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Purchase Order Creation Process Overview

Purchase Orders (PO) in SFS represent orders for goods or services to vendors and carry an
associated encumbrance value that represents the remaining purchase order value. Typically, a
request is made to a vendor for a good or service and the buyer reviews the request. Once the Buyer
verifies compliance to policies, they are responsible for creating the PO in SFS, budget checking it, and
dispatching it to the vendor for fulfillment.

PLEASE NOTE — With the 9.2 upgrade Vendors are now called Suppliers. This documentation will use
the new naming convention going forward.

Some institutions migrated to the online requisitioning tool eProcurement with the SFS 9.2 upgrade.
EProcurement allows the requester to create a requisition online and route it electronically for approval.
Once the requisition is created and approved, it is sourced manually or automatically to a Purchase
Order, per the institution’s requirements. Instructions on Creating, Approving, and Sourcing an
eProcurement requisition to a Purchase Order are located in the eProcurement section of the
Documentation and Training website. https://www.wisconsin.edu/sfs/documentation-training/

With the last upgrade, some institutions requested PO workflow functionality. This decentralized the
PO entry process to the requester and included an ad hoc electronic workflow approval to the Buyer.
With the availability of eProcurement in 9.2, some institutions will no longer need this functionality,
because the approval workflow will be on the requisition side. For those PO workflow institutions that
did not migrate to eProcurement or are still choosing to use workflow functionality, information
regarding PO workflow processing can be obtained, by referencing the PO Approval Workflow
Processing document in the Purchasing section of the SFS Documentation and Training website.

Still Available in 9.2
1) Email Dispatch of Purchase Orders using electronic signatures. Institutions interested in using
electronic signatures should contact UWSA Problem Solvers uwsaproblemsolvers@uwsa.edu

2) Supplier and Buyer copies of dispatched purchase orders
a. Regardless of the type of dispatch, both the Buyer and Supplier copy of the dispatched
PO will be available in the Process Monitor or Report Manager.

This document covers Regular and Express PO entry and the subsequent steps to PO Dispatch. The

Appendix includes instructions on creating POs using the “Copy From” option. The “Copy From”
instructions are the same for Regular and Express PO entry.
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9.2 New Functionality

l. Fluid
9.2 introduces new terminology called Fluid. Fluid involves the use of Tiles, which represent
events you can complete in SFS, per your security and authorization level. The Tiles will be
displayed on your Homepage when you log into SFS. Most of the tiles are module specific. The
Work Center for Purchasing is called the Buyer WorkCenter. It will be displayed on your
homepage, but can also be accessed through the below navigation.

Navigator: Purchasing > Buyer WorkCenter

Il. Buyer WorkCenter
The Buyer Work Center is a “one stop shop” for all Purchasing related transactions. It provides
a centralized component which allow users to access a variety of alerts, pages, processes,
queries and reports without using navigation.

The Main tab contains a “My Work” section. It lists all the items requiring your attention, i.e.
Pending Approvals, Pending Activities, and Alerts. It also contains a Links section, which
provides direct access/short cuts to all the pages you will need or use to handle purchase order
activities. No need to navigate to pages like Add/Update POs, Add/Update Express POs,
Buyer’s Workbench, etc. A link to these pages will be on the Buyer WorkCenter page.
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< Homepage Buyer WorkCenter

Buyer WorkCenter o «
Welcome to the Buyer WorkCenter
S o~
Edit Filters Welcome to the WorkCenter. This WorkCenter has one "Task Panel” and one "Work Area". The "Task
) Panel” is on the side displaying the pagelets as=igned to the WorkCenter page and the "Work Area”
Pending Approvals displays transaction pages such as this page.
o Requisit
- equisiions Each pagelet may have the following actions depending on its configuration: Hide/Show, Reload,
Purchase Orders (3) Personalize.

= Pending Activities Within each pagelet there may be "Open the content in a new window”, "Collapses a group of links" and
5 Requisifions to be Sourced (2) "Expands a group of links" actions available depending on the pagelet.

5 Spurcing Emors
O Requisitions

4]
-
4

= Procurement
AddUpdate Express POs
AddUpdate POs
Purchase Orders
Document Status
Activity Summary
Buyer's Workbench

PO Accounting Entries
Budget Check
Dispatch POs

PO Aute Sourcing
Close Purchase Orders
Reopen POs

B e i s e R e e B i R |

= eProcurement

Manage Requisitions

Manage Requisition Approvals
Expedite Requisitions
Procurement Processes
Create Requisiticn

aoaooaoana

= Budget Year End Processing
Request PO Roll View

PO Rollover Waorkbench
Request PO Roll Open Encum
Budget Check

aooaa

= Accounts Payable

Regular Entry

‘Woucher Search

Match Workbench

Match Exceptions Analysis

n B B R |

= General Ledger
' Create/Update Journal Entries

Suppliers
O Review Suppliers
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The Reports/Queries tab on the Buyer WorkCenter contains a Queries and Reports/Processes
section.

A Hom Buyer WorkCenter

Buyer WorkCenter o «

\ | Main_|| Reports/Queries | Welcome to the Buyer WorkCenter

I@lﬂueries I S o

= Query Manager

Welcome to the WorkCenter. This WorkCenter has one "Task Panel” and one "Work Area”. The "Task
Panel” is on the side displaying the pagelets assigned to the WorkCenter page and the "Work Area”

. Budget Year End Queries displays transaction pages such as this page

= SFS_PO_ROLLED POs_LIST Each pagelet may have the following actions depending on its configuration: Hide/Show, Reload,

= SFS_PO_DISTRIE_BY_QUANTITY Personalize.

= SFS_PO_NEGATIVE_VOUCHER_SUM ‘Within each pagelet there may be "Open the content in a new window”, "Collapses a group of links™ and
= SFS_PO_ROLLED_ENC "Expands a group of links” actions available depending on the pagelet

E@ Reports/Processes S o~

PO Adjusted Balance Reports
» Purchase Order Reports

Detail Listings

Activity

Expediting
Requisition/PO Xref
Item Substitution Usage
Receipt Summary

Processes
Dispatch POs
Budget Check
Close Purchase Orders
Reopen POs

> Monitor
Process Menitor
Report Manager
Reporting Console

> PSInVision
Define Report Book
Define Report Request

The Queries section provides links to Query Manager and Budget Year End Queries. The
Query Manager link will take you to the page where you create queries and access public &
private queries. The Budget Year End Queries section provides direct access to the queries
accessed during the PO Fiscal Year End Rollover process.

The Reports/Processes Section provides links to various processes and reports, like the
POADJBAL reports, Purchase Order Delivered Reports, Various Processes and Monitor Pages,
and the Report Manager.

Although you will have access to all these pages/processes through the Buyer Work Center,
you can still manually navigate to them using the Navigator. You can also establish Favorites.

This documentation will include the navigation to all pages and processes.
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lll. Keyword Search (New Feature in 9.2)
Keyword Search is a new feature in 9.2 on the Add/Update Express and Add/Update pages. Itis a

new tab, which allows you to search for a PO using more detailed criteria.

Although this documentation includes the Keyword Search tab, it is not available at this
time. This functionality has been road mapped and will be available at a later date.

Navigation
Navigator: Purchasing > Purchase Orders > Add/Update POs or Add/Update Express POs

Express Purchase Order

ufatiemeRasel

Express Purchase Order

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

Find an Existing Value \\ Keyword Search ) Add a New Value

e

Search Criteria

Business Unit[=_v/] oWMIL x|@

POID y

Use the magnifying glass

Purchase Order Date[=____ V] - to select a Business Unit.

PO Status|= v|

Short Supplier Name Q Click the Keyword Search
Suppier ID Q tab

Supplier Name Q

Buyer begins with v Q

Buyer Name Q

PO Type|= v|

Purchase Order Reference

Hold From Further Processing O

<]

Ay

[ case Sensitive

] -
Search Clear Basic Search = Save Search Criteria

Find an Existing Value | Keyword Search | Add a New Value
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The Keyword Search screen will appear.

< Homepage Express Purchase Order

Express Purchase Order

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

Find an Existing Value | Keyword Search || Add a New Value

This search definition must be indexed in order to use Keyword Search Search Tips

Search Criteria

Keywords vietnam

Je)

Business Unit UWMIL

Purchase Order Date 5
PO Status[=__ V] | hd You can enter any
Short Supplier Name contains phrase | criteria to find a
Supplier ID[contains phrase v | purchase order
Supplier Name [contains phrase |
Ouyer[contans phrase ]
Buyer Name
PO Type | v
Purchase Order Reference

Hold From Further Processing O

PPPLPLP

Business Unit Description:
Additional Name:
Budget Status - NonProrated:
Budget Checking Header Status:

Item ID-
Item Description:
Category ID:
Category Code:
Category Description Short:
Merchandise Amount: = L'
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1 QSvetem
| System

Supplier Item 1D
Manufacturer ID:
Manufacturer's ltem ID:
Manufacturer Name:
Manufacturer Short Name:
Line Status:
Ship To Location:
Ship To Location Description:
Ship To Description Short:
Due Date: = v £l
RFQ ID: contains phrase »
Attention To: contains phrase
Backorder Status: contains phrase w
Contract ID: contains phrase w
GPO Confract: contains phrase v

Requisition 1D: contains phrase
Return To Vendor (Supplier) ID: |contains phrase wv
Sales Order: contains phrase v
Work Order ID: contains phrase v
Event ID: contains phrase
Entered By: contains phrase v

Procurement Comments: contains phrase wv

Search Clear | Keyword Only Basic Search

Find an Existing Value | Keyword Search | Add a New Value

Enter criteria and click Search. POs with that criteria will appear for selection and review.
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Process Detail
IV. Purchase Order Entry via the Regular PO Add/Update Page

The Add/Update Regular page can be accessed from the Buyer WorkCenter or through
navigation.

Navigator: Purchasing > Purchase Orders > Add/Update PO’s

< ployee Self Service Purchase Order
I

)

Purchase Order

Find an Existing Value Keyword Search Add a New Value

Business Unit [UWPLT |Q
PO ID NEXT

Add

Find an Existing Value | Keyword Search | Add a New Value

5
Add a New Value
1. Select tab.

2. Enter Business Unit: ‘UW***

3. The PO ID will default to ‘NEXT’. If your Campus has chosen to utilize the PO auto-
numbering function, leave this value. Otherwise manually enter a PO ID.

Add
4. Click , which will launch the PO Entry page
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< Employee Self Service Purchase Order

Maintain Purchase Order ["\’
Purchase Order

Business Unit UWPLT

PO 1D NEXT
CopyFrom[ ]
Header (%
*PO Date [11/1772017 W  Supplier Search
*supplier | Q Supplier Details
*Supplier ID Q
*Buyer 00856855 Q MCDONALD, DENISE

PO Reference

Header Details Activity Summary

PO Defaulis Add Comments
PO Activities Add ShipTo Comments
= Actions
Add Items From (2
Catalog Item Search
Purchasing Kit
Lines (7
Details | Ship To/Due Date || Statuses || ltem Information || Attributes
Line Item Description
DB |

“iew Printable “/ersion

|Gl save ||[=] Netify

= Refresh

5. In the Header section, enter or search

Close Short All Lines

Initial
Not Chk'd

PO Status
Budget Status

[ Hold From Further Processing
Doc Tol Status ‘Valid
Receipt Status Mot Recvd

*Dispatch Method

Amount Summary (7

Merchandise 0.00
FreightTax/Misc. 0.00 Calculate
Total Amount 0.00 USD

Personalize | Find | view &I | L?yl B

RFQ Contract Receiving @
PO Gty *UOM Catagory Price M?'”;‘\f‘:‘::;?t Status
EL Q Q 1] 0.000 Approved
*Goto|... More ... v

Q for Supplier ID.

First ‘4 1of1 “*' Last
Q [ &l =
v Add || | UpdateDisplay

6. Enter or search @ for Buyer. Note: The list of buyers a user can see is limited by their

User Preferences

7. Click the Header Details hyperlink. The below are example header details that can be

updated.

a. Accounting Date (very critical when creating POs for a new fiscal year)

Dispatch Method

b.

c. Override the supplier Email Address used for PO Dispatch

d. PO Type - PO Type is no longer displayed on the main Purchase Order page. It can
only be viewed and updated via the Header Details link.
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PO Header Details
Help
PO Details
Supplier 3MSAFETY-001 PO Date 11172017
*PO Type |GEN Q Budpet Status Mot ChK'd
*Billing Location [PLTBILLTC|Q, Biling Address [ Tax Exempt
1]
Origin Q Letter of Credit ID Q
Ouse one Ship To Ship To
Currency
Currency Code USD 0, Exchange Rate Detail Base Currency USD
Rate Date 11/17/2017 Exchange Rate 1.00000000
Rate Type CRRNT
Process Control Option
M pispateh Acknowledgements required for Mot required e
*Method | Print v Accounting Date (11172017 |
Template 1D Q Accounting Template STANDARD |
QK Cancel Refresh

—

8. Make required updates.

9. cClick K
10. The main Purchase Order Page will be displayed.

11. If creating PO Defaults, enter an item description and quantity. This step must be done first,
if using PO Defaults. Failure to update these fields, may prevent some of the defaults from
coming into the purchase order.

Lines (1 Personalize | Find | View Al | 2] B First ¢ 10f1 * Last
Details | Ship To/Due Date | Statuses | ltem Information | Attributes | RFQ | Contract | Receiving

Line Item Description PO Qty juom Category Price Mamh“":l:ﬁ Status
1 B & 2.0000/EA Q05000 @ [50,000.00000 100,000.00 Approved (2 [ E[E

View Printable Version

Close Short Al Lines “Go to[__ More v

View Approvals

f)Save ||[Gh Retum to Search | [ Notify |[£3 Refresh (4 Add Update/Displa
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12. Click the PO Defaults hyperlink, if desired. You must enter an item description and quantity
if using PO Defaults.

Purchase Order Defaults

Help
Business Unit UWPLT POID NEXT Supplier 3MSAFETY-001
Default Options

f’:;":-DefauIt If you select this option, the default values entered on this page are freated as part of the defaulting legic and are only applied if no other
o default values are found for each field. If default values already exist in the hierarchy, they are used, and the values on this page are not
used.
O override
If you select this option, all default values entered on this page override the default values found in the default hierarchy.
Line
g Category Q Unit of Measure Q
1 | Schedule
Ship To Q Ultimate Use Code aQ,
Due Date [ Original Promise Date [
Ship Via BESTWAY Q Freight Terms Code | DESTIN Q,
Arbitration Q Freight Charge Method
*Distribute BY One Time Address
Distribution
SpeedChart
Distributions Personalize | Find | view All | = First ‘&' 10of1 ‘& Last

Chartfields Asset Information =»

Dist Percent GL Unit Account Fund Dept Program Class PC Bus Unit  Project
UWPLT |Q Q Q Q Q Q Q
< >
OK Cancel Refresh

13. Select the Default or Override radio button.
a. Default — Select for single line distribution defaults
b. Override — Select for split level distributions. The “+” to add multiple distribution lines
will not be displayed under Distributions, if the Override radio button is not selected.

14. In the Line section, Enter or Search @, Category. This is the NIPG code. It can be changed
on the line if the category per lines are different.
a. Accounts are included in the category profile. These account codes will automatically
default into the purchase order, but can be changed if necessary. Please note, account
assignment was based on overall UW institution usage.

15. Enter or Search @ 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.

16. In the Schedule section Enter or Search @, Ship To location. Select the location that
identifies where the items will be shipped to internally.

17. Select Due Date. If a due date is not entered, the due date for each schedule defaults to the

purchase order date plus the number of lead time days defined for the item on the Purchase
Order line.
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18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

Leave default ‘BESTWAY in Ship Via field.
Leave Arbitration blank.

Select Distribute By: ‘Amount’

Leave Ultimate Use Code blank.

The Original Promise Date defaults to the value entered in the Due Date field. This date is
on the schedule as the date the supplier originally promises delivery.

Enter or search @, Freight Terms Code. Select the freight terms that apply to this order
and supplier.

Leave Freight Charge Method blank.

In the Distributions section, populate a SpeedChart or complete as many ChartFields as
possible. The completed fields will default to each distribution line. All defaulted
information can be changed on the Distribution Lines.

Note: If the ChartFields are left blank, manual updates will be required on each Distribution
line. If the ChartFields are the same for each line, it is recommended to have the information
default into the order, to 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 using Project Lite or Grants).

Leave the fields on the tab blank as assets will only be integrated to Asset
Management through Accounts Payable Vouchers.

Click OK to save changes and return to the Purchase Order main page.

Please note, all defaults carried forward on the purchase order can be changed on the
purchase order if necessary.
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28. Click the Add Ship to Comments hyperlink.

PO ShipTo Comments

Help
Business Unit UWPLT POID MNEXT Supplier 3MSAFETY-001
*Sort Method {[EUTTENRINCYSET) [ *Sort Sequence Sort
Comments Find | View All First ‘4 10f1 B/ Last
Use Standard Comments Ship To Comment Active Inactivate +]
Status
B
[ send to Supplier [ Show at Receipt
[ show at Voucher

B Associated Document

Attachment Aftach View Delete Email
From = PO UWPLT-NEXT

OK Cancel Refresh

—
29. Complete the PO Ship To Comments page per the requirements for the given PO.

30. In the Comments section, Select Ship To from pull down menu. Note: You cannot copy a
comment without a Ship To location.

31. Click the Use Standard Comments hyperlink, which will provide comments available for
selection, or manually enter in a comment.
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Standard Comments
Help

Comments

o Wil 1§ Copy Comment LY

Comment Type (&} Comment ID &)
“Effective Date 1111772017 +Status | Active I

Description

Short Desc

Comments

Ok Cancel Refresh

l L

32. Select Action: ‘Copy Comment’.

?‘@ndard Comments x
Help
Comments |
*Action [Copy Comment v
Comment Type PO | Comment ID [p08  |Q
*Effective Date |11/17/2017 *Status |Active ]

Description Blanket CONTRACT

Short Desc [Blanket CO

Comments 'Gontract blanket order to cover purchases as needed for the period =l
July 1, 2014 through June 30, 2015 for the following department:
All purchases to be authorized by:
“endor to submit itemized monthly invoices (INCLUDING PO #)

directly to billing address indicated above.

OK Cancel Refresh
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oK

33. Click to retain your changes and return to the PO Ship To Comments page.

L h .
Note: Attachment(s) can be added to the PO by clicking Sl . To add additional
documents, click “+” next to the Inactivate button.
PO Header Comments
Help
Business Unit UWRVF POID NEXT Supplier FISHERATHL-001
Comments Find | View All First ‘&' 10of1 ‘&' Last
Use Standard Comments Comment Status Active (FZ30EER [+]
¢
click to add
more than 1
[Isend to Supplier ] Show at Receipt attachment
] Show at Voucher
Associated Document
Attachment Attach & elele Email
From -> PO UWRVF-NEXT \
OK Cancel Refresh Click Attach to add
attachment to PO

PO.1.01_Purchase_Order_Creation Page 16 of 52
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For Emailed Dispatched POs, check the Email box to send the attachment to the Buyer. To
send the Attachment to the Buyer and Supplier, check the Send to Supplier box. Please note,
checking the Send to Supplier box will also send Comment(s) to the Supplier.

PO Header Comments

Help
Business Unit UWRVF PO ID NEXT Supplier FISHERATHL-001
*Sort Method | Comment Time Stamp v *Sort Sequence Sort
Comments Find | View 1 First ‘&' 120f2 ‘&' Last
Use Standard Comments Comment Status Active [T AL 4]
Please see included terms and conditions. E'Q‘

¢ -
‘I Send to Supplier )

[ Show at Voucher

[ show at Receipt

Associated Document

i
Attachment acct 3781_and_3780_activity 11-29- Attach View Delete || M Email
2017 xlsx -\ !
From > PO UWRVF-NEXT / -
Use Standard Comments Comment Status Active Inactivate +]

&
®

testing adding comments
Checkoff Email to send

attachment to both the
- Buyer and Supplier

L _Send to Supplier ™ [ Show at Receipt \
[IShow at Vaucher ~

Associated Document

S

Attachment test dispaich.docx Allach View Delete \ mEmail
—

From -= PO UWRVF-NEXT

oK Cancel Refresh

34. Click OK

displayed.

again to retain your changes. The main Purchase Order page will be
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‘W ployee Self Service Purchase Order

Maintain Purchase Order
Purchase Order

Business Unit UWPLT PO Status  Approved
POID MEXT Budget Status Mot Chk'd
Copy From I Hold From Further Processing
Header

Doc Tol Status “/alid

*pQ Date |11/7/2017 [ Supplier Search
*Supplier 3MSAFETY-001 @ Supplier Details
*Supplier ID (0000000007 O M SAFETY.& SEGURITY SYSTEM Receipt Status Mot Recvd
*Buyer 00856255 @ MCDONALD, DENISE Dispatch Method
PO Reference Amount Summary 7
Header Details Activity Summary Merchandise 0.00 e
PO Defaults Add Comments FreightiTax/Misc. 0.00 aleulate
PO Activities Edit ShipTo Comments Total Amount 0.00 UsD
- Actions
Add Items From
Catalog tem Search
Purchasing Kit
Lines Personalize | Find [View Al 1] BB First 4 10f1 * Last
Details Ship To/Due Date Statuses Item Information Aftributes RFQ Contract Receiving =y
Line Hem Description PO Gty *UDM  Category Price Me"":f“”;‘f:l Status
’ o % & Q aQ oowsees O [ EE
Vigw Printable ersion Close Short All Lines *Go to|... More . v
&l Save || =] Notify £* Refresh T Add 7| Update/Display

35. In the Line section, Enter Description.
Note: By clicking the “in the upper right corner of the Description field an editable modal
window will open, which makes it easier to enter a lengthy description.

36. Enter PO Qty (PO Quantity).
37. Enter UOM (Unit of Measure).
38. Enter Category, if required.

39. Enter Price
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40. If you are creating an Amount Only Purchase Order, Click the Attributes tab. An_ Amount
Only PO is required if your institution uses Matching. If you are not creating an Amount
Only Purchase Order, skip to step 43.

Maintain Purchase Order
%Purchase Order

Business Unit UWLAC PO Status  Open 4
POID NEXT Budget Status Not Chk'd
CopyFrom[ ] [Heold From Further Processing
Header 7
“PO Date [04/10/2018 % Supplier Search Doc Tol Status Valid

*Supplier FARMCOUNTR-001 | @ Supplier Details

“Supplier 1D (0001007575 O FARMCQUNTRY SALES LLC Roceipt Status Not Recvd

*Buyer 00856355 @ MCDONALD, DENISE Dispatch Method | Print
PO Reference Az ey (2
Header Details Activity Summary Merchandise 0.00
PO Defaults Add Comments Freight/Tax/Misc. 000 ot
PO Activities Add ShipTo Comments Total Amount 0.00 USD
~ Actions

RO REED Click the Attributes tab in the Lines

Catalog ltlem Search Section

Purchasing Kit /
Lines (2 Personalize | Find |View Al | @] B} First (4 10f1 ' Last

Details || Ship To/Due Date || Statuses || Item Information || Attributes | RFQ | Contract || Receiving | [0

Line Item Description Physical Nature “Price Qty “Price Date ‘Amount Only

1 [ Q| el [Goods V] [Scheduk v| [PO V] ] HE=
View Printable Version Close Short All Lines “Go to[__More V|

[FSave |[Z]Notify || Refresh 4 Add|[5] UpdatelDisplay

41. Once you click the Attributes tab, the below screen will appear. Check the Amount Only
box.

Lines (7 Personalize | Find | View All | @] B First (4 10f1 & Last ST =
Details Ship To/Due Date Statuses Item Information Attributes RFQ Contract | Receiving EDJ i © moun.
Only box. You will
Line Item Description Physical Nature “Price Qty *Price Date Amount Only / be brought to the
— below message

1 = Q| = Goods V| [Schedule v| [PO v] 1 +] =] 9
View Printzble Version Close Short Al Lines *Go to [ More v

[5)Save || Notify |[£3 Refresh ) Add || 4] Update/Display

Message

The PO Qty will be 1 for an amount only line, the system will recalculate the merchandise amount (10200,273)
The PO Quantity will be 1 for an amount only line, the system will recalculate the merchandise amount, Continue?

42. An Amount Only PO can only have a quantity of 1. The message box is confirming you
want the PO to be Amount Only.

43. Click Yes. The PO will recalculate using a quantity of 1. If the quantity is already 1, the
Merchandise Amount will not change.
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44, To enter Line comments, Click the ¢ icon

Lines 7 Personalize | Find | View All | &Y ] E First ‘&' 1of1 '‘*' Last
Details Ship To/Due Date Statuses ltem Information Aftributes RFQ Confract Receiving | [F=W

: . " ) Merchandise

Line Item Description PO Gty *UOM Category Price Amount Status

T m Y — a a 9 omawees O @ @S

45, Click the icon to access the Schedule section, all fields should have defaulted in. In
certain cases these values may need to be overridden.

< Employee Self Service Purchase Order

Maintain Purchase Order
Schedules
Unit UWPLT Supplier 3MSAFETY-001 PO Status Approved
POID MEXT PO Date 11/17/2017

Return to Main Page

Lines Find | View All First ‘&' 10of1 &/ Last
Line 1 Item Description PO Qty 100.0000 Merchandizse Amt 1,000.00 USD
Schedules Perscnalize | Find | View All | £ E First ‘&' 1of1 ‘&' Last

Details Statuses Shipment Matching Receiving FEreight RTV

. . Merchandise
# * =
Sched Due Date Ship To PO Gty Price e Status

= =i
1 B [11o12018 [ [AUDITOR q = 100.0000 10.00000 1,000.00] Active & B L EE

Edit ShipTo Comments

S|save ||[=]Motify || Refresh + Add || #] Update/Display

46. Click the & icon to access the Distribution section. Review and Update the distribution
line where the defaults may need to be changed. Note: Speed Chart can be used to
populate the chart field distributions.

Distributions for Schedule 1
Help
Unit UWPLT Supplier 3MSAFETY-001
POID NEXT Item Constifing Senices
Line 1
Schedule 1 Status Active
*Distribute By | Quantity A Schedule Qty 100.0000
Merchandise Amount 1,000.00 USD
SpeedChart Q Multi-SpeedCharts Doc. Base Amount 1,000.00 USD
Distribution Personalize | Find |view Al | | B Fist & 10f1 & Last
Chartfields Details/Tax Asset Information Req Detail Statuses Budget Information
Dist Status Percent PO Qty Mem;f::‘:ﬁ Currency *GL Unit *Account Fund Dept Program Class zﬁi‘B“‘ 1
1 Open 100.0000| |100.000C; 1,000.00 USD UWPLT | [2480 Q 136 Q (213630 Q F a a, a,
< >
OK Cancel Refresh
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47.Click - ¢

48. Click i Save . 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
process over.

49. Repeat this process for each additional Line of the PO. Click the +] icon to add lines to the

PO. You can also add lines that are No Charge or Zero dollars and lines that are Negative
for discounts. If adding negative amounts, make sure the total amount on the PO is greater

than zero.

k. ¢ Employee Self Service Purchase Order

Maintain Purchase Order
Purchase Order

Business Unit UWPLT

PO Status Approved

POID MNEXT Budget Status Mot Chk'd
CODY From e —————— DHDId From Further Prncessmg
Header (2
= Doc Tol Status Valid
*pPQ Date 1171712017 [ Supplier Search
*Supplier SMSAFETY-0D Q Supplier Details

Receipt Status Not Recvd

*Supplier ID 0000000007 @, 3M SAFETY & SECURITY SYSTEM
*Buyer 00856855 @, MCDONALD. DENISE *Dispatch Method
7
PO Reference Amount Summary (7

Header Details Activity Summary Merchandise 1,000.00

PO Defaults Add Comments FreightTax/Misc. n.oo Cacalaic

PO Activities Edit ShipTe Comments Total Amount 1,000.00 USD

= Actions

Add ltems From (7

Catalog Item Search

Purchasing Kit
Lines Personalize | Find | View Al | I-:|| = First ‘4 10f1 ‘b Last

Details | Ship To/Due Date | Statuses | ltem Information || Affributes || RFQ || Contract | Receiving | [F=2)

Line ftem Description PO Gty *UOM Category Price M"m:‘:‘;‘f‘ Status
1 B Q_ [Consulting Services ETN Y 100.0000|[EA |Q, [01045 Q 0.00000 1,000.00 Approved (@] [ & =
View Printable \ersion Close Short All Lines *Goto[... More .. v

_ujSave [=] Notify s Refresh —« Add & Update/Display

50. Some UW Institutions have Auto Approve. If this feature is not configured at your institution,
approve the Purchase Order by clicking the green check box. You are now ready to Budget

Check and Dispatch the PO.

Purchase Order
Click to Approve
Business Unit UWLAC PO Status  Open & x PP
Purchase Order
POID 0000028590 Budget Status  Not Chk'd s,
Copy From [JHold From Further Processing
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V. Purchase Order Entry via the Express PO Entry Page

The Express Purchase Order entry page allows you to view line, schedule, and distribution
information all on one page. However, when using the Express PO page you cannot allocate
header miscellaneous charges.

The Express PO page can be accessed from the Buyer WorkCenter or through navigation.

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

é‘@m Express Purchase Order

Express Purchase Order

Find an Existing Value Keyword Search Add a New Value

Business Unit JUWPLT |Q
PO ID NEXT

Add

Find an Existing Value | Keyword Search | Add a New Value

Add a New Value
51. Select tab.

52. Enter Business Unit: ‘UW***

53. PO ID will default to ‘NEXT’, leave as is or enter PO ID if your business unit does not use
auto-numbering.

_ Add
54. Click
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< PO Form Express Purchase Order
e

Express Purchase Order
Purchase Order

Business Unit UWPLT
PO ID NEXT

Header (7
*PO Date 1171712017
*Supplier
*Supplier ID
*Buyer |00B56355

55 pE

PO Reference

Header Details

PO Defaults

PO Activities
~ Actions

Add Items From (2

Catalog
Purchasing Kit

Supplier Search

Supplier Details

MCDONALD, DENISE

Activity Summary
Add Comments
Add ShipTo Comments

ltiem Search

ption

551

254 characters remaining

Lines (7
Line Item Descri
B Y
JE]
Expand All Collapse All

View Printable Version

1| Save ||[¥] Notify % Refresh

55. The Express Purchase Order screen will appear. In the Header section, Enter or Search @,

Supplier ID.

56. Enter or Search @

57. Click the Header Details hyperlink. The below are example fields that can be updated.

oo o

= Buyer.

PO Status  Initial
Budget Status Not Chk'd

[THold From Further Processing

Doc Tol Status Valid

Receipt Status Mot Recvd

Amount Summary (7

PO Qty

*Dispatch Method
Merchandise 0.00
FreightTax/Misc. 0.00 L EEE

Total Amount 000 UsD

Find First ‘& 10f1 & Last

*UoMm Category Merchandise Amt  status
o = EE
a Q 0.000¢> Approved =
Goto .. More ... [v]
—4 Add 2 Update/Display

Accounting Date (very critical when creating POs for a new fiscal year)
Dispatch Method
Override the supplier Email Address used for PO Dispatch
PO Type - PO Type is no longer displayed on the main Purchase Order page. It can

only be viewed and updated via the Header Details link.
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PO Header Details

PO Details
Supplier ABBINDUSTR
*PO Type [GEN Q
*Billing Location PLTBILLTC/Q_ Biling Address
Origin Q
[Juse One Ship To
Currency

Currency Code USD (Q, Exchange Rate Detail

Rate Date 1117/2017

Help

PO Date 11/17/2017

Budget Status Not Chk'd
O 7ax Exempt

D
Letter of Credit ID Q

Ship To

Base Currency USD
Exchange Rate 1.00000000

Rate Type CRRNT

Process Control Option

[ Dispatch Acknowledgements required for [Not required v
“Method [ Print v] Accounting Date |11/172017  |[{
Template ID Q Accounting Template STANDARD | @
OK Cancel Refresh

58. Make changes as needed.

59. Click oK

60. If creating PO Defaults, enter an item description and quantity. This step must be done first,
if using PO Defaults. Failure to update these fields, may prevent some of the defaults from
coming into the purchase order.

Lines Personalize | Find | View Al | 20| B First (4 101 & Last

Details | Ship To/Due Date | Statuses | ltem Information | Attributes | RFQ | Contract | Receiving | [F=20)
Line Item Description POQty [UOM  Category price.  MOTTRANRC ciatus
1 B flestiem |1 @ 2.0000|[EA |Q 05000 @ [50,000.00000 100,000.00 Approved <) E=
View Printzble Version Close Short All Lines “Go to [ Wore ™

View Approvals

Z|Save |[Gh Retumto Search || Notify |43 Refresh [} Add Update/Displa
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61. Click the PO Defaults hyperlink, if desired. You must enter an item description and quantity
if using PO Defaults.

Purchase Order Defaults
Help

Business Unit UWLAC POID NEXT Supplier AMERICANFO-001
Default Options

@ Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only applied if no other
default values are found for each field. If default values already exist in the hierarchy, they are used, and the values on this page are not
used

O Override . . ) )

If you select this option, all default values entered on this page override the default values found in the default hierarchy

Line

Category 00558 Q Unit of Measure EA |
Schedule
Ship To |SHIFTO QW La Crosse Ship To Location Ultimate Use Code Q
Due Date ) Original Promise Date 3
Ship Via BEST WAY Q, Freight Terms Code (ORIGIN Q,
Arbitration Q Freight Charge Me(ho(l
“Distribute BY One Time Address
Distribution
SpeedChart
Distributions Personalize | Find | View All | L2 | B First ‘4 1of1 '» Last

Chartfields Asset Information =¥

Dist Percent GL Unit Account Fund Dept Program Class PC Bus Unit  Project
1 100.0000 UWLAC |G |3100 Q [128 |Q |025283 Q |2 Q Q Q
< >
OK Cancel Refresh

62. Select the Default or Override radio button.
a. Default — Select for single line distribution defaults
b. Override — Select for split level distributions. The “+” to add multiple distribution lines
will not be displayed under Distributions, if the Override radio button is not selected.

63. In the Line section, Enter or Search @, Category. This is the NIPG code. It can be changed on
the line if the category is different for a given line.
a. Each category profile now includes an Account Code. These account codes will
automatically default on your purchase order, but can be changed if necessary. Please
note, account assignment was based on overall UW Institution usage.

64. Enter or Search @ 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.

65. In the Schedule section Enter or Search @, Ship To location. Select the location that identifies
where the items will be shipped to internally.

66. Select Due Date. If a due date is not entered, the due date for each schedule will be the

Purchase Order Date plus the number of lead time days defined for the item on the Purchase
Order line.
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67. Leave default ‘ BESTWAY’ in Ship Via field.
68. Leave Arbitration blank.

69. Select Distribute By: ‘Amount’

70. Leave Ultimate Use Code blank.

71. The Original Promise date Defaults to the Due Date. This date is on the schedule as the
date on which the supplier originally promises delivery.

72. Enter or Search @, Freight Terms Code. Select the freight terms that apply to this order
and supplier. Leave Freight Charge Method blank.

73. In the Distribution section, populate a SpeedChart or complete as many Chartfields as
possible. The completed fields will default to each Distribution Line. All defaulted information
can be changed on the Distribution line of the order if the defaulted data is not correct for the
line.

Note If ChartFields are left blank, manual updates will be required for each distribution line.
If the chartfields are the same for each line, it is recommended defaults are entered, to
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 using Project Lite or Grants).

74. Leave the fields on the Asset Information tab blank. Assets will only be integrated to Asset
Management through Accounts Payable Vouchers.

75.Click ...._9K i to preserve your changes and to return to the Express Purchase Order
main page.

Please note, all defaults carried forward on the purchase order can be changed on the
purchase order if necessary.
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76. Click the Add Ship To Comments hyperlink.

PC ShipTo Comments

Help
Business Unit UWPLT POID HH40172 Supplier SCHINDLERE-001
@ Retrieve Active Comments Only Retrieve
“Sort Method [Comment Time Stamp v *Sort Sequence Sort
Comments Find | View All First ‘&' 10f1 ‘&' Last
Use Standard Comments Ship To[MAINT ___ ~ Comment Active Inactivate 4]
Status
B
[ sendto Supplier [ show at Receipt
I show at Voucher

Associated Document

Attachment Attach Email
From -> PO UWPLT-HH40172

QK Cancel Refresh

77. Complete the PO Ship To Comments page per the requirements for the given PO.

78. In the Comments section, Select Ship To from the drop down menu. Note: You cannot copy
a comment without a Ship To location.

79. To add predefined comments, Click the Use Standard Comments hyperlink which will
provide comments available for selection.
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Standard Comments
Help

Comments

Comment Type Q Comment ID Q
*Effective Date | 11/21/2017 *Status Active
Description

Short Desc

Comments =

OK Cancel Refresh

80. Select Action: ‘Copy Comment’.

Standard Comments
Help

Comments

*Action | Copy Comment v|

Comment Type PO |3 Comment ID 001 | Q@
*Effective Date 11/21/2017 *Status |Active
Description PO Header Lew
Short Desc PO Header
Comments Agency Contact: =
Department:

Telephone: 608-342-
I

Deliver between 8:00 am. and 3:00 p.m., and per additional delivery
instructions shown below.

OK Cancel Refresh

OK

81. Click to preserve work and return to the PO Ship To Comments page.
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Note: Attachment(s) can be added to the PO by clicking Sl . To add additional
documents, click “+” next to the Inactivate button.
PO Header Comments
Help
Business Unit UWRVF PO ID NEXT Supplier FISHERATHL-001
Comments Find | View All First ‘4 1of1 '}/ Last
Use Standard Comments Comment Status Active Inactivate +]
e
click to add
more than 1
[Osend to Supplier [ Show at Receipt attachment
] Show at Voucher
Associated Document
Attachment Attach e Delete Email
From > PO UWRVF-NEXT \
oK Cancel Refresh Click Attach to add
attachment to PO
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For Emailed Dispatched POs, check the Email box to send the attachment to the Buyer. To
send the Attachment to the Buyer and Supplier, check the Send to Supplier box. Please note,
checking the Send to Supplier checkbox will also send Comment(s) to the Supplier.

PO Header Comments
Help
Business Unit UWRVF PO ID NEXT Supplier FISHERATHL-001
*Sort Method | Comment Time Stamp v *Sort Sequence Sort
Comments Find | View 1 First ‘&' 120f2 ‘&' Last
Inactivate +]

Comment Status Active

e

Use Standard Comments

Please see included terms and conditions.

- -

/| Send to Supplier ) [ show at Receipt
[ Show at Voucher

Associated Document

Attachment acct_3781_and_3780_activity_11-29-

2017 xlsx
From > PO UWRVF-NEXT / o
Inactivate +]

Use Standard Comments Comment Status Active

testing adding comments

Checkoff Email to send
attachment to both the
Buyer and Supplier

L _Send to Supplier ™ [ Show at Receipt \

[ Show at Voucher ~—
Associated Document

f B ™
Attach View Delete [ M Email
\_ |

=
&

e

Attachment test dispaich.docx Allach View Delete \ mEmail
—

From -= PO UWRVF-NEXT

oK Cancel Refresh

82. Click again to return to the Express Purchase Order page.
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83. In the Lines section at the bottom of the page, click +] to add lines to the PO. You can also
add lines that are No Charge or Zero dollars and lines that are Negative for discounts. Make
sure the net PO amount is a positive nhumber.

k. < Employee Seif Service Express Purchase Order

EXDI’ESS Purchase Order
Purchase Order

Business Unit UWPLT
PO ID HH40172

Header
*PO Date |07/03/2017 ]
*Supplier SCHINDLERE-001
=Supplier 1D 0001074102

*Buyer
PO Reference DCON-S0SENT-M18-ELE

VATORSV-04

PO Status Dispatched A x
Budget Status  \/alid

[JHold From Further Processing

Supplier Search Doc Tol Status Valid

Backorder Status Mot Backordersd Create BackOrder
Supplier Details

Receipt Status Mot Recvd
“Dispatch Method

Amount Summary (7

SCHINDLER ELEVATOR CORPORATION

Header Details Activity Summary Merchandise 3,200.00 e
PO Defaulis Edit Comments FreightTax/Misc. 0.00
PO Activities Add ShipTo Comments Total Amount 3,200.00 USD
Requisitions Document Status Encumbrance Balance 3,200.00 ysp
- Actions
Add Items From (7 Select Lines To Display (7
Catalog ltem Search Search for Lines
Purchasing Kit Line Q Te Q| Retrieve
Lines (2 Find First ‘4 1of1 b /
Line Item Description POQty *UOM  Category Merchandise Amt  giatys
= " 0 m TOTT = [&][=
B Moniy ul serve clevstor 3 (93 too00] o7 | - [stots A MO e B HE
186 characters remaining
Collapse All
View Printable Version Goto .. More .. [v]
i) save ||t Return to Search +_] Mextin List [=] Notify || &% Refresh £h Add
84. After all the lines are added, click Expand All hyperlink.
Add ltems From (2 Select Lines To Display (7
Catalog Item Search Search for Lines
Purchasing Kit Line Q To @ Retrieve
Lines (7 Find First ‘&' 10f1 &) Last
Line Item Description POQty *UOM  Category Merchandise Amt  status
=i Monthly full service elevator A 3] o 91013 3,200.00 ] ﬂ ﬂ
B mammz—mm for | lllsyile Hall v s} 1.0000] |LOT 10 Q 20 Approved &
196 characters remaining
Schedules Find First ‘4) 10f1 ‘®' Last
Sched *Due Date *Ship To *PO Qty Price Merchandise Amt Status *Distribute by
B 07/032017 MAINT 1.0000 3,200.00000 3,20000  Active & Bl =]
Distributions Personalize | Find | View All | | = First ‘& 10f1 ‘& Last
Chartfields || Details/Tax || AssetInformation | ReqDetail | Statuses || Budget Information
Dist Status Percent Merchandise Amt Curr *GL Unit *Account Fund Dept Program Class BEHEUE
Open 100.0000 320000USD  [UWPLT |G [2420 @ [0z |@ [361090 Q7 Q, e} C

85. In the Lines section, Enter the line Description.

Note: By clicking the =

in the upper right corner of the Description field an editable modal

window will open, which makes it easier to enter a lengthy description.
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86. Enter PO Qty (PO Quantity).
87. Enter UOM (Unit of Measure).

88. Enter Category, if required.

89. To make the PO Amount Only, click the link to the Details for Line page. This step is
necessary for Institutions using Matching. If the PO you are creating is not Amount

Only, skip to step 92.

Express Purchase Order
Purchase Order

Business Unit UWLAC
POID NEXT

Copy From [l Hold From Further Processing

Header (7

PO Status  Open =4
Budget Status Not Chk'd

Doc Tol Status Valid

*PO Date [04/10/2018 [  Supplier Search
*Supplier AMERICANFO-001 | gypptier Details
*Supplier ID 0001003173 Q. AMERICAN FOODS GROUP LLG Receipt Status. ot Reevd
*Buyer 00795495 Q  KING, AMANDA Dispatch Method | Prini
PO Reference Amount Summary
Header Details Activity Summary Merchandise 40,000.00 e
PO Defaults Add Comments Freight/Tax/Misc. 0.00 aleulate
PO Activities Add ShipTe Comments Total Amount 40,000.00 USD
~ Actions L
Click icon to to make PO
Add ltems From (7
Amount Only
Catalog Item Search
Purchasing Kit

Find First ‘4 1of1 ‘® Last

Lines (3
Line Item lescription POQty =uUOM Category Merchandise Amt  Status
(e
236 characiers remaining
Schedules Find  First ‘& 10f1 ‘& Last

Sched *Due Date *Ship To *PO Qty Price Merchandise Amt Status *Distribute by
¢ By [o4noizoia [wMuRPHY |Q 8.0000) 5,000.00000) 40,000.00] Active i) Bl[=]

Distributions Personalize | Find | View Al | 0] B First (0 10f1 % Last

Chartfields || Details/Tax || Asset Information || Req Detsil || Statuses | BudgetInformation | [FZH

Dist Status Percent PO Qty Merchandise Amt Curr *GL Unit *Account Fund Dept Program Class
1 Open 100.0000) 8.0000 40.000.00USD  UWLAC |Q [3100 Q [128|Q [p2s283 Q 2 Q <
< >
Collapss All
able Version Goto . More .. [~

PO.1.01_Purchase_Order_Creation Page 32 of 52



ERSITY OF P = g . . N -
e ol University of Wisconsin System

! ", N\ SFS Business Process
w il W PO.1.01 — Purchase Order Creation

Shared Financial System

90. You will get the below screen. Expand All and Check the Amount Only box in the Attributes
Section, and Click OK.

&iDetails for Line 1
236 characters remaining ~
Preferred Language ltem Description
Expand All
Item Informa
Supplier tem Device Tracking
Manufacturer ID Q
Description
Manufacturer's ltem ID
p— M withholding
| S B - ‘\ Replenish Code Standard Withholding Code Q
Attributes J
I ~— o
Physical Nature | Goods b Expand All
*Price Qity | Schedule Quantity N
*Price Date [Due V/ Check Off Amount Only in the
M Amount Only Attributes section
RFQ
RFQ ID Click OK Line
Contract
Contract SetlD SHARE GPO Contract
Contract ID Q
Contract Version E‘ GPOID
Contract Line Q GPO Contract
Category Line Number Q
Group 1D
Contract Details
Milestone Line
aQ,
Receiving
Required [Do Not v Close Short
O Inspection Required
Inzpect ID
OK Cancel Refresh v

91. You will get the below message box.

Message

The PO Qty will be 1 for an amount only line, the system will recalculate the merchandise amount (10200,273)

The PO Quantity will be 1 for an amount only line, the system will recalculate the merchandise amount, Continue?

B
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92. An Amount Only PO can only have a quantity of 1. The message box is confirming you
want the PO to be Amount Only.

93. Click Yes. The PO will recalculate using a quantity of 1. If the quantity is already 1, the
Merchandise Amount will not change.

94. To enter a Line comment Click the 0 icon.

Lines (2 s Find g First (4 10f1 (b Last
Line Item Description PO Qty *uom Category Merchandise Amt‘smms
: . = : S = EE
® o taeens, S [ 100 [loT] B0 jaT 3006 o B

196 characters remaining

95. In the Schedules section Review the default values and Update where needed.

96. In the Distributions section, Review and Update the distribution of each line where the
defaults are need to be changed.

97. Click 252 | ¢ 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
process over.

¢  Add/Upda press POs Express Purchase Order

Express Purchase Order
Purchase Order

Business Unit UWMIL PO Status _Approved x
POID 000D92TEST Budget Status [NotChkkd
Copy From [ Hold From Further Processing
Header

*PO Date [11/27/2017 Supplier Search Doc Tol Status Valid

)

*Supplier CAPSTONEVI-001 Q. gyppier Details
a
Q

CAPSTONE VIETNAM Receipt Status Mot Recvd

LOIGNON, PAMELA “Dispatch Method [Pt ] Dispatch

Amount Summary

“Supplier 1D 0001038572
“Buyer 00565864
PO Reference
Header Details Activity Summary Merchandise 10,000.00

PO Defaults Edit Comments Freight/Tax/Misc. 0.00 Calculate
PO Activilies Edit ShipTo Comments Total Amount 10,000.00 USD
~ Actions
Add Items From
Catalog liem Search
Purchasing Kit
Lines Find First ‘&' 10of1 '}/ Last
Line  ltem Description POQly “UOM  Category Merchandise Amt  gatys

LB |e’muana\sludemreuruwlingC Py 1.0000 [LOT |@ 95259 Q 000D poed B =
[E]

213 characters remaining

Expand All Collapse Al
View Printable Version Goto __ More [v]
[@Save || Notify || Refresh [ Add || 5] Update/Display

98. Some UW Institutions have Auto Approve. If this feature is not configured at your institution,
approve the Purchase Order by clicking the green check box. You are now ready to Budget
Check and Dispatch the PO.

Purchase Order

Click to Approve
Business Unit UWLAC PO Status  Open ™ b4 PP
Purchase Order
POID 0000023890 Budget Status  Not Chk'd ]
Copy From [JHold From Further Processing
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VI. Budget Checking and Dispatching POs Online (Applies to Regular and Express

Pages)

1. The PO must be at an Approved Status before it can be Budget Checked. Click the = icon

to initiate the online budget check process. You will see the processing icon [ ]spin while
the Budget Check process is running via the Ren server. Once it is complete, the page will
refresh and display the updated Budget Check status. If the resulting status is Valid,
continue to the Dispatch process steps, otherwise refer to the Budget Check Exceptions
chapter in the GL.2.01 — Edit, Budget Check, and Post Journals business process

document.

h ¢ Add/Update Express POs Express Purchase Order

Express Purchase Order
Purchase Order

Business Unit UWMIL
POID 00DD92TEST

CopyFrom[ ]

Header (7

*PO Date |11/27/2017

*Supplier CAPSTONEVI-001 x |Q

*Supplier ID|0001038572
*Buyer 00565864

PO Reference

Header Details

PO Defaults
PO Activities
Requisitions
- Actions
Add Items From |7

Catalog
Purchasing Kit

Lines

Line Item

1 B

Expand All Collapse All
View Printable Version

1) Save ||[oM Return to Search

PO.1.01_Purchase_Order_Creation

[  Supplier Search

Supplier Details

Q
Q
Activity Summary
Edit Comments
Edit ShipTo Comments
Document Status
ltem Search
Description

O\‘Ihtemat\ona\ student recruiting &

cenire v| =
X

213 characters remaining

Notify | |«* Refresh

PO Status  Approved X

Budget Status  Valid

[ Hold From Further Processing
Doc Tol Status Valid

Receipt Status Not Recvd

“Dispatch Method[Print_____ ] Dispatch
Amount Summary (2
Merchandise 10,000.00
FreightTax/Misc. 0.00 il
Total Amount 10,000.00 USD
Encumbrance Balance 10,000.00 ysD
Select Lines To Display (7
Search for Lines
Line Q To @ Relneve
Find First ‘4" 10f1 ‘&' Last
POQty *UOM  Category Merchandise Amt  statys

1.0000) [LOT |@/95259 Q| = bl (=]

0000000 g

Goto ... More ... v

+ Add

Page 35 of 52



ERS f : . . .
b i University of Wisconsin System

UA' SFS Business Process
[7A%) PO.1.01 — Purchase Order Creation

< Add/Update Express POs Express Purchase Order

Express Purchase Order
Purchase Order

Business Unit UWMIL PO Status  Approved X
POID 000092TEST Budget Status  Valid
Copy From [ Hold From Further Processing
Header (7

PO Date [11/27/2017 5  Supplier Search Doc Tol Status Vaiid Use drop down to display

“Supplier CAPSTONEVI0D1 @, Dispatch Method. Email

Supplier Details Dispatch was selected.

“Supplier ID 0001038572 Q CAPSTONE VIETNAM Receipt Status Not Recvd
56535 a “Di D5
“Buyer 00565364 Q@ LOIGNON, PAMELA Dispatch Method v P
PO Reference (IR STy
Header Details Activity Summary Merchandise 10,000.00 Caiculaie
PO Defaults Edit Comments Freight/Tax/Misc. 0.00
PO Activities Edit ShipTo Comments Total Amount 10,000.00 USD
Requisitions Document Status Encumbrance Balance 10,000.00 USD
- Actions
Add Items From Select Lines To Display
Catalog tem Search Search for Lines
Purchasing Kit Line Q To o Retrieve
Lines Find  First (4 1of1 b Last
Line  ltem Description POQty “UOM  Category Merchandise Amt  Status
= i rec ~ 95259 g ®E
E\
213 characters remaining
Expand All Callapse All
View Printable Version Goto . More [v]
Save | |6 Retum toSearch || Notify |[£ Refresh 4 Add

Dispatch

2. Select a Dispatch Method and Click !
Dispatch Methods (All methods will send a Supplier and Buyer Copy to the Process Monitor and
the Report Manager:

e ‘EDX’ - Not used at UW.

‘Fax’ - Not used at UW.

‘Phone’ — The PO Dispatch report is not created

Print’ — The PO Dispatch report is sent to the Process Monitor and Report Manager

‘Email’ — Paperless/Electronic Dispatch Method
i. Requires electronic signature. If interested in this feature, contact UWProblems

Solvers.

ii. Requires the Supplier to have an email address prepopulated. If not
prepopulated, enter a onetime override email address upon initiating PO
Dispatch. The Supplier copy will go to this address and the Buyer copy will be
sent to the Buyers’s email address, per the Buyer’s operator definition.

iii. You will get the below message if an email address is not set up.

Message

Warning - Purchase Order UWSTO 0000000018 cannot be dispatched via E-mail since Supplier does not have an E-mail ID available
(10208,54)
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3. Enter a Supplier email address. The address will be applied only to the PO that is currently in
the Dispatch Process.

I Dispatch Options

Help

Use One Ship To Ship To CUSTOMIZE

Dispatch Options

Fax Cover Page [ Test Dispatch
s N (I Print BU Comments
erver iame Q Print Duplicate on PO
*Output Destination Type Print Changes Only
Print PO Item Description
Output Destination Format [l Print Copy
Template ID Q

Supplier/Contact Fax/Email

Email ID
One Time Fax/Email
The following fax / e-mail will override the supplierfcontact information above if specified.

Email ID|

OK Cancel Refresh

4. Select the Server Name ‘PSUNX’, Output Destination Type ‘WEB’, and Output Destination
Format ‘PDF’.

Option Notes:

Test Dispatch - Selecting the Test Dispatch checkbox will make the PO Dispatch report
show Unauthorized in the signature area, but still send the PO to the Supplier/Buyer if email
dispatch is selected.

PO Status will stay Approved.

Print BU Comments - Does not impact the PO Dispatch report at UW.

Print PO Item Description -Does not impact the PO Dispatch report at UW.

One Time Fax/Email section—If using the email Dispatch option, you are able to
enter/override the Supplier email address in the editable Email ID field.
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5. Click ofe to continue and you will receive the following message.

Message

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

Your request is currently in process. If you choose to wait, once the process has completed, you will be retumed to the updated PO. If you choose
not to wait, please check the Process Monitor to verify that the scheduled process has completed before accessing the PO being dispatched.

Yes No

6. If you would like to wait while the PO Dispatches Click 25l or | N it vou would

like to move on and review the process status later on the Process Monitor.

7. You can view the dispatch POs from the Buyers WorkCenter by going to the Reports/Queries
section and selecting the Process Monitor link or the Report Manager link. You can also use
the Navigator to go to the Process Monitor or Report Manager.

8. Process Monitor navigation
Navigator: People Tools > Process Scheduler > Process Monitor

N

Process List Server List

View Process Request For

userD[00BSEE5E X|Q,  Type o] [ vl 2 Refresh
Server Name @, Instance From Instance To
Run Status Distribution Status F save On Refresh
Process List Personalize | Find | View al | 1] B First 0 12012 0 Last
Select Instance Seq. Process Type Process  yycer Run Date/Tima Run Status 2{::;‘:”“"“” Details
9333067 PSJob PODISP JODES6E5S 01/25/2018 11:47:00AM CS5T Success Posted Details
9333058 Application Engine FS_BP 00856855 01/25/2018 11:43:42AM CST Success Posted Details

) Save [=] Motify

Process List | Server List

9. Click PODISP and then Click POPO005
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FProcess Detail
Help

Refresh

Process Mame FPODISF

Main Job Instance 9333067
Left | [Right

=2

I = a332068 - POPODOS Success I
S oI ss06e0 - PO PO EMAIL Success

Return

10. After Clicking POPOOQO05, click View Log/Trace to view the Buyer and/or Supplier Copy of the
Purchase Order.

PO.1.01_Purchase_Order_Creation
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Process Detail
Help
Process
Instance 9333068 Type SQR Process
Name POPOO00S Description Single PO Dispatch/Print
Run Status Success Distribution Status Posted
Run Update Process
Run Control ID PS_PO_UWPLTUPGRADE1_ 2867923 Hold Request
Location Server Queue Request
Server PSUNX Cancel Request
Delete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 01/25/2018 11:47:01AM CST Parameters Transfer
Run Anytime After 01/25/2018 11:47:00AM CST Message Log
Began Process At 01/25/2018 11:47:18AM CST Batch Timings /
Ended Process At 01/25/2018 11:47:29AM CST K
oK Cancel
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View Log/Trace

Help
Report
Report ID 7139344 Process Instance 9333068
MName POPQOOS Process Type SQR Process

Run Status Success

Single PO Dispatch/Print
Distribution Details

Distribution Node SFPRDEV_RPTNOD Expiration Date 04/25/2018

File List
Name File Size (bytes) Datetime Created
PO_UWPLT_UPGRADE1_Buyer pdf 5,257 01/25/2018 11:47:29.289715AM CST
PO_UWPLT_UPGRADE1_Supplier pdf 1,801,693 01/25/2018 11:47:29.289715AM CST
SQR_POPO005_9333068 log 1,692 01/25/2018 11:47:29.289715AM CST
popo005_9333068.out 1,976 01/25/2018 11:47:29.289715AM CST
Distribute To
Distribution ID Type *Distribution 1D
User 00856855

Return

11. Report Manager Navigation Method to view dispatched Purchase Order
Navigator: Reporting Tools > Reporting Manager

< My Work Buyer WorkCenter

[@uysr WorkCenter o «
List Explorer Administration Archives
Main Reports/Queries ‘
[ Queries ‘ C ov View Reports For
U 1D 55
& Query Manager ser ID 00856355 Type| ~[Lest ] o
Status | V] Folder] V] Instance to

= Procurement Queries
T Spend History by PO Date Report List Personsiize | Find | Viewan | 0] B Fist 4 1506 * Lest

o
Past Dus Receipts Select Report  Pros n.ccription L=pr=i Format Status  Details

D Instance Date/Time
mail ! o osted  Details
7139345 §333069 Email P f‘“pm;f’f' Posted  Detail
Single PO Dispatch/Prin : osted | Details
7139344 8333068 Single PO Dispatch/Print Rl ‘:fp““d%a‘ Posted | Detai
Text
.......... 01252018 ¢ )
b Reporis/rocesses ST m| 7139335 8333058 Comm. Cril. Budget Procsssor 11 23 2oy Ell;‘s} Posted  Details
01232018 Acrobat
> PO Adjusted Balance Reparts m] 7138588 2332587 Email o aaaa (oot Posted  Detais
= Purchase Order Reports ) 01230018 Acrobat )
s
E—— 0 7138887 §332586 Single PO Dispatch/Print T iisaan sy Fosted  Delall
- '
Activity 0 7138818 9332503 PO_DISPATCH - PO_DISPATCH par D1/222018 - Acrobal pogey  pepais
o Expediing 41350PM (')
D Requisition/P0 Xref v
SelectAll  ~IDeselect Al
O ltem Substitution Ussgs st sl
D Receipt Summary DIED) Click the defete button to delete the selected report(s)
< Processes
T Dispatch POs
5 save
= Menitor e
5 Process Monitor List | Explorer | Administration | Archives

Z ReportManager (I

o Reporting Console

= Analytics
T Review Supplier Performance
T Procurement Statistics

12. Go to the Administration tab. Click the Details link associated with the PO Dispatch Process
Instance.
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Report Detail
Help
Report
Report ID 7139344 Process Instance 9333063
Name POPODDS Process Type SOQR Process

Run Status Success

Single PO Dispatch/Print
Distribution Details

Distribution Node SFPRDEV_RPTNOD Expiration Date 047252018  |[H

File List
Name File Size (bytes) Datetime Created
PO_UWPLT_UPGRADE1_Buyer pdf 5,267 01/25/2018 11:47:29.289715AM CST
PO_UWPLT_UPGRADE1_Supplier.pdf 1,801,693 01/25/2018 11:47:29.289715AM CST
SQR_POPOCO05_9333068.1cg 1,692 01/25/2018 11:47:29.289715AM CST
popo005_9333068.out 1,976 01/25/2018 11:47:29.289715AM CST
Distribute To
Distribution 1D Type *Distribution 1D
0085685 Q) (] =

oK Cancel

13. The Buyer and Supplier copies of the PO Dispatch report can be found in the File List
section of the Report Details page. Click the one you would like to review.
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VII. Budget Checking and Dispatching POs via Batch Process

Note: Time can be saved by entering and approving POs online, then running the PO Budget
Check process in batch followed by the batch PO Dispatch process. This is especially true for
those campuses using PO Dispatch via email. With this process, the user does not have to initiate
the budget check and dispatch process for every transaction and wait for the process to run.

Navigation: Purchasing > Purchase Orders > Budget Check

< Employee Self Serviceh PO Budget Check Request

PO Budget Check Request

Find an Existing Value Add a New Value

Run Control ID [PO_Budget_GCheck x

Add

Find an Existing value | Add a New Value

Loz’
. Add a New Val
1. Add a new run control, click A MewiaiE

2. Enter a Run Control ID.

Add

3. Click or use Find an Existing Value

to search for an existing run control.

ke < Employee Self Service PO Budget Check Request

Budget Check

Run Control ID PO_Budget_Gheck Report Manager Process Monitor Run

Budget Check Request Find | View All First "4 of 1 ‘2 Last
Process Frequency

D Once @ Always D Deon't Run

Request Number 1 *Description [Budget Check

Process Options

*Business Unit[Value  +| Business Unit[UWPLT ____|@,

POID Al e
PO Date | All e
Actg Date [Al <
PO Type [All ~
Buyer 1D [ All o~
Origin [ All ~

PO Status | Some | = o Copen

O compiets Cinitiar Coeniea

O cancelea [Jpending Approval [Jrending cance

Mid Roll Status

Slsave || Notify 4 Add || 2] Update/Display

4. Select the Process Frequency of ‘Always’
5. Enter a Description (example: ‘Budget Check’)

6. Select the Business Unit ‘Value’ dropdown and the Business Unit value of your Business
Unit (example: ‘UWMIL’)
Note: Business Unit must be populated as a parameter on this Run Control process. Failure
to insert a Business Unit could accidentally process transactions for other Business Units.
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7. Select PO Status of ‘Some’ and check the options of your choice. With a new PO, check
the box next to ‘Approved’.

. Run
8. Click
Process Scheduler Request
Help
L
User ID 003565855 Run Control ID PO_Budget_Check
server Name [ PSUNX | Run Date 12/01/2017 [
Rec:urrence| Vl Run Time [1:06:01PM Reszet to Current Datel/Time
Time Zone Q
Process List
] Select Description Process Name Process Type *Type *Format Distribution
P yp ¥p
] Comm. Cnfrl. Budget Processor F5_BP Application Engine Web v| |T}(T % | Distribution
|
oK Cancel

—

9. Select Server Name ‘PSUNX’

OK

10. Click . The Process Monitor page will be displayed.

PO.1.01_Purchase_Order_Creation Page 43 of 52




UNIVERSITY OF
WISCONSIN SYSTEM

DA

University of Wisconsin System
SFS Business Process
PO.1.01 — Purchase Order Creation

iZn
= E UW System Authenticatio.., @ Dashboard - Shared Finan... G Siteimprove [D Charter E Annual Benefits Enrollme... a intermediate-ps-query qa basic-ps-que

< Employee Self Service PO Budget Check Request

Budget Check

Process Monitor i

Click Process Monitor

Run Control ID PO_Budget_Check Report Manager

Process Instance 9324546

Budget Check Request Find | View Al First ‘4 10of1 ‘& Last
+ =
Process Frequency +=
O once O Aiways ® Don't Run
Request Number 1 *Description |Budget Check
Process Options
*Business Unit[Value | Business UnitUWPLT Q
POID| Al e
PO Date | All o
Actg Date | All [y
PO Type | All (v
Buyer ID| All W
Origin | All (v
PO Status| Some hd EAppro\reu O Dispatched DOpen
Ocomplete [nitial [ penied
[canceled O Pending Approval [l Pending Cancel
Mid Roll Status

11. Click Process Monitor.

12. Click Refrezh

< Budget Check Request

until the job completes.
PO Budget Check Request

Process List || Server List _
7 S~
View Process Request For T
| .
A II
Useripbos58%5 x|Q  Type V] [cest vl 2 \ [ Refiesh
Server Name ), Instance From Instance To \‘_\ )
Process List Personalize | Find | View &0 | |_IT|| L_-in‘ First ‘&' 10of1 &' Last
Select Instance Seq. Process Type :':n"::“ User Run Date/Time Run Status g:::;i:u““n Details
9324848 Application Engine FS_BP 0DO0856855 120472017 1:06:01PM CST Success Posted Detailz

Go back to PO Budget Check Request
[F)save ||[=] Notify

Process List | Server List

13. After the POs are successfully Budget Checked, run the batch PO Dispatch process
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14. Access the Dispatch PO page from the Buyer WorkCenter or through navigation.
Navigation: Purchasing > Purchase Orders > Dispatch POs

15. Select or create a Run Control ID.
Find an Existing “Value

16. If a Run Control already exists, click
skip to step 19. Otherwise go to the next step.

, select the Run Control ID, and

Loy
17. To add a New Run Control Click Ao Moy Ve

18. Enter Run Control ID

™ ¢ Process List Dispatch Purchase Orders

Dispatch Purchase Orders

Find an Existing Value Add a New Value
Run Control ID FG?D spatch ®

Add

Find an Existing Value | Add & Mew Value
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. Add
19. Click

< Process List Dispatch Purchase Orders

Dispatch POs

Run Control ID PO_Dispatch Report Manager  Process Monitor Run
Language @ specified Language (O Recipient's Language
Process Request Parameters Statuses to Include
Business Unit [UWPLT a, ﬁAppmved O Dispatched O Pending Cancel
To [UWPLT Q Dispatch Methods to Include
) M print Orax Hepx
FoOID r'\'.Sele:tPur-:r’mse Order = 3
4 -mait Cenone
Contract SetiD Q
Contract ID a Miscellaneous Options
Release a *Chartfields |‘.'a||d Chartfields v|
From Date El Change Orders [Changed and UnChanged Orders v
Through Date 2} O print Changes Only CJPrint BU Comments
Supplier ID Q [ Test Dispatch Print PO Item Description
Buyer Q U print Copy [ print Duplicate
Fax Cover Page Q Sort By [Sort by Line Number v
Template ID Q.
i Save | |[=] Motify L Add | [ ] Update/isplay

20. Enter your Business Unit as the from and to value (example: ‘UWPLT’ To’ UWPLT’)
Note: It is imperative you populate from and to Business Unit, otherwise you may Dispatch
all other BU’s Purchase Orders.

21. Select the Statuses to Include. To dispatch newly created POs, check to box next to
‘Approved’.

22. Check the Dispatch Methods to Include. In this case ‘Print’ and ‘E-Mail’ were selected.

Run

23. Click
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Process Scheduler Request

Help
User ID 00858855 Run Control I PO_Dispatch
Server Name [ PSUNX | Run Date |12/01/2017 ]

Recurrence| v| Run Time [1:21-:08PM Reset to Current Date/Time

Time Zone Q
Process List
Select Descripfion Process Mame Process Type *Type *Format Distribution
PO Dispatch & Email PODISP PSJob [(Mone) | [{Mene)  w| Distribution
[0 PO DispatchiPrint POPODDS SQR Report [web  w|[POF /| Distribution
[l PO Bl Publisher Dispatch POXMLP PSJob |{N0ne] v| | {None) v| Distribution
O Email PO_PO_EMAIL Application Engine  [Web | [TXT | Distribution

OK Cancel

24. Select Server Name ‘PSUNX’

25. Check the box for PO Dispatch & Email job
26. Click | 9

27. The Dispatch Purchase Orders Page will be displayed.

28. Click on Reporting Manager to retrieve the PO Dispatch reports. Navigation can also be
used to retrieve the reports.

Navigator: Reporting Tools > Reporting Manager

< Process List Dispatch Purchase Orders

ICl\ck ta retrieve PO Dispatch Report I

Dispatch POs

'_@” —d

Run Control ID PO_Dispatch Report Manager  Process Monitor
Language [English | ®) specified Language O Recipient's Language
Process Instance:3324849
Process Request Parameters Statuses to Include
Business Unit UWPLT Q M approved Cpispatched [ pending Cancel
To [UWPLT Q Dispatch Methods to Include
M pri
PoiD Qselect Purchase Order Pr"" Drax Deox
M E-mait Orhone
Contract SetiD Q
Contract ID Q Miscellaneous Options
Release Q *Chartfields [Valid Chartfields ~]
From Date £l Change Orders [Changed and UnChanged Orders v
Through Date ] O print Changes Only [Jprint BU Comments
Supplier ID Q [Jrest Dispatch Print PO ltem Description
Buyer Q O print copy [ print Duplicate
Fax Cover Page Q Sort By [Sort by Line Number ~
Template ID Q
[Flsave | [=] Notify 4 add || %] Update/Display
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List Explorer Archives

View Reports For

User ID 00356855 Type| v [Last v 1 Refresh
Status| W Folder| v| Instance to
Report List Personalize | Find | WView All | (E]] | L]‘ First ‘&' 1-30f3 '} Last
Report Prcs - Request _
Select D TR Description DatelTime Format Status Details

120012017 Text Files
1:48:49PM  (*txt)

. . . 1200172017 Acrobat =
N {
O 7122616 8324850 Single PO Dispatch/Print 1-48-49EM (*pdf) Posted | Details

120012017 Text Files
1:08:20PM ()

O 7122617 9324851 Email Posted  Details

O T122613 9324848 Comm. Cntrl. Budget Processor Posted Details

"'S elect All " Deselect All
IEEE Click the delete button to delete the selected report(s)
Go back to Dispatch Purchase Orders

) Save

List | Explorer | Administration | Archives

29. Click the Administration tab and Click the Details link associated with the PO Dispatch
Process Instance.

Report Detail
Help
Report
ReportID 7130344 Process Instance 9333062
Name POPCO05 Process Type SOR Process

Run Status Success

Single PO Dispatch/Print
Distribution Details

Distribution Node ~ SFPRDEV_RPTNCD Expiration Date  |D4/25/2013 |[5]

File List
Name File Size (bytes) Datetime Created
PO_UWPLT_UPGRADE1_Buyer pdf 5,257 01/25/2018 11:47:20 289715AM CST
PO_UWPLT_UPGRADE1_Supplier pdf 1,801,693 01/25/2018 11:47:29.289715AM CST
SQR_POPO005_9333068.1og 1,692 01/25/2018 11:47:209.289715AM C5T
popo005_9333063.out 1,976 01/25/2018 11:47:29.289715AM CST
Distribute To
Distribution 1D Type * Distribution 1D
0085685, [+] E

0K Cancel

30. The Buyer and Supplier copies of the PO Dispatch report can be found in the File List
section of the Report Details page.
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Appendix

VIII. Using the “Copy From” option to create Purchase Orders

The “Copy From” option is an efficient way to create Purchase orders. It allows you to take an
existing Contract, Requisition, or Purchase Order, and use it to create a new purchase order. You
can keep the copied in components of the document or make updates as needed.

To Matching Institutions - If you copy in a PO that does not have matching, it cannot be
changed to a matching purchase order.

Add a New Value

1. From the Express or Regular Entry page, Click the tab and Click
2. The Purchase Order Entry Page will be displayed.
Express Purchase Order
Purchase Order Cllc!(the Drop Down
to display the Copy
Business Unit UWLAC From Options PO status Initial C4
POID NEXT / (Contract. Requisition. Budget Status Not Chk'd
Copy From Purchase Order) [IHold From Further Processing
Header
“PO Date 04/10/2018 5 Supplier Search Doc Tel Status Valid
“Supplier Q Supplier Details
*Supplier ID Q Receipt Status Not Recvd
*Buyer|00856855 2. MCDONALD, DENISE “Dispaten Method[ ]
PO Reference Amount Summary | *
Header Details Activity Summary Merchandise 0.00 T
PO Defaults Add Comments Freight/ Tax/Misc. 0.00 EEIEE
PO Activities Add ShipTo Comments Total Amount 0.00 USD
~ Actions
Add ltems From
Catalog Item Search
Purchasing Kit
Lines Find First (4" 1of1 ‘& Last
Line Item Description POQty *UOM  Category Merchandise AMt  sStatus
8 ( 00k - +] =
1 B »4 & 2 - 000> Approved =
i
254 characters remaining
Expand All Collapse All
View Printable Version Goto  More |
n Save | |[=] Notify #* Refresh _+ Add # Update/Display
<

3. Click the Copy From drop down. It will display the documents available for copy. See the below.
a. Contract — currently not being used by UW Institutions

b. Requisition — only available for UW Institutions using eProcurement
i. A Supplier Name must be selected first before using the Copy From Requisition
Option
c. Purchase Order — available to all UW Institutions
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4. Assuming Purchase Order was selected, the most common “Copy From” option, the below
screen will appear.

Copy Purchase Order from Purchase Order

Help
PO Selection Criteria
o[ & Popate[ |
Supplier a Status| v
Supplier ID e} Origin Q,
Buyer | Q Item ID Q
PO Reference | | Catagory [
Search
Select PO

Personalize | Find | View All | [Ed | B First ‘&' 10of1 ‘&' Last
Details More Details

Select PO ID PO Date PO Status Supplier ID Supplier
O After entering desired criteria, Click Search. [fyou
Click Search without entering Criteria, you search
OK Cancel Refresh

may time out.

Try to enter in at least 1 criteria

5. Enter in criteria. Try to enter in at least 1 criteria, to prevent your search from timing out.
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6. Click Search.

Copy Purchase Order from Purchase Order

PO Selection Criteria

PO ID Q

SupplierWBARTIST-001 |
Supplier ID 0001000004 | Q

Buyer

PO Reference

Search .?
Select PO
Details || More Details | [F=W)
/-Seleot.h ~ POID PO Date
04/09/2018

( )
\H{ﬁ ) oo0023334

OK Cancel Refresh

\

PO Date

Help

Status|

Origin
Item ID
Category

Personalize | Find | View All | £ | &=

PO Status Supplier ID Supplier

Dispatched 0001000004

First '

WBARTIST-001

Q
Q

10f1 ‘& Last

Select the PO by checking off the box under
Select.

Click OK to pull the selected PO into the
Purchase Order

7.
PO you want to pull into the Purchase Order
8. Click OK.
9. The Main Purchase Order Page will be displayed.

Express Purchase Order
Purchase Order

Business Unit UWLAC

POID NEXT
Copy From
Header (7
“PO Date |04/10/2018 [  Supplier Search
*supplier | WBARTIST-001 A supplier Details
*Supplier ID|0001000004 Q WB ARTIST
“Buyer|00856855 @, MCDONALD, DENISE

PO Reference

PO Status  Open &
Budget Status  Not Chkd

[JHold From Further Processing
Doc Tol Status Valid

Receipt Status Not Recvd

*Dispatch Method

Dispatch

Amount Summary (7

Header Details Activity Summary Merchandise 0.00 Calcuie
PO Defaults Add Comments Freight/ Tax/Misc. 0.00
PO Activities Add ShipTo Comments Total Amount 000 USD
- Actions
Add ltems From 7
Catalog Item Search
Purchasing Kit
Lines (2 Find First ‘4 10f1 ‘» Last
Line Item Description FOQty “UOM Category Merchandise Amt  Status
= QJARTIST MATERIALS R 20000 EA 00584 0.00¢ & cd (=]
"B a o a O oy @
(&
238 characters remaining
Expand Al Collapse All
View Printable Version Goto . More [~

[5)Save |[Z]Notiy | [ Refresh

10. You will notice the Purchase Order has been populated. Make changes/updates if necessary

[k Add || 7] Update/Display

Depending on your search criteria, PO(s) should appear in the Select PO section. Check off the

and continue with the normal PO creation process (Express or Regular Entry).
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