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Budget Check

The steps below describe the process of budget checking Approved Requisitions prior to
Expediting/Sourcing to a Purchase Order.

If you need to approve the requisition, go to the eProcurement Approver Document on
the SFS Documentation & Training Team Site.

Budget Checking Approved Requisitions

1. Follow the path below to the Manage Requisition page.
Main Menu > eProcurement > Manage Requisitions

W Shared
.A Financial
System Home | Worklist | AddtoFavorites | Signout

Favorites = Main Menu : eProcurement > Manage Requisitions

&1 New Window 9 Help [ Personalize Page

Manage Requisitions
~ Search Requisitions
To locate requisitions, edit the criteria below and click the Search butten.

Business Unit: @, Requisition Name: ‘ Q
Requisition 1D: Q@ Request Status: All but Complete v Budget Status: [ v
Date From: 0171972017 [# Date To: 01/26/2017 3
Requester: @ Entered By: Q POID: [ Q
| Search .\i Clear .i

L The Requester specified has no Requisitions
Create New Reguisition Review Change Regquest Review Change Trackin Manage Receipts Requisition Report

2. From the Manage Requisition Page select the Requisition Status of Approved and the
appropriate Business Unit and Dates. Click Search.

Manage Requisitions
~ Search Requisitions
To lecate requisitions, edit the criteria below and click the Search button

Business Unit: Q Requisition Name: ‘ Q
Requisition ID: e Request Status: Budget Status: | T
Date From: [p11192017 |Bi) Date To: pr2ezor H

Requester: ’70( Entered By: ’70‘ PO ID: ‘ Q
'| Search I Clear |

To view the lifespan and line items for a requisition. click the Expand triangle icon: b

To edit or perform another action on a requisition, make a selection from the Action dropdewn list and click Go.
Req ID Requisition Name BU Date Status Budget

' 0000000016  TESTCONFIGS UWSYS 01/24/2017 Approved Not Chk'd 600.00 USD| <Select Action> o]
I 0000000013 TESTCONFIG2 UWADM 01/23/2017 Approved Not Chk'd 80.00 USD <Select Action> e |
I 0000000012  TESTCONFIG UWADM 01/23/2017 Approved Mot Chk'd 300.00 USD|<Select Action> e |
Create New Requisition Review Change Request Review Change Trackiny Manage Receipts Requisition Report

3. Find the Requisition to Budget Check. Use the <Select Action> drop down menu to
the right, and select “Check Budget.”

Click Go.

4/21/2017 40f21



UNIVERSITY OF
WISCONSIN SYSTEM

PV

4. The Approved Requisition is now Valid and available for Expedite/Sourcing. See the
below.

Manage Requisitions

~ Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit: AR quisition Name: |
Requisition ID: @ Request Status: Approved h Budget Status: [
01/26/2017 [

Date From: 01192017 [#1) Date To:
@ Entered By: Q PO ID: ‘

Requester:

Search I Clear
Requisitions
[

To view the lifespan and line items for a requisition, click the Expand triangle icon:
To edit or perform ancther action cn a requisition, make a selection from the Acticn dropdown list and click Go.

]G]
*|-Go |
L=

500.00 USD| <Select Action>

Walid

UWSYS 01/24/2017 = Approved
UWADM 01/23/2017  Approved Not Chk'd
UWADM 01/23/2017 Approved Not Chk'd

D 0000000016  TESTCONFIGS
b 00DO00DO13  TESTCONFIG2
[ 0DDD0D0D01Z  TESTCONFIG1

80.00 USD| <Select Action>

300.00 USD| <Select Action>
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Expedite Requisition
The steps below describe the business process of converting a Requisition to a Purchase
Order.

1. Follow the path below to the Expedite Requisitions page.
Main Menu > eProcurement > Buyer Center > Expedite Requisitions

Favorites = Main Menu > eProcurement > Buyer Center > Expedite Requisitions
- - - -
O NewWindow 7 Help [ Personalize Page

Expedite Requisitions

To locate requisition schedule lines that have been approved and are available for manual conversion into purchase orders, editthe criteria below and click the Search
button

"Business Unit: UWSYS a, Category: (s}
Requisition ID: Q Vendor Name: Q

¥/ Include Lines With No Vendor

Requisition Name:

Requester: ‘

PP p

Buyer: l

search || Clear

2. Enter your Business Unit and click 523N o view all available requisitions

for sourcing.
Expedite Requisitions

Search Requisition Schedule Lines

To locate requisition schedule lines that have been approved and are available for manual conversion into purchase orders, edit the criteria below and click the Search
button

"Business Unit: UWSYS Q Category: Q
Requisition ID: Q Vendor Name: Q

Requisition Name: < ¥/ Include Lines With No Vendor
Requester: | Q
Buyer: [ Q
Search Clear
- Personaiie | Find | view A1 | BV | 3 Frst £ or1 O Last
Include Requisition 1D Line Sched Item Description Select Vendor Name Location PO Qty UOM  Price Curr. Amount Only
(m] 0000000014 1 1 Management fees (] ‘MANAGINGDI*DD‘O‘ |EIEI[I[IEI1 Q | 1.0000 |EA 50000.00 USD N
(J Include Al/Exclude Al ] Select AlliDeselect All

Q, Apply Vendor to Selected Lines

Build Purchase Order

To send all included requisition schedule lines to the staging tables where they will be converted into purchase orders, select a default buyer and click the Submit button
The default buyer is used on the purchase order only if another buyer is notfound on the staging tables or default hierarchy, or if the transactions are consolidate by buyer.

*Default Buyer ID: 00848538 Q ¥ Build POs as Approved

[ Submit Praview

3. Verify the Vendor Name field is populated. The requisition cannot be sourced
without a VVendor.

4. Verify the Default Buyer ID field is populated. If an update is needed, please
make it at this time. This will be the Buyer ID you want on the Purchase Order.
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5. Click ™ on the include All/Exclude All the lines you wish to expedite to a PO.

~equisition Schedule Lines

Include Requisition ID Line Sched ltem Description Select

4 0000000013 1 1| PENCILS

# Include All/Exclude All

rEI

6. Click [ to build the PO as Approved.

Build Purchase Order

To send all included requisition schedule lines to the staging tables where they will be converted into purchase orders, select a default buyer and click the Submit button.
The default buyer is used on the purchase order only if another buyer is not found an the staging tables or default hierarchy, or if the transactions are consolidate by buyer.

*Default Buyer ID: [n0a48538 Q ¥/ Build POs as Approved

[ submt | [ Preview |

7. Click Submit — Those lines are currently in process of becoming a purchase
order.

8. Go to the bottom of the page, and Click &2.1o Process honitor

—

View Process Request For

User ID [adise Q Type | v |[Last v [ 1 |[Days v I Refresh
Server v Name | aQ, Instance | to|

Runstatus| 7| Distribution Status | ¥ | [# Save On Refresh

Process List

bii
Personalize | Find | View A1l | 5 | %5

First I 1 of 1 I | ast
Select Instance Seq. Process Type

Process Name User

Run Date/Time Run Status  Sistibulion peygie
8833332 Application Engine PV_PO_CREATE adise 12M7/2016 7:12:03PM CST Processing MN/A Details

9. Click Refresh until the Run Status equals Success. Once the process has run to
Success. Click G2katkto Expedite Requisiions v, gynedite other requisitions as

needed. If no others to expedite, go to the next step.

User ID [adise [s} Type | v |[Last - [ 1 [Days v | Refresh |
Server hd Name | Q Instance | to|

Run Statuslzl Distribution Status |:| ¥ save On Refresh

Process List

Select Seq. Process Type Process Name User Run Date/Time Run Status Distibution | petails
BB33332 Application Enging PV_PO_CREATE adise | 12/17/2016 712.03PM CST Success Posted Details

Go back to Expedite Requisitions
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10. Verify the requisition has become a Purchase Order.
Main Menu > eProcurement > Buyer Center > Procurement Processes >

Sourcing Workbench
Sourcing Workbench
Sourcing
~ Search Criteria
: Process Instance: [ Y System Source: [ v
| Business Unit: ’7Q PO Stage Type: | v |
Requisition ID: | - } PO Stage ID: [
1 Requisition Name: ‘ (¢} Stage Status: | v |
| | Buyer: [ @ Item 1D: [ (s}
Contract SetiD: [ = Line Number: [
ContractID: ‘ Q Schedule Number:
Search
| Select All O] UnSelect Al Purge =S

B save | [ Notify 74s Refresh

11. Enter, at minimum, the below:
a. Business Unit
b. Buyer Empl ID
c. Other search criteria can be entered to limit the number of results

12. Click =~ S#aTh |f the PO was created, the *Stg Status should say Completed.

Personalize | Find | View 41 | B | 3% Fist T 14074 I Laet

Stage Info Error Messages

Sel Instance *Stg Status Unit Buyer VendoriD Loc Item 1D Description Requisition I Purchase Order
8850676 B Completed UWADM  JONES,JESSICA 0000000562000001 ftem Consulting Services 0000000003 0000000004
8349422 B, Completed UWADM | Auditor, EXAUDSD | 0000000350000001 [tem s 0000000010  |0000000002
8349422 B (Completed UWADM | Auditor, EXAUDG0 |000000280000001 |ltem ComputerDesk 0000000010 | 0000000003
8347624 B (completed UWADM  |JONES, JESSICA |000000281100001 |ftem Consulting Service 0000000011 0000000001

13. Completed POs are now available for dispatch. The new Purchase Order ID is
listed to the right of the Requisition ID.

14. Click the blue hyperlink under Purchase Order, to view the PO details.
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15. You will be taken directly to the created PO.

Favorites | Main Menu > eProcurement > Buyer Genter > Procurement Processes > Sourcing Workbench > Add/Update POs

Purchase Order
Business Unit: UWADM Expiration Date = PO Status: Approved *®
POID: 0000000004 Budget Status: Not Chid = —
N HEgic]

Caopy From: [ Source Document: () Hold From Further Processing
~ Header

Doc Tol Status: valid
*PO Date: 12172016 ) Vendor Search
“Vendor: [CHAMBERLAIDO1 @ vendor Details

~endor Details Receipt Status:

“Vendor ID: lpoooooose2 @ CHAMBERLAIN RESEARCH CONSULTANTS oCoeiPt Status Not Recvd .

“Dispatch Method: [Pant  +] i
“Buyer: [poB45538 Q@ JONES, JESSICA tspateh Me Frint [
PO Reference: [©nline Src Fram Req 0000000009 *PO Type [GEN @
Header Details Activity Summary Merchandise: 5,000.00
PO Defaulis Document Status FreightTax/Misc.: 000 [ Caluiaie |
Requisitions Add Comments . Lo
PO Activities Add ShipTo G Total Amount: 6.000.00 USD

Encumbrance Balance:

Add ltems From Select Lines To Display

Purchasing Kit q ltem Search ) —
Purchasing Kit Catalo ltem Search une: [ laTo: [ Remeve |
Personaize | Find | View A1 | B8 | First K8 1 01 1 I3 Last
=" Ship To/Due Date | Statuses | ltem Information | Atiributes | RFQ [ Contract |  Receiving
B . B , Merchandise
Line Item Description PO Qty uom Category Price Amount  Status
1 = @ |[Consulting Services i1 | F [ 30000 |EA o |[pooo @_ [2,000.00000 6,000.00 Approved (] = = [=1

Wiew Printable Version
[ Close Short All Lines. | *Goto: - More . v

/B Save  |{A Retumnio Search | [=] MNotify | | Refresh | |ExAdd | | UpdateiDisplay |

16. If no issues with the creation of the PO, go to the PO Updates section, listed
further down.

17. If errors were encountered, proceed to the next steps, where you can try
expediting again (step 18) or creating the PO by copying the requisition (step 22).

18. In most cases the Stage Status will be complete and you’ll see the PO ID.
However, in some cases if the process didn’t complete or the line(s) were in error,
you will need to follow the steps listed below.

Sourcing Workbench

Sourcing

Process Instance: Q System Source: |
Business Unit: UWSYS Q PO Stage Type: [
Requisition ID: Q PO Stage ID: [

Requisition Mame: Q Stage Status:

Buyer: [oos4ss30 Q ftem ID: Q
Contract SetiD: Q Line Number:
Contract ID: ‘ (&} Schedule Number:

| search |

i Personaize | Find | iew A1 | B | 3 First £ 1 071 O Lot
[T "0 Stage Info | Error Messages

Sel Instance *Stg Status Unit Buyer Vendor ID Loc Item ID Description Requisition ID  Purchase Order
[0 |es33332 B: [POCALCi v| |UWSYS  JONES,JESSICA 0000000307000001 tem Mananement feeslouatetly pongonpnid | UNASSIGNED
Select Al [ Unsslectal | [ Recyle |

B sare | [Snoty b Refresh |
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19. Change the *Stg Status to ‘Reset Req and Purge’, Click & save

Personalize | Find | View Al | = | %= First 55 1-5 of 5 14

> BRI
Stage Info Error Messages

Sel Instance *Stg Status Unit Buyer Vendor ID Loc Item ID Description Requisition ID  Purchase Order
8850677 = Eﬁf;;ﬂeq e UWADM  JONES, JESSICA 0000002811 00001 Jtem Computer Desk 0000000005  UNASSIGNED

20. Follow the same Expedite Steps above to source this requisition to a Purchase
Order.
Main Menu > eProcurement > Buyer Center > Expedite Requisitions

21. POs should have been created and are now available for dispatch. Click the blue
hyperlink associated to the PO to view the PO details and proceed to the PO
Updates section of this document, listed further down.

Stage Info Error Messages

ks
Personaize | Find | View A1 | B | 28 Fist K0 1070 1 g

Sel  Instance *Stg Status Unit Buyer VendoriD Loc Item 1D Description Requisition I Purchase Order
8850676 B Complsted UWADM  JONES, JESSICA 0000000562000001 ftem Consulting Services 0000000009 0000000004
8849422 B Completed UWADM | Auditor, EXAUDSD | 0000000350000001 ftem —= 0000000010 0000000002
8249422 B Completed UWADM | Auditor, EXAUDSD |000000280000001 |ftem ComputerDesk (0000000010 | 0000000003
8847524 B Completed UWADM | JONES, JESSICA |000000281100001 |ftem Consulting Service 0000000011 0000000001

22. If there is still an issue with the requisition, follow the steps below to create the
purchase order from the requisition using the copy function.

23. Change the Stage Status to ‘Reset Req and Purge’, Click & s== proceed to the

el T ReSUIS Personalize | Find | View A | ™ | = First BY 15 of 5 14
Stage Info Error Messages
Sel Instance *Stg Status Unit Buyer Vendor ID Loc Item ID Description Requisition ID  Purchase Order
8850677 R Eﬁ?;: REDE UWADM  JONES, JESSICA 0000002811 00001 Item Computer Desk 0000000005  UNASSIGNED
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24. Access the PO Entry page using the below path.
Main Menu > Purchasing > Purchase Orders > Add/Update POs
a. Populate the Vendor and Vendor ID fields. This must be populated prior
to the Requisition Copy.

b. Select the Copy From drop down highlighted below and select
Requisition.

Purchase Order

Business Unit: Uwsys Expiration Date Gl PO Status: Approved

PO ID: NEXT Budget Status: Not Chk'd

Copy From: || Source Document: ) Hold From Further Processing

~ Header

e Doc Tol Status: Valid

*PO Date: 03/09/2017 [ Vendor Search

*Vendor: ICDW-G-001 @ Vendor Details Receipt Status:
*Vendor ID: lbooooo2a11 Q@ CDwWeG P! - Net Recvd
*Buyer: T o, JONES, JESSICA Dispatch Method: nilispots ity |

PO Reference: | -po Type GEN | I

Header Details Activity Summar Merchandise: 0.00

PO Defaults Freight/Tax/Misc.: 000 | Calculate |

Add Comments . .

PO Activities Add ShipTo Comments Total Amount: D00 USD
Add Items From

Purchasing Kit Catalog Item Search

Personalize | Find | View Al | B3 | 88 Frst T 1071 I Last

[="TJ ' Ship To/Due Date | Statuses || ltem Information | Aftributes || RFQ_ | Contract || Receiving
Line item Description Poaty “UOM  Category Price Verchanaise  status
sl a poll| Ca | a [ 0o pproes O [ =
View Printable Version

! Close Short All Lines | “Go to: More v

|& save | [Z] Netity | |4 Refresh | |[EvAdd | |#] Update/Display |

25. Enter the Requisition ID and click Search. Click Select Al cick
Copy To PO

Maintain Purchase Order
Copy Purchase Order from Requisition

Retumn to Main Page

~ Requisition Selection Criteria

Business Unit: Buyer: e
Vendor ID: e, Origin: | =Y

Category: e Max Rows: [ =20

Requisition 1D: [pooooooo12 oy ¥ Include Reqs With No Vendor

Requisition Name: [ < ¥ Include Inventory Items

Contract ID: [ Q

| —eae — | [ Exclude Auto Source ltem

e - =y 0 > ]
Select Requisition Lines Personalize | Find | View All | Bl | ##  First 1-2 of 2 Last
Sourcing Requisitions Contract Information =¥

Procurement Calc
Card

Select *Vendor PO Qty PO UOM  item Description Req ID Line # Schedule Spiit

Price
(=] CDW-G-001 [} 1.0000 EA = stuff 0000000012 1 N
(] CDW-G-001 % 1.0000 EA = good stuff 0000000012 2 N
Select All Clear All

| Copy To PO |

4/21/2017 110f21



UNIVERSITY OF
WISCONSIN SYSTEM

o

26. Click @ save | The PO has been created. Proceed to the PO Updates section
of this document.

Business Unit: UWsYs Expiration bate| iy PO Status: Approved
POID: 0000000010 Budget Status: Mot Chk'd
"7 OER

Copy From: \:I Source Document: ) Hold From Further Processing

~ Header
*PO Date: 030812017 [ Vendor Search Doe Tol Status: Valid

*Vendor: CDW-G-001 Q@ Vendor Details Receipt Status:
“Vendor ID: 0000002811 Q@ COWG eoelpt Status: Nt Recvd [

“Dispath Metho:

“Buyer: 00348539 @ JONES. JESSICA fspatch e Print || Dispateh |
PO Reference: \ *p0 Type [GEN oo I
Header Details Activity Summar Merchandise: 120.00

PO Defaults Freight/Tax/Misc.: 000 | Calculate |
Requisitions Add Comments . o

PO Activities Add ShipTo Comments Total Amount: 12000 USD

Add ltems From
Purchasing Kit Catalog ltem Search

Personalize | Find | View Al 5 First B 12072 |

TSR Ship TolDue Date || Statuses || hem information | Afrbutes | RFQ | Contract | Receiving

- -~ . - Merchandise
Line ftem Description PO Oty Uuom Category Price T Status
1 B Q, [stuff A3 8 1.0000 [EA |@ (80000 @y |[100.00000 100.00 Approved
2 B @ good stuff A2 @[ 1ood [EA o [16072 | [20.00000 20.00 Approved
View Printable Version .
| Close Short All Lines | *Go ta: More M
| save | [ Motify | |G Refresn |E+Ada | 7] update/Display |
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PO Updates
The steps below describe the changes required from the Buyer once the Requisition is

sourced to a Purchase Order.

1. Go to the Add/Update PO page.
Main Menu > Purchasing > Purchase Orders > Add/Update POs

When a PO is built from a requisition, the PO Reference gets populated with the
Requisition 1D. The UWSA Purchasing Group currently utilizes the PO Reference
field for other purposes. You can remove the Requisition from the Reference
field and populate with the desired information.

If required you can still view the Req ID via the Distribution for Schedule page,
Req Detail tab shown below in the second screenshot.

Favorites | Main Menu > Furc)lasmg > Purchasgorders > Add/Update POs
(& New Window 2 Help L;‘/PersonalizePage

Maintain Purchase Order
Purchase Order

Business Unit: UwsYs Expiration Date E PO Status: Approved x
PO ID: 0000000001 Budget Status: Valid -
]
Copy From: [ Source Document: (I Hold From Further Processing
~ Header
Doc Tol Status: Valid
*PO Date: 02/06/2017 [ Vendor Search
*Vendor: MACWORLD-001 @ Wendor Details Receint Status:
*Vendor ID: 0000000004 @ MACWORLD ceelpt Status: Not Recvd
. e “Dispatch Mathod:
Buyer: EXMRGT4 @ Employes, EXMRGT4 ispatch Metho Print Dispatch
PO Reference: [Online Src From Req 0000000016 “Po Type[GEN o I
Header Details Activity Summary Merchandise: 80000
PO Defaults Document Status FreightTax/Misc.: 0.00 Calculate
Requisitions Add Comments Total Amount:
PO Activities Add ShipTo Comments | coo.bo usb
Encumbrance Balance: 80000 ysp
Add Items From Select Lines To Display
Purchasing Kit Catalog liem Search . :
Purchasing Kit Catalo ltem Search line: [ J&To: [ Q5 Remiove

Perscnalize | Find | View Al | B | 3 First I 1071 I Last

Ship To/Due Date | Staluses | llem Information [ Affributes || RFQ | Conlract | Receiving

Merchandise
Amount  Status

Line Item Description PO Qty *UOM  Category Price
1 B @ |[Computer Table i EIN 5 2.0000 |EA /@ [oooo @ |[300.00000 600.00 Approved Q = =
Favorites | Main Menu > Purc@slm > Furchasg Orders > Add/Update POs
(& New Window 9 Help \_'.{ Personalize Page
Maintain Purchase Order
Distributions for Schedule 1
Unit: UWsYS Vendor: MACWORLD-001
POID: 0000000001 Item: Computer Table
Line: 1
Schedule: 1 Status: Active
“Distribute By: Schedule Qty: 2.0000
Merchandise Amount: 600.00 USD
SpeedChart: @ Multi-SpeedCharts Doc. Base Amount: 600.00 USD

Distribution Personalize | Find | View Al | BV

Chartfields | Details/Tax | Assetinformation | (iE¥FISSo0Ml | Statuses || BudgetInformation
Phone Fa

Reguester Name isition Name Attention To

Dist Status Percent ReqBU | ReqlD Regline Req Sched ReqDist Open Oty Requester
1 Open [100.0{ UWSYS 0000000016 1 1 18 00856855 MCDONALD, DENISE TESTCONFIGS MCDONALD, DENISE
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Update the Category once the Req has been sourced to a Purchase Order.

The Buyer will need to go the chartfield tab, to take note of the Account Code
from the Requisition. Changing the Category from 0000 to a new category

will wipe out the Account Code.

The page below shows the effect of changing the category and the account being
wiped out on the Distribution Page. Once you change the category, go to the
chartfields tab and re-enter the Account code. The PO will not save without a

valid Account Code.

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

Maintain Purchase Order
Distributions for Schedule 1

Unit: uwsys Vendor: MACWORLD-001

PO ID: 0000000001 Item: Computer Table

Line: 1

Schedule: 1 Status: Active

*Distribute By: Quantity v Schedule Qty:

Merchandise Amount:

SpeedChart: @, Mulli-SpeedCharts Doc. Base Amount:

Details/Tax Asset Information Req Detail Statuses Budget Information =»

Merchandise
Amount

1 |Open [100.00 2.0000 600.00 USD uwsYs Q|| 7Q 136 Q_ (400960 Q6

Dist Status Percent PO Oty

Currency *GL Unit *Account Fund Dept Program Class PC Bus Unit Project

Q Q Q

OK Cancel Refresh

[0 New Window 7 Help [’ Personalize Page

2.0000
600.00 USD
600.00 USD
2 < O
Activity Affiliate
Q Q Q| =

If you did not note the account code before updating the category, go back to the
Manage requisition page and view the requisition to get the account code.

Main Menu > eProcurement > Manage Requisitions
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If Matching has been implemented at your site, flag the PO as “Amount Only.”
This will prevent unnecessary Match exceptions based on quantity. See the below
screen shots. Please note, flagging a PO as “Amount Only” will be change the
PO quantity to 1, if it is not already at 1, and change the merchandise amount.

a. Click the Line Details button to view the Details for Line page.

Maintain Purchase Order
Purchase Order

Business Unit: uwsys

PO Status: Dispatenes A X
PO ID: 0000000003 =

Budget Status: walia i

[J Hold From Further Processing

Copy From:

e a— Doc Tol Status: al

yendor: GILOWAREINGOT . ) = Backorgersq  =ale DackOeder
*Wendor 1Dz 0000005020 Receipt Status: Not Recvd
Buyer: *Dispatch Method: [Eman ~] ! Dispatch ]
PO Refere P NN (= e mountsummany
Hesder Detsils Merchandise: 10,000.00
PO Defaults FreightTax/Misc.: oo [ Celeulste |

- Total Amount: 10000 USD
Poscties  con sniopgomment [l inoonon uso

lUem Seach Line: Qro: [ Q[ Rewieve

Description ~uom rice pemivioen

1 £ Eng. Eval Time for LTO 5 Tapes @ [ 500000] Ea  [92023 | [200.00000 10.000.00 Approved | = B =

Close Short All Lines i - More ~
J sGotor |

(B Add| [£5 Dpdmieibimpiey,

|@ Ssve | [L\ ReturntoSearch | |=] Motify |7, Refresh |

Expand Attributes and check off the box next to “Amount Only.” Click OK and
save the PO. A message may appear confirming you are OK with a PO quantity of
1, select “OK.”

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

Maintain Purchase Order
Details for Line 1

PO ID: 000000003 ‘Vendor: GILLWAREIN-001

Line: 1 Item 1D: Eng. Eval Time for LTO S Tapes
Line Details
Category: 92023 Line Status: approved M A fE B
Description: Data Recovery Services Backorder Status: ot

Backordered
Category 1D: 08410
Amount to Receive: 10,000.000 uso Merchandise Amount: 10,000.00 usp
Quantity to s0.0000 Doc. Base Amt: 10,000.00 usp

Expand Attributes
Section and Check
Off "Amount Only.”
Click OK and Save.

Transaction Item Description:
Eng. Eval. Time for LTO 5 Tapes

Preferred Language Item Description:

Collapse ARl

Expand Al

Goods ~ [ :Amount Only
[ |

Physical Nature:

*Price Qty: [ Seneaue quantity ~|
*Price Date: =) ~
| ©K | Cancel || Refresh

4. Once all the PO updates are completed, the steps/process of managing a PO will

be the same as before. You can Dispatch using the Print or Email Function.
Instructions on PO Email Dispatch are listed below.
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PO Email Dispatch

Dispatching the PO using Email allows you to electronically send the dispatched PO
directly to the vendor. It is recommended that once a valid email address is obtained for
a vendor, it should be added to the VVendor file on the Vendor Address tab for future use.
This will allow the email address to be automatically populated in the PO Email Dispatch
Options Page.

Please note, these types of updates should be forwarded and handled by your
Accounts Payable group.

Summary || Identifying Information

Address | Contacts Location Custom

SetlD: UWADM

Vendor ID: 0DD000D016 CHEZ VOUS CATERERS & BAKERS

CHEZWOUSCA-001

Address ID:

Description:

Effective Date: 0110171900 |5 Effective Status:

USA QL United States
Address 1: [831 WILLIAMSON 5T

PO Email Dispatch tied to this email
address.

Address 2: ‘

Address 3 \

City: MADISOM
County: Postal: A7

State: wi A Wisconsin
:

edu

Email ID:

[ Override Address Verification

*Type Loeation Prefix Telephone Extension
[ [ =

[& Save | |2 RetumtoSearch | | Notity [Es Add | |7 UpdeteDispley. [ £ Indude History | |3 Comect History

Summary | ldentifying Information | Address | Confacts | Location | Custom

People Soft provides 3 ways to electronically dispatch a PO via Email.
i. Buyer’s Workbench
ii. Overnight Batch Job
iii. Select PO Email Dispatch from Maintain Purchase Order Page.
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Below are the steps to electronically dispatch the PO from the Maintain Purchase Order
Page.
Main Menu > Purchasing > Purchase Orders > Add/Update POs

1. Once the PO has been Approved, Budget Checked, and Saved, use the drop down
menu next to Dispatch and Select Email. Once you select “Email” Click the
Dispatch Button.

Eiemams Shared
UH Financial
System

Favorites | Main Menu > Purchasing » Purchase Orders > Add/Update POs
‘Once the PO has been Approved,
Budget Checked, and Saved. use the
drop down menu next to Dispatch
and Select Email. Once you select
Purchase Order Email Click the Dispatch Button.
Business Unit: UWADM Expiration Date PO Status: Approved b4

POID: 0000000008 Budget Status: Walid

Maintain Purchase Order

[ Hold From Further Processing

Copy From:

“PO Date: m2r202017 [ Vendor Search Doc Tol Status: el
“Vendor: KETCHUMCHID01 | yordor Details

Receipt Status:
*Vendor 1D: ooooos0o3 @ KET eceipt ® Ule ARSI

“Buyer: Y . Dispatch Method:
PO Reference: [ +PO Type[GEN O
Header Detsils Activity Summery Merchandise: 23,000.00 I —
i . Caicu
PO Defaults Document Status FreightTax/Misc.: 000 I
o Total Amount: 23.000.00 USD
Encumbrance P ——
PO Activiies #dd ShipTo Comments Balance: 2300000 ysp
Soloct Linos To Display
Burchasing Kit Calalog liem Search Line: QA To: o Retrieve

Ship TaiDue Dste | Sistuses |( lem information | Atfributes || RFQ || Conract || Reoeiving

Line Item Description PO Gty *UOM  Category Price *"";‘:“'i“ Status.
1 B[ @, |[Strategic Plan ciem B 1.0000 [EA @ (1832 Q, [20,000.00000 20,000.00 Approved (&) = Bl =
2 B | @ [Travel and Incidentals ¢ 1) € [ 10000 [EA | (67240 |@ |[3,000.00000 300000 Approved 2 = B =
\iew Printable \ersion TR e
S IERE eEen Glose Short All Lines v -
| ] SO
/@ Ssve |\ ReturntoSearch [t Previousinlist | #E MextinList |[=] Motfy |, Refresh |Eanbdd, | FHUpdsteiDisplay|

2. Update the email addresses, if required and click “OK.”

L shared
Financial
System

Favgrites | Main Menu > Purchasing > Purchase Orders :  Add/Update POs

Dispatch Options The Disp Option § will appear.
The Email ID field will be populated with

Dispatch Options an email address if a valid email address
~ has been entered on the vendor file.
Fax Cover Page: |:| [] Test Dispatch

[ Print BU Comments
Server Name: SUNX x|

"] Print Duplicate on PO
*Output Destination Type: [ Print Changes Only

Print PO Item Description
*Output Destination Format: FOF ~

- Process Conirol Option
If the Email ID is blank or incorrect, you
<an enter in a valid email address. Once
you enter in the email address, click OK

VendoriContact Fax/Email

Email 1D: sfstesting@uwsa_edu
One Time Fax/Email

The following fax / e-mail will override the abowve if
Email 1D: [
| oK | Cancel | Refresh |
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3. The Below Message will appear. Click “Yes” to electronically dispatch the PO to
the Vendor.

Would you like to wait for that the PO D

(10208 44)

“our request is currently in process. If has completed.

3 1o the updated PO. If you choose not o wait, please
check the Process Monitor to verify that the scheduled process has completed before accessing the PO being dispatched.

Vel We

4. You will be brought back to the Maintain Purchase Order Page. You are done.

Favorites | Main Menu > Purchasing > Purchase Orders > AddfUpdate POS
- s =

Maintain Purchase Order
Purchase Order

. ) Expiration ml:l i . A You will be brought back to the
Business Unit: UWADM PO Status: Dispatehed X PO Screen. The PO has been
PO ID: 0000000006 Budget Status: Valid electronically sent to the Vendor.
Copy From: v Source D XE17040 [ Hold From Further Pracessing You are done.

0 Date: (02202017 B9 vendor Sesren e ot

r Status:
*Vendor: Vendor Details Backordereg  C122te BackOrcer
I —— Receipt Status:

“Vendor 0: KETOHUM CHIOAGO " e

ispatch Method: Email ~ Dispstoh,

“Buyer: 00248538 JONES, JESSICA “is od
PO Reference: [ +po Type[Gen | IR

Merchandise:
s e it Tl coe
PO Defauits Document Status :_::';m m:““ -~
Mol
Requisitions Add Comments Encumbrance 200000 USD
2300000
PO Activiies Add ShipTo Comments Balance: use

Add Items From

Select Lines To Display
Purchasing Kit Catalog Item Search

Lines [ Q1o [ [ Retiee |

Line item Description PO Qty TUOM  Category Price ""‘:"M“;"ﬁ:‘ Status
| B Sirtegie Pin Aealysis Mesing €2 [ {opon] e [oieaz |y [20,000.0000g 20,000.00 Approved | £ [ EE
2 B Travel and Incidentals [ 1ooon EA [or2a0_|@, [3,000.00000 | 3,000.00 Approved (&} S El =
o e v Ea= =

*Go to:

@ e | R Rebunio Searen 5] Nety | 7 Refech |

Eb Add _EI WpdsieDispley,
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PO Email Dispatch with Attachments
The below screen shots provide instructions on including attachments with email

dispatched PO’s.

b ing > Purchase Orders )

Purchase Order

Purchase Order
Expiration Date l:l

Business Unit: UWADM

FoID: Xe17182

Change Order: 2

Copy From: ~ Source D

PO Status:

Dispatched A *®

Budget Status: alid

[J Hold From Further Processing

Doc Tol Status: Valid
PO Date 111772018 [ Vendor Sesrch =
Backorder Status: Not
x Creste BackOrder
Vendor- SITEIMPROV-D01 Vendor Detale Backordered
Receipt Status:
*Vendor 1D 00D000TE3E SITEIMPROVE, ING Mot Recwd S
+Di " [Emai ][ Dispstch
*Buyer: 00348530 JONES, JESSICA Dispatch Method: Emsil V]|
PO Reference: [os0s-UwsA O Type [OEH e ———
Hesder Detsils Activity Summary Merchandise: B30 (Click to add comments
50 Defaulis Document Status FreightTax/Misec.: pop | Caloulate and a chments
Requisitions Add Comments Total Amount: 23.225.00 ULsD
PO Activities Add ShipTo Comments Encumbrancs 23.22500 ysp
Balance:

Add Hems From

ltem Search

Item Information Attributes

Select Lines To Display
Line: Qro: @ Retieve

Line ltem Description PO Gty Price Merchandis? status
'Web Governance Suite

1 5 Period: December 5, 2016 - B 20000/ Ea (20354 |Q [7.775.00000 23,325.00 Approved | @ 3 &l =
December 4, 2017

Vigw Printabls Version

~iew Printable Version Giose Shart All Lines *Goto ... More .. [~]

|[F)Save | |[ZhRetumtoSearch | |=]Motify | £* Refresh

4/21/2017
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Shared
Fimmnal

Malnll'lem ] PLn:hasng b PLl'dflaseOnlers ]

Mcfufhmer comments 2) click Attach to add attachment 3)
50 Line ¢ " Check Off Email, if you want attachment included in PO
e bommen dispatch email 4) Hit OK to go back to main page and save PO

Business Unit: LA DM PO ID: HE1T182 Vendor: SITEIMPROW-001 Change Order: 2

Line: 1

4/} Retrieve Active Comments Only Refrieve I

*Sart Methad: Comment Time Stamp Vl

*5ort Sequence:

Use Standard Comments Comment Statu

Use ltem Specifications

“

TESTING IF COMMENTS COME THROUGH LA to add
multiple
attachments,

i send to Vendor ] show at Receipt hit the plus
Show at Voucher sign.

Associated Document

—— . e —
Attachment: e | view | [ Deiete | MEmaa

From -=> PO UWADM-XE17133-1

[ OK |[-::amel“RErn5h]

W Shared
Fimancial
System

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

in Purchase Order 1)Click Save
Purchase Order 2) Select Email and Click
Business Unit: UwADM Fxpiration Date ] PO Status: Approved A % Dispatch

FOID: XB17182 Budget Status: Valid
Change Order- 3

Copy From: ! [JHold From Further Processing

Doc Tol Status:

*PO Date: 111772016 [ Vendor Sesrch
Backorder Status: ot
*Vendor: ELECAEEG] Vendor Detsils Recsint Backordersd
eceipt Status:
*Vender ID: 0000007638 SITEIMPROVE, ING Not Recvd
“Buyer: 00248539 JOMES. JESSICA
PO Reference: [Dsos uwsa *PO Type [GEN
Hesder Detsils Ativity Summary andise: aooo0
PO Defauits Document Ststus reightiTax/Misc.: 0oo Gelciole;
Requisitions Add Comments Total Amount: 31,10000 USD
PO Actvities Add ShipTo Comments Encumbrance 2110000 ysp
Balance:

Add Hems From

Line: Qra: O Retrieve |

Merchandise
‘Amount  Sttus

Web Govemnance Suite

Period: December &, 2016 - L3N] 4.0000] EA [20854 @, |[7.775.00000 31.100.00/Approved | &2 = =
Decamber 4, 2017

| Closeshortailines | .ggy . Maore.

IE'RE""'“-“'B""HE"“"’ |2 Refresn [hadd | | Flupdaieispiay |
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L LS -
Financial
System
Fawvorites Main Menu > Purchasing > Purchase Orders » Add/Update POs

Dispatch Options

Dispatch Options

Fox Cover Pae: — Diestispao
M print BU Comments
- SUMNX =
Server Name: F Q [ Print Duplicate on PO
*Dutput Destination Type: WEE hl g :”: ﬁ;a:ﬂéﬁ-l::ﬂh' -
ri ‘Bm ST o
*Dutput Destination Format: PDF hd

* Process Control Option

Vendor/Contact Fax/Email

Email 1D sfstestingi@uwsa.edu

One Time Fax/Email

The following fax . e-mail will override the vendor'contact information above if specified.

I i — | 1) enter email if Email
ID: email is not correct
| Gancel || Refresh | 2)Click OK
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