Purchasing Quick Tip for creating TBD distribution lines

e Create a Purchase order that crosses SFY
o0 Single Line of Funding

o 12 Months
= (01/01/2009-012/31/2009
=  FY 09-10

PO Line

Details Ship Te/Due Date Statuszes tem Infermation Attributez Contract Beceiving [F=2 M
) Line Sole . P i
Line ltem =2 rlag —! D Uescription Agency heqg Nbr AU Lategory  Frice
Line lte S5 Fla Source Type Description Agency Req Nbr PO Oty Uon  Catego Price
1 B |07255120067 arf Q, [Deluxe Telephane, =& | [ 12| [MoR @ 07255120 [50.00]

PO Schedule

e Create two schedules
o Onefor FY 09
o0 OneforFY 10
e Due date is the beginning of the FY.

Find | view Al First (1] 1 or1 [F] Last
Line: 1 ltem: 07255120067 Deluxe Telephone, Mobile Portable telephone (rental) with desktop rapid chargerPO Qty:  12.0000 MOR A

Customize | Find | View All | 8 First [ 42 o2 [¥] Last

W Statuses i Shipment Matching N Beceiving FEreight

*Ship To *PO Oty Price Amount Status
[45217 a =| 5.0000 | 5000000 | 300,00 Active B & B R =
[45217 a =| 5.0000 | 50.00000 | 30000 Acive T & B =

PO Distribution Line 1-1-1 FY 09

Distribution
| Chartfields Y DetailsTax ) Assetnformation | Reg Detai Statuses
] . ] . Sub- Class- ]
Dist Status Percent PO Qty  Amount Currency *GL Unit  *Account Account Fund Type Fundin Dept Bud Ref Oper Unit
10pen [100.0 [6.0000 300.00USD 09000 @ [531130 @ [ @ [1000 O |1ss01 @ [1000001 @ Jo3 Q| Q

PO Distribution Line 1-2-1 FY10

Chartfields Y DefailsfTax | Assetinformation | RegDetal |  Statuses

) . . Sub- Class- )
Dist Status Percent PO Oty Amount Currency *GL Unit Account Account Fund Type Fundin Cept Bud Ref Oper Unit

10pen [100.0 [&.0000 30000UsD 09000 QQ | @ oo @ fooot @ Jrooooo1 @ 10 Q| a
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Purchasing Quick Tip for creating TBD distribution lines

Copy PO to Voucher

Voucher Copy Worksheet

Customize | Find | View

Line Schedule Quantity UOM Unit Price Merchandise Currency PO @ uon PO Price Amount Receiving Ve

Select | mber Number 12D Description  y, choreq UOM UnitPrice ./ PO only Required |tg
Celuxe
r 1 107255120057 Telephone, | 6.0000 MOR  50.00000 300.00 USD 5.0000 LOR 5000 I =
Mohile Porta
Celuxe
r 1 2 07256120087 Telephone, | 50000 MOR  50.00000 300.00 USD £.0000 MOR s0.00 I =
IMohile Porta

The AP user can select the 09 funding line and input the invoice Quantity.

Line Schedule - Quantity I Merchandise UomM ) Amount Receiving
Select Number Humber Item 1D Description Vouchered UQI Unit Price Amt Currency PO Qty PO PO Price onl Required It

Deluxe
® 1 1 07255120067 Telephone, 1.0000 MOR  50.00000 300.00 USD 5.0000 MOR 5000 T =
Mohile Porta

Deluxe
Il 1 2 07255120067 Telephone, | 5.0000 MOR  50.00000 300.00 USD £.0000 MOR 000 I =
Mohile Parta
Voucher
E| Line *Distribute by Item Description Quantity UOM Unit Price Extended Amount
1 [auantiy =] [07258120 @ [Deluxe Telephone, Wabile [1.0000 | [WorRQ [ sc.00000 | 50.00

Ship To SpeedChart

-
in |
|4521? Q I I Use One Asset ID [~ Force Price Calculatel

Override PO %
Allocate by %

Purchase Order & Receiver Info Associate Receiver(s)

GL Chart Y ExchangeRate | Statistics

S . Sub- Class- .
Percent Amount Quantity *GL Unit Account Account Fund Type Fundin Dept Bud Ref Oper Unit CFDA#

=] 1100.0000 50.00 [1.0000 [os000 @ [531130 @ | @ [ooo @ [ree01 | @ [rooooon @ for @ | Q| Q

e Notice the TBD did not copy to the voucher
e The AP user does not need to make any changes to the distribution line.
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Purchasing Quick Tip for creating TBD distribution lines

e Create a Purchase order that crosses SFY
0 Multiple Lines of Funding

o 12 Months
= (01/01/2009-012/31/2009
=  FY 09-10

PO Line

Details Ship Te/Due Date Statuszes tem Infermation Attributez Contract Beceiving [F=2 M
) Line Sole . P i
Line ltem =2 rlag —! D Uescription Agency heqg Nbr AU Lategory  Frice
Line lte S5 Fla Source Type Description Agency Req Nbr PO Oty Uon  Catego Price
1 B |07255120067 arf Q, [Deluxe Telephane, =& | [ 12| [MoR @ 07255120 [50.00]

PO Schedule

e Create two schedules
o Onefor FY 09
o0 OneforFY 10
e Due date is the beginning of the FY.

Find | View Al First ] 1 or 1 [F] Last
Line: 1 ltem: 07255120067 Deluxe Telephone, Mobile Portable telephone (rental) with desktop rapid chargerPO Qty:  12.0000 MOR An
First E 1-20f2 |I| Last

W Statuses i Shipment Matching N Beceiving FEreight E
*Ship To *PO Qty Price Amount Status

A

]|
F FH

;
&

[45217 a =| 5.0000 | 5000000 | 300.00 active B & B E
[45217 a =| 5.0000 | 50.00000 | 300.00 Active B & B

0 [0l

7
b2

PO Distribution Line 1-1-1 FY 09

*Distribute by: [Amount =] Schedule Qty: £.0000
Merchandise Amt: 300.00 UsSD
SpeedChart: I Q Multi-SpeedCharts Doc. Base Amount: 300.00 UsD

Chartfields ' DefailsfTax ' As=zet Information

" Req Detail Statuses

Sub- Class-

Dist Status Percent Amount Currency *GL Unit Account Account Fund Type Fundin Dept Bud Ref
10pen [25.00 75.00 USD  |09000 @ [531130 Q| Q |1000 @ 19901 & [1000001 @ Jo2 @

|
20pen [25.00 | 75.00 USD  [09o00 @ 531130 Q| @ [1000 @ |1g01 Q [1000007 & Joa Q@
3 Open [25.00 | 75.00 USD 09000 Q@ [331130 O | Q [1000 (@ 19901 @ [1000008 @ g (@
| Q

4 Open  [25.00 75.00 USD 02000 C [531130 O | Q [1000 @ [19201 @ [1000008 2 02

oK | Cancel | Refrezh
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Purchasing Quick Tip for creating TBD distribution lines

PO Distribution Line 1-2-1 FY 10

“Distribute by: [Amount =] Schedule Qty: #.0000
Merchandise Amt: 200,00 USD
SpeadChart: | QU Multi-SpeedCharts Doc. Base Amount: 300,00 USD

Chartfields Y DetaisiTax || Assetinformation j RegDetal ) Statuses

i * . Sub- Class-
Dist Status Percent Amount Currency *GL Unit Account Account Fund Type Fundin Dept Bud Ref

75.00 USD Josooo @ B0 Q| Q [1000 | Q [10001 |Q [1000001 @ [10 & |'
7500 usp  [oscoo @ [rep @[ @ ftooo @ [roo01 @ [too0007 @ [0 Q]
75.00 USD Josooo @ B0 Q| Q [1000 | Q [10001 |Q [1000008 @ [10 & |'
7500 usp  [oscoo e [rep @[ @ ftooo @ [roo01 @ [1oo0008 @ [0 Q]

10pen  [25.00

2 Open  |25.00

3 Open  [25.00

|
|
|
40pen [25.00 |

OK | Cancel | Refresh
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Purchasing Quick Tip for creating TBD distribution lines

Copy PO to Voucher

Voucher Copy Worksheet

Line Schedule o Quantity o Merchandise uom - Amount Receivi
Select Number Number Item 1D Description Vouchered UOM Unit Price amt Currency PO Qty PO PO Price onl Reauired
Deluxe
(| 1 1 07255120067 Telephone, I 5.0000 MOR  50.00000 300.00 USD 5.0000 MOR 5000 @ i
Mabile Porta
Deluxe
[l 1 2 07255120067 Telephone, I 5.0000 MOR  50.00000 300.00 USD 5.0000 MOR 5000 I i
Mabile Porta

The AP user can select the 09 funding line and input the invoice Quantity

Line Schedule o Quantity o Merchandise uon ) Amount Receivi
Select Number Number ltem 1D Description Vouchered UOM Unit Price Amt Currency PO Qty PO PO Price onl Requir
Deluxe "
® 1 1 07255120067 Telephone, 1.0000 MOR  50.00000 300.00 USD 5.0000 MOR 5000 I =
IMohile Porta
Deluxe
r 1 2 07255120067 Telephone, I G.0000 MOR 50.00000 300.00 USD 5.0000 MOR 000 I =
IMohile Porta

Voucher

Override PO %
Allocate by %

Furchase Order & Receiver Info  Assaciate Receiveris)

GL Chart Y ExchangeRate j Statistics

Percent Amount  Quantity 6LUnit Account 0% o fundType 2% Dent Bud Ref
[=] 1 250000  75.00 [1.5000 [02000 @ [531130 @ | Q@ [1000 (@ 19901 Q [1000001 @ [09 |
(5] 2 250000  75.00 [1.5000 [09000 @ [531130 Q| Q [1000 Q@ [19901 @ [1000007 @ Jo9 Q
[=] 3 250000 7500 [1.5000 [o2000 @ [531130 Q| Q@ [1000 (@ [19201 < [1000008 @ |08 |
(=] 4 250000  75.00 [1.5000 [02000 @ [531130 @ [ Q@ [1000 Q@ [12201 Q [1000009 @ |09 Q&

The AP user will click the Allocate by % button.

GL Chart | Exchange Rate | Statistics ="

Percent Amount  Quantity *GL Unit  Account m Fund Type m Dept Bud Ref
=] 1 250000 12.9y |£2500\ 0000 Q@ [531130 Q| Q [1000 @ [19901 Q@ [1000001 Q@ Jog
=] 2 zso000| [ 125002500 foooo0 Q [531130 Q | Q [1000 @ [19901 Q@ [1000007 Q Jor Q
=] 3 250000 12.50lff0.2500 Jogooo @ [531130 Q| Q [1000 @ [19901 & 1000008 Q [o8
=] 4 2s50000] 125 wany 09000 Q@ [531130|Q | Q [1000 Q@ [19901 @ [1000009 Q@ Jos Q@
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Purchasing Quick Tip for creating TBD distribution lines

The voucher distribution line will be updated based upon the PO percentage allocation.

If the user had to delete a line such as “TBD” or another “FY”, they would receive an error
message

Windows Interne x|

":, Distribution percentages musk tokal 100%, (7030, 7500

Distribution percentages must tokal 100%:,
04 |

The AP user would then manually allocate the cost to each distribution lines which would no
longer match the PO distribution lines.

F GLChart Y Exchange Rate | Statistics || Assets ) [0

Percent Amount Quantity *GL Unit Account m Fund Type IELllar:_iI?r;q Dept Bud Ref
=] 1 25.0000 25.08 [0.5000 [0g000 @ [531130 Q| @ [1000 & 19901 & [1000001 @ fos &
[=] 2 250000] | 1z50ff0.2500 fosooo Q4 [531130 @ [ Q@ [1000 Q@ [19901 & [1000007 Q Jog Q@
[=] 3 2s0000] \ 125/ |o.2500 fogooo Q 531130 Q [ Q fio00 Q [19901 Q [1o00008 Q oo Q

This example was based upon the use of TBD, but this will also apply
anytime a PO schedule contains multiple FYs.

e This will allow AP users to create a PO voucher easier.
e This will allow PO users to create PO change orders easier.

e This will allow PO users to close out lapsed funding in a timely
manner.
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