you will be updating a 
dispatched purchase order and, for this reason, there is a slightly different technique. Once a 
purchase order has been budget checked and dispatched the order will look as shown.  
 
The blue triangle in the upper right corner is used to change the PO Header details. 

  
PO Header area. 
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Purchase Orders can be changed separately at the Header, Line or Schedule level. 
Changes made determine if the PO can be Saved only, Dispatched or Budget Checked and 
Dispatched. Generally, changes that do not involve quantity, dollar amount or distribution line 
accounting coding will require dispatch only. Changes to quantity, price, and accounting will 
require a budget check before dispatching. Note: POs from a closed accounting period may 
require an Accounting Date Change in the PO Header Details. The Purchase Order generated 
through the dispatch process will indicate that it is a Change Order. 
 
Change order icons: 
Use the blue triangle change icon to change header details. 

 

Change Header Details, 
or the Change order icon. 

Change Schedule Details

Change Line Details 

To change a line and/or schedule requires you to click the icons indicated to open a new page. 
The new pages opened will have the blue triangle change icon. Using the icon will open up 
the line or schedule for change. Each type of change is independent of the others but can be 
combined when necessary. The distribution line, or accounting coding, can be changed at 
either the Header or Schedule level. At the header level, the line or lines must be selected for 
change. 

Change Order at PO Header 
 
The links at the Header can be changed to reflect changes in several fields. Some fields will 
not require use of Change Order. The following is one illustration for the use of Change Order 
at the PO Header. From the Header you can change PO Reference, Edit PO Comments, 
Change a Line Quantity, etc. The following example illustrated changing distribution coding. 
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Navigation: Purchasing>Purchase Orders>Add/Update Express Purchase Orders>Find an 
Existing Value, enter an existing PO number. 
 
Click on the Change Header icon. 

 
Appearance of the PO Header after the Change icon has been selected, before changes have 
been made. Changes can be made to any of the fields by clicking on the links. Grayed out 
areas or fields can not be changed.  At the PO Header 
 
From the Purchase Order Header, click on the link for the PO Defaults to change the 
distribution coding:  

 
Changing a field in the distribution will display the following screen: 
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At this screen you can select the line or lines that should be changed. Warning: If you select 
cancel here or do not select the correct lines by clicking on Apply or Select All, no changes 
will be made to the actual distribution line. Clicking OK without selecting the line will not 
change the distribution line. Also note that a line that has been vouchered can not have the 
distribution changed. Changing Distribution Lines is discussed further later in this manual. 

 
To change the distribution, you must click “Select All” or click the Apply check box, then 
click on “OK”. 

 
Department has changed on the Distribution Line. PO has not been saved and the status is still 
“Approved” and Budget Status is still “Valid”. See further discussion in the section “Change 
of Accounting Coding”. 
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Changed PO before “Save”. 
 

 
Changed PO after “Save”. PO Status is Approved, Budget Status is “Not Chk’d”. PO will 
Budget Check and Dispatch in the regular batch processes or can be processed manually like 
any other PO. 
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Change Order at PO Line  
Navigation: Purchasing>Purchase Orders>Add/Update Express Purchase Orders>Find an 
Existing Value, enter an existing PO number. 
 

 
Click on the Line Details icon. The following screen will be displayed. Click on the Create 
Line Change icon. 
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This is the next screen.  Note all the fields that can now be changed. Change PO Quantity to 4 
and “Save”. 

  
After save – PO Status is Open, Budget Status is “Not Chk’d” and Amount changes to 
$8,000.00. Note that after save the Description and Unit of Measure fields are grayed out. PO 
will be Budget Checked and Dispatch in the regular batch process or can be manually Budget 
Checked and Dispatched.  
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Change Order for PO Schedule 
Navigation: Purchasing>Purchase Orders>Add/Update Express Purchase Orders>Find an 
Existing Value, enter an existing PO number. 
 

 
Click on the Schedule Details Icon.  
 
This is the next screen. Click on the Create Schedule Change icon. 
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This is the screen for changing schedule details which includes the accounting distribution 
line. Fields that can be changed include: Price, PO Quantity, 

 
Change schedule Quantity to 2 and price to $3,000.00 and “Save” PO.  

 
Message if all fields not changed. Click OK to have changes made to all fields. Note that the 
Line PO Quantity is changed to 2 and line Amount is now $6,000.00. 
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PO Status changes to Open and Budget Status is “Not Chk’d”. After batch processes, the PO 
will be Budget Checked and Dispatched.  
 
See next page for a sample of a Dispatched Change Order. 
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Copy of the Dispatched PO after a change order. 
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Change the Distribution Line (Account, Department, etc.) 
Changing Distribution Line Chartfields does not require a dispatch of the PO but Budget 
Checking will be required. The change order process is not required for a change in 
accounting but can be used to change the accounting. As previously mentioned, a distribution 
line that has a voucher associated with it, even a partial, will not allow a change in the 
distribution line chartfields. 
 
When changing chartfields is allowed, the fields in the Distribution line will allow entry as 
shown. Amount or percentage can not be changed in the chartfield unless the percent and 
amount can be changed by the addition of another distribution line. 

 
 
When chartfields can not be changed because a voucher is associated with a distribution line, 
the Distribution line will appear as follows: 

 
The system will not allow a change in percent or amount, although the fields appear open. 
 
Be aware that the PO changes do not affect any vouchers entered before the change. 
 
Change a Distribution Line without Change Order (before a PO voucher is entered)  
Navigation: Purchasing>Purchase Orders>Add/Update Express Purchase Orders>Find an 
Existing Value, enter an existing PO number. Drill down to the line and make changes. 

 
Example: Change department to 503920 and “save”. 
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Note changes after save – Budget Status is now “Not Chk’d” but PO Status remains 
“Dispatched”. This PO will not need to be dispatched as the changes do not affect the PO 
vendor information. Because there is no voucher associated with this distribution line, the 
change does not require use of Change Order or Dispatch. Budget Check will be done when 
the next batch process is run. 
 
Add a Distribution Line (Split) without Change Order (before a PO voucher is entered) 
 
Scroll over to the right side of the Distribution Line and click on the “+” sign to add a 
distribution line. A prompt will ask for the number of lines to add. 

 

Click to add a Distribution Line 
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In this example the percentage was changed to 50% on the first line before a new line was 
created. This defaults the next line to 50%. Enter the Account, Fund, Department, Program, 
Project and save.  

 
After save, the PO Status is “Dispatched” and the Budget Status is “Not Chk’d”. Budget 
Check will be done when the next batch process is run. 
 
 
 
 
 



UW System Shared Financial System 
 

 61

Change a Distribution Line with Change Order (after partial voucher entry) 
 
After a voucher has been entered against a distribution line, the line can not be changed but a 
new line can be added for the remaining balance of the distribution line. 
 
Navigation: Purchasing>Purchase Orders>Add/Update Express Purchase Orders>Find an 
Existing Value, enter an existing PO number with a partial distribution. 
 
In this example, a voucher has been processed for one unit. The other units should be charged 
to Department 010100. The previously existing voucher will not be corrected by this change. 
 

 
 
Click on the Schedule Details icon. 
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Click on the Create Schedule Change Icon – the blue triangle. 
 

 

Line 

Schedule 

Distribution

 
It is important to be familiar with the differences between the fields in Line, Schedule and 
Distribution when creating any change.  
 
Remember that the PO total quantity is 3. To change the distribution (accounting) for the 
remainder of the PO, a new Schedule line must be created for the remaining quantity. Then 
the correct Distribution line can be created. In this example, the Schedule Quantity has been 
changed to 1 before the “+” is clicked to create a new Schedule line. Click on the “+” to create 
a new Schedule line. There will be a prompt asking for the number of lines to be created so 
that you can specify more than one line, if required. 
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Original line of coding 
that can not be changed 

 
The correct coding can be entered, as shown in the fields. Save the PO and the regular batch 
processes will complete the Change Order. 
 
Another example is when the Distribution must be split after a voucher has been entered. The 
process follows the same example as described above but an additional Distribution line must 
be added. 
 

 
After entering the coding for the first line, ADD a Distribution Line by clicking on the “+”. 
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Enter the coding for the split and “Save”. Batch processing will complete the process. 
 
After saving the PO, note the changes to the PO Header: 

 
There have been two change orders. The PO must be budget checked. 
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After Budget Checking this PO will be dispatched in the daily batch process. 
 

Change Order for Closed Accounting Period  
Navigation: Purchasing>Purchase Orders>Add/Update Express Purchase Orders>Find an 
Existing Value Purchase order selected X147151 with an Accounting Date of 01/20/2006 that  
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The purchase order will look as follows:  

 
Click on the Red X to start the change order 
 
 

 

The only change for this example will be to change the Line #1 quantity from a PO Qty from 1 to 2. When the 
change is made on the line and you try to Save the page, the following message will display for an ‘Accounting 
Period’ that is closed.  
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Clicking ‘OK’ will return you to the Purchase Order and you may now SAVE the changes made and page 
will look as follows.   

 
Proceed to Budget Check and Dispatch the PO as normal and the printed purchase order will look as follows 
with circled items for changed fields:   

 Page 65 05/19/06  
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Reserve a Purchase Order  
A Purchase Order number can be reserved in situations where a PO number is needed but not 
enough information is available to create a PO. Each campus determines if this functionality 
will be used. 

Navigation: Purchasing>Purchase Order>Reports>Reserve PO IDs  
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In the PO ID field enter the PO number or leave as “NEXT” if using auto-numbering. Click 
the “Add” button. This will bring up the following page: 

 
 

Note: A range of POs can be created that will be sequentially numbered. The range can only 
be created for the same vendor. Enter Vendor information and any other information that is 
available. Minimum information required is vendor. 
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After selecting the vendor, click “Save”. 

 
The PO number has now been reserved. 

 
Reserved POs will have a status of “Initial”. Complete a Reserved PO as any other PO when 
that information is available.  

Canceling a Purchase Order  
Purchase Orders can be cancelled. This is useful for a variety of reasons. Campuses that do 
not use auto-numbering may need to cancel a PO entered with the wrong number. Once a PO 
is saved, the number can not be changed. A PO may be issued to a vendor that can not supply 
the items. POs must be dispatched before canceling. Canceling a PO is a specific security 
authorization under User Preferences.  
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Navigation: Purchasing>Purchase Orders>Add/Update Express POs>Find an Existing 
Number. Enter the PO number and “Search”. 

 
 
Cancel a PO buy clicking on the Red “X”. Note: If the red “X” is not shown, you do not have 
authority to cancel a PO or the PO can not be canceled. 

 
This is the message after selecting PO Cancel:  
“Canceling a purchase order will commit any changes made and prevent further changes. 
Continue? (10200,515) 
 
When you mark a purchase order as canceled, the system does not allow any further changes 
to the purchase order. Any changes made, however, will be stored on the purchase order.” 
 
To proceed, select “Yes”. 
 
After the Cancellation has been processed the PO status changes to “Canceled”. 

Close a Purchase Order  
The process to Close a Purchase Order that is fully or partially open is illustrated in the PO 
Reconciliation Manual. The PO Close/Finalize process at the voucher level is described in the 
Accounts Payable Processing Manual. 
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Purchase Order Information Inquiries  
 
PO Inquiry  
 
Purchase Orders need to be reviewed to check status or any other viable information 
concerning an order. The following process will assist in doing inquiry into a PO.  

Activity: PO Inquiry Navigation: Purchase>Purchase Order>Review PO 
Information>Purchase Orders>Purchase Order Inquiry.  Search for a PO using any of the 
criteria or enter the PO Number.   

 

   
After selecting a PO the next screen will display with Header and Status Information and links 
to additional information.  
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Link to Schedule information 
and Chartfield distribution. 

 
 
PO Activity Summary Inquiry  
 
PO Activity Summary is useful to view information associated with a PO. This is a snapshot 
is used only for vouchers. We do not use matching, receiving or return to vendor functionality 
at this time. 
 
Navigation: Purchasing>Purchase Orders>Review PO Information>Activity Summary>PO 
Activity Summary. Search using criteria or Enter PO Number. 
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Activity Summary Panels 

.  
Click on the Line Details Link for a snapshot of the PO activity. Click “Expand All”. 

 

. 
Click on the invoice tab to see invoices processed against a PO.  

 
Click on the Invoice link to view vouchers for this PO. 
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Vouchers for a PO – click on link for additional voucher information. 
 
PO Accounting Lines Inquiry  
 
PO Accounting Lines can be viewed for a PO or range of POs. Select the criteria that you 
want to view on the Purchase Order Accounting Entries page. Setcriteria by purchase order 
range, business unit, fiscal year range, purchase order status, and chartfield combinations. In 
the following example, we will use one PO. 
 
Navigation: Purchasing>Purchase Orders>Review PO Information>PO Accounting 
Entries>Selection Criteria 

 
. 

PO Accounting Entries data elements Continued on next page 
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Review Change Order History 
 
Change Order history can be researched by navigating to Change History. 
 
Navigation: Purchasing>Purchase Orders>Manage Change Orders>review Change History 
Enter an existing PO number with changes. 
 

 
 
This PO has two change orders associated to it. Click the link for additional information. 

 

Batch is the sequence of 
the change. First change is 
Batch 1, next is Batch 2 
and so forth. 
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First Panel shows the date the change was processed. 

Header Changes indicates that no Header changes were made. 

 
Line Changes indicates that no Line changes have been made Ship Changes as follows. 

 

Changes to PO 00002001 
Schedule 1 Quantity was 
changed to 1 which also 
changed the Merchandise 
amount to $2,000.00. 
 
Schedule 2 Anew line 
was created for a coding 
change for the remaining 
units. 
 
Note last user is identified 
along with date and time 
of modification. 

Changes have been made as “Batch” 2. 
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Appendix A - Sources for Help  
 
PeopleBooks is on-line documentation that is available in SFS.  It is especially valuable when you are trying to 
understand some terminology or some of the options that you see on the various panels.  To activate 
PeopleBooks enter the following website:  

http://sfswebtest.services.wisc.edu:6001/PSOL/htmldoc/eng/psbooks/index.htm  

Helpful Hints  

Navigate to the page that your question is about, and then position your cursor in the specific field that you want 
to know more about.  If you click HELP, you should be taken to the location in PeopleBooks that applies to your 
question.  

Help Desk procedures will be determined by each campus.  Most campuses have a central help desk 
number for technical questions, such as:  
� I can’t get into the database.  
� My computer keeps locking up on me.  
� I keep getting an error that throws me out of the system.  
 
A campus administrative department (such as the controller’s office) may handle functional questions or you 
may be directed to contact your campus help desk first and they will track the call and get the appropriate 
help.  Examples of functional questions include:  
� I can’t find my purchase order in the system.  
� How do I set up a new vendor?  
� How do I correct an error that I made?  
� How do I find the status of a purchase order?  
 
Check with your campus Controller’s Office if you are not sure of the proper procedures for your campus.  
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Appendix B - Home Pages 
 
SFS version 8.9 is very similar to version 8.8 with ‘Centers’ or ‘Home Pages’ which 
categorize related activities. The home pages are designed to make navigation easier. Home 
pages are set up for each module, and may look different based on the level of security.  
The following are methods to navigate to Vendors:  

 

Or: 
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