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CREATE DIRECT PO - SINGLE LINE

A Purchase Order is a commitment to buy goods or services from a vendor. Upon budget checking the
Purchase Orders funds are encumbered (obligated) from a budget to ensure funds are available when the
product or service has been received. If a Requisition is processed the pre-encumbrance will be released
when the encumbrance is established. Like a Requisition the Purchase Order consist of these basic
elements: headers, lines, schedules, and distributions. Each requisition has one header, which can have
multiple lines. Each line can have multiple schedules. Each schedule can have multiple distributions.

Step 1 — Enter Purchase Order Data

Follow the following navigation

Navigation: Purchasing>Purchase Orders>Add/Update POs>Add a New Value

Purchase Qrder

{ Eind an Existing Yalue | Add a New Value

Business Unitdsz oo o
PO ID: @

Add

Find an Existing Yalue | Add a Mew Value

Business Unit-Defaults to specific agency for each User.

Purchase Order Number-Defaults to NEXT. The system will auto number each Purchase Order.

NOTE: Do not change the Purchase Order ID data field. Let the system default NEXT into the data
field. The Purchase Order number will be assigned upon saving.

Click the il button to take you to the Maintain Purchase Order page.

P110 Purchase Order Administration Page 6 of 177
Revised: October 1, 2007



CORE Oklahoma

Maintain Purchase Order
Purchase Order

Y W g

Unit: A8000 PO Status: _4\
PO ID: MEXT Budget Status: ]

POA Status: EOA Status ‘
Copy From: Iﬁ " Hold From Further Processing ’
S 1
*PO Date: IWIEI Wendar Search Doc Tol Status: Yalid 3
Vendor ||—Q viendaor Details {
“wendor ID: [ a Receipt Status: ot Recvd) &
*Buyer: |—Q *Dispatch Method: - Dispatch | x
PO Reference: | {
Header Details PO Activities Add ShipTo Comments Merchandise: 0.00 Caleulate | 4
PO Defaults FreightTax/Misc.: 0.00 }
Add Comments Total Amount: 0.00 UsD 4:
Purchasing Kit Catalog ltern Search

Shipy ToDue Date Statuszes ftem Information Aftributes Ef Eeceiving F
i Line Sole - <
Line tem SS Flag Source Tvne Description Agency Req Nbr PO Oty J
1B Q r | Q| =ty | 3
2
Wiew Printable Version ‘Goto: |- More . j _{
Import Agency Reg and 55 Info | (i(
& Save | Pitify | L Refresh | {

NOTE: The status of the circled data on the Purchase order. The PO date defaulted to today’s date.
(Leave this field alone so the PO date will always be the creation date.)
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Maintain Purchase Order

>
+
Purchase Order 1
. L
Unit: 8000 PO Status: Initial b
T e Budget Status:  Nat Chid 1
POA Status: FOA Status ’
Copy From: I 'I ™ Hold From Further Processing -
i 1
*P0 Date: IDQIESIEDD? El Vendar Search Doc Tol Status: alid f
Vendor || C, vendor Details r
“Yendor ID: a, Receipt Status: Mot Recwd
“Buyer: (:jq *Dispatch Method: | v[ Dizpatch
PO Reference: | ;
Merchandise: <
Header Details PO Activities Add ShipTo Comments erchandise 0.00 Calculate |,
PO Defaults Freight/Tax/Misc.: o.oo
add Cormments Total Amount: 0.00 SO j
A
Burchasing Kit Catalog ltetn Search E

Details Ship ToCue Date Statuses ttem Information Attributes Contract Receiving !
. Line Sole - 1
Line nem 2o Hag —! m Agency Req Nor
Line tem S5 Fla Source Tvpe Description Agency Req Nbr PO Oty -
=1 Q | Q| = E| | 5’
Wiew Printable Version ‘Goto: |- More.. j {
Import Agency Req and S5 Info | %
&l save | [=] matify | Ly Refresh | 1

Input the Vendor Id and Buyer. Click the Vendor Details link to review the vendor’s location and

rt
address. (See Appendix page 178 for the Vendor Lookup process). Click the M button to
validate data.

The PO status changed to ‘OPEN”"

Hold for Further Processing: Processes will not run against a PO if this box is checked.

PO Reference-Will populate if with the originating document number if using sourcing.
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Maintain Purchase Order

-
Purchase Order F
Unit: 8000 PO Status: Qpen & -:
POID: MEXT Budget Status: MHat Chik'd T

Mot Reguired {
Copy From: l—;, I Hold From Further Processing
- J
*PO Date: IWEJ Yendar Search Doc Tol Status: Walid 1/
\fendor IWO\ Yendor Details !
“wendor ID: [ooooooossn @ DEPARTMENT OF CENTRAL SERVICES — Receipt Status: Mot Recvd #
*Buyer: [(MARTIN @ Lisa Martin (s80) ‘Dispatch Method: [Frint | v|  Dispaich |f
PO Reference: | K
@eader Detalld) PO Activities Add ShisTo Comments Merchandise: 00 e E
PO Defaults Freight TaxMisc.: Do ;
Add Comments Total Amount: 0.00 ush

%

Furchaging Kit Catalog ltern Search ;

Impoart Agency Reg and 55 Info |

B save | [=] motify | L Refresh

Details Ship TouDwe Date Statuses ftem Information Aftributes E !
. Line Sole -
Line nem 2 Flaf] Vb Afency Redq Whr
ine kem 55 Fla Source Tvpe Description Agency Reqg Nbr PO Oty ‘é
=Y Qr | @ | =HE&| | ¥
<
View Printable Version ‘Goto: |- More . j
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Step 2 — Update Header Details

Information entered on this page is associated with the entire Purchase Order.

Click the HeaderDetails ;)

Maintain Purchase Order

PO Header Details

UInit: a8000 PO ID: MEXT Vendor: [DCS-001

Wendor: DCS-001 PO Date: 0942312007
*PO Type: Jomkp Budget Status: Mot Chik'd

*Billing Location: |58I:|E|9 2 Billing Address ¥ Tax Exempt ID: ITSEEH?QET
Origin: (cP )2 cntrPurch Letter of CreditID: | Q

Currency Code: |UBD 21, Exchande Rate Detail Base Currency: UsD
Rate Date: 091737007 Exchange Rate: 1.00000000
Rate Type: CRREMT
Acknowledgements required for | Mot required =] hccounting Date: IDQESEDDT &
¥ Dispatch ‘Method: | Print -] Accounting Template: ISTAN DARD O
8] | Cancel Refresh |

PO Type: This field will establish the type of Purchase being created. (See appendix page 198 for PO
Type).

Billing Location: The field identifies where the invoice should be sent, such as the Main Office of a
Department within an agency.

Origin: The origin may need to be changed. The origin is used to describe who will complete the
Purchase Order. This defaults from your user preference and is normally AGY- Agency. Change the
origin to CP= Central Purchasing, CAP = Construction and Properties, LSG = State Leasing, EXC =
Exempt (Statewide) (See appendix page 200 for PO Origin).

Dispatched: The default is “on.” This indicates that once the PO has been successfully checked for
Document Tolerance and Budget Checking, the PO is scheduled for the next Dispatch process. To
prevent de-select the Radio Box | ' located to the left.

Method: Defaults from the Business Unit definition. Method can be overridden with any valid value as
needed.
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Accounting Date: Defaults to today’s date and should not be changed, this date will determine the FY
and Accounting Period assigned in Commitment Control.

Update information on this page and click the LI button to return to the Maintain
Purchase Order page.
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Step 3 — Enter the Header Comments

Access the Header Comments page by clicking on the Add Comments Link.

PO Header Comments

Unit: a8000 POID: MEXT VYendor: DC3-001

*Sort Method: |CummentTimeStamp j *Sort Sequence: IAscending vI Sort |

Copy Standard Comments Comment Status:  Active gEiEi |

=€

| -

¥ Send to Vendor [ Shown at Receipt [ Shown at Voucher

Attachment Aﬁachl View| Deletel I~ Emnail

From -= PO 52000-NEXT

Ok Cancel Refresh

Input any comments to send with the Purchase Order in the Comment Field.
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PO Header Comments

Unit: 52000 PO ID: MEXT Vendor: DCS-001
*Sort Method: |Cnmment Tirme Stamp j *Sort Sequence: W Sort
/ First [ 1 o 1 [ Last
Copy Standard Comments Comment Status:  Active MI
Camments entered here will apply to the whole Purchase Order.| ;l@
[~

(¥ Send to Vendop) | Shown at Receipt [~ Shown at Voucher

Attachment Aﬁachl Wiewy | Delete | I~ Email

From -= PO 583000-MNEXT

(0] 8 | Cancel Refresh |

NOTE: The Send to Vendor check (v") box by default will be checked. If you want this comment to
appear on the receipt or voucher check (v') the appropriate box.

NOTE When there are multiple comments, the system will display only the most recent comment.

5 (Find, View All, First, backwards arrow symbol, 1 of 3,
forward arrow symbol, and Last) display indicates the number of comments available for viewing. To view
the remaining comments, either press the forward arrow symbol 1 to go to the next comment or press

to see all of the comments in the scroll area. To return to viewing only one line and its associated

schedules, press .

Field Definitions

Retrieve Active Comments Only — This field is available after the Purchase Order has been
saved. The radio box is selected by default. If you want to select the inactive comments

Fetrieve

deselect the radio box and click the button.

Inactive Button-Click this button to inactivate the currently displayed comment. The comment
is not actually deleted, but is set to an inactive status.
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Sort Method — Select the method that you want to use to sort the comments retrieved:

e Comment Time Stamp — Sorts the comments by the time stamp assigned to them when they
were created.
e Vendor Flag — Sorts the comments flagged to be sent to the vendor.

Sort Seq — Select Ascending or Descending.
Sort Button- Click this button to sort comments according to the selections that you made in the Sort

Method and Sort Sequence fields.

To add additional comments, click on the LI plus button in the upper right corner of the
comment page.

PO Header Comments

Unit: 8000 PO ID: MNERT Vendor: DC3S-001

*Sort Method: | Comment Time Starmp j *Sort Sequence: |z Sort
Copy Standard Comments Comment Status: A ctive s |
Comments entered here will apply to the whole Purchase Order. ;l@

¥ Sendto Vendor [ Shown at Receipt | Shown at Voucher

Gﬁachmem Aﬁachl Viewl Deletel I_EmaD

From-= PO 43000-MEXT

Ok | Cancel Refresh

PeopleSoft gives you the ability to attach a file to your Purchase Order. Currently this feature is not being
utilized.
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Standard Comments

The Department of Central Services requires certain Purchase Orders to contain certain comment
concerning the purchase. Instead of having to type this information into each Purchase Order,
Department of Central Services has come up with a list of Standard Comments when selected will default
in. These comments are called STANDARD COMMENTS and must be added to these Purchase Orders.
See Department of Central Services rules and regulations.

Click the Copy Standard Comments Link.

Standard Comments

Copy carmment

*Action:

Comment Type: D)\ Comment ID: DO\
*Effective Date: ||:|9.|'23.|'2|:||:|T *Ctatus: I.ﬂ'.Eti'l.l'E "'I

Description: |
Short Desc: I
Comments:
(]34 Cancel Refresh

From this page, select the “Standard Comment” by inputting the Std Type and Comment ID. If you do
not know this information then click the Lookup Icon 2 located to the right.

Click the Lookup lcon ™ for the Std Type.
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Look Up Comment Type

SetlD: nooon
Standard Comment T:-,me:l hegins with j |
Description: |begins wiith j|

Look Lp | Clear | Cancel | Basic Lookup

Search Results

17 of 7

Standard Comment Type Description
245 ODOT TERMS AMD COMDITIONS
ool MOM COLLUSION
aTm OTERM
S0L IT Solicitation Terms
sViC SERVICE
TEC TERMS ARD COMDITIONS

B TERMS

Select the comment by clicking on it. In this example Non-Collusion will be used.

Standard Comments
*Action: |C|:|p1,r Comment j
Comment Type: IbOL Q Comment ID: I Q
*Effective Date: IEIEIIEEIEEIDT “Status: IP-.I:N'-.-'E vI
Description: |
Short Desc: I
Comments:
=
=
Dk Cancel | Refrezh |
Click the Lookup lcon . for the Comment ID.
P110 Purchase Order Administration Page 16 of 177
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Look Up Comment ID
SetiD; oooon
Standard Comment Type: coL

Standard Comment ID; |begins wiith j|

Description: | begins with > ||

Look Up | Clear | Cancel | Basic Lookup

Search Results
1 of1

Standard Comment 1D Description
Lo s B S OLLLSIOM

NOTE: The Comment ID is unique to the Std Type.

Select the comment by clicking on it.

Standard Comments
*Action: | Copy Comment =]
Comment Type: ICOL Q Comment ID; INDNC Q,
*Effective Date: IEIBIE 3i2007 *Status: Iﬂu:tive vI
Description: [MOM COLLUSION
Short Desc: INON COLLLE
Comments:
oK | Cancel | Refraszh

Notice the comments copied in, this saved time.

Click the __2K__Iputton.
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PO Header Comments

Unit: 8000 PO ID: MEXT Vendor: DCS-0M1

*Sort Metho: ICnmmentTime Stamp j *Sort Sequence: W Sort

Copy Standard Comments Comment Status:  Active Inactivate
THIS BID IMWVALID IF MOT SIGMED AMD MOTARIZED il@
Affid avit:
State of County of , of lawful age, being first duly swarn, an

nath savthat 1 Siheis the dolv aothorized anent nf Bidder andine contractor sobmiftine the comoetitive LI

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

Attachment Aﬁachl Viewl Deletel I~ Email

(0] 4 Cancel Refresh

To view all comments click the View All link.

Click the Ll button.
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Step 4 — Input Item ID

Maintain Purchase Order -
Purchase Order :
Unit: 58000 PO Status: Open & :
POID: MNEXT Budget Status: Mot Chik'd a
Mot Reguired X
Copy From: I—;, [ Hold From Further Processing )
= A
‘PO Date: IWIEJ Wendor Search Doc Tol Status: walid <
Vendor IWO\ Vendar Details f‘
‘Vendor ID: [ooooD0OSE0 QL DEPARTMENT OF CENTRALSERVICES ~ ReceiptStatus: Mot Recvd *
‘Buyer: ILMARTIN , Lisa Martin (5800 ‘Dispatch Method: I Print 'I Dispatch |J
PO Reference: | r
HeaderDetails PO Acthvties Agdd ShipTo Comments Merchandise: 000 e 1
PO Defaults Freight TaxMisc.: n.oo 3
T Cormanis) Total Amount: 0.oo0 Uso %
Hems From >
Burchasing kit Catalog Itetn Search 4'1

Ship To/Due Date i Statuzes 5 tem Information i Attributez e Contract i Receiving
. Line Sole A
Line em I VI Adency ked Nbr
ine tem SS Hag Source Tvne Description Agency Req Nbr PO Oty
= L=l
1B da | Q| =& |
Wiew Printabile Warsion ‘Goto: |- hiore .. j

Import Agency Reg and 58 Info |

& save | [=] Motity | iy Refresh |

NPT, W P Ve P

Notice the Add Comments Link changed to Edit Comments

Fad
Input the Item ID and click the 2 Ratresh ) button, if the Item ID is not known then click the Lookup
Icon Q located to the right.

Click the Lookup Icon O‘.
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Look Up Item

SetlD: aoooo

ltem ID: |begins with j|

Category: |begins with j| Q,

Descriptiun:l begins with | |

Look Up | Clear | Cancel | Basic Lookup

Search Results
Cnly the first 200 results can be displayved. Enter more information above an

i e A 1-100 of 300 [p] Last
ttem ID Category Cateqory ID Description

aoas ooos 17444 ABRASIVES

ooos14 ooosi14  0oooz ABRASIVES COATED: CLOTH

0ons1404 0005140400003 ABRASIVES, PLASTOMNE
0oos1404 A 0005140400003 See Line Comments

00051404 B 0005140400003 See Line Comments
ANAFSL Ge IQ0ATARIANN0T T Sastsmt Cameeents L oL

To narrow your results, input an item number, category, or description and click the Look Lp
button. In this example a description of “EQUIPMENT was used and received the following results.

Look Up Item

SetiD: ooooon

ftemiD:  |begins withj|

Categons |begins Withj| aQ,

Descriptiun:'begins Withj|EQUIPMENT

Look Up | Clear | Cancel | Basic Lookup

Search Results

1-32 of 32

Item ID Cateqory Cateqory ID Description

O7ES52 076552 14634 EQUIPMEMT & PARTS, CASE
04053410165 04053410 02265 EQUIPMEMNT (PER IMNSTRUMEMNT
Q02540 o02540  0o450 EQUIPMEMNT AIRPLAME

Q7E06S O7E06ES 14542 EQUIPMEMT AMD PARTS
O7R&S5T O7Ae57 146349 EQUIPMERNT ARD PARTS, FORD
Q03545 002545 00451 EQUPMENT HELICOPTER
0929 0829 16035 EQUIFMERNT MAINTERAMCE
0931 04931 16089 EQUIPMENT MAINTEMAMNCE, RE
0934 0924 16115 EQUPMEMNT MAINTEMAMCE, RE
0936 0926 16125 EQUPMENT MAINTEMAMCE, RE

0987 e [303Mese 1G04 o ECRIEMENE WAINTENANCE RE »

Make your selection by clicking on the link. In this case Item ID 076552 was used.
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Maintain Purchase Order

Purchase Order

Unit: 53000 PO Status: Qpen g

PO ID: MEXT Budget Status: Mot Chk'd
Mot Required

Copy From: I 'l [ Hold From Further Processing

S

‘PO Date: |DQIEBIQDD? [#] Wendaor Search Doc Tol Status: Walid
Vendor |DCS-DD1 QL wendor Details

"Vendor ID: IDDDDDDDSBD Q. DEPARTMENT OF CENTRAL SERVICES  Receipt Status: Not Recvd

‘Buyer: ILMARTIN Q) Lisa Martin (5803 *Dispatch Method: IPrint vl Dispatch |

PO Reference: |

Merchandise:
Header Details PO Activities Add ShipTo Comments erchandise 0.0 Calculate |
PO Defaults Freight TaxMisc.: 0.00
Edit Cammeants Total Amount: 0.00 UsD

Purchasing Kit Catalag ltetn Search

"\ﬁ“bq.l- T A e V] ‘-‘ s B \.h vy W

Details Ship ToDue Date e ttem Information 3 Aftributes R Contract 3 Receiving

Line Sole

Line tem =5 Fag i Description Adency Red Nbr uom d
ine tem SS Ha Source Tupe Description Agency Red Nbr PO Oty VoM

1 B |o7e552 (Sl mi | Q, (Case equipmentand) = Eal |
Wiew Printable Yersion ‘Go to: I Mare .. [~

Import Agency Req and S5 Info |

=\ E

= W

a2 B
\'m"“'\m\,' ~ "

Bl save | [=] matify I % Refresh I

The circled data defaulted in from the ITEM ID.
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. Ly Refresh
Input the PO QTY and click the

button to validate the data.

Maintain Purchase Order

Purchase Order

Unit: 55000

PO ID: NEXT

Copy From: I—LI

v

‘PO Date: IWEU Wendor Search

Vendor [pcstor @ vendorDetais

“Vendor ID: [oonooDOSED QL DEPARTMENT OF CENTRAL SERVICES
‘Buyer: IWQ Lisa Martin (330}

PO Reference: |

Header Details PO Activities Add ShipTo Comments
PO Defaults

Edit Comments

Purchasing kit Catalog lterm Search

Ny ttem Information b Attrikbutes

Y Ship To/Due Date

Details

PO Status: g

Budget Status:

Cpen

Mot Chid'd
Mot Required

™ Hold From Further Processing

Doc Tol Status: Valid

Receipt Status: Mot Recvd

‘Dispatch Method: | Print - l Dispatch |

Merchandise: 112.25

Calculate
0.0o 4'

11225 USD

Freight TaxMisc.:

Total Amount:

4 Contract 4 Receiving

Line Sole

ttem SSFa Source Type

Description

Agency Req Nbr PO Oty VoM Category  Price

B [o76s52 a - |

Wiew Printable Yersion

Import Agency Reng and 55 Info |

Bl save | [=] Motify | L Refresh |

Q [case equipmentand = & | s0000[EA | @ o7essz  (Zz 45000 <
‘Goto: |- More . j

PR L

The amount defaulted in from the ITEM ID.
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Step 5 — Verify Line Item Details

Use the Line Details page or Line to verify or modify additional details on the line, such as the
Receiving Required, Contract Data, and other line specific information. To review the Line Details

=13
click the Line Details Icon |-_||§' located to the left of the line or click the Tabs located above the line.

Details Tab.
Details Ship TovDue Date Statuzes tem Information Attributes i Caritract Receiving
. Line Sole ey (
Line nem a5 Flaf 7! B Agency Hed Nbr
Line L] S5 Fla Source Tvhe Description Agency Req Nbr ,
1 B |DI-'5552 Q O | ) |Case eguiprment and = E‘Ql 4
. . é
Wiew Printable Version *Go to: | Mare 4
Import Agency Req and 55 Info | j
*'c
E save | Motify | | L Refresh ?
PO Oty *UOM Category Price Amount Status
I 50000 [Ea @ o7essz  [2z.45000 11225 actve (2 [E [&] [=]

Ek a0 | UpdlsteiDisplay

e |tem ID-Select the ID of the item that you want to order. If the item that you want to order does
not have an item ID, choose to order the item by description only. To do this, enter item
information in the Description field. This is not recommended.

e SSFlag and SS Type — This field is used to report Sole Source information.

o Description-If you are ordering an item by description only, enter item information in this field. If
you specify an item ID, the description appears from the Purchasing Attributes page and can be
changed.

e Agency Reqg Nbr-Input your Agencies Internal Requisition Number.
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e Quantity- Enter the item quantity to order. The quantity is recalculated if you change the unit of
measure.

e UOM-The UOM will default from the Item ID. It can be changed by clicking the Lookup Icon Q.

e Category- Enter the category for the item on the Purchase Order line. If you specify an item ID,
the category defaults from the Item ID, and cannot be changed.

e Price- The Price will default from the Item and will need to be change.

¢ Amount-Quantity X Price.

° C}Line Comment Icon-Click the Line Comments button to access the Line Comments page.
Use this page to maintain line comments.

o 24 Schedule Icon-Click this button to access the Purchase Order - Schedule page, where the
view schedule shipment details and distribution information is located.

o *! [=IPlus or Minus Icon-Add or Delete a Line.

P110 Purchase Order Administration Page 24 of 177
Revised: October 1, 2007



CORE Oklahoma

Ship to Due Date Tab.

Detsilz | Ship ToMue Date Y hem Information | Adtributes
i Line Sole it . .
Line tem S5 Flag Source Type Description Due Date Ship To Price
1R |n?5552 a O [ Q [case equipmentand = [Q@izanoor J[H Eanan > @ [z2.45000 [ [=]
View Printable Yersion ‘Goto: | More =]
Import Agency Reg and 58 Info |
& save | [=] Matity | 4 Refresh | B | | UpdateDisplay

e Due Date-Date shipment is due or service is due.
e Ship To-Location the product will be shipped to or service performed at.

If you input the Due Date and Ship To data on this page, it will default to the Schedule Page.

Status Tab.

Detailz= | Ship To/Due Date W ttem Information §  Attributes i
Line Ite S5 Flag Einesole Description Status Eacknien
= _— Source Type I Status

= |D?6552 Q- | Q |Case equipmentand = €EIVe) =]
Wiew Printable Yersion ‘Goto: |- More j

Import Agency Req and 55 Info |

& Save | [=] Matify | Ls Refresh | BN | ] UndateDisplay

e Line Status-The status of the line appears. Values are: Active, Canceled, or Closed.

e Backorder Status- Backorder status displays. Values include: None, Backorder and BO
Received.
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tem Information Atributes Receiving
. Line Sole A .
Line Hem 2 Flag —! m Yendor Herm 1D Yendor' s Latalog
ine tem S5 Fla Source Type Description Vendor item ID Vendor's Catalo
1 B |oressz Q- | Q_ |case equipmentand = JC_ _)IC

Wiew Printable Wersion *Goto: |...M0re j

Import Agency Req and S5 Info |

\m’\\,\_,g"‘i&gk.-' -«

& Save | [S]Motify | 1L Refresh

. Replenish Device .
Manufacturer ID Manufacturer's item ID UPN ID Code T—rackinu Withholding

( Ja I Q Stockless T D =]

Ek Acd | UpdateDizplay |

e Device Tracking Currently Not using

Vendor Item ID/Vendor Catalog- The vendor catalog and ID assigned. Values default
from the Purchasing Attributes. Currently not using.

Manufacturer ID-Currently not using

Manufacturer’s Item ID-Currently not using.

UPN ID-Currently not using

Replenish Code-Currently not using.

Withholding-Select this check box to indicate that the voucher line that matches this purchase
order line may be subject to withholding.Vendor defaults determine whether this option is
checked or unchecked.

P110 Purchase Order Administration Page 26 of 177
Revised: October 1, 2007




CORE Oklahoma

Detailz | Ship IoDue Date | Statuses | tem nformation | Attributes

. Line Sole ey . . 5 Amount
o s Amount
Line tem 55 Hag Source Tvpe Description Physical Nature *Price Oty ‘Price Date ont
1 [ |o7essz2 a - | Q [caseequipmentand = {Goods ) ] [Gcheddz [0 D [ Q) =
iew Printable Version ‘Gotg: |- More .. j

Import Agency Req and 55 Info |

B save | Matity | i Refresh |

Er 2o | Update/Display |

e Physical Nature-Will default to Goods, Select to indicate whether the object is a physical
good or service.

e Price QTY-Quantity that the system uses to determine minimum order quantities and price
adjustment quantities. Leave as Schedule

e Price Date-Date that the system uses to determine minimum quantity and price adjustment
dates. Select PO (purchase order date) or Due (schedule due date). The price date works in
conjunction with the value in the Price Qty field. Leave as PO

e AMOUNT ONLY- This option is used to bypass matching on PO QTY and match only on the
Extended Amount. Select this check box to designate the line as an amount-only line. If selected,
the purchase order quantity value on the line is set to 1 and the field becomes unavailable for

entry. The Distribute by will change to Amount and user will receive a message when trying to
change it to Quantity.

RFQ Tab.
Details Ship To/Due Date Statuzes | ftem Information §  Attributes
i Line Sole T .
Line Ite S5 Flag Source Twpe  2@SCribtion RFQID RFQ Line
1B |DT6552 QO | Q |Case eguipmentand = © =]
Wiew Printable Yersion ‘Goto: |- More . j
Impant Agency Red and S5 Info |
& Save | [Z] Matify | L Refresh | E‘q-Addl FUpdateDisplay

e RFQ ID/RFQ Line-If the PO was created from an RFQ, the RFQ number and line will be
displayed.
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Contract Tab

Details Shipy ToiDue Date Statuses ttem Infarmation Attributes Contract Receiving b

¥

. Line Sole . Contract = . 3
Line tem 55 Flayg SOUTCEITme Description SetiD  Contract ID Line Release Milestone Line  Rebate ID +
1 B [o78852 an [ @, [cass equipmentand = oonan |G 5 e 5a ?
Wiew Printable Version “Goto: |- More . ﬂ r
Import Agency Req and 55 Info I "‘

B save | [=] Motity | % Refresh I l

e Contract ID/Contract Line-If the Purchase Order was created from a Contract, the
Contract number and line will be displayed.
¢ Release-If the Purchase Order was created from a Contract, the release number will be
displayed.
o You will no longer be able to copy the contract directly to the Purchase
Order. For Additional Information review the Contract Release Manual.
e Milestone Line-Currently not using.
e Rebate ID-Currently not using.
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Detalz | Ship ToDue Date

3 Statuzes [temlnformation 3 Aftributes 3

. Line Sole . N . _ Inspection
Line term 5 Flag VI ZRecening Required wii
Ling ttem SS Flal Sowrce Type  2ESCHiBtion Receiving Required Requireq  MSnectiD
1B |076552 a O | Q |Case equipment and iHReceiving is Required } =10 (::) =
“iew Printable Version “Goto: I Mare .. =

Import Agency Reg and 55 Info |

Save Motity | % Refresh
v

[E Ao UpdateDisplay

Receiving Required-This option is used to require the Item Ordered be received and be
matched to a payment. This option defaults in from the Item ID as being required and must be
changed to “Do not Receive” if not required or the voucher will fail matching. There is now a third
option “Receiving Optional™- This option will give users the ability to receive the item but not
match it.
Inspection required -Select the Radio box under Inspection required if the product needs to be
inspected. This will require the inspection to be matched to a PO and Voucher.
e Inspection ID-Currently no Inspection IDs have been defined. Not using.

Click the Line Details Icon B located to the left the line to review the line details vertically.
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Maintain Purchase Order

Details for Line 1

POID: MEXT Vendor: DCS-001
Line: 1 Item: 076552 Case equipment and parts
Category: 07TRa452 Line Status: Active
Category Desc: CASE EQUIPMENT AMND PARTS Backorder Status: Maone
Category ID: 14634
Amount to Receive: sD Merchandise Amt: 11225 JSD
Quantity to Receive: Doc. Base Amt: 11224 uso
ltern Availatili
Transaction Hem Description:
Case equipment and parts ;l@
=

Preferred Language Hem Description:
Case equipment and parts

Expand All Caollapse All
E

8124 | Cancel I Refreshl

To review the data click the /%, this will expand the details. The same data will be available as in
the TAB.

Click the Lbutton.
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Maintain Purchase Order

Purchase Order

Unit: 53000 PO Status: Open ™
PO ID: MEXT Budget Status: Mot Chk'd =y

Mot Required

Copy From: | hd I™ Hold From Further Processing

52

*PO Date: IDQJ23I2DD? [ wendor Search Doc Tol Status: Valid

Vendor IDCS-DD1 Q, vendor Datails

*Wendor ID: IDUUDUDU5ED Q. DEPARTMENT OF CENTRAL SERVICES  Receipt Status: Mot Recvd

*Buyer: ILMARTIN Q,  Lisa Martin (5803 *Dispatch Method: | Print 'I Dispatch

PO Reference: |

Merchandise: 112.25

Header Details PO Activities Add ShinTo Comments Caloulate

PO Defaults Freight/TaxMisc.: 0.00

Edit Cornments Total Amount: 112.26 USD

Furchasing Kit Catalog ltern Search

i Ship TouDue Date i ttem Intormation 3 Aftributes R Contract Y Recei
= Line Sole - o - . Inspection
Line tem [t} e —— ZRecemng Required i
Line Item SS Flay Source Tvpe Description Receiving Required Required  shectID
=] ID?5552 QO | QL |Case eguipment and j Receiving is Reguired j O
Wiew Printable Yersion *Go to: I - Mare .. =
Import Agency Req and 88 Info |

B save | Elncity | | 7 Retresh | Eiadd | | UpdateDisplay

To continue processing click the Details Tab.
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Maintain Purchase Order
Purchase Order

Unit: 58000 PO Status: apen ™
PO ID: NEXT Budget Status:  MNotChkd TG
Mot Required

Copy From: I 'l I Hold From Further Processing

>

*PO Date: [paizaizoor ) vendorSearch Doc TolStatus:  valid

endor WQ vendor Details

“endor ID: [oooooooEED QU DEPARTMENT OF CENTRAL SERVICES  Receipt Status: Mot Recwd

*Buyer: [CMARTINT @ Lisa Martin (560) “Dispatch Method: [ Frint =] | Dispaten |
PO Reference: |

HeaderDetalls PO Activities Add BhipTo Comments Merchandise: B P |
o Defaulls FreightiTax/Misc.: 0.00

Edit Comments Total Amount: 112.25 USD

T Y W TR T Ve g X PN

Purchasing kit Catalog ltern Search

Details Ship TaDue Date Statuses ttem Information Attributes Contract Receiving *.
P P
- Line Sole A f

Line Htem 2o Flag —! B Agency heq Nbr UOm
Line tem SS Fla Source Twne Description Agency Reqg Nbr PO Oty UoM f
1 B |o7ess2 ar- | Q_ [case equipmentand = E& | | 5.0000 [EA (5
Wiew Printable Yersion ‘Gote: |- More . j {
Import Agency Reqg and 85 Info | {’
B Save | [Z] Motify | L Refresh | }

1 Category Price Amount Status

Q) 078552 |22.45EIEIEI 112.25 Active

S &ddl | UpdateDisplay
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Step 6 — Enter Liner Comments

Click the Line Comments lcon @

PO Line Cemments

Unit: 52000 POID:  NEXT Vendor: DC5-001

Line: 1

*Sort Method: Comment Time Stamp j *Sort Sequence: g - Sont |

Copy Standard Comments Copy ltem Specs Comment Status:  Active MI
Enter comments that apply to the line anly here.| ;l@

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

Attachment Aﬁachl Wi | Delete | ™ Email

From -= PO 53000-NEXT

0]%4 Cancel Refresh

Enter any Line Comments to send with the Purchase Order in the Comment Field.
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PO Line Comments

Unit: a8000 PO ID: MEXT Vendor: [DCS-001

Line: 1

*Sort Method: | Cormment Time Stamp j *Sort Sequence: g - Sort |
Copy Standard Comments Copy ltem Specs Comment Status:  Active MI
Enter comments that apply to the line anly here. ;l@

“ Send to Vendogd | Shown at Receipt | Shown at Voucher

Attachment Aﬁach| viewl Delete| I~ Email

From -= PO 53000-MEXT

oK | Cancel Refrazh |

NOTE: The Send to Vendor check (v') box by default will be checked. If you want this comment to
appear on the receipt or voucher check (v') the appropriate box.

NOTE: When there are multiple comments, the system will display only the most recent comment.

display indicates the number of comments available for
viewing. To view the remaining comments, either press the forward arrow symbol 1 to go to the next

comment or press to see all of the comments in the scroll area. To return to viewing only one line

and its associated schedules, press .

Field Definitions

Retrieve Active Comments Only — This field is available after the Purchase Order has been
saved. The radio box is selected by default. If you want to select the inactive comments

Fetrieve

deselect the radio box and click the button.

Inactive Button-Click this button to inactivate the currently displayed comment. The comment
is not actually deleted, but is set to an inactive status.
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Sort Method — Select the method that you want to use to sort the comments retrieved:

e Comment Time Stamp — Sorts the comments by the time stamp assigned to them when they
were created.
e Vendor Flag — Sorts the comments flagged to be sent to the vendor.

Sort Seq — Select Ascending or Descending.
Sort Button- Click this button to sort comments according to the selections that you made in the Sort

Method and Sort Sequence fields.

To add additional comments, click on the Ll plus button in the upper right corner of the
comment page.
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PO Line Comments

Unit: f8000 PO ID: MEXT Vendor: DC3S-001

Line: 1

*Sort Method: Comment Time Stamp j *Sort Sequence: IAacending vI Sort |

Copy Standard Comments Copy ltern Specs Comment Status:  Active M
Enter comments that apply ta the line anly here. ﬂ@

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

Gﬁachmem Aﬁachl Viewl Deletel rEmail)

From -= PO 53000-MEXT

Ik | Cancel Refresh

PeopleSoft gives you the ability to attach a file to your Purchase Order. Currently this feature is not being
utilized.
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Standard Comments

The Department of Central Services requires Purchase Orders to contain certain comment concerning the
purchase. Instead of having to type this information into each Purchase Order the Department of Central
Services has come up with a list of Standard Comments when selected will default in. These comments
are called STANDARD COMMENTS and must be added to every Purchase Order. See the Department
of Central Services rules and regulations.

Add a comment section by clicking the button on the right hand side, then click the
Copy Standard Comments |k

Standard Comments

*Action: |C|:|p3.r Cormment i

Comment Type: I Q Comment ID: I Q

*Effective Date: IDQIEE.‘IEDD? *Status: I.ﬂ.Cti".l'E "I

Description: |
Short Desc: I
Comiments:
8114 Cancel Refrezh

From this page select the “Standard Comment” by inputting the Std Type and Comment ID. If you do not
know this information then click the Lookup lcon™ located to the right.

Click the Lookup Icon 2, for the Std Type.
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Look Up Comment Type

SetiD; oooon
Standard Comment T:-.me:l hedgins with j |
Description: |hegin5 with j|

Look Lip | Clear | Cancel | Basic Lookup

Search Results

17 of 7
Standard Comment Type Description
245 CDOT TERMS ARD CORMDITIONS
0L BOR COLLUSICRM
aTM CTERM
S0l IT Solicitation Terms
8ViC SERVICE
T&C TERMS ARD COMDITIONS
TR TERMS

Standard Comments

*Action: | Copy Comment |
Comment Type:  [COL @ commentn: | X
‘Effective Date:  |V%/23/2007 *Status: [Active |
Description: |
Short Desc: I
Comments:

(8] 34 I Cancel | Refresh I

Select the comment by clicking on it. In this example Non-Collusion will be used.

Click the Lookup Icon 2 for the Comment ID.
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Look Up Comment ID

SetlD: aooon
Standard Comment Type: oL
Standard Cormment ID: |hegins wiith j|
Description: |hegins with j|

Look Up | Clear | Cancel | Basic Lookup

Search Results
1 of1

Standard Comment ID Description
i o] s BICH COLLLISIOM

NOTE: The Comment ID is unique to the Std Type.

Select the comment by clicking on it.

Standard Comments
*fction: | Copy Comment =]
Comment Type: ICOL Q Comment ID: INONC Q
‘Effective Date:  [019/23/2007 *Status: [Active |
Description: [MOM COLLUSION
Short Desc: INON COLLLE
Comments:
]08 | Cancel | Refrash

Notice the comments copied in, this saved time.

Click the . 9K |putton.
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PO Line Comments

Unit: A8000 PO ID: MEXT Vendor: DCS-001

Line: 1

*Sort Method: | Comment Tirme Stamp j *Sort Sequence: IAacending vI Sort |

First 4] Zaf 2 (¥ I_ast

Copy Standard Comments Copylterm Specs Comment Status:  Active Ml
THIS BID IFWALID IF MOT SIGHED ARD NOTARIZED il@
Affidavit:

State of Coaunty of L of lawful age, heing first duly swarn, on

nath savthat 1 (Svheis the dolv anthnrized anent nf Ridder andfine contractonre snbmittinn the comoetitive LI

¥ Sendto Vendor [~ Shown at Receipt [ Shown at Voucher

Attachment Attau:hl Viewl Deletel I~ Email

(0] 4 Cancel Refresh

Click the K link to review all active comments or click the El button to transfer between

comments.

Click the Ll button
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Maintain Purchase Order

-
L4
Purchase Order &
Unit: 53000 PO Status: Open & 1
POID: NEXT Butlget Status: MotChikd B ¢
Mot Reguired i
Copy From: I 'I I™" Hold From Further Processing |
= -
+*
*PO Date: |09123I2EIDT [#] Wendor Search Doc Tol Status: Walid ’0
Vendor IDCS—Dm 2 Vendaor Details E
“Wendor ID: IEIDDEIEIDDSBD Q, DEPARTMEMT OF CENTRAL SERYICES — Receipt Status: Mot Recyd
*Buyer: ILMARTIN Q. Lisa Martin (580 *Dispatch Method: |F'rint -] Dispatch |
PO Reference: | i
Header Details PO Activities Add ShipTo Comments Merchandise: 11225 Calculate | {
PO Defaults Freight/Tax/Misc.: 0.00 p
Edit Cormments Total Amount: 112.25 USD }
Furchasing Kit Catalog Itern Search )

Details Ship To/Due Date Statuzes ttem Information Attributes R Contract Receiving
; Line Sole e ,f
Line nerm o Har) —! m AfencY Red Nk
Line em 55 Fa Source Tvpe Description Afgency Req Nbr PO Oty )
1 [ [o76852 Q O | Q, [case equipmentand = EQ | | 5.0000
Wiew Printable Yersion ‘Goto: |- More . j

Import Agency Reg and 55 Info |

Bl save | [=] Motity | is Refresh

IOM  Category Price Amount Status
A Q 078552  [22.45000 112.25 Active =]

Eradd | £ UpdsteiDispay |

After the Line Comments have been entered, the Line Comment Icon = changes to
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Step 7— Verify Shipping Details and Input Distribution Info.

Schedule

Use the Purchase Order Schedule page to specify multiple shipping schedules for each line and
to define multiple distributions for each schedule. The Schedule page by default allocates the
total by Quantity, but it can also allocate by Dollar amount. To access the Schedule page click on

the Schedule Icon ==

Maintain Purchase Order

Schedules
Unit: 58000 Vendor: DC3-001
PO ID: MNEXT PO Date: Q8r23r2007

PO Status: Qpen

Return ta Main Page

Line: 1 ftem: 076552 Case equipment and parts POQty:  5.0000 EA  Amount: 11225 UsD
Statuses i Shipmerit i tatching e Receiving Freight
Sched *Due Date *Ship To *PO Price Amount Status
1 B |osrzzizoor B 58030 Q = 5.0000 2245000 | 11225 actve S & B R =

Add ShipTo Comments

B save | [=] mMatity I Ly Refresh | Er Add | UpdateIDiSplayl
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Detalls Tab.

Maintain Purchase Grder

Schedules
Unit: 58000 endor: DZ5-001
PO ID: MNEXT PO Date: 09i2372007

PO Status: Qpen

Return to Main Page

First 4] 1of 1 [ Last

Line: 1 tem: 076552 Case equiprment and parts PO Qty:  5.0000 EA  Amount: 112.25 USD

First K 1 of 4 [¥] Last

3 Statuses 3 Shipment i d=tching e Feceiving i Freight

Sched *Due Date *Ship Ta PO Oty Price Amount Status

1B fQonaoor ) o [ 3 @ B[ soooo )| (zzasooo )l_.Actl\re .@@.- =

Add ShipTo Camments

B save | [=] metity | iy Refresh | E‘+Add| Update.fDisplayl

The Due Date, Ship To, PO QTY and PO Price can be changed on the schedule tab and will default
back to the Line Page.

e Unit Price-The unit price can be changed by overwriting the price or by using the Value
Adjustment. (See appendix page)

e Ship To-A change to the ship to can result in a price change, a sales and use tax recalculation,
or a VAT recalculation

. r%Value Adjustment Icon-This icon allows users to adjust unit price.
o & Misc. Charges-Currently not using.

. @ Sales and User Tax-Currently not using.

1
o 52 Distribution icon-Enter Distribution data.
e [=1 Ship To Address.

P110 Purchase Order Administration Page 43 of 177
Revised: October 1, 2007




CORE Oklahoma

Statuses Tab.

Maintain Purchase Order

Schedules
Unit: 22000 Vendor: DCe-001
PO ID: MNEXT PO Date: 097232007

PO Status: Qpen

Eeturn to Main Page

Line: 1 Item: (76552 Case eguipment and parts POQW: 50000 EA  Amount: 11225 USD

Statuses Shipment i Matching E
Sched *Due Date *ship To Status

1 B |Dgx23mn? El |58030 Q =

Add ShipTo Comments

B save | [=] matify | iy Refrash | E'q-AddI Update.fDiSpIayl

e Status-Purchase order schedule status. Values are: Active, Canceled, or Closed.

. Eﬂ-Pegging Inquiry-Currently not using.

Shipment Tab.

Maintain Purchase Order

Schedules
Unit: 58000 \endor: DCG3-001
PO ID: MWEXT PO Date: 08r232007

PO Status: Qpen

Eeturn to Main Page

Find |
Line: 1 tem: 076552 Case eguipment and parts POQty. 50000 EA  Amount: 112.25 USD

First [«] 1of 1 [¥] Last

' Statuzes o Shipment Yy tatching i Receiving e Freighit

K T . Original . Custom Zero
Sched Due Date Ship To Time Due Promise Date Ship Date Price Price

1 B foorzazoor B [s8030 a o ) 10232008 @E‘J O O Q =

Add ShipTao Comments

Ship Via

Bl save I [=] matity | % Refresh | Er Ao | Upda‘te.l'DispIayl

e Time Due-
e Original Promise Date-Displays the vendor's original promised delivery date. Use this field to
track when the vendor promised delivery against the date that the goods were actually received.
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e Custom Price-Select this check box to indicate that you entered a custom price on the schedule.
When the system needs to recalculate a price, it prompts you for approval before automatically
recalculating the price.

e Zero Price-Select this check box to indicate that this is a zero-priced line and is considered a no
charge item.

e Ship Via- Carrier or method of shipment

Matching Tab.

Maintain Purchase Qrder

Schedules
Unit: 53000 Vendor: DCE-001
POID: MEXT PO Date: 09i23r2007

PO Status: Qpen

Return to iain Page

Find | view Al First B 1or 1 [¥] Last
Line: 1 ftem: 076552 Case equipment and parts POQty: 50000 EA  Amount: 11225 USD

Customize | Find | View &1 First [4] 1 of 1 [ Last

Detals Y Statuses Y Shipment | Matching Y Receiving Freight RTY

N - U Unit o5 Unit = Uh Ext
Price Price n e . ExtPrice Ay
Sched *Due Date *Ship To Match Status  *Matching Tolerance Tolerance Erice Erice ExtErice Tolerance SEstFricelPrice
Tolerance Tolerance Tolerance Tolerance Tolerance
Owver Under - Under
Over - Under - Under
1 B [oerzwz007 [ [s8030 Qﬂ]nmatcheﬁ) CEunmaten) | | | | | | | Y] =
Add ShipTo Comments
& Save | [=] Wetify | i Refresh | E‘+Add| Update.fDisplayl

¢ Match Status-Displays the match status of the schedule. Values are To Match, Part Matched,
Fully Matched, and Unmatched. These are set based on the extent to which the matching
process has been completed for the schedule.

e Matching-Must state “Full Match” unless the purchase is on an Authority Order.

e Matching Tolerance-When you use matching to verify vendor charges, the system uses price
tolerances to determine whether the purchase order and voucher prices are within the tolerances
and thus whether the purchase order and purchase order voucher match.

Unit Price Tolerance Over/Tolerance |[Amount over and under the individual item price that you
Under plan to allow on the voucher and still have the transaction
qualify for a match.

% Unit Price Tolerance Over/Tolerance|Percent over and under the individual price that you plan to

Under allow on the voucher and still have the transaction qualify for
a match.

Ext Price Tolerance Over/Tolerance Amount over and under the extended item price (price

Under (extended price tolerance multiplied by quantity) that you plan to allow on the voucher

over/tolerance under) and still have the transaction qualify for a match.

% Ext Price Tolerance Over/Tolerance |[Percent over and under the extended item price (price
Under multiplied by quantity) that you plan to allow on the voucher
and still have the transaction qualify for a match.
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Receiving Tab.

Maintain Purchase Order

Schedules
Unit: 58000 Vendor: DC5-001
PO ID: MEXT PO Date: 095232007

PO Status: Qpen

Eeturn to Main Page

First [H] 1of 1 [H Last
11225 UsD

First [H] 1of 1 [H Last

Line: 1 ltem: 076552 Case equiprment and parts PO Q. 50000

Details 4 Statuses 4 Shipment i hdatching i Receiving Freight

Sched *Due Date *ship To Reject Oty Over Tolerance Qty Revd Tolerance %

1 B [owzzoor [ [2030 Q ® K: =

Add ShipTo Comments

B save | [=] Matity | 1y Refresh | B Aol | Update.fDispIayl

e Reject Qty Over Tolerance-Select this check box to reject a shipment at receiving time if the
guantity received is over the tolerance set in the Qty Rcvd Tolerance % (quantity received
tolerance percentage) field.

e Qty Received Tolerance-Displays the quantity received tolerance percentage for the item on the

purchase order. This field appears by default from the Vendor's UOM and Pricing Info page.
“Should not set up atolerance”

Freight Tab

e Freight Term-Normally FOB Dest.

Maintain Purchase Order

Schedules
Unit: 58000 Vendor: DC5-001
PO ID: MEXT PO Date: 09r23r2007

PO Status: Dpen

Eeturn to Main Page

A First (4] 1 o 4 [ Last
Line: 1 hem: 076552 Case eguipment and parts POGwe 50000 EA Amount: 11225 UsSD

First [« 1of 1 Last

Details i Statuses Ny Shipment oy flatching i Eeceiving

Sched *Due Date *Ship To Freight Terms Arbitration Charge Method Freight Charge Override
1 B Joarzzzoo7 [E 58030 G, OBDESTD @ [ P s} {Weigm EI @ =1
Add ShipTo Comments
& save | [=] motity | s Refresh | E A | Update.fDisplayl
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RTV Tab.

Maintain Purchase Order

Schedules
Unit: 53000 endor: DZ5-001
PO ID: MEXT PO Date: 0952352007

PO Status: Qpen

Eeturn to tain Page

First E 10of 1 |I| Last
Line: 1 ftem: 076552 Case equipment and pars POQu: 50000 EA  Amount: 112,25 USD

4 Shipment i hdatching i Receiving Freight

Sched *Due Date *Ship To BURTY RTVID RTVY Line

1 B [oesooor [68030 Q Oa € » on =

Add ShipTo Comments

Bl Save I [=] motity | s Refresh I Eradd | UpdateIDisplayl

You are able to attach your RTV document on this page.

P110 Purchase Order Administration Page 47 of 177
Revised: October 1, 2007




CORE Oklahoma

Distribution Information

Use the Distribution Information page to update and review the distribution data. These line items are
transferred to the Purchase Orders, but they do not go out to the vendor. They are a breakdown of
accounting distribution and internal delivery locations. This page identifies how the Schedule amounts
will be charged within the organization. There can be multiple Distributions for each Schedule. The
required Chart Field string is entered for each Distribution, allowing an item to be funded (expensed) from
muItipIeI sources. To access the Distribution page, from the Details tab click on the Distribution

Icon &2,

Maintain Purchase Order

Distributions for Schedule 1

Unit: 58000 Vendor: DCs-001
PO ID: MNEXT ftem: 076552 Case equipment and parts
Line: 1
Sched: 1 Status: Active
*Distribute by Schedule Oty: 5.0000
Merchandise Amt: 112.25 USD
SpeedChart: I Q Multi-SpeedCharts Doc. Base Amount: 11225 USD

First [+] 1 of 1 [¥] Last

Customize | Find | Wiew All | i

Chartfields | DetalsTax | Assetinformation | ReqDetal | Statuses

. . S Sub- Class-
Dist Status Percent PO Oty Amount Currency *GL Unit Account Account Fund Type Fundin Dept Bud Ref CFDA#
1open [1000 [5.0000 11225080 [EBOnDIQ QQ@@QQOE

Ok | Cancel | Refreshl

Notice you page does not look like the page displayed in this manual. This page has been customized to
display only those fields currently being used. See page

Chartfield Tab.

e Distribute By-Quantity or Amount
0 Amount: Select if the sum of all distribution amounts must equal the schedule amount
(merchandise amount). Inventory items cannot be distributed by amount
0 Quantity: Select if the sum of all distribution quantities must equal the schedule quantity
e Speed Chart-If you charge by amount, define the distributions by using speed charts. Speed
charts are templates that contain preset distributions. Select a speed chart and accept or override
the default values.
e Status-The default distribution status is Active. This status is updated by the PO RECON process
(PO_PORECON) Closed, or when a line is canceled.
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e Percent-Enter the distribution percentage for the line. If you distribute by amount or quantity and
change either of the values, the percent is adjusted. If you change the percent, the amount or
guantity is adjusted. In either case, the percent total must be 100.

e PO Quantity-If you are distributing by quantity, enter a quantity.

e PO Amount-If you are distributing by amount, enter an amount. The transaction currency of the
distribution amount appears.

e GL Unit-Defaults from users User Preference and should not need to be changed.

e Account-This field defaults from the Item ID and can be overridden. If the account code is
overwritten and a change order is processed the account code can default back from the Item Id.

e Sub-Account-Optional. Input if needed.

e Fund, Class-Funding, Department-Input a valid budget.

e CFDA#-Optional. Input if needed.

Input the funding and Click the ﬂ‘ button to validate the data.

Maintain Purchase Order

Distributions for Schedule 1

Unit: 58000 Wendor: DCs-001
PO ID: MNEXT tem: 076552 Casze equipment and parts
Line: 1
Sched: 1 Status: Active
*Distribute by: [quantty =] Schedule Oty: 50000
Merchandise Amt: 112.25 USD
SpeedChart: I Q Multi-SneedCharts Doc. Base Amount: 112.25 USD

Custornize | Find | view a1 | B8 First [4) 4 04 [ Last

Chartfields ' DetsisiTax ) Assetinformstion ) ReqDetsil Y  Statuses

Dist Status Percent POGty Amount Currency "GL Unit  *Account %m o Fund Type El'ﬁ?n Dept BudRef CFDA¥
1open [1000 [s0000 1225080 [58000Q 533220 Q | Q [rooo @ [reror @ [orooose @ Jor @ | Q =
Ok Cancel Refresh
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Details/Tax Tab

Maintain Purchase Order

Distributions for Schedule 1

Unit: 58000 Vendor: DCs-001
PO ID: NEXT ftem: 076552 Case equiprment and parts
Line: 1
Sched: 1 Status: Active
*Distribute by: [Quantty ] Schedule Oty: 5.0000
Merchandise Amt: 11225 UsD
SpeedcChart: I Q Multi-SpeedCharts Doc. Base Amount; 11225 UsD

| # First E 1 of 1 E Last

Chartfields Details/Tax Y Assetinformation | ReqDetal Y  Statuses

i Base " . _ Statistics .
Dist Status Percent Base Amt C_urren Currency Budg Dt Location IN Unit Code Consigned Peq Status

1 open [100.0 11225UsD  curency 35 ffarzarznn7) B (gsoso ya DQ K:jq © (Fpegged =

Ok | Cancel | Refreshl

e Budget Date-Date used here will be used to determine if the budget used on the previous page
is active during this time.

e Location-Internal destination of the item, once it is received. This can be different from the ship
to location of the schedule. For instance, the ship to location of the schedule could be corporate
headquarters, and the distribution location could be a particular floor's supply room.

® Consignment-If selected, the distribution contains a consignment item. If the inventory business
unit is not defined, the consigned check box is clear and cannot be overridden. Currently not
using.

® |n Unit-Inventory Unit

® Statistics Code- Currently not using.
e Peg Status-Currently not using.
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Maintain Purchase Order

Distributions for Schedule 1

Unit: 58000 Vendor: DCs-001
PO ID: MEXT tem: 076552 Case equipment and parts
Line: 1
Sched: 1 Status: Active
*Distribute by: [auantty =] Schedule Qty: 5.0000
Merchandise Amt: 112.25 UsSD
SpeedChart: I Q Multi-SpeedCharts Doc. Base Amount: 112.25 UsD

*( Asset Information Y REeq Detail

' Detailz/Tax

Chartfields

EmpliD Capitalize % Description

vown i3 KR DR I8 O #E

Dist Status Percent AM Unit Profile ID CAP # Sequence Tag Number

OK Cancel Refresh

REQ TAB.

Maintain Purchase Qrder

Distributions for Schedule 1

Distribution
Chartfields

i DetailziMax e Azset Information i Req Detail Yy Statuses

Unit; 58000 \endor: DC5-001
PO ID: MEXT ttem: 076552 Case eguipment and parts
Line: 1
Sched: 1 Status: Active
*Distribute by: Quantiyy ] Schedule Qty: 5.0000
Merchandise Amt: 112,25 USD
SpeedChart: Q Multi-SpeedCharts Doc. Base Amount: 11225 USD

First ] 1 of 1 [ Last

Red Line K24

Dist Status Percent Reg BU Sehed Req Dist Open Oty Requester Reguester Name Phone Fax
1open [roos D O C:DQ @C_’:‘_} ) ) EE

Ok | Cancel | Refreshl

Use this tab to view the details of the requisition from which this purchase order distribution originated.
You are able to view the requisition business unit, line, schedule, distribution, as well as other requisition
related purchase order distribution information
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Status Tab.

Maintain Purchase Order

Distributions for Schedule 1

Unit: 58000 Yendor: DCS-001
PO ID: MEXT ftem: 0765452 Case equipment and parts
Line: 1
Sched: 1 Status: Active
*Distribute by | Quantity ~] Schedule Qty: 5.0000
Merchandise Amt: 11225 UsD
SpeedChart: I Q Multi-SpeedCharts Doc. Base Amount: 112.25 USD

First [4] 10of 1 [ Last

Distribution Customize | Find | ¥
Chartfields | DetailsTax | Assetinformation | ReqDetasl | Statuses

Dist Status  Percent ChartfieldStatus  Budget Status CommimentContiol
Close Flag
1open  [io00 o X =

Ok | Cancel | Refreshl

e Commitment Control Flag-If Selected, this check box indicates that the budget processor
should fully liquidate the outstanding encumbrance when running budget checking on this
purchase order.

e Chartfield Status-Displays whether the chartfield is valid.

e Budget Status- If commitment control is on, the system displays whether or not this distribution
has been budget checked and is in a valid or error status.

¢ Final-Will be displayed if copied/sourced from a Requisition. Select this check box to indicate that
the purchase order distribution is final and, thus, can be liquidated. The system checks the
current purchase order distributions for its predecessor requisition distribution. If the associated
requisition has been finalized, the system disassociates the requisition from the purchase order
before budget checking so that the pre-encumbrance is not over liquidated

Click theLI button.
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Maintain Purchase Order

Schedules
Unit: 48000 endor: DCs-001
PO ID: MNEXT PO Date: 097232007

PO Status: Qpen

Eeturn to Main Page

Line: 1 ftem: 076552 Case equiprment and parts PO Oty 50000 EA  Amount: 11225 UsD

Details Statuses Shipment i Matching i Receiving Freight
Sched *Due Date *Ship To PO Price Amount Status

1 B |owzaz007 O [se030 Q = 5.0000 2245000 | 11225 Active S o B =

Add ShinTo Comments

B save I [=] Matify | Ly Refrash | [E At I UpdateIDisplayl

Click the@button.

Maintain Purchase Order

Schedules
Unit: 53000 endor: DZ5-001
PO ID: 5808006117 PO Date: 097232007

PO Status: Open

Eeturn to Main Page

Line: 1 tem: 076552 Case equipment and parts POOW: 50000 EA  Amount: 112.25 USD

First 4] 1cf 1 [¥] Las

N Statuses i Shipment i tdatching i Receiving Freight
Sched *Due Date *Ship To PO Price Amount Status
1 B Jowzazoor  [H [5s030 aQ = 5.0000 2245000 | 11225 actie B & @B L =

Add ShipTo Comments

Bl Save | [=] Matity | ) Refresh | E Aol | Update.fDispIayl

NOTE: The PO number has been assigned. The PO is now ready to be pre-approved, budget
checked, approved, dispatched, and printed. Click on the Return to Main Page link..
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Pre-approving is completed from the Maintain Purchase Order Page.

Maintain Purchase Order k4
F
Purchase Order ¢
Unit: 58000 PO Status: Open @ X -
PO ID: 5809006117 Budget Status: Mot Chi'd ﬂa :
POA Status; FOA Status ;
Copy From: | 'l [ Hold From Further Processing H
= .
"PO Date: |Ug:2312[|[|? El vendor Search Doc Tol Status: valid ‘(
Vendor |DCS-DD1 @ vendor Details I
“Vendor ID: IDDDDDDDSSD Q. DEPARTMENT OF CENTRAL SERVICES  Receipt Status: Mot Recvd %
‘Buyer: |LMARTIN Q. Lisa Martin (580) ‘Dispatch Method: | Print vl Dispatch | &
PO Reference: | ?
Header Details PO Activities Add ShipTo Comments (el L {22
. L Calculate
PO Defaults Document Status FreightTaxMisc. filnl} =
Edit Comments Requisitions Total Amount: 11225 USD -
i
B o
Purchasing kit Catalog ltern Search Line: I Q To: I Q Ml 1

i ttem Information e Atributes e Cortract i Receiving

Line Sole i , .
VI Agency Red Nbr ateqory
Source Type Description Agency Req Nbr PO Oty UOM  Catego Price

1 & [oTEss2 a - | Q [Case eguipmentand =5 E5,| | 5.0000 IEA 0, 0TES52 |22 45000 £

Wiew Printable Wersion ‘Goto: |- More .. j

" Ship To/ue Date

Line tem SS Flag

i N4

N

Import Agency Req and S5 Info |

T

B save | LLReturn to Search | [=] Matify | 4 Refresh |

™

™

Click the Pre-Approved icon located in the upper right hand corner.
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Maintain Purchase Order

Purchase Order

Unit: 58000
PO ID: 5809006117

copyFrom: [ 7]

=

‘PO Date: IWEJ wendor Search

Vendor [pcsom @ vendorDetails

“endor ID: [ooooooOSED QL DEPARTMENT OF CENTRAL SERVICES

‘Buyer: ILMARTIN Q. Lisa Martin (580)

PO Reference: |

Header Details PO Activities Add ShipTo Comments
PO Defaults Document Status

Edit Camments Requisitions

Details Y Ship To/Due Date

Statuzes i ttem Infarmation i Attribwtes

PO Status:

Budget Status: Mot Chik'd
POA Status: POA Status

™ Hold From Further Processing

Doc Tol Status: Walid

Receipt Status: Mot Recyd

‘Dispatch Method: IPrint vl Dispatch

Merchandise: 112.25

Freight TaxMisc.:

Total Amount: 112,25 UsD

Purchasing kit Catalaog ltern Search Line: I Q To: I Q MI

e Contract 5 Receiving

4 b 4
w2

f
3
3
:
{
{
:
1
d

Calculate
0.00 —l -

J
f
¢
L

3

Adency Red Nbr PO Gty

- Line Sole .
mne tem SS Haig S—ource Tvpe Description
1 B [o7essz Q O |

Wiewy Printable Version

Import Agency Req and S5 Info |

Bl save | ELReturn to Search | [Z] hatify | 2 Refresh |

Q |Case eguipmentand = & |

| 5.0000

‘Gotor |- More

The approval status is now in a pending status. The PO is now ready to be budget checked.
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Step 9-Budget Check PO

Overview

Once a Purchase Order is in a pending status, it can be Budget Checked. The PO can be budget

checked individually by the user or in a batch process done by OSF. See the Commitment Control
Procedure Manual for more information.

Budget Checking
Budget checking individually is done from the Form Page.

Click the Budget Check icon = located in the upper right hand corner.

Maintain Purchase Order
Purchase Order

Unit: 53000 PO Status: Fend Appr 4 x
PO ID: 5800006117 Budget Status: Mot Chik'd @
POA Status: FOA Status
Copy From: l—;l [ Hold From Further Processing
-
‘PO Date: [por232007 [ vendor Search Doc Tol Status:  Valid
Vendor [pcsmor Q@ vendor Details
“endor ID: [poDoDOOSED @ DEPARTMENT OF CENTRAL SERVICES ~ Receipt Status: Mot Recvd

‘Buyer: ILMARTIN Q,  Lisa Martin (580} ‘Dispatch Method: I Print 'l Dispatch |

PO Reference: |

Merchandise:
Header Details PO Activities Add ShipTo Comments 1225 Calculate |
PO Defaults Docurrient Status FreightTaxMisc.: 0.0a
Edit Comments Reguisitions Total Amount: 112.25 USD

PN W R WS T e T W

Purchasing kit Catalog ltem Search Line: I Q To: I Q M

Ship To/Due Date N Statuses i tem Information N Attributes E 5 Contract 3 Receiving
- Line Sole S ! k.
Line em d —!] Agency Redq Nbr Lty
Line Kem S5 Hag Source Type Description Agency Req Nbr PO Oty UomMm J
1 [ |oressz QO | Q [case equipmentand = £ | | 5.0000 [EA §

Wiew Printable Yersion ‘Goter |- More . =l

Impont Agency Req and SS Info |

Bl save | ELReturn to Search | [=] Matity | %y Refresh |

o

To continue and approve the Purchase Order the budget checking status must equal valid. If it is in an
error status, review the Commitment Control Manual for resolving budget checking errors.
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Maintain Purchase Order

{
Purchase Order 4
4
Unit: 53000 PO Status: Fend Appr X ?
PO ID: 5809006117 Buiget Status: L
POA Status: FOA Status f
Copy From: | 'I I Hold From Further Processing E
- 4
‘PO Date: IDQI23!2DD? [#] Wendor Search Doc Tol Status: Walid ;
Vendor [pcs-oo1 Q, Vendor Details P’
“Vendor ID: IUUUUUUUSBU Q. DEPARTMENT OF CENTRAL SERVICES — Receipt Status: Mot Recvd 1
‘Buyer: I i i ‘Dispatch Method: IPrint vI Dizpatch |
Iy LMARTIMN Q. Lisa Martin (580) I R ‘f
PO Reference: |
Merchandise:
Header Details PO Activities Add ShigTo Comments erehandise B v T | ;
PO Defaults Docurment Status Freight TaxMisc.: 0.00 p!
Edit Comments Requisitions Total Amount: 112.25 USD P
-
1
Purchasing Kit Catalog lter Search  Line: | A 10 Q Ml p'

Details Y Ship ToDue Date 4 ttem Informiation i Attributes El N Contract i Receiving

Line Sole

Line ltem SS Flag Source Tvpe Description Agency Req Nbr PO Gty UC')i
1 B2 |076552 Q0 | Q [case equipmentand = & | | 50000 [EA"
Wiew Printable Yersion ‘Goto: |- More j

Import Agency Reg and 55 Info |

AV

B save | LU Return to Search | [=] Mty | % Refresh |

Notice the budget checking status is valid and the document tolerance status is valid. When
budget checking from the batch process, document tolerance is run separately.
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Step 10-Purchase Order Approval

Overview

Before Dispatching a Purchase Order, the Purchase Order dollar amount must be approved. The State
of Oklahoma has chosen approval for amounts only to facilitate the Purchasing process. Once the
Purchase Order has successfully passed the budget check and the requestor has pre-approved the
Purchase Order, the Purchase Order will be made available for the workflow approval process by the
requestor. The requestor will send the Purchase Order to the first approver's work list."

Approving a Purchase Order

Follow the navigation below to Approve a Purchase Order

Navigation: Purchasing>Purchase Orders>Approve Amounts

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

J Find an Existing Value

Business Unit: = ¥ [6000 Q,
PO Number: |begins withleEDQDDEHT

SetiD: | beging with = || Q
Contract ID: | beging with = || Q,
Release Number: |: j |

Purchase Order Reference:l heging with j |

™ case Sensitive

Search | Clear | Basic Search Save Search Criteria

Input the BU and Purchase ID, click the __Z23th_| pytton.

After you retrieve your Purchase Order the Amount Approval page will be displayed.
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Purchase Order Amount Approval

Unit: 58000 POID: 5809006117 Vendor: 0000000580

‘Approval Action: o Approval Status: Initial wlEws Pl FY
Buyer: Liza Martin (5807

PO Reference:

PO Date: er232007

Merchandise Total Amount: 112.25 USD Merchaniise Total Base: 112.25 USD
PO Total Value: 112.25 PO Total Base: 112.25

Bl save | L\ Return to Search | [=] Matify |

Amount Approval Page

Use the Amount Approval page to approve, deny, or recycle a Purchase Order. If you have a
Purchase Order approval role in workflow, the user will have security access to this page when a
Purchase Order is selected from the work list.

Approve: Select to approve the Purchase Order amount. If requirements are met, the approval status
changes to Complete when you save this page and the PO is made available for dispatch. If workflow is
implemented, the system sends an email to the buyer telling him or her that the PO has been approved

Deny: Select to deny the amount for this Purchase Order and deny dispatch. If selected and workflow is
enabled, the system generates a worklist entry and an email message to the buyer.

Recycle: Select to send the PO back to the buyer or previous approver. If selected and workflow is
enabled, the system generates a worklist entry to the last user who approved the Purchase Order
amount.

Comments:. The requestor and approver can make comments concerning the approval of the
Purchase Order by inputting comments in the Comment Section.

) . ) . Bl save |
The requestor who created the Purchase Order will click the Approve option and click the
button. This will then invoke the workflow process if they do not have approval access.

P110 Purchase Order Administration Page 59 of 177
Revised: October 1, 2007



CORE Oklahoma

Warning -- This transaction needs WF_P10_Requestor_(OK) approval. Enter it into workflow? (107,4)

This transaction must be approved. If you click OK, the system will route it to someone who can approve.
If you click Cancel, you will be able to change the transaction without forwarding it.

Click the& button.

Purchase Order Amount Approval

Unit: 55000 POID: 5509008117 Vendor: 0000000580

‘Approval Action; IApprD\;e vl Approval Status: Wieww Printable PO

=€
[~
Buyer: Liza Mattin (520}
PO Reference:
PO Date: 092352007
Merchandise Total Amount: 11225 USD Merchandise Total Base: 11225 USD
PO Total Value: 112.25 PO Total Base: 112.25

B save | LU Return to Search | Muotify |

Notice the Approval Status is In_Process. Notice will be sent to the appropriate approver. Once
approved the PO status will changed to approve.
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Step 11-Dispatch Purchase Order

Once the PO has been approved it can be dispatched from the Purchase Order

Navigation: Purchasing>Purchase Orders>Add/Update POs>Find an Existing Value

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

[ Find an Existing Value Y_Add a Mew Value

Business Unit: I: vI qEEDDD ) Q
PO D Ihegins wiyith 'IEEDQDDEHE b ]

Purchase Order Date: |= j | El

PO Status: |: j | j
Short Vendor Name: | hiedins with j | '}

Vendor ID: |hegin5 wiith j| Q

Vendor Name: | hiedins with j |

Buyer: |hegins withj| Q

Buyer Name: | hegins with j | aQ

PO Type: | = j | j

Purchase Order Reference: | begins with j |

Hold From Further Processing r

[ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Yalue | Add a Mew Yalue

Input the BU and PO ID, then click the ﬂ button.
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Maintain Purchase Order

Purchase Order

Unit; 58000 PO Status: X
PO ID: 5809006117 Budget Status: Walid
POA Status: POA Status
Copy From: I—Ll [ Hold From Further Processing
52
‘PO Date: IWEJ Wendor Search Doc Tol Status: Walid
Vendor IDCST Q wendor Details
“Vendor ID: [o0D0DDDSED @ DEPARTMENT OF CENTRAL SERVICES ~ ReceiptStatus: Mot Recvd

‘Buyer: |LMARTIN QL Lisa Martin (580 ‘Dispatch Method: IF’rim vl Dispatch '

————
POReference: |

Merchandise: 112.25

Header Details PO Activities Add ShinTo Comments i . Calculate |
PO Defaults Document Status G e 0.00
Edit Comments Requisitions Total Amount; 11225 UsD

Y 4\,“"\‘“‘_‘,&1“’.“ '*_;!u-‘*“

Purchasing Kit Catalog ltern Search Line: I Q To: Q M

N Ship To/Due Date i Statuses i ttern Infarmation 7 Adtributes Ef 7 Contract i Receiving 3
Line tem SS Flag % 5 Description Agency Req Nbr PO Gty uom Category Price k
1R |0?6552 Q O | @, [case equipmentand = EEH | 5.0000 EQ 076552 22.4500{
View Printable Yersion "Go to: ... More . j r
Import Agency Req and 55 Info | )
B save |  S\Returnto Search | [Z] Motify L Refresh | ;
h’
The PO is now approved. To dispatch the PO click the Dispatch button.
Dispatch Options
Dispatch Options
Fax Cover Page: I W{_Test Dispatc!
I Print BU Comments
Server Name: || Q ™ Print Duplicate on PO
‘Owtpn Destination Type: WEB - I Print UL
¥ Print PO tem Description
"Output Destination Format: I FDF 'I I~ Print Copy
]2 Cancel | Refresh |
Make sure the Test Dispatch Radio button is not selected. The click the L‘ button.
Would you like to wait for confirmation that the PO Dispatch process has completed? (10208,44)
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Your request is currently in process. If you choose to wait, once the process has completed, you will be returned to
the updated PO. If you choose not to wait, please check the Process Monitor to verify that the scheduled process has

. . . . Yes . )
completed before accessing the PO being dispatched. Click the button to wait, click the
Mo button to continue working and not wait.
Step 12-Print Purchase Order

Maintain Purchase Order y
Purchase Order L
Unt: 58000 PO Status: Dispatchad A X @
PO ID: A809006117 Budget Status: Walid F |
POA Status: POA Status t

Copy From: I 'l I Hold From Further Processing -
L
= 1
‘PO Date: IDQIQBJ’EDD? El Vendor Search Doc Tol Status: Walid ;
Vendor IDCS—DEH Wendor Details Backorder Status: Mone Create Backrder ',
“Vendor 1D: IDDDDDDDSSU DEPARTMENT OF CEMTRAL SERYICES  Recelpt Status: Mot Recvd )
‘Buyer: ILMARTIN Lisa Martin (580) ‘Dispatch Method: IPrim vl Dispatch | p
PO Reference: | j

Merchandise:
Header Details PO Activities Add ShipTo Comments erefandise 122 §
. L Calculate

PO Defaults Document Status FreightTaxMisc.: noo >
Edit Comments  Reduisitions Total Amount: 112.25 UsD ;
Purchasing kit Catalog ltern Search Line: I Q To: I Q ml f
i ttem Infarmation i Aftributes 3y Contract i Beceiving {

. Line Sole - .

ine Rem SS Flag Source Tvpe Description Agency Req Niw PO Gty

1 [ 076952 O | Q_ Case equipment and parts 2L | | 5.0000 EA,
Wiewy Printable Yersion ‘Goto: | More.. j 4
Import Agency Reqg and 55 Info | )

& Save | L Returnto Search | Matify | 4 Refresh | P

When the PO has been dispatched you also can print the PO from the Report Manager.

Navigation: Reporting Tools>Report Manager>Administration Click on the Single PO
Dispatch/Print link.
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Purchase Order
Dispatch via Print
Purchase Order Date Revision Page
5809006117 09/23/2007 4
. Payment Terms  Freight Terms Ship Via
Department Of Centl’a| SEI’VICBS 0 Davs Free on board at Destination Commen
DEPARTMENT OF CENTRAL SERVICES Buyer Phone Currency
CENTRAL PURCHASING DIVISION Lisa Martin (580) 405/522-1654 UsD
2401 N LINCOLN, WILL ROGERS BLDG,STE 116 Ship To: DEPARTMENT OF CENTRAL SERVICES
OKLAHOMA CITY OK 73105 CENTRAL PURCHASING DIVISION
2401 N LINCOLN, WILL ROGERS BLDG, STE 11
OKLAHOMA CITY OK 73105
Vendor: 0000000580
DEPARTMENT OF CENTRAL SERVICES
DCS ACCOUNTING Bill To: DEPARTMENT OF CENTRAL SERVICES
PO BOX 53488 ACCOUNTING DIVISION
OKLAHOMA CITY OK 73152-3488 PO BOX 53488
OKLAHOMA CITY OK 731123488
Tax Exempt? Y Tax Exempt ID: 736017987
Line-Sch_Item Id Description Quantity UOM PO Price Extended Amt Due Date |
1- 1 076552 Case equipment and parts 5.00 E& 22.45 112.25 09/23/2007
VR - Y i i e pr—a P B g - P 2
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CREATE DIRECT PO - MULTIPLE LINE

Complete Step 1 through 3, (Pages 6 - 28)

Step 4 — Input the Item ID

Fad
Input the Item ID and click the  Rafresh | button, if the Item ID is not known then click the Lookup
Icon L located to the right.

Fad
Input the Item ID 076552 and click the @Refresh ) 1 ion,

Maintain Purchase Order
Purchase Order

Unit: 58000 PO Status: Open g

PO ID: MNEXT Budget Status: Mot Chik'd
Mot Reguired

Copy From: I 'l [ Hold From Further Processing

5

‘PO Date: I'IDIDQIEDDT El Wendar Search Doc Tol Status: Walid
Vendor IDCS-DD1 @, vendor Details

“Vendor ID: IDDDDDDDSBD G DEPARTMENT OF CEMTRAL SERYICES  Receipt Status: Mot Recvd

‘Buyer: ICOREDS Q, COREDS ‘Dispatch Method: IF'rint vI Dispatchl

PO Reference: |

Merchandise:
Header Details PO Activities Add ShipTo Comments UL Calculate |
PO Defaults Freight TaxMisc.: 0.ao
Edit Cormrments Total Amount: 0.00 UsD
Purchasing kit Catalog lterm Search

TN PP TR Y Tt VI WY PR |

i teem Informstion i Adtributes Ef Contract e Receiving
Li Line Sole o . ¥
ine ftem SS Flag Source Type Description Agency Req Nbr PO Gty UOM  Cate
1 [ |o76552 ar- | Q [case equipmentand = £ | | [Ea @ o7e
view Printable Yersion ‘Goto: |- More .. |

Import Agency Reg and S5 Info |

Save Motity | L Refresh
]

i A
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First E 10of 1 |I| Last

oy  Price Amount Status

32 o adie O [EEE

E & | UpdlateDisgplay

To add an additional line click the *- button located to the right of the PO line.

Explorer User Prompt 5'
Script Prampt:

Enter number of roves to add:
Cancel

Input the number of row(s) to insert and click the LI button.
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Maintain Purchase Order

Purchase Order

Unit: 55000 PO Status: Open g

PO ID: MERT Budget Status: Mat Chic'd
Mot Reguired

Copy From: I 'I [~ Hold From Further Processing

52

‘PO Date: W 5] Wendor Search Doc Tol Status: Yalid

Vendor [pcsoor @ vendorDetails

“Vendor ID: [oooDoODSBD Q. DEPARTMENT OF CENTRALSERVICES — ReceiptStatus: Mot Recvd

‘Buyer: ICOREDS G, COREDS ‘Dispatch Method: IPrint vI Dispatch |
PO Reference: |

Header Details PO Activities Add ShipTo Comments Merchandise: 0.00 Calculate |
PO Defaults Freight Tax/Misc.: 0.0o

Edit Comments Total Amount: 0.00 USD

LT T TR T TN W e VT VWL L

Purchasing kit Catalog lterm Search

Details Ship To/Due Date Statuses | Hem Information | Aftributes

Line Sole
Source Type

1R |D?6552 QO | Q, |Case equipmentand = E‘Ql | IEO\ o
GEl ar | Q] = [ |_ODF;

Wiesw Printable “Wersion

Line ftem SS Flag Description Agency Req Nbr PO Oty ‘oM

‘Goto: |- More . j
Import Agency Req and S5 Info I

&l Save | [=] Motity | s Refresh |

ahy et g

A new line was added, input the Item ID 076065 and click the ERetresh | o,

P110 Purchase Order Administration Page 67 of 177
Revised: October 1, 2007




CORE Oklahoma

Maintain Purchase Order

Purchase Order

Unit: 58000 PO Status: Open ™

PO ID: MEXT Budget Status: Mot Chidd
Mot Required

Copy From: I 'l [ Hold From Further Processing

&A

‘PO Date: |1DIDQIEDD? El Yendor Search Doc Tol Status: Walid
Vendor IDCS—DD1 G, Wendor Details

“Wendor 1Dz |DDDDDDDSBD Q. DEPARTMEMNT OF CENTRAL SER¥ICES  Receipt Status: Hat Recyd

‘Buyer: ICOREUS Q. COREDS *Dispatch Method: IPrint vI Dispatchl

PO Reference: |

Header Details PO Activities Add ShipTo Comments Merchandise: 0.00 Calculate |
e ep— Freight Tax/Misc.: 0.0a

Edit Carnments Total Amount: 0.00 UsD
Furchasing Kit Catalog ltern Search

TP WL W W YRR VU Vi Y VT

Details Shipy TovDue Date: Statuzes 3 ttem Imfarmstion o Aftribotes 5 Cortract o Receiving /
Line  Mem SSFlag  heS0e pescription AgencyReqNbr PO Gty ‘uom cm%

1 [ |o7es552 a | Q [case equipmentand = & | | [Ea | 078

2 [ |o76065 arf | @, [Ferguson equipment = & | | [EA @ 076
4

View Printable Yersion “Go to: I More ... [~ £
Importt Agency Reg and 5SS Info | ‘f

<

Bl Save I [=] motify I Ly Refresh i
r

) ty Refresh _
Input the PO QTYs and click the button to validate the data.
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Maintain Purchase Order N '
.
Purchase Order K 3
-
Unit: 58000 PO Status: Open i :
PO ID: NEXT Budget Status: Mot Chik'd
Mot Reguired 3
Copy From: 'I ™ Hold From Further Processing ’
= {
PO Date: 10/09/2007 el Wendor Search Doc Tol Status: Walid b
Vendor DCS-001 Q, vendor Details r
“Vendor ID: noooooosan ), DEPARTMENT OF CEMTRAL SERVICES Receipt Status: Hat Recvd !
‘Buyer: COREDS Q. COREDS *Dispatch Method: | Print hd Dispatch | -
PO Reference: | 4
Header Details PO Activities Add ShinTo Comments Merchandise: 18897235 Calculate | ;
PO Defaults FreightTaxMisc.: 0.oo p!
Edit Carnments Total Amount: 1185972.35 USD -
Purchasing Kit Catalog Itern Search

Details i Ship To/Due Date i ftem Information b Attributes i Contract i Receiving

Line Sole - \ i |
VI bescription Agency Req Nbr UM Lategory  Price
Shircalune Description Agency Req Nbr PO Oty UOM  Catego Price Amouns

€
1 [ [o7essz a | Q [caseequipmentand = & | | 30000 [EA 076862 [22.45000 6.7
2 B [ore0ss a [ Q [Ferguson equipment =3 & | [ 50000 [EA @ 076065 [237181.00000 1,185,005

Yiew Printable Yersion ‘Goto: |- Mare . ﬂ

Line ltem SS Flag

Import Agency Reg and S5 Info |

& Save | [S]ndtity | L Refresh

P Ay

The amounts defaulted in from the Item ID.

Complete Step 5 through 10, (Pages -)
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CREATE MULTIPLE SCHEDULE LINE PO

Complete Step 1 through 6, (Pages -)

Step 7— Verify Shipping Details and Input Distribution Info.

Schedule

Use the Purchase Order Schedule page to specify multiple shipping schedules for each line and
to define multiple distributions for each schedule. The Schedule page by default allocates the
total by Quantity, but it can also allocate by Dollar amount. To access the Schedule page click on

the Schedule Icon 25,

Maintain Purchase Order

Schedules
Unit: 48000 Vendor: DCs-001
PO ID: MWEHT PO Date: 1040952007

PO Status: Open

Eeturn to Main Page

First [ 10f 1 [+ Last

Line: 1 kem: 076552 Case equipment and parts PO Gty: 30000 EA Amount: 67.35 USD

First [4] 1 of 1 [+ Last

Details | Statuzes 3 Shipmert 3 tdatching e Receiving Freight =T
Sched ‘Due Date ‘Ship To ‘PO Oty Price Amount Status
1 B [toogzoor [ [osooo Q = 30000 | 2245000 | B7.35 Active > & B R =
Add ShinTo Comments
& save | [=] matity | i Refresh | E‘+Add| Updatemisplay|

Click the addition *- button located to right of the Schedule.

Explorer User Prompk El
Script Prompt; 0 |

Erter number of rows to add:
Cancel

Input the number rows needed and click the OK button.
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Maintain Purchase Qrder

Schedules

Unit: 48000 Vendor: DCE-001

POID: MEXT PO Date: 1050952007
PO Status: Qpen

Eeturn to Main Page

Line: 1 em: (76552 Case equiprment and parts POOW:  3.0000

i Shipment i Matehing e Receiving Ereight
Sched ‘Due Date *Ship To ‘PO Price Amount Status
1 B |1ovowzoor [ [osaoo a =] 30000 | 2245000 | 6735 actve B & B R =

2 B [toowzoo7 o [osooo a = |( D} | 2245000 | 000 active T @ @B B =

Add ShinTo Comments

& save | [=] Motity | s Refresh |

Eradd | Update.l'DispIayl

Allocated the PO Qty between the schedule and click the “#Fefresh | putton.

Eeturn to Main Page

Line: 1 ftem: 076552 Case equipment and parts PO Oty:  3.0000 EA  Amount:

67.35 LUSD

e Shiprmert e Matching ' Receiving e Freight

Sched ‘Due Date “Ship To ‘PO Price Amount Status
1R angxzum iEﬂ 09000 a =] 1.0000 | 2245000 | 1245 actve B & B R E [
2 & YWooaizoor /[ Yqaoog aQ =] 20000 | 2245000 | 4490 petve B & @B R =

Add ShipTo Comments

& Save | [Z] Motity | 4 Refresh |

B | Update Display |

Change the Due Dates and Ship To as needed.
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Maintain Purchase Order

Schedules
Unit: 58000 Vendor: DCE-001
PO ID: MEXT PO Date: 10/09¢2007

PO Status: Jpen

Eeturn to Main Page

Line: 1 ftem: 07G552 Case equipment and parts PO Cty:  3.0000 EA  Amount:
e Shipment i Matching i Receiving Freight R
Sched ‘Due Date 'Ship To ‘PO Price Amount Status
1 B [oosrzoor B [psooo a E=| 1.0000 | 2245000 | 1245 active S & B B =
z B [ozozoor B [paoos o &= 2.0000 | 2245000 | 4400 active B & B R =

Add ShipTo Comments

B save | [=] Metity | 1y Refresh I

B Adu | UpddateiDisplay |

Complete Step 8 through 10, (Pages -)
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CREATE PO-CoPY FROM REQUISITION

A Purchase Order is a commitment to buy goods or services from a vendor. Upon budget checking the
Purchase Orders funds are encumbered (obligated) from a budget to ensure funds are available when the
product or service has been received. If a Requisition is processed the pre-encumbrance will be released
when the encumbrance is established. Like a Requisition the Purchase Order consist of these basic
elements: headers, lines, schedules, and distributions. Each requisition has one header, which can have
multiple lines. Each line can have multiple schedules. Each schedule can have multiple distributions.

Step 1 — Enter Purchase Order Data

Follow the following navigation

Navigation: Purchasing>Purchase Orders>Add/Update POs>Add a New Value

Purchase Order

/_Eind an Existing Value | Add a New Value '

Business Unit: IEEEIEIIZI| Q

PO ID: MEXT

Add

Find an Existing Yalue | Add a Mew Value

Business Unit-Defaults to specific agency for each User.

Purchase Order Number-Defaults to NEXT. The system will auto number each Purchase Order.

NOTE: Do not change the Purchase Order ID data field. Let the system default NEXT into the data
field. The Purchase Order number will be assigned upon saving. The number will begin with the first 3
digits of the BU, followed by a 9, and the last 6 digits be sequentially numbered.

Click the il button to take you to the Purchase Order Form page.
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Maintain Purchase Order

Purchase Order

Unit: 58000

PO ID: MEXT

Copy From: I 'I
5

*PO Date: I'I 0/10i2007 El Wendaor Seatch
vendor || G, Vendor Details

“Wendor ID:

I c—

PO Reference: |

Header Details PO Activities Add ShipTo Comrments
PO Defaults
Add Camments

Eurchasing it Catalag ltern Seatch

Details Ship ToaDue Date Statuses ttem Infarmation

Attributes

PO Status: Initial
Budget Status: Mot Chik'd
POA Status: POA Status

I Hold From Further Processing

Doc Tol Status: Walid

Receipt Status: Mot Recvd
*Dispatch Method: I vl Dizpatch
Merchandise: 0.0o

. . Calculate |
Freight TaxMisc.: 0.00
Total Amount: 0.00 UsD

FE YW ‘I—!‘\-‘\_-.‘ by A ‘.“.““.AL e Ml

Contract Receiving

Input the Vendor Id and Buyer’s Name, click the

P110 Purchase Order Administration
Revised: October 1, 2007

i

ine  ttem SSHay  neSole Description AgencyReqNbr PO Oty oM t

= = Source Type —

| ar | a =& | ¢
Wiew Printable Version ‘Gota: |- More . j

Import Agency Req and S5 Info I
Bl save | [=] motity | rty Refresh | 4
ia Refresh

button to validate the data.
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Maintain Purchase Order

Purchase Order

Unit: 3000

PO ID: MEXT

Copy From: I 'I

o

*PO Date: |1U.|'1 izoor B Yendor Search

Vendor IDEF' HEALTH-001 C  Wendaor Details

“endor ID: IUUUUUUU34U Q, KLAHOMA STATE DEPARTMENT O
HEALTH

*Buyer: ILMARTIN QL \Lisa Martin (580)

PO Reference: |

Header Details FO Activities Add ShipTo Camments

PO Defaults

Add Comments

EBurchasing kit Catalog Itern Search

PO Status: 4

Budget Status:

Open

Mot Chik'd
Mot Reguired

I Hold From Further Processing

Doc Tol Status: Yalid

Receipt Status: Mot Recvd

*Dispatch Method: IF'rint vI Dispatch |

Merchandise: 0.0o )
. . Calculate

Freight TaxMisc.: 0.00

Total Amount: 0.00 uso

PR TN TR VR T PR Sy P N TENy

Import Agency Req and S5 Info |

B Save | [=] Motify | % Refresh

Details Ship To/Due Date Statuses fterm Information Attributes Contract Receiving
. Line Sole _—
Line ftem SS Flag Source Tvpe Description Agency Reg Nbr PO Oty
1R Qr | Q| = |
Wiewy Printable Version Goto: |- More ..

P110 Purchase Order Administration
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Step 2 — Copy Requisition to Purchase Order

Maintain Purchase Order

Purchase Order

Unit: a8000

PO ID: MEXT
(igupy From: I vi )
o

*PO Date: |1DJ’1DIEDDT El Yendor Search
Vendor IDEF' HEALTH-001 & “endaor Details

R

-»Lu-‘\."ﬁ.u*\,.-\ﬁi\

PO Status: Qpen

Budget Status: Mot Chik'd
Mot Required

I Hold From Further Processing

Doc Tol Status: Walid

Import Agency Req and S5 Info |

Bl save | Matify | % Refresh |

“endor ID: Inngggggg4n 0, OKRLAHOMA STATE DEPARTMENT OF Receipt Status: Mot Recwd
HEALTH
*Buner: ILMARTIN Q, Lisa Martin (580) *Dispatch Method: I Print vI Dispatch
PO Reference: |
Merchandise:
Header Details PO Activities Add ShipTa Comments LHLL Calculate r
PO Defaults Freight TaxMisc.: 0.00
Add Comments Total Amount: 0.00 Ush
o 4
Purchasing kit Catalog ltemn Search o
Details Ship ToDue Date Statuses ftem Information Attributes Contract Receiving P
i Line Sole . 1
Line Ite SS Flag Source Tvpe Description Agency Reqg Mbr PO Oty q
1R Q | Q| =Y | 2
L
) . . F
Yiews Printabla Wersion ‘Gota: |- Mare .. j ¥
1

Click the scroll down arrow key j located to the left of “Copy From Field”. There are three

options:

e Contract: Copy the whole Statewide Contract to the Purchase Order-No longer available.

e Purchase Order: Copy an existing Purchase Order to a new Purchase Order.
e Requisition: Copy a Requisition to a Purchase Order.

Click on Requisition.

P110 Purchase Order Administration
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Maintain Purchase Order

Copy Purchase Order from Requisition

Return to Main Page
v

Business Unit: |53':”:|EI I_Q

Qrigin:
o
Buyer: I Q Max Rows:
Vendor ID: I Q ¥ Include Reqgs With No Vendor
Category: I Q

¥ Include Inventory tems
Requisition ID: C:j a

ContractiD: | Q

Search |

Select Requisition Lines

™ Exclude Auto Source item

First El 1of 1 El L

Sourcing K Recuistions
. - Schedule
Select PO Oty PO UOM ftemn Description Req ID Line ¥ Procurement Card Split
| = Desct Req D
¥ Select Al Clear Al
Copy To PO |
& save | Matify | La Refresh | Eradd | F UpdateDisplay

Input the Requisition ID along with any other criteria. Be sure to change Max Rows from 50 if

needed, otherwise all the Requisition lines may not copy in.
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Maintain Purchase QOrder

Copy Purchase Order from Requisition

Return to Main Fadge
&2

Business Lnit: |5EUUU

Buyer: | L
vendor ID: I— Q
Category: I— Q,
Requisition ID: W Q

ContractiD: | Q

(oo )

Select Requisition Lines
Sourcing 3 Requisitions

[ a
[ &0

¥ Include Regs With Mo Vendor

Origin:

Max Rows:

¥ Include Inventory items

[ Exclude Auto Source ltem

First E 1of 1 E Last

Copy Ta PO |

Bl Save | [=] Matify | L) Refresh |

Select PO Oty PO LIOM ftem Description  ReqlD  Line# Procurement Card g“:;f&
| = Descr Reg D
¥ Selectall Clear All

E &l | UpdateDisplay

Click the 5281 | pvion

P110 Purchase Order Administration
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Maintain Purchase QOrder

Copy Purchase Order from Requisition

Eeturn to Main Page
[

Business Unit: Im Origin: I_ Q

Buyer: I Q Max Rows: m

Wendor ID: I Q ¥ Include Regs With No Vendor
Categony: I Q
Requisition 1D: |5BUUUU1U33 Q

ContractID: | Q

Search |
101 of1

Select Requisition Lines C mize | Find | ¥i A1 | First E 1af 1 |I| Last
Sourcing N Requisitions

M Include Inventory tems

™ Exclude Auto Source tem

. Line Procurement Schedule
Select PO Gty POUOM [lte Description Req ID 3 Card Snlit
C’] 2.0000 CAN 0A700516143F  Clearner. forpve pipe and cond 5800001033 1
¥ Select Al Clear Al
Copy To PO )
&l Save I [=] Matity | La Refresh | E‘-I--‘“\ddl FE UpdateDisplay

Click the select radio box to the left of the line to copy, click the Copy To PO button.
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Maintain Purchase Order

»
Purchase Order ;
Unit; 52000 PO Status: Open ™ -
L

POID: MEXT Budget Status: Mot Chic'd #
Mot Required 4

Copy From: I 'I ™ Hold From Further Processing ',‘
o 1
*PO Date: |1 01 072007 [#] vendor Search Doc Tol Status: valid 1
Vendor IDEF' HEALTH-001 C  Wendar Details r
-

Afendor ID: IDDDD[|0034D Q QELAHOMA STATE DEFPARTMEMNT OF Receipt Status: Mot Recvd ¥
HEALTH -

*Buyer: ILMARTIN 2, Lisa Martin (580) *Dispatch Method: IF'rim vl Dispatch | F
o

PO Reference: | {

Merchandise:
ﬂeader Details) PO Activities Add ShipTo Camments 682 Calculate | {
PO Defaults Freight/Tax/Misc.: o0.oa

Add Comments Total Amount: .62 USD {
Purchasing kit Catalog ltern Search 1

Details Ship To/Due Date

Statuzes ttem Information Adtributes Contract Receiving [F= W
. Line Sole ety
Line Rem an Flag —! m Agency Req Nbr {
Line em S5 Ha Source Tvpe Description Agency Req Nbr PO Oty
= .f
1 B [oe700516143 Q- | @, [Cleaner, for pvc pipe and = E2, | | 2.000¢
Wiew Printable Yersion ‘Goto: |- More . j

Impaort Agency Reg and S5 Infa |

B save | [=] Motity is Refresh

et e o A A

First El 1of 1 El Last

MO Oy *UOM Categqory Price Amount Status

2.0000 |cAN © 06700516 (]3.31000 6.62 Active (2 [ =]

Es 2 Upchate Display

The Unit Price copied from the Item ID price not the Requisition and may need to be changed to reflect
the correct amount. This can be avoided by turning off the calculated price on the requisition line and
sourcing the Requisition to the Purchase Order. (See PO Sourcing)
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¢ Requisition Line Details and make sure the “RFQ Required” is not selected.
e The Requisition lines have not already been sourced.
e Enough ROWS were selected when selecting the Requisition.

Complete Steps 2-7

Step 2-Update Header Details

Step 3-Add/Update Header Comments

Step 4-Review Item ID

Step 5-Verify Line data

Step 6-Add/Update Line Comments

Step 7-Update Schedule Distribution data.
Step 8-Pre Approve Purchase Order and save.

. . -
Maintain Purchase Order P
Purchase Order :
Unit: 58000 PO Status: Pend Appr ™ f
POID: 4809006173 Budget Status: Mot Chik'd ﬂa _|-—Tj 3‘
Mot Reguired F
-
Copy From: I 'I I Hold From Further Processing (
o
L
*PO Date: |1 aror2007 E‘J Yendor Search Doc Tol Status: Mot Chik'd 4
vendor IDEF' HEALTH-001 Q@ Wendor Details -»
1
“endor ID; |uuuuuuua4u Q,  OKLAHOMA STATE DEPARTMENT OF Receipt Status: Mot Recyd j
HEALTH
*Buver: ILMARTIN Q, Lisa Martin (580) *Dispatch Method: IF'rim 'l Dispatch | ;
PO Reference: | F
Merchandise: w
Header Details PO Activities Add ShipTo Comments 682 Calculate | -
PO Defaults Freight/ Tax/Misc.: 0.00 ]
Edit Comments  Reguisitions Total Amount; BB USD )
{
Purchasing kit Catalog ltern Search 4

Details Ship To/Oue Date Statyzes ftem Information Atributes Fl Contract Receiving

- Line Sole - F,
Ling nem S Fag —! m Afency Red Nor
Line Ite SS Fla Spar Description Agency Req Nbr PO Oty y
1 [ [pe7o0516143 QM | Q [cleaner, for puc pipe and = £, | | 2.0000
Wiew Printable Version ‘Goto: |- More . j 1;
Import Agency Req and 55 Info | 1
{
&l Save | Matify | Ls Refresh {
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Step 9 — Finalizing the Requisition from the Purchase Order and
Budget Checking.

.ro--o-

By clicking the Final Icon HE mark the Purchase Order as Final, prompting the system to liquidate all
available pre-encumbrances. This will allow you to make your Purchase Order for less money than you
originally authorized with out re-establishing the pre-encumbrance. To also reverse the finalization of the

Purchase Order, click the Un-Final Icon B .

. . -
Maintain Purchase Order P
Purchase Order :
Unit: 58000 PO Status: Pend Appr ™ f
POID: 4809006173 Budget Status: Mot Chik'd ﬂa _|-—Tj }
Mot Reguired F
-
Copy From: I 'I I Hold From Further Processing (
o
L
*PO Date: I‘I aror2007 E‘J Yendor Search Doc Tol Status: Mot Chik'd 4
vendor IDEF' HEALTH-001 Q@ Wendor Details -»
1
“fendor ID: |uuuuuuua4u @, OKLAHOMA STATE DEPARTMENT OF Receipt Status: Mot Recyd J
HEALTH
*Buver: ILMARTIN Q, Lisa Martin (580) *Dispatch Method: IF'rint vl Dispatch | ;
PO Reference: | F
Merchandise: w
Header Details PO Activities Add ShipTo Comments 682 Calculate | -
P Defaults Freight TaxMisc.: 0.00 ]
Edit Comments  Reguisitions Total Amount; BB USD )
{
Purchasing kit Catalog ltern Search 4

Ship ToDue Date Statuses ftetm Information Aftributes [ Receiving B
- Line Sole - F,
Ling nem S Fag —!!Q Afency Red Nor
Line Ited SS Fla Source Tvoe Description Anency Red Nbr PO Gty é
1 [ [pe7o0516143 QM | Q [cleaner, for puc pipe and = £, | | 2.0000
Wiew Printable Version ‘Goto: |- More . j 1;
Import Agency Req and 55 Info | 1
{
&l Save | [=] Notify | Ls Refresh | {
. . i
Click the Final Icon &,
P110 Purchase Order Administration Page 82 of 177

Revised: October 1, 2007



CORE Oklahoma

Click the — 2% putton,

Maintain Purchase Order
Purchase Order

Unit: 58000 PO Status: FPend Appr g
PO ID: 5808006173 Budget Status: Mot Chk'd @}Tﬁ 1|

Mot Required

Copy From: I 'l [ Hold From Further Processing

=
*PO Date: |1 0102007 EH Wendor Search Doc Tol Status: Mat Chk'd
Yendor |DEP HEALTH-001 C Vendor Details
“fendor ID: Iggggggggqg @, OKLAHOMA STATE DEFARTMENT OF Receipt Status: Mot Recvd

HEALTH
*Buyer: ILMART'N Q, Lisa Martin (580 *Dispatch Method: | Print vl Dispatch
PO Reference: |

Merchandise:

HeaderDetails PO Activities Add ShinTo Comments erchandise e e
PO Defaults Freight TaxMisc.: 0.00
EditComrnents  Requisiions Total Amount: 662 LSD

‘\‘\u“ W “‘—zh’\‘\—-%- .‘b-u

Furchasing kit Catalog lterm Search

Details Y Ship ToDue Date e Statuszes i ftermn Information i Aftributes e Contract 3 Receiving
P Line Sole Ao o e (
Line Hem >3 Hag v Agency Req Nor JOw  Lategory  Price
ine tem SS Fla Source Type Description Agency Reqg Nbr PO Oty UOM  Categol Price

1B IDGTDDS16143 QO | @, |Cleaner, far puc pipe and = E’c’1| | 2.0000 ICAN @, 06700516 [3.31000 <
Wiews Printable Yersion *Go to: I Mare =

Import Agency Reg and 55 Info |

B save | [=] Matify | % Refresh

-‘\._‘/"\,-‘\\nﬁ

Click the budget checking icon T2 located in the top right hand corner.
Complete Steps 10-12
Step 10-Approve Purchase Order

Step 11-Dispatch Purchase Order
Step 12- Print Purchase Order.
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Building a PO from a Requisition starts with copying the Requisition to the Staging tables in preparation
for sourcing to a PO. There are several more steps than copying from Maintain Purchase Orders but you
have more control over the process.

Step 1 — Select the Requisition to Source

Follow the following navigation

Navigation: Purchasing>Purchase Orders>Stage/Source Request>Requisition Selection

Requisition Selection

sSourcing
[
Business Unit: |59'JUD Q Origin: I Q
Buyer: I Q Max Rows:
Vendor ID: I a ¥ Include Reqs With No Vendor
Category: I Q ¥ Include Inventory items
Requisition ID: Q
Contract ID: I Q [ Exclude Auto Source ttem
Search |
[¥ Define PO I &l Lines From Req
I Check Item Available *PO tem Vendor Option: | =l

First [ 1 of 1 [ Last

Select Requisition Lines Custamize | Find | Wiew All | i
| Sourcing Y Requistions Y Change Yendar
Vendor - Line Calc  Schedule
Include Vendor ID Vendor Location POGly POUOM [tem Description Req ID g Procurement Card Price Split
O I I Q = Descr Reg 1D Procurement Card

Y Select Al Clear Al

Staging Information

Bl save | [Z] matity |

NOTE: To review Requisition available for selection, click the Lookup Icon Q located to the right of
the Requisition Field. In order for a Requisition to be available for sourcing it must be in an approved
status, budget checking status must be valid, must not be on hold and not sourced.

Input the Requisition ID and be sure to increase the Max Rows if there are over 50 lines.
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Requisition Selection

Sourcing

=

Business Unit: |5BUUU Q

Vfendor ID: I Q
Categons | [&}
Requisition ID: |5BUUUU1U25 Q

Banyer: I Q

Contract ID: |

(Coearen )

[¥ Define PO
[¥ Check ltem Available

Select Requisition Lines
Sourcing i Requisitions

i Change “endor

Origin: I—O\
Max Rows: I 5

¥ Include Regs With No Vendor

¥ Include Inventory items

[ Exclude Auto Source tem

[ all Lines From Req

*PO Item Vendor Option: |Ma Edit Required =l

Vendor . Line Calc Schedule
Include Vendor ID Vendor Location PO Oty POUOM Hem Description Bed ID # Procurement Card Price Split
O I | Q. 5 Descr Reg D Procurerment Card
¥ electall Clear Al
Staging Infarmation
& Save | [=] Motify |
. (0] 4
Click the —I button.
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Requisition Selection

Sourcing
5.

Business Unit: ISBUUU Q

Buyer: I— Q
vendor ID: l— Q
Category: I— (e}
Requisition ID: IM Q

ContractiD: |
Search |

[¥ Define PO
¥ Check ttem Available

Select Requisition Lines

Origin: l_ Q
Max Rows: I a0

¥ Include Reqs With Mo Vendor

¥ Include Inventory ltems

™ Exclude Auto Source item

I” Al Lines From Req
*PO Item Vendor Option: | Mo Edit Required |

Tt 6ol

First [ 1-B of & [+ Last

Staging Infarmation

Bl save | [=] Matify |

Sourcing Y Requisiions ' Change Yendor
Yendor Ay Line Calc

Include Yendor ID Yendor Location POGOty POUOM Hem Description Req ID 2 Procurement Card Price

O | Q| Q| Q| 750000 [c5  Q 03936152030 5 Macaroni Elbow, plain, reqular 5800001026 1 Pracurerment Card

(| | | Q[ 250000 [cs Q02936152030 & Macaroni Elbow, plain, reqular 5800001026 1 Pracurerment Card

O | Q| Q| Q, | 10.0000 [BOX Q) 03936152160 & Macarani Elbaw, plain, reqular 5800001026 3 Procurement Card

O | Q| Q| Q| 40.0000 [BOX  Q 03936152160 % Macaroni Elbow, plain, reqular 5800001026 3 Pracurerment Card

O | Q| Q| Q[ s0.0000 [cs Q03936152350 & Macaroni Lona form, plain, req 5800001026 4 Pracurerment Card

O | Q| Q| @, | 350000 C5  Q 03936152350 & Macaroni Lona farm, plain, req 5800001026 4 Procurernent Card Y1/
Y selectal Clear Al

Calc Price (Calculate Price)

Indicates whether the Purchase Order Calculations process should
recalculate the price or use the price from the requisition. If set to Y
(yes), the PO Calculations process recalculates the price. If set to N
(no), the PO Calculations process uses the price from the requisition.
This option is set to Y and cannot be changed when using an item ID
and a contract is specified. (See P108 Requisition Creation and
Processing Manual - Page 40).

Click the radio box located to left of the line to source. Click the & Save |button.

Microsoft Internet Explorer

rj Yendor ID is a reguired entry For selecting all the REQ 5800001026 to Stage. (10200, 148)

You must provide a valid vendor ID befare select a requisition
ko P staging.

Ik |

Input a vendor number, select the radio box and click the & save |button. The requisition has
been staged. This can be reviewed through the Sourcing Worbench.

P110 Purchase Order Administration Page 86 of 177

Revised: October 1, 2007



CORE Oklahoma

Review the Sourcing Workbench Page

Follow the following navigation

Navigation: Purchasing>Purchase Orders>Stage/Source Requests>Sourcing Workbench

Sourcing Workbench

Sourcing

=

Process Instance: I Q

Business Unit:
Redquisition ID:

Buyer: I

Systemn Source: I j'

PO Stage Type:

PO Stage ID:
Stage Status:
ftem ID:

Line Number:

| [~
——
I jv

Q

I Schedule Humber: I

Search |

Bl save | Matify I 1 Refresh |

Input your Business Unit and Requisition ID.

Sourcing Workbench

Sourcing

5

Process Instance: I Q
Business Unit: |5EUUD Q

Requisition ID: ISBUDDM 026 @

Buyer: I

System Source: I j"

PO Stage Type:

PO Stage ID:
Stage Status:
ftem ID:

Line Number:

| =
——
I j‘

Q

I Schedule Number: I

& Save | [Z] Matity | La Refresh |

Click the _ 5831 | uion.
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Sourcing Workbench

Sourcing

52

Process Instance:
Business Unit:
Requisition ID:
Buyer:

System Source:

[ a
e

ISSDDDDWDEE Q

I j'

PO Stage Type:

PO Stage ID: I

Stage Status: I :I'

Item ID: I Q

Line Number:

Selected ftems Stage Info

Instance

| staged
Fé. Staged
B staged
% Staged
% Staged
| staged

[\ staged

o o0 o o o o o o

St Status Unit

58000
58000
58000
58000
58000
58000
58000
58000

B save | [=] Motify | 4 Refresh |

Buyer

Laura Lavall (580)
Laura Lavall (580)
Laura Lavall (580)
Laura Lovell (580)
Laura Lovell (580)
Laura Lovell (580)
Laura Lovell (580)
Laura Lavall (580)

Vendor I Loc ltem ID Description

0000000340 0001 03936152030 Macaroni Elbow, plain, reqular
0000000340 0001 03936152030 Macaroni Elbow, plain, reqular
0000069352 0001 03936152120 Macaroni Elbow, plain, reqular
0000000340 0001 03936152350 Macaroni Long form, plain, reg
0000000340 0001 03926152160 Macaroni Elbow, plain, reqular
0000000340 0001 03936152160 Macaroni Elbow, plain, reqular
0000000340 0001 03936152350 Macaroni Londg form, plain, reg
0000069352 0001 03936152120 Macaroni Elbow, plain, reqular

Requisition Purchase
D Order

5800001026 UNASSIGNED
5800001026 UNASSIGMNED
5800001026 UNASSIGNED
58000010268 UNASSIGNED
5800001026 UNASSIGHNED
5800001026 UNASSIGNED
5800001026 UNASSIGNED
5800001026 UNASSIGMNED

Notice the status is STAGED. The status will change as follows;

Staged-The requisition is in a table waiting to create a Purchase Order.
Calculate PO-The PO Calculation process is running.

Ready-The PO Calculation process has been completed.

Create PO-The PO Creation process is running.

Complete-The PO Creation process has completed running and the PO has been created.
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Step 2 —PO Calculation

Once the Requisition has been selected and placed in the staging table the PO Calculation Process is
ran. This process actually determines how the information will be copied from the Requisition onto the
new PO. The PO Calculations process performs most of the processing necessary to create a PO. After
running the PO Calculations process, review results and make changes using the Sourcing Workbench -
Selected Items page before the PO is created.

Follow the following navigation

Navigation: Purchasing>Purchase Orders>Stage/Source Requests>PO Calculations

FO Calculations
Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

J Find an Existing Value ' Add a New Value

Run Control ID:| begins with j ||

™ case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a Mew Value

Input your Run Control ID and click the __=2a¢h | putton.
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Run Controls

Run Comtrol Il PO_CACL Report Manager Process Monitor U
Process Instance: I
Business Unit: CL To Business Unit: 58000 )<
System Source: I Q ¥ Basic
PO Process that built row: I Q ¥ Flexible
Buyer: GLLOVELL U Laura Lovell (5801 M spiit
Item SetiD: IDDDDD 2 hemID: I Q ¥ Cumulative
Category: | Q Accumulate Level: | Run hd
‘Buyer: (eoverd) U ashley L. Hillemeyer
‘Consolidation Method: IH'—'Si”ESS Unit, Vendar j
Origin: W Q Lead Time Factor %:
Purchase Order Date: I [ Ship to Priority Factor %

Price Factor %:
Purchase Order Reference; | h .

i ¥ 0l
6‘, Pre.Approve Vemlo__b Vendor Priority Factor %

( Build POs as A|}|1-rwe{D

11T

B save | S Return to Search | [=] Motity | Er cld | Updatemisplayl

POCalculate Selection Criteria- Selecting field values in this group box limits the selection of staged
rows to those that meet the criteria selected. These fields are optional.

e Process Instance-If the PO calculate process was previously ran against the Requisition, an
instance number will be assigned and can be used to run the process with no other criteria. This
number can be found in the Sourcing Workbench.

e Business Unit-Can limit the process to a certain Business Unit or a Range of Business Units.

e System Source- Currently leave this field blank.

e PO Process that built row-Currently leave this field blank.

e Buyer-The Buyer must match the requisition’s Buyer or it will not be selected. The biggest
mistake is not assigning a Buyer to the Requisition, if this happens leave the Buyer field blank,
but the problem with that is you could pick up Requisitions you don’t intend on.

e |tem SetID-Leave as 00000.

e Item ID-Use if you want to only source requisitions with a certain Item ID.

e Category- Use if you want to only source requisitions with a certain Category

e Sourcing Method-Do not change.
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PO Calculate Process Options-Determines what data to use when creating the Purchase Order.

e Buyer- (Required) Select the buyer to be used on the purchase order header in the event that the
PO Calculations process cannot determine the buyer.

o0 The buyer name is carried at the line level on the requisition, so a requisition can have
multiple buyers. When the PO Calculations process creates the purchase order header, it
must assign a buyer name.

o If all the staged lines that belong on one purchase order have the same buyer name, the
PO Calculations process uses that name on the header.

o If the staged lines that belong on the purchase order have different buyer names, or the
process that created the staged entry did not specify a buyer name (you have the
capability to force a buyer name in online requisition selection), the system uses the
vendor buyer name.

o If the vendor buyer name is blank, the system enters the buyer name on the purchase
order header.

e Consolidate Method- Determines whether purchase orders are consolidated by business unit,
vendor, and buyer or by business unit and vendor only. The consolidation method applies only to
staged rows identified for consolidation.

o For example, suppose that you choose to consolidate by business unit and vendor, then
all rows with the same vendor and business unit are grouped onto one purchase order.

o0 Alternately, if you add buyer to the consolidation criteria, all rows that have the same
buyer, vendor, and business unit are grouped on a purchase order.

e Origin-Leave blank. The system is not using this origin to create the PO.

e Purchase Order Date- Enter a date to be used on the purchase orders, for purchase orders that
do not already have a date assigned. If you leave this field blank, the PO Calculations process
uses the current system date.

e Purchase Order Reference Number- (Optional) Enter a purchase order reference to be used on
the purchase orders. This is a free-form field.

e Pre-Approve Vendor-Must select. Select this check box to approve the vendor that the PO
Calculations process selects.

o If selected, the system automatically approves the vendor recommended by the PO
Calculations process, so that the PO Calculations process runs and the Create Purchase
Order process without interruption. If you do not select the Pre-Approve Vendor check
box, you must approve the vendor manually using the Sourcing Workbench.

e Build POs as Approved-Do not select. Select this check box to have purchase orders created
with an Approved status when you run the Create Purchase Orders process. If selected, the
process examines auto approval criteria set at the business unit level. If the auto approval criteria
are met, the status is set to Approved. If the auto approval criteria are not met, the status is set to
Pending Approval, and the purchase order enters the workflow approval business process. If you
do not select this check box, the purchase order is created with a status of Open.

e Flexible Sourcing Controls-Do not update.
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Run Controls
Run Comtrol ID: PO_CACL Eeport Manager Process Monitor ol '
Process Instance: I
Business Unit: ISBDUD QU ToBusiness Un'rt:lfSBDDD Q
System Source: I Q ¥ Basic
PO Process that built row: || Q ¥ Flexible
Buyer: |LLovELL S Laura Lovell (580) ¥ Spli
Item SetiD: IDDDDD 2 hHemID: I Q ¥ Cumulative
Category: | Q Accumulate Level: | Run w7
‘Buyer: |LLovELL S ashley L. Hillemeyer
‘Consolidation Method: |Elusiness Unit, Yendor |

W Q Lead Time Factor %: I—
I— B Ship to Priority Factor %: I—
Price Factor %: I—
Vendor Priority Factor % I—

Crigin:

Purchase Order Date:

Purchase Order Reference; |

¥ Pre-Approve Vendor
[ Build POs as Approved

Bl save | L\ Return to Search | [=] Matity | E &ddd | Update.l'Displa\;l

When this process is run it will run the PO Calculation process for every Staged Requisition and RFQ for
Buyer LLOVELL and Agency 58000. If the Buyer is left blank on the Requisition then the Buyer will need
to be left blank here, but it will pick up all Agencies 580 Buyer’s Requisitions and RFQ that have been
staged.

Click the — "1 button.
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Frocess Scheduler Request

User I0:; R2aWELL Run Control ID: PO_CACL

Server Name: W’ Fun Date: |1DI11I2E|E|T [
Recurrence: I 'I Run Time: |12:49:43Pru1 Resetto Current DatelTime |
Time Zone: I Q

Select Description Process Mame Process Type ‘Type ‘Format Distribution
¥ PO Calculations PO_POCALC Application Engine  [web x| |T*T x| Distribution
Qs | Cancel |

The server Name “PSUNX”.

Click the __2K__| button,
Run Controls

Run Control ID:  PO_CACL Report Manager Process Monitar

Run )

Process Instance 4656612

Process Instance: I
Business Unit: |58':”:ID . ToBusiness Un'rt:lﬁBD':ID QA

System Source: I— Q W Basic

PO Process that built row: I— Q W Flexible

Buyer: |LLovELL S Laura Lovell (560) M spiit

ltem SetiD: IM L fem ID: | a, ¥ Cumulative

Category: | Q Accumulate Level; |Fun hd
‘Buyer: |LLOovELL S Laura Lovell (580

‘Consolidation Method: | Business Unit, Vendar |

IONL a Lead Time Factor %: I
I El Ship to Priority Factor %: I
Price Factor %: I

Purchase Order Reference: I
Vendor Priority Factor %: I
¥ Pre-Approve Vendor e i

Origin:

Purchase Order Date:

™ Build POs as Approved

ave | A Return to Searc ify =+ izt Displary
Bs L Return to Search | [ Matif El 2dd UpdateDispl

To review the status of your job click the Frocess Manitar |jnk Never Cancel or Delete the job while
it is running. If there are issues, file a Critical HelpDesk case.
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The Create Purchase Orders process is the final step in creating the Purchase Order, it calculates the
Purchase Order ID, assigns line, schedule, and distribution numbers, and creates contract release
information.

Follow the following navigation

Navigation: Purchasing>Purchase Orders>State/Source Request>PO Creation

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

[ Find an Existing Value Y{_Add a RNew Value

Run Control ID:| hegins with j |

[ case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add 3 Mew Value

Input the Run Control ID and click the __52arth | putton.
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Create PO

Run Control I~ PO_CREATION Eeport Manager Process Monitor U

Process Instance: I
Business Unit: BQ Business Unit To: QO\
Buyer: ( _)O\

M Calculate PO Line Numbersy
I Hold From Further Processing
F(ﬁow Dispatch When A|1-|1-_[:)

B save | LELReturnto Search | [=] Matify | ErAdd | UpdateDizplay |

PO Creation Selection Criteria- Selecting field values in this group box limits the selection of staged
rows to those that meet the criteria selected. These fields are optional.

e Process Instance- Enter the process instance related to the PO Calculations process. This
process instance limits the selection of staged requisitions to those that were put into the
PeopleSoft Purchasing stage table.

e Business Unit- Can limit the process to a certain Business Unit or a Range of Business Units.

e Buyer- The buyers name must be the same as the Requisition.)

PO Creation Options- Determines what data to use when creating the Purchase Order.

e Calculate PO Line Numbers- Select to ignore staged entry line numbers when the Create
Purchase Orders process creates new POs and assigns sequential line numbers, beginning with
one. (Always select)

e Hold From Further Processing- Select to place the resulting purchase orders on hold and
prevent further processing of the purchase orders.

o Allow Dispatch When Appr- Select to make the resulting POs eligible for dispatch when you
run the PO Dispatch/Print SQR process. Always select.

Run

Input the Business Unit and Buyers Name and click the button.
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Process Scheduler Request

User I RhaxWELL Run Control ID: PO_CREATION

Server Name: PSURNK F| RunDate: |1DI11IEDDT &)
Recurrence: I 'l Run Time: I1:1D:4TF‘M Resetta Current DatefTime |

Time Zone: I Q

Select Description Process Name Process Type ‘Type ‘Format Distribution
W Create Purchase Orders PO_POCREATE  Application Engine  |web =] |T<T = Distribution
Ok | Cancel |

Run on Server “PSUNX”".

Click the —2K__|putton.

[ Create PO

Run Control ID:  PO_CREATION Eeport Manadger Process Maonitar Run

Process Instance 4656621

Process Instance: I
Business Unit: |5E=E|EIEI @ Business Unit To: |5BDDD Q
Buyer: |L|—OVE|—|— QU Laura Lovell (580

¥ Calculate PO Line Numbers
I Hold From Further Processing
¥ Allow Dispatch When Appr

& Save | ELReturnto Search Motify | [E Add | Llpdate.fDispla\,fl

To review the job, click the Eracess Manitar |ink. Never Cancel or Delete the job while it is running.
If there are issues, file a Critical HelpDesk case.

. . . Fefrash . .
Note the Run Status is Processing. Click the —I button until the job has reached
a status of Success.

P110 Purchase Order Administration Page 96 of 177
Revised: October 1, 2007




CORE Oklahoma

Selected ltems

Custarmize | Find | Yiew Al
Selected hems Y Stage Info

Requisition Purchase

Sel Instance Stg Status Unit Buyer VendorlD Loc lem SetlD tem D Description D Orde
1 ¥ 2944870 (Completed 58000 0000064026 0001 00000 092985 Miscellanous fleet maintenance 5800000254 5809003641
Selecion Criteria Selected ltern Details

B save] [ElNotity | |2 FRefresh

Notice the status is “Complete” and a Purchase Order Number has been assigned.

Clicking the Purchase Order Hyperlink will open a new window and take you to Maintain Purchase
Orders.
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Follow the following navigation

Navigation: Purchasing>Purchase Orders>Stage/Source Reguests>Sourcing Workbench

Sourcing Workbench

Sourcing

5

Process Instance:
Business Unit:
Requisition ID:
Buyer:

System Source:

 a

—

|
I jv

PO Stage Type:

PO Stage ID:
Stage Status:
fem I0:

Line Number:

| [
——
I jv

Q

I Schedule Number: I

Search |

& Save | [Z] Motify I (o]

Refresh |

Input your Business Unit and Requisition ID.

Sourcing Workbench

Sourcing

=

Process Instance:
Business Unit:
Requisition ID:
Buyer:

System Source:

| e}
|ssnun aQ
|sauunu1025| Q

|
I jv

PO Stage Type:

PO Stage 1D
Stage Status:
fem ID:

Line Humber:

I Schedule Number: I

B save | [=] Motity | L)

Refresh |

Click the __=&arch

button.
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Sourcing Workbench

Sourcing

S

Process Instance: Q PO Stage Type: I :l'
Business Unit: 58000 Q PO Stage ID: I
Requisition ID: 5800001026 O Stage Status: I :l'

Buyer: [ Q ftem ID: I QU
System Source: j' Line Number: I Schedule Number: I

Search |

Selected kems Y Stage Info

Instance Stg Status Unit Buyer Vendorld Loc emID Description :Eﬁlm w
4656621 Fé. Completed 58000  Lawura Lovell (580) 0000000340 0001 03936152030 Macarani Elbaw, plain, regular 5800001028 @\
4656621 B completed 58000  Laura Lovell (580} 0000000340 0001 03936152030 Macaroni Elbow, plain, reqular 5800001026 5809006174
4656621 B completed 58000  Laura Lovell (580} 0000063352 0001 03936152120 Macaroni Elbaw, plain, reqular 5800001026 B809006175
4656621 & completed 58000  Laura Lovell (580} 0000000340 0001 03936152350 Macarani Landg form, plain, req 5800001026 5809006174
4656621 % Completed 58000  Lawura Lovell (580) 0000000340 0001 03936152160 Macaroni Elbow, plain, reqular 5800001026 fBE090061 74
4656621 % Completed 58000  Laura Lovell {580) 0000000340 0001 03936152160 Macarani Elbaw, plain, reqular 5800001026 5E0500K1 74
4656621 B completed 58000  Laura Lovell (580} 0000000340 0001 03936152350 Macaroni Landg form, plain, req 5800001026 B809006174
4656621 Fé. Completed 58000  Laura Lovell {580% 0000069352 0001 03936152120 Macarani Elbaw, plain, regular 5800001028 58090061?5,

B save | [=] motify | 4 Refresh |

To review and complete the PO click on the link located to the right of the line. A new window will
open.
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Maintain Purchase Order
Purchase Order

Unit: 8000 PO Status: Qpen

PO ID: 5809006174 Budget Status:  NotChkd T i [
POA Status: POA Status

Copy From: I—LI [ Hold From Further Processing

52

‘PO Date: IW El Wendor Search Doc Tol Status: Mot Chi'd

Vendor [DEP HEACTH-001 @ Yendor Details

“Yendor ID: [ooooboozan @ OKLAHOMA STATE DEPARTMENT OF Receipt Status: Mot Recvd

HEALTH
‘Buyer: ILLOVELL G, Laura Lavell (52M ‘Dispatch Method: IPrint vl Dispatch |

PO Reference: |On|ine Src From Req 5800001026

. W TP T e T T L WL W

Header Details PO Activities Add ShipTo Comments UL CE U LR Calculate |
Freight TaxMisc.: 0.0o

PO Defaults Document Status e . B

Add Comments Reguisitions Total Amount: 560.80 USD

Purchasing Kit Catalog ltern Search Line: I Q To: I aQ M

Ship ToDue Date

5 ttem Infarmation 5 Adtributes 5 Cortract 5 Receiving

Line  ftem SSFlag  Lhe3olt  pescription AgencyReqNbr PO Gty WM Category Price
1 [ [n3936152030 ar | Q, [wacaroni Elbow, plain, = & | [ ooooon [os @ oaessis: r«mmmy)
2 [ [n3936152160 ar | Q [wacarani Elbow, plain, = & | [ 500000 [aox| @ 0336152 Multiple}
3 [ |03836142350 QO | Q [wacaroni Long form, = & | [ esoo00 [ Q 03s3e1sz Multiple 3
Wiew Printable Yersion ‘Goto: |- Mare .. j

Import Agency Req and 58 Info |

e o,

B save |  [LReturnto Search | [Z] Notify 4 Refresh |

The PO will be in an Open status. Review the PO and make the necessary changes then complete the
Purchasing Process. As with the procedures for copying a Requisition you will want to final the PO.

The unit price will be the Requisition if Calculate Price was turned off.
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DISPATCH PURCAHSE ORDER

Besides dispatching the Purchase Order from Purchase Order From Page, there are several other
options.

Dispatch From Batch Process

Navigation: Purchasing>Purchase Order>Dispatch POs

Dispatch Purchase Orders
Enter any information vou have and click Search. Leave fields blank for a list of all values.

j Find an Existing Value ‘{_Add a New Value

Fun Control ID:| hiegins with j |

[T Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add 3 Mew Value

Input a run Control Id and click the 523t | putton.
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Dispatch Purchase Orders \\

Run Control ID: D EeportManager Process Monitor Run |
Language: IEninsh "I ¥ Specified " Recipient's
Business Unit: ISBDDD aQ, To: ISBDDD| Q, ¥ approved [ Dispatched [~ Pending Cancel
PO ID: I 2, gelect Purchase Order
ContractSeti: | @ Mprit WFAX  WMEDX [V E-Mail ¥ Phone
Contract ID: | a,
Release: | Q ‘Chartfields: [valid Chartfields =]
From Date: I E Change Orders: |UnChanged Orders =l
Through Date: I [
I~ Prim Changes Only ¥ Print PO em Description
Vendor ID: I & ] . i
[ Test Dispatch [ Print Duplicate
Buyer: I Q I Print Copy
Fax Cover Page: I =
g Q [ Print BU Comments  SortBy: |Line Mo, =
B save | SLReturn to Search | Previous in List | +[5] et in List | Mitify | B &dd | UpilateDisplay

Input criteria to used when determining what Purchase Orders to Dispatch.

Clickthe Run |putton.

Process Scheduler Request

User ID: COREDS Run Control ID: D

Server Name: fesnT_J Tl RunDate: |1EII15I2IZIDT [#]
Recurrence: I 'I Run Time: I12:35:55F‘M Resetta Current DiateTime |

Time Zone: I Q

Select Description Process Name Process Type ‘Type ‘Format Distribution

™ PO Dispatch & Email PODISP PSlah [tMone) =] [tMone) =] Distribution

€ robispatchiprint ) POPOONS SR Report [weh =] [PDF =] Distribution

I~ Email PO_PO_EMAIL  Application Engine [web  »| |T{T =] Distribution
0k | Cancel |

Server Name-PSNT- If the State Seal is not the form then the incorrect server was used.
Click the PO Dispatch/Print Radio box.

Clickthe  “K  |button.
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[ Dispatch Purchase Orders |

Run Control ID: D Report Manager Process Manitor Run

Language: IEninsh :" @ specified T Recipient's (_F'mcess Instance:dﬁﬁ?%gj

Business Unit: IM Q To: IM Q rd Approved O Dispatched - Pending Cancel
PO ID: I—Q Select Purchase Order

Contract SetiD: |— Q Mprrim MFAX MEDX WEMal M Phone
Contract ID: | QL

Release: [ a ‘Chartfields: [ valid Chartiields =]
From Date: I— e Change Orders: |UnChanged Orders i
:;::::E:I:;ate. I—EiJ Q ™ Print Changes Only ¥ Print PO tem Description

[ Test Dispatch [ Print Duplicate
Buyer: | Q I~ Print Copy
Fax Cover Page: I Q

[” Print BU Comments  Sort By: |Line No. A

& save | £\ Return to Search I Previous in List | +[5] Mext in List Totity | Er il | UpdateDizplay

To print the Purchase Order, click on the Process Monitor Link.

Dispatch from the Reconciliation Workbench.

Allows users to dispatch Multiple Purchase Orders at once.

Navigation:Purchasing>Purchase Orders>Reconcile POs>Reconciliation Workbench.

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

J Find an Existing Value Y Add a New Value

Business Unit: I: "I |IIIEIIZIIIIIII Q
WorkBench ID:| hedins with j |

Drescription: |begins wiyith j|

™ case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Walue | Add a Mew Walue
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Input WorkBench ID and click the ﬂl button.

Reconciliation WorkBench
Filter Options
Business Unit: 0anoo WorkBench ID: 090_DISPAT

Description: DISPFATCH

Enter search criteria and click on Search. Leawe blank for all values.
Search Criteria

Purchase Order: I—Q To: I—Q
| —ml———

PO Date: 09120055 1o T0r152007) 5

Activity Date: | El To: | Ei

Due Date: I E‘: To: I E‘J

Request BU: I Q Requisition 1D: I Q

Vendor ID: I Q

ftem ID: I Q

Buyer: | Q
Contract SetiD: | Q

Contract ID: | Q

Release Number: I 'D\

GPO ID: | Q

GPO Contract: |

™ open m " pispatched [ Cancelled [ Pending Appr

Recv Reqd I j

" Mot Received " Partially Received " Fully Received
T ———
™ Required ™ Mot Required
A " None " Partial Match " Fully Matched

s W T PV P O T T P W pr W e Tl ¥ T T Vi e e

™ Open Encumbrances

N Sub- Class- "
GL Unit Account Account Fund Type Funding Dept Bud Ref CFDA=
| | x| af Q| Q| SO Y Q
Search | Return to Reconciliation YorkBench 2\
P110 Purchase Order Administration Page 104 of 177

Revised: October 1, 2007



CORE Oklahoma

This page is used to define Purchase Order selection criteria. If you do not see expected Purchase
Orders then review the Purchase Order.

Click the 222"®h |putton located in the bottom left hand corner.

Reconciliation WorkBench
Business Unit: 08000

‘Description: [pispaTcH

WorkBench ID: 090_DISFAT

Select POs for Futher Processing
List of Purchase Orders

Detail Y  Cther

Doc PO - Match Change Blanket |.
Purchase Order Status Status Hold PO Date Last Activity Vendor ID Buyer Action Order PO Lines
409002230 Appraved M 091 9/2007  09/18/2007 0000000340 COREDS Standard =
908002232 Approved M 0972002007 092062007 oooooan34o COREODS Standard =
¥ select Al Clear Al
Action:  “pprove | Linapprove Cancel Close Dispatch Presiew

Go To: Setfilter options  Process Request Options Process Monitor

Save |
[=] Matity |

Yiew Processing Results

Click the Radio button to the left of the PO to dispatch and click the Process Request Options.

P110 Purchase Order Administration Page 105 of 177
Revised: October 1, 2007



CORE Oklahoma

Reconciliation WorkBench

Process Request Options
Business Unit: 5000

CISPATCH
| Q
W . ™
QTST_DlSPATCH_CONTRACT )
| 2L
*Chrtput Destination Type: I :I'
*Churtput Destination Format: I :I'

WorkBenchlD: 090_DISPAT
Drescription:

Server Name:

Run Control 10: Q

Fax Cover Page:

I Print BU Comments
™ Print Changes Only
™ Test Dispatch

™ Print Copy

I Print Duplicate

File Destination: |

Ok Cancel |

Select a Run Control ID and click the L button.

Reconciliation WorkBench
Business Unit: 08000

|pisPaTCH

WorkBench ID: 030_DISPAT

‘Description:

Select POs for Further Processing
List of Purchase Orders

Go To: Setfilter options  Process Request Options Process Monitor

Save |
[=] hatity |

Wiew Processing Results

Customize | Find | ®
Detail Other
Doc PO - Match Change Blanket .
Purchase Order Status Status Hold PO Date Last Activity Vendor ID Buyer Action Order PO Lines
¥ 09058002230 Approved M 09 92007 0911972007 0000000340 COREDS Standard =
[ 09058002232 Approved M 092002007 0952072007 0000000340 COREDS Standard =
¥ Select Al Clear All
Action: Apprave | Unapprove Cancel Close Dispatch P review

Click the = DiSRaich | pytton.
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Reconciliation WorkBench
Processing Results

Business Unit:

09000
[pisPaTCH

WorkBench ID: 090_DISPAT

‘Description:

Select POs for Further Processing

First [4] 1of 1 [¥] Last

PO ID Loqg PO ID
I 2] [» 0909002230
0909002232
¥ gelectal  lclear Al
Proceed: ‘Yes | Delete | Returnto Reconciliation WorkBench

[=] Matify |

Wi All First 4] 1-Zof 2 [+ Last
Line Sched Distrib Line
(=l
(=]

There are two sections:

e Not Qualified- If the Purchase Order was not qualified to dispatch it will be displayed in this
section. To review the reason click the Log Icon E located to the Left of the PO.

e Qualified-These Purchase Orders are available for dispatching. Click the =l button to exclude

them.

Click the "I button.

Continue to Dispatch POs. (10224,41)

Yes Mo

click the 25| putton.
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PRINT PURCHASE ORDER

Print from Process Monitor

Navigation: People Tools>Process Scheduler>Process Monitor

[ Process List {_ SemerList

3

UserID: [COREDS QL Type: | “liast [0 [Days x| Refresh |
Server: I 'I Name: | Q. Instance: | to |

S T W PP R W

Run | vI Distribution | | ¥ Save On Refresh

Status: Status
Process List
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status % m
= 4656158 Application Engine FS_BF COREDS 101072007 3:23:51FM CDT  Success Posted Details;
[T 4656665 PSJob (ECDIER) COREDS 10/09/2007 4:33.40PM CDT Success  Posted  Qetaily
| 4655664 Application Engine FS_BP COREOS 10/09/2007 4:07:06PM CDT  Success Fosted %ailg(
[T 4654632 2GR Repart FPOFOOOS COREOS 10/09/2007 1:2217FM COT Success Posted tails

De
. AB5562F» _ Anplication Engipe JFE_BF , CORRBNA 1DIE]QI;DEI_?,1:}P'D1_BM CDT. Busress, e Pgstede . Detalsf.

When the process goes to success click the FODISE  [ink.

Process Detail
Process Name: PODISP

Main Job Instance: 4655665

B 4655665 - PODISP Success
D@ESSEEE - POPOO05 Success )
[ 4555667 - PO PO EMAIL Success

Return |

Click the middle link.
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Frocess Detail

Instance: 4655666 Type: SQR Process

Name: FOPOOOS Description: Single PO DispatchiPrint

Run Status: SUCCcess Distribution Status: FPosted

Fun Control ID: PS_PO_580005809006117_2340254 " Hold Request

Location: Server © Queue Request
i Cs

Server: PENT Cancel Request
" Delete Request

GG " Restart Request

Request Created On: 10/092007 4:33:42FPM CODT Farameters Transfer

Run Anytime After: 10092007 4:33:40PM COT Message Log

Began Process At: 100972007 4:34:19PM COT Batch Timings

Ended Process At: 10092007 4:34:27PM COT ienty L oo)Trace

]2 Cancel

Click the YigwloaTrace |iny
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Wiew Logl/Trace

Report ID: 2371122

Name: POPOO0S
Run Status: Success

Single PO DispatchiPrint

Distriwtion Hode: FS5TGL

Return

Process Instance: 4655666

Process Type:

Expiration Date;

File List

Name File Size {ytes) Datetime Created

POPOONS 4655666 .POF 14 6EBS 100092007 4:34:27 000000PM COT
POPOO0S 4B556EG. out 132 10092007 4:34:27.000000PM COT
SR POPOQODS 4655EER. 10 1,754 10092007 4:34:27.000000PM COT
Distribution ID Type ‘Distribution 1D

ser COREDNS

hMessage Log
SR Process

|1 r2arzoar

Click the PDF link.
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Purchase Order
Dispatch via Print
Purchase Crder Date Revision Page
Se09006117 08/23,/2007 1
. Payment Terms  Freight Terms Ship Via
De Fpartment of Central Services o Daya Free on board at Deatination Common
DEFARTMENT OF CENTRAL SERVICES Euyer Fhone Currency
CENTRAL PURCHASING DIVISION Liza Martin (580} 405/522-1554 ush
2401 M LINCOLM, WILL ROGERS BLDG,STE 118 Ship Tao: DEPARTMENT OF CENTRAL SERVICES
ORLAHOMA CITY OK 73105 CENTRAL PURCHASING DIVISION
2401 M LINCOLN, WILL ROGERS BLDG, STE 11
OELAHOMA CITY OK 73105
Vendor: 0000000550
DEPARTMENT OF CENTRAL SERVICES
DCS ACCOUNTING Bill To: DEPARTMENT OF CENTRAL SERVICES
PO BOX 53488 ACCOUNTING DIVISION
OKLAHOMA CITY OK 73152-3485 PO BOX 52488
OELAHOMA CITY OK 731123488
Tax Exempt? Y Tax Exempt ID: 738017287
Line-Sch_Item Id Description Guantity  UOM FO Price  Extended Amt _ Due Date |
- 1 076652 Case equipment and paris 5.00 EAR 22.45 112.25 089/23/2007
e e s e F alr — P T R e

To print the PO click File>Print>OK ( If you receive the box with an X in the upper left hand corner

you ran this on PSUNX instead of PSNT.)
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Print from Report Manager

Navigation: Reporting Tools>Report Manager

/  List Y Ewplorer Crdrinistration ) Archives |

Folder: I_"I Instance: | to:l

Refresh |

B Save |

List| Explorer | Administration | Archives

Name:| Created lDn:| Eﬂ Last: |_1 m
Customize | Eind | First E' 1af 1 E Last
Report Report Description Folder Name gg;g?r'ﬁ:g" E[:an-ort IlF; r;gﬁgz
1F5 BP Co S TR BUDGET General sl 2371311 4856158

Click on the Administration Tab.

List | Esxplorer | Administration | Archives |

User ID: ICOHEDE Type: |_'IL1151:

Status: I hd I Folder: | j Instance:

Report List Custornize | Eind | % 100

Report  Prcs I Request i
Select ID I_n stance Description Date Time Format Status Details
ormim. LAt HUoget Frocessar . asie Elals

u 2371311 4656158 C Cntrl. Budget P 13”;3”5?2_?; I*E;}F"ES Pasted Detail
emall . osted Details

r 2371123 4655667 Email lngggﬁgi'; ?f;%%at Pasted Detail
INgie ISpate I . asie Elals

u 2371122 4655668(Gingle PO DispatchiPrint lngggﬁgi'; ’E‘f”:é%at Pasted Detail
»r — - .-\'"__ Py ey e Y L v B gt o d

[s0[oays =] _Refesh |
| to |

| i First El 1-80 of 152 o

Click on the Single PO Dispatch/Print Link.
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Purchase Order
Dispatch via Print
Purchase Crder Date Revision Page
5809006117 08,/23,/2007 1
. Payment Terms  Freight Terms Ship Via
DEFFﬂrtH’IEnt of Central Services 0 Daya Free on board at Deatination Commen
DEFARTMENT OF CENTRAL SERVICES Buyer Phone Currency
CENTRAL PURCHASING DIVISION Lizsa Martin (580} 405/522-1554 uso
2401 M LINCOLN, WILL ROGERS BLDG,STE 118 Ship To: DEPARTMENT OF CENTRAL SERVICES
OKLAHOMA CITY OK 731035 CENTRAL PURCHASING DIVISION
2401 N LINCOLN, WILL ROGERS BLDG, STE 11
OKLAHOMA CITY OK 73105
Vendor: 00000005380
DEPARTMENT OF CENTRAL SERVICES
DTS ACCOUNTING Bill To: DEPARTMENT OF CENTRAL SERVICES
PO BOX 523488 ACCOUNTING DIVISION
OKLAHOMA CITY OK 73152-3483 PO BOX 53488
OKLAHOMA CITY OK 731123438
Tax Exempi? Tax Exempt ID: 732017887
Line-Sch_Item Id Description Quantity UOM PO Price Extended Amt Due Date |
i -t 1076553, - .;‘aie_gm.ljmen'.a"d :-aTs - o S;Dg LER e 2% 45 __112‘.(25 . 05.123_-"200?

To print the PO click File>Print>OK (If you receive the box with an X in the upper left hand corner

you ran this on PSUNX instead of PSNT.)
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Print from Purchase Order

Navigation: Purchasing>Purchase Order>Add/Update POs>Find an Existing Value

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

[ Find an Existing Value Y Add a New Value

Business Unit: = ¥ 8000 Q

PO ID: hegins with «

Purchase Orider Date: |: j | El

PO Status: |: j | j
Short Vendor Name: | hegins with j | &)

Vendor ID: |begin5 writh j| Q

Vendor Name: | heging with j |

Buyer: |begins with j| a,

Buyer Name: | hedgins with j | QL

PO Type: |: j | j

Purchase Order Reference: | hedgins with j |

Hold From Further Processing r

[T case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Yalue | Add g Mew Walue

Search

Input Business Unit and PO ID, click the button.
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Maintain Purchase QOrder
Purchase Order

Unit: 53000 PO Status: Dispatched A x
PO ID: Sa00006117 Budget Status: Walid
POA Status: EOA Status
Copy From: lﬁ I Hold From Further Processing
b2
‘PO Date: IWEQ wendor Search Doc Tol Status: valid
vendor [pesom | vendor Details Backerder Status: Nane Create BackDrder
“Vendor ID: [poooooosso | DEPARTMENT OF CENTRAL SERVICES — Receipt Status: Mot Recvd

‘Buyer: ILMARTIN Lisa Martin (580} ‘Dispatch Method: IPrim vl Dispatch |

PO Reference: |

g R VPR Y T T WRIRY L T R T

Merchandise:
Header Detals PO Activities Add ShinTo Comments e
. . Calculate
PO Defaults Docurnent Status Freight TaxMisc.: a.oo
Edit Comments Requisitions Total Amount: 112.25 USD
Purchasing Kit Catalog tem Search  Line: | QA Te: | Q I:"E‘fiev'ﬂ

Shigpy TowDue Date i Statuses i ftem Information 3 Attributes

Cortract i Receiving
Line ftem SS Flag Line Sole Description Agency Req Nbr PO Oty
== — - Source Type
1 B 076552 O | Q case equipmentand parts £, | | 5.000

(Eiew Printable Yersion } ‘Goto: |- Mlore . j

Import Agency Reg and S5 Info |

& save | ELReturn to Searchl [=] Motity | is Refresh |

w’\‘\ -\'wau-—ug‘.&"\ =y,

Click the View Printable Version Line. After the Purchase Orders has been saved the Purchase

Order can be printed in any PO status. This will open a new window displaying the Purchase
Order.
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Purchase Order
Dispatch via Print

Purchase Order Date Revision Page
5809006117 08/23/3007 1
. Payment Terms  Freight Terms Ship Via
Deppa I'lment Of Cen‘lral Se rvices 0 Days Fres on board at Destination Common
DEPARTMENT OF CENTRAL SERVICES Buyer Phone Currency
CENTRAL PURCHASING DIVISION Liza Martin (580) 405/522-1654 UsD
2401 N LINCOLN, WILL ROGERS BLDG,STE 116 Ship To: DEPARTMENT OF CEMTRAL SERVICES
OKLAHOMA CITY OK 73105 CEMTRAL PURCHASING DIVISION

2401 N LINCOLM, WILL ROGERS BLDG, STE 11
ORLAHOMA CITY OK 73105

Vendor: 0000000530

DEPARTMENT OF CENTRAL SERVICES

DCS ACCOUNTING Bill To: DEPARTMEMNT OF CENTRAL SERVICES
PO BOX 534838 ACCOUNTING DIVISION
OKLAHOMA CITY OK 73152-3488 PO BOX 53488

OKLAHOMA CITY OK 731123488

Tax Exempt? Tax Exempt ID: 738017587

[Line-Sch_Item Id Description Cuuantity  UOM PO Price  Extended Amt  Due Date |
1- 1 078552 Casze equipment and parts £.00 ER 22.45 112,25 08/23/2007
o e A R S o - . » —h ™ s B .. A A . P N
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PURCHASE ORDER INQUIRY

PO Accounting Page

Overview-This screen shows the budget checking entry of the Purchase Order and any reversals
against it (Vouchers)

Navigation: Purchasing>Purchase Orders>Review PO Information>PO Accounting Entries

Selection Criteria

‘Business Unit: |55'3'3'3'| Q
From PO ID: Cj Q To PO ID: [ Q

PO Status: I Q
Fiscal Year From/To: | Q | Q Max Rows: I 300

*Accounting Line View Option: I Standard j ‘Ledger Group: DO\

Customize | Eind | Wiew All i First E 1 aof 1 |E| Last

Class-Funding 2] Bud Ref CFDAZ

1A I}—o\ [l [ &

] Cancel

Input PO ID number and Ledger Group “ALLOT.
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Selection Criteria

‘Business Unit: IEEDDD Q

From PO ID: |5E'39'3'3'599'3 Q To PO ID: | Q,
PO Status: I Q

Fiscal Year FromTo: | Q | Q Max Rows: I 300
*Accounting Line View Option: I Standard j ‘Ledger Group: IALLDT '}

First El 1of 1 El Last

Class-Funding 2] Bud Ref CFDA=

1 I}—Q [ & [ &

Cancel |

Clickthe %€ |button.

Po Acctg Ln Lookup

Business Unit: 58000

From PO: 5809005950 To PO:

PO Status:

From Fiscal Year: To Fiscal Year:

Accounting Line View Option: Standard CommitmentControl Ledger Group: ALLOT

Accounting Entries
Details Y ChartFiglds

Purchase Sub- Class- Monetary Base Closed Budget Fiscal Reference
Order Status Line Sched Dist Account Account Funding Dent Bud Ref Amount Currency Value Period Year Joumal ID Reversal ID
5809005590 D 1 1 1 25000 25 k] a00.00 USD i 2008 2008 0006085322
5809005590 D 1 1 1 25000 25 i -100.00 UsSD M 2008 2008 0006122328Q0042483
Accounting Lines Search
[=] metity |
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To see all the details click the show all tab.

Closed Value-Y or N. If equal to Y the distribution line has been marked as closed and the available
encumbrance should reflect a zero balance.

Finalizing-This process Marks the document as final and will reduce any remaining available
encumbrance.

This amount is in the budget as an encumbrance. If the Purchase Order or Voucher was not budget
checked or failed budget checking then it would not appear on this screen.
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Purchase Order Activity Page

Overview-This screen shows invoices created and matched against a PO Schedule Line.

Navigation: Purchasing>Purchase Orders>Review PO Information>Activity Summary

PO Activity Summary
Enter any information wau have and click Search. Leave fields hlank for a list of all values.

j Find an Existing Value

Business Unit: = -

Q.
PO Number: I hegins with vI
Purchase Order Diate: |= j | [31)

Purchase Order Reference:l hiegins with j |

Vendor ID: | hegins with | | Q,

[T Case Sensitive

Search Clear | Basic Search Save Search Criteria

Input the Business Unit and Purchase Order number and click the m button.

Activity Summary

Unit: a8000 PO Status:  Dispatched

POID: 5309005530 Vendor: MCDAMIELS & SOME

ustomize | Find | View All | i

First K 1 af 1 [H Last

Line kem kem Description ud Order Gty Amount Ordered Currency ﬁ% I""t
1 % 052915 Contract for Autormotive Altern SUM 1.0000 a00.000 USD =

L\ Return to Search | [=] Matity |

Review receipts created against a PO Line by clicking the receipt tab.
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Activity Summary
Unit: 58000 PO Status:  Dispatched
POID: 5209005930 Vendor:

MCDAMIELS & SOMNE

Details

i Receipt e Imvoice % Matched

First E 1ef 1 E' Last
Line Item ltem Description UomM Amount Open Open Amount Currency
= - - Received Cuantity
1 Fé. naza14a Caontract for Automative Altern S 1.0000

500.000 LSD

L Return to Search I Plitify |

If there were receipts available to review there would be a receipt icon to click on.

Review invoices created against a PO Line by clicking the invoice tab.

Activity Summary
Unit: 58000 PO Status:  Dispatched
POID: 5309005930 Vendor:

MCDAMIELS & SOMNE

Receipt

Inveoice

tarnize | Find |
Y Matched

First E 1 cf 1 El Last
Line tem ftem Description uom Amount Only Amt Invoiced Currency
1 F.% naza14 Caontract for Automative Altern S F

100.000 USD

Ll Return to Search I [=] Motify |

Click on the invoice icon = to display all invoices.
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Unit: a8000 PO No.:5209005930 Line 1 ftem ID 092915
Customize | Find | View Al | B8 First [ 4 o 1 [ Last
Sched Num AP Unit Vo er Line Amount lnvoicedd
1 58000 1 100.000 [=]

L Return to Search | [Z] Matify

Click on the voucher number link, a new window will be created displaying the voucher inquiry
screen (providing user has the security).

To return to the activity page click the Activity Summary Link.

Activity Summary
Unit: A8000 PO Status:  Dispatched
POID: 5209005990 Vendor: MCDAMIELS & SOMNS

First E 1af 1 E Last

Receipt iy Invoice % Matched

Line ftem ltem Description UomM Order Gty Amount Ordered Currency %
1 % 092914 Zontract for Automotive Altern S 1.0000 a00.000 Ush =
L\ Return to Search | Patify |
To review voucher matched against a PO line click the Matched Tab.
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Activity Summary

Unit: 58000 PO Status:  Dispatched
POIx 5809005990 Vendor: MCDANIELS & SONGS

First E 1cf 1 El Last

Feceipt W nvoice % Matched

Line ftem ltem Description UGM aty Matched Amt Matched Currency
1 B 092015 Contract for Automotive Altern SUN 0.0000 1ooooouso (2]

S\ Returnto Search | [=] Matify |

Click on the Match icon [&] to display all invoices Matched.

Unit: a8000 PO No.5209005390 Line 1 ftem ID 0924915
Custormize | Find | View A i First E 1of 1 |I| Last
Sched Num AP Unit  Voucher Ling Cuantity Matched Amount Matched
1 58000 1 0.00o0 100,000 =]

éﬂ Back To Activity Bummaa

LA Return to Search | [Z] Motify |

Click on the voucher number link, a new window will be created displaying the voucher inquiry
screen (providing user has the security).

To return to the activity page click the Go Back To Activity Summary Link.

P110 Purchase Order Administration Page 123 of 177
Revised: October 1, 2007



CORE Oklahoma

Activity Summary
Unit: 58000 PO Status:  Dispatched
POID: 53090059490 Vendor:

MCDAMIELS & SOMS

Irvoice

First E 1of 1 El Last
. . Amount
ine ftem Item Description Uom Order Oty Amount Ordered Currency T
1 F.% 092914 Contract for Automotive Altern S

1.0000 500.000 USD e

S\ Return to Search | Ratify |

To review the RTV, click the RTV Tab.
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Purchase Order Inquiry Page

Overview-This screen allows users to review Purchase Orders with out having Purchase Order

update capability.

Navigation: Purchasing>Purchase Orders>Review PO Information>Purchase Order

Purchase Order Inquiry

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

j Find an Existing Value

e —

Business Unit: = B ‘hannn J '}
PO D Ibegina wyith '-SEDQDDSQEID

Contract SetiD: | begins with || Q
Contract ID: |begins wiith j| Q,
Release Number: |= j |

Purchase Order Date: | = j | [=1)

PO Status: |: j | j

Short Vendor Name: | begins with j | Q
Vendor ID: | begins with jl a
Buyer: |begins withj| Q
Buyer Hame: | hiegins with j | o}

PO Type: |= j | j

™ case Sensitive

Search | Clear | Basic Search Save Search Criteria

Search

Input Business Unit and Purchase Order ID, click the button.
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Purchase Order Inquiry

Purchase Order

Unit: 58000 PO Status: Dispatched
PO ID: 58090059490 Builget Status: Walid
S
PO Date: ariz3izoo7 Doc Tol Status: Yalid
Vendor: MCDANIELS-002 RacHordeHStaluS JlnE
Vendor ID: 0000072880 wendor Details Receipt: Mat Recvd
I Hold From Further Processing
Buyer: Gwen Martin
PO Reference: 02520250053 Merchandise: 500.00
Header Details All BT Matching Freight TaxMisc.: 0.00
Header Comments... Document Status Total: 500.00 USD

Change Order

Line ftem Item Description Cateqgory PO Oty UoM  Amount Status
1 % 092915 Contract for Autormotive Altern 092915 1.0000 SUIM 400.00 USD Active ES]

L Return to Search | [=] mctify I S Related Linksl
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BUDGET CHECKING

Budget Checking from Batch Process

Overview-You budget check from the Purchase Order one at a time and you must wait until it has been
completed. By using the batch process you have the capability to budget check multiple POs and not
have to wait. This allows users to continue working without interruption. The budget checking process is
ran at 12:00 noon and every evening.

Navigation: Purchasing>Purchase Orders>Budget Check

PO Budget Check Request

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

J Find an Existing Value ' Add a New Walue

Fun Control ID:l hegins with j |

™ case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Walue | Add a3 Mew Walue

Input a run control and click the ~S&arch | button.
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[/ Budget Check Request |

Run Control ID:  PO_BUDGET_CHK_RFT Report Manager Process Monitor Run_|

Budget Check Request First E 1af 1 |E| Last
[=]
 Once Request Humber: 1
‘Description: (Budget Check PO )
" Don't Rum
‘Business Unit: | 'l Business Unit: l Q
PO D: All -
PO Date: All -
Actg Date: All -
PO Type: All -
Buyer ID: All -
Crigin: All -
PO Status: [EXT— |
Mid Roll Status:  |All -

[F Save | L Return to Search | [=7] Motify |

e Process Frequency-Always

e Description-Enter a Description

e Process Options-Select criteria’s to budget check Purchase Orders.
0 Business Unit-Select Value and input your Business Unit
0 PO ID-To select a certain PO to be budget checked, select value and input your PO ID.
0 Other criteria’s can be defined by user.

Run

Input your budget checking criteria’s and click the button.
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Process Scheduler Request

User ID: COREDS Run Control ID: PO_BUDGET_CHK_RPT

Server Name: | RunDate: |1EII1 212007 [
Run Time: IS:DS:EEF’M Resetto Current DatelTime |

-

Recurrence:

Time Zone: I Q

Process List

Select Description Process Name Process Type ‘Tupe ‘Format Distribution

il Comm. Cntrl. Budget Processor FS_BP Application Engine |Web j |T><T j Distribution
0134 Cancel

Server Name-PSUNX.

Click the K |button.
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[ Budget Check Request |

Run Control I:. - PO_BUDGET_CHE_RFT Report Manager Process Monitor Run
Frocess Instance 46574585
Budget Check Request ind | Wiew A First Iii 1of 1 |£| Last
=]
Request Number:

" Once 1 )

& Always ‘Description: Budget Check PO

" pon't Run

‘Business Unit; IVaIue "I Business Unit: IEBDDD Q,

PO ID: All -
PO Date: All -
Acty Date: All -
PO Type: All i
Buyer I: All -
Origin: All -
PO Status: All -
WMid Roll Status: | All -

E Save | L\ Return to Search | [=] Matify |

A process instance number will be assigned. Use this if you are have issues with budget checking. To
review your job click on the Process Monitor Link.

[ Process List ' Gerver List

User ID: Ik:OREDS CL Type: | j Last: IE IDa\,rs vl Refresh |
Server: I "I Name: I Q Instance:l to |

Run | vl Distribution | =l ¥ Save On Refresh

Status: Status
Process List Customize | Find | Yiew Al | ] First [ 150 ot 90 I Last
. Distribution .
Select Instance Seq. Process Type Process Name User Run Date Time Run Status W Details

R ) 10/ 272007 3:05:26PM ¢ - )
'l 4657884 Application Engine F5_BF COREDA cDT [l i Details

A oed T a4 Cud
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means the was an error in budget checking but the process complete.

[ ProcessList Y} Semerlist |

User ID: ICOREDS Q. Type: | j Last: IE |Da\,rs j Refresh I
Server: I 'I HName: I Q. Instance:l to |
Run | vl Distribution | =] ¥ Save On Refresh

Status: Status
Process List ( nize | Find | ] First E 1-50 of 90 [ ] Las
Select Instance Sed. Process Type Process Name User Run Date Time Run Status W Details

[~ 4657585  Application Engine  FS_BP coREDs ) AEI SRR Posted  Details
coT

10M 212007 12:48:33PM

B 4657465 Crystal QCPo00gy COREDS ooT Sucress Fosted Details
[T 4657463 SOR Report FORTOO COREDS 2:05#2;200312;45;15Pm Success  Posted  Details

Click on the Details link.

P110 Purchase Order Administration Page 131 of 177
Revised: October 1, 2007



CORE Oklahoma

Process Detail

Application Engine

Description: Cormrm. Cntrl. Budget Processor

Instance: 4G5TAEA Type:
Name: FS_BF
Fun Status:  Warning

Fun Comtrol ID: PO_BUDGET_CHE_RPT

Location: Semver
Server: PSR
Recurrence:

Request Created On:
Fun Anytime After:
Began Process At:

Ended Process At:

] 4 Cancel

1022007 3:06:37PM COT
1022007 3:05:26PM COT
1022007 3:06:58PM COT
1022007 3:09:14PM COT

Distribwtion Status: Posted

" Hold Request

7 Queue Request
" Cancel Request
" Delete Request
" Restart Request

Parameters Transfer

Message Log  Wiew Locks

Batch Timings
Wiew LogiTrace

Click on the Message Log link.
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Message Log

Instance: 46574585 Type: Application Engine
Name: FE_BF Description: Cornm. Chtrl. Budget Processor
Customize | Eind | Wieww All | i First [4] 1-11 of 11 [¥] Last
Severity Log Time Message Text Explain
10 307:09PM Commitment Control Budget Processing has hegun. Explain

Begin request number 1 for User ID"COREDS" and Run
Contral ID"PO_BUDGET_CHK_RPT".

10 309-09FM Reguest 1 for"COREQDS" r"PO_BUDGET_CHKE_RPT! Explain

daycceseiilly
10 309-09FM ( Hequestj Sta.tlatma. Documents Processed: 13, Errnra Explain
3 warnings: 0

Begin request numhber 2 for User D "COREDS" and Run

i

10 3070PM Explain

_Ewplain |

1 FD5:03FM Control ID "PO_BUDGET_CHK_RPT". _Expiain |
10 3081 0FM Eﬁrgt?;??ents were selected to process forrequest Explain |
o sosiopn  ConestZoCOTENSIPOBUDGETOHCAPT g |
10 308-10FM Evztmiisgt; DStatlatn:S. Documents Processed: O, Errors: O, Explain |
10 309:10PM Commitment Contral Budget Processing Complete. Explain |
sagrcpw  FUtIhedmessape il Tiansarton Do dBto eauestle g |

309 16PM Successfully posted generated files to the report repository. Explain |

Return
P110 Purchase Order Administration Page 133 of 177

Revised: October 1, 2007



CORE Oklahoma

Budget Checking Error

To review the error, from the Maintain Purchase Order Form Page click the Emmor jink,

Maintain Purchase Order

Purchase Order

Unit: 58000

PO ID: 5809006172

Copy From: I—;,
5

‘PO Date: [tomozoor =
Vendor Im Q
“Vendor ID: W Q
‘Buyer: W Q

Yendor Search

vendor Details

UMITED STATES POSTAL BERVICE
Betty Cairns (580}

PO Reference: |

Header Details PO Activities

Add ShipTo Comments

PO Defaults
Edit Camments

Docurment Status

Eequisitions

Furchasing Kit Catalog

ltern Search

Line: I Q

% Ship To/Due Date

N Statuses

e tterm Infarmation e Attributes

To: | &} Retrievel

PO Status: Fend Appr
Budget Status: i
POA Status: FoA Status

I Hold From Further Processing
Doc Tol Status: Walid

Receipt Status: Mot Recvd

‘Dispatch Method: I Print vI

L
»
L
x4
*
.
3
4
%
o
F
L.
Dispatch
1
Merchandise: 3Z4.00 ;
Calculat
Freight TaxMisc.: 0.00 ULy
Total Amount: 824,00 USD

f

Wiew Printable Yersion

Agency Req Nbr PO Oty

Line Sole A
ine tem SS Hag Source Tvpe Description
1 B |naaant Q O |

'"Go to: | hore

& Save | S\ Return to Search | +[E| Previous in List | +[E] Mext in List | [=] Matify | Ly Refresh |

Q_ [Us postofiice postage  — €0, [04580300031 1

P N PP W S
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/ Purchase Order Exceptions _Line Exceptions |

Business Unit: 53000 PO Mumber: aa09006172 E

‘Exception Type: I Errar v| ™ owverride Transaction i ] ﬂﬁ '?'Q

Maximum Rows: I 100 I~ WMore Budgets Exist Advanced Budget Criteria
Search |

Budgets with Exceptions

Custarnize | Find | View Al | B First E 1-2 of 2 m Last
Budget Override Y Budget Chartfields =
Business Ledaer  p. o o ion More Detail ~ ertde oo ctor
Unit Group /= Budget — — —
1 & 58000  ALLOT udget Date out of Bounds Mare Detail I GoTo. . H
2 & 58000 ALLOT Mo Budget Exists More Detail ] GoTo ... 4=

& Save | [SLReturnto Search | [S] Motify

Purchase Order Exceptions | Line Exceptions

To review the PO distribution, click on the Line Exception tab. When filing a case about budget checking
error you will need to know the information displayed on this page on the exceptions tab.
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PURCHASE ORDER HEADER DEFAULT

Using Header Defaults

Overview-When creating a Purchase Order with multiple lines and multiple schedules, to avoid duplicate
entry the header default can be used to enter data that will default to the whole Purchase Order. This
data must be the same for each field on the PO otherwise it will not work.

From the Maintain Purchase Order Page click on the PO Defaults Link.

Maintain Purchase Order

! 4
-
Purchase Order 4
Unit: 52000 PO Status: Initial f
PO ID: NEXT Buidget Status: Mat Chik'd
POA Status: POA Status P
Copy From: I 'I I~ Hold From Further Processing E
= 4
3
‘PO Date: |1DI1 82007 [5] Wendar Search Doc Tol Status: Yalid r
Vendor || <, Vendor Details L
“Vendor ID: I Q. Receipt Status: Mot Recvid :
‘Buyer: I &} ‘Dispatch Method: | vl Dispatch | o
PO Reference: | ‘:
Merchaniise: E
Header Details FO Activities Add ShipTo Comments ‘ o.00 Calculate | :
(0 Defaults Freight TaxMisc.: 0.00 1
Add Comments Total Amount: 0.00 USD r
Purchasing kit Catalog ltern Search ;

Shipy To/Due Date 3 Stetuses e ttem Informstion i Attributes

. Line Sole .

Line tem SS Flag Source Tvpe Description Agency Req Nbr PO Gty
16 | Q- | Q| =& |

Wiew Printable Yersion ‘Goto: |- Mare .. j

Import Agency Req and 55 Info |

it e deg

Bl save | [=] Motity ls Refresh

When you create a Purchase Order and use the PO defaults to enter your funding you must fix the
budget checking error through the Default Link.
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Maintain Purchase Order

Purchase Order Defaults
Unit: 8000 PO ID: MNEXT Vendor:

Ifyou =select this aption, the default values entered an this page are treated as part of the defaulting logic and are anly
applied if no other default values are found for each field. If default values already existin the hierarchy, they are used,
and the values onthis page are not used.

" Default

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

Category: I Q Unit of Measure: l_ Q

Ship To: I Q Ultimate Use Code: I Q
Due Date: I E‘J Original Promise Date: I E‘]
Ship Via: ICOMMON Q Freight Terms Code: IFOE‘ DEST Q@
Arbitration: I Q Freight Charge Methodl: IWeight :I'
‘Distribute by: I Quantity :l' Cne Time Address

SpeedChart: I Q

Custorrize | Find [View Al | B8 First [ 4 o 1 [ Last
Chartfields Y Asset Information

. . Class- - N _
Dist Percent  GL Unit Account Fund Type Fundin Dept Bud Ref CFDA= Budaget Date Location IN Unit
1] |ssoon @ | Q| Q| Q| al la] Q [ron5iz007 [ | Q| Q [F[E

Ok | Cancel | Refreshl

o 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.

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

e Category-Select a default category code for the purchase order. Selecting a default value here
enables you to order ad hoc (description-only) items. The category entered here only applies to
ad hoc (description only) lines. Do on use if using Item IDs.

e Unit of Measue-Select a default unit of measure (UOM) for the purchase order. Selecting a
default value here can facilitate the ability to order ad hoc items. Do not use if using Item IDs.

e Ship To-Displays the default ship to location, which appears on the purchase order schedule as
the location to which the vendor ships the order. A change to the ship to location implies sales
and use tax and VAT recalculations on the PO Header - VAT Information page. You will receive
a message about the change, but since this does not apply to the State of Oklahoma there will be
no effect.

e Due Date-Displays the default due date. The due date for each schedule has the default value of
the purchase order date, plus the number of lead-time days defined for the item (or item category
if an ad hoc item). To override the due date, use the PO Defaults page. If the default option is
override, the system uses the override value, and the lead time calculation is ignored. If the
default option is default, the system calculates the due date based on the purchase order date
plus the number of lead time days. (Currently number of Lead days is not used.)

e Ship Via-Carrier or method of shipment.

e Arbitration-

e Distribute by-You have the capability to distribute by either amount or quantity. If you select
Override on this page, you have the capability to set up multiple distribution lines. You then enter
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the percentage for each distribution in the distribution details. The sum of the line distribution
percentages must equal 100 percent.

e Ultimate Use Code-Not applicable.

e Original Promise Date-Date on which the vendor originally committed to deliver the item. The
default due date appears by default in this field and is updated when the item or item category (ad
hoc items) changes. If you override the due date on the PO Defaults page, the purchase order
date plus the number of lead time days defined for the item or item category (ad hoc items) will be
used, not the overridden due date.

e Freight Terms-Freight terms code that applies to the schedules for this purchase order.

Freight Charge Method-Leave as Weight

SpeedCharts-Select a speed chart. The SpeedChart field enables you to use a code that
contains preset distributions. This speed chart is not itself a defaulting element. Instead use it
here to assist you in defining default chart field elements.

e Distribution-

o0 Chartfields-Agency defined fields to control budgetary requirements.

0 Budget Date-If you are using commitment control, this field is available. The default date
is the accounting date, but the accounting date can over-ridden. When you save the
purchase order, the system confirms that the budget date is within the valid open period
date range for the general ledger business unit. (All periods are open for PO).

Input the data to default to the whole Purchase Order. If a field on the Purchase will contain different
values then this option should not be used.

Maintain Purchase Order

Purchase Order Defaults
Unit: 8000 PO ID: MEXT Vendor:

Ifyou select this option, the default values entered on this page are treated as part of the defaulting logic and are anly
applied if no other default values are found for each field. If default values already existin the hierarchy, they are used,
and the values an this page are notused.

 Default

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

Category: I Q Unit of Measure: l_ Q

Ship To: |5BDDS QU DCS- STATE LEASING, STE 112 Uttimate Use Code: | Q
Due Date: I E‘J Original Promise Date: I E‘]
Ship Via: ICOMMON Q Freight Terms Code: IFOB DEST Q&
Arbitration: I Q Freight Charge Method: IWeight :I'
‘Distribute by: I Quantity :l' Cne Time Address

SpeedChart: I Q

Custormize | Find | view Al | B First [ 4 of 1 D] Last
Chartfields Y Asset Information

Class-

Dist Percent  GL Unit Account Fund Type Fundin Dept Bud Ref CFDAZ Budget Date Location IN Unit
1 [ronooog] [seoo0 @ [sz1i10 @ frooo @ [ieror @ [ororone @ for Q@ | Q [10m52007 [ | Q| Q EE
Ok | Cancel | Refresh |
Click the L button.
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Maintain Purchase Order

-

4y tterm Information i Attributes

Purchase Order ;
Unit: 58000 PO Status: Initial E
PO ID: MEXT Budget Status: Mot Chi'd 1

POA Status: POA Status Statusf
Copy From: | j I Hold From Further Processu(
kd ‘

‘PO Date: WE Yendar Search Doc Tol Status: Walid :
Vendor | Q. Wendor Details -
“Wendor ID: | a, Receipt Status: Mot Recvd f
‘Buyer: | Q, ‘Dispatch Method: I_J,
PO Reference: | 3
HeaderDetails PO Activities Add ShipTo Comments Merchandise: 3
PO Defaults Freight TaxMisc.: 4
Add Comments Total Amount: ;

-
Purchasing kit Catalog Iterm Search -

Import Agency Red and 55 Info |

& Save | [=] Motify s Refresh

f +
. Line Sole -
ine ltem SS Flag Source Tvne Description Agency Rg
18 Qr | Q| =&
Wiew Printable VYersion ‘Goto: |- More .

The defined values will be populated on the Purchase Order. If you created the Purchase Order
using the default page, any changes or corrections to a defined field on the Purchase Order must
take place on this page.

Click on the PO Defaulis Link.
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Maintain Purchase Order

Purchase Order Defaults
Unit: 8000 PO ID: MEXT Vendor:

Ifyou select this aption, the default values entered on this page are treated as part ofthe defaulting logic and are only
applied if no other default values are found for each field. If default walues already existin the hierarchy, they are used,
and the values onthis page are notused.

" Default

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

Category: I Q Unit of Measure: I Q

Ship To: [5a003 @ DCs - STATE LEASING, STE 112 Uttimate Use Code: [ Q
Due Date: I Ei Original Promise Date: I El
Ship Via: ICOMMON Q Freight Terms Code: IFOB DEST Q
Arbitration: I Q Freight Charge Method: IWeight j'
‘Distribute by: I Guantity = One Tirme Address

SpeedChart: I Q

Distributions
Chartfields Azzet Information

Class-

Dist Percent  GL Unit Account Fund Type Fundin Dept Bud Ref CFDAZ Budget Date Location IN Unit
1 [roo.o000 [seoon @ [s21110 @ [ioon @ [ieror @ [orotoo0 @ Jor @ | Q [10152007 [ | Q| Q FHE

Ok | Cancel | Refreshl

Change the value and click the LI button.
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Maintain Purchase Order

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

Unit: 53000 PO RMEXT Vendor: DEP HEALTH-001

Far Line and Schedule defaults, Select "Apply' to apply changes to all lines and schedules.
For Distribution defaults, Select ‘Apply' to apply changes to the Distrib Line.
Example: Ifyou select Apply' for Distrib Line 3, the change is applied to each Distrib Line 3 anthe PO,

Select ‘Bpply to All Distribs'to apply changes to all distribution lines on the PO,

Customize | Find | Ik First 4] 110 of 12 I Last

Apply Distrib Line  Held Name Field Value Apply to All Distribs
| Ship To 09000
| Ship Via COMMOMN
| Freight Terms Caode FOB DEST
O Freight Charge Method 02
o Pt 100
| 1 Accoumnt 521110 |l
| 1 Fund Type 1000 -
O 1 Class-Funding 19701 |
o Dept 0101000 r
| 1 Bud Ref ov |
¥ SelectAl Clear All

QK Cancel Refresh

This page is asking for verification of data to change. To review all fields click the View All link.
Click on the radio box to the left of the field to change.

Click the OK button. Purchase Order fields will be updated.
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VENDOR LOOKUP

From the Purchase Order click the Vendor Search Link.

Maintain Purchase Order
Purchase Order

Unit: 58000 PO Status: Initial

PO ID: WENT Budget Status: Mot Chk'
POA Status: FPOA Status

Copy From: I 'I I~ Hold From Further Processing

52

‘PO Date: |1 oM e/2007 Fl  (GendorSearch) Doc Tol Status: Walid

Vendor || @, vendor Details
“Vendor ID: I &} Receipt Status: Mot Recvd -
‘Buyer: I (&} ‘Dispatch Method: I vl Dispatch |

PO Reference: |

L PRy N R Y S

Merchandise: 0.0a

Header Details PO Activities Add ShipTo Comments

. . Calculate
PO Defaults Freight Tax/Misc.: o.oo —I
add Comments Total Amount: 0.00 uso

o i

Furchasing Kit Catalog Itern Search

Statuses i ftem Infarmstion i Attributes

L
Line ftem SS Hag Line Sole Description Agency Req Nbr PO Oty {
= - Source Type !
1B ar | a| Ha| | b
&
) - ) o
Wiew Printable Yersion ‘Goto: |- More.. ] p
Import Agency Beg and 55 Info | :,
B save | Matify | 4 Refresh ‘J
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Vendor Search

Name: @ ShortName: I
City: | State: | Q

Country: I_ Q Postal: I
Class: I_ Type: I_ QY

Max Rows: category | Q
Search |

(4] [« [ o]
Search Resulis 3 Customize | Find | Wiew All | ai First (4] 1 ot 1 [ Last
Sel Vendor ID Address Short Vendor Hame Hame 1 w“h.ho"""
Applicable
-
Yendor Detail  Address Select All Deselact All
0]:4 I Zancel | Refresh |

From this page look up a vendor by several criteria’s.

e Name

¢ Shortname

o City

e Class

e Category-Locate Registered Vendors

e Others
Name
Input the vendor’s name, if you do not know how to spell the name then input the first few digits
and click the Sl button. (If you expect more then 10 results, be sure to change the Max
Rows.)
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Vendor Search

Name: I}‘EVU}‘ ShortHame: |
City: | State: | a

Country: I_ Q Paostal: I
Class: I_ Q Type: I_ &}

Max Rows:l 10 Category | Q
Search |

1todofd [H] [d W [H]

First El 1-d of 4 E Last

Adidress .
—— Withholding
Sel Vendor ID Sequence Short Vendor Name Name 1 Applicable
Humber Apicable
[ 0000067126 1 HEROX ENGI-001 T{IESO}{ EMGINEERING SYSTEMS COMPANY, .
[T 0000071747 1 XERCH QnMI-001 HERCH OMMIFAR
[T 0000188781 1 KEROX IMAG-001 HEROH IMAGIMNG SYSTEMS IMC
[T 000025806825 1 KEROK GLOB-001 REROQM GLOBAL SERVICES
Yendar Detail  Address Select All Deselect All
[8]24 I Cancel | Refrezh |
If need, click the KIETE) |0k to review all the results.
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Vendor Search

Name: I}‘EVU}‘ ShortHame: |
City: | State: | a

Country: I Q Postal: I
Class: I_ Q Type: I Q
Max Rows:l 10 category | Q

Search |

1to4of4 [M] [¢] [m [M]

First [ 1-4 of 4 [+ Last

Address .

——— Withholding

Sel Vendor D Sequence Short Vendor Hame Hame 1 Applicable
Humber Appicaie

[ 0000067126 1 “EROM ENG-001 T{PESOK EMGINEERING SYSTEMS COMPAMNY, .

[T 0000071747 1 KERCH OnbI-001 RER QR OMMIFAK

[T 0000188781 1 ¥EROX IMAG-001 HERQM IMAGIMNG SYSTEMS IMC

[T 00002505825 1 HEROK GLOB-001 HEROH GLOBAL SERVICES

Yendar Detail  Address Select All Deselect All

Ok I Cancel | Refresh |

To select a particular vendor click the Radio Box I located to the left and click the
O
button.
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Maintain Purchase Order

Purchase Order

Details Ship ToiDue Date

Unit: 53000

PO ID: MEXT

Copy From: I b l

ha

‘PO Date: |1 oM arz2o07 Eﬂ “Yendor Search
Vendor |}{ERO}< OmMr-o01 G @endorDetails)
“Vendor ID; IDDDDDN Tar QL HEROK OMMIFAK
‘Buyer: ICOREDS 2, CORECOS

PO Reference: |

Header Details PO Activities Add ShipTo Comments
PO Defaults
Add Comments
Purchasing kit Catalog Itern Search

4 ket Information

W Affributes

PO Status: Open g

Mot Chik'd
Mot Required

Budget Status:
I Hold From Further Processing

Daoc Tol Status: Valid

Receipt Status: Mot Recwd

‘Dispatch Method: IPrint vl Dizpatch |

Merchandise: 0.00

Calculate |

0.00 ush

Freight TaxMisc.: 0.oo

Total Amount:

Impaort Agency Req and 55 Info

Bl save Matify s Refresh

Cartract 3 Receiving
Line  kem SSFlag =~ meSole Description AgencyReqNbr PO Oty ‘Uom
= I Source Type -
1R Q I Q| = &]| | [ &
Wiew Printable Version ‘Goto: |- More . j

The vendor has now been selected for this Purchase Order. Click the Vendor Details link select the

vendor location.
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Maintain Purchase Order

Vendor Details -- XEROX OMNIFAX

Unit: ag00o0 PO ID: MEXT
‘Location: IIJDD1 Q
‘Address: | 1Q Show Address Details |
P — | @ Show Contact Details |
Salesperson: | 1 Show Salesperson Detailsl
Country: JSA lUnited States
Address 1: {9715 BURMET RD
Address 2: I
Address 3: I
City: [AUSTIN
County: I Postal:
State: ITK Q Texas

0]54 | Cancel | Refresh |

Vendor:  HEROX OMMI-001

Yendar Infarrmation

Terms:

IDIJ . Duein0Davs

Basis Dt Type: I Iy Drate vI

Prefix:

Fax:

Prefix:

Phone:

ITBTSS—SETE

noooooo

e Location- Defines various locations for a vendor on the Vendor Information - Location page
accessed from the Maintain Vendors menu. Each location you define points to an ordering
location and a pricing location.

e Address- View address details for the location.

e Terms-Specifies number of days from invoice date the warrant will be issued. This date should

not be changed. The state is currently using immediate pay.

e Contact-View contact address details.

e Sales Person- View salesperson address.

o Basis Dt Type- Defines the date that the system uses as the term basis date for scheduling
payment and determining early payment discounts. Values include Acct Date (accounting date),
Doc Date (constructive document receipt date), Inv Date (invoice date), Recpt Date (receipt date),
Ship Date, and User Date (user specified date)

e Show Button-Click this to display the address in the Vendor Detail section.

Review the Vendor’s Locations by select the Lookup Icon Q located to the right.
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Vendor SetlD:
Vendor ID:

Look Up Location

ooaoo
0000071747

Vendor Locatiml:l heging with j |

Look Up | Clear | Cancel | Basic Lookup

0001

Search Results

1of1

endor Location Description

4715 BURMET RO

To select the vendor’s location click the link.

Maintain Purchase Order

Unit:
‘Location:
*Address:

Contact:

Salesperson:

48000 PO ID: MEXT

(T N

Vendor Details -- XEROX OMNIFAX

I 1)@ Show Address Details |

[ @, Show Contact Details |

| Q. Show Salesperson Detailsl

Country: LISA United States
I Em—— [8715 BURNET RD
Address 2. I
Address 3. I
city: [rUsTIN
County: I Postal:
State: IT}{ Q Texas
Ok | Cancel | Refresh |

Vendor: XERCH OMNI-001

wandar [nformation

Terms:

Basis [t Type:

Prefix:
Fax:
Prefix:

Phone:

I?BTEB-EETE

IEID CL Duein 0 Days
IIrw Date 'I

nganaa

Click theLI button.
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Maintain Purchase Order

4
Purchase Order #
Unit: 56000 PO Status: Open 4 p
PO ID: MEXT Budget Status: Mot Chid -
Mot Reguired !
Copy From: I—;, ™ Hold From Further Processing ;
i \
'PO Date: W E| Vendor Search Doc Tol Status: wvalid :
Vendor MQ vendor Details J
“endor ID: [ooooo7i7a7 @ HEROX OMMIFAX Receipt Status: Mot Recvd ;

‘Buyer: ICOREDS C, COREDA ‘Dispatch Method: IPrint vl Dispatch

PO Reference: |

A

Merchandise:
Header Details PO Activities Add ShipTo Comments erchiandise 000 e
PO Defaults Freight Tax/Misc.:
add Camments Total Amount: Q.00 UsD ;
Purchasing kit Catalog [tern Search }

Details Y Ship To/Due Date

e ttern Information N Attributes Contract N Eeceiving

4
. Line Sole o iJ
Line ftem SS Flag Source Type Description Agency Req Nbr PO Gty {
1B Q | Q| =gay | 3
Wiew Printable Yersion ‘Goto: |- More j {
Import Agency Req and S5 Info | L
B save | Motitfy | s Refresh 3
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Category

From the Purchase Order click the Vendor Search Link.

Vendor Search

Name: || ShortName: |
city: | State: | Q
Country: I Q Postal: I

Class: I_ Q Type: ll EE
Max Rows:l 10 Categon |I )Q,

Search |

Ttodofd [H] [44] [ [M]
Search Resuits 3 Customize | Find | View All| B8 First (4 1 of 1 [M Last
Sel Vendor ID Address Short Vendor Name Name 1 Mﬂ
Applicable
r

Yendor Detail  Address Select All Ceselect All
0] 4 | Cancell Refreshl

If you know the Category the purchase is for and you want to review all the Registered Vendors, input
the Category Code and Type. The Type will define what year the vendor is registered for. Click the
Lookup Icon located to the left of the Type Field.
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Select one of the following values:

IAG‘r’ Iﬁuenwlssued Yehdor

ICAF‘ ICnnstructinn and Properties

IFHG IFDreiqn Supplier

IGOU IGnvernmentEntiw

|M Ir-ninnrit-.f Business

INOR INnn Redistered Vendor

|R01 |Registration 2010

|R02 |Completed Registration 2002
|R02 |Completed Redistration

IR04 |Completed Redistration

IR05 |Completed Redistration

IR0E |Completed Redistration

IR07 |Completed Redistration

|R0E |Completed Redistration

|R08 |Completed Redistration

[B10 |Completed Redistration
IR12 |Registration 2002

IR12 |Registration 2003

|R14 |Registration 2004

IR15 |Registration 2005

IR16 |Redistration 2006

IR17 |Reaistration 2007

IR18 |Registration 2008

|R18 |Registration 2009

\REF |Refund Yendar

ISMEI ISmaII Business

ISUS Ivendnr has been suspended
|ﬁ IState UseWorkshop
!WDEI Ianan Owned Business

Cancel

Click the R17 or R18 link.
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Vendor Search

—

Hame: ShortName: |

City: [ State: [ Q
Country: I— Q Postal: I—
Class: I_ Q Type: |R1_? 3

Max Rows:l 10
Search |

Categorﬂ. J Q

Ttodof4 [M] [@] ] [M]

Sel Vendor ID Adidress Short Vendor Name Mame 1
r
Wendor Detail  Address Select All Deselect All

ik | cancel | Refresh |

First E 1af 1 El Las
Withholding
Applicable

Input Category 0962 and click the __S2arth | pytton.
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Vendor Search

Name: I ShortName: |
City: | State: | aQ

Country: I Q Postal: I
cass: | | Type: [R7a
Max Rows:l 10 Category |0962 Q,
Search |
1t0100f27 [W] [H] [ [M]
Search Resulis 3 Cusiomiz | B First [ 45000 B Las
Address .
—— Withholding
Sel Vendor ID Sequence Short Vendor Name Name 1 Applicable
Number Appicable
[T 0000046331 2 SUMMIT HOL-001 SUMMIT HOLDIMGS IMC I
[T 0000072336 1 ¢ HGUERMS-001 CH GUERMESEY & COMPANY I
[T 0000072501 3 BPEARS WOR-002 SPEARS WORLD TRAYEL SERVICE INC I
[T 0000076603 1 CRITICAL T-002 CRITICAL TECHMOLOGIES IMC I
[T 0000076233 1 Jalmin PRO-001 JAIMIM PROPERTIES LLC Y
Yendar Detail  Address Select All Deselect All
0154 | Cancel | Refresh |

This will displays registered vendor for FY 2007. This can help in identifying vendor to use when making

purchases. Click the ol button to return to the Purchase Order.
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FINALIZING PO (REQUISITION)

To specify partial or final liquidation of a requisition when it is copied/sourced to a purchase order
directions follow: When you create or modify a purchase order, mark the Purchase Order as Final,
prompting the system to liquidate the pre-encumbrance. Making your Purchase Order for less money
than you originally authorized. Also, reversals of the finalization of the Purchase Order is available.

When you mark the Purchase Order as Final the system will fully liqguidate the Requisition lines upon
Budget Checking the Purchase Order. The system then creates the appropriate accounting entries to
relieve outstanding pre-encumbrances.

If you do not Final the Purchase Order then any changes made will directly effect the Requisition.
Example: You fully source the Requisition; this will leave a zero pre-encumbrance. If the Purchase Order
is not finaled and a Change Order is processed reducing the Purchase Order, the reduction will be
reinstated on the Requisition creating a Pre-encumbrance

Maintain Purchase Order 4
E

Purchase Order !
Uniit: 52000 PO Status: Pend Appr x "
PO ID: 5508006179 Budget Status: valid B B 4
POA Status: POA Status :

Copy From: I 'I [~ Hold From Further Processing :
- j
‘PO Date: |1 0 a/2007 El Wendor Search Doc Tol Status: Mot Chk'd P
Vendor [FUNTREUT-001 @ vendor Details 1
“Wendor 1D: |0000025382 Q,  CLINT REUTER Receipt Status: Mot Racwd ;
‘Buyer: IIEIOWMAN Q, Irene Bowrman (580) ‘Dispatch Method: IPrint vI Dispatch | 4
PO Reference: [Fram Reg ID - 5800001039 j
Merchandise:

Header Details PO Activities Add ShipTo Comments Trso.00 Calculate | {
PO Defaults Document Status FreightiTax/Misc.: (Uil -
Add Comments  <Geauislions) Total Amount: 1750.00 USD r.
-

4

Purchasing kit Catalog ltern Search Line: I Q To: I Q MI ;

Details | Ship ToDueDate |  Statuses teminformation | Aftributes El Cortract ! Receiving [=w
- Line Sole e !
LS LA Ll c ] Agency hed Nbr A
Line tem SS Flag SoEcene Description Agency Req Nbr PO Oty UOK’
=h Hospital services - inpatient

1 [ 094848 O | Q Lnd outpatiant B | | 7.0000 ISUW{
Wiews Printable Wersion ‘Go to: |...M0re... j );

Import Agency Reg and S5 Info | f*

B save | L\ Return to Search | Previous in List | +[5| Mext in List | [=] matify | 1 Refresh | f

]

From the Maintain Purchase Order page click the Egauisitions |jn.
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IMaintain Purchase Order

Requisition Details -- CLINT REUT-001

Unit: 58000 PO ID: 5809006179

Requisition Details i Reguester Details

Line Sched Dist Request Req ID @ Req @ PO Gty Amount Red) Amount Req Final
BU ine Sched Distr
1 1 1 68000 530000103805 1 1 1 7.0000 17a0.000 1740000  7.0000 @

Return |

This page identifies the Requisition number and lines copied/sourced to the Purchase Order. If the final
Box is not selected then the PO has not been finaled. Review the Requisition by clicking the = icon.

Click the T button to return to the Purchase Order Form page.
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aintain Purchase Order

1

¥

Purchase Order )2

Unit: 8000 PO Status: Fend Appr 4

o T Budget Status:  Valid @r »

POA Status: FOA Status |

Copy From: I 'I ™ Hold From Further Processing 1

- 1

»

‘PO Date: |1IZII1 512007 [31) Wendor Search Doc Tol Status: Mot Chik'd r

Vendor ICLINT REUT-001 L Vendaor Details r
“Vendor ID: IDDDDDESSEQ Q. CLINT REUTER Receipt Status: Mot Recyd

‘Buyer: IIEIOWMAN L Irene Bowman (580 ‘Dispatch Method: IPrint vI Dispatchj

PO Reference: |Frnm ReqID- 5800001039

Merchandise:
Header Details FO Activities Add ShipTe Somments 1750.00 Calculate}
PO Defaults Document Status FreightTaxiMisc.: 0.0a
Add Comments  Reguisitions Total Amount; 1750.00 USD {
Purchasing Kit Catalog ltern Search Line: I Q To: I Q MI X

Details Ship To/Due Date Statuses ttermn Information Attributes Contract Receiving

Line Sole

Line kem SS Flag Source Type Description Agency Req Nbr PO Gty
=h I— Hospital services - inpatient
{ l‘—é' DERiglE r Q and outpatient Eal I te
Yiews Printable Yersion ‘Goto: |- More.. [~

Import Agency Req and S5 Info |

M AL A S, e

Bl save | S\ Return to Searchl Presious in List | +[E] Mext in List | [=] Matity |  Refresh |

To final the Purchase Order click the Final Icon 1B |ocated in the upper right hand corner.
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This action will finalize all eligible distributions for this PO, Continue’? {10200,3345)

Yes | Mo |

Click the il button to final the Purchase Order.

Maintain Purchase Order

Purchase Order

#
b
#
Unit: 58000 PO Status: Pend Appr x J
PO ID: 5809006178 Budget Status: B iE P
POA Status: POA Status :
Copy From: I YI I Hold From Further Processing J
52
4
‘PO Date: |1DI1 512007 Eﬂ Yendor Search Doc Tol Status: Mot Chik'd 4
[
Vendor ICLINT REUT-001 Q. “endor Details j
*Vendor ID: [ponooz53ez Q, CLINTREUTER Receipt Status:
‘Buyer: IIEIOWMAN Q) Irene Bowman (5801 ‘Dispatch Method: | Print - Dispatch -
PO Reference: IFrDm ReqgID- 5800001039 i
" -
Header Details PO Activities Add ShipTo Cormments Merchandise: e | }
PO Defaulis Document Status LI L 0.00
Add Comments  Requisitions Total Amount: 1750.00 USD 4
[

Furchasing kit Catalog ltern Search Line: I Q To: I Q w

Detalls | Ship ToDueDate | Statuses Y feminformation ) Aftriutes

] Line Sole - i

Line tem SS Flag Source Tvne Description Agency Req Nbr PO Oty ug
=N l— Hospital services - inpatient I—f

{ DE' Ll r Q and outpatient Eal I 7.0000]}= F

<

Yiew Printable Version ‘o to: | hore .. | f:
Impornt Agency Req and S5 Infa | [

E zave | L Return to Search | Presious in List | +[E| Mext in List | Motify | s Refresh | ﬁ

The budget checking status is now Not Chk’d.

Click the Budget Checking Icon@.
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Maintain Purchase Order

d
Purchase Order 3
&
Unit: aa000 PO Status: FPend Appr xq.
PO ID: 5809006179 Buiget Status: Walid }F‘I'_-“]‘ _[Tj :
POA Status: POA Status 4
Copy From: I 'I [ Hold From Further Processing J
= ’
‘PO Date: |1 0/15/2007 El Wendor Search Doc Tol Status: Walid f
Vendor Ik}LINT REUT-001 < vendor Details b
“Vendor ID: IDDDUUESBEE 2, CLINTREUTER Receipt Status: Mot Recvd (
‘Buyer: IIEIOWMAN Q) Irene Bowman (5200 ‘Dispatch Methodd: IPrint v| Dispatch ;
PO Reference: |Frum Reqg ID - 5300001038 j
Merchandise:
Header Details PO Activities Add ShipTo Comments erchiandise 1750.00 Calculatg
FO Defaults Docurent Status L UL oS 000 ——
Add Comments @ Total Amount: 175000 USD T

Catalog ltetn Search Line: I Q

Furchasing kit

To: | 1 Retrieve |

i ttermn Information i Attributes i Contract N Eeceiving
. Line Sole o
Line kem SS Flag Source Type Description Agency Req Nbr PO Gty )
=h I— Hospital services - inpatient

L l‘—'lg' Uekienis r Q and outpatient Eal I ?'j;
Yiew Printable Yersion ‘Goto: . Maore.. j \
Impaort Agency Req and S8 Info | (’

b

B save | LLReturnto Searchl [=] matity | s Refresh | ;
L

Click the Eenuisitions [ink.
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Maintain Purchase Order

Requisition Details -- CLINT REUT-001

Unit: 58000 PO ID: 5809006179

Requisition Details Y Reqguester Details

- . . e . ]
Customize | Find | Wiews All | s

First E 1of 1 E' Last

Return |

. .. Request Req Req Req
Line Sched Dist BU Req ID Line Sched Distr PO Gty Amount Red Amount Req Gty
1 1 158000 53000010385 1 1 7.0000 1750.000

Final

1750000  7.0000 ()

The Final box is updated after the Purchase Order is Budget Checked. To un-final the Purchase Order,
select the Undo Final Icon B located to the right hand corner.

. 8] 4
Click the —l button to return to the Purchase Order Form page.
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SOLE SOURCE/SOLE BRAND AFFIDAVITS

TYPE | Reason for Sole Source/Sole Brand Affidavit must Clearly:

1 Only a specified make, mode, or brand will meet State why the specified
Agency needs even though the makes modes or brands | makes, models or unique
are available from multiple vendors. A brand name services are absolutely
description or other purchase description to specify a essential to the ‘State’
particular brand name, product, or feature of a product, requirements.
peculiar to one manufacturer does not provide for full and
open competition regardless of the number of suppliers
solicited. This restricts competition in that only suppliers
able to provide a specified make, model, or brand are
permitted to compete.

2 Market research clearly shows that there is only one State why the specified
responsible supplier and it can be demonstrated that no makes, models, or unique
other suppliers or services will satisfy agency services are absolutely
requirements. essential to the State’s

requirements, and what
market research was
accomplished to clearly
establish that only one
supplier can provide the
supplies or services.

3 Requirement is for additional units or replacement parts State why the specified
of specified makes and modes of technical equipment makes and models are
and only one supplier available absolutely essential to the

State’s requirements and
what market research was
accomplished to clearly
establish that only one
supplier can provide the
supplies or services.

4 Agency needs to purchase suppliers or services from the | Provide data, estimated cost
original supplier in the case of a follow-on contract and how those costs were
because award to any other supplier would result in derived extent of delay and
substantial duplication of costs to the State that would impact of delay, and other
not be recovered through competition, or in unacceptable | rationale as to the extent and
delays in fulfilling agency requirements. nature of the harm to the

Government.
5 Purchase of a brand name commercial item that will be No additional information

used for authorized resale

needed
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TYPE | Reason for Sole Source/Sole Brand Affidavit must Clearly:

6 Agency has an unusual and compelling urgency for Provide data, estimated cost
suppliers or services and the State would be seriously and how those costs were
injured unless the agency is permitted to limit the number | derived and other rational as
of suppliers from which it solicits bids/proposals. to the extent and nature of

the harm to the Government.
Justification may be prepared
and approved within a
reasonable time after
contract award when
preparation and approval
prior to award would be
unreasonably delayed the
acquisitions.

7 Agency needs to acquire services of an expert, such as Indicate why the source for
expert services to support a current or anticipated expert services is absolutely
litigation or dispute, involving the State in any trial, essential to the State’s
hearing, or proceeding whether or not the expert is requirements, thereby
expected to testify. Examples of such services include, precluding consideration of
but are not limited to assisting the State in the Analysis other sources.
presentation, or defense of any claim or request for
adjustment to contract terms and conditions, whether
asserted b y a supplier or the State, which is in litigation
or dispute, or is anticipated to result in dispute or
litigation.

8 A statute expressly authorizes or requires that the Attach a copy of the

acquisition be made for a specified supplier for
Oklahoma Sate Industries, State Use Committee

referenced statue.
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SOLE SOURCE/SOLE BRAND APPROVAL
AUTHORITY

Acquisition $ Amount $ Within Agency DMPA* $ Exceed Agency DMPA*

Under $2500 No affidavit or approval No affidavit or approval
required required

$2500-$10,000 Agency Chief Administrative State purchasing Director
Officer

$10,000-$25,000 Agency Chief Administrative State Purchasing Director
Officer

Over $25,000 Not applicable. Agency DMPA | State Purchasing Director
limited to 25,000

o DMPA: Delegated Monetary Procurement Authority

Depending on agencies authority the Delegated Monetary Procurement Amount may vary. These
tables are meant as an example only.

Footnote: Datais from the Procurement Information Memorandum (number 99-3 revised).
Issued 09/30/04.
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PURCHASE ORDER TYPES

PO TYPE DESCRIPTION
10 % Waiver As defined in Title 74 O.S. Section 85.4E 2 (c)
Authority Order Purchase made are not subject to the Central Purchasing Act
Title 61 Public Building and Construction Planning Act. (Construction & Properties)
County Local Governmental entity
Court Ordered A Court Order requiring the purchase of certain goods or services by state

agency — as defined in Title 74 O.S. Section 85.44B

Equipment Lease | Lease of products as defined in Title 74 O.S. Section 85.4L

Emergency 61 Applies whenever the Construction and Properties Division of the
Department of Central Services with concurrence of the chief administrative
officer of the public agency affected declares that an emergency exists.

Emergency as used in this section shall be limited to conditions resulting
from any of the following:

1. A sudden unexpected happening or unforeseen occurrence if it is
impossible for the provisions of Section 62 of this title to be observed
because of the time factor and if the public health or safety is endangered.

2. A condition or situation which, if allowed to continue, would lead to
economic loss to the state or to further damage of state property.

C. The provisions of Section 62 of this title shall not apply to the process for
construction of a correctional facility whenever the Board of Corrections
informs the Division that an emergency condition threatens the security of
the state correctional system, including inmate population growth, and the
condition requires expeditious treatment for the review, approval and bid
process as it relates to construction or expansion of correctional facilities.
The Division and the Department of Corrections are authorized to
implement an expedited competitive bid process for the contracting of
consultants and construction of new or expanded correctional facilities that
adequately respond to the emergency. The Board of Corrections shall
provide written notification to the Governor, the Speaker of the House of
Representatives and to the President Pro Tempore of the Senate of the
emergency conditions.

Emergency 74 Acquisition made by the State Purchasing Director or a state agency
without seeking competitive bids to relieve unforeseen condition believed to
endanger human life, safety poses imminent danger to significant property
or is condition certified by the Governor as a serious environmental

situation.
Exempt CP Those orders which are exempt from Central Purchasing Process i.e.
interagency orders, releases against statewide contracts, authority orders.
Fixed Rate Any contract for service for which the Department of Central Services has

approved as qualifying for a fixed and uniform rate pursuant to Section 85.7
11 (a thru f) of Title 74 of the Oklahoma Statutes;

GSA Purchases made from the federal General Services Administration contract
as defined in Title 74 O.S. Section 85.5G2; Section 85.9E.B; Section
85.12B.19 and 21 and processed as defined in Procurement Information
Memorandum 00-2-revised.

InterAgy Purchase of goods or services from another governmental entity.
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DESCRIPTION

Land Purchase Purchase of Land

Lease/Purchase A lease in which the lease payments are applied, in whole or in part, as
installment payments for equity or ownership upon completion of the
agreement. (Title 74 Section 85.4)

Open market A contract for a one-time acquisition not exceeding the acquisition amount
requiring competitive bid pursuant to Title 74 Section 85.7.

Property Lease Space allocation and leasing of real property (Title 74 O.S. Sec. 63 & 94
and Title 73 O.S. Sec. 163)

Professional Bid Services which are predominantly mental or intellectual in character rather

than physical or manual and which do not involve the supplying of products.
Professional services include services to support or improve state agency
policy development, decision making, management, administration, or the
operation of management systems

Professional Non Services which are predominantly physical or manual in character and may
Bid involve the supplying of products

Release Purchase of goods or services against a State Wide Contract. (A contract
for specific acquisitions entered into by state agencies during a specified
period with a provision allowing the agencies to place orders as the
acquisitions are needed for delivery during the period specified.)
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PURCHASE ORDER TYPE AND ORIGIN

The origin is directly associated to the workflow path that a specific Purchase Order requires.

Type of Purchase PO Type Origin Approve Amounts Issued By
Postage<$25,000 InterAgy AGY CPO Agency
Postage>$25,000 InterAgy EXC CPO Agency

Utilities Exempt CP EXC CPO Agency
Release against a Release EXC CPO Agency
Statewide
Other Govt Agency InterAgy EXC CPO Agency
Fixed Rate <$25,000 Fixed Rate AGY CPO Agency
Fixed Rate >$25,000 Fixed Rate CP CP CP
Professional Svc Title Prof No bid AGY CPO Agency
18<$25,000
Professional Svc Title 18 Prof No bid CP CP CP
>$25,000
One Net Release EXC CPO Agency
Authority Orders Auth Ord EXC CPO Agency
Lease Purchase Lease/Purch CP CP CP
Property Lease Prop Lease LSG St Leasing St leasing
Construction and Title 61 AGY CPO Agency
Properties<$500
Construction and Title 61 CAP CAP CAP
Properties>$500
GSA GSA CP CP CP
Sole Open AGY CPO Agency
Source/Brand<$25,000 Market
Sole Open CP CP CP
Source/Brand>$25,000 Market
State Use <$25,000 Open AGY CPO Agency
Market
State Use>$25,000 Open CP CP CP
Market
Open Market <$25,000 Open AGY CPO Agency
Market
Open market >$25,000 Open CP CP CP
Market

Depending on agencies authority the Delegated Monetary Procurement Amount may vary. These
tables are meant as an example only.

If “Use Contract Base Price” is selected then when the Contract is created the PO price cannot be
changed. If the “Price Can Be Changed on Order” is selected then when the Contract is created
the Price on the PO can be changed. The template’s UOM need to match if not you may need to
change it on the PO.
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MESSAGES

There are several types of messages: Warning, Error, and Informational. An Error message is the
only message that will stop you from saving the document if the issue is not fixed. Some
Informational message will require you to make a decision, normally these are Yes or No answers.

ERROR MESSAGES

Microsoft Internet Explorer x|

'T This is nat a walid unit of measure For the item, (10150,191)
L]

Please select a walid unit of measure Fram the prampt,

This means the Unit of Measure selected is not in the Unit of Measure table for the Item ID. If it is
a valid UOM for this Item ID then DCS will add it or you may need to select a different Item ID.

Informational.

& default buyer was found. Would you like to override the current Buyer 1d with the defaultvalue? (10100,138)

Click 'Mo'to keep the current Buyer 1d vou have defined.
Click %es'to override the current Buyer |d with the default value

Yes Mo

The Message" A default buyer was found” is due to changing the default buyer in the Line Item Detail page. If you want to

use the default vendor from the Item ID then click the MNa button. If you want to use the buyer you have selected
then click the Yes button. You do not receive this message if you populate the Buyer in the Header Detail page
first.
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Priority wvendor 0000055794 for itern does nat match the default vendor 0000000580. Use priority vendor? (101051}

The priority vendar defined for the iterm does not match the defaultvendor as specified an the Requisition Farm. Chaose Yes to use the priarity vendor from the item and override the
default vendor. Choose MO to use the default vendor entered on the Reguisition Form.

‘fes | Mo

This message is stating that this Item ID has a priority vendor that is different then the vendor you

inputted in the Header Default. Do you want to use your vendor or the priority vendor? To use your

i

vendor click the 0 button. To use the Item ID priority vendor click the es button.

Warning -- The selected Contract ID BP1E6864, Contract Line Mumber 1 15 out of the contract date range. (10150,154)

The selected Contract is out of the contract date range. Please select another contract.
[0]18 Cancel

This message is received when a SW contract is being copied into a Requisition or PO that has
expired or has not begun.

Microsoft Internet Explorer x|

TT Contrack is not available, or it is not gualified for release. (10400,25)
L

The specified contract does not have an Approved skakus,
ar

The specified contract ID is nak found.

Receive this message when trying to copy a contract into a PO.

A. Contract date is outside of PO date.

Warning -- The Contract is either below minimum guantity (13 or exceed maximum guantity (0. (10150,162)

The Contract is either helow minimum gquantity or exceed maximum amount quantity.
Ol | Cancel |

Receive this message when a quantity enter on the Form page does not meet the minimum
guantity on the SW Contract
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-

; Microsoft Internet Explorer x|
"j Invalid walue -- press the prompt button of hvpetlink For a lisk of walid values (15,117

The walue entered in the field does not match one of the allowable walues, You can see the allowable values by

pressing the Prompt butkon or byperlink.

F
Distribute by: | ﬂ SpeedChart: Q 4
Distributions
Details Aszet Information
. . Sub- Class- i’
Dist Percent  GL Unit Account A_ccolll t Fund Type Fundin Dept Bud Bef CFD
1 [100.0000 |58000 O | Q| [tee01 @ [osoooomt @ Jos @ [ 3

Cne Time Address j
Gl | Cancel| Refreshl %

This message mean a value that was inputted is incorrect. The REQ/PO cannot be saved.

Custorn price on line 1, schedule 1. Override with systern calculated price® (10150,189)

The schedule is having a custom price and the systern has calculated a different price than the custam price. Select es'to Override with system calculated price.

fes o |

(The price inputted is the Custom Price (your price) , the system calculates a price (standard) based upon
Item ID, Priority Vendors, and Contracts.)

Click the LI to use your price.

Warning -- Distribution AMT Sum on Schedule 1 (39.00) is less than Req Distribution AMT Sum (40). (10200,315)

The open amount of the original distributions on requisition cannot be reopen when distribution is by amounts. The
requisition is required to be fully sourced. If you need to make this requisition available for sourcing again you have to
Clear Req first .

This message is received when you save a PO connected to a requisition distributed by amount and there is a
balance left on the requisition.

Warning -- Distribution AMT Sum on Schedule 1 {39.00} is less than Req Distribution AMT Surm {40). (10200,3145)

The open amount of the ariginal distributions an requisition cannaot be reopen when distribution is by amounts. The requisition is required to be fully sourced. If you need to make this
requisition availahle far sourcing again you have to Clear Req first.

0K Cancel |
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x|

','j The Yendor id is required, (10200,377)

Please enter Wendor before entering ling information,
0].4 |

Received when the Item ID was inputted without the vendor ID.

Mic x|
'T Buvyer is required. {10200,277)
L]

Please enter Buver before entering line information,
Ok |

Received when the Item ID was inputted without the Buyer.

0

If you have multiple distributions in the Default header and you use the amount only field you receive a
message when adding the next schedule and click the refresh button.

VWarning -- Price on line 1, schedule 1 does not balance to sum of value adjustments for the schedule. (10200,4)

The price on the specified schedulea does not match the sum ofvalue adjiustments for that schedule whete the impact type of the value adjustrments are Price and the adjustment will
be applied.

Ok Cancel I

P110 Purchase Order Administration Page 170 of 177
Revised: October 1, 2007



CORE Oklahoma

Price Adjustment Page

T T

-
POForm Y Scheduls "
pre *
v i

Unit: 53000 PO: 5809003838 ‘PO Date: 02/24/2008 [ AXDTHiER "
Velltlol:IDCS-Dm 4qD: |0000000530 =) Lookup Details ‘Buyer: RMARWELL Ronney Maxwell i
»

PO Status: Dispatched Receipt: ot Recvd  Budget Status: valid Doc Tol Status: valid

. Line Sole e y
el Line ftem > Hag —!EI Description Agency Req Nbr O Lategory Amount
Sel Line ftem SS Ha Source Type Description Agency Reqg Nbr PO Oty UOM Cateqgol Amount gf
Shipping and handling Eh
1098930 O Q cherges B | 1.0000 SUM 098530 5.00 Ui
;
3
Merchandise: 500  AdjAmt: 0.005  Total Amount: 500 USD Backerder Status: Nong {
‘Goto: Header Details Defaults ltermn Search Header Comments Line Detalls  Requisitions
Copy From Kit Catalog Ling Comments [ More.. H
Import Agency Req. & Sole Source Info. | -
& s=vel  (QRetum to Search | ([ENotify | (% Refresh | S
PO Form | Schedule x

From the PO Form page click the Schedule tab.

FOForm | Schedule |

Unit: 58000 PO: 5808003838 A x in @/

PO Date:  02/24/2006 PO Status: Dispatched Receipt: Mot Fecwd Budget Status: walid

Line: 1 ftermn: 083930 Shipping and handling charges
Schedules

Sel Sched 'Due Date 'Ship To PO Oty Amount Revision Status
¥ 1 0252452006 58030 1.0000 5.00000 5.00 Active =

PO Oty 1.0000 UOM:  SiUm Amount: .00 USD
Ship To Comments Ship To Address Qne Time Address Salesilse Tax Schedule VAT
Schedule Details Crice Adjustmenty  Misc. Charges Schedule RTY Distributions Backorder PO
ﬁSave QReturnto Search] ElNo‘tify ) "J-Reflesh) FHkadd

PO Farm | Schedule

Click the Etice Adjustment |ink.
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Price Adjustments for Schedule 1 -- DCS-001

PO 5209003838 Line: 1 Sched: 1 hem: 039330 Shipping and handling charges ==
Adjusted Price: 1315000 Current Price: 5.00000 UsD Chanhge Price  SortValue Adjiustments
First (4 4 o 4 0¥ L
"Seq: I 1 *Type: IBAS Base Base Price Type: ltem Std =l
*Adj Meth: Tt
[Amt = 13.19000
| 7 shipTo 7 UOM gty Needed: Actual:

Ok | Cancel| Refreshl

This amount is what was calculated by the system (item id).
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CUSTOMIZE DISTRIBUTION FIELDS

Maintain Purchase Order 3
L - -
Distributions for Schedule 1 3
Unit: 58000 Vendor: CLINT REUT-001 ;
POID: 5809006179 Item: 094846 Hospital services - inpatient and autpatient .'
Line: 1 r
Sched: 1 Status: Active
“‘Distribute hy: Quantity =] Schedule Oty: 7.0000 i
Merchandise Amt: 1750.00 UsD {
SpeedChart: . Multi-BpeedCharts Doc. Base Amount: 175000 USD f'

DetailziTax Asseﬂmormatmn N e Detail b Statuzes

Chartfields

ALa

o . = - Sub- Class- .
Dist Status Percent PO Oty  Amount Currency 'GL Unit  *Account Account Fund Type Fundin Dept Bud Ref CFDAZ Program  Project

1 Open lm 7.0000 1750.00 USD 58000 O |511110 Q Q [tooo S pesot O |ozodo14 G IDS QI Q Q.

QK Cancel Refresh

T T T R

PC Bus
Unit

Ta| Q| Q| Q| Q| Q| Q| Q| Q E[E]

Oper Unit Afiiliate Fund Affil Activity

Category Subcategory

From the distribution page click the Customize Link.
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Tab Chartfields ffrozen) I Iy
Dist (frazen) = = x|
Status (frozen)
Percent (frozen)
PO Oty I Hidden ™ Descending
Armount I Frozen
Currency

*GL Unit

*Account

Sub-Account

Fund Type

Class-Funding

Dept

Bud Ref

CFDAR

Frogram

Project

Oper Unit

PC Bus Unit

Affiliate

Fund Affil

Activity

Source Type

Categaory

Subcategary

Tab Details/Tax

Base Amt

Base Currency

Currency

(colurmn 41)

Budg Dt

*Lacation

I Unit

Statistics Code

Consigned

Peg Status

Y B P - - " i P T e ra P S Y »

To hide a field click on the field then select the Hidden Radio box.
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Tab Chartfields (frozen) [ (&
Dist (frozen) = D = X
Status (frozen)

Percent (frozen)
PO Gty ¥ Hidden I Descending

Amount I~ Frozen
Currency (hidden)

*GL Unit

TAccount
Sub-Account

Fund Type
Class-Funding

Dept

Bud Ref

CFDA

Program (hidden)
Project (hidden)
Oper Unit (hidden)
PC Bus Unit (hidden)
Affiliate (hidden)
Fund Affil (hidden)
Activity (hidden)
Source Type (hidden)
Category (hidden

C bt gty (hididsek i P T b e r ko e- o F

Click the LI button to return to the Distribution page.

Maintain Purchase Order

Distributions for Schedule 1

Unit: 58000 Vendor: CLINT REUT-001
PO ID: 58090061749 tem: 094846 Hospital services - inpatient and outpatient
Line: 1
Sched: 1 Status: Active
"Distribute by: [quantty ] Schedule Oty: 7.0000
Merchandise Amt: 175000 USD
SpeedChart: I Q Multi-SpeedCharts Doc. Base Amount: 1750.00 USD

First [4] 1af 1 ] Last

Chartfields | DretailziTax 3 Azzet Information 3 Req Detail 3 Statuzes
i . P Sub- Class- -
Dist Status Percent PO Oty  Amount GL Unit Account Account Fund Type Fundin Dept Bud Ref CFDA=

1open [ronn [7.o0mo 1750.00 [58000 Q [511110 < | Q [rooo @ [res01 @ [ozosn1s @ oz Q| Q =

Ok | Cancel | Refreshl

If you decide a field is needed you will need to go back to the Customize page and unhide the field.
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PO ACTIVITY LINK

This link will allow users to track changes and issues on the Purchase Order. This is a good place to
store helpdesk issues and resolutions, Change Order request, etc...

Maintain Purchase Order
Purchase Order

Unit: 58000 PO Status: Fend Appr X
PO ID: 2809006179 Budget Status: valid i\ [
POA Status: Eo& Status
Copy From: I—L, I™" Hold From Further Processing
S
‘PO Date: IW El Wendor Search Doc Tol Status: Walid
Vendor MQ Wendor Details
“Wendor ID: IW Q. CLMNT REUTER Receipt Status: Mot Recwd

‘Buyer: IIEIOWMAN Q. Irene Bowman (580) ‘Dispatch Method: |F'rint 'I Dispatch |

PO Reference: |me Req D - 5300001039

Merchandise:
HeaderDetails (PO Actihities) Add ShinTo Comments ‘ e |
PO Defaults Document Status Freight TaxMisc.: 0.00
Add Comments Requisitions Total Amount: 1750.00 USD

B R R g b s e b e S

Purchasing kit Catalog ltern Search Line: I Q To: I Q M

e Shigy To/Due Date i Statuzes 3 ttem Infarmation i Attributes [
. Line Sole o P
Line em 23 Flag v Lescription Agency Red Nbr
ine tem SS Ha Source Tupe Description Adgency Req Nbr PO Gty I
=h Ii Hospital services - inpatient

! DE' 094846 r Q and autpatient Ea I I ?'DDDE{

A

view Printable Wersioh ‘Goto: |- More =] :’:
Import Agency Req and S5 Info | T

& Save | LU Return to Search | Matify | s Refresh | j

From the Purchase Order page click the PO Activity Link.
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Maintain Purchase Order

Purchase Order Activities

Unit: 58000 PO D 58090061749 Vendor:  CLINT REUT-001

Custormize | Eind | i First E 1of 1 E| Last

Done ‘Due Date Seqlum  'Comments
el el =€ @ =
]%4 Cancel Refresh
Input data.

Maintain Purchase Order

Purchase Order Activities

Unit: ag000 PO ID: 58090081749 Vendor:  CLINT REUT-001

Customize | Eind | i First [+] 1of 1 [¥] Last

Done 'Due Date SeqNum ‘Comimemts
1 0 [tonmizoor [ 1 [Field a help desk cabe. #222115. PO & [=]
] 4 Cancel Refresh
Click the L button to return to the Purchase Order Form Page.
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