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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.

Accounts
Payable
Module

Feceiving and POs

Historical Paytnents

Commitment
Control
Ledger

PO Budget Checlang
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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
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I Upgrade £
[» Business Unit Related ﬁ Location
= Cornrmon Definitions
[ Accounting Entry Set up location data such as countries, stetes, provinces, regions of addresses.
Templates — et
Country Statistics
b Activities Country = GOy - eporting codes for
I> Agency Location Codes statisticsl reporting,
[ Approvals

[» Bank Branch File

[» Calendars/Schedules aacation

I Codes and Auto Defing data to canatruct fax numbers ancl
Mumbering extenzions for dispatch processes.

[ Currency

> Customers

[ Design ChartFields

[> Distribution Accounting

[> Document Seguencing

[> Documenturm

[ EFT

I> Employee Data

I Entry Event

[ File Locations and
Images

[ Integration Rules

[= Inter/Intra Uinit

[ Journals

3 Location
Define address details for entities sugh as
business units, assets, and banks.

Region Type Codes
leertify & region type code and description

Ao of review & state or province code.

— Country Statistics
— Division Area Code
— Ea Location ]
— Location
— Reqion Codes
— Redion Type Codes
— State

[> Market Rates

[z Mntes

Click on Location.
Menu B

[» Codeg and Auto =]
Humbering
[ Currency Location
[» Gustomers
> Design CharFields Enter any information you have and click Search. Leave fields blank for a list of all value

[» Distribution Accounting
I Document Sequencing / Find an Existing Value "{__Add a New Value

[ Documentum

[ EFT
[ Employee Data SetiD: I— :'l IUWADM Q

> Entry Event Location Code: |beging witn ||
> File Lacations and
Images Status as of Effective Date:|= = =l
[+ Integration Rules S - r—
b Intarfintra Unit Description: Ihegms with Jl
[ Journals [~ Include History [ Correct History [ Case Sensitive
= Locatian
— Couniry
- Country Statistics EEAIE Clear | pasic search [E) Save Search Criteria

— Division Area Code

SiEaxocsiion Find an Existing value | Add a Mew Yalue

- Renion Codes
— Renion Type Cades
— Sate

[ Market Rates

[> Motes

[» Motifications and
Escalations

Enter your Business Unit if it does not default and hit Search.
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Lecation
Enter arny information you have and click Search. Leave fields blank for a list of all values.

| Findan Existing Value \__Add a New Value

SetiD: |: - LIWAD M Q

Location Code: | begins with j |
Status as of Effective Date: [= = =l
Description: |heg|ns with j |

[ Include History [~ Correct History [~ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Search Results

156 ot 66
e &clivg University Relations (Gasper)
UWADM AC ADL CL Active Academic ADL Co-Lah
UWADM ACADAFFAIR  Active Academic Affairs
[LTr ) DO Accounting
LIAADM ACCTPAY Active Accounts Pavable
UWWADM ADMINISTRSA  Active Administration
UADM APBS Active Appointrent Payroll & Benefits

LIWAWADM ATHLETICS Active Adhletics
UWADMATTACHED Active See attached location listing

UWADM BEMNEBPAYRD Active
UinADM BOR Active
LIWNADM BRITTINGHA — Active
UWADM BUDGETEPLA Aclive
UWADM BUDGETPLAN Active

Staff Benefits & Payroll

Board of Regents Office
Brittingharn House

Budget & Planning

Budget Planning & Developrnent

LUWADM BUILDSYCS  Active Building Services
UWAADM CAPITALPLA  Active Canital Planning & Budget

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.

{ Location ition {_Laocation Detail

SetlD:  UWADNM Location Code:  ACCTPAY

Location Definition
“Eff Date:  |1/01/1900 [51) | Active 'I "Descr: Accounts Payable =
Country: UsA G United States Prefix: I
Address 11 |70 Regent phone: |
- Ext: I—
Address 2 [suite 221

Fax: I—
Address 3: |
City: Madison ™ In City Limit
County:
State: il Q wisconsin Jurisdiction:Postal: I

Building #: Floor #: Sector:

B save | L\Return to Search | +E] Previous in List | 4] Next in List | [=] Matity I [ facled UpdmeJD\splayl 47 Include Histary [E# Correct History

Lacation Definition | Location Detail

{Location Definition_} Location Detail ',

ion Detail

SetiD: UvADM Location Code:  ACCTPAY Accounts Payable

Attention: Janelle Rufsvald

Location Detail:
UVYSA Accounts Payable =]

El

Carton Label: Q Shipping Container Label: I Q
Usaye Label: Q

& save | L\ Return to Searchl +[5] Previous in List | +[E Mext in List | [=] motify | E‘+Add| UpdateJD\splay'I A2 Include Histary | [&# Corr
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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.

F'snon ccountmg = Common Defintions =
[> Pricing Registration
[ Pracess Partition ID
[> Products

[- Resources Data

Units of Measure
Set up units of measures and conversions.

[ Sales and Use Tax

[> Shipping and Rece

[ Buppliers

[> Team Members

= Units of Measure
— Units of Measure
— Units of Measure

Report

[> User Preferences

[ WAT and Intrastat

[ Excise and Sales

E" Units of Measure
Establish general units of messure for the system.

Tax/VAT IND
[ Winrkilow:
[ ¥ml Schema

I Position Accounting | =]
[» Pricing Registration
[» Process Partition ID

I Products Units of Measure

> Resources Data Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
I Sales and Use Tax

[ Shipping and Receiing [ Find an Existing Value {_Add & Newalue

[= Suppliers

[> Team Members
< Lnits of Measure
— Units of Measure
— Units of Measdre
Repart
[> User Preferendgs
[> WAT and Intrasta
[» Excise and Sales

| beging with j|

Search Clear |

Find an Existing Value | Add

BasiNsearch Save Search Criteria

10
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Units of Measure

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

/ Find an Existing Yalue ' Add a New value_|

Unit of Measure: | begins with ¥ | |

Search | Clear | Basic Search Save Search Criteria

Search Results

1-62 of B2
Unit of Measure Description Short Description
ACE Acre ACRE
BAG Bag BAG
BEL Barrel - Liquid Measure Barrel BARREL
BOX B BOX
BsD Bushel - Dy Measure BLUSHEL
Cc Hundreds HUMDREDS
Loi=] Case CASE
CTH Cartton Catton
CUFE Cuhic Feet CUBIC FEET
cul Cuhic Inches CUBIC INCH
cumM Cuhic Meters CUBIC METE
cuy Cuhic Yards CUBIC YARD
DAY Days DAY
LoF Dozen DOFER
EA Each EACH
T Feet FEET
G Grams GRAMS
GAL Gallon - Liguid Measure GALLOM
GH Gigahytes Gigahytes
GHZ Gigaherz Gigaherz
GRS Gross GROSS
HE Hour HOUR
HRE HOURE HOURS
1 Inches INCHES

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.

Unit of Measure: CTH

Description: |par10n

Short Description: ICarmn

Unit Of Measure Conversions

nize | Find | BB First [ g o 1 ] Last

*Convert To *Conversion Rate

ICTN Q I 1.00000000

Inverse

1.00000000 [=]

& save | LU Return to Search | +[5| Previous in List | +[E] Mext in List | [=] motify | S Al |

11
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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 SetlD of your
business unit and click Search and the following page will display.

[ Process Partition ID ﬂ Main Menu = Set Up Financials/Supply Chain > Common Defintions =
[> Products g g A
[» Resources Data Shipping and Receiving
v aesand Lse Tax - Idertify shipping terms and ship-vis codes.
~ Shipping and Receiving
[» Freight and E Carrier Tahle E Class of Trade Code
Transpaottation Iddertify carrier attributes and web links for Identity & class of trade code, SetiD, effective
— Carriet Table tracking. date, status and descriptions.

— Clags of Trade Code
— Cammodity Cade

— Distribution Metwark = Distribution Network Freight Terms
— Freight Terms lelertity & distribution netwark cocds, SetiD, andg Set up freight terms, including title passage
— Hatmuonized Tariff Inventory business units. and freioht payment details.
Code
— Ship Via Codes . i i
I Suppliers Ship Via Codes Freight and Transportation
T Identify & ship-via code and minimum and Define freight charge and transportation lead
mazimum shipping capacities. time parameters.

[> Units of Measure =] Arhitration Plan

[ Llser Freferences =
=| Ruls Ertry
b VAT and Intrastat ==

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

| Find an Existing Value | Add a New Walue |

SetiD: = - [LADM aQ
Freight Terms Cude:| hegins with j |

Description: | begins with x| |

[" Case Sensitive

gearch | Clear | Basic Search Save Search Criteria

Search Results
1-3 of 3

SetlD  Freight Terms Code Description

LWADM DESTIM Destination
LWAD PREPAID Frepaid and Add
UWADM SHPT Shipping Point

Select any line and press enter or click on the highlighted line to display the following

12
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{ Freight Terms

SetlD: UywisDn - Freight Terms Code:

B save | L Return to Search |

*Description: |DEStinati0n

*Short Description: IDESTIN

Delivery Terms 1: I

* Buyer's Destination-Ship To
" Seller's Origination-Ship From
" Intermediate Consignee

" Buyer
¥ Seller

Prewvious in List | 4[5 Mext in List | [=] hatify |

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.

[ Products

[* Resources Data
[* Sales and Use Tax
= Shipping and Receiving
[ Freight and
Transportation
— Carrier Tahle
— Class of Trade Caode

Ship Via Codes

Enter any information you have and click Search. Leave fields hl:

SetiD: =

— Commaodity Code
— Distribution Metwark

— Freight Terms
— Harmonized Tariff

[ Buppliers

[ Find an Existing Value " Add a Mew Value |

flwiann Q,

Ship Via Code: | begins with x|

[ case Sensitive

Search |

Description: |begins Withj|

Clear | Basic Search Save Search Crite

13
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Ship ¥ia Codes

Enter any infarmation you hawe and click Search. Leave fields b

/ Find an Existing Value Y Add a Mew Value |

SetlD: = B JuviaDm

Ship Via Code: | begins with ¥ |

Description: |begins withjl

[ Case Sensitive

Search | Clear |Elasic Search B Save Search Crit

Search Results
1-3 of 3

Setld  Ship Via Code Description

LVADIM BE STwWWAY Bestway
IWWADMFEDEX Federal Express
LWADM UPS UPS

Select any line by clicking on the highlighted line to display the following page.

Ship Via Codes
SetiD: UVYADM Ship Via: BESTWAY
*Description: |Elestway
*Short Description: BESTWAY
Customer Pick Up: Mo Z
Transport Mode: | j

Minimum Weight: | Maximum Weight: |

Weight UOM: I &}

Minimum Yolume: I Maximum Yolume: I

Yolume UOM: I &}

Return to Units of Measure

B save | LLReturn to Search | Frevious in List | +[E] Mext in List | [=] Motify |

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

14
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[> %AT and Intrastat
[» Excize and Sales TaxAT
IND
[> Cammitment Control
[> General Ledger
[> Allocations
[+ Statutory Reports
[ SCM Integrations
= Set Up FinancialsiSupply
Chain
[* Install
[ Security
[ Upgrade
[> Business Unit Related
[ Commaon Definitions
= Product Related
[> Asset Management
[> Budgeting
[> Billing
[> Contracts
[» Cost Accounting
[> Engineering
[- Expenses
[> Grants
[+ Inventory
[> Order Management
Foundation
[= Planning
= Procurement Options
[> Charges/Costs
[> Management
[» Payments

— Buyer Setup
— Change Request
Manninog

L Fi

ﬁ Procurement Options

Set up product-related procurement options.

E" Document Tolerance Definition ﬁ ChargesiCosts
. Setup miscellaneous charges and landed
costs defintions.

Define tolerance-checking rules by ChartField

ﬁ Payments ﬁ

Set up payment options . Manage requistions, purchase ofders,
=] Define Aging Cateqories

=] Define Bank Replacement Rules

=] Federal Payment Schedule

A0 hore...
25 hare...
ﬁ Vouchers ﬁ Withholding
Set up voucher options. Set up 1099 and global withholding options.
= Woucher Build Criteria ElRules
=] Woucher Origin E Types and Classes
= Jurizdictions
12 hare...

ﬁ Federal Spending Region

Set up a federal spending region
=] Spending Redion Installstion
=] Spending Region Definition

Manage requisitions, purchase orders, receipts, contracts, and procurement data.

Buyer Setup

defaults for each buyer.

Establizh users az huyers and define purchase order

E" Dispatch PO Configuration
Configure purchase order output files for dispatch by either

email o fax.

E" Manufacturers

Define Manufacturer IDs for goods that you purchase or
manufacture. When tracking EANUCC numbers,

9 Change Reqguest Mappin
Iz incoming data fields to PO takbles for Change
PuChange Reguest Load process.

E" Fax Cover Letters
Idertify fax cover letters for dizpatching Purchasing
documerts by fax,

E" PO Change Order Temnplate

generated change order.

manufacturer ID represents the EANAUCC Company Prefix.

E" PO Origin Codes

Create codes that idertify the arigins of transactions inthe

system.

Reguester Setup

far each reguester.

Estahblizh requesters, define requisition or catalog defaufts

E" Set Controls-Contracts
Set up auto-numbering and default currency for contracts.

= PO \Wendo gigh Qup)

Group vendar locations under & 3

E‘ Requisition Loader Defaults
Set defaults for the Requisition Loader process
(PO_REGLOAD).

E" Ship To Locations

vendor shipments.

Specify PO fields that, when changed, produce a system-

& freight group code.

Create ship to IDs from existing location D= for receiving
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Ship To Locations
Enter any information you have and click Search. Leave fields blank for

[ Find an Existing Value ' Add a New Value |

SetiD: = B Y Q
Ship To Lu[:atiun:l begins with = | | aQ
Description: |hegins with ﬂl

[T Include History [ Correct History [ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing value | Add a New Yalue

Enter your business unit as the Set ID and click on search.

Ship Te Locations
Enter any information you hawe and click Search. Leave fields blank far

[/ Find an Existing Value {_Add a Mew Value |

SetiD; = - |LviaD Q
Ship To Lucatiun:| hegins with = | | Q,
Description: |begins with jl

[~ Include History [ Correct History [ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Search Results
1-53 of 53

Setid  Ship To Location Description

UWADM 1850 WH University Relations (Gasper)
LADIM A ADL CL Academic ADL Co-Lab
LIAD b ACADAFFAIR Academic Affairs

LADM ACCOUNTING - Accounting

LIAD b AT IS TRA Administration

LivwAD APBS Appointment Payrall & Benefits
LivwADM APBS HR Information Services (HRIS)
LADIM ATHLETICES Athletics

UWADM ATTACHED See attached location listing
LwwADM BERNEEPAYRD  Staff Benefits & Payroll

L ILasn Pbd P Flomed of Flmmmnbs Cffine

Select any line and press enter or click on the highlighted line to display the following
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{ Ship To Locations

SetiD:  UwaDM  Ship To Location:  1850_VH

Ship To Details

*Effective Date:

*Description:

Inventory Unit:
Region SetiD:

External Interface:

Delivery Instructions:

ho1mann 5

University Relations (Gasper)

“Gtatus: I Active d

|University Relations (Gaspet)

*Short Desc: IUWVEFSW

aQ Recehing Business Unit: IUWAD" Q

aQ Region Code: I Q
[ Send Expected Receipt
[~ Copy To Transactions ™ Send to Vendor

SalesiUse Tax

Wendor Order Location

B save | LLReturnto Search |

Previous in List | +[E] Mext in List | [=] watity | E‘q-Addl

UpdaterD\sp\ayl 2 Include History |

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

[ Upgrade
[ Business Unit Related
[ Comman Definitions
= Product Related
[» Asset Management
[> Budgeting
I Billing
[> Contracts
[> Cost Accounting
[> Engineering
[- Expenses
[> Grants
[+ Inventary
[= Order Management
Foundation
[= Planning
= Procurement Options
[» Charges/Costs
[> Management

— Define Aging
Cateqories

— Define Bank
Eeplacement Rules

— Federal Payment
Schedule

— Late Interest

— Zmmn e

Payments

Set up payment options.

E" Define Aning Categories
Define aging categories to generate aging
reports.

Late Interest Charges

E" ayment Messages
Enter standard messages that are printed on
payment advice.

E" ent Terms-Single P: ent
Define payment terms to schedule a single
payment for & voucher,

E" Reschedule P: ent Conditions

Create and mairtain multiple paymernt term
conditions that are split.
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Payment Terms - Single Pymnt
Enter any information you have and click Search. Leave field

/ Find an Existing Value {__Add a New Value

SetiD: I = 'l ISHARE

Payment Terms ID:| begins with j |

™ Include History [~ Correct History

Search | Clear |Elasic Seatch Save Search

Search Results

112 of 12
SetiD  Paviment Terms ID Description
SHARE 110 110, Met 30
SHARE 210 210, Met 30
SHARE 3115 3145, et 30
SHARE CWO Check with Order
SHARE DUR Due Upon Receipt
SHARE MET1O MET 10

SHARE MET15 Met15

SHARE MET20 Met 20

SHARE METZ5 et 25

SHARE MET20 et 30

SHARE MET45 et 45

SHARE SCHED Schedule for Future Payment

Select a payment terms timing from the list and the following page will display.

Payment Terms - Single Payment

SetiD: SHARE  Description: flet 30
Payment Terms ID: MWET30 Short Description: INET 30
"
M

Search Where Used Calculate Example Payiment Data

Payment Terms Control First [ 1of 1 [ Last
+
*Effective Date: |D1 /g0 & Terms Applicabilit:  “endor-Only Terms =l
e [Active -1 I SplitNet Terms  syumber of Terms: | 1.

Net Due Terms ing First [« 1.of 1 [H Last

*Basis From Day: W *Timing ID: |U3U Q 30 Days

*Basis To Day: m

[ Rebate Term Available Daily Rebate Percent: Maximum Rebate I

Percent:
I” Discount Terms Available
PR . - Discount Terms Discount Terms
Discount Terms Discount Terms
Timing ID  Description Adjustment Days Percent Amount
i] 0.00000000 0.000
Bl save | LLReturn to Searchl 4[] Previous in List | 4[] Meset in List | [=] mMotify | [E Add | Update.l'Displayl £l Include History |

The next step is to define the payment terms timing codes. First let’s view what has been set
up.
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Activity: View Payment Terms Timing Codes Navigation: Set Up Financials/Supply
Chain>Product Related>Procurement Options>Payments>Payment Terms Timing
Codes

= Payments =
— Detine Aging

Cateqories o
— Diefine Bank Payment Terms Timing Codes

Eeplacement Rules Enter any information you have and click Search. Leave fields blan
— Federal Payment

Schedule / Find an Existing Value {_Add a New Value |
— Late Interest

Charges

— Late Interest Chig SetlD: = vl ISHAHE — a
ChariFields - - | - -

_ Paymant Handlin Timing Definition ID: [ begins with v | | a
Codes

— Paytnent Messages

— Payment Reason
Codes

~ Bayment Terms: Search Results
Multi Fayrnent

Search | Clear | Basic Search Save Search Criteriz

AT o 7

— Payment Terms-
Single Payment

[SetlD  Timing Definition ID Description

SHARE 000 Irnirnediate, Check with Order
SHARE D10 10 Days

— Sight Codes SHARE 015 16 Days

— Reschedule SHARE 020 20 Davs

Payment Conditions SHARE D25 TADEE
D vendore. SHARE D30) 30 Days
[ Vouchers SHARE 045 46 Days

Click on “SHARE 030" to see the set-up for 30 Days.
Payment Terms Timing Codes

SetlD: SHARE TimingID: 030

Search Where Used  Calculate Example Due Dates

Description: |3D Days

Short Description: |3U DAYS

¥ None (Basis Date) [=]
Day Increment: I 30
=

" End of Relative Month: Relative Month: | i
Month Increment: I 0 E

" Fixed MonthDay Values: Month Due: I

Day Due: I
" Specific Due Date: Due Date: I

Year Increment: I UE

B Save | E\Return to Search | +[E] Previous in List | +E| hext in List | [=] Matify |

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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Select any line and press enter or click on the highlighted line to display the following

1
‘ UW System Shared Financial System

L aErierdl Leayer e S L R a2
[ Allocations p hasi
[ Statutory Reports urchasing

[ SCM Integrations

% . Manage requisitions, purchase orders, receipts, cont
= Set Up FinancialsiSupply

Chain ﬁ uyer Setup
[+ Install Establish users as buyers and define
[> Security purchaze order defaults for each buyer.
[ Upgrade
[ Business Unit Related AT T
[> Commaon Definitions =| Dispatc onfigur ation
= Product Related E Configure purchaze order output files far
I Asset Management dizpatch by etther email or fax.
[» Budgeting
[> Billin
2 = Manufacturers
[> Contracts =l

Define Manufacturer IDs for goods that you
purchase of manufacture. When tracking
EAMMCE numbers, manufacturer 1D

[» CostAccounting
[» Engineeting

[ Expenses .
represents the EAMMUCC Company Prefix
[> Grants b S
[+ [nventany
B Erderd““?”agemem = PO Origin Codes
i .a Nz E coces that identify the orid
[> Planning

transactions inthe system

= Procurement Options
[ ChargesiCosts
[ Management

giuester Setup

[ Payments Establizh requesters, detine requiziion or
] catalog defaults for each requester.
— Buyer Setup
- Change Request
Mapping = Set Controls-Contracts
— Defing Contract ﬁ Set up auto-numbering and default currency
Intervals for contracts.
— Dispateh PO

Enter your Business Unit and click “Search”.
PO QOrigin Codes
Enter any information you have and click Search. Leave fields hi:

| Find an Existing Value _Add a New Value |

SetiD; = - JLviaDm Q
Origin: |begin5 Withjl
Descriptiun:l hegins with ¥ | |

" Include History [~ Correct History [~ Case Sensitive

gearch | Clear | Basic Search Save Search Crite

Search Results
1-} of 4

Setld  Origin Description

IWADM AR Accounts Payable

WNADM OIS Office of Information Services
LWADMPREC  ILWYSA Procurerment
UWADMUR  University Relations

/' Origin Codes

SetlD: wiaDn Origin: AP

*Descr: jaccounts Payable

*Short Desc: IAP
Department: I Q
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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

> Payments =]
= Purchasing
— Buyer Setup Standard Comments
- Mmm Enter any information vou have and click Search. Leave fields blank for
Mapping
— Define Contract
Intervals
— Dispatch PO
Canfiguratian : B l—
— Fax Cover Letters SetiD: l_—l LD i
— Inspeciion Routings Standard Comment Type:l heging with j | (

— Manufacturers
— PO Change Order Standard Comment ID: |hegm5 with jl
Template intion: =
. Description: |begins with > ||
— PO Origin Codes ™ Include History [~ Correct History [~ Case Sensitive
— PO ¥endor Freight
Graoup

— Req Change Order Search | Claar | Basic Search Save Search Criteria
Template

— Reauester Setup

— Requisition Loader
Defaults

— RFG Reguired Rule

— Bet Contrals-

{ Find an Existing Value Y Add a New Value

Find an Existing Walue | Add a New Yalue

Contracts

— Bhip To Locations
— Btandard Comment

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

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

J Find an Existing Value Y Add a New Value |

SetD: = B LrwinL Q
Standard Comment Type:l hegins with j | &}

Standard Comment ID: |begins with j|
Description: Ihegins with j|

[ Include History | Correct History [ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Search Results

Wiew All 1-100 of 120 [p] L&
Setld Standard Comment Type Standard Comment ID Description

LWL Dol 1018 Contract Blanket Qrder

LWAIL J Sk 1310 Enterprise Car Rental Contract

LML JSE 1523 GEMERAL REVENUE

LivhdIL J Sk 1976 Journal Sentinel Contract Ads

LML IS 4304 NEWS FROM INDIAN COUNTRY
WML JSK 5TE1 MILWAUKEE TIMES

I ARAIL 1O ETRO CODARIOU TIRCD

Select any line and press enter or click on the highlighted line to display the following.
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Standard C its

SetlD: LML
Standard Comment Type: JBK Jim Skotlinski Comment Library
Standard Comment ID: 1523
[Standard Comments ind | % A First [4] 1 o 1 [ Lag
*Effective Date: |07r2612001 El *Ctatus: IActive 4 =
*Description: |GENERAL REVEMUE
*Short Desc: ICOLLE CTION
Comments: CONTRACT BLANKET ORDER FOR THE ABOVE FOR THE PERIOD 7/1/05- i‘
G/30/06

FOR FURTHER INFORMATION COMTACT JIM SKORLINSKI AT 414-2209-
430414301,

F A 414-006-2406, EMAIL: jimsk@uwm.edu. Deliver hetween 8 AM. and 3 ﬂ

B save | L\ Return to Search | +[= Previous in List | +[E] Mext in List | [=] Motity | Bk Acd | Upda{e.@isplayl F Include Histary

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

Standard Comments

[ Eind an Existing Yalug_§" Add a New Value

SetiD: IUWADR (&}
Standard Comment Type: |REG &}
Standard Comment ID:  |REG

Add

Find an Existing value | Add a Mew Yalue

‘ Standard C b

SetlD: LWADIM
Standard Comment Type: REG  REGULAR COMMENTS OMALL POS
Standard Comment ID: REG

Standard Comments nd Al First [4] 1 o 1 [ Last
‘Effective Date:  |01/0171900 [ “Status: [Active | =
*Description: |REGULAR
*Short Desc: REGULAR
Comments; TERMS FOR ALL VENDORE ARE MNET 30 DAYS UNMLESS SPECIFIED IN THIS j

FURCHASE ORDER

MO SUBSTITUTIONS CAN BE MADE WITHOUT A CHANGE ORDER

|

& save | [=] Notify | [EE] | Update.'D\sp\ayl £ Include Histary | [&F Correct History

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

L DL IS G S

= Itermns ltem Categories

= Define Controls Enter any information vou have and click Search. Leave fields blank
— Brand Mames
- Charie Codes | Find an Existing Value {_Add a Newalue
— Demand Priority Family
— Grades
- HazardiDisposal Codes SetlD: ol [SHARE] Q
— ltern Aftributes Graup Category: |beginswithj|

= ltern Categories
— ltern DefaultWalues Descriptinn:l begins with j |
— Itern Families

— ltern Family Routing
— ltern Groups

~ ltern Graup Routing Search | Clear | Basic Search Save Search Criteria

" correct History [~ Case Sensitive

= ltern Murnber Contral

— ltern Templates
= ltern Types Find an Existing value | Add a Mew value

Always select Share, click Search or press enter.
Item Categories
Enter any information vou have and click Search. Leave fields hlank for a list of all value

/ Find an Existing Value | Add a NewValle |

SetlD: |= = [sHaRE a
Category: |begins with jl
Descriptiun:' beging with ¥ | |

™ Correct History [ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Search Results
Cnly the first 300 results can be displayed. Enter more infarmation abaove and search a

Wiew All 1-100 of 300 [p] Last
SetlD CategoryDescription Short Description
SHAREDDS00  ABRASIVES ABRASIVES
SHAREDOS0S  Abrasive Edquipment and Tools Abrasive E
SHAREDOS14  Abrasives, Coated: Cloth, Fibe Abrasives
SHAREDOS21  Abrasives, Sandhlasting, Metal Abrasives
SHAREDOS28  Abrasives, Sandblasting (Other Abrasives

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 {_Category Definition 2

SetlD: SHARE CategoryID: 00012  Code: 01000

< First [4] 1af 1 [ Last
‘MarketCoe: | UserDef. 7] Effective Date: [01/0111300 [ status: [actve =] =
‘Description:  |ACOUSTICAL TILE, INSULATING WA *Short Desc: [rcousTical
Primary Buyer: | Q El
Lead Time Days: I_U
*Currency: l_ Q
“Account: [ a Usage Code: [ Q

*Physical Nature: I Goods :l'
Asset Profile ID: Q Description:
Comments: ACOUSTICAL TILE, INSULATING MATERIALS, AMD SUPPLIES = HECEEUl
YAT Setvice Treatment Setup
| -
BU Aftributes
Hierarchy
Bl save | L\Return to Search | 1[Z] Previous in List | +[5 Mext in List | [=] otity | [E¥Add | Include History | [&# Correc

Category Definition 2 does not apply to how we use SFS and category codes. Here is a screen shot.

{ Category Definiion |~ Category Definition 2

SetlD: SHARE CategoryID: 00012 Code: 01000

Expand All Collapse All
item Category Detail First (4] 1 o 1 [M Last
+
Effective Date: 01/01/1900 Status: Artive =
»
[
[
.
[
B save | ELReturn to Search | 4[] Previous in List | +[] hext in List | [=] Matity | B add | Include Histary | B Correct Histary

Category Definition | Category Definition 2

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

[» Comrmon Definitions B] 1tsin b a Fi
= Product Related -
I Asset Management Procurement Options
E ghllqge“ng Set up product-related procurement options .
illing
[> Contracts E Document Tolerance Definition ﬁ Charges/Costs
[> Cost Accounting Define tolerance-checking rules by CharField. Setup mizcellaneous charges and landed
[> Engineering costs defintions.
ElMisc Chargel anded Cost Defn
E g}:gﬁtnsses EMisc Chraflanded Cost Template
L wenion " ﬁ Payments Purchasing
I IR Set up payment options. Manzperaquistions, purchase orders,
. ;lﬁaunr:]ti'r?gﬁn = Define Ading Categories feceipts, contracts, amkprocurement data.

Define Bank Replacement Rules
Federal Payvment Scheduls

Buyer Setup
h:

~ Procurement Options =
[ Charges/Costs

10 More... Bed]
[ Management 25 More...
[ Payments i
b Purchasing ﬁ Vouchers ﬁ Withholding
[ Vendars Set up voucher options . Set up 1093 and global withholding options .
> Wouchers ElWoucher Build Criteria ERules
[ Withhalding = %oucher Origin = Types and Classes
[» Reports = Jurisdictions
[> Federal Spending 12 More. ..
- gschll?":ent Tolerance ﬁ Federal Spending Region
e Set up & federal spending recgion.
Definition o i P . | Sﬁla{_g
: =l spending Redion INStalation
I [POCTEmE OFTone =] Spending Redion Definition
ePro
P Fremesvm i bl i ot e

Buyer Setup
Enter any infarmation you hawve and click Search. Leave fields hlal

/ Find an Existing Value Y Add a New Value |

Buyer: [ begins with | ke
Descriptiun:l begins with = | |

[ case Sensitive

Search | Clear | Basic Search Save Search Criter

Search Results
1ot

Buyer Description
KEA Keach,im LWYWMER

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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{ Buyer Setup

Buyer: KEA keach Jitn LWWMSN

Department SetiD: W Q. Department: I Q  Status: |[#HNG

ShipTo SetiD: [oamC @ shipto: | Q

Location Set ID: lW Q Location: I Q : Open-

PO Origin SetlD: IW Q origin: l— Q * Pending Approvalifpproved

Phone: |
Fax: |
B save | LLReturn to Search | [=] Matity | [Er Add | u

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 SetlD — 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

> 5GM Integrations =
<7 5et Up FinancialsSupply
g?:;?a” Purchasing Definition
I Security Enter any information you have and click Search. Leave fields blankfi
[ Upgrade
= Business Unit Related { Find an Existing Value {_Add a NewValue
[ Assets
& Billing i -
I Contracts Business Unit:[= =] [Uniasm Q
[» Engineering
[> Expenses
D GepneralLedggr Search | Clear | Basic Search Save Search Critetia
[ Grants
qenion Find an Existing Value | Add 3 Mew Value

[» Manufacturing

[» Order Management

[ Payahles

I» Procurernent

[» Program Management

[> Project Costing

I Promotions
Management

[> Proposal Management

= Purchasing

— Purchasing Definition
— Purchasing Options
I Qalite

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 {_Business Unit Options |~ PO Approval Options |~ Rey Approval Options_j” Dt

Unit: UWAD M

Description: |UW Systern Administration Short Desc: W

Process Option: Im aQ, ¥ psiGL

Location: Im Q GL Unit: Im QL LW Systern Administration

Billing Location: [ACOTPAY @ AMUnit:  [WADN O ¥ Capitalize

Close Days: I_ AP Unit: M Qy, V¥ Accrue SUT for ERS orders

Cancel Days: I
currency: IUSD Q Rate Type: ICRRNT Q

Line Amount Threshold: usD

RFQ Required Rule; I &}

Add Comments Matching  Define lmages WAT Default

B save | S\ Return to Search | [=] matify |

Business Unit Definition

{Business Unit Definition |~ Business Unit Options PO Approval Options |~ Req Approval Options J” Document Numbering |

Unit:  LWADM LW System Administration

PO Itemn Vendor Security Option: | Mo Edit Reguired x| I anow Mutticurrency Reqs I Calculate VAT On Req
*PO Change Order Template: STANDARD O ™" Allow Multicurrency PO
[ Allow Business tem Attributes
*Change Order Map Template EDX Q
IE'_ a ™ Allow Receipt Load Cascade
*Req Change Order Option: i ]
. bt ™ Accrue PO Receipts ™ Accrue Non/PO Receipts
Req Change Order Template: BUDGET Q [ Separate Inspection
Origin: AP QR ™ Tax Exempt ID: I
Receipt Date Adjustment: [~ RTV Adjust Source
T |— " RTV Adjust Fees I” Anow PO Deletion
“Receipt Mlocation Type: FIFO vI [~ RTV Reopen PO I Allow Requisition Deletion
*PO Price Edit: | Warning j
Tolerance Over Tolerance Under [~ Buyer Accepted POA Sources

% Unit Price Tolerance: 0.00 I 0.00 [~ All Other Sources

I Allow Liguidate by Quantity when Distribute by Quantity
“Default Liquidate Method: |#mount =

& save | ELReturn to Searchl [=] Motify | E‘+Adu| Update.fDisplayl

Business Unit Definition | Business Lnit Options | PO Approval Options | Bed Approval Options | Document Mumbering




UNIVERSITY OF
WISCONSIN SYSTEM

L“ UW System Shared Financial System

Business Unit Options

| Business Unit Definitian '} Business Unit Optians | PO Approval Options | Req Approval Options | Document Numbering |

Unit:  UWADM LAWY Systern Administration

PO Approval Business Process:  |Purchase Order Approvals Q
I” PO Amount Approval Needed PO Amount Approval Rule Set: I Q
I PO ChartField Approval Needed  po ChartField Approval RuleSet: | Q

PO Create Exceptions
PO Process Amt Appr Meeded ChrFld Appr Meeded

= r " EE

Bl save | LLReturn to Searchl [=] Motity | E‘+Add| Update.fDisplayl
PO Approval Options

/| Business Unit Definition Y Business Unit Options Y PO Approval Optinns Y Req nns {_Document Mumbeting
_Ma\n Content

Unit:  LWaDM LW System Administration

Req Approval Business Process: |FEqU|SmDﬂ Approvals Q
™ Req Amount Approval Needed Req| Amount Approval Rule: | QA
™ Req ChartField Approval Needed  Req ChartField Approval Rule: | aQ

B save | LLReturn to Search | [S] Motify B Al UpdateDisplay |

Business Lnit Definition | Business Unit Options | PO Approval Options | Reg Appraval Options | Document Mumbering

Req Approval Options

| Business Unit Definitian_j Business Unit Optians } PO Approval Options }” Req Approval Optians | Document Numbering |

Unit:  LWADM W Systern Administration

™ Requisitions

™ Purchase Orders

[ Receivers

~ Request For Quotes Last RFQ Humber: ooooooaooo
[V Return To Vendors Last RTW Number: 0000000000

This is the panel to enable auto-numbering
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Activity: View Purchasing Business Unit Definitions Navigation: Set Up
Financials>Business Unit Related>Purchasing>Purchasing Options
Menu B

[ Grants

[= Imventory

[= Manufacturing

[= COrder Management

[- Pavahles

[ Procurement

[= Program Management

[= Project Costing

[ Promotions
mManagement

[- Proposal Management

= Purchasing
— Purchasing Definition
— Purchasing Options

[= Guality

[ Receivables

[ Resource Management

[= Sourcing

[= Treasury

[ Reports

[ Commuon Definitions
[ Prodiet Relatard

Hit Search.

||

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

| Find an Existing Value " Add a New Value |

= [omeow @

Processing Option ID: | begins with | [
|begins withjl
" Include History | Correct History [ Case Sensitive

SetlD:

Description:

Search | Clear | Basic Search Save Search Criteria

Find an Existing Walue | Add a Mew Walue

[ Purchasing Processing Options

SetiD:  LWADM

Processing Option ID:  LWwWADM

First [ 1af 1 ] Last

Purchasing Processing Options

*Effective Date: [orro1ann [ FHE=
*Description: |Defau|ts for LW Systerm Admin
Accounting Template: ISTANDARD Q

Accounting Date Indicator:

Current

[cla

¥ Edit Combinations *Chartfield Edit Option: [Reject =]
*Automatic UOM Round Option: | Mo Warning 'l

*Payment Terms ID: |NET3U Q MET 30
*Payment Terms Basis Date Type: | Invaice Date |

*Ship Via Code: IW aQ Bestway
*Freight Terms Code: W Q Destination

*Physical Nature:
*Open Period:

Dispatch Method

B save | JELReturn to Search | [=] motify | [Ek &l |

Ereinht Option

IGoods 'l
IError 'l

WAT Default WAT Service Treatment Setup  POA Seftings

poateDisplay nciude Histary S# Correct History
UpdateDizpl A2 Include Hist EFC ct Hist

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 diéplay _and_ydur own User ID may

Enter.

= Set Lp Financials/Supply
Chain
[+ Install
[> Security
[> Upgrade
[ Business Unit Related
» Commaon Definitions
[> Accounting Entry
Templates
[ Activities

[* Agency Location Codes

[ Approvals

[ Bank Branch Fila

[ CalendarsfSchedules

[» Codes and Auto
Mumbering

[» Currency

[» Customers

User Preferences

Enter any information you hawe and click Search. Leawve fields hlank for a list of all value:

/ Find an Existing Value

Resources Data
Set up resources data

El Competencies
Lioad Holickays
Competency Types
10 Mare. ..

Suppliers

Set up supplier-facing applications
] defaults.

= Confiqure External Access

User Preferences
Set up user preferences.

El AP User Preferences Report
= Define User Preferences
=l User Preferences Report

User ID: | begins Withj"_SN

[” case Sensitive

a

Search | Clear | Basic Search Save Search Criteria

Menu O
> Products =]
[ Resources Data
[» Sales and Use Tax
[> Shipping and Receiving
[ Suppliers
[> Team Mernbers
[> Units of Measure
= User Preferences
— AP User Preferences

— Lser Preferences
Report
[+ WAT and Intrastat
[» Extcise and Sales
TashAT IND
[ Wiorkilow
[ ¥ml Schema
—Tables Accessed and
Updated

MMain Content

Look Up User ID

User ID: | begins with ||

Look Up | Clear | Cancel |Bagic Lookup

Search Results
Qnlythe first 300 results can be displayed. Enter more inf

Wiew All 1-100 of 200 |I| Last
useco |
A00000

AR

Al

AZS

AS

default and click Search or press

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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User Preferences
Enter any infarmation you hawe and click Search. Leave fields blank for a

J Find an Existing Value |

User ID: | bagins with x| [KEA Q

[" Ccase Sensitive

gearch | Clear | Basic Search Save Search Criteria

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.

/ UserPreferences | Overall Preferences '

Overall Preferences links

User ID: KEA

Name: |.Jim Keach

Business Unit: lm Q v Madison

SetiD: [UAMSE QL iy wadison

As of Date: [09r13rz008 5 a user to a specific
Localization Country: WO\ LISA Business Unit.

[ Atternate Character Enabled

O Display Debit/Credit Amounts in Subsystems

B save |/ S\ Returnto Search | [=] matify | % Refresh

UserP
User Preferences

ferences | Owverall Preferences

This Business Unit
defaults into each PO
entered by this user.

Asset Management
IT Aszet Manadgement

Owerall Preference

-
q
|

Frocess Group Billing
Contracts
General Ledger
Imventary
Lease Administration
Maintenance Managetment
Manufacturing
Orders - Quotations
Crders - BMA
Orders - Sales
Payicyele

Bl save | LLReturn to Search | [=] matity | % Refresh

Procurernent
Fromations Management
Receivables Data Entry 1
Receivahles Data Entry 2
Stafiing - General Freferences
Staffing - Job Data

Strateqic Sourcing

Supplier Contract banagement
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Procurement link. There are additional links on this page and two are selected for additional
review.

[ UserPreferences } Procurement '\

User: KEA Jim keach
Location; |T*J‘CJRTHF'*”*F{K U 21 North Park Street
Origin: IMSN Q Online Processing

Department: I Q
Ship To Location: INORTHPARK CL 21 Morth Park Street

Requester: I Q
Buyer: | Q
Contract Process  Eehate Authorization les Online Youchering Receiver Sefup

Eequisition Authurizatinns(mseomerﬁuthnrizatians Yendor Processing Authority ¢ Tolerance Authorizations

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.

Purchase Order Authorizations

User: KEA Jim Keach

[V approval V' Can Work Approved PO's

¥ cancel I Full Authority for All Buyers

¥ Delete

I Close Rebate ID Security Control: | view Only =l
Buyers User Authorization All| S First |I| 1o 1 |I| Last
Buyers User Authorized For Description Add Update Cancel Delete Close

Q v ~ 3 O O =

Yendor Processing Authority

User: KEA Jim kKeach

¥ Authority to Enter
[ Authority to Approve
[ Authority to Inactivate

[o]24 | Cancel Refresh
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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.

Resenne
Fos

' [optional)
| Create
c Iz FO
(onlli:: :” h;fch) | Approve POs | Dispatch POs | Change
{optional) (FOP D005 Orders !
" roptional) [/
Document ReE T
tolerance chedk shipmants

POs

(optional) {ariohal

Budget cheack
P s
Captinnal)

Create
vouchers

Run Matching | | Reconcile PO=
[(AP_MATCHING) (PO_FPORECON)

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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[> Products
[* Promotions
[ Customer Contracts
[> Order Management
[ Pricing Configuration
[ Customer Returns
[* ltems
[» Cost Accounting
[ Wendors
= Purchasing
[» Requisitions
[> Reguest far Quotes
[> Procurement Contracts
= Purchase Orders
[ StagelSource Requests
[» Acknowledgements
[» Manage Change Orders
[» Reconcile POs
[ Review PO Infarmatian
[» Reports
[» Budget vear End

=

Express Purchase Order

/" Eind an Existing Value " Add a New Value |

Business Unit: ILJWADR Q
PO ID: MEXT
Add

Find an Existing Yalue | Add a Mew Value

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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Express Purchase Order
Purchase Order

Unit: LAAAD W PO Status: Initial
PO ID: MNEXT Budget Status: Mat Chik'd
Copy From: I 'l [ Hold From Further Processing
S
*PO Date: |12ID412006 El Yendor Search Doc Tol Status: Yalid
Vendor || @ vendor Details
“fendor ID: 1 I &} Receipt Status: Mot Recvd
*Buyer: 2 I &} *Dispatch Method: I vl Dispatch |
PO Reference: | PO Type: IGEN Q
Merchandise:
Headsr Details 3 PO Actiies Add ShipTo Comments erchandise 000 e |
PO Defaults 4 5 Freight/ Tax/Misc.: 0.0
Add Comments Total Amount: 0.00 USD
Furchasing kit Catalog ltem Search
Line tem Description PO Oty *UOM Category Amount
b1 B Q| =@ | [ Ia] Ql ©

Expand Al Collapse All
Wiew Printable Yersion Goto: I Mare .. j

B save | [=] motify | 4 Refresh

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.

35



UNIVERSITY OF
WISCONSIN SYSTEM

L“ UW System Shared Financial System

The following page is the PO Header Details that can be updated or left at default values.
Express Purchase Order

PO Header Details

Unit: LIYADh PO ID: MEXT Vendor:
Vendor: PO Date: 1210452006
PO Type: IGEN Q Buidget Status: Mot Chi'd

*Billing Location: IACCTPAY C,  Billing Address [~ Tax Exempt D: I
Origin: | Q Letter of Credit ID: | Q

Currency Code: IUSD C,  Exchange Rate Detail Base Currency: UsD

Rate Date: 1 2/04/2006 Exchange Rate: 1.00000000
Rate Type: CRRMT

Acknowledgements required for | Mot reguired ~|  Accounting Date: [1zi0ar2008 [

¥ Dispatch ‘Method: | -] Accounting Template: [STANDARD QL

QK | Cancel | Refreshl

The following page is the Purchase Order Defaults page that can be updated or left at the
default values.

Express Purchase Order

Purchase Qrder Defaults

Uinit: UWADM PO ID: MEXT VYendor:

" Default Ifyou selectthis option, the default values entered an this page are treated as part of the defaulting logic and are anly
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 notused.

& Override Ifyou selectthis option, all defaultvalues entered on this page override the defaultvalues found in the default hierarchy.

Category: I Q Unit of Measure: I Q

Ship To: | Q Uttimate Use Code: | Q
Due Date: I E‘j Original Promise Date: I E"J
Ship Via: IBESTW-"’\Y Q Freight Terms Code: IDE5T|N Q
Arbitration: I Q Freight Charge Method: I :l'

*Distribute by | Guantity hd One Time Address

SpeedChart: I Q

|:' Chartfields ! Azzet Information !| =

Dist Percent  GL Unit Account Fund Dept Program Class PC Bus Unit Project
1] owson @ | a[_a] Y Y Y

Ok | Cancel | Refreshl
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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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Exzpress Purchase Order

Purchase Order

Unit: LAWADM

POID: MEXT

Copy From: Iﬁ

52

*PO Date: IWEU Wendar Search

Vendor I Q. vendaor Details
“Wendor ID: I Q,
*Buyer: | (&}

PO Reference: |

Header Details PO Activities Add ShipTa Comments
P Defaults
Add Comtments
PO ShipTo Comments
Unit: LW ADM PO ID: MEXT Vendor:

*Sort Method: Wendor Flag

Comizins

Copy Standard Comments

GEM

*Sort Sequence: IAscending jv 4|Surt

Inactivate |

¢

location.

¥ Send to Vendor [~ Shown at Receipt [~ Shown at Vo

Note: You can not copy a
comment without a “ship to”

Attachment attach | view |

Delete | ™ Email

From -= PO UWADM-MEXT

Ok Cancel Refresh

Standard Comments

*Action: | capy Comment =]

Comment Type: I Q Comment ID: I Q
*Effective Date: |1 2052006 “Status: IActi\n’e X I

Description: |

—

Short Desc:

Comments:

0K Cancel Retresh
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Standard Comments

Action: |Cupy Camment j
[Copy Comment
. |Create New Comment 0 I Q,
C nt Type: 1D:
S Linkto Comment
‘Effective Date:  |12/05/2006 “Status: | active =l
Description: |
Short Desc: I
Comments:
=
=
Ok | Cancel | Refresh |

Standard Comments

*Action: | Copy cComment =l
Comment Type: IREG Q Comment ID: IREG Q
*Effective Date: |1 2i05/2006 “Status: IActive v[
Description: IREGULAR COMMEMNT
Short Desc: IREGULAR cq
Comments:

Ok | Cancel | Refresh |

Drop down menu show choices. Comments must already exist, refer to Standard Comment

set-up.

PO ShipToe Comments

Unit: LANADI PO ID: MEXT

=

*Sort Method:

| vendar Flag

Vendor:  NOVELLINGC-001

*Sort Sequence: IASCEHE””Q :"

Sort

Find [View Al First [ 4 o 4 [ Last

Copy Standard Comments Ship To: |ADMNISTR Y]  Comment Status:  Active Inastivate|
DELMER TO THE LOCATION SPECIFIED QMLY - @
MO SUBSTITUTIONS WITHOUT PRIOR APPROWAL
PRICE GOM INVOICE MUST MATCH QGLIOTE :I
¥ SendtoVendor [ Shown at Receipt [ Shown at Voucher

Attachment Attach | Wiy | Delete | ™ Email

QK I Cancel | Refrash |

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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Express Purchase Order
Purchase Order

Unit: UWAD M PO Status: Initial
POID: MEXT Budget Status: Mot Chk'd
Copy From: lﬁ I” Hold From Further Processing
B
*PO Date: IWE‘J Wendor Search Doc Tol Status: Walid
Vendor MQ Yendor Details
“endor ID: [oonooozorz @ movELLING Receipt Status: Mot Recvd
*Buyer: |« *Dispatch Method: [Frint =] | Dispateh |
PO Reference: | PO Type: IW [} .
p " . Merchandise: 0.00 CI |Ck the + to add
;Izangr:ﬁtsalls PO Activities Edit ShipTo Comments S w0 Caloulate lines to the PO before
#dd Cormmernts Total Amount: 0.00 USD “Expand A””.

Purchasing kit Catalog ltern Search

Find First E| 1 of 1 EJ | ast

Line Item Description PO Qty *UOM Category Amount Status
Y q =L al a S
Expand Al Collapse All
igw Printable Version Gotor |- More |
B save | Jetify L Refresh Eradd | ElUpdat
Purchasing Kit Catalog ltern Search
Fing  First (4] vor 1 [F] Last
Line Item Description PO Qty UOM  Category Amount Status
S aj =1 | al O st =
Find  First [ 1001 [ Laat
Sched  “DueDate *Ship To PO Gty Price Amount Status *Distribute by
= g B [ [ADMINIETRA @ | | | Active Amount =] B EE=
i
| Crartfields Y Detellsax | assetinformation | EesDetal j  Stetuses |
Dist Status Percent Amount Curr *GL Unit  *Account Fund Dent Program Class EﬁitB"S Project Activity Affiliate
1 Open UWADN 2 [ Q al Q Q Q al 2 Q a BEE

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.

=
“PO Date: |1 2/05/2008 El wendor Search Doc Tol Status: walid
Vendor INOVELLINC-DM @ wendor Details
“Wendor ID: |DDDDDnzm z Q. MOVELL ING Receipt Status: Mot Recvd
*Buyer: 2= Q KeachJim UWMSN “Dispatch Method: [Prirt | Le
PO Reference: | ‘PO Type: IGEN Q,
HeaderDetails PO Activities Edit ShipTo Camments Merchandise: e —
PO Defaults Freight TaxMisc.: 0og —
Add Commants Total Amount: 7200.00 USD
Furchasing kit Catalog ltern Search
Lines
. — > Line Item Description PO Oty *UOM Category
Line _
- 1 & Q [sUPPLES =8 | 20000 [cTN @ [61500 |
Amount
Schedul .
Schedule — chedules will
Sched *Due Date *Ship To PO Oty Price Amount atus *Distri
i} calculate
< 1 B [12:052008 [ [DMIMSTRA QL | 20000 | 3600.00000 | 7200.00') Active Amo
at save

Distribution >

J( Chartfields \( Detail=iTax Y Az=et Infarmation Y Een Detail Statuze "
Dist Status Percent Amo Curr *GL Unit *Account Fund Dept Program |
1 Open J100.0g0 | 7200.00 NSO [UwiaDh Q) [2620 Q 301 | Q [o10100 Q Q|

Expand Al Collapse All
Yiew Printable Version Goto: |- More ..

la

& save | [=] Motify I 4 Refresh
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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.

N (it

UM Campury Amsn
L 9

=L

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.

1
| ﬂﬁ :
PO Status: Appraved t/ i ' i
! 1
1

Budget Status: Mot Chk'd L

™ Hold From Further Processing
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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

= Purchase Orders | PO Budget Check Request
[- StagerSource Reguests Enter any infarmation you have and click Search. Leave fields b
[+ Acknowledgements
I Manage Change Orders / Find an Existing Value {_Add a New Value
[» Reconcile POs
I» Review PO Information Run Control ID: [begins with 7] |
[ Reparts [ Case Sensitive

[* Budget Year End

Processing Search | Clear |BasicSearch B gave Search Crit

— Addipdate Express

Fos

P s hR It:
- Add/Update POs carehmesuls rnerna
- w [Bun Control ID Language Code
— Approve ChartFields :

rove ChartFields Ao el

—Reseve PO IDs AP BCM Enalish
— Maintain Distributions AP_PAYMENT POST English
— Dispateh POs AP WOUCHER POST English
— Wetify Dacurment MSNDLY Enalish

Tolerance POSPY1 Enalish
— Budget Check Egsgg; —E‘—E: ::gE
— Eniry Event Request PO DISPATCH LSN English
— Create Backorders P S

Search for the Run Control and click on the link or “Add”
[ Budget Check Request
Run Control ID:  FPO_BCM ReportManager Process Monitar Run |

Budget Check Request

=
Request Number:
 Once g i
ol Always *Description; PO BUDGET CHECK
© Don't Run

*Business Unit: Value = I Business Unit:  |UWADM Q

POID: All ~
PO Date: All hd
Acty Date: Al -
PO Type: All i
Buyer ID: All -
Origin; All hd
PO Status: All =
Mid Roll Status:  |All i

Eﬂsavel Eant\fyl
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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Process Scheduler Request

User ID: LS Run Control ID: FO_BCM

Server Name: SLIMN Run Date: |1 20812006 El
Recurrence: I 'I Run Time: |1 221:47FM Resetto Current DateiTime |

Time Zone: I Q
Select Description Process Name Process Type Type *Format Distribution

I Camm. Cntrl. Budget Processor FS_BP Application Engine IWeb 'l |T><T 'l Distributior

(0]54 | Cancel |
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.

Express Purchase Order

Purchase Order

Unit: AT PO Status: Approved
PO ID: 00oo0aao0 Budget Status
Copy From: | j I™ Hold From Further Processing

=

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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Express Purchase Order
Purchase Order

Unit: LivwaD PO Status: Approved x
PO ID: 0000000001 Budget Status: Walid

Copy From: I—L, I Hold From Further Processing

S

*PO Date: IWEJ Wendor Search Doc Tol Status: Walid

Yendor INOVELLINC—Dm Q) wendor Details
“Wendor ID: IDDDDDDQM 2 Q. MOVELL INC Receipt Status:
*Buyer: |KEA L KeachJim WWHSH

PO Reference: | PO Type: IGEN Q

Header Details PO Activities Edit ShipTo Comments
PO Defaults Document Status
Add Comments Bequisitions

Dispatch

Merchandise:

Calculpte

Freight/ Tax/Misc.:
7200.00 USD

Purchasing Kit Catalog ftern Search Line: I A To: I Q
Line Item Description PO Oty *UOM Category Amount
b1 B Q [SUPPLIES =HE | 20000 [cTH @ [B1500 Q| 720

. : Dispatch | .
Select Dispatch method or use default and then click on the &l 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.

Dispatch Options

Fax Cover Pape: I Test Dispatch

I Print BU Comiments

Server Mame: FEUM L4 I” Print Duplicate on PO
*Oufpist Destination Format: | PDF j‘ I™ Print Copy

Reply Yes or No to the message.

YWould yau like to wait for confirmation that the PO Dispateh pracess has completed? {10208 443

Your requestis currently in process, Ifyou choose to wait, once the process has completed, you will be returned to the updated PO, Ifyou choose notto wait, please checkthe Process
Monitor to verify that the scheduled process has completed hefore accessing the PO heing dispatched.

Yes | Mo
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MicrosoftInternet Explorer x|

' Purchase Order, 0000000001, has been scheduled For dispatch. The process instance number is 31791586,
E (10208,47)
L

Please check the Process Monitor o werify that the scheduled process has completed before accessing the PO being
dispatched.

.

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.

[> Risk Management ] Mg Window | 1
[+ Financial Gateway h
[> ¥AT and Intrastat = — - -
b Excise and Sales TavAT [ List ¥ Ewplorer ) Administration {_ Archives |
IMD
[ Gommitment Control
I General Ledger Useri:  |LSN Type: | ~liast: [ 1|Days x| ﬂl
[> Allocations . - . - . .
[ — Status: | J Folder.l J Instance: | to: |
[» SCM Integrations Report List
[> Set Up FinancialsfSupply FenoriD e =
Chain Splect ~oPOR RTES  poorription . sequest Format Status Details
[> Enterprise Campanents D Instance Click DateiTime
[ Government Resource } 1212152008 .
Bl O 395280 3181336 Email 130 H0PM Acrobat (F.pdfy Posted Details
[> Background Processes ) ) y 1212112006 _
[ Wiorklist [ 395279 3181335 Single PO Dispatch/Print B Acrobat (*.pdfy Posted Details
[ Tree Manager - )
< Reporting Tools O 395278 3181333 Comm. Cnirl. Budget Processor | 212 12008 TetFiles  pogteq Details
b Query 1:26:58PM g}
> PBiniision O 305091 3181149 Pay Cucle Positive Pay Request | 2/20/2008 TeFiles  pocted Details
I XML Publisher 425:25FM 0
18 1212012006 Crystal Report .
AP Lrysial LReck g Letails
AL il O 395090 3181148 AP Crystal Check 42433PM * o) FPosted Details
I /A L —II
fswebtest2.services.wisc.edu:B032 / psreports/sF9tst /39 - | Ellil
! File Edit GoTo Favotites Help | i
[» Risk Management - — — - ]
[» Financial Gateway €D eack ~ 3 ~ Iﬂ \E"I g ‘ ) Search S Favorites <) ‘ x pe 1= 2
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Print PO from Process Monitor:

{ Process List Y SemverList |

User ID:ILSN O Type: | jLast: W IDays vl Refrash |
Server: I "I Name: I Q Instanr:e:| to |

Run | ~| Distribution [ ¥ Save On Refresh

Status: Status
Process List Customize | Find | & 100 | B8 First [4] 150 of 167 I Last
. Distribution .
Select Instance Seq. Process Type Process Hame User  Bun Date/Time Bun Status Status Details
] 3181334 PSJob PODISP LSM 122102006 1:29.58PM C5T Success Paosted Details

= 381333 Application Engine FS_BP LSM 1202102006 1.26.:57PM CST Success Posted Details

Click on PODISP
Process Detail
Process Name: PODISF

Main Job Instance: 3131334

E._'I 3181334 - PODISP Success
[ 3181335- POPODDS Success < Click here
[* 3181336- PO PO EMAIL Success

Click on View Log Trace for the PDF file

Process Detail

Instance: 3181335 Type: S0R Process

Hame: FOPOOOA Description: Single PO DispatchiPrint

Run Status:  Success Distribution Status: Posted

Run Control ID: PS_PO_LWADMOODOZ006_4271865 " Hold Request

Location: Server  Queue Request

S PSUNK " Cancel Request
" Delete Request

Recurrence: ¢ Restart Request

Request Created On: 12/21/2006 1:30:06PM CST Parameters Transfe

Run Anytime After:  12/21/2006 1:29:58PM CST Messadge Log

Began Process At: 1 2/21/2006 1:30:26PM CS5T Batch Timings

Ended Process At 1202172006 1:30:35PM ST Wiews LogiTrace




UNIVERSITY OF
WISCONSIN SYSTEM

b“ UW System Shared Financial System
View LogiTrace

ReportID: 385274

Hame: FOPOOOA Process Type:

Run Status: Success

Single PO DispatchiPrint

Distribution Node:  SF83TST_RPT_MODE=xpiration Date:

Datetime Created

1202102006 1:30:35.000000FM ¢
T2r2172006 1:30:35.000000FPM «
1202102006 1:30:35.000000FM ¢

Process Instance: 3181335

Distribute To

Print dispatched Name File Size

POs from .pdf SOR_POPO005 3181336.10g 1,710

file. popo005 3181335.POF 8,479
popo00s 3181335 out 2,275
Distribution ID Type *Distribution ID
User LSM

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.

[Express Purchase Order

Purchase Order

Unit: LWADR
PO ID: ooopzooe

Copy From: I 'I

S

PO Status: Dispatched @ X

Budget Status: Walid
[ Hold From Further Processing

\ Purchasing kit Catalag

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

Vendor Im Yendor Details Backorder Status: MNone Create BackOrder
“endor ID: [p000000008 | CORPORATE BUSINESS SYSTEMS Receipt Status: Mot Recvd

‘Buyer: LaT TaylorLot SYS *Dispatch Method: m Dispatch |
PO Reference: | *PO Type: W Q

Header Details PO Activities £dd ShipTo Comments Merchandise: 20000 |
O Defaults Document Status FreightiTaxMisc.: LHT]

Add Comrnents  Requisitions Total Amount: 200.00 UsD

ftern Search Line: | Q Tu:l Q Retrieve'

Line tem Description PO Oty UOM  Category Amount
b1 B | =HE | 20000 [E- {67084 Q| 200.00

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.
Express Purchase Order

Purchase Order

Unit: Uy Dm PO Status: Dispatched x
POID: 00002006 Budget Status: Valid
Copy From: I 'l " Hold From Further Processin

Change Header Details,
or the Change order icon.

5

*PO Date: IWEJ Wendaor Search Doc Tol Status: Valid

\endor lm Yendor Details Backorder Status: MNone Create BackOrder
WendorID:  [00D000000S | CORPORATE BUSINESS SYSTEMS Receipt Status: Mot Recvd

*Buyer: LaT Taylor Lot SYS *Dispatch Method: lm Dizpatch |
PO Reference: | PO Type: IW Q.

HeaderDetails PO Activiies Add ShipTo Comments Merchandise: 200 |
PO Defaulls Dosument Status L L B 0.00

Add Comments  Requisitions Total Amount: 200.00 USD

— | | Retrigve
Purchasing Kit Catalog ltern Search Line: A To: Q —I

Change Line Details

Chanae Schedule Details
e Dale I [1] 5

ption PO Oty UOM Category Amount

HE | 20000 [Er  [eToB4 Q| 20000, !

Price Amount Status *Distribute by

Boog @ummua [FinservicE | 20000 [ 1oo.o0000 | 20000 Active [mount =] &

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.
Express Purchase Order
Purchase Order

Unit: L ADI PO Status: Dispatched x
PO ID: 0ooo0z006 Budget Status: Walid

Copy From: I—L, I Hold From Further Processing

-

*PO Date: IWEJ vendor Search Doc Tol Status: ‘alid

Vendor Im Wendor Details Backorder Status: MNone Create BackOrder
“Wendor ID: [000000000E | CORPORATE BUSINESS SYSTEMS Receipt Status: Mot Recvd

“Buyer: L&aT Q. TaylorLori 5YS *Dispatch Method: m Dispatch |

PO Reference: | PO Type: IGEN Q
Merchandise:
et Details PO Activities Add ShinTo Comments 20000 Calculate |
PO Defaults Document Status Freight/TaxMisc.: 2.00
FOTCTmEents Reguisitions Total Amount: 200.00 USD
g | 3 | Retrieve
Purchasing Kit Catalog ltern Search Line: A To: Q —l

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:

Express Purchase Order

Purchase Order Defaults

Unit: LiiADM POID: 00002006 Vendor:  CORPORATEB-001
" Default Ifyou select this option, the defaultvalues entered on this page are treated as part of the defaulting logic and are only
applied if no other default values are found far each field. If default values already existin the hierarchy, they are used,
and the values anthis page are not used.
@ Override If you select this aption, all default values entered an this page override the default values found in the default hierarchy.
Category: I Q Unit of Measure: I Q
Ship To: |F|NSERV|CE QU Financial Senvices Ultimate Use Code: I Q
Due Date: I El Original Promise Date: I B
Ship via: IElEST'\F"-fAY Q Freight Terms Code: IDESTlN &
Arbitration: I Q Freight Charge Method: I j'
*Distribute by: | Amaunt hd One Tirne Address
SpeedChart: I Q
Chartfields Azzet Information ﬁ
Dist Percent GL Unit Account Fund Dept Program  Class Project
— 1 [100.0000 |UwaDk @ [3100 Q f301 @ [o10200 Q 1 Q| Q| Q
0K | Cancel | Refresh |

Changing a field in the distribution will display the following screen:
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Express Purchase Order

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

Unit: LAAD PO ID: 00ao2006 Vendor:

CORPORATER-001
ForLine and Schedule defaults, Select ‘Apply'to apply changes to all lines and schedules.
Faor Distribution defaults, Select ‘Apply'to apply chandes to the Distrib Line.

Example: Ifyou select Apply' for Distrib Line 3, the change is applied to each Distrib Line 3 on the PO,
Select Apply to Al Distribs' to apply changes to all distribution lines on the PO

(5 | i First E 1 ef 1 |I| Last
Apphy Distrib Line Field Hame i Apphy to All Distribs
- 1 Dept 010500 -
¥ SelectAll Clear All

Ok | Cancel | Refreshl

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.
Express Purchase Order

Retrofit field changes to "all" existing PO lines/schedules/distribt

Unit: LWADIM PO ID: oooo2ooa Vendor:

CORFORATEB-001

For Line and Schedule defaults, Select ‘Apply'to apply changes to all lines and schedules.
Far Distribution defaults, Select ‘Apply'to apply changes to the Distrib Line.

Example: If you select ‘Apply' for Distrib Line 3, the change is applied to each Distrib Line 3 anthe PO,
pply to All Distribs'to apply changes to all distribution lines on the PO,

Selact s

Custamnize | Find | view Al | 38 First [ 1 o 4 [M Last
Apply Distrib Ling, Field Hame Field Value Apply to All Distribs

I 1 Dept 010500 O

¥ Select Al Clear All

QK | Cancel | Refreshl

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

Sched *Due Date

*Ship To *PO Qty
< 1 B [rz2tzo08]  [Finservice |

Price Amount Status *Distribute by

20000 [ 10000000 20000 Active [Armount x] &

Jf’Chartﬁelds ' DetailsMax Y Asset information | ReqDetsl ) Stetuses

A
Dist Status Percent Amount Curr *GL Unit *Account Fund Dept Program Class EmpliD Project
1 Open [100.000 | 200.00 USD |UiiaDh @ (3100 Q301

@, |010500 Q|1 Q| Q| Q|
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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Purchase Order

Unit: LhiADM

PO Status:
dget Status:

Appraoved

POID: Qo002006
Change Order: 1

Copy From: I 'I ™ Hold From Further Processing

Walid

o
PO Date: |12I21IQDDE El Yendaor Search Doc Tol Status: Walid
Vendor ICORPORATEEI-EIEI‘ Wendor Details
“endor ID: IUDDDDDUUDQ CORPCORATE BUSIMESS SYSTEMS Receipt Status: Mot Recwd
*Buyer: LaT Q. Taylor,Lori 8YS *Dispatch Method: IPrint vI Dispatch
PO Reference: | ‘PO Type: IGEN aQ
Merchandise:
Header Details PO Activities Add ShigTo Cormerts erehandise 200.00 Calculate
PO Defaults Document Status Frelght/TaxMisc.: L/
Add Comments  Requisitions Total Amount: 200.00 USD
P . Retrieve
Purchasing kit Catalog Itern Search Line: I A To: I Q —I
Line ltemn Description PO Gty *UOM Category Amou
= 1 B | =& | 20000 |4 |B7O0B4 Q|
Sched *Due Date *Ship To PO Oty Price Amount Status *Distribute by
v ¢ B azuo06]  |FNSERVICE | 2.0000] | 100.00000] | 20000/ Active [amount =] &
f Chartfields ' DetsisTax | Assetinformation j ReqDetsll Y Statuses | [F=0
Dist Status Percent Amount Curr *GL Unit *Account Fund Dept Program  Class
1 Open ftoo.ooo [ 200.00 USD [UwiADh QL (3100 Q fso1 Q@ [o10500 Q|1 Q| ¢

Changed PO before “Save”.

Unit: LD
PO ID: Qoooozoos
Change Order: 1

Copy From: I *I ™ Hold From Further Processing

PO Status: Approved
Budget Status: MotChkd TG

5.2

*PO Date: IW Ell Yendor Search Doc Tol Status: Walid

\endor [CORPORATEB-007  Vendor Dstails

“Vendor ID: [000000000G | CORPORATE BUSINESS SYSTEMS Receipt Status: Mot Recvd

*Buyer: LAT L Taylor,Lor SYS *Dispatch Method: |F'rint "l Dispatch |
PO Reference: | PO Type: W Q

Header Details PO Activities Add ShipTo Comments Merchandise: 20000 Calculate |
PO Defaults Document Status FreightTax/Misc.: (i

Add Camments Requisitions Total Amount: 200.00 UsD

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.

Express Purchase Order
Purchase Order

Unit: LA PO Status: Dispatched A x

PO ID: 00002000 Budget Status: walid

Copy From: Iﬁ [ Hold From Further Processing

v
*PO Date: [fiz7zone B vendor Search Doc Tol Status:  valid

Vendor lm wendor Details Backorder Status: MNone Create BackOrder
“~Vendor ID: [DUDDD0DDEE | PITMEY BOWES ING Recelpt Status: Mot Recyd
*Buyer: LSH Janet Larson *Dispatch Method: lm Dispatch |

PO Reference: | PO Type: W Q,

HeaderDetails PO Activties Add ShinTo Comments Merchandise: N e |

PO Defaults Document Status Freight/TaxMisc.: 0.00

Add Comments  Reguisiions Total Amount: 6000.00 USD

Purchasing Kit Catalog lterm Search Line: I—Q To: I—Q M

Lines i

Line em Description PO Oty *UOM Category Amount
- 1 (B [PosTAGE METER e | a0000 [En [e0077 Q| £000.00] ¢

Sched *Due Date *Ship To PO Oty Price Amount Status *Distribute by
of 1 By [11272008]  JaccounTii 20000 | 2000.00000] | BO00.00  Active [Amount =] &5

Click on the Line Details icon. The following screen will be displayed. Click on the Create

Line Change icon. \NL
Express Purchase r

Details for Line 1

PO ID: 00002000 PITHEYBOWE-001

Line: 1 tem: POSTAGE
Category: BOO7T Line Status: Active

Category Desc: Postage Meters Backorder Status: Mone

Category ID: 04075

Amount to Receive: 5,000,000 usD Merchandise Amt:  5000.00 usD
Guantity to Receive:  3.0000 Doc. Base Amt: 5,000.00 usD

Transaction kem Description:
FOSTAGE METER

Preferred Language tem Description: Main Content

Expand Al Collapse All

R B4 B B4

QK Cancel Retresh
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Express Purchase Order

Purchase Order

Unit; UWADM PO Status: Dispatched A X
PO ID: oooozooo Budget Status: Valid

Copy From: l—;l I” Hold From Further Processing

!

*PO Date: IW El Wendor Search Doc Tol Status: Walid

vendor [FTHNEVEOWEDDT  vendor Details Backorder Status: None Create BackDrder
“yendor ID: [D0DDOD0DSE | PITMEY BOWES ING Recelpt Status: Mot Recvd

*Buyer: LSN JanetLarson *Dispatch Method: lm Dispatch |
PO Reference: | PO Type: W a,

HeaderDstails PO Activities Agd ShipTo Comments Merchandise: s00000 e |
PO Defaults Document Status Freight Tax/Misc.: i}

Add Comments  Reguisitions Total Amount: G000.00 USD
Purchasing Kit Catalog ltern Search Line: I—Q To: I—Q ml

Lines

Line tem Description PO Oty *UOM Category Amount
- 1 B Q [POSTAGE METER e | 30000 [EA @ [e0077 Q| F000.00

This is the next screen. Note all the fields that can now be changed. Change PO Quantity to 4

and “Save”.

Express Purchase Order

Purchase Order

Unit: LIAAD
PO ID: 0ooozaoa

Cpen ™ A x
mat Chi'd it

PO Status:
Budget Status:

Change Order; 1

Copy From: I 'l I Hold From Further Processing
5
*PO Date: |1 12712006 [#1] wendor Search Doc Tol Status: walid
Yendor IPITNEYEIOWE—DM Yendaor Details
“Wendor ID: |DDDDDDDDSE PITHEY BOWES IMNC Receipt Status: Mot Recvd
*Buyer: LSM Janet Larson *Dispatch Method: I Print vI Dispatch |
PO Reference: | PO Type: IGEN aQ
Merchandise:

Header Details PO Activities Add ShipTo Comments #000.00 Calculate |
PO Defaults Cocument Status Freight TaxMisc.: L.00
Add Comraents  Bequisitions Total Amount: 8000.00 USD

[ . Retrieve
Purchasing Kit Catalog ltern Search Line: I QU Te: I Q —l

Lines

Line tem Description PO Oty *UOM Category Amoun

B | | =& 40000 [En [6o077 Q|
Schedues |

et 1

Sched *Due Date *Ship To PO Oty Price Amount Status *Distribute by
pooq B [1i2re006 B JACCOUNTING, | 40000 | 200000000 | BOONOD  Active [Amount =] &

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.

Express Purchase Order

Purchase Order

Unit: UVYADM PO Status: Dispatched A x
PO ID: 0019499 Budget Status: valid
Change Order: 1
Copy From: I 'l [ Hold From Further Processing
7
*PO Date: |1 1272008 EJ Yendor Search Doc Tol Status: Walid
Vendor IPITNEYEIOWE—Dm Wendor Details Backorder Status: MNone Create BackOrder
“Wendor ID: IDDDDDDDDEE FITHNEY BOWES INC Receipt Status: Mot Recyd
*Buyer: LSM Janet Larson *Dispatch Method: IEmaiI vI Dispatch |
PO Reference: ITEST CHAMGE ORDER *PO Type: IGEN Q
Merchandise:
HeaderDetalls PO Activities 2dd ShipTo Comments erchandise 2000.00
FreightTaxMisc.: Calculate
PO Defaults Cocument Status UL LA L e 0.00
Edit Comments  Reguisitions Total Amount: 2000.00 USD
Frem | . I Retrieve
Purchasing Kit Catalog ltern Search Line: QU Te: Q —l
Lines
Line ftem Description PO Oty *UOM Category Amount

= 1 B | =& | 1.0000 [EA | [60073 Q| 20

Sch *Due Date *Ship To PO Oty Price Amount Status *Distribute by

D/ B Juzrzoos  Jaccountn | 1.0000) [ 2000.00000] | 200000 Active [Amount =] &

Click on the Schedule Details Icon.

This is the next screen. Click on the Create Schedule Change icon.

Express Purchase Order

Details for Schedule 1

Unit:
PO ID:

Line:
Sched:

Due Date:

Time Due:

Original Promise Date: |1112712005 £

LWAD M
001993
1
1

1112772008

Ship Date: [ el
Ship Via: BESTWAT Bestway
Freight Terms: IDESTlN Destination
Distribute by Armount

Expand All Collapse All

[>

¥

L

[>

Vendor:

Hem:

Status:

FITMNEYBINAWE-001
POSTAGE METER
Active @
¥ custom Price - No Override
O Mo Charge
Schedule Oty 1.0000
Merchandise Amt: 200000 UsD
Doc. Base Amount: 2000.00 USD
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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,

Purchase Order

Unit:

LIWYAD b PO Status: Dispatched A x

PO ID: 001999 Budget Status:  valid
Change Order: 1

Copy From: | 'l [ Hold From Further Processing

5

*PO Date: IWEJ Yendar Search Doc Tol Status: Walid

Yendor lm Wendor Details Backorder Status: Mone Create BackOrder
wendorID:  [0DD0D0D0GE | PITNEY BOWES ING Receipt Status: Mot Recvd

*Buyer: LSk JanetLarson *Dispatch Method: lm Dispatch |
PO Reference: |TEST CHAMGE ORDER *PO Type: IW Q

Header Details PO Activities Add ShipTa Camments Merchandise: 200000 e |
PO Defaults Document Status Freight/TaxMisc.: {tHi]

Edit Comments Bequisitions Total Amount: 2000.00 USD

P | . | Retrieve
Purchasing kit Catalog ltem Search Line: QA Te: Q —I

Change

Line ftem Description PO Oty UOM Category Armount

1R | =HE | 1.0000 [EA | |BOD73 Q| 2000

Sched

*Due Date *Ship To Price

PO Oty
1.0000 I 2000.00000

mount Status *Distribute by

200000 Active [Amount =] &

v 1 B 11272006 [H [AcCoUNTIN G

Distributions
Chartfields Y DetailsTax Y Assetinformation | ReqDetal ) Statuses
Dist Status Percent Amount Curr *GL Unit *Account Fund Dept Program Class Emy

1 Open [100.000 [ 2000.00 USD |UwADK Q) [3150 Q faor Q010100 Q_ [1 Q| al”

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

Sum of scheduled gquantities (2 not equal to line guantity (13, reset Line Gty an line (137 (10200,362)

The sum of all the scheduled guantities should equal the gquantity on the line.
Yes I Mo

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.

Lines

=

Line ftem Description PO Oty *UOM Category Amount St

1 B [ HE | zoo00 [en | [s0073 Q| o000 O ¢

Sched *Due Date *Ship To PO Oty Price Amount Status *Distribute by
= 9 B [1172712006 [ [acCOUNTIN GG, | 20000 | 3000.00000 | B000.00  Active [amount =] €8

Distributions Custornize | F

Chartfields ' DetailzTax | Assetnformetion | ReoDetsl ) Statuses
Dist Status Percent Amount Curr *GL Unit *Account Fund Dept Program Class EmpliD ]
1 Open {100.000 | GO00.00 USD [UwiaDK @, [3150 Q fa01 @ [o1o100 Q f1 Q| Q| al
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Unit: LWADM PO Status: Qpen ™ A x
PO ID: 0015949 Buiget Status: Mot Chik'd ﬂﬁ

Change Order: 2

Copy From: I 'l [ Hold From Further Processing

ha

*PO Date: [fiz7z008 B vendor Search Doc Tol Status:  valid

Vendor lm Wendar Details

endorID:  [0D0DODODEE | PITMEY BOWES INC Receipt Status: Mot Recvd

*Buyer: LS Janet Larson *Dispatch Method: Im Dispatch |
PO Reference: |TEST CHAMGE ORDER PO Type: IW Q

HeaderDetalls PO Activities Add ShinTo Comments MBTCha"diSE:_ w0000 |
FQ Defaults Document Status FreightTaxMisc.: 0.00

Edit Comments  Reguisitions Total Amount: 6000.00 USD

Frem | | Retrieve
Purchasing kit Catalog ltem Search Line: Q To: Q —I

Line ftem Description PO Oty *UOM Category Amount
- 1 B | e | 20000 [EA |soo73 Q| 000
Sched *Due Date *Ship To PO Oty Price Amount Status *Distribute by
< ¢ B [1zmz008 E [accounTtinG | 20000 | 3000.00000 | BO0D.00  Active [armount =] &9

Distributions
Chartfields Y DetaisTax | Assetinformation | Req Detail
Dist Status Percent Amount Curr *GL Unit *Account Fund Dept Program Class Em

1 Open [100.000 | G000D.00 LSD |UwADK , [3150 Q f301 @ Joro100 Qi Q| Q, |_

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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Purchase Order
W System Administration
PURCHASMNG Purchass Crdar
SO0 REGENT STHEET i e S L 153
SUTE 15 Prpmani Teeme  Freighe Tsmmm Ship ¥s
UL R tml R R ST 3 Omatiratios wEa CHY
Loribaed St Thara Tamsncy
Juses Earacs WD
SWmredar.  COUDUCDUEE Hhig T Uit by ol '# e consin Seslan
MTHEY BOWES INC Euile 221
4 PAHE ML T Rmgurd O
APFPLETOM W 245157 208 Madiza W0 IITEE
United St
Bil Ta: T Rmgerd
[28 [ frry]
MaZiza W 3TT e
o
m B TexCepmpd I0c _Bsglenish oy Gigive: Siyyied
Balo Sty UOM  FOPice  Criedeg oyl Qe Dais |
- 1 FETASE HITER A L] o, &, Bk, AL
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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.

Sched *Due Date *Ship To PO Oty Price Amount Status *Distribute by
v 1 B [ruzrzoos|  [accounTii | 20000 | 3000.00000, | 5000.00  Active Amount 7] &9

Customize | Find | iew Al | 5

Chartfields | DetailzTax | Assetinformation | ReqDetal | Statuses
Dist Status Percent Amount Curr *GL Unit *Account Fund Dept Program Class EmpliD Project
1 Open |100.000 [ 6000.00 USD [UwiaDk O [3150 Q fa01 @ [oro100 Q |1 Q| Q| Q|

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

Lines
Line ftem Description PO Oty *UOM Category Amount
= 1 B | =HeE | Tooon [vR | [asezt G| 13138.88
Sched *Due Date *Ship To *PO Oty Price Amount Status *Distriburte by
- 1 B |osnozoos] oIS | 1.0000) | 13136.88000 |  13136.88)  Active [Amount ] &9

Distributions
Chartfields

Customize | Find |

b DretailzTax e Azzet Information

Dist Status I Percent Amount Curr *GL Unit *Account Fund Dept Progrdm Class EmpliD Projec

1 Open ! |1UU noo |13136 28 USD IWADM 2460 350 074000 1 1 I e}

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.

Lines
Line tem Description PO Oty *UOM Category Amount Status
- 1 B | B | 300000 B4 [20410 Q| 8916.00) (2 Active
Sched *Due Date *Ship To PO Oty Price Amount Status *Distribute by
< 1 [ |ows02006)  [acADLCL | soooool | 29720000 | 8916.00  Ative Amount 7]

Distributions

~ . . ] . 1
Customize | Find | Wiew All | 52
Chartfields ' DetailsTax ) Assetinformation § RegDetal |y Statuses

Dist Status Percent Amount Curr *GL Unit *Account Fund - Prngram Class EmpliD Project
1 Open [100.000 | 891600 USD |UwsYEQ, [3195 Q f144 |50391u Q| Q [144MZ08
Example: Change department to 503920 and *“save”.
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Express Purchase Order
Purchase Order

Unit: WSS PO Status: Dispatched
PO ID: #151056 Budget Status: Mat Chk'd ﬂa
Copy From: | 'I o Further Processing
S
*PO Date: 08/30/2006 El Wendar Search Doc Tol Status: valid
Vendor DELLCOMPLUT-001 wendor Details Backorder Status: MNone Create BackOrder
“Vendor ID: 00000021 56 DELL COMPUTERS Receipt Status: Mot Recvd
*Buyer: LaT TaylorLari S¥5 *Dispatch Method: | Print | Dispatch |
PO Reference: [11-20400-505 *PO Type: IGEN a,
Merchandise:
Header Details FO Activities Add ShinTo Comments 561800 Calculate |
FO Defaults Document Status AL oo
Add Comments  Requisiions Total Amount: 2H16.00 USD

[ I . I Retrieve
Purchasing Kit Catalog ltern Search Line: A To: Q —I

Line tem Description PO GOty UOM Category Amount Status
= 1 B [ =HE | 300000 [E+ | [zost0 Q| £016.00/ O Active

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

< ¢ [ |osa0iz006]  JacaDLCL | 3noooo | 297.20000] | 891600 Active [amount =] £

#

}f Chartfields | DstailsTax | Assetnformstion || ReqDetsl | Ststusss | [F5H
Dist Status Percent Amount Curr *GL Unit  *Account Fund Dept Program  Class EmpliD Project
1 Open [100.000 | 8916.00 WSD [UWSYEC, (3195 Q 144 Q303820 Q|6 Q| Q| Q [144MZ08

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.

Status

S Click to add a Distribution Line
16.00 O Active

Find First [« 1 of 1 [¥] Last

‘mpliD Project Affiliate
Q [144nz08 Q| a, =l
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Line tem Description PO Oty *UOM Category Amount Status
1 B | HE | 300000 [EA | [20410 Q| 81600 OO Active [
Schedules
Sched *Due Date *Ship To PO Oty Price Amount Status *Distribute by
< 1 & |oasoz008]  [acADLCL | 3oooo0) | 287.20000 | 8916.00  Active [amount =] &5

Distributions
Chartfields

Y Detail=Tax i Azzet Information 5 Req Detail

Dist Status Percent Amount Curr *GL Unit *Account Fund Dept Program Class EmpliD Project
1 Open |50.0000 | 445800 USD [uwsrEQ [3195 Q |14 @ |503820 Q |8 Q| Q| Q [144nz08
2 Open |s0.0000 | 445800 USD [UwsvEQ | Q| Q| Q| Q| Q| Q|

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.
Purchase Order

Unit: LWEYS PO Status: Dispatched A x
POID: %151056 Budget Status: MotChkd B
Copy From: | % l I Hold From Further Processing
PO Date: |DSISDIEDDE El endor Search Doc Tol Status: valid
Vendor |DELLCOMPUT—DD1 Yendor Details Backorder Status: Mone Create BackOrder
Vendor ID: IDDDDDDE156 DELL COMPUTERS Receipt Status: Mot Recyd
Buyer: LaT TavlorLor 5Y5 “Dispatch Method: |F'rint 'l Dispatch |
PO Reference: |11-204DD—505 PO Type: IGEN Q
Merchandise:
HeaderDetails PO Activities Add ShipTo Comments erehandise O e |
Freight/TaxMisc.: 0.oo
PO Defaults Document Status -
Add Comments  Reuisitions Total Amount: 8916.00 USD

i | | Retrieve
Purchasing Kit Catalog ltern Search Line: Q T Q —I

Line ftermn Description PO Gty *UOM Category Amount Status
v 1 B | e | 30,0000 [EA | [20810 Q| 8916.00 (2 Active
Sched *Due Date *Ship To PO Oty Price Amount Status *Distribute by
< 1 [ [osaozooe|  [acaDLcL | 30.0000] | 297.20000] | 8916.00  Active |Amount 'l &

Distributions
Chartfields

Customize | Find | View

' DetailsTax | Asset Information | Req Detail

Dist Status Percent Amount Curr *GL Unit *Account Fund Dept Program Class EmpliD Project

1 Open |50.0000 | 4458.00 USD |UiSYE QL (3195 Q f142 O [s03920 Q |8 Q| Q| Q [14anz08

2 Open |s0.0000 | 4458.00 USD [UwWSYEQ, [3195 Q [144  Q [s03910 Q |a Q| Q| Q [144nZ08
I

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.
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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.

Purchase Order

itz LYyaDM PO Status: Dispatched A x

PO ID: noonza01 Budget Status: Walid
Change Order: 1

Copy From: I 'I I Hold From Further Processing

=

PO Date: |1 152712006 [5)] Yandaor Search Doc Tol Status: Walid
vendor IPITNEYEIOWE-Dm wendor Details Backorder Status: Monge Create BackOrder
Yendor ID: IDDDDDDDDEE PITHEY BOWYES IMC Receipt Status: Mot Recwyd
Buyer: L3N Janet Larson *Dispatch Method: IPrint 'I Dispatch |
PO Reference: | PO Type: IF'ROE Q
Merchandise:
HeaderDetails PO Activities Edit ShinTo Comments erehandise BO0000 |
PO Defaults Docurment Status G UM SUTEs 0.00
Edit Cormments Eequisitions Total Amount: 6000.00 USD
e . Retfrieve
Purchasing kit Catalog ltern Search Line: I A Te: I Q —l
Line tem Description PO Oty *UOM Category Amount
= 1 B | =HE | 20000 [EA  [&007T Q| B00

Schedules

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

= 11112?12005 JazcounTiig | 20000 | z000.00000] | GO00.00  Active [Amourt =] &

artfields \( DretailsiTazx Y A=zet Information Y Eeq Detail Y Statuses \I
Status Percent Amount Curr *GL Unit *Account Fund Dept Program Class EmpliD

Open I‘IDD.DDDI BO00.00 USD LWADM 3195 am 055000 1 I C

Click on the Schedule Details icon.
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Express Purchase Order

Details for Schedule 1

Unit: UWADM endor: PITMEYBOWE-001

PO ID: 00002001 tem: POSTAGE METER
Line: 1

Sched: 1 Status: Active @ X

Due Date: 1142TH2006 ¥ custom Price - No

Time Due: I ™ No charge
Original Promise Date: I'I 172712006 [
Ship Date: [ B
Ship Via: BESTWAY Bestway Schedule Qty: 20000
Freight Terms: |DEST|N Destination Merchandisg Amt: §000.00 USD
Distribwte ns Arnount Doc. Base/Amount: f000.00 USD
Expand All Collapse All
[
13
»
1>
Click on the Create Schedule Change Icon — the blue triangle.
Jescription PO Oty VoM Category Amount Status
e | zooo0 [Ea | [eooTr Q| 000.00 O3 Active Line =
o PO Oty Price Amount Status *Distribute by G
JNTIN G| 1.0000 | 200000000 | BOD0.00  Active [armount 2] @ Schedule e
i
z=zet Information Y Req Detail Y Statuszes \II
nount Curr *GL Unit *Account Fund Dept Program Class EmpliD Project Affiliate
10.00 USD UWADM 3195 301 055000 1 | T +
| Q Distribution =
a4

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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Line tem Description PO Oty *UOM Category Amount Status
1 B | =& | 30000 [Ex | [60077 Q[ eoooo OO active
Sched *Due Date *Ship To PO Oty Price Amount Status *Distribute by
= 1 B 1272008 [ jaccounTinG | 1.0000 | 200000000 | 200000 Active [armount 2] &

Distributions
Chartfields

Y DetailsTax | Assetinformation j  Req Detail
Dist Status Percent Amount Curr *GL Unit *Account Fund Dept

1 Open |1DD.DDD| 2000.00 USD UWADM 3195 301 055000

1 <= that can not be changed

Sched *Due Date *Ship To PO Oty Price Amount Status TSrBIe
v 2 B |or032007 [ jaccounTinG | 20000 | 2000.00000 | 4000.00  Active [Quantity =] &

Distributions
Chartfields

Customize | Fin

Y DetailzTax 5 Aszzet Information

" Req Detail
Dist Status Percent PO Oty Amount Curr *GL Unit *Account Fund Dept Program Class EmpliD Prc

1 Open |1uu.unu | 20000 4000.00 USD [UwADK Q, [3185 Q fao1  Q foro100 Q|1 Q| Q| Q, |_

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.

Line tem Description PO Oty *UOM Category Amount Status
. B | il & | 3.0000 [EA [poo7? Q| GO00.00 G2 Active =
Sched *Due Date *Ship To *PO Oty Price Amount Status *Distribute by
- 1 B [rzmooe|  JaccounTig | 10000 [ zoo0.oooo0] | 200000 Active |Amount -] & =

Distributions Custamize | Find | Vi

Chartfields Y DetailsTax |} Assetlnformation | RegDetal | Statuses
Dist Status Percent Amount Curr *GL Unit  *Account Fund Dept Program Project
1 apen |1DU.DDD | 2000.00 USD LWADM - 3185 301 055000 1 =
Sched  ‘Due Date “Ship To PO Oty Price Amount Status “Distribute by
- 2 @ [0oz2007]  JaccounTiig | 20000, [ 2000.00000] 4000.00  Active |Amount | & EE=

Distributions

Customize | Find | i

Chartfields | Detais/Tax | Assetlnformation | RegDetail | Statuses
Dist Status Percent Amount Curr *GL Unit *Account Fund Dept Program  Project
1 Open [sooooo [ zooooo usp  [uwaon @ [a1es Q [301 @ [o10100 Qi <y 1:

After entering the coding for the first line, ADD a Distribution Line by clicking on the “+”.
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Find First E 1af 1 Last
Line tem Description PO Oty *UOM Category Amount Status
1 B | i‘ 8 | 3.0000 [EA [soo77 Q| BO00.00 (2 Aclive =
Sched *Due Date *Ship To PO Oty Price Amount Status *Distribute by
v 1 B [ruzezoos]  JeccounTin | 1.0000, [ zooo.ooooo] | 200000 Active [Amoont 2] 85 EI=

Distributions

Customize | Find | i

Chartfields Y DetaisTax | Asset Information ) Req Detail
Dist Status Percent Amount Curr *GL Unit  *Account Fund Dept Program Project
1 Cpen 100.000 I 200000 USD UWWADM 3195 a0 055000 1 [=]
Sched *Due Date *Ship To PO Oty Price Amount Status *Distribute by
- 3 [ [ouozzoor|  [accounTiM | 20000 [ zooo.00000] | 4000.00  Active [Amount =] B3 EE

Distributions
Chartfields

DetailsTax T Azzet Information
Dist Status Percent Amount Curr *GL Unit *Account Fund Dept Program  Project

" Req Detai

1 open 50,0000 | 2000.00 USD |unieon C [3195 Q [a01 @ Joto100 Q1 Q| Q =
2 open 50,0000 | 2000.00 USD |uwiaDh @ [3195 Q |31 Q [oss000 Qi Q| Q =

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:
Express Purchase Order
Purchase Order

Unit: LyADM PO Status: Approved A x
PO ID: 00002001 Budget Status: Motchkd B3

Change Order: 2 4

Copy From: I Hold From Furthef Processing

57

*PO Date: Vendor Search Doc Tol Status: alid

Yendor Wendar Dietails

“Wendor ID: FITMEY BOWES INC Receipt Status: Mot Recvd

*Buyer: Janet Larson *Dispatch Method: || Print j Dispatch |
PO Reference: *PO Type: Iﬁ Q

HeaderDetalls PO Activities ENjt ShipTo Commments Merchandise: e

) o Calculate
PO Defaults Document Status FreightTaxMisc.: 0.00
Edit Comments Eequisitions Total Amount: g000.00 LSD

There have been two change orders. The PO must be budget checked.
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Express Purchase Order

Purchase Order
Unit: LWAD

PO ID: pooozood
Change Order: 2

*PO Type:

Copy From: Iﬁ

=

*PO Date: IWEQ Yendor Search

Yendor m Yendor Details
“endor ID: [00000000EE  PITHEY BOWES ING
*Buyer: LSK Janet Larson

PO Reference: |

Header Details PO Activities Edit ShipTo Comments

P Defaults
Edit Camments

Document Status
Bequisitians

FPurchasing kit Catalog

ltern Search

PO Status:
Budget Status:

A

Approved
Walid

™ Hold From Further Processing

Doc Tol Status:
Backorder Status:
Receipt Status:
*Dispatch Method:

IPROE Q

Merchandise:
Freight TaxMisc.:
Total Amount:

Line: |

a Tu:l

T, Retrieve |

Walid
Mane Create BackOrder

Mot Recvd

IF'rint 'I Dispatch |

6000.00

Calculate
0.0o —I

B000.00 USD

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

> Customer Returns
> ltems
> Cost Accounting
FWendors
7 Purchasing
[ Requisitions
[* Reguest for Guotes
[ Procurement Contracts
[ Yendor Rebates
= Purchase Orders
[ StageiSource Requests
[ Acknowledgements
[» Manage Change Orders
[» Reconcile POs
[ Review PO Information
[» Reports
[ Budget Year End
Frocessing
a

— Addil)pdate POs

— Apprave Amaodnts

— Approve ChartFields

— Beserve PO IDg

— Maintain Distributions

— Dispateh POs

— Yerify Document
Tolerance

— Budget Sheck

— Entry Event Reguest

— Create Backorders

— Appravwal Wiarkd ow

I ]

Express Purchase Order
Enter any information you have and click Search. Leave fields hlank for a list of all values.

| Find an Existing Value __Add a New Value

Business Unit:

POID:

Purchase Order Date:
PO Status:

Short Vendor Name:
Yendor ID:

Yendor Name:

Buver:

Buyer Mame:

PO Type:

== [LwADM Q
[begins with | [x147151]

= = | B

= = | [~
[begins with x| Q
|begins Withj| Q
|begins Withj|

|begins Withj| Q,
|begins Withj| Q

= = | [

Purchase Order Reference: |begins with j|

Hold From Further Processing O

[" case Sensitive

Search Clear

Basic Search Save Search Criteria
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Express Purchase Order

The purchase order will look as follows:

Purchase Order

Uniit UVADM PO Status: Dispatched A XK
POID: H1471481 Budget Status: Walid
Copy From: I 'l ™" Hold From Further Processing
52
*PO Date: IDTH 412006 El Wendar Search Doc Tol Status: Valid
Vendor IUEISGLOEIAL—DM Wendar Details Backorder Status: Mone Create Backrder
“endor ID: IDDDDDDQSD? UUBS GLOBAL ASSET MGMT IMNC Receipt Status: Mot Recwd
*Buyer: LAT Taylor,Lori SY5 *Dispatch Method: I Print 'I Dispatch |
Click on the Red X to start the change order
ER[-MII Surshats Order
Puneiese Orifer
L. LVAEH P S DEuEhiE LIS
[t10 3 [ DT lwigel 5 absa; Volta)
oy Fiers: | ™ Haid From Fer iy Poossng
T Datas ’W i Verdyr Gourch e |od Rlobac: iylad
W wlor L ar e [ kade Bechorder Stats:  Hoss Crecli AarkSrdor
“Lnlar 0: L RARTYTIME Rk il Status: Mo By
T F AncyFoshnan LishEen M [Pl =] _Ohpaen
P Pl PO e W a o
PO Axlstiog Edi Eniple Cammore Maichandia: anc.ag
i Dacuman SeEis : PYBT ah L] e
P e o P Tl £ammurt: [T ¥
Peheairg T Cetilng oy Gesrt bimiz I_._I e I_ B M

B3 |

Dk aBemd |

7] ey

AeRsosn |

Deserigton [ UoM  Compene e
B | T T
B | oroo oo [awaes a
P T
s Y A s i wom | -MEE -

At % k=
el =
Byt |

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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Express Purchise Order

Purchase Order

ik e PO Siatus Bispatined A X
o 000 D0BSHT g Stofirs: Vsl
copyirome | = T Mok Froam Further Procissing

PO Do G W
Vierdn e

Dot Tol Statws: il

Bachorder Slatus;  None Crewte Gackl
S = |
i [ N 0L 20 th o o NS i i 20001 05 e 20
PO A : (80206, 573}
0 R 1

HEaTer Datuis

Tutal Aapand: 11000 1ESE)

e | @ e[ @ Fubion

P Dwfauits

Add & emanenis

Eurchasing ki f1am Searcn

PO Oty WOM Catngary Amosant Staus
ey | 200 [oo [eeaes af Aelivi EE
4| voma | [a6a05 =1 Acihe =
SR BT ]
rhdd

Click Ok on the message and then click ‘Healer Details” on the purchase order and the

following page will open.

Express Purchase Order

PO Header Details

Unit: LWAIOISH POID:  0O00ODA991 Vendor:  PARTYTIME-001

vendor: PARTYTIME-001 PO Date: 01/20/2006

g : PROE

PO Type: Q Butlget Status: valid

*Billing Location: [BILLING Billing Address ™ Tax Exempt  ID:

Origin: 05H @ uywosH Letter of Credit ID: Q
Currency Code:  |USD Exchange Rate Detail Base Currency: usD

Rate Date: 12311995 Exchange Rate: 1.00000000

Rate Type: CGRRMNT

¥ Dispatch *Method: | Print 'I Accounting Date: 01/20/2006 [5]

Accounting Template:

oK Cancel | Refresh I

Change the
‘Accounting
Date’ to the
current date or
date for an
—"| OPEN
accounting
period and click
OK.
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Express Purchase Order

PO Header Details

Yendor:

Unit: LWOSH PO ID: nooooog991
‘Vendor: PARTYTIME-001

*PO Typo: IPF’OF Q

*Billing Location: IB”-UNG Q Billing Address
origin: IOSH & uwosH

PO Date:

Budget Status:

[ Tax Exempt  ID:

Letter of Credit ID:

PARTYTIME-O01

0142012006
“alid

—
| §

Currency Code:  |USD Exchange Rate Detail Base Currency: uso
Rate Date: 1213111995 Exchange Rate: 1.00000000
Rate Type: CRRMT

Date changed to
current date.

I¥ Dispatch *Method: | Print | scounting Date: |D4I11I2006
Accounting Template: |[STANDARD O
Ok | Cancel | Refresh |

Clicking ‘OK” will return you to the Purchase Order and you may now SAVE the changes made and page
will look as follows.

Expross Purchase Order ,—""'"'-__ _—-""N--.\

Purchase Qrder

it UWOSH Aaproved x
PO 000000091 Hel Thind L

Change Ovder: |

oy Fromc b T Hodd Fom

P D 01202006 " Wandor Seareh Do Tol Stalst Wallal

Vs Vikadad il

Viendur 0; i PARTTIME RECeipt Stotis: Mot Recvd

Baneor: PR Q. sueypechean ‘Dt ch Muthesd: | Pied Z] _ousan |

P Rl e oty [PROCS,

n erchiarndis s 120000
Edit Ehipto Commnts

Calculato |

T
Total Asrsouml: 120000 UsSD

e + o, Rutrieve

Furchigng kit Calming [Em Sasich
Lime wem DMSCripion PO Oty U Catigory Ao . Smus
, B | A [ 20000 [EF  [es20s | Astivd Bl [=
z I | = @ 1.0000 16205 Asthg ] [=
Gotr More -
Wbty | A Ronsh | ki

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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LW O:hkosh State of Wisconsin Parchase Order CHANCGE ORDER
FED D & 301&05043 Show purchase order number on all cormespondence.
Puschasing Office 0204240405 Date Page Reslsion Purchase Order Mumber|
203 Alzoma Bivd Tempeey Hall 232 01202008 1 1- 04302006 Q000008091
Oshlvosh, WI 32801 Payment Terms Freighe Terms Ship Via

DUR BESTWAY

Buver Pechmap, Tudy

ContractBid File-

Vendar: (OIODL2559 P07 CICODOBST T
BARTYTIVE LW-OSHEDSH REC N IR
CI0 FORTUNE TALENT TG ATTN: DEAN OF STUDENTS D125
B0 BOY 1175 246 PEARL AVENUE
APDLETON, WI $4012-1175 DAMEIOSH, W 54001
Eill To: SEXT INVIOICE T DUBLICATE T
W OSHEOSH
ACCOUNISPAYARIE 9200424-1303
B0 BOC 2884
OSHEQSH, WI 54903-2884
Lime-5chd  Item S Quantity  UOM PO Price _~Extended /
-1 O SERVIGES FOR. CLUB UNDERGROUND UN FEB. 2 B3 20000 800,00
3, 2005
.k DI SERVICES FOR CLUB UNDERGROUND OW ARRIL 1 E4 40000 400.00
7. 2008
UW OSHEOSH BEGE: RY244007
Taotal PO Amonnt 120000

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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T——

Wendors
i Purchasing
[> Requisitions Purchase Order Reservation
[» Request for Qluotes
[» Procurement Contracts {m
« Purchase Orders
[ StagefSource Requests
[ Acknowledgements Business Unit:IUWADn Q
[ Manage Change Orders
I Reconcile POs POID:
[» Review PO Information
[ Repors
[ Budget Year End
Processing
— Add/Update Express
POs
— AddiUpdate POs —
— Approve Amounts

Add

— Dispatch POs

— Werify Document
Tolerance

— Budget Check

— Entry Event Request

— Create Backorders

— Anproval Wiorkdlow
[ BPacaint

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:

Purchase Order Reservations

Unit: LADH POID: 9990233

Enter the number of purchase arders you want to reserve. The number represents the range of PO 1Ds | After you save the page, the range
of PO IDs that vou reserved appears.

Number of PO's: |_|1

PO Date: |u1m4rzun? e

Yendor I Q
“vendor ID: I Q
Buyer: I Q

PO Reference: |

Origin: l_ Q
B save | [=] mMatify | E‘+Add|

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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Purchase Order Reservations

Unit: LAADIM POID: 94934233

Enter the number of purchase arders you want to reserve. The number represents the range of PO 1Ds | After vou save the page, the range
of PO 1D thatyou reserved appears.

Humber of PO's: |_1

PO Date: |U1m4rzum [

Yendor Im Q

Afendor ID: [boboooDOIT Q. ALLTEL SUPPLY GOMPANY
Buyer: l— Q,

PO Reference: |
Origin: l_ Q
B save | [=] motify | Er2dd |

After selecting the vendor, click “Save”.

Purchase Order Reservations

Unit: LWAADM PO ID: 499233

Enter the number of purchase arders yvou want to reserve. The number represents the range of PO IDs . After vou save the page, the range
of PO |Ds thatyou reserved appears.

Number of PO's: 1
PO Date: 01/04r2007
Vendor ALLTELSUPP-001
vendor ID: 0000000001 ALLTEL SUPPLY COMPARNY
Buyer:
PO Reference:
Qrigin:
Save | (=] Motity | EiAad |

The PO number has now been reserved.

Purchase PO Short VYendor
Order Date Status Name

Yendor ID  VYendor Hame

LWWADM 9990233 01/04/200f InitiaN\ ALLTELSUPP-001 0000000001 ALLTEL SUPPLY COMPANY (hlank)
LWADM 00002005 1172772006 |nitial \CORPORATER-001 0000000009 CORPORATE BUSIMNESS SYSTEMS LSM
LA 00002004 1 112?."20!]5 Initial JCORPORATER-001 0000000009 CORPORATE BUISIMESS SYSTEMS LSMN
LA 00002003 11272005 nitis) CORPORATER-001 0000000009 CORPORATE BUSINESS SYSTEMS LSMN

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”.

Express Purchase Order
Purchase Order
Unit: UWADM PO Status: Dispatched A
PO ID: 9994105 Budget Status: walid
Copy From: Iﬁ I Hold From Further Processing
S
*PQ Date: [pr08i2007 B wendor Search Doc Tol Status:  valid
Vendor Im Yendar Details Backorder Status: MNone Create BackOrder
“endor ID: [p000000076 | KEROX CORPORATION Receipt Status: Mot Recvd
*Buyer: L5T TaylarLor 5Y5 *Dispatch Method: m Dispatch |
PO Reference: | PO Type: WO\
Headet Details PO Activities Edit ShipTo Comments Merchandise: 200000 e |
PO Defaults Document Status Freight TaxMisc.: 0.00
Add Cornrents  Reguisitions Total Amount: 2000.00 USD
Purchasing Kit Catalog Itern Search Line: I—O‘ To: I_Q w'
Lines
Line tem Description PO Oty *UOM Category Amount
b B | e | 1ooo0 [Ea | [asaaz Q| 2000.00

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.

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, howeever, will be stored an the purchase
order.

_ves | we |
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.

[ Items J
[» Cost Accounting
[ Vendaors
< Purchasing
[» Requisitions
[» Request for Quotes
[ Pracurement Cantracts
= Purchase Orders
[+ StagerSource Requests
[+ Acknowledgements
[ Manage Change Crders
[ Reconcile POs

— PO Accounting Entries
— Document Tolerance
Exceptions
— Doc Toleratce
Override History |
— Print Pois
— Document Status
— EE Journal Entries
[ Reports
[+ Budget Year End
Processing
— AddilUpdate Express
POs
— AddilUpdate POs
— Approve Amounts
— Approve ChartFields
— Reserve PO IDS

= hMaintain Nistrihntinns

Purchase Qrder Inguiry

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

[ Find an Existing Value |
Business Unit: IE IIJWADM—Q
PO ID: [ begins with ||
Contract SetiD: [ begins with || Q
Contract ID: [ begins with =] Q
Release Number:  |= =l
Purchase Order Date:|= = El
PO Status: |= = [~
Short Yendor Name: | hegins with j | Q
vendor ID: |begins withj| Q,
Buyer: [begins with || Q,
Buyer Name: | begins with | | Q,
PO Type: I: j | j
" case Sensitive
Search | Clear I Basic Search Save Search Criteria

After selecting a PO the next screen will display with Header and Status Information and links

to additional information.
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Purchase QOrder Inguiry

Purchase Order

Unit: LWADM

PO ID: H147114

52

PO Date: 0710302006
endor: SUNGARDTRU-001
endor ID: 0000001466
Buyer: Taylor,Lari 5Y5

PO Reference: PRO-E-4

Header Details All BTV

Header Comments
Change Order

L\ Return to Search | +[E] Previous in List

Document Status

tem Description
Annual contract order for cost

PO Status: Compl
Budget Status: Walid
Doc Tol Status: Walid

Backorder Status: MNone
Receipt: Mot Recvd

™ Hold From Further Processing

Wendor Details

Merchandise: 40000.00
Matching Freight/ TaxMisc.: 0.00
Total: 40000.00 USD

Link to Schedule information
and Chartfield distribution.

First [ 1 of 1 ] Last

m@

40000.00 USD Closed
| Related Llnksl

PO Gty
1.0000 EA

Category
94656

rextin List | | [=] Motify

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.

E EUSI!CCDUHIIHQ]

[=Wendars
= Purchasing
[ Reguisitions
[ Request for Quotes
[> Procurement Contracts
= Purchase Orders
[» BtagefSource Reguests
[ Acknowledgerments
[> Manage Change Orders
[ Reconcile POs
= Review PO Information
— FPurchase Orders

Surmmary
— PO Accounting Entries

— Document Tolerance
Exceptions

— Doc Tolerance
Cverride Histony

— Print Pg

— Document Status

— EE Journal Entries

=

PO Activity Summary

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

/ Find an Existing Value |

Business Unit: == [LriaDm Q
PO Number:  begins with | [ooo0z001

Purchase Order Date: |= = I
Purchase Order Reference: | begins with ¥} |

vendor ID: | begins with x| | Q

[ Case Sensitive

Search Clear | Basic Search Save Search Criteria
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Activity Summary Panels

Activity Summary
Unit: IAADIM
POID:  0oo0z2001

(@)

Receipt i

PO Status:

Vendor:

Irrvice Y Matched

Approved
PITHEY BOWES INC

o) BB First B g or g [ Lagt

tem

ltem Description
POSTAGE METER

uo| Order Oty
EA 3.0000

Amount Amount
Ordered SUEMY "oy
5000000 USD ]

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

Activity Summary

Details for Line 1

PO Number: 00a0zo01
Line: 1

Item ID:

Order Oty:

Expand All Collapse All

S

Open Quantity:

0Open Amount:

e

Quantity Invoiced:

Amt Invoiced:

=

Oty Matched:

Amt Matched:

e

Oty Returned:

Amount Returned:

Return |

POSTAGE METER

20000 UOM:

3.0000

6,000,000

1.00

2,000.000

0.0000

n.ooon

0.0000

0.000

PO Status: Approved

Vendor ID:

EA

uso

UsD

PITNEY BOWES INC

Armount Ordered:

Oty Received:
Qty Accepted:

6,000.000 USD

0.0000

0.0000

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

Activity Summary
Unit: ILWWADM
POID: 00002001

1

PO Status:

Yendor:

Inwoice

Approved
FITHEY BOWES [MC

mize | Find | iew Al | i

First [1] 1af 1 [¥] Last

ltem Description

POSTAGE METER

uo

EA

Quantity

Imsiced
1.00 2000000 USD i

Amt Invoiced Currency

Click on the Invoice link to view vouchers for this PO—
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Unit: LA D h PO No.:00002001 Line 1 ltem 1D

First E 1of 4 |E| Last

Amount Invoiced

2000.000 =]

Custornize | Find | Wiew All | i

Sched Hum AP Unit
1 LA

Youcher
noooss14

uantity Invoiced

1.00

Ling

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

[> Cost Accounting

[ Wendors

I Purchasing

[> Requisitions

[ Request for Quotes

[+ Procurement Contracts

=7 Purchase Orders
[» StagesSource Requests
[ Acknowledgerments
[* Manage Change Orders
[» Reconcile POs

= Review PO Information
— Purchase Orders
— Activity Summary

0 Accounting Entries

— Document Talerance
Exceptions

— Do Tolerance

Override History

=

— Print Pds

Mew Window | H
Selection Criteria
*Business Unit: Im [&}
From PO ID: IDDDDQDD1 Q To PO ID: IWQ
PO Status: [a
Fiscal Year From/To: I_ Q l_ Q Max Rowes: m
*Accounting Line View Option: | Standard = *Ladger Group: ICC_E}{P Q

First [ 1 of 1 [H Last

Affiliate

Q]

Custormize | Find | Wiew All | i

Program  Class
Q| Q|

Project

Q]

Q

Po Acctg Ln Lookup

Business Unit:
From PO:
PO Status:

From Fiscal Year:

Accounting Line View Option:

Accounting Entries

IAADM

00o0zo01 To PO: Qooozoo

To Fiscal Year:

Standard

CommitmentControl Ledger Group:cc_EXP

Detaile | ChartFields
g—‘r‘;';'r‘ase Status Vendor ID Change Order Trans Type gJ—:"—DSt Line Sched Dist Entry Event GLUnit Account Fund  Dept
00002001 A 0000000086 2 PO_POENG o111 UMVADM 3195 301 055000
00002001 A 0000000086 2 FO_POENC o1z UMVADM 3105 3 o010
00002001 A 0000000086 2 FO_POENC o1 2 2 UMIADM 3195 301 055000
00002001 A 0000000086 2 REVERSAL o1 1 UMVADM 3105 301 065000

PO Accounting Entries data elements Continued on next page
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Customize | Find | iewr Al First E 1-d of 4 |I| Last
Program Class  Project Affiliate  Anabysis Tvne w gz—fr‘;n \ﬁ%ﬁduumal D %{)
1 2,00000USD N 2006 2007 0072380354
1 200000 USD N 2006 2007 0072380354
1 200000 USD N 2006 2007 0072380354
1 200000 USD W 2005 2007 0072381974 00009914

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.

b Products -]
[* Pramotions

[> Customer Contracts Change History
[ Order Management

I Pricing Corfiguration Enter any information you have and click Search. Leave fields blank for a list of all valu
[ Customer Returns
I tems / Find an Existing Value |
[> Cost Accounting

5Ei:§f£m 4 Business Unit: |= =l [LwaDm aQ,
[ Requisitions PO Number: |begins withj|DDDDEDD1
[» Request for Quotes
b Pracurement Caontracts Change Order Number:|= =l
< Purchase Orders
[ StageiSource Requests
[ Acknowledgements Search Clear | Basic Search Save Search Criteria
= Manage Change Crders
— Load Change
Feguests

— Search Results

- fpprove Change g
Reauests

- Process Chanoe LhAGADN 00002001 1
Orders

— Purge Chandge
Reguests

LIWAD b 00002001 i

- Ee Change
Crders

This PO has two change orders associated to it. Click the link for additional information.
{ Batch Y HeaderChanges | Line Changes | Ship Changes

Unit: LA PO: 00002001

Find | View sl First (4 1 of 1 [ Last

Batch: 2 | Batch is the sequence of
the change. First change is
Batch 1, next is Batch 2

Rewvision Date:
sion Date 0170302007 and so forth.
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First Panel shows the date the change was processed.

/ Batch Y Header Changes Y Line Changes | Ship Changes ||

Business | o i
Unit:

PO Number: 00002001

Batch
o 0

Seq Description

More Information

Header Changes indicates that no Header changes were made.

[ Batch

Unit:  LyADM

Changes to PO Lines

PO Number: 00002001

'/ Header Changes | Line Changes Y Ship Changes

First E' 1 of 1 El Last

Line Batch
1 1]

Seq Description

0

Customize | Find | View All | i
More Information

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

[ Batch

Unit:  WvyADM

PO Humber: 00002001

' Header Changes | Line Changes | Ship Changes |

Changes to PO Schedules
Line Sched Batch Sedq Description

1 1]

L e L T e e e T e e S I S I = e e R o o R

4 4 4 a a a4 a4 a n a A a4 a a —a A o—a s s o
[ R A R R N

0 Due Date

0 Freight Terms Code

0 Merchandise Amt

0 Price

0 Purchase Qrder Quantity
0 Ship To Location

0 ShipVvia

Change Order Source
Change Type

Last Change Date
Merchandise Amt

Last User ta Modify
FPurchase Order Quantity
Change Order Source
Change Type

Due Date

Freight Terms Code
Last Change Date
Merchandise Amt

Last Userto Modify
Frice

FPurchase Order Quantity
Ship To Location
ShipVia

-

= e A e i e e R ek R 3

Changes have been made as “Batch” 2.

Custamize | Find | Wiew 3 | i E E 1-24 of 24 |I| Last

More Information
11J27106 1 2:00:00AM
DESTIMN

G000.00000
2000.00000

3.00000
ACCOUNTIMNG
BESTWYAY

OML \

[
2007-01-0313:51:10.000
2000.00000

LSM

1.00000

QML

I

01/03407 12:00:00AM
DESTIM
2007-01-0313:51:10.000
4000.00000

LSM

2000.00000

2.00000

ACCOUNTING

BESTWAY /

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.
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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:

| can’t get into the database.

My computer keeps locking up on me.

| 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 | set up a new vendor?

How do | correct an error that | made?

How do | 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:

151 BIEAp el o] #

PeopleSoft.

=

M s

Vedors

B Jd 3

Add, maintain, or approve vendors; manage 1093, gobal withholding, or C4 EDD.

ﬁ Vfendor Information

[ Ao pdate
[ htairtain
1 Approve
[ Uploads

ﬁ Central Contractor Regist

[l Add Vendors from CCR
=l Maintain CCR Codes

=l Load Redistry Fie
Elinguire File Load Status

Or: _
(€ 23 RALINEIREA] PREAS =] 84

PeopleSoft.

Eils

23 83

ﬁ 1099/Global Withholdin:

[ Maintain

[ Review

[ General Reports
2 More...

Edlt "Wendors" Folder

ﬁ California EDD

= Control Information
= Yendor Information
= Transmittal/File

Sign out

@?ﬁj Purchasing

Manage recuisitions, purchase orders, receipts, contracts, and related data.

I | Requisitions
Creste, maintain, reconcile or review requistions
information
= Add/ Ipdate Reguisitions
=l fpprove Amourts
=l fpprove ChartFields
a0 hare...

K/j Purchase Orders
Aod, maintsin, and dispatch purchase orders

=l dddpdste Express POs
[l AddiUpdate POs
= Approve Amourts

17 More...

| Procurement Cards
Set up card data; load, reconcils, or report on procurement
card transactions
=l Review Bank Statement
[ Reconcie
[ Process Stetemerts
dMore..

ﬁ Request for Quotes
Create requests for guotes (RFGis), enter vendor
responses, or award RFGs
= AddA Ipdate RFOs
=l Manage Yendor Guate Group
=] Dispatch Guotes
B hlare...

ﬁ Receipts
Enter and load receiving data, generate accruals, revies

and report on receipts.
=l AddUpdate Receiots
=l Load Receipts
[ElProcess Receipts

15 More

ﬁ[ Supplier Schedules

) Create, build, and dispatch supplier schedulss.
= Schedule Group
=l Schedule tem Attributes
=l Scheduler's Workbench

4

-

P

=

Ediit "Purchasing" Falder

Procurement Contracts
Define, maintain, release, reviesw and report on vendor and
GPO contracts
[= Manage Master Contracts
= tddUpdate Contracts
= Dispatch Contracts
S hare..

Return To Vendor
Create returns to vendor (RTYs), dispatch, reconcile or
review RTYs.
= AddUpdate RTY
= Dispatch RTYs
= Reconcile RTvs
5 hore

Analyze Procurement
Accumulate summarized data and analyze purchasing and
vendor data.
= Update Procuremert Info
= Build Yendar Analysis Cube
[= Revigw Supplier Performance
2 More ..
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