Create a Release against a SW Contract.

Create a Purchase Order Release.

Navigation: Purchasing>Purchase Orders>Add/Update POs

Purchase Order

{ Eind an Existing ¥alue | Add a New Value

Business Unit: II:I goo0| G
PO ID: MEXT

Add

Find an Existing Yalue | Add a Mew Value

Leave the PO ID as “Next”, Click Akl |

Maintain Purchase Order

Purchase Order

Unit: 09000 PO Status: Initial
PO ID: MEXT Budget Status: Mot Chk'd
Copy From: l—;l ™ Hold From Further Processing
=
'PO Date: W H  vendor Search Doc Tol Status:  walid
Vendor Q. wendor Details
“Vendor ID: ': (&} Receipt Status: Mot Recvd
‘Buyer: ‘Dispatch Method: I vl Dispatch |
PO Reference: |
HeaderDetails PO Activities 2dd ShipTo Comrments Merchandise: 00 e |
PO Defaults Freight TaxMisc.: 0.00
Add Comments Total Amount: 000 Ush
1ot 2 = [P SN SR s Aoa Ao Bkt P o B o PP

Input the Vendor ID and Buyer.

The Vendor 1d on the Purchase Order must match the Vendor ID on the
contract.

Click the Vendor Details line and verify the Vendor Location is correct. The
Vendor Location should match the Vendor Location on the Contract.

The Buyer should be a Buyer in your agency.

5/15/2008 Page 1 of 17



Create a Release against a SW Contract.

Maintain Purchase Order

Purchase Order

Unit: 03000

PO ID: MEXT

Copy From: I—;l

52
‘PO Date: IWEQ wendor Search

Vendor IJOEEIROWN-DM Q. vendor Details

“Vendor ID:

‘Buyer: ILMARTIN C,  Lisa Martin (580)

IDDDDD?EED? Q. JOE BROWN COMPANY ING

Qpen &
Mot Chik'd

™ Hold From Further Processing

PO Status:

Budget Status:

Doc Tol Status: Walid

Receipt Status: Mot Recvd

‘Dispatch Method: IPrint vl Dispatch |
PO Reference: |
. . . Merchandise: 0.00
Header Details PO Activities Add ShipTo Camments
Freight Tax/Misc.: 0.o0 M
Add Comments Total Amount: 0.00 UsD
Click Headers Details Link

Maintain Purchase Order

PO Header Details

Unit: 0s00o0 PO ID: MEXT Vendor:  JOE BROWMN-001

Vendor: JOE BROWM-001 PO Date: 0&5/07i2008

‘PO Type: | RLSE|CL Buiget Status: Mot Chik'd

‘Billing Location: IDQDEIEI CL Billing Address ¥ Tax Exempt ID: I?’EEEH 7987

Origin: C,  Exception Letter of Credit ID: I Q
Currency Code: IUSD QL Exchange Rate Detail Base Currency: UsD

Rate Date: 050742008 Exchﬂ"ﬂe Rate: 1.00000000

Rate Type: CREMNT

Acknowledgements required for I Mat required

Accounting Date:

|nsmmnna El

¥ Dispatch ‘WMethod: IF'rint 'I Accounting Template: ISTANDARD Q
Ok | Cancel | Refresh |

ThePO = RLSE

Origin = EXC

Click K|,
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Create a Release against a SW Contract.

Maintain Purchase Order
Purchase Order

Unit: 09000 PO Status: Open ™

POID: MEXT Budget Status: Mot Chik'd ﬂa

Copy From: Iﬁ [~ Hold From Further Processing

=

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

Vendor Im Q. Wendor Details
“Vendor ID: [bonoD7ZE07 @ JOE BROWN COMPANY ING Receipt Status: Mot Recvd
‘Buyer: ILMARTIN Q. Lisa Martin (5803 ‘Dispatch Method: I Print vl MI

POReference: |

Mercl lise:
HeaderDetails PO Activities Add ShipTo Comments AN 00T . |
PO Defaults Freight TaxMisc.: 0.00
Add Comments Total Amount: 0.00 UsD
Furchasing Kit Catalog ltem Search

PNt B e e, AR At s Ay Nl e

o Receiving

.

¢ Line Sole

T _ VI Agency Req Nbr aty uom i

ine em SS Fla Source Tvia Agency Req Nbr PO Uom Cateuogi)

1B Q- - Q| =HE]| | [alp
P e e e T e S e S T R T G L e

Click the Contract Tab.

Maintain Purchase Order

Purchase Order

Unit: 09000 PO Status: open &

POID: MEXT Budget Status: Mot Chk'd ﬂa

Copy From: I 'l ™ Hold From Further Processing

=

‘PO Date: IDSID?IZDDB [5) wWendor Search Doc Tol Status: Walid

Vendor I.JOE BROVWN-001 C Wendor Details

“Vendor ID: [ooooo7 2607 Q) JOE BROWN COMPANY INC Receipt Status: Mot Recvd

‘Buyer: ILMARTIN QL Lisa Martin (5800 ‘Dispatch Method: IPrint vl MI

PO Reference: |

Header Details PO Activities
PO Defaults

Add Comments

Purchasing Kit Catalog

Add ShipTo Comments

Itetn Search

Merchandise: n.oa

R _ Calculate |
Freight TaxMisc.:
Total Amount: 000 uso

% Contract Y Receiving
Sole _— Contract
Source Type Description Setid  Contract ID Line Release
| Q| =l ooooo | @ e

Click Contract Lookup Icon B
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Create a Release against a SW Contract.

‘endor Set IDVendor ID  Contract ID Short Vendor Name Coniract Status Description Contract Beginning Date Expire Date
00000 0000072607 BP23088 JOE BROWYN-001  Approved (blank) OB/01/2003 06/30/2004
00000 0000072607 BP22913 JOE BROWYMN-001  Approved (blank) 07/01/2003 06/30/2004
00000 0000072607 BP22406 JOE BROWYN-001  Approved (blank) 101142002 111712004
00000 0000072607 BP22318 JOE BROWYMN-001  Approved (blank) 09372002 111772004
00000 0000072607 BP22298 JOE BROWYN-001  Approved (blank) 10f01/2002 09/30/2003
00000 0000072607 BP22273 JOE BROWYMN-001  Approved (blank) 1000142002 09/30/2003
00000 0000072607 BP21584 JOE BROWYN-001  Approved (blank) 07/01/2002 06/30/2003
00000 0000072607 BP21421 JOE BROWYMN-001  Approved (blank) 07/01/2002 06/30/2003
00000 0000072607 0000000000000000000001465 JOE BROWRN-001  Approved SWEOETO 02/03/2008 02/02/2009
00000 0000072607 0000000000000000000001417 JOE BROWRN-001  Approved From Req |0 - 5800000987 11/26/2007 11/14/2008
00000 0000072607 0000000000000000000001148 JOE BROWRN-001  Approved SWTO7ED 02/03/2007 02/02/2008
00000 0000072607 0000000000000000000000967 JOE BROWYN-001  Approved SWTOE1S 10/01/2006 11/15/2007
00000 0000072607 0000000000000000000000412 JOE BROWRN-001  Approved From Req |0 - 5800000557 01/24/2005 01/23/2006
00000 0000072607 0000000000000000000000336 JOE BROWN-001  Approved From Req |0 - 5800000472 11/05/2004 10/01/2005

Theresults contain alist of all Contracts belonging to the vendor. Noticethereisan
expiration date in the far right column.

Click the contract.

Purchase Order

Unit; 0a000 PO Status: Open 4
PO ID: MEXT Budget Status: Mot Chik'd ﬂa
Copy From: ‘I [ Hold From Further Processing

!

‘PO Date: IDSJ‘D?IQDDS 5 wendor Search Doc Tol Status: Walid

Vendor IJOE BROWN-001 & vendor Details

“Vendor ID: |uuuuurzam Q. JOE BROWN COMPANY INC Receipt Status: Mot Recvd

‘Buyer: ILMARTIN Q,  Lisa Martin (580) ‘Dispatch Method: IPrint vl Dispatchl

PO Reference: IFrUm Reg |D - 5200000987

Merchandise:
Header Details PO Activities Add ShinTo Comments u.00 Calculate |
PO Defaults Freight TaxMisc.: 0.00
Add Camments Total Amount; 0.00 Uso

Purchasing Kit Catalog ltem Search

Dretails Ship ToiDue Date Statuses

fterm Information

Attributes Contract Receiving
I

Sole I Contract
SS Flag Source Type Description SetlD Contract ID Line

tem
=y Q r | Q| = 00000 [0000000000000000000001417 Ql EINEXT

‘i Printable Yersion

Line Release

‘Goto: |- More . j

Impaort Agency Reg and S5 Info |

Click the Contract Line Lookup Icon Q
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Create a Release against a SW Contract.

Look Up Contract Line

Contract Line Nbr: | = =] |
ltem Ik |begins with j|
CategoryID: ~ |hegins with x| |

Look Up | Clear | Cancel | Basic Lookup

Search Results

1-2 of 2
Contract Line Nbr kem 1D Category 1D
1 N9FZBRE07001 16310
2 N9GZE8R0T005 16310

Theresults contain alist of all Item IDs belonging to the contract. Click theltem ID.

'T The Cankract originated from a Req. The Req info will not be carried Forward ko the PO, (10200,596)
= The Conkrack originated from a Requisition, When using the '"Copy From' feature or associating the Contract directhy

to the PO Ling, the Requisition information will not be carried Forward ko the PO, IF Commitrent Contral is enabled,
the Requisition will need to be ' Finalized' so that the pre-encumbrance can be liquidated.

(04 |

Thisisawarning message only. This message is received when the contract is created

from aREQ and/or RFQ. Click Ll to continue.

Cwverride Schedule Quantity with Contract Quantity Scheduled on Line {13, Itern (096286010017 {10200,435)

Press Ok to override schedule guantity with contract shipping termplate schedule quantity, Press Cancel to use the entered line gquantity and schedule gquantity,
Ok | Cancel |

Click LI. This will copy the contract UOM and Price to the Purchase Order. If

the contract price is mandatory LI must be selected, or the incorrect price will

copy into the Purchase Order. If Ll is not selected, you will not be able to
change the amount.
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Create a Release against a SW Contract.

Purchase Order

Unit: ngaoon

POID: MEXT

Copy From: l—Ll
57

'PO Date: [oi0izo0e [
Vendor lm Q,
“Vendor ID: IW a,
‘Buyer: IW Q

Wendor Search

Yendaor Details

Lisa Martin (580)

Header Details PO Activities
PO Defaults

Add Comments

Purchasing kit Catalog

PO Reference: |me Req D - 5300000937

Add ShinTo Carmments

ltern Search

JOE BROWMN COMPANY INC

&
L=

PO Status: Open

Budget Status: Mot Chk'd

[~ Hold From Further Processing
Doc Tol Status: Walid

Receipt Status: Mot Recwd

‘Dispatch Method: | Frint 'l Dispatch |

Merchandise: 0.oa

. _ Calculate |
Freight TaxMisc.:
Total Amount: 000 usd

PO Reference:  [Fram Req ID - 5800000987

Iy Ship TovDue Date i ttem Information i Aftributes Y Contract Receiving
. Line Sole Contract
Line hem $S Flag Source Type Description SetlD  Contract ID Line Release
1 B [ngez8601001 (S| Q |De|wewcostper j 00000 |0000000000000000000001417 | O I 1@ NEXT
wiew Printable Yersion ‘Gote: |- More.. ﬂ
Select the Details Tab.
Purchase Order -
-*
Unit: 03000 PO Status: Open ™
POID: NEXT Buiget Status: Nat Chicd L f
Copy From: I 'l I Hold From Further Processing ‘:
= E
‘PO Date: IUSJU?QUUE [5] Yendor Search Doc Tol Status: Walid {
Vendor IJOE BROWN-001 ) Vendor Details f
“Wendor ID: |unnunnam G, JOE BROWN COMPANY INC Receipt Status: Mot Recvd £
‘Buyer: ILMARTIN Q,  Lisa Martin (580} ‘Dispatch Method: | Print vl Dispatch ¢
5
Merchandise:
Header Details PO Activities Add ShipTo Comments erchandise 1500 Calculata i
PO Defaults Freight TaxMisc.: 000 -
£dd Comments Total Amount: 15.00 USD f
Purchasing Kit Catalog ltern Search

Details | Ship TouDus Date i tterm Information N Aftributes RBeceiving
5 Line Sole _— ) F 4
Line ftem 2> Flag v Description Agency Req Nbr oM Category i
Line ltem SSFla Sourée Tuas Description Agency Req Nbr PO Oty UOM  Categol Price 3
1 [ Josszesotom QO [ @ [[oeiwery cost per | = | | |1.EIEIUEI [0N|Q osez86  [[.00007 ¢
3
Wiew Printable Yersion ‘Goto: |- More.. =] 1
PR PR Y R v S PO P - P e ¥ TN o small et v v

Notice the Item ID, Description, UOM and Price copied from the contract.

Only when the contract is marked as “Price Can Be Changed on Order”, will the price
field be available for updating. If the price is grayed out, it usually means the price is
mandatory.

Changethe PO QTY and Price as needed.

5/15/2008 Page 6 of 17



Create a Release against a SW Contract.

Tothefar right of theline click on the Schedule I con

Click , otherwise the .00001 contract price will override the $15.00 and your
price will change on the PO.

Update the schedule as needed.
Click the Distribution Schedulelcon  located to theright of the scheduleline.
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Create a Release against a SW Contract.

Input Fund, Class, Dept, Bud Ref, Budget Date, and any other fields as needed, click

The Account Code can be changed, however, if a Change Order is processed and
default values are updated, the Account Code will change.

Click

The PO isready to be Pre-Approved, Budget Checked, Approved and Dispatched.

5/15/2008 Page 8 of 17



Create a Release against a SW Contract.

Create a Requisition Release.

Navigation: Purchasing>Requisitions>Add/Update Requisitions

Leave the Requisition ID as “Next”, Click

Update the Origin to EXC and Input the Item ID. If the Item ID is not on the
contract, you will not be able to find the contract line.
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Create a Release against a SW Contract.

The Description and UOM copied from the Item ID. Input the Quantity field and click

The price copied from the Item ID. Click Vendor Information Tab.
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Create a Release against a SW Contract.

The Vendor and Vendor Location should default correctly from the Item ID and should
match the Vendor and Vendor Location on the Contract. Verify that both the
Vendor/Vendor Location are correct. Change Vendor/Vendor Location fields if not
correct. If the Vendor does not match the contract, you will not be able to find the
contract.

Click Contract Tab.

Click Contract Lookup Icon . Thiswill provide alist of al Contracts for this Vendor.
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Create a Release against a SW Contract.

Click the Contr act.

Click Contract LineLookup Icon . Thiswill provide you with the Contract Line
number that belongsto theltem ID.
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Create a Release against a SW Contract.

Click Details Tab. Changethe priceif needed and click the Schedule I con
located to theright of theline.

Update the schedule as needed, click the Distribution Icon  located to theright of
theline.

5/15/2008 Page 13 of 17



Create a Release against a SW Contract.

Enter Fund, Class, Dept, Bud Ref, Budget Date, and any other fields as needed,
click

The Account Code can be changed, however, if achange order is processed and defaults
values are updated, the Account Code will change.

Click

The Requisition isready to be Pre-Approved, Budget Checked, Approved and
Sourced to a Purchase Order.
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Create a Release against a SW Contract.

Error and Warning Messages

This message is received after a contract is selected on the PO/REQ and the
PO/REQ dateisafter the contract expiration date.

Thismessageisreceived after you select the contract line number. Thisisawarning
message only; this message is received when the contract is created from a REQ

and/or RFQ. Click to continue.

This message is received after you select the Contract Line Number. Click
. Thiswill copy the contract UOM and price to the PO. If the Contract

Price is mandatory and the button is not selected, the incorrect price will
copy in and you will not be ableto changethe price.

Click , otherwise the .00001 contract price will override the $15.00 and
your pricewill change on the PO.
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Create a Release against a SW Contract.

Click . This message reminds you that your $15.00 price does not match
their price .00001. This message can be avoided, see P110 PO Administration
Manual, page 169.

This message means the Vendor and/or Vendor Location is not on the Item ID,
therefore the price that will be used is the Item 1Ds Standard price. When copying
theltem ID, the system first looksfor a Vendor Price on theltem ID by Vendor and
Vendor location. If the Vendor and Vendor Location are not accurate, the above
message is displayed and the Item ID standard price becomes the default. This
message is a good indication the incorrect Vendor Location is being used. If the
incorrect vendor location isused, therelease will still be created but the PO may not
go to the correct location.
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Create a Release against a SW Contract.

Misc Information on SW Contracts

Examplesof Lineltem Types:
Line 1 price can be changed.

Line 2 price cannot be changed.
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