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CREATING A DIRECT PUCHASE ORDER

Step 1 — Enter Purchase Order Data

Follow the following navigation

Navigation: Purchasing>Purchase Orders>Maintain Purchase Orders

Purchase Order

{ Eind an Existing Yalue | Add a New Value

Business Unit: |34IIIIIIIII Q
Purchase Order: INE}{T

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 48| putton to take you to the Purchase Order Form page.
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/ POForm Y Schedule

Unit: 34000 PO: PO Date: [14/0312006
Vendor: | QO &lﬂ Lookup Details ‘Buyer:

PO Status: [nitial

e YE WY

Receipt: kot Recwd  Budget Status: not Chicd Doc Tol Status: kot Chi'd

Customize | Find | ¥i

Sel Line ltem SS FHaa Line Sole Description Agency Redq Nbr PO Oty ‘UomMm Cateqory Amount Curr Statf
I Source Type I -
o1 Q [ Q| = = [lal a Actwg
L]

-
4
F

k-

L |

{
Merchandise: Adj Amt: D.Dﬂﬂ Total Amount: IJSD  Backorder Status: Haong {
»
‘Goto: Header Details Defaults [temn Search Header Comments Line Details {
Copy From Kit Catalog Line Comments I- Mare . j &

Import Agency Req. & Sole Sodrce Info. | +

o
Bl save | Mitify | ty Refresh I g
PO Form | Schedula :',

Input the Vendor Number and Buyer’'s Name. Click the M button to validate data. (To change the vendor
location or address, click the Header Details |ink,)
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[ POForm ' Schedule 4
Unit: 34000 PO: MEXT 'PO Date: 0410372008 B &1 A XoR -.'
Vendor: IDCS-UEH Q ‘I IUUUUUUUSBU Q= Lookup Details ‘Buyer: IRMWELL Q Ronney Mawwell J
PO Status: Open Receipt: MNotRecwd Budget Status: Mot Chik'd Doc Tol Status: Mot Chik'd

( ormize | Find | v
Sel Line tem SS Haa Line Sole Description Agency Req Nbr PO Oty ‘UoM Cateqgory Amount Curr Statu;.
- = Source Type -
Voo Q Q| = = | [ a] Q Activej
-«
+
P
Merchandise: Ad) Amt: D.DDE Total Amount: UsD  Backorder Status: Mone f,
‘6o to: Header Details Defaults [temn Search Header Comments Ling Details j
Copy Frorm Kit Catalog Line Comrments I_ More ... j "t
Impart Agency Req. & Sale Source Infa. | ’
B save | Matify | 1 Refresh I j
PC Form | Schedule k'’
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Step 2 — Update Header Details

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

Click the HeaderDetails ik,

PO Header Details

Unit: 34000 PO MEXT

Vendor: DCs-001 PO Date: 040212006  Budget Status: ot Chk'd

‘PO Type: @ PORef: |

‘Billing Location: |34EIIIIIII Q. Billing AddressOrigin: ChtrlPurch
¥ Tax Exempt D: |T35EI1 Taar Letter of Credit ID: I 3,

Currency Code: usD Exchange Rate Detail

Rate Date: 04032006 Exchange Rate: 1 .00000000
Fate Type: CRRMT Base Currency:  USD

[ Hold From Further Processing

¥ pispatch ‘Method: |Print vI Acctg Date: |u4m3rznua [=1]
Accounting Template: IET&NDARD 2

]2 Cancel Refresh |

Update information on this page and click the LI button to return to the Purchase Order Form page.
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Step 3 — Input Item ID

/ POForm {_ Schedule

Unit: 34000 PO:  NEXT PO Date: 0432006 B & A X 0 R
Vendor: [DCE-001 Q 4p: [0000000580 QL Lookup Details *Buyer: [RecWELL A Ronney Mawell

PO Status: Open

Receipt: motRecvd Budget Status: Mot Chik'd Doc Tol Status: Mot Chk'd

I;.“m-, ‘--\‘_.,

First E 1af 1

Custarmnize | Find | View &)l | B8
Line Sole

. o . r
ael Line ftem 23 Flafg i Description adgency Redq Nir Al Lategory AMOoUnt LUim status

el Line ,Em SS Fla Source Type Description Agency Req Nbr PO Gty Uom Cateqo Amount Curr Status A
() X a = B Cal a |
[

’

-«

R

1

T

Merchandise: Adj Amit: 0.00%  Total Amount: LUsDh  Backorder Status: Mone {
‘Goto: Header Details Defaults ltern Search Header Comments Line Details f
Copy From Ki Catalog Line Comments [ more =] )

lmport Agency Red. & Sole Source Infa. | {

Bl save Matify | 1 Refresh I {
PO Farm | Schedule {

Input the Item ID and click the @Fefiesh | 1y itton. If the Item ID is not known then click the Lookup Icon “ located to
the right of the line.

Click the Lookup Icon B
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Look Up Item

SetlD: ooooa
tem ID: |hegins withj|
Categorny: |I:jegins withj| Q

Description: | hegins with j |

Look Up | Clear | Cancel | Basic Lookup

Search Results
Qnly the first 300 results can be displayed. Enter more infarmation above and search again to reduce the number of search results.

Wi All 1-100 of 200 |I| Last
itemn ID Cateqgory Category ID Description
noos noos 17444 ABRASIVES
IINENE] noos14 ooooz ABRASIVES COATED: CLOTH,

ooo51404 00051404 00003 ABREASIMES, PLASTORME
00051404 A 00051404 00003 See Line Comments
00051404 B 00051404 00003 See Line Comments
ooo51404 © 00051404 00003 See Line Comments
00051404 O 00051404 00003 See Line Comments
ooo51404 E 0005140400003 Seeline Comments
000514040351 00051404 00003 ABEASIVES, PLASTOMNE
PETIANANGS ROSSANG 00003 o  AREAZLES Pl ST oNGs

’J,...f.-'_-.p-..fs__f‘_-_,

You can narrow your results by inputting an item number, category, or description and clicking theM
button. In this example a description of “EQUIPMENT” was used and received the following results:
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Look Up Item

Setll: oooon
tem ID: |begin5 with jl
Category: |begins with j| Q

Description:lbegins withjlequipment

Look Up | Clear | Cancel |Elasi|: Lookup

Search Results

122 of 22
item ID Category Category ID Description

O7R552 07E552 14634 EQUIPMENT & PARTS, CASE
04053410165 0405341008265 EQUIFMEMNT (PER INSTRELIMEMNT
Q03540 Q03540 00450 EQUIPMENT AIRFPLARE

O7ROGRS O7EORS 14542 EQUIPMENT ARD PARTS

O7R55T 076557 146349 EQUIPMERNT ARD PARTS FORD
003545 003545 00451 EQUPMERNT HELICZOPTER

ag24 0924 160345 EQUPMENT MAIMNTEMNARNCE

0831 0931 16084 EQUIPMENT MAINTEMNAMNCE, RE

05934 0934 16114 EQUIPMEMNT MAIMNTEMNARNCE, RE

0936 0936 161245 EQUIPMEMNT MAIMNTEMNAMNCE, RE

09338 0934 162594 EQUIPMENT MAIMNTEMNARNCE, RE

e e R L R o L Tt e TR o e

You can make your selection by clicking on the link. In this case Item ID “076552” was used.
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/ POForm Y Bchedule
Unit: 34000 PO:  NEXT ‘PO Date: 040312006 5 & =

V&Il(lOT:IDCS-DD'I a 'ID: IDDDDDDDﬁSU Qﬂ Lookup Details *Buyer: IRMA}{\NELL '} Ronney Maxwell

PO Status: QOpen

Receipt: MotRecwd Budget Status: rot Chic'd

Doc Tol Status: Mot Chik'd

Line Sole

Sel Line kem SS Flag Description Agency Redq Nbr PO Gty ‘UOM Cateqgory

Customize | Find | Wiew &

Source Type

pe—————— =
I 1 |D?5552 QO Q'Case equipment and l jl B | @ Q

Merchandise: Adj Amt: D.Dﬂﬁ Total Amount: IJSD  Backerder Status: Mone
'Goto: Header Details Defaults Itermn Search Header Comments Line Details
Copy From Kit Catalog Line Carmments I_ More . j

Import Agency Req. & Sole Source Info. |

Bl save | [ Motify | s Refresh I

FCQ Form | Schedule

r
r,
{
£
1
g
]
<
{

. ) Refresh . .
Input the PO QTY and click the button to validate the data. In this example “3” was used.
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/ POForm Y Schedule

Unit: 34000 PO: MEXT

PO Status: Open

Line Sole

PO Date: |04/03/2008 ) g
Vendor: [DCS-001 Q wp: [0000000530 QF Lookup Details *Buyer: |RMASWELL Q. Ronney Mawel

Receipt: MotRecvd Budget Status: Mot Chk'd Doc Tol Status: Mot Chk'd

=

Customize | Find |

» oy 4y

First 4] 1 of

Impart Agency Req. & Sole Source Info. |

B save | [=] Matify | s Refresh I

PO Farm | Schedule

. L ] i
=€l Line fem 22 Flaqg VI Lescrnplion Adency Red Nbr UM Lateqgory L Status,
Sel Line kem SS Ha Source Tvpe Description Agency Req Nbr PO Oty Uom Cateqol Amount Curr Status
M 1 |o76552 aQ r C |Case equipmentand =5 = 3.0000)|EA QL 076552 SD Acti\fef
Merchandise: 67.35  Adj Amit: 0005 Total Amount: 67.35 USD Backorder Status: Mone
‘Gote: Header Details Defaults Itern Search Header Comments Ling Details

Copy From Kit Catalog Line Comments [ mare =]

At bt ot oAbt Lo onl ey s et

The Amount defaulted in from the Item ID.
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Step 4 — Enter the Header Comments

Access the Header Comments page by clicking on the Header Comments link.

PO Header Comments

Unit: 34000 PO MEXT
Find | view Al First [ 1 o 1 [ Last
B
¥ Active Only '‘Sort Methd: | “omment Time Staj ‘Sort Sei: Iﬂxscending 'I
Comments:
¥ Sendto Vendor [ Shown at Receipt [ Shown at Voucher
File Name: | File Extension: I %
Standard Comments GoTo Source Fetch lterm Specs
Ok Cancel Refrezh

Input any comments that apply to the whole Purchase Order in the Comment Field.
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PO Header Comments

Unit: 34000 PO MEXT

First E 1 af 1 |I| Last

&

7 Active Only  “Sort Methd: | CommentTime Sta ¥ sort seq: | Ascending =] B2

Comments:

Enter Header Camiments here thatwill apply ta PO, ;l
¥ SendtoVendor [ Shown at Receipt [ Shown at Voucher

File Name: | File Extension: I %
Standard Comments GoTo Source Fetch lterm Specs

Ok | 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.
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PO Header Comments

Unit: 34000 PO MEXT

First E 1 of 1 |E| Last

B

¥ Active Only ‘Sort Methd: | Comment Time Sta = | -Sonsﬂl:lﬁxscending -|

Comments:

Enter Header Comments here thatwill apply to F'D.| ;I
I Sendto Vendor I Shown at Receipt [~ Shown at Voucher
-

File Name: | File Extension: I &
Standard Comments GoTo Source Fetch term Specs

(] 4 Cancel Fefrezh

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

Purchasing_PO Matching 14



Standard Comments

DCS requires certain Purchase Orders to contain certain comments concerning the purchase. Instead of having to type
this information into each Purchase Order, DCS has a list of Standard Comments that when selected will default in. These

comments are called STANDARD COMMENTS and must be added to these Purchase Orders.
regulations: http://www.ok.gov/DCS/Central_Purchasing/index.html.

Click the ] button in the upper right hand corner and then the Standard Comments iy

Standard Comments

*Action: Zut and Paste

Std Type: @ Comment ID: @

‘Eff Date: [o&i18r2008 Status: [ecive -

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

See DCS rules and

From this page you can select the “Standard Comment” by inputting the Std Type and Comment ID. If you do not know

this information, click the Lookup Icon <. located to the right.

Purchasing_PO Matching
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Click the Lookup Icon™ for the Std Type.

Look Up Std Type

SetlD: aoooo
Standard Comment T}.me:l hegins with j |
Description: |begin5 wiyith j|

Look Up | Clear | Cancel | Basic Lookup

Search Results

17 of 7
Standard Comment Type Description
ad5 QDOT TERMS ARD CORNDITIONS
[o{u] N ROk COLLUSICM
oTm CTERM
gL IT Solicitation Terms
Vi SERVICE
T&C TERMS ARD COMDITIONS
TEM TERmMS

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

*Action: | Zut and Faste j
Std Type: IICOL Q Comment ID: | &
‘Eff Diate: IDEH ar200e ‘Status: I Aretive vI
Description: |
Shont Desc: I
Comments:
] | Cancel | Refresh |

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

SetlD: aoaao
Standard Comment Type: CoL
Standard Comment ID: | heging with j |
Description: | heging with j |

Look Up | Clear | Cancel | Basic Lookup

Search Results
1 af1

Standard Comment ID Description

NOMC MOM COLLLISION

Note: The Comment ID is unique to the Std Type. The Comment ID must have a STD Type or an error will be received.

Select the comment by clicking on it.
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Standard Comments
*Action; | Cut and Paste j
st Type: ICOL &) Comment ID: INONC Q
‘Eff Dvate: IIZI r24r2006 Status: I Active = I
Description: |
Short Desc: I
Comments:
]2 Cancel Refresh

Click the __9K__| putton.

Purchasing_PO Matching
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PO Header Comments

Unit: 34000 POy MERT

Find |view Al First [ 101 [ Last

=
7 Active Only  +Sort Methd: | CommentTime &ta | sort Seq: | Astending x|
Comments:
THIS BID IBWALID IF MOT SIGHED AMD MOTARIZED ﬂ
Affidavit:
State of County of , of lawful age, being
first fily swenrn nnonath sav that 1 fShe s the doly anthiorized anant of Ridrar j

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

File Name: | File Extension: I &

Standard Comments GoTo Source Fetch lterm Specs

Ok | Cancell Hefreshl

Fetch Item Specs- If an Item ID has a description over 250 characters, this link will become available and link will pull up
the item’s complete description and move the specifications to the Comments page. The Send to Vendor option on the
Comments page will be automatically selected and the item specifications will be eligible to be sent to the vendor. Select
the Hyperlink, select the radio box located to the left of the description. and click OK.

Click the __2K__|putton.
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Step 5 — Verify Line Item Details

Use the Line Details page to verify or modify additional details on the line. Select the line item to review by clicking the

Radio Box ¥ located to the left of the line on the PO Forms page. Click the Line Details link.

Line Details -- DCS-001

=11
PO: MWEXT Line: 1 Case equipment and parts DE'
Backorder Status: Mone
™ Amount Only Status: Active
Amount: G735 JSD Doc. Base: 67.35 Base Currency: USD
Cateqgory: 0765452 CASE EQUIPMENT AMD PARTS  Category ID: 14634
Contract SetlD: 00000
Contract ID: Q. Line: I Q
Release:; MEXT  Contract Details
RFQ ID: UPNID: 0o0ooo

Vendor lem ID: |

vndr Catlg; |

Ity 1D I Q

Ifg ttm 1D: | Q

‘Price Oty: IScheduIe vI ‘Price Date: PO -

Replenish Code:

I— 2
(iv‘ Receiving Required ) ™ Device Tracking

[ Inspection Required Inspect ID: I

Configuration Info
o]34 | Cancell Refreshl

Purchasing_PO Matching
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When this option is selected the PO line must be set up with a PO QTY of “1” and UOM of “SUM”.

Receiving Required - This option is used to require the Item Ordered be received and matched to a payment.
This option defaults in from the Item ID as being required and must be deselected if not required; otherwise the
voucher will fail matching. When Receiving Required is selected this is known as 3-way matching.

Inspection Required - This option is used to require the Item Ordered be inspected and matched to a payment.
This option does not default in and will need to be selected if used. This option is known as 4-way matching.

After data has been verified or changed, click the  ©k | button.

Purchasing_PO Matching
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{ PO Form (ﬁchedule )
4

Unit: 34000 PO:  NEXT PO Date: [04/0372006 [ ¥ AXTOE

Vendor: |DCS-DD1 Q D IDDDDDD%SU QA Lookup Details *Buyer: IRMWELL S Ronney Maxwell

PO Status: Open

& o &~

Receipt: mMotRecyd  Budget Status: Mot Chic'd Doc Tol Status: mot Chk'd

omize | Find | Vi

Sel Line tem SS Flag Line Sole Description Agency Req Nbr PO Gty ‘UoM Category Amount Curr:
= = = Source Type =
F 1 |o76552 ar Q_ |Caze equipmentand = B | 30000 [EA Q4 076552 67.35 us{
1
L d
4
-

-
Merchandise: G7.35  Adj Amt: D.Dﬂﬂ Total Amount: G7.35 USD Backorder Status: Mone -
L
‘Goto: Header Details Defaults lterm Search Header Comments Line Details 4
Copy From Kit Catalag Line Camrments [ More . | ?

Import Agency Beq. & Sole Source Info. | (
E save | [=] mctiey | s Refresh I ?
P Form | Schedule f
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Step 6 — Verify Shipping Details and Input Distribution Information.
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 tab.
[ POForm } Schedule 1

Unit; 34000 PO: MEXT A x
PO Date: 04/03/2006 PO Status:  Open Receipt: Mot Recvd Budget Status: Mot Chik'd
! First E 1 of 1 |I| Last
=l
Line: 1 ltem: 076552 Case equipment and parts l‘_é'
Customize | Eind | “Wiew All | i First [4] 1of 1 [¥] Last
Sel Sched '‘Due Date ‘Ship To ‘PO Oty Price Amount Status
~ 1|osrazo0g [ |58030 O | o000 | ( 2245000) | B7.35 Active [=]
PO Ony: 3.0000 UomMm: Ea Amount: G7.25 LISD
Ship To Comments Ship To Address Dne Time Address Salesilse Tax Schedule WAT
Schedule Details Frice Adjustment Misc. Charges Schedule RTY Distributions Backorder PO
El save | [=] Matify | t Refresh E 2dd | Llpdate.l'DispIa'-,fl

PO Form | Schedule

From this page you can change the Unit Price if needed. (The unit price defaults from the Item ID.)
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Distribution Information

To access the Distribution page, click on the Distribution link.

Distributions -- 1 ?
=0

PO: MNEXT Line: 1 Sched: 1 Men: 075552 Case equipment and parts = P!

f L

‘Distribute by: [Quantity ) =l Speetltlmrl:l QU Mutti-SpeedCharts  Status:  Active r
Details | More Detalls ' Asset Information ) Reg Detail

Sel Dist POOty Percent Amount Currency ‘GL Unit Account Account Fund Type Fundin Dept Bud Ref CFDA= Program .

[ |.3.Dnnn 100.0000 BD [34000 @ {E33220 ) | Q| Q| Q| Q | Q| Q| (5

&

4

:

Amount: BY.35 USD Doc. Base: BT.25 3D PO Cry:  3.0000 f’

Distribution Details  Projects Asset Information  Reg Detail Distrib Salesi/lUse Tax  Distrib WAT 3’

ok | cancel | Remesn | f.‘.

Distribute by: Quantity - Defaults if nothing is selected. Used when ordering quantities.
Amount - Used for 1 sum , mostly contracts.

In this example, the PO line is distributed by Quantity.

Input the Fund, Class Department, Bud Ref and any other information needed. If needed, you can change the
account by inputting the value or clicking the Lookup Icon <
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Distributions -- 1

PO MNEMT Line: 1 Sched: 1 Mem: 07E552

‘Distribute by: |Quanti’rg.r j SpeedChart: I Q

=h
Case equipment and parts =

Multi-SpeedCharts  Status:  Active

™ i |

i More Details e Aszet Information 4 Feq Detail

Sel Dist POOty Percent Amount Currency *GL Unit Account Account Fund Type Fundin Dept Buid Ref CFDAZ Proaral
¥ 1| 3.0000 | 100.0000 57.35USD (34000 O [533220 O | Q Q @ooony (3500001 )2, {oe) 4 | Q|

Amaount: 6735 UsDh  Doc.Base: B7.35 LISD PO Oty:  3.0000

Distribution Details  Projects Ascet information  Req Detail
ok | cancel | Refresh |

Distrib Salesidse Tax  Distrib WAT

Mgy metide ntd sty o Ay 4%

Click the _Remesh | putton to validate the data.

Click the ___%¢__| putton.
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/' POForm { Schedule Y

Uniit: 34000 POz MEXT & x
PO Date: 04/032006 PO Status:  Open Receipt: Mot Recyd Budget Status: Mot Chk'd
First El 1 af 1 El Last
_ Bk
Line: 1 hem: 075552 Casze equipment and parts -
! First E 1of 1 |I| Last
Sel Sched *Due Date ‘Ship To ‘PO Oty Price Amount Status
V 1 |osiarzo06 [+ 58030 O | 3.0000 22.45000 | B7.35 Active [=]
PO Oty:  3.0000 UOM:  EA Amount: B7.35 USD
Ship To Comments Ship To Address Dne Time Address Salesillse Tax Schedule VAT
Schedule Details Price Adjiustment Mizc. Charges Schedule BTY Distributions Backorder PO
B save | [Z] Motify | ty Refresh E'q-.ﬂ-.ddl A Upddate Displary

PO Form | Schedule

Purchasing_PO Matching
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Step 7 — Matching

Matching is a flexible process that compares vouchers with purchase orders and receiving documents to ensure that
you are paying for what you ordered and received. The system automatically performs the required matching based
on the document characteristics. The purchase order header sets the match control for all applicable lines. At the
purchase order line schedule level, you can also specify if matching is required. The only time matching is not
required are for Authority Orders.

Two-way matching compares vouchers and purchase orders if receiving-required is not enabled on the purchase
order.

Three-way matching compares vouchers, purchase orders, and receipts if inspection-required is not enabled on the
receiver.

Four-way matching compares vouchers, purchase orders, receivers, and inspections if inspection is required.

Receipt-only matching compares vouchers to receipts.

Click the [_FOEam_§ap.
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Review the Header Match Status

POForm Y Schedule | y

*

Unit: 34000 PO: MEXT ‘PO Date: 040372006 [5 & A XoR *

Vendor: [DCS-001 a, ID: |Dnnnnnnsan Q% Lookup Details ‘Buyer: |RMAXWELL & Ronney Mawell 4

L

PO Status: Open Receipt: Mot Recyd  Budget Status: Mot Chid'd Doc Tol Status: Mot Chidd 3
Sel Line hem S5 Flag Line Sole Description Adgency Redq Nbr PO Oty

= = = Source Type -

M 1 |076552 Q Q |case eguipmentand =5 | 30000 }

{

F

X

Merchandise: G67.25  Adj Amt: U,Dnﬁ Total Amount: 67.25 LUSD Backorder Status: Mone j

y

"Goto: Header Details Defaults [term Search Header Comments Line i ‘;

Copy Fraom Eit Catalog Line Comments . fore .. -

mport Agency Req. & Sole Source Info. I r

El save | [Z] matify | % Refresh f

PO Form | Schedule {

In the bottom right hand, click the = button located to the right of - Mare .. =l click the 11-
Matching Link.
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PO Matching -- DEPARTMENT OF CENTRAL SERVICES

Unit: 34000 PO MEXT

To Match

‘Match Action: IStandard 'I ‘ERS Action: INI:I 'I
Match Rule: ISTANDARD i

0]24 | Cancell Refreshl

You can change the PO’s Match Action to “No Match” by clicking the = button and selecting it. This should never be
done unless it is on an Authority Order (when you select the AO vendor, this will automatically default to “NO

MATCH”). The match rules prevent users from creating payments that exceed the Purchase Order and

Purchasing Schedule Detail quantities and amounts.

Match action defaults in from the vendor set up.

e All Vendor's PO(s) Default is set to Match (Except AO)

e Authority Order Vendor Default is set to “No Match”

e The Header matches on Vendor number and Vendor Location.

Click theLl button.

Purchasing_PO Matching
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POForm Y Schedule )

-
Unit: 34000 PO:  NEXT PO Date: |04/032008 [ & = 4
Vendor: [DCS-001 Q ‘ID: IDUUUUUUEBU Q5 Lookup Details *Buyer: [RMAELL QU Ronney Mawwell 4

PO Status: Qpen Receipt: Mot Recvd  Budget Status: Bot Chk'd Doc Tol Status: Mot Chk'd 4

Ling Sole

Sel Line ftem 2> Flaf i Description Aflency Red NDP
Sel Line hem S5 FHa Source Tvne Description Agency Redq Mbr PO Oty
¥ 1|078552 SR Q |case eguipmentand = B | 3.0000;
4
1
4
v
)
Merchandise: 67.35  Adj Amt: 0005  Total Amount: BE7.35 USD Backorder Status: Mone ¥
=
"Gote: Header Details Defaults [termn Search Header Comments Line Dietails ?
Copy From kit Catalog Line Comments ... lore . {
Import Agency Req. & Sole Source Infa.
Bl save | [=] Motify i Refresh
PO Form | Schedule j

Click the i =Schedule ' tgp,
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/' POForm { Schedule Y

Unit: 34000 PO:  MEXT

PO Date: 040372006

P Status: Qpen Receipt:

Line: 1 em: O0TEA52

Mot Recvd

Case equipment and parts

A X

Budget Status: Mot Chk'd

Ship To Address
Price Adjustment

one Time Address
Misc, Charnes

Ship To Comments

(ochedule Details

& Save | [Z] Motify | L Refresh

P Form | Schedule

SalesilUse Tax

Sel Sched *Due Date ‘Ship To ‘PO Oty Price Amount Status
V 1 |omi0giz006 [+ |ss030 Q| 3.0000 22.45000 | B7.35 Active [=]
PO Oty: 3.0000 UomM: EA Amount: G7.35 LISD

Schedule WAT

Schedule BTV Distribiutions Backorder PO

S 2l | UpdateDisplay

To review the Match Status on a PO Schedule click the Radio Box |

the Schedule Details link.
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D etails for Schedule 1 -- DCS-001

PO MEXT Line: 1 Sched: 1 Mem: 07GA52 Case equipment and parts
Amount: 7.3 USD Doc. Base: 67.35 LSD POOty: 30000 Status: Active
Due Date:  (0G/09/2006 Time Due: I I” Custom Price - No Override ™ g charge
Orig Prom: m E)  Ship Date: I— El {Planning)
‘Matching: Match Status PO:  Unmatched
Freight Trm:l':':'EI DEST 4 Free an board at Destination Ship Via: ICDMMON U common Carrier

Tolerance Cwer Tolerance Lnder

W Reject City Onver Tolerance TRFT Rule: I— &'}

Early Ship Rjct Days: I

Charge Method: I Weight vI

Uit Price: | |
5, Unit Price: I— I—
Ext Price: | |
% Ext Price: I I
(0] | Cancel | Refresh |

Oty Rowd Tolerance % I

(I Freight Charge Cherride

This should be set to “Full Match” unless it is
Schedule matches on:
e Quantity

e Extended amount

an Authority Order.

Matching Controls and Receiving Controls - Defaults in from the Item ID.

The PO is now ready to be saved, pre-approved, budget checked, approved, dispatched, and printed.
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CREATING A VOUCHER AGAINST A PUCHASE ORDER

Step 1 — Enter Voucher Data

Follow the following navigation

Navigation: Accounts Payable>Vouchers>Entry>Reqular Entry

Find an Existing ¥alue | Add a New Value

Business Unit: |34EIEIEI| Q

Woucher ID: MEXT

Woucher Style: Regular Youcher _:hl
Control Group 1D | QL

short Vendor Name: | &)

Wendor ID: I &)
Mendor Location: I &}

Address Sequence Mumher:l 0

Elwoice Humber: |

nvoice Date: I [#]

Gross lvoice Amount; | 0.0ao0

Total Voucher Lines: I 1

Add

Find an Existing Value | Add a MNew Walue

Purchasing_PO Matching
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Business Unit - Defaults to specific agency for each user.
Voucher Number - Defaults to Next. The system will auto number each Voucher.

Voucher Style - Defaults to Regular and should not be changed when creating a voucher that requires payment to a
vendor.

Note: Do not change the Voucher ID field. Let the system default to NEXT into the data field. The Voucher number will
be assigned upon saving.

Input the Invoice number and invoice date only, the other fields do not need to be populated.

Purchasing_PO Matching

35



Voucher

{ Find an Existing Yalue | Add a New Value

Business Unit: |34IIIIZIEI Q
Voucher ID: INEK‘I’

Voucher Style: |Regu|ar*-fuucher

Comtrol Group 10: I QL

Short Vendor Name: |

Vendor ID: I ')
Vendor Location: I ')

Address Sequence Numher:l 0Q,

Ivvoice Number: |5551 523

Invoice Date: IEIESI:IEEIEIE| =)

Gross lnveice Amount: |

Total Voucher Lines: I 1

Find an Existing Value | Add a Mew Value

0.000

Click theﬁ button.
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[ Invoice Information Y Payments | Woucher Attributes ) Accounting Information

Style: Regular ElrtryStatu comments @ View Related Document
Unit: 24000 Voucher ID: (EE}{T) Budget Status{ Mot Chik'd } Post Status: (Unpusted }

PO Unit: I ') Purchase Order: I Q, | CopyFO | Worksheet Copy Option: | Mane

Le

LT WO WP, WPRFE T PR T

Advanced Yendor Search Invoice No: |5551533
Vendor: || Q Invoice Date: Im El Acctg Date: Im =)
Name: I & '‘Pay Terms: Iﬁ =
Location: I_ Misc Amt: I— B
‘Address: I_ Frght Amit: I— B

Hon Merchandise Summary

Total: I 0.00 'Curr:IUBD 21 Balance: .00

Find | view Al First [ 4 o5 1

1
1 ‘Distby: [Amt ¥] Speedchart | -;
r

Jtem - Description - Gumrtity,UE}Lu'l_ JJ_I,'ljt Rrng ‘E_}Etgn_{'lgd '@grt._' ) o

- R

Note the status of the circled data on the Voucher. The Entry Status is “Open”, the Voucher ID is “NEXT”, the Budget
Status is “Not Chk’d”, and the Post Status is “Unposted”.

The Accounting Date defaulted to today’s date and should not be changed.
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Step 2 — Copy Purchase Order to Voucher

In the upper right hand corner ~Worksheet Copy Option: | Hane =l click the =) button and select “Purchase
Order Only”.

Unit: 324000 Voucher: MEXT G0 To voucher Headar

>

PO Unit: | Q PO: | Q ™ View Matched [Cancelled Only?
‘PO Dt Opt: |N|:| Date vI PO Date: | 21 Copy ToVoucher Search

Input the PO Unit and PO Number.

Unit: e Ll MEXT Go To Voucher Header

5
PO Unit: l Depattrment of Health PO I View Matched /Cancelled Only?
‘PODtOpt:  |MoDate  « PO Date: I—E‘j Copy To Youcher Search

Click the 222" | putton.

In order for the PO to be available for vouchering:
e PO must be dispatched

e PO/Schedule must not be fully matched.
e The PO cannot be closed or canceled.
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1A

o
PO Unit: |34DDD , Department of Health PO: |3anann?42? Q I” View Matched /Cancelled Only?
‘PODIOpt:  |NoDate ] popate: [ [ _CopvToVoucher search_|
Select PO Lines ind [view Al First (4 1o 1 0 Last
PO Unit; 34000 PO 3409007427 PO Date: 0410352006
Vendor ID: Qoooooossn DEPARTMERMT OF CEMTRAL SERVICES
Customize | Find | i First E 1 af 1 |E| Last
- Quantity I . UOM Purchase Line Schedule
Select Hem D Description Vouchered UOM Unit Price Merchandise Amt Currency PO Oty PO  Order Price Number Number
Casze
r 076552 equipment | 20000 FA 2245 B7.35 USD 3.0000 EA 2245 1 1
and parts
Select Al Daselzct Al PO Line Count: 1 PO Total: 67.36

This “Quantity Vouchered” is what is available for vouchering. If the value is zero then there are no available quantities

and it will fail matching. (By selecting the correct “Distribute By” method, if the quantity is zero, it will not be available for
vouchering at all.)

Click the Radio Box [ located to the left of the PO Line/Schedule to copy to the voucher.

If you are vouchering for less quantity, you may change it here. In this example change it to 2.000 in this example.
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Unit: 34000 Voucher: MEXT

Go ToVoucher Header

>
PO Unit: Im Q Department of Health PO: Im Q I™ View Matched Cancelled Only?
PO Dt Op: Im PO Date: I—E‘J Copy To Youcher Search I
Select PO Lines
PO Unit: 34000 PO 3409007427 PO Date: 0470352006
Vendor ID: goooooossa DEPARTMEMT OF CEMTRAL SERVICES

Select hem D DESCFiniGIIM

UOM Unit Price Merchandise Amt Currency PO Oty Lom Purchase

Vouchered PO  Order Price
Case
v 076552 equipment | 2.0000 EA 2245 G7.35 USD 3.0000 EA 2245 1 1
and pars
Select Al DeselectAll PO Line Count: 1 PO Total: $67.35

The PO is copied to the voucher by Line Number and Schedule Number.
In order for the PO line to be available for vouchering:

e PO line must not be fully matched.
e PO line cannot be closed or inactive.
e At least one PO distribution line on the PO line cannot be finalized.
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Unit: 34000 Voucher: MEXT Go To Voucher Header

o
PO Unit: [34000 @ Department of Health PO: [3408007427 Q I View Matched (Cancelled Only?
‘PO Dt Opt: I—_IN':' Date - PO Date: I—Eﬂ Copy To Youcher Search |
Select PO Lines First [4] 4 of 1 [ | ast
PO Unit; 34000 PO 3409007427 PO Date: Q4032006
Vendor ID; oooooonasn  DEPARTMEMT OF CEMTRAL SERVICES
Customize | Eind | i First [4] 1of 1 [+ Last
. Duantity o . UOM Purchase Line Schedule
Select HemlID Description Vouchered UOM Unit Price Merchandise Amt Currency PO Oty PO Order Price Number Number
Case —
r 076552 equipment  1.0000 EA 22.45 22.45 USD 1.0000 EA 22.45 1 1
and parts
SelectAll | DESE'““”' PO Line Count: 1 PO Total: §22.45

After the voucher matches successfully against the PO, the Quantity will be updated with the available amount.

Click the _ComyTovaucher | btion.
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Step 3 — Review Copied Data

Invoice Information | Eayments Y Youcher Attributes | Accounting Information

[

Style: Regular Entry Status: Open corrments B8 view Related Docurrent f&g B

Unit: 34000 Voucher ID:  MNEXT Budget Status: Mot Chik'd Post Status:  Unposted

PO l.ln'n:l Purchase Order: I Copy PO | Worksheet Copy Option: |NDHE j

Advanced Wendor Search Invoice No: |5551523
Vendor: [oo0ooonasD @ voice Date:  [05/30/2006 51 AcctgDate:  [06/09/2006 [
Name: W Q ‘Pay Terms: Im =
Location: | [0001 @ miscamt: [ B
‘Address: |_1 Q, Frght Amt: I— B
DEFARTMENT OF CEMTRAL SERVICES Mon Merchandise Surnmary
DCE ACCOUNTING

OELAHOMA CITY, QK 73152-3488

Total: n.oo 'Curr:lUSD 1 Balance: -44 .80

Imvoice Lines

1 ‘Dist hy:lr;mr j SpeedChart I_| Wiew POfReceiver Associate Receiver(s) sk

ftem Description Quantity UOM Unit Price Extended Amt [ Forge Price
076552 Q |Case equipmentand pal |2.0000 |EA Q|  22.45000 | 44.90

C Usa Onafhesatl

b

lfCharlFieI{Is Y Exchange Rate Y Statistics Y Aszets \'.

Program  Projects

Account Funding
67.35 [3.0000 [34000 Q [06/09/2006 [ [533220 Q | Q [1000 Q@ [40000 3500001 Q |06 QU

The Circled data copied in from the Purchase Order.

Q| Q. Projects
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The information that copies to the voucher line when the PO is distributed by quantity is as follows:

e The Quantity is what is available to match against the Purchase Order. The quantity must be changed on the
voucher line if the actual quantity on the invoice is less than the available quantity copying into the voucher.

e The unitis price is accessible and can be changed, but payers should notify their supervisors or CPOs if the
invoice and PO unit price differs so that it can be addressed timely.

e The Extended Amt field is not accessible. Payers can change the "dist by" field from "Qty" to "Amt" after copying
the PO that is distributed by quantity. This will activate the Extended Amt field; however, the matching tables are
updated based on the calculation of quantity x unit price so it is crucial that the extended price
mathematically computes based on the information entered in the quantity and unit price fields. If the CPO
enters the information correctly on the PO, there would be few reasons to change the "dist by" field (rounding
sometimes is an issue requiring the payer to activate the Extended Amount field).

The information that copies to the voucher distribution line when the PO is distributed by quantity is as follows:

e The quantity copied to the voucher distribution line is the quantity on the PO distribution line. The sum of the
guantities on the voucher distribution lines must be changed to agree to the voucher line quantity. In this example,
there is only one distribution line so the voucher distribution line quantity would be changed from 3.0000 to 2.0000.

e The amount copied to the voucher distribution line is the original amount encumbered on the PO distribution line. It
is imperative that payers have access to the outstanding encumbrances on the daily Outstanding Orders report so
they can ensure a PO distribution line has adequate encumbrance. A PO line with available amount to voucher
may have PO distribution lines that have been fully liquidated.

e The chartfield combination also copies from the PO distribution lines. If the account code TBD copies to a voucher
distribution line, then the voucher should not be processed (saved) until the account code on the PO has been
changed to the correct code. If there are multiple distribution lines, including one or more containing TBD that is
(are) not needed to make the payment, the line(s) can be deleted so the voucher can be processed. Once a
voucher is saved against a PO distribution line, that PO distribution line will gray out so that funding changes can
no longer be made.

To validate the data click the _“F&"=" | hutton located in the bottom left hand corner.
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PO Ulm:l Purchase Order: I Copy PO | Worksheet Copy Option: |Nnne | ["\\‘.»

Advanced Yendor Search Invoice No: |5551523

Vendor: |nnnnnnussg Q, Invoice Date: |naramznna [=1) Accty Date: 06/09/2006 [51
Name: |Des-001 Q ‘Pay Terms: Im B
. =
Location: II:II:II:I1 i | Misc Amt: I— =
=11
‘Address: | 1Q Frght Amt; I— B

DEFARTMEMNT OF CEMTRAL SERVICES
DCS ACCOLUNTING

Mon Merchandise Summary

ORLAHOMA CITY, Ok T3152-3488

Total: | 0.00 *Curr:lUED C,  Balance: -44.90

{
i
4
i
4
p
¢
3

1 ‘'Dist hy: IQh.r "'I SpeedChart I_I Wiew POReceiver Azsociate Receiver{s) f@g _ﬁ f
ftem Description Quantity UOM Unit Price Extended Amt I Force Price }
[076552 @ |Case equipmentand par [2.0000 [EA Q[ 2245000 | 4490

[T Use One Asset ID

~ Distribution Lines Customize | Find | View All | i First | 1 011 | Last
ChartFields Y Exchange Rate | Stetistics =W

- . . Sub- Class- e
Amount CGuantity "GL Unit  Budaet Date Account Account Fund Type Fundin Dept Bud Ref CFDA# Proaram
1 44.90 [2.0000 [34000 C |0B/09r2006 [+ [533220 Q|  Q |[1000 Q [40000 3500001 O 0B Q| Q| Q

Bl Save | [ Motify | 1s Refrash I

nyoice Information | Payments | Youcher Atributes | Accounting Information

L L R e W

Click on the Wiy POJEeCRivEr link.
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View Source PO/Recv

Unit: 34000 Voucher: MEXT Line: ‘Line Match Option ‘ Full Match
et it aam = J Schedule Receipt Unit Receipt Numbel Line Schedule
34000 [3409007427 |1 1 | |
[
Ol | Cancel | Refresh |

From this page you can see the PO number, PO line, and PO Schedule the voucher line is attached to. The Line Match

Option of Full Match copied from the PO schedule and should not be changed. Click the

Purchasing_PO Matching
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|/ Invoice Information Y Payments ) ¥oucher Attributes | Accounting Information

Style: Regular Entry Status: Postahble Carmrments B8 viewRelated Document  J{ B

Unit: 34000 l‘."oucherIII‘: DDDSJ,SQSJ Group: I Q Budget Status: Mot Chk'd Post Status:  Unposted

PO Un'n:l Purchase Order: I Copy FO | Worksheet Copy Option: INDne |

Advanced Wendar Search Invoice No: |5551523

Vendor: IDDDDDDDESD Invoice Date: IDSIEDHDDE El Acctg Date: 08M 052006 [#)
Name: [ocs-on PayTerms: [0Days | BB
i =
Location: [ooo1 @ Misc Amt: [ By
"‘Address: | 1Q Frght Amt: I— B

DEFARTMENT OF CENTRAL SERVICES
DCS ACCOLNTING

OISO g (O3S eliapw), ke Totalk | ' 4480 ’:urr:|USDQ Balance: 0.00

Mon Merchandise Summary

First [« 1of 1 [¥] Last

L WU WO T I WS YR WY S TRTY VPR W T WY

(=]

1 'Distl}y:l@tgf 'I SpeedChart I_I Wiew POVReceiver Associate Receiverts) 16 B *:
ltem Description Cuantity UOM Uit Price Extended Amt [ Force Price f
076552 Q) |Case equipment and pal |2.0000 IEA Q. 2245000 44,80 E

| | | | | " Use One Asset ID X
- 3 4

}/ ChartFields Y Exchange Rate Y Statistics Y Lesets \ F 4
—_— . . Sub- Class- # . A

Amount Cuantity *GL Unit Budqet Date Account Account Fundl Type Fundin Dept Bud Ref CFDAE= Program Projects Oper Unity

1 4490 |2.0000 [24000 O [08M0s2006 [ [533220 O | Q [to00 Q@ |40000 @ [3500001 € foB Q| Q| Q, Projects ’

i

[Fl Save |  JE\Returnto Search | [=] matity | iy Refresh | f
Inwoice Information | Payments | Woucher Attributes | Accounting Information L
F

. . . . . El save
Input the invoice amount in the Total Field and click the button.
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MATCHING PROCESS

Step 1 — Match Voucher

The matching process compares the Voucher to the PO and if all criteria are met the voucher will match. If an exception
is found, the voucher will fail matching.

Follow the following navigation

Navigation: Accounts Payable>Batch Processes>Vouchers>Match Request

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

j Find an Existing Value {_Add a MNew Valug |

Run Control I0: | begins with j ||

[T case Sensitive

Search | Clear | Basic Seatch Save Search Critetia

Find an Existing Yalue | Add a Mew Yalue

Click the | Add a MewValue | tgb.

Purchasing_PO Matching
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Match Request

{ Eind an Existing Yalue | Add a New Value

Run Control ID: |

Add

Find an Existing Value | Add a Mew Value

Input a “Run Control ID” and click the ﬁl button.

[ Match Request | Messages |

Fun Control ID: - Match_Voucher Feport Manager  FProcess Monitor

Fun

‘Description: ‘ ) Match Manager
'Process Frequen j

‘Options: @&l Business Units ) =]

Bl cave | [Z] Mctify |

Match Fequest | Messages

[E 2l

UpdateDizplay

Input a description, change the Process Frequency to “Always Process”, and change the OPTIONS to

“VOUCHER".

Purchasing_PO Matching
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[ Match Request { Messages |

Fun Control ID:  watch_MVoucher

Fepord Manager  Process bMonitor

Fun

‘Description: |w| atch PO
‘Process Frequency: | Always Process j
‘Options: | Youcher |

‘Business Unit ‘Voucher 1D

Match anager

First E 1 aof 1 |I| Last

—— D ==

El save | [=] Matify |

hatch Request | Messanges

S &dd | UpdateDisplay

Input your Business Unit and Voucher ID.
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[ MatchRequest ' Messages |

Fun Comtrol ID: - match_Voucher

Fepornt Manager  Process hMonitor

Fun

‘Description: |Match PO

hatch Manader

'Process Frequency: | Always Process

‘Options: | Yaucher

‘Business Unit

‘Voucher 1D

|34000

B save | [Z] mMetify |

Match Request | Messages

Q

|oongasas

Q [+] [=]

S Ll

UpidateDizplay

CHckthe__Eﬂl_Jbuuon.
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Process Scheduler Request

User ID: REhAELL Fun Control ID: Match_oucher
="lL
Server Name: PSUNK j Run Date: |':' B 0VZ006 =]
Recurrence: | j RFun Time: |3:3|J:45F'ru1 Resetto Current DatelTime |

Time Zone: I Q

Select Description Process Name Process Type ‘Tyne ‘Format Distribution

¥ [Y=T=T) Matching) AP MATCHIMNG Application Engine [Webh | |T™T =] Distribution

T Matching Workflov MTCHYWE PSJob [tMone) =] |tManed x| Distribution

™ Process Match Exceptions MTCH_ERR_WF  Application Engine [web  =||T¢T  =| Distribution
0] | Cancel

Enter PSUNX as the Server Name and check the AP/PO Matching box. Click the LI button to begin running
the job.
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/ Match Request Y Messages

Run

Run Control Il Match_‘oucher Feport Manager  Process Monitor
@nceaa Instance: 32361 ﬁ)

‘Description: |I‘u15|tu:h PO Match Manacer
‘Process Frequency: | Always Process j
‘Options: | Yaucher |

‘Business Unit ‘Voucher 1D

|34000 Q. |ooos4s95 S [=]

Bl save | [=] Wotify | = Acidd UpciateDizplay

Match Request | Messages

To review your process, click the FrecessManiar |,
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[ Process List Y ServerList |

User ID: IFMP-.}{‘L-“-IELL L Type: jLast: m IDEI'}.I'S vI Refresh |

|
Server: | j Name: | Q Instance:l to |
g;:us: | =l g;?t::ls}“t'o“ | =l W Save On Refresh

Process List Cus o view Al | 38 First (4 180 0t 57 B Last
Select Instance Sed. Process Type Process Name User Bun Date Time Run Status W Details
[ 3236171 Application Engine AP_MATCHING RMASNELL 0810520068 3:30:46PM COT  Processing  RIA Cietails
] 3236059 Crystal QCGLO0SE RuAOAELL 0850902006 6:01:59PM CDT  Success Fosted Details
] 3236058 COBOL SaL FEPKBDP3 RMAOAELL 0850902006 6:00:24PM CDT  Success Fosted Details
] 3236054 FSdob DCPasaP0 RMAOAELL 0850902006 5:52:52PM CDT  Success Fosted Details
[T 3236042 COBRCL SaL FSPKBOP3 RMASNYELL 08/092006 5:42:24PM COT  Success Posted Cietails
] 3236051 Crystal QCGLO0SE RMAOAELL 0850902006 5:3541PM CDT  Success Fosted Details
] 3236046 COBOL SaL FEPKBDP3 RMAOAWELL 0850902006 5:2751PM CDT  Success Fosted Details
] 3236042 FSdob DCPasaP0 RMAOAWELL 0850902006 5:22:25PM CDT  Success Fosted Details
[ 3236041 Crystal QCGELO0SE RMASNYELL 08/092006 5:15:39PM COT  Success Posted Cietails
] 3236040 COBOL SaL FEPKBDP3 RMAOAWELL 0850902006 5:11:13PM CDT  Success Fosted Details
] 3236037 FSdob DCPasaP0 RMAOAWELL 0850902006 5:06:16PM CDT  Success Fosted Details
] 3236036 Crystal QCGLO0SE RuAOAELL 0850502006 5:0410PM CDT  Success Fosted Details
[T 3236035 Crystal QCGEL00SE RMASNELL 08/09/2006 4:5815PM CDT  Success Posted Cetails
] 3236034 COBOL SaL FEPKBDP3 RuAOAELL 0850902006 4:46:51PM CDT  Success Fosted Details
] 3236031 FSdob DCPasaP0 RMAOAWELL 0850902006 4:38:26PM CDT  Success Fosted Details
] 3236030 Crystal QCGLO0SE RMAOAELL 0850902006 4:36:14PM CDT  Success Fosted Details
[T 3236028 Crystal QCGEL00SE RMASNELL 08/092006 4:2519PM CDT  Success Posted Cetails
] 3236027 COBOL SaL FEPKBDP3 RuAOAELL 0850902006 4:20:37PM CDT  Success Fosted Details
> AR X R - — e g T
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When the job goes to “Success”, the voucher will have completed the matching process. Click the ﬂ' button to
review the status of your job.
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Step 2 — Review Voucher Match Status

Return to the voucher using the follow the following navigation:

Navigation: Accounts Payable>Vouchers>Entry>Reqular Entry

Voucher

G_Eind an Existing ‘Jaluh Add a New Value
™ -

Business Unit: |34EIEIIZI| Q
Voucher ID: INE}{T

Voucher Style: |Regu|ar'\mucher j
Control Group ID: I 2
Short Vendoer Hame: | aQ

Vendor ID: I &}
Vendor Location: I o}

Address Sequence Numher:l 0y

Ivvoice Number:

|
Invoice Date: I [E]

Gross lnvoice Amount: | .ooo

Total Voucher Lines: I 1

Add

Find an Existing Yalue | Add a Mew Value
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Click the [_Eind an Existing Value ¥ {ap.

Voucher
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: = = |34000] Q

Voucher ID: hegins with =

Ivvoice Number: | hegins with j |

Short Vendor Name:l hegins with j |

Vendor ID: |begins wiith j| Q
Name 1: | beging with j|
Voucher Style: |: =l | =]

Entry Status: | = j | j

[T case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a Mew Value

Search

Input the voucher number and click the button.
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/ Wvoice Information _ Fayments | Voucher Attributes (" Accounting Information”),

Style: Regular Entry Status: Postable Match Manager Comments B view Related Docurment }HQ_;;' B
Unit: 34000 Voucher ID: 000284595 Group: I a Budget Status: Mot Chk'd Post Status: Unposted
PO Un'rr:l Purchase Order: I Copy FO | Worksheet Copy Option: |Nnne j

Advanced Yendor Search Iiwvoice No: |5551523
Vendor: IDDDDDDDSBD Invoice Date: IDSISDIEDDE el
Name: IDCS-DD1 ‘Pay Terms: IEI Days vl =
i =
Location:  [o001 @ Misc Amt: | B
=11
‘Address: I 1|Q Frght Amt: I =
DEFARTMEMT OF CEMTRAL SERVICES
DCEACCOUNTIMG
OKLAHOMA CITY, OK 7T3152-3488 Total: 3280 'Curr:|U5D Q

Invoice Lines

IDSH 0/2006 [5]

Accty Date:

Mon Merchandise Summary

Balance: 0.00

3
4
<
3
E
3
!
4
i
:
1
-

B save | Ll Return to Search | [=] Matity | %) Refresh |

Invoice Information | Payments | Voucher Attributes | Accounting Information

1 'Dis’tl}y:l@l‘gf vl SpeedChart I_I Wigw POIRecaiver Associate Receiverisy 1B B
ttem Description Quantity UOM  Unit Price Extended Amt I” Force Price
[076552 Q |Case equipment and pal [2.0000 [EA Q|  22.45000 | 44.90
" Use One Asset ID
= B
f ChartFields ‘( Exchange Rate Y Statistics Y Aszets \'\
TR . . Sub- Class- . .
Amount Quantity *GL Unit Budget Date Account Account Fund Type Fundin Dept Bud Ref CFDA= Program Projects
1 44.90 [2.0000 [34000 @ [0sm0z006 [H 533220 Q | Q |1000  Q [40000 C [3500001 O f0B Q| Q| €y Projects

e A AAALAE A s ot

The voucher match status is on the Accounting Information tab.
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Click the“."( Accounting Information \". tab.

{ Invoice Information | Payments Y Youcher Atiributes ' Accounting Information '

Unit: 34000 Invoice: 5551523 Venidor: DEPARTMERMT OF CEMTRAL SERVICES

Voucher: 00034595 Drate: 0553072006 ID: nooooonssn

‘Accounting Template: IISTANDAHD ')

Account At: I Gross vI

r Pay UnMatched Voucher

B save | [SiReturnto Search | [=] Motify ria Refresh [Es 2ad

UpdateDizplay

Invoice Information | Payments | Youcher Attributes | Accounting Information

Statuses
e Ready
e No Match
e Matched
e Exceptions
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Click the [Imvoitenfarmation | ¢y The Match Manager link is available only if the voucher match status is Matched or

Exceptions.
[ Invoice Information ' Payments | Youcher Afributes } Accounting Infarmation |
Style: Regular Entry Status: Postable Comments B viewRelated Document I B
Unit: 24000 Voucher ID: 000245595 Group: I a Buiget Status: Mot Chik'd Post Status:  Unposted

PO Unir:l Purchase Order: I Copy FO | Worksheet Copy Option: |N0ne j

Advanced Yendor Search Iivvoice Mo: |5551523

Vendor: |nnnunnnsan Imvoice Date: |us;3u:zuua El Acctg Date: IDSH 02008 [5)
Hame: IDCS—DIZH 'Pay Terms: I 0 Days vl =
) =h
Location: IIZIIZIEH Q Misc Amt: I =
=1
‘Address: I 11& Frght Amt: I )

DEFARTMEMNT OF CEMTRAL SERVICES
DCSACCOUNTING

Mon Merchandise Summary

OkLAHOMA CITY, Ok 73152-3428

Total: 44.90 'Curr:lUSD <, Balance: 0.0o

A W e ‘\,1;40‘\,“ * tt‘ LYy -

v,
r,
F
4

{
7
F

¥

& Save |  SLReturnto Search | Matify | La Refresh |

Inwaice Information | BPavments | Woucher Attributes | Accounting Infarmation

1 ‘'Dist by: IGt\,r 'I SpeedChart I_I Wiew PO/Receiver Associate Receiver(s) f&g B
tem Description CQuantity UOM  Unit Price Extended Amt I” Force Price
|o7es52 @, |case equipmentand par |2.0000 [EA Q| 2245000 | 44 90

" Use One Asset ID
= #
f ChartFields Y ExchangeRate | Stefisics ) fssets ) [0
- . ) Sub- Class- . .
Amounnt Quantity 'GL Unit Budget Date Account A_ccmll " Fund Type Fundin Dept Bud Ref CFDA=Z Program Projects Oper
1 44.90|2.0000 [34000 C |0810/2006 [# [533220 @ | O [1000 O [40000 O [3500001 @ [0 O | Q| Q, Projects
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Step 3 — Review Voucher Match Exception

Click on the Maich Manager |jnk

(A new window will open. This window will take a couple of minutes.)

| Match Manager Search

Match Manager

From Business Unit: To Business Unit: From Voucher ID: To Voucher ID: ‘Voucher Style:
|B4EIEIIJ aQ |34EIIJIZI Q |EIIZIIZIE=4595 QL |DDD84595 QL |Allvuuchers j
From liwvoice Number: To Imnvoice Number: ‘Match Status: Buyer:
| Q| Qfal | Q
SetlD: From Vendor Name: To Vendor Name: Voucher Date Type:
[ooooo @ | a | Q | =l
From Vendor 1D: To Vendor ID: Vendor Location: From Date: To Date:
| Q| a | Q [o&1512006 5 [o&1sr2006 (5
Search I Clear | Lin-mfatch |

Search Results

- . g o - |
Custormize | Eind | Wiew All | =

First E 1 of 1 |I| Last

Voucher Info % Unmatch Info [T H

- Business . Purchase
Match Unit Voucher I Match Status  Vendor ID Invoice Number Gross Ant  Currency orders

[~ 34000 noog4595 Exceptions 0000000580 A54514523 44 90 USD 6

Exceptions
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Click on the @ icon located under Exceptions Log. A new window will open.
Match Exception Override

Unit: 34000 Voucher: noog45aas Group: Crigin: QML
Vendor: 0000000580 DEFPARTMENT OF CEMTRAL SERVICES

Inwvoice: 5551523 Invoice Date: 0a/302006 Gross Amt: 44890 LSD
Due: 0&5/30i2006 Disc due: Dscnt Amt:

Wigw Purchase Qrder

" Rejected " Overridden ¥ Exceptions Appby | Unposted

Voucher Line Number: 1
Match Exceptions

Match Control:  STANDARD Standard match rules

Match Rule: RULE_R&s00  Match Level:  Standard

Mo unmmatched Receivers exist for this Youcher. There is no record ofthe )
merchandise heing received as of yet, I override

ad

The override button is not available in production. Match exceptions are not to be overridden and the PO is not to be
changed to No Match. The problem must be fixed.

To determine what the match exception is stating or how to fix the problem, review page 146 for details.
In this case we are going to assume receiving is not being utilized so we will turn receiving off.
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Step 4 — Fix Match Exception

Follow the following navigation

Navigation: Purchasing>Purchase Orders>Maintain Purchase Orders

Purchase Order

{ Eind an Existing Yalue | Add a New Value

Business Unit: |34IIIIIIIII Q
Purchase Order: INE}{T

Add

Find an Existing Yalue | Add a Mew Value

Click the [ Eind an Existing Yalue \:Itab.
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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: = [ |34000 Q
Purchase Order: | hegins with j )

Purchase Order Drate: |: j El

PO Status: |= j | j
Short Vendor Name: | bieding with j | Q

Vendor ID: |hegin5 wiith j| Q

Mame 1: |hegin5 wiith j|

Buyer: |hegin5 withj| Q

PO Type: |: j | j

Purchase Order Reference: | hiedins with j |

[ case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Walue | Add 3 Mew Walue

Search

Input PO number and click the button.
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[ POForm Y Schedule |

Unit: 34000 PO: 3409007427 ‘PO Date: [0410312008 A X
Ve"‘lﬂ':lDCS'Um ‘ID: IUDDDUDDSBD ] Lookup Details ‘Buyer: |[RMASNYELL Ronney Maxwell
PO Status: Dispatched Receipt: not Recyd  Budget Status: valid Doc Tol Status: valid
Sel Line ftem SS Flag Line Sole Description Agency Req Nbr PO Gty ‘UoM Amount Curr Status
=&l Line Hem d adency Redq Nbr LY} curr Sts
Source Type

@ 1 07645452 il I Q) Case eguipment and parts Fé. | 3.0000 EA BT.25 USD Active EI
Merchandise: G7.35  Adj Amt: noo  Toetal Amount: G7.35 USD Backorder Status: Mone
"Goto: Header Details Defaults Iterm Search Header Camments... ( Line Detailsy Requisitions

Copy Fromm Kit Catalog Line Comrments | BB j

lmpoart Agency Reng. & Sole Source Infa. |

& save | JELReturnto Search | [Z] Motify | L Refresh |)

PO Form | Schedule

i Refresh

Click the Radio Box | 'located to the left of the line to change and click the button.

Click the Lneletails |jink,
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Line Details -- DCS-001

PO: 3400007427 Line: 1

Backorder Status: Mone
™ Amount Only

Amount: 67.35
Category: 07Ea42
Contract Setll:  00oao

B AX

Case equipment and parts

Status: Active
IS0 Doc. Base: BY.35 Base Currency: USD

CASE EQUIPMENT AMD PARTS  Category ID: 14634

Contract ID:

Line: I—

Release: MEXT  Contract Details

RFG 1D

UPNID: o000

Vendor ftem ID: | GPO ID:
Windr Catlg: | GPO Contract:
Mg ID: I
g e 1D: | ')
‘Price Oty: ISchedule -| ‘Price Date: FO M
Replenish Code: Standard
I withholdin
( !V Recening Reuuireill ™ Device Tracking

r Inspection Required

Configuration Info

Inspect 10: I

(0] 4 | Cancell Refresh
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De-select “Receiving Required” and click the LI button.

/ POForm % Schedule

Impart Agency Red. & Sale Source Infio. |

( Save | ) A Return to Search | [=] ity I % Refresh

PO Farm | Schedule

o
Unit: 34000 PO: 3408007427 'O Date: [14/03/2008 1 AX0OHE {
Vendor: IDCS'U|j1 ‘I IDDUUDDDSBU ] Lookup Details ‘Buyer: |RMASWELL Ronney Maxwell
-
PO Status: Dispatched Receipt: MotRecvd Budget Status: Valid Doc Tol Status: alid }
customize | Find | Yiew All | i First E 1af 1 m Last
Sel Line tem SS Ha Line Sole Description Agency Req Nbr PO Oty ‘uom Amount Curr Status ;
2el Line fem agency Kedq Mhr UL amount L status
2= Had Source Type  ——ocpion <
¥ 1 076552 O I 2L Case eguipment and parts % | 3.0000 EA B7.35 USD Active El ;
{
Merchandise: G725  Adj Amt: 0,005 Total Amount: G7.35 USD Backorder Status: Mone j
“Goto: Header Details Defaults ltern Search Header Comments. . Line Details  Reguisitions r
Copy Frorn Kit Catalog Line Cormrments I_ More ... j 3)
o
<
<
¥
L

El save

Click the button. (Notice this was not a change order.)
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Step 5 — Match Voucher Again

Match the voucher again by following step numbers 1- 4 pages 47-61.
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Step 6 — Review Purchase Order’s Match Status

Follow the following navigation

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

Purchase Order Inquiry
Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

/ Find an Existing Value

Business Unit: = |8 [34000] Q
Purchase Order: IWCT

Contract SetlD: | begins with > || Q
Contract ID: | beging with > || Q,
Release Number: |: j |

Purchase Order Date: |: j | El

PO Status: |: j | j
Short Vendor Name: | begins with j | Q

Vendor ID: | beging with > || Q,

Buyer: |hegin5 withj| s |

PO Type: |: j | j

Purchase Order Reference:l beins with j |

[T Ccase Sensitive

Search | Clear | Basic Search Save Search Criteria
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Input the PO number and click the Search  button.

{ Form Y Schedule

Unit: 34000 PO: 3409007427

Vendor: DCS-001 ID: Qooo0oosagn Wendor Details
PO Date: 04/03/2006 PO Status:  Dispatched  Recelpt: Mot Recyd
Budget Status: valid Doc Tol Status: Valid

Buyer:  Ronney Maxnwell

Backorder Status: Mone

First E 1 of 1 |I| Last

- . g o - =
Custarmize | Eind | Wiew All | 5=

Sel Line hkem kem Description Cateqory PO Oty UOM  Amount Status
v 1 076552 Case eguipment and pads O7Ea52 3.0000 EA 67.35 USD  Active
Merch.: 67.35 Adj Amt: Total: 67.35 USD

HeaderDetails HeaderWAT  AIRTY  Header Comtments..

Line Details

S Return to Search | [Z] Wotify |

Form | Schedule

Line Comments

Document Status

| Related Links |

Click the Matching |inj
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1A

PO Matching -- 3409007427
Unit: 34000 PO 3409007427
Match Action: Standard
Match Rule: STANDARD
Return |

1B
PO Matching -- 3409007427
Unit: 34000 PO 3409007427
Match Action: Standard
Match Rule: STAMDARD
Return |

When the PO Quantity fully matches, the status will change.

Click the __FEM™ | pbutton.
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/ Form Cschedue )

Unit: 34000 PO 3408007427

Vendor: DCS-001 0 Q0oo0oosagn

PO Date: 04/03/2006 PO Status:  Dispatched  Receipt: Mot Recvd
Do Tol Status: Valid

Budget Status: alid

Wendor Dietails Buyer:  Ronney Maxwell

Backorder Status: MNane

First E 1of 1 |E| Last

Sel Line Hem
¥ 1 07BA52

kem Description
Casze equipment and pars

- . . L e B = H
Customize | Eind | Wieww Al | 5=

Cateqory PO Oty UOM  Amount Status
076552 3.0000 EA G7.35 USD  Active

Merch.: 67.25 Adj Amt:

Total: G7.35 LSD

Header Details  Matching HeaderwaT Al BT

Header Comments. .. Line Details  Line Comments  Document Status

LS4 Return to Search | [Z] Motify |

Farm | Schedule

| Related Links |

Click the {_Sthedule | tap.
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[ Form { Schedule i

Unit: 34000 PO: 3409007427
PO Schedule
Line: 1 Case eguipment and parts
Customize | Eind | Wiew
Sel Sched Due Date Time Due  Ship To PO Oty Price Amount Revision Status
¥ 1 06092006 aa030 3.0000 22445000 G7.35 USD Active
Amount: 7.35 USD POQty:  3.0000 UOM:  EA
chedule Detailg Ship To Comments Sched Sales/lse Tax Schedule Freight Distribution
Ship To Address Walue Adjustrnent hiscellaneous Charges Schedule VAT Req Detail

S Return to Search | [Z] Wotify |

Form | Schedule

Click the Schedule Details link
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1A

Details for Schedule 1 -- DCS-001

PO: 3409007427  Line: 1 Case equipment and parts

Orig Prom:  06/09/2006 Ship Date:

Matching:  Full Match Match Status F'D

Backordered From Schedule:

Tolerance Ower Tolerance Linder

Unit Price Tolerance:
% Unit Price Tolerance;
Ext Price Tolerance:

% Ext Price Tolerance:

Ol Cancel

076552 Status:  Active

Amount: 67.35 USD Doc.Base: B7.35 UsSD POOHy: 2.0000
I~ Frozen (planning)

™ Custom Price - No Override

= Mo Charge

¥ Reject Oty Over Tolerance
Early Ship Rjct Days:

Oty Rowd Tolerance %
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1B

Details for Schedule 1 -- DCS-001

PO: 3409007427  Line: 1 Case equipment and parts 076552 Status:  Active
Amount: 7.35 USD Doc. Base: G7.25 USD POGy: 20000
Orig Prom:  06/09/2006 Ship Date: I~ Frozen {Planning)

Matching:  Full Match Match Status P

Backordered From Schedule:
™ custom Price - No Override

Tolerance Ower Tolerance Under =
Mo Charge

Unit Price Tolerance:
¥ Reject Oty Over Tolerance

Early Ship Rjct Days:

% LInit Price Tolerance:
Ext Price Tolerance:

, . Oty Rowd Tolerance %
% Ext Price Tolerance: ‘ '

] Cancel

When the PO Schedule fully matches, the Quantity the status will change.

Click the _ %€ | putton.

Step 7 — Voucher Remaining PO Quantity

Voucher against the remaining quantity. Page 34-74
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Purchase Order’s “Distribute By”

Step 1 — Enter Purchase Order Data

Follow the following navigation

Navigation: Purchasing>Purchase Orders>Maintain Purchase Orders

Purchase Order

{ Eind an Existing Yalue | Add a New Value

Business Unit: |34IIIIIIIII Q
Purchase Order: INE}{T

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 48| putton to take you to the Purchase Order Form page.
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/ POForm Y Schedule

PO Status: [nitial Receipt: Mot Recyd Budget Status: Mot Chicd

Unit: 34000 PO: ‘PO Date:|'34f'3312005
Vendor: | QO @lﬂ Lookup Details ‘Buyer:

Doc Tol Status: Mot Chi'd

e YE WY

tomize | Eind | * First E 1 of
Sel Line ltem SS FHaa Line Sole Description Agency Redq Nbr PO Oty ‘UomMm Cateqory Amount Curr Statf
I Source Type I -
o1 Q [ Q| = = [lal a Actwg
L]

-
]
L |

{
Merchandise: Adj Amt: D.Dﬂﬂ Total Amount: IJSD  Backorder Status: Haong {
»
‘Goto: Header Details Defaults [temn Search Header Comments Line Details {
Copy From Kit Catalog Line Comments I- Mare . j &
Import Agency Req. & Sole Sodrce Info. | +
o
Bl save | Mitify | ty Refresh I S
PO Form | Schedula f,

Input the Vendor Id Number and Buyer’s Name. Click th

Purchasing_PO Matching
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[ POForm ' Schedule 4
Unit: 34000 PO: MEXT 'PO Date: 0410372008 B &1 A XoR -.'
Vendor: IDCS-UEH Q ‘I IUUUUUUUSBU Q= Lookup Details ‘Buyer: IRMWELL Q Ronney Mawwell J
PO Status: Open Receipt: MNotRecwd Budget Status: Mot Chik'd Doc Tol Status: Mot Chik'd

( ormize | Find | v
Sel Line tem SS Haa Line Sole Description Agency Req Nbr PO Oty ‘UoM Cateqgory Amount Curr Statu;.
- = Source Type -
Voo Q Q| = = | [ a] Q Activej
-«
+
P
Merchandise: Ad) Amt: D.DDE Total Amount: UsD  Backorder Status: Mone f,
‘6o to: Header Details Defaults [temn Search Header Comments Ling Details j
Copy Frorm Kit Catalog Line Comrments I_ More ... j "t
Impart Agency Req. & Sale Source Infa. | ’
B save | Matify | 1 Refresh I j
PC Form | Schedule k'’
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Step 2 — Update Header Details

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

Click the HeaderDetails ik,

PO Header Details

Unit: 34000 PO MEXT

Vendor: DCs-001 PO Date: 040212006  Budget Status: ot Chk'd

‘PO Type: @ PORef: |

‘Billing Location: |34EIIIIIII Q. Billing AddressOrigin: ChtrlPurch
¥ Tax Exempt D: |T35EI1 Taar Letter of Credit ID: I 3,

Currency Code: usD Exchange Rate Detail

Rate Date: 04032006 Exchange Rate: 1 .00000000
Fate Type: CRRMT Base Currency:  USD

[ Hold From Further Processing

¥ pispatch ‘Method: |Print vI Acctg Date: |u4m3rznua [=1]
Accounting Template: IET&NDARD 2

]2 Cancel Refresh |

Update information on this page and click the LI button to return to the Purchase Order Form page.
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Step 3 — Input Item ID

/ POForm {_ Schedule

Unit: 34000 PO:  NEXT PO Date: 0432006 B & A X 0 R
Vendor: [DCE-001 Q 4p: [0000000580 QL Lookup Details *Buyer: [RecWELL A Ronney Mawell

PO Status: Open

Receipt: motRecvd Budget Status: Mot Chik'd Doc Tol Status: Mot Chk'd

I;.“m-, ‘--\‘_.,

First E 1af 1

Custarmnize | Find | View &)l | B8
Line Sole

. o . r
ael Line ftem 23 Flafg i Description adgency Redq Nir Al Lategory AMOoUnt LUim status

el Line ,Em SS Fla Source Type Description Agency Req Nbr PO Gty Uom Cateqo Amount Curr Status A
() X a = B Cal a |
[

’

-«

R

1

T

Merchandise: Adj Amit: 0.00%  Total Amount: LUsDh  Backorder Status: Mone {
‘Goto: Header Details Defaults ltern Search Header Comments Line Details f
Copy From Ki Catalog Line Comments [ more =] )

lmport Agency Red. & Sole Source Infa. | {

Bl save Matify | 1 Refresh I {
PO Farm | Schedule {

Input the Item ID and click the @Fefiesh | 1y itton. If the Item ID is not known then click the Lookup Icon “ located to
the right of the line.

Click the Lookup Icon B
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Look Up Item

SetlD: ooooa
tem ID: |hegins withj|
Categorny: |I:jegins withj| Q

Description: | hegins with j |

Look Up | Clear | Cancel | Basic Lookup

Search Results
Qnly the first 300 results can be displayed. Enter more infarmation above and search again to reduce the number of search results.

Wi All 1-100 of 200 |I| Last
itemn ID Cateqgory Category ID Description
noos noos 17444 ABRASIVES
IINENE] noos14 ooooz ABRASIVES COATED: CLOTH,

ooo51404 00051404 00003 ABREASIMES, PLASTORME
00051404 A 00051404 00003 See Line Comments
00051404 B 00051404 00003 See Line Comments
ooo51404 © 00051404 00003 See Line Comments
00051404 O 00051404 00003 See Line Comments
ooo51404 E 0005140400003 Seeline Comments
000514040351 00051404 00003 ABEASIVES, PLASTOMNE
PETIANANGS ROSSANG 00003 o  AREAZLES Pl ST oNGs

’J,...f.-'_-.p-..fs__f‘_-_,

You can narrow your results by inputting an item number, category, or description and clicking the _Look Up |
button. In this example a description of “EQUIPMENT” was used and received the following results:
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Look Up Item

Setll: oooon
tem ID: |begin5 with jl
Category: |begins with j| Q

Description:lbegins withjlequipment

Look Up | Clear | Cancel |Elasi|: Lookup

Search Results

122 of 22
item ID Category Category ID Description

O7R552 07E552 14634 EQUIPMENT & PARTS, CASE
04053410165 0405341008265 EQUIFMEMNT (PER INSTRELIMEMNT
Q03540 Q03540 00450 EQUIPMENT AIRFPLARE

O7ROGRS O7EORS 14542 EQUIPMENT ARD PARTS

O7R55T 076557 146349 EQUIPMERNT ARD PARTS FORD
003545 003545 00451 EQUPMERNT HELICZOPTER

ag24 0924 160345 EQUPMENT MAIMNTEMNARNCE

0831 0931 16084 EQUIPMENT MAINTEMNAMNCE, RE

05934 0934 16114 EQUIPMEMNT MAIMNTEMNARNCE, RE

0936 0936 161245 EQUIPMEMNT MAIMNTEMNAMNCE, RE

09338 0934 162594 EQUIPMENT MAIMNTEMNARNCE, RE

e e R L R o L Tt e TR o e

You can make your selection by clicking on the link. In this case Item ID “076552” was used.
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/ POForm Y Bchedule
Unit: 34000 PO:  NEXT ‘PO Date: 040312006 5 & =

V&Il(lOT:IDCS-DD'I a 'ID: IDDDDDDDﬁSU Qﬂ Lookup Details *Buyer: IRMA}{\NELL '} Ronney Maxwell

PO Status: QOpen

Receipt: MotRecwd Budget Status: rot Chic'd

Doc Tol Status: Mot Chik'd

Line Sole

Sel Line kem SS Flag Description Agency Redq Nbr PO Gty ‘UOM Cateqgory

Customize | Find | Wiew &

Source Type

pe—————— =
I 1 |D?5552 QO Q'Case equipment and l jl B | @ Q

Merchandise: Adj Amt: D.Dﬂﬁ Total Amount: IJSD  Backerder Status: Mone
'Goto: Header Details Defaults Itermn Search Header Comments Line Details
Copy From Kit Catalog Line Carmments I_ More . j

Import Agency Req. & Sole Source Info. |

Bl save | [ Motify | s Refresh I

FCQ Form | Schedule

r
r,
{
£
1
g
]
<
{

. ) Refresh . .
Input the PO QTY and click the button to validate the data. In this example 3 was used.
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/ POForm Y Schedule

Unit: 34000 PO: MEXT

PO Status: Open

Line Sole

PO Date: |04/03/2008 ) g
Vendor: [DCS-001 Q wp: [0000000530 QF Lookup Details *Buyer: |RMASWELL Q. Ronney Mawel

Receipt: MotRecvd Budget Status: Mot Chk'd Doc Tol Status: Mot Chk'd

=

Customize | Find |

» oy 4y

First 4] 1 of

Impart Agency Req. & Sole Source Info. |

B save | [=] Matify | s Refresh I

PO Farm | Schedule

. L ] i
=€l Line fem 22 Flaqg VI Lescrnplion Adency Red Nbr UM Lateqgory L Status,
Sel Line kem SS Ha Source Tvpe Description Agency Req Nbr PO Oty Uom Cateqol Amount Curr Status
M 1 |o76552 aQ r C |Case equipmentand =5 = 3.0000)|EA QL 076552 SD Acti\fef
Merchandise: 67.35  Adj Amit: 0005 Total Amount: 67.35 USD Backorder Status: Mone
‘Gote: Header Details Defaults Itern Search Header Comments Ling Details

Copy From Kit Catalog Line Comments [ mare =]

At bt ot oAbt Lo onl ey s et

The Amount defaulted in from the Item ID.
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Step 4 — Enter the Header Comments

Access the Header Comments page by clicking on the Header Comments link.

PO Header Comments

Unit: 34000 PO MEXT
Find | view Al First [ 1 o 1 [ Last
B
¥ Active Only '‘Sort Methd: | “omment Time Staj ‘Sort Sei: Iﬂxscending 'I
Comments:
¥ Sendto Vendor [ Shown at Receipt [ Shown at Voucher
File Name: | File Extension: I %
Standard Comments GoTo Source Fetch lterm Specs
Ok Cancel Refrezh

Input any comments that apply to the whole Purchase Order in the Comment Field.
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PO Header Comments

Unit: 34000 PO MEXT

First E 1 af 1 |I| Last

&

7 Active Only  “Sort Methd: | CommentTime Sta ¥ sort seq: | Ascending =] B2

Comments:

Enter Header Camiments here thatwill apply ta PO, ;l
¥ SendtoVendor [ Shown at Receipt [ Shown at Voucher

File Name: | File Extension: I %
Standard Comments GoTo Source Fetch lterm Specs

Ok | 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. In this example click on Shown at Voucher.
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PO Header Comments

Unit: 34000 PO MEXT

¥ Active Only 'Sort Methd: | Comment Time Sta | -Sons,}“:lﬁacending - B

Commenmts:
Enter Header Caommetns here taht will apply to PO, ﬂ

-

¥ Sendto Vendor [ Shown at Receipt ¥ Shown at Voucher

»50CIAIEA UOCUMEN
@e Name: | File Extension: I Q@)

Standard Comments GoTo Source Fetch termn Specs

] Cancel Refresh

PS 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

DCS requires certain Purchase Orders to contain certain comments concerning the purchase. Instead of having to type
this information into each Purchase Order, DCS has a list of Standard Comments that when selected will default in. These

comments are called STANDARD COMMENTS and must be added to these Purchase Orders.

regulations.

Click the ] button in the upper right hand corner and then the Standard Comments iy

Standard Comments

Cut and Paste

*Action:

Std Type: @ Comment ID: @

‘Eff Date: [o&i18r2008 Status: [ecive -

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

See DCS rules and

From this page you can select the “Standard Comment” by inputting the Std Type and Comment ID. If you do not know

this information, click the Lookup Icon <. located to the right.
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Click the Lookup Icon™ for the Std Type.

Look Up Std Type

SetlD: aoooo
Standard Comment T}.me:l hegins with j |
Description: |begin5 wiyith j|

Look Up | Clear | Cancel | Basic Lookup

Search Results

17 of 7
Standard Comment Type Description
ad5 QDOT TERMS ARD CORNDITIONS
[o{u] N ROk COLLUSICM
oTm CTERM
gL IT Solicitation Terms
Vi SERVICE
T&C TERMS ARD COMDITIONS
TEM TERmMS

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

*Action: | Zut and Faste j
Std Type: IICOL Q Comment ID: | &
‘Eff Diate: IDEH ar200e ‘Status: I Aretive vI
Description: |
Shont Desc: I
Comments:
] | Cancel | Refresh |

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

SetlD: aoaao
Standard Comment Type: CoL
Standard Comment ID: | heging with j |
Description: | heging with j |

Look Up | Clear | Cancel | Basic Lookup

Search Results
1 af1

Standard Comment ID Description

NOMC MOM COLLLISION

Note: The Comment ID is unique to the Std Type. The Comment ID must have a STD Type or an error will be received.

Select the comment by clicking on it.
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Standard Comments
*Action; | Cut and Paste j
st Type: ICOL &) Comment ID: INONC Q
‘Eff Dvate: IIZI r24r2006 Status: I Active = I
Description: |
Short Desc: I
Comments:
]2 Cancel Refresh

Click the __9K__| putton.

Purchasing_PO Matching

91



PO Header Comments

Unit: 34000 PO MEXT

¥ Active Only “Sort Methd: | Somment Time Staj 'SortSeq:IASCEﬂdi”g 'I

Comments:

i'I'HIS BID INWALID IF MOT SIGRHRED AMD MOTARIZED il
Affidavit:

State of County of , of lawdul age, heing

firat duly swenrne nhonath sav that 1 (Sihe s the dolv aothorized anent nf Ridder LI

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

File Name: | File Extension: I i
Standard Comments GoTo Source Fetch ltem Specs
Ok | Cancel | Refresh |

Click the __%K__|putton.
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Step 5 — Verify Line Item Details

Use the Line Details page to verify or modify additional details on the line. Select the line item to review by clicking the

Radio Box ™ located to the left of the line on the PO Form page. Click the Line Details link.

Line Details -- DCS-001

=11
PO: MWEXT Line: 1 Case equipment and parts DE'
Backorder Status: Mone
™ Amount Only Status: Active
Amount: G735 JSD Doc. Base: 67.35 Base Currency: USD
Cateqgory: 0765452 CASE EQUIPMENT AMD PARTS  Category ID: 14634
Contract SetlD: 00000
Contract ID: Q. Line: I Q
Release:; MEXT  Contract Details
RFQ ID: UPNID: 0o0ooo

Vendor lem ID: |

vndr Catlg; |

Ity 1D I Q

Ifg ttm 1D: | Q

‘Price Oty: IScheduIe vI ‘Price Date: PO -

Replenish Code:

I— 2
(iv‘ Receiving Required ) ™ Device Tracking

[ Inspection Required Inspect ID: I

Configuration Info
o]34 | Cancell Refreshl
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When this option is selected the PO line must be set up with a PO QTY of “1” and UOM of “SUM”.

Receiving Required - This option is used to require the Item Ordered be received and matched to a payment.
This option defaults in from the Item ID as being required and must be deselected if not required; otherwiser the
voucher will fail matching. When Receiving Required is selected this is known as 3-way matching.

Inspection Required - This option is used to require the Item Ordered be inspected and matched to a payment.
This option does not default in and will need to be selected if used. This option is known as 4-way matching.

De-Select “Receiving Required” then click the  “k | button.

Purchasing_PO Matching
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{ PO Form (ﬁchedule )
4

Unit: 34000 PO:  NEXT PO Date: [04/0372006 [ ¥ AXTOE

Vendor: |DCS-DD1 Q D IDDDDDD%SU QA Lookup Details *Buyer: IRMWELL S Ronney Maxwell

PO Status: Open

& o &~

Receipt: mMotRecyd  Budget Status: Mot Chic'd Doc Tol Status: mot Chk'd

omize | Find | Vi

Sel Line tem SS Flag Line Sole Description Agency Req Nbr PO Gty ‘UoM Category Amount Curr:
= = = Source Type =
F 1 |o76552 ar Q_ |Caze equipmentand = B | 30000 [EA Q4 076552 67.35 us{
1
L d
4
-

-
Merchandise: G7.35  Adj Amt: D.Dﬂﬂ Total Amount: G7.35 USD Backorder Status: Mone -
L
‘Goto: Header Details Defaults lterm Search Header Comments Line Details 4
Copy From Kit Catalag Line Camrments [ More . | ?

Import Agency Beq. & Sole Source Info. | (
E save | [=] mctiey | s Refresh I ?
P Form | Schedule f
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Step 6 — Verify Shipping Details and Input Distribution Information.
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 tab.
[ POForm } Schedule 1

Unit; 34000 PO: MEXT A x
PO Date: 04/03/2006 PO Status:  Open Receipt: Mot Recvd Budget Status: Mot Chik'd
! First E 1 of 1 |I| Last
=l
Line: 1 ltem: 076552 Case equipment and parts l‘_é'
Customize | Eind | “Wiew All | i First [4] 1of 1 [¥] Last
Sel Sched '‘Due Date ‘Ship To ‘PO Oty Price Amount Status
~ 1|osrazo0g [ |58030 O | o000 | ( 2245000) | B7.35 Active [=]
PO Ony: 3.0000 UomMm: Ea Amount: G7.25 LISD
Ship To Comments Ship To Address Dne Time Address Salesilse Tax Schedule WAT
Schedule Details Frice Adjustment Misc. Charges Schedule RTY Distributions Backorder PO
El save | [=] Matify | t Refresh E 2dd | 4| UpdateDisplary

PO Form | Schedule

From this page you can change the Unit Price if needed. The unit price defaults from the Item ID.
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Distribution Information

To access the Distribution page, click on the Distribution link.

Distributions -- 1

=0
PO MEXT Line: 1 Sched: 1 Rem: 076552 Case equipment and parts DE'
‘Distribute by: [Quantity ) =l speedchart: | QU Mutti-SpeedCharts  Status:  Active

{
1

Details | More Detalls ' Asset Information ) Reg Detail
Sel Dist POOty Percent Amount Currency ‘GL Unit Account Account Fund Type Fundin Dept Bud Ref CFDA= Program .

2 1|-1nn.nunn BD [34000 Q| Q | Q| Q| al a] Q|

Amount: 67.35 USD  Doc.Base: BY.35 USD PO Gty:  3.0000

Distribution Details  Projects Asset Information  Reg Detail Distrib Salesi/lUse Tax  Distrib WAT
ok | cancel | Remesn |

vy T WL, Y

Distribute by: Quantity - Defaults if nothing is selected. Used when ordering quantities.
Amount - Used for 1 sum , mostly contracts.

The selection made will determine when the Purchase Order will be considered fully matched. If “Distribute By” is QTY, it
will be considered fully matched when all quantities have been vouchered and matched. If “Distribute BY” is Amount, it
will be considered fully matched when total extended amount has been vouchered and matched.

In this example, the PO line is distributed by “Amount”.
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Input the Fund, Class Department, Bud Ref and any other information needed.

account by inputting the value or clicking the Lookup Icon C"‘.

If needed you can change the

Distributions -- 1

=N
PO NEXT Line: 1 Scheil: 1 Rem: 076552 Case equipment and parts =

j SpeedChart: I Q

‘Distribute by: | Quantity

Multi-SpeedCharts  Status:  Active

Details Y More Details

e Aszet Information 4 Feq Detail

,"'\ i |

Sel Dist POOty Percent Amount Currency *GL Unit ‘Account ﬁggoul it Fund Type EIIIF:]?I?“ Dept Buid Ref CFDAZ Proura;
¥ 1| 3.0000 | 100.0000 B7.35USD  [34000 O 533220 O | .'Q Q{p__l,) Q| Q| ‘{
-

F

<

{

Amount: BY.35 LsD Doc. Base: 67.35 LSD PO Gty:  3.0000 5
Distribution Details  Projects  Assetinformation Reg Detail Distrib Sales/Use Tax  Distrib WAT I
ok | cancel | Refresh | g

Click the _Fefesh | putton to validate the data.
Click the __%€__| putton.
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/' POForm { Schedule Y

Uniit: 34000 POz MEXT & x
PO Date: 04/032006 PO Status:  Open Receipt: Mot Recyd Budget Status: Mot Chk'd
First El 1 af 1 El Last
_ Bk
Line: 1 hem: 075552 Casze equipment and parts -
! First E 1of 1 |I| Last
Sel Sched *Due Date ‘Ship To ‘PO Oty Price Amount Status
V 1 |osiarzo06 [+ 58030 O | 3.0000 22.45000 | B7.35 Active [=]
PO Oty:  3.0000 UOM:  EA Amount: B7.35 USD
Ship To Comments Ship To Address Dne Time Address Salesillse Tax Schedule VAT
Schedule Details Price Adjiustment Mizc. Charges Schedule BTY Distributions Backorder PO
B save | [Z] Motify | ty Refresh E'q-.ﬂ-.ddl A Upddate Displary

PO Form | Schedule
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Step 7 — Matching

Matching is a flexible process that compares vouchers with purchase orders and receiving documents to ensure that
you are paying for what you ordered and received. The system automatically performs the required matching based
on the document characteristics. The purchase order header sets the match control for all applicable lines. At the
purchase order line schedule level, you can also specify if matching is required. The only time matching is not
required are for Authority Orders.

« Two-way matching compares vouchers and purchase orders if receiving-required is not enabled on the purchase
order.

e Three-way matching compares vouchers, purchase orders, and receipts if inspection-required is not enabled on the
receiver.

« Four-way matching compares vouchers, purchase orders, receivers, and inspections if inspection is required.

e Receipt-only matching compares vouchers to receipts.

Click the [_FOEam_§ap.
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Review the Header Match Status

POForm Y Schedule | y

*

Unit: 34000 PO: MEXT ‘PO Date: 040372006 [5 & A XoR *

Vendor: [DCS-001 a, ID: |Dnnnnnnsan Q% Lookup Details ‘Buyer: |RMAXWELL & Ronney Mawell 4

L

PO Status: Open Receipt: Mot Recyd  Budget Status: Mot Chid'd Doc Tol Status: Mot Chidd 3
Sel Line hem S5 Flag Line Sole Description Adgency Redq Nbr PO Oty

= = = Source Type -

M 1 |076552 Q Q |case eguipmentand =5 | 30000 }

{

F

X

Merchandise: G67.25  Adj Amt: U,Dnﬁ Total Amount: 67.25 LUSD Backorder Status: Mone j

y

"Goto: Header Details Defaults [term Search Header Comments Line i ‘;

Copy Fraom Eit Catalog Line Comments . fore .. -

mport Agency Req. & Sole Source Info. I r

El save | [Z] matify | % Refresh f

PO Form | Schedule {

In the bottom right hand, click the = button located to the right of - Mare .. =l click the 11-
Matching Link.
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PO Matching -- DEPARTMENT OF CENTRAL SERVICES

Unit: 34000 PO MEXT

To Match

‘Match Action: IStandard 'I ‘ERS Action: INI:I 'I
Match Rule: ISTANDARD i

0]24 | Cancell Refreshl

You can change the PO’s Match Action to “No Match” by clicking the = button and selecting it. This should never be
done unless it is on an Authority Order (when you select the AO vendor, this will automatically default to “NO

MATCH”). The match rules prevent users from creating payments that exceed the Purchase Order and

Purchasing Line Schedules quantities and amounts.

Match action defaults in from the vendor set up.

e All Vendor's PO(s) Default is set to Match (Except AO)

e Authority Order Vendor Default is set to “No Match”

e The Header matches on Vendor number and Vendor Location.

Click theLl button.
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POForm Y Schedule )

-
Unit: 34000 PO:  NEXT PO Date: |04/032008 [ & = 4
Vendor: [DCS-001 Q ‘ID: IDUUUUUUEBU Q5 Lookup Details *Buyer: [RMAELL QU Ronney Mawwell 4

PO Status: Qpen Receipt: Mot Recvd  Budget Status: Bot Chk'd Doc Tol Status: Mot Chk'd 4

Ling Sole

Sel Line ftem 2> Flaf i Description Aflency Red NDP
Sel Line hem S5 FHa Source Tvne Description Agency Redq Mbr PO Oty
¥ 1|078552 SR Q |case eguipmentand = B | 3.0000;
4
1
4
v
)
Merchandise: 67.35  Adj Amt: 0005  Total Amount: BE7.35 USD Backorder Status: Mone ¥
=
"Gote: Header Details Defaults [termn Search Header Comments Line Dietails ?
Copy From kit Catalog Line Comments ... lore . {
Import Agency Req. & Sole Source Infa.
Bl save | [=] Motify i Refresh
PO Form | Schedule j

Click the i =Schedule ' tgp,
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/' POForm { Schedule Y

Unit: 34000 PO:  MEXT

PO Date: 040372006

P Status: Qpen Receipt:

Line: 1 em: O0TEA52

Mot Recvd

Case equipment and parts

A X

Budget Status: Mot Chk'd

Ship To Address
Price Adjustment

one Time Address
Misc, Charnes

Ship To Comments

(ochedule Details

& Save | [Z] Motify | L Refresh

P Form | Schedule

SalesilUse Tax

Sel Sched *Due Date ‘Ship To ‘PO Oty Price Amount Status
V 1 |omi0giz006 [+ |ss030 Q| 3.0000 22.45000 | B7.35 Active [=]
PO Oty: 3.0000 UomM: EA Amount: G7.35 LISD

Schedule WAT

Schedule BTV Distribiutions Backorder PO

S 2l | UpdateDisplay

To review the Match Status on a PO Schedule click the Radio Box |

From page and click the StheduleDetals ;-
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D etails for Schedule 1 -- DCS-001

PO MEXT Line: 1 Sched: 1 Mem: 07GA52 Case equipment and parts
Amount: 7.3 USD Doc. Base: 67.35 LSD POOty: 30000 Status: Active
Due Date:  (0G/09/2006 Time Due: I I” Custom Price - No Override ™ g charge
Orig Prom: m E)  Ship Date: I— El {Planning)
‘Matching: Match Status PO:  Unmatched
Freight Trm:l':':'EI DEST 4 Free an board at Destination Ship Via: ICDMMON U common Carrier

Tolerance Cwer Tolerance Lnder

W Reject City Onver Tolerance TRFT Rule: I— &'}

Early Ship Rjct Days: I

Charge Method: I Weight vI

Uit Price: | |
5, Unit Price: I— I—
Ext Price: | |
% Ext Price: I I
(0] | Cancel | Refresh |

Oty Rowd Tolerance % I

(I Freight Charge Cherride

The matching should be set to “Full Match” u
Schedule matches on:
e Quantity

e Extended amount

nless it is an Authority Order.

Matching Controls and Receiving Controls - Defaults in from the Item ID.

The PO is now ready to be saved, pre-approved, budget checked, approved, dispatched, and printed.
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CREATING A VOUCHER AGAINST A PUCHASE ORDER

Step 1 — Enter Voucher Data

Follow the following navigation

Navigation: Accounts Payable>Vouchers>Entry>Reqular Entry

Find an Existing ¥alue | Add a New Value

Business Unit: |34EIEIEI| Q

Woucher ID: MEXT

Woucher Style: Regular Youcher _:hl
Control Group 1D | QL

short Vendor Name: | &)

Wendor ID: I &)
Mendor Location: I &}

Address Sequence Mumher:l 0

Elwoice Humber: |

nvoice Date: I [#]

Gross lvoice Amount; | 0.0ao0

Total Voucher Lines: I 1

Add

Find an Existing Value | Add a MNew Walue
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Business Unit - Defaults to specific agency for each user.
Voucher Number - Defaults to Next. The system will auto number each Voucher.

Voucher Style - Defaults to Regular and should not be change when creating basic voucher that requires payment to a
vendor.

Note: Do not change the Voucher ID field. Let the system default to NEXT into the data field. The Voucher number will
be assigned upon saving.

Input the Invoice number and invoice date only; the other fields do not need to be populated.
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Voucher

/ Eind an Existing Yalue | Add a New Value

Business Unit: |34EI oo
Voucher ID: INE}{T

Voucher Style: |Regu|arvuucher

Control Group I0: I QL

Short Vendor Name: |

Vendor ID: I QL
Vendor Location: I QL

Address Sequence Numher:l 0

Q

Ivvoice Number: |522 211

Invoice Date: |m1 52006 [5)

Gross Imnvoice Amount: |

Total Voucher Lines: I 1
add )

Find an Existing Yalue | Add a Mew Value

0.000

Click the _ agg | button.
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[ voice Information ' Payments '} Youcher Afiributes ) Accounting Information

Style: Regular Entry Status: Qpen Comments B8 view Related Docurnent

Unit: 34000 Voucher ID:  MEXT Budget Status: Mot Chi'd Post Status:  Unposted

POUnit:I Q, Purchase Order: I Q. CopyFO |

Worksheet Copy Option: |MNone

Advanced Wendar Search Invoice No: |522211

Vendor: I— Q Invoice Date: Im El Accty Date: M E
Name: [ ]a payTerms: | x| B
Location: |_ Misc Amt: I— =

I_ Frght Amt: I— Fél

‘Adlidress:

MHon Merchandise Summarny

Total: 0.00 *Curr:lUSD C, Balance: n0.on

T W TR B W N WL W W

1 *Disthy:lAmt v| SpeedChart I_|

ftem Description Cluantity UOM Unit Price Extended Amt

| a [ e

~ Distribution Lines

Pt W

[T Use One Asset ID

First E' 1of 1 E' Last

) ommize | Find | View All |

ChartFields ' Exchange Rate | Statistics !
L |
I . N Sub- Class- . .
Amount Cluantity *GL Unit Buddaet Date Account A_ccmu it Fund Type Fundin Dept Bud Ref CFDAZ Program Prcqectsj
1] 0.00 | [34000 @ oarz1iz006 5 | | Q] Q | Q| ol Q] Q | C, Projects

Bl save | [=] Matify | 1a Refresh |

5
4
i

Invoice Infarmation | Payiments | Youcher Attributes | Accounting Inforrmation
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Step 2 — Copy Purchase Order to Voucher

In the upper right hand corner ~Worksheet Copy Option: | Hane =l click the =) button and select “Purchase
Order Only”.

Unit: 34000 Voucher: MEST G0 To voucher Headar

o

PO Unit: | Q PO: | Q ™ View Matched [Cancelled Only?
‘PO Dt Opt: |N|:| Date vI PO Date: | 21 Copy ToVoucher Search

Input the PO Unit and PO Number.

Unit: 34000 Voucher:  NEXT 5o To Youcher Header
>
e,
PO Unit: 24000 )2, Departrment of Health PO: 3409007 428))C I™ View Matched iCancelled Only?

‘PO Dt Opt: |N|:|Date vI P{:-Date:l El Copy To Voucher Search

Click the ﬂl button. (If the PO is not available for selection then either the PO is not in a dispatch status or the
PO has been fully matched.)
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1A
Unit: 34000 Voucher: MEXT

G0 Tovoucher Header

o
PO Unit: |34DDD |, Department of Health PO: |34nanm4za Q, I” View Matched /Cancelled Only?
PODtOpt:  [NoDate 7] popate: [ [ _CoRvToMoucher search_|
Select PO Lines ind | view all  First (4 1o 1 [ Last
PO Unit; 34000 PO 3409007428 PO Date: 0450352006
Vendor ID: Qooooooas0 DEPARTMERMT OF CEMTRAL SERVICES
Customize | Find | i First E 1 af 1 |I| Last
- Quantity I " UoM Purchase Line Schedule
Select hemlIDl Description Vouchered UOM Unit Price Merchandise Amt Currency PO Ciy PO Order Price Number Number
Cace pe—
r 076552 equipment 3.0000 ) EA 22,44 G7.35 USD 3.0000 EA 22,44 1 1
and parts
Select All | Deselect All PO Line Count: 1 PO Total: $67.35

This “Quantity Vouchered” is the quantity available for vouchering. If the value is zero, then there are no available
guantities and it will fail matching. (By selecting the correct “Distribute By” method if the quantity is zero, it will not be
available for vouchering at all.) The amount in the Merchandise Amt column is the amount left to match on the PO line.

Click the Radio Box [ to the left of the PO Line/Schedule to copy to the voucher.

If you are vouchering for less quantity you may change, it here. In this example, the quantity is left as 3.0000.
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1B

Select HemlIDl Description

Unit: 34000 Voucher:  MEXT Gn ToVoucher Header
B
PO Unit: Im Q. Department of Health PO Im Q I View Matched (Cancelled Only?
‘PO Dt Opt: Im PO Date: I—Eg Copy ToYoucher Search |
Select PO Lines Find |view Al First [ 4 o 4 [ Last
PO Unit: 34000 PO 34090074238 PO Date: 0450352006
Vendor ID: Qooooooss0 DEPARTMEMT OF CEMTRAL SERVICES

First E 1 af 1 |E| Last

Customize | Find | g

Cluantity UOM Purchase

UOM Unit Price Merchandise Amt Currency PO Ciy Line Schedule

Vouchered

PO  Order Price Humber Number

case
r 076552 equipment @EA 272,45 015 USD EA 27,45 1 1
and parts
Select Al | DESE'“”‘" PO Line Count: 1 PO Total: 015

This is what you will receive when all quantities have been matched but the “Distribute By’ Method was Amount and there

is an available balance.
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o
PO Unit: [34000 @ Department of Health PO: [3400007428 I View Matched iCancelled Only?
‘PO Dt Opt: Im PO Date: I—E‘j Copy ToVoucher Search |
Select PO Lines Firat (4 1 of 1 [ Last
PO Unit: 34000 PO: 3409007428 PODate:  04/0372006
Vendor ID: 0000000580 DEPARTMEMT OF CENTRAL SERVICES

Zustomize | Eind | i First E 1 af 1 E| Last
UOM Unit Price Merchandise Amit Currency PO Gy UOM Purchase Line Schedule

Select  hem D Descrij}tiongm
Vouchered

PO  Crder Price Humber Number

Case
®) oressz equipment [ 30000 EA 22.45 B7.35 USD 3.0000 EA nis O O

and parts

Selectall | Deselect Al

PO Line Count: 1 PO Total: $67.35

The PO is copied to the voucher by Line Number and Schedule Number. If a PO line and Schedule does not display after

searching on the PO, then it is fully matched, inactive or closed, or every PO distribution line associated with the PO line
is finalized.

Click the _CopyTovaucher | b vion.
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Step 3 — Review Copied Data

/ voice Information Y Payments ) Voucher Attributes | Accounting Inforrmation

Style: Regular  Entry Status: Open Comments T&  viewRelated Document  §F B

Unit: 34000 Voucher ID:  MEXT Budget Status: Mot Chk'd Post Status:  Unposted

PO Unil:l Purchase Order: I Copy PO | Worksheet Copy Option: |Nc|ne |

Advanced Wendor Search Invoice No: |522211

Vendor: nooooooss0 S Invoice Date: ID?HEIEDDE [+ Accty Date: 08/21/2006 [+
Name: IDCS-DM Q, ‘Pay Terms: m B

Location: Misc Amt: I Fl%

‘Address: Frght Amt: | %
DEPARTMENT OF CENTRAL SERVICES Lion Weichandise Sumnrmary
DCS ACCOUNTING

ORLAHOMA CITY, Ok 73152-3488

Total: n0.oo 'Curr:lUSD C,  Balance: -6Y.348

Immice Lines

1 ‘Disthy: [amt ~| SpeedChart | Wiew POIReceiver in B
em Description Cuantity UOM Unit Price Extended Amt
076552 @ |case equipmentand par [3.0000 [EA Q| 2245000 | B7.35

Use One Asset ID

=
S ; : 2
f ChartFields Y Exchange Rate Y Statistics Y Aszets \\
Amount Cuantity *GL Unit Budget Date ‘Account EEE;... . Fund Type Clas§-m Dept Bud Ref CFDAZ Program  Projects
G| 67.34 | [z4000 @ [omizrizoos [ [s3zzz0 @ [ @ [rooo @ [sooo0 @ 3500001 @ [os Ja | Q| @, Projects

& Save | [=] Motify | L) Refresh |

Inwaice Information | Payments | Woucher Attributes | Accounting Information

The Circled data copied in from the Purchase Order.
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The information that copies to the voucher line/distribution when the PO is distributed by amount is as follows:

The Quantity, Unit Price and Extended Amounts are activated on the voucher line when the PO line is distributed
by Amount. The payer must enter the Extended Amount for the voucher line, although it cannot exceed the amount
copied to the voucher as this is the amount left to match on the PO line. The payer may also enter the Quantity and
Unit Price on the voucher line, although the quantity cannot exceed the quantity copied to the voucher as this is the
guantity left to match on the PO line. It is a good idea to implement an internal policy that quantity x unit price
always equal extended amount to minimize the risk of matching the PO based on incorrect quantities and unit
prices on the vouchers.

The amount copied to the voucher distribution line is the original amount of the encumbrance on the PO distribution
line. It is imperative that payers have access to the outstanding encumbrances on the on the daily Outstanding
Orders report so they can ensure a PO distribution line has adequate encumbrances. A PO line with available
amount to voucher may have PO distribution lines that have been fully liquidated.

The chartfield combination also copies from the PO distribution lines. If the account code, TBD, copies to the
voucher distribution line, then the voucher should not be processed (saved) until the account code on the PO has
been changed to the correct code. If there are multiple distribution lines, including one or more containing TBD that
is (are) not needed to make the payment, the lines(s) can be deleted so the voucher can be processed. Once a
voucher is saved against a PO distribution line, funding changes can no longer be made on the PO distribution line.

In our example, the “Unit Price” is changed to 22.40. Since the Dist By is Amt, the Extended Amt on the voucher
line and the Amount on the voucher distribution line must be changed to 67.20. (If the Dist by was set to QTY, the
Unit Price X QTY would calculate.)

Input 67.20 in the “Total Field” and click the Rettesh | bytton to validate the data.
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/ voice Information % Payments " Voucher Attributes " Accounting Information

Style: Regular Entry Status: OPEM Comiments B8 viewRelated Document i B
Unit: 34000 Voucher ID:  MNEXT Group: I Q Budget Status: Mot Chk'd Post Status:  Unposted

PO Un'n:l Purchase Order: | Copy PO | Worksheet Copy Option: |Nane |

Advanced Yendor Search Invoice Mo: |522211

Vendor: IDDDDDDDSSD Invoice Date: ID'."H 512006 [5) Acctg Date: 08/21/2006 [
Name: IDCS-UEH ‘Pay Terms: Im B
i =
Location:  [0001 @ miscame: [ B
‘Address: | 1| &, Frght Amt: I— B

DEPARTMENT OF CENTRAL SERVICES Mon Merchandize Summary
DS ACCOUNTING

ORLAHOMA CITY, Ok ¥3152-2488

Total: BY.20 'Curr:lUSDQ Balance: 0.00

L UL "E T L WY PAPPRY T ‘.

&l Save | SLReturn to Search | Motify | L Refresh |

Invoice Information | Payments | WYoucher Attributes | Accounting Information

1 'Distl}y:IAmt 'I SpeedChart |_| Wiew PO/Receiver Asszociate Receiver(s) f&g B /

4

ltem Description Guantity UOM  Unit Price Extended Amt ¢

[o7B552 @, |Case equipmentand par [3.0000 |EA Q| 22.40000 | B7.20 )
" Use One AssetID

= i 3

f’ChartFieI{Is Y Exchange Rate Y Statistics Y LEezets \\‘ !

Amount Quantity 'GL Unit Budget Date Account Account Fund Type Fundin Dept Bud Ref CFDAZ Program Projects J

1] £7.20 |3.0000 [34000 © f0ar21/2006 [ [533220 O | Q [too0 @ [40000 Q3500001 O 0B Q| Q| Cy Projects |J(

<

€

4

Purchasing_PO Matching 116




Step 4 — Save Voucher

Click the “&5*= | putton located in the bottom left hand corner.
Step 5 — Match the Voucher

Follow steps 1-2 pages 47-61

Step 6 — Review Purchase Order’'s Match Status

Follow step 6 pages 68-74

Purchasing_PO Matching 117



PO’s “Distribute By” set to Amount

PO Matching -- 3409007428

Unit: 34000 PO 3409007428
Match Action: Standard
Match Rule: STANMDARD

Feturn |

Details for Schedule 1 -- DCS001

PO: 3409007428  Line: 1 Case equipment and parts

Amount: §7.35 UsSD Doc. Base:
Orig Prom: 0852172006 Ship Date:
Matching: Full Match

Backordered From Schedule;
Tolerance Cwear

Unit Price Tolerance:
% LInit Price Tolerance:
Ext Price Tolerance:

% Ext Price Tolerance:

] Cancel

07E5572 Status: Active

67.35 USD POOw:  3.0000

Match Status P

Tolerance Lnder

I~ Frozen (planning)

™ custom Price - No Override

= Mo Charge

[¥ Reject Oty Over Tolerance
Early Ship Rjct Days:

Ciy Rowd Tolerance %
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PO’s “Distribute By” set to QTY.

PO Matching -- 3409007428

Unit: 34000 PO 3409007428
Match Action: Standard
Match Rule: STAMDARD

Feturn |

Details for Schedule 1 -- DCS-001

PO: 3409007428 Line: 1 Case equipment and parts

Backordered From Schedule;

Tolerance Cwer

Unit Price Tolerance:
% Uinit Price Tolerance:
Ext Price Tolerance:

% Ext Price Tolerance:

] Cancel

076552 Status: Active

67.35 USD POOty: 30000

Amount: 67.25 USD Doc. Base:
Orig Prom: 0272172006 Ship Date:
Matching:  Full Match Match Status PD

Tolerance Under

I~ Frozen (planning)

™ Custom Price - No Override

r Mo Charge

[¥ Reject Oty Over Tolerance
Early Ship Rjct Days:

Oty Rowd Tolerance %:
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Setting up Match Rules for Unit Price

PeopleSoft was not configured to match on unit price; however, when creating the Purchasing Order the user
can set up a unit price tolerance which will not allow the voucher to match if the tolerance is exceeded.

Step 1 — Set up price tolerance

Navigation: Purchasing>Purchase Orders>Maintain Purchase Orders

/ POForm ' Schedule )

Unit: 58000 PO: 5309004343 'PO Date: [09/14i2005 5 X 0=
VEIIHOT:IDCS—DD'I Q ‘ID: IDDDUUUDSSD Q= Lookup Details ‘Buyer: IRMWELL Q, Ronnhey Maswell

PO Status: Pend Appr - Receipt: Mot Reced  Budget Status: not Chk'd Doc Tol Status: valid

e AR i

Custornize | Find | View A1 | B8 First (44 or 1

. Line Sole . .
=€l Line lem [ I Lescription Agency Redq Nbr oM ateqory Curr Statug
Sel Line tem SS FHag Source Tvbe Description Agency Req Nbr PO Oty uom Cateqgo Amount Curr Stat
1099930 ar @, [Shipping and handiing = B | 10000 [sum Q099930 13.19 USD Actwef
r
e |
4
1
o
Merchandise: 13.19  Adj Amt: 0005 Total Amount: 1319 USD Backorder Status: Mone 1
X
“Gotol Header Details Defaults lterm Search Header Comments Line Detailz  Requisitions (
Copy From Kit Catalog Line Corrments [ Mare .. =] o
Impart Agency Req. & Sale Source Infa. | l}
B Save | ELReturn ta Search Prewvious in List | +[E| Mext in List | [Z] hatify | s Refresh | {‘I
PO Form | Schedule *",
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Click on the _Sehedule .,
{ POFomm { Schedule )

Unit: 8000 PO: 5209004343 A x
PO Date: 0971452006 PO Status:  Pend Appr Receipt: Mot Recyd Budget Status: Mot Chik'd
First El 1 of 1 El Last
=l
Line: 1 Rem: 099930 Shipping and handling charges |__|'§,
Customize | Find | Wiew & First E 1 of 1 E| Last
Sel Sched '‘Due Date *Ship To ‘PO Oty Price Amount Bevision Status
¥ 1|09 42006 [ [s8030 Q| 1.0000 13.19000 | 1319 Active [=]
PO Oty: 1.0000 UOM: S Amount: 1319 USD
Ship To Comments Ship To Address Dne Time Address Salesilse Tax Schedule WAT
@éhedule Cietails :) Price Adjustment Misc. Charges Schedule BT Distributions Backorder PO
El save | L\ Return to Search | [Z] matify | % Refresh E addd | A UpdatesDizplay

PO Faorm | Schedule

Click on the Zthedule Details |jnk
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Details for Schedule 1 -- DCS-001
PCO: 5809004343 Line: 1 Sched: 1 Kem: 093930 Shipping and handling charges

1319 USD Doc. Base: 1319 UsD POOWh:  1.0000 Status: Active

Due Date: 091 /2006 Time Due: I I” Custom Price - No Override I g charge
{}riﬂ Prom: IDQH 472006 @ Shil} Date: I @ {plﬂ"“i"ﬂ}

‘Matching: IFuIIMatch :I' Match Status PO:  Unmatched
FreiulltTrm:IF[:IEI DEST Q& Free on hoard at Destination Ship Via: ICOMMON Q common Carrier

Amount:

Tolerance Ower Talerance Under

— =, I Reject City Over Tolerance TRFT Rule: I e}
Unit Price: | |
8 Unit Price: I— Early Ship Rjct Days: I

i Y I i g IWei ht vI
Ext Prices I I Oty Rowd Tolerance % Charge Method a
% Ext Price: I I r Freight Charge Override
8] 24 | Cancel | Fefresh |

By inputting data into the tolerance fields you can determine the allowable until price Accounts Payable will be allowed to
use when processing a voucher. If a voucher is created using a unit price outside of the tolerance, a match exception will

be received. The tolerance can be set up as an amount or percentage. To set up the Purchase Order not to allow any

tolerance, input a value .0001 in the unit price.
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Input a zero (.0001) in the unit price for both Tolerance Over and Tolerance Under. Click the __Fefesh

button.

Details for Schedule 1 -- DCS-001

=h
PO: 5809004343 Line: 1 Scheil: 1 Mem: 099530 Shipping and handling charges |‘_'|§'
Amount: 1319 UsSD Doc. Base: 1319 UsD POOw:  1.0000 Status: Active
Due Date: 0951 4/2006 Time Due: I I Custom Price - No Override I g charge

Orig Prom: I':'E” 142006 B gpip pate: I El {Planning)
‘Matching: I Full Match :I' Match Status PO:  Unmatched
Freight Trm:IFCIEI DEST QA Free on board at Destination Ship Via: ICDMMON S comman Carrier

Tolerance Ower Talerance Under
¥ Reject Oty Over Tolerance TRFT Rule: I Q

Unit Price: 0.ooo10 n.ooo1a

% Uniit Price: I— I— Early Ship Rjct Days: I
Fi Y Fi B Weight 7
Ext Prices I I Oty Rowd Tolerance % I Charge Method I eig I

% Ext Price: I I (I Freight Charge Override

8] 24 | Cancell Refreshl

Click the w button and continue to process the Purchase Order as normal.

If a voucher is created with a unit price higher or lower then the unit price +/- any tolerance set up on the Purchase Order,

a match exception will be received.

P-500 Voucher unit price is not within plus or minus the unit price tolerance amount.

* Do not input any values for EXT Price Tolerance. This could put you in violation of the Central Purchasing Act.

Purchasing_PO Matching

123



Fixing Match Exceptions

Step 1 — Run Match Exception Report

Navigation: Accounts Payable>Reports>Vouchers>Match Exceptions

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

J Find an Existing Value Y Add a New Value

Run Control ID: | begins with j ||

™ case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Yalue | Add a Mew Value

Input a Run_Control ID and click the —_=Z##""_| putton.
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Match Exceptions |

Fun Control I Match_NVoucher Eeport Manager

Process Monitor

Fun |

Language:

Report Request Parameters

Mo parameters required.

Bl save | L Return to Search | +[E Previous in List | +[E] Mext in List | [=] matify |

B 2dd |

UpdateDizsplay

Click the Fun  putton.
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Process Scheduler Request
Fun Control ID: Match_oucher

User ID: RhA-WELL
Server Name: W’ Run Date: |':' 511872006 =]
Recurrence: | j RFun Time: |4:25:25Pru1 Resetto Current DatelTime |

Time Zone: I Q
Process Type ‘Tyne ‘Format Distribution

Select Description Process Name
P —
W  Matching Exception Report APY1090- Crystal [ wieh jﬂfi)ﬂ Distribution
0] Cancel

Server Name: PSNT
Format : PDF

Click the % Iputton.
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[/ Match Exceptions |

Feport Manager Frocess Wonitor Run

Run Comtrol 1D Match_Voucher
IEﬂEﬂiSh 'I @ncess Instance:3242152)

Language:

Report Request Parameters

No parameters required.

E 2dd | UpdateDisplay

El save | 2 Return to Search | +[E] Previous in List | +E] Mext in List | [=] Motify |

Click the Erocessdanitor |ink to print the report.
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[ Process List | Semer List

User ID: IRMPM‘!NELL T Type:
Server: I "I Name:
Run I vl Distribution

Status: Status
Process List

Select Instance Sedq. Process Type

J24nor FSJob

32414932 FSdob

= 3242142 Crystal

= 3242191 Crystal

= 3242150 Crystal

= 3242126 FSJoh

= 32421114 Application Engine
= 3242113 Application Engine
il 3242112 Application Enaine
= 3242111 Application Engine
il 3242110 Application Enaine
r

r

Go back to Match Exceptions

B zave | [=] tctity |

Process List| Server List

Purchasing_PO Matching

Process Name User

jLast: m IDayS vI Refresh |
Q, Instnn-:e:l to |
=] ¥ Save On Refresh

ol ) B8 First (0 40 0r 00 [ Last

Run Date Time

APY1090-
APY1090-
OCPPO343
BODISP

RMARWELL 091 8/2006 4:26:25PM COT Success
RMASWELL 09/18/2006 415:41PM COT Success
RMASWELL 09/18/2006 4:14:38PM COT Success
RMASWELL 091852006 2:20:56PM COT Success

AP_MATCHING Rr2AWELL 09118/2006 1:02:20PM COT Success

AP_MATCHING RMANELL

AP_MATCHING Rma-MWELL

AP_MATCHING RMANWELL

AP_MATCHING Rma-MWELL

PODISE

DCP3I54F0

09r 82006 12:43:18PM

padh Sucress
gEll:?rBIEEIDE 12:29:42PM Success
ggt.jr:lrafzﬂﬂﬁ 12:00:13PM Succoss
g%jrBIEDDE 11:32:48AM Success
RMAMAELL ggéjrafzﬂﬂﬁ 11:30:07 At Succoss

RuAAMNELL 0911 252006 1:28:31PM CDT Success

Run Status

Distribution

Status Details
Posted
Posted Details
Posted Details
Posted Details
Posted Details
Fosted Details
Posted Details
Fosted Dietails
Posted Details
Fosted Dietails
Fosted Details

128



Click the Betails [ink,

Process Detail

Instance: 32421482
Hame: APY1090-

Run Status: Success

Location: Senver
Server: FSMT

Recurrence:

Run Control ID: match_Voucher

Tupe: Crystal
Description: Matching Exception Report

Distrilntion Status: Posted

" Hold Request

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

Request Created On: 091 2i2006 4:27:30PM COT Parameters Transfer
Run Anytime After: 09M 32006 4:26:28PM COT Messane Log
Began Process At: 09M 32006 4:27:42PM COT Batch Timinogs
Ended Process At: 09M 32006 4:28:35PM COT ey Lo Trace
] Cancel

Click the AEWLOGTIECE |
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View LogiTrace

Report ID: 15928492 Process Instance: 3242152 Messadge Log
Hame: AP 090- Process Type: Crystal
Run Status: Success
Matching Exception Report
Distribwtion Mode: FSSTGLU Expiration Date: |1 Q022006
File List
Mame File Size {wtes) Datetime Created
Y 090- 3242152.F‘DF’_’_‘) fa,838 09182006 4:28:35.000000FPM COT
Messadge Log 0 091 82006 4:28:35.000000PM COT
FPeopleSoft Trace File a97 09182006 4:28:35.000000PM CDT
Distribute To
Distribtion ID Type ‘Distribution 10
Lser RMAWELL
Feturn

Click the .PCF link.
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Repart [D: APY1030 PeopleSoft Accounts Payable Fags Neo. 1
MATCH EXCEPTION REPORT Run Date Sepi18/2006
Bun Time 4:18:35 PM
VOUCHER DATA PURCHASE ORDER DATA RECEIVER DATA MATCH ERROR INFORMATION
Buysr uUnit Wouchar Line  Vehr Gty Wohr Prica Wehr Amt Unit FOID Lina Schad FO Gy PO Price PO Amt Unit Racy ID Line Saq Match Control 1d Match Ruls
18500 00010008 1 -1.00 3.08 -305 18500 YOo3g22 4 1 1.00 3,028.05 3.026.05 1 SYSTEM RULE_S5210
28200 00022437 1 1.00 43234 432.24 26200 Z048058 4 1 1.00 14,855 85 14,085 85 1 SYSTEM RULE_3210
20500 00077985 1 1.00 85.43 8543 &0500 &052004100 1 1 1.00 1.280.00 1,280.00 1 SYSTEM RULE_5210
20500 000780683 1 1.00 B83.17 gaA7 &0500 &052001520 3 1 1.00 THeT3 TE4.73 1 SYSTEM RULE_S210
Vouchers with Match Exceptions for Buyer
ABODIMEDT 74000 00033585 1 1.00 125,000.00 125,000.00 T4000 T402000524 1 1 1.00 125,000.00 125,000.00 1 STANDARD RULE_R500
Vouchers with Match Exceptions for Buyer ABODINEDT
AHILLEMEYER 34000 0004502 3 1.00 1,856.86 1,556.88 34000 3402007145 3 1 1.00 1,858.88 1,856.85 1 STANDARD RULE_R500
Vouchers with Match Exceptions for Buyer AHILLEMEYER
APARKERDZ2 27000 00008256 1 1.00 400.00 400.00 27000 2702000180 1 1 1.00 400.00 400.00 1 STANDARD RULE_R500
Vouchers with Match Exceptions for Buyer APARKERDZ
BBALDWIM 40000 00050543 1 8.00 1.50 800 40000 4002006231 3 1 4.00 18.00 7200 1 STANDARD RULE_V200
PR TRPFT RN e - R S, p— b o - e P - a Y e o T R e _—— o . PR

To print, click FILE>Print
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Step 2 — Identify the Match Exception

Rule H200- Voucher Vendor/Loc <> PO Vendor/Loc

e Compare the PO’s Vendor Number and Location to the Voucher’s Header Vendor Number and Location.

o Navigate to the Purchase Order
o Navigate to the Voucher

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

Form % Schedule

LInit: PO
Vendor: CIMGULAR W-003 1Dk Q000044992 Yendor Details Buyer: Betty Haddad
PO Date: 100452005 PO Status:  Dispatched  Receipt: Mot Recyd Backorder Status: MNone
Budget Status: valid Doc Tol Status: Yalid
Customize | Eind | Wiew All i First E 1 af 1 |I| Last
Sel Line Hem tem Description Cateqory PO Oty UOM  Amount Status
[v¥ 1 07255138 CELLULAR TELEPHOME, RATE PLAMS 07 2551 38 1.0000 SUM BO0.00 USD Active
Merch.: GO0.00  Adj Amt: Total: EO0.00  LISD
Header Details  Matching HeaderWAT  AIRTY Header Comments. .. Line Details Line Comments... Document Status

LA Returnto Search | [=] Matify | Relsted Links |

Form | Schedule
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Navigation: Purchasing>Purchase Orders>Review PO Information>Purchase Orders>Vendor Details

Lhnit:

Location:

Country:

City:
County:
State:

Feturn |

Basis [t Type:

Address 1:
Address 2:

Address 3:

Vendor Details -- CINGULAR WIRELESS

PO

Terms: 00

I Diate Basis Date:

LISA Linited States
020 M MAY STE 130

OkLAHOMA CITY

Ok Oklahoma

Address:

Contact:

Salesperson:

Prefix:
Phone:

Fax:

Postal: T3120-4445

7 Address Details
Contact Details

Salesperson Details

405/358-5706
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Accounts Payable>Vouchers>Entry>Regular Entry

| nvoice nformation _Payments | voucher Affributes ' Accounting Information

Style: Regular  Entry Status: Postable Match Manageryithholding Comments B8 view Related Document 5 B
Unit: Voucher IDx Group: I Q Budget Status: “alid Post Status:  Unposted

Piiil.lnir:ISGGDD Purchase Order: |5669003310 Copy PO | Worksheet Copy Option: |Mone =l

Advanced Yendar Search Invoice No: |><D3232006

Vendor: 0000054992 Invoice Date: IDEH A/2006 @ Accty Date: IU*U']U.QUDB @
‘Pay Terms: ID Days 'I =

Name: CINGULAR ¥-003
Location: Misc Amit: I B
*Address: Frght Amt: I - B

CINGULAR WIRELESS Mon Merchandise Sumrmary
PO BOX 650553

DALLAS, TH TH265-0552

Total: I 41.05 'Curr:IUSDQ Balance: 0.00

. T Y ¥ ST Y R S Y Y

1 'Dis‘lhy:l@lv 'l SpeedChart l_l wiew POIReceiver Associate Receiverrs) JB B ;
4

Item Description Quantity UOM  Unit Price Extended Amt I” Force Price
[orzss1az @ [cELLULAR TELEPHONE [1.0000 [sum @ [ 41.05000 | 41.03 ;
[ Use One Asset ID

= A
J( ChartFields Y Exchange Rate Y Statistics Y Aszets \I 1
o, ; , Sub- Class- . 1
Amount Quantity *GL Unit Budget Date Account Account Fund Type Fundin Dept BudRef CFDA= Proars
1 4105 [1.0000 [5e600 @ [oaorzooe [ [5atis0 @ [os @ [ioon | @ [1esor @ [e7orion @ Jos @ | Q e

B Save | SLReturnto Search I [=] ratity I L) Refresh |

Invaice Infarmation | Payments | Youcher Attributes | Accounting Infarmation

The PO and Voucher have the same Vendor Number, but the PO has Vendor Location Number 0002 and the
Voucher has Vendor Location Number 0007. The PO Vendor Number and Location copies into the Voucher, but
the H200 exception occurs when the CPO changed the location after the voucher was created but before it
matched or the AP user changes the location.
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Rule P500-Voucher unit price is not within plus or minus the unit price tolerance amount.
e Review the Purchase Order unit price and compare it to the Voucher Unit Price.
e Navigate to the Purchase Order.
e Navigate to the voucher.

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

/ POForm Y Schedule

Unit: PO " ﬁ X

PO Date: 09/14/2006 PO Status:  Dispatched  Receipt: Mot Recvd Budget Status:  alid

First E 1 aof 1 |I| Last

=i

Line: 1 ftem: 099930 Shipping and handling charges

Customize | Eind | Wiew A i First E 1of 1 |I| Last
Sel Sched ‘Due Date ‘Ship To ‘PO City Price Amount Revision Status

v 1 0901 452006 1.0000 13.19000 13149 Artive =]

PO Oty 1.0000 UOM: S Amount: 13.19 USD
Ship To Comments Ship To Address Dne Time Address SalesilUse Tax Schedule WAT
Schedule Details Frice Adjustment Misc. Charges Schedule BT Distributions Backorder PO
Bl Save | JSLReturnto Search | [ Matify i Refresh Ex 2dd UpdsteDizplay

PO Form | Schedule
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Navigation: Purchasing>Purchase Orders>Review PO Information>Purchase Orders>Schedule>Schedule Details

Details for Schedule 1 -- DCS-001

PO: 5809004343 Line: 1 Shipping and handling charges 099930 Status: Active
Amount: 1319 UsSD Doc. Base: 1319 Usp POOw:  1.0000
OrigProm: 097142006 Ship Date: I~ Frozen {Planning}

Matching: Full Match Match Status PC: Unmatched

Backordered From Schedule:

™ Custom Price - No Override

Tolerance Over Tolerance Under [

No Charge
Unit Price Tolerance: n.oooq0 n.oo010

% Linit Price Tolerance:
Early Ship Rjct Days:
Ext Price Tolerance:

- [
% Ext Price Tolerance: i e L LR

014 Cancel

¥ Feject (ty Owver Tolerance
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Accounts Payable>Vouchers>Entry>Regular Entry

[ Invoice Information % Payments 4 Woucher Aftributes |~ Accounting Information

Style: Regular  Entry Status: Postable Mateh Manager Cormments B viewRelated Document  §§ B
Unit: Voucher ID: Group: I Q Budget Status: kot Chk'd Post Status: Unposted

PO Unit: I Purchase Order: I Copy PO | Worksheet Copy Option: | Mone =l

Advanced Vendaor Search Invoice No: |TESTTOLERANCE OWER PO

Vendor: IDDDDDDDSBD Invoice Date: IDQH 82006 [+ Acctg Date: IDQH 82006 [+
Name: IDCS—DD1 ‘Pay Terms: I 0 Days - l B
. =
Location:  [o001 @ Misc Amt: | B
=l
‘Address: I 11Q Frght Amt: I B

Mon Merchandise Surnrmary
DEPARTMENT OF CENTRAL SERVICES B e i 511 A
OGS ACCOUNTING

LR TSN, CLS Ul L Total: I 13.20 'Curr:IUSD C, Balance: 0.00

P 1. VI R T Y ¥ W Y

1 Distby: [y 7] SpeedcChart [ | viewPO/Receiver  Associate Receiver(s) jB B ’f
tem Description Cuantity UOM Unit Brice Extended Amt [ Force Price p
EEEEED @ [shipping and handling ¢l [1.0000 ISUM & [ 13.20000 ) 13.20 -

[T Use One Asset ID ;

@ HE

]f ChartFields Y Exchange Rate Y Statistics Y Aszets \II J
- . . Sub- Class- . {

Amount Quantity *GL Unit Budqet Date Account Account Fund Type Fundin Dept BudRef CFDA#Z Program 7

1 13.20{1.0000 | @ [oererzo0e B [31110 @ | Q [roon @ [resnt @ Jozozonz @ [os @ | Q| 4

+

B save I L\ Return to Search | [=] Mctity | % Refresh I {
Irwvoice Inforrmation | Payments | Youcher Attributes | Accounting Information 2

The Purchase Order was set up with a Unit Price Tolerance of .0001. The PO unit price is 13.19 but the voucher

unit price is 13.20.
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Rule R500- No receipts found (Query OCP_P00316_PO_WITH_RECV_REQ will give you a list of POs with Receiving

Required checked.)

Rule S120-Currently, when this match exception is received it requires the same resolution as the R500 match

exception.

e Ifreceiving is not used, removed the receiving required from run the Matching Process again.

e Ifreceiving is used, navigate to the PO Activity Page.

o If areceiver has not been done, contact the receiving department or individual responsible for
receiving and have them process a receiver document.
o If areceiver has been done, have Accounts Payable attach it to the voucher.

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

[ Activity summary |

LInit: PO Vendor:

kem Description

Line hem
I~ 1 02045605100 Statewide Catalog Contract Com

O 2 02045605100 Statewide Catalog Contract Com

N 3 02045605100 Statewide Catalog Contract Com

City Iivwcdd:

Amt I

ity Rowd:
Gy Accprd:

0.o00a
0.0000

Invoice hatching

[=] Matify

Feceipt

L\ Return to Search

Open Oty:

0.80
14632 860

5.2000

PO Status:

Dispatched

Custorize | Find [ view A1l | 88 First [0 13 003 0] Last
Order Oty Amount Ordered  Amownt Only
F.0000 14632 860 -
2.0000 107.920 [
1.0000 1856.860 -
Oty Mtchd: 0.a0a7
Amt Mtchd: 1964 9449
Open Amt: n.oao
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Nothing has been received on PO line 1. When the receiving required is on, the open quantity and amount calculations
are computed by subtracting the Qty Revd and Qty Accptd from the Order Qty and Amount Ordered on the PO.

Rule S100- The match control from the PO/Receiver does not exist in the match control table.
e Navigate to the Purchase Order and review the match status.
e Navigate to the Voucher and review the match status

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

FO Matching --
Lhnit: PO Chng Order: 4

MHone

Match Action: |

Match Rule:

Feturn |
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Navigation: Purchasing>Purchase Orders>Review PO Information>Purchase Orders>Schedule>Schedule Details

Details for Schedule 1 -- OKLAHOMA G-003

PO Line: 1
Amount: 15305022 USD Doc.Base:
Orig Prom:

Matching:  (fo Match)

Backordered From Schedule:

Talerance COver

Unit Price Tolerance: 99999995 99959

% Unit Price Tolerance:
Ext Price Tolerance:

% Ext Price Tolerance:

] 4 Cancel

Janitorialicustodial services 031039 Status:  Active

Ship Date:

153060.22 USD PO Oty: 9.0000
I” Frozen (planning)

Match Status PO: Unmatched

10.00

¥ Custom Price - No Override

Tolerance Under [
No Charge

4999994955 99599
¥ Reject Oty Owver Tolerance

Early Ship Rjct Days:

100.00

City Rowd Tolerance %:
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Accounts Payable>Vouchers>Entry>Regular Entry> ¥igw FO/Receiver

View Source PO/Recv
Unit: Voucher: Line: 1 ‘Line Match 'Dption
PO Unit P P Line PO Schedule Receipt Unit Receipt Number Line Schedule
| [ [ [
[
814 | Cancel | Refresh |

If this is the only voucher processed against this PO and it is not an Authority Order then change the match

status on the PO Header and PO Schedule to Match. If other vouchers were processed as NO match then delete
the voucher and start over. Do not change the match status on the PO if there have been vouchers processed as

NO Match.
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Rule S210- Invalid PO Status. PO must be Approved and Dispatched.
e Navigate to Maintain Purchase Orders. Purchase Order must be in a Dispatch status before the Voucher
will match

Navigation: Purchasing>Purchase Orders>Maintain Purchase Order

POForm % Schedule 1
Unit: PO: Chng Order; 2 ‘PO Date:|'35134f2'3'35 E A f
Vendor: ISA"\"IIN CORP-0M ‘IDx: IDDDDDEBEE’I ﬂ Lookup Details ‘Buyer: I Jeanie Wall ¥
PO Status{ Approved J  Receipt: Mot Recyd  Budget Status: valid Doc Tol Status: valid

Customize | Find |

Line Sole
Source Type

Sel Line kem S5 Flag Description Agency Req Nbr PO Gty ‘UOM Category Amou

ayear extended term lease
31 to 44 CPM Digital Copier
Automatic Document Feeder
| 1 09842605023 r I L Limitless Sorting |EI4EIQ Fé. | 12.0000 MOR 09852605 28440
Staplino/Offset Catch Tray
wili- line Stapler Automatic

e

Duplexing
r 2 0994971 O I 2 Copy Charge |EI4EIQ Fé. 1.0000 CPY 0984971 1
r 2 0994971 O I 2l Copy Charge |EI4EIQ Fé. 1.0000 CPY 0984971 275149
Merchandise: 314083 Adj Amt: D.Dﬂﬁ Total Amount: 314083 USD Backorder Status: Mone
'Gote: Header Details Defaults ltern Search Header Comments... Line Details  Reguisitions
Copy Frorm Kit Catalog Line Comments... .. hdare j

Bl save | L Return to Search | Pty | s Refresh

PO Form | Schedule

[ o]
o N ﬂp' ‘4\-_4‘**‘*\ x‘[l \._._.h

The Purchase Order is in an Approve Status, the voucher will not match until dispatched
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Rule V200- Life to Date Voucher Qty > PO Qty + %Tolerance
e Review the PO quantity and Vouchers created against the PO by navigation to the PO Activity Page.
e To review the invoice data click on the Invice and/or M&LEhInG |jn)

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

Lnit: PO Vendor: ‘PO Status: Dispatched
Customize | Find | i First [4] 1-14 of 14 [¥] Last
Line HIem kem Description Uom Order oty Amount Ordered  Amount Only

(| 1 03751521074 Bread, raisin 1 lb. loaf, slic EA 10.0000 18.500 |
- 203751523024 Bread, rye 1 1b. loaf, sliced EA 10.0000 14.000 [ |
- 303751529010 Bread, texas toast style, thic EA T00.0000 TO0.000 ||
(Il 4 03751531050 Bread, wheat, sandwich strle EA 20000000 2100.000 ]
- 5 03751531060 Bread, wheat, sandwich style EA 5.0000 11.200 ||
I B 03751532040 Bread, white, family style, en EA g000.0000 8000.000 ]
(Il 7 03751533100 Bread, white, sandwich stvle PEG £4.0000 89.600 |
- 903751535001 Hogie buns B lenath, Bfpkg. FPKG 200.0000 230.000 [ |
¥ 9 03751536130 Buns, hamburger, vitamin fori PKG A75.000 ]
(Il 10 03751538300 Buns, hot dog, witamin fortif PKG 80.0000 112.000 ]
- 11 03751552106 Muffins, english Pre-haked, 12 FKG 10.0000 11.000 ||
[ 12 03751555100 Rolls, french dip sandwich 6 ¢ FPKG 30.0000 51.000 [ |
- 13 03751559400 Folls, brown and serve Wyhite - FKG 10.0000 12.000 ||
- 14 03751564100 Eolls, tea, fully cooked, read FEG 3.0000 9.900 [ |
City Rowd: o.ooon Oty Inved: City Mrcha: 45K.0000

Oty Accptd: 0.0000 Amt e a76.140 Amt Mtchd: 524.400

Receipt Inwoice Matching Open Cy: 0.000o0 Cpen Amt: -1.140

ELReturn to Search | Matify |

According to the PO Activity Summary PO line 9 has a quantity of 500.00 but there are vouchers created totaling
a quantity of 501.00. If you are dealing with more then 2 decimals you may need to review the actual voucher/PO.
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Rule V300- Life to Date Voucher Amount > PO Amount (No Price Tolerance Specified)
e Review the PO extended amount and Vouchers created against the PO by navigating to the PO Activity

Page.
e To review the invoice data click on the Irvoice and/or Matching |jnk

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

Activity |
Unit: PO: Vendor: PO Status:  Dispatched
Customize | Find | % | i First [4] 1.14 of 14 ] Last
Line Hem Item Description uom Order Oty  Amount Ordered  Amount Only

O 1 03751521075 Bread, raisin 1 1b. loaf, slic EA 10.0000 18.500 ]
O 203751523024 Bread, rve 1 |b. loaf, sliced EA 10.0000 14.000 1]
O 303751529010 Bread, texas toast style, thic EA 700.0000 700.000 1]
O 4 03751531050 Bread, wheat, sandwich style EA 20000000 2100.000 1]
O 5 03751531060 Bread, wheat, sandwich style EA 8.0000 11.200 I}
O B 03751532040 Bread, white, family style, en EA 80000000 g000.000 1]
O 7 03751533100 Bread, white, sandwich style FPKG 64.0000 89.600 ]
O 8 037514535001 Hogie buns 6" lendth, Bk, FPKG 200.0000 230.000 1]
I~ 9 03751536130 Buns, hamburger, vitamin forti FPEG A00.0000 I}
O 10 03751538300 Buns, hot dog, witamin forifi FPKG g0.0000 112.000 ]
O 11 03751552106 Muffins, english Pre-haked, 12 FPKG 10.0000 11.000 ]
O 12 03751555100 Ralls, french dip sandwich & ¢ FPKG 30,0000 51.000 1]
O 13 03751559400 Rolls, brown and serve YWhite - FPKG 10.0000 12.000 ]
O 14 03751564100 Ralls, tea, fully cooked, read FPKG 9.0000 9.900 1]
Oty Rowd: 0.0000 Oty Inved: a01.00 Oty Mtchd: 456.0000

aty Accptd: 0.0000 Amt Inved: Amit Mitch; 524.400

Receipt Invoice Matching Open Oty: 0.0000 Open Amt: -1.140

LLReturn to Search | [=] motify |

According to the PO Activity Summary page, the extended amount on PO line 9 is 575.00 but there are vouchers

totaling 576.15.
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MATCH RULES

People Soft delivers one set of Matching Rules These rules can be structured to meet our needs through selecting certain match rule controls.

Match rule controls are sets of rules that the system applies against vouchers, purchase orders, and receivers. The system uses these controls

during a background process to ensure that voucher header and line amounts are reconciled against purchase order and receiver lines.

People Soft Delivered Match Rules

*+] =l Rule D Description Apply
Rule
RULE-E100 Extended Price Tolerance v
RULE-E200 Extended Price % Tolerance v
RULE-E250 Voucher Ext Amt <> PO Ext Amt (No Tolerances Specified) | <blank>
RULE-H100 Voucher Pay Terms <> PO Pay Terms <blank>
RULE-H200 Voucher Vendor/Loc <> PO Vendor/Loc v
RULE-H400 Voucher Vendor/Loc <> Receiver Vendor/Loc v
RULE-1100 Inspection Required but not Complete v
RULE-L100 Voucher item <> PO item <blank>
RULE-L200 Voucher item <> Receiver item <blank>
RULE-P100 Voucher Price <> PO Price (no tolerances specified) <blank>
RULE-P400 Voucher Price <> PO Price + % Unit Tolerance v
RULE-P500 Voucher Unit Price <> PO Price + Unit Tolerance v
RULE-R500 No receipts found v
RULE-R600 No receipts found, but unmatched ones exist v
RULE-R900 Total voucher received quantity > Accepted quantity v
RULE-R950 Total Line Invoice Qty <> Sum of Associated Receipts v
Acccepted Qty
RULE-V200 Life to Date Voucher Qty > PO Qty + %Tolerance v
RULE-V300 Life to Date Voucher Amount > PO Amount (No Price v
Tolerance Specified)
RULE-V400 Life to Date Voucher Amt > PO Schedule Amt + % v
Tolerance
RULE-V500 Life to Date Voucher Amt > PO Schedule Amt + Tolerance v
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The system first checks for system error. This table lists, defines, and explains the System Matching Rules delivered with the system:

Rule ID Short Description Clarification and Resolution
N EERRRRRREB—————NNNN——————————————

RULE_S100 The matching on the PO/Receiver does not exist in the match control table. This error can arise because the voucher requires matching, but the PO is not
set up for match. This can happen after the PO was copied into the voucher
but before match is run the PO was changed from match to no match or when
a PO is copied into the voucher and the voucher is changed from a no match
to a match but the PO does not require match. All PO’s should be set up for
match with the exception of Authority Orders.

RULE_S110 RTV/Credit Adjustments are greater than the PO Matched Quantity/Amounts

RULE_S120 Voucher line RTV/Credit Adjustments will bring the Receiver line ship Matched | Currently this message is being received in error. Should receive Rule R500.

Quantity/Amounts below zero. Modify voucher line credit adjustment and run
Matching again

RULE_S200 Invalid PO ID This error can arise after the PO is copied into the voucher, but before match
has run a change order is processed against the PO requiring the PO to be re-
dispatched but is not. Review the PO to insure the PO is in a dispatch status.
The purchasing user must place the PO in dispatch status.

RULE_S210 Invalid PO Status. PO must be Approved and Dispatched. This error can arise after the PO is copied into the voucher, but before match
has run a change order is processed against the PO requiring the PO to be re-
dispatched but is not. Review the PO to insure the PO is in a dispatch status.
The purchasing user must place the PO in dispatch status.

RULE_S300 Invalid UOM conversion for PO This error can arise after the PO is copied into the voucher and the Unit of
Measure is changed. The Unit of Measure should never be changed. If it is
incorrect then the purchasing user must be notified to correct the PO.

RULE_S400 Invalid currency exchange rate for PO

RULE_S500 Invalid UOM conversion for receipt

RULE_S600 Invalid currency exchange rate for receipt
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Rule ID Short Description Clarification and Resolution
s S ——

RULE_S700 Receipt for voucher line has multiple UOMs

RULE_S800 Receipt for voucher line has multiple transaction currencies

If no system errors exist, which would indicate missing data and would prevent the system from getting all of the voucher, purchase order, and
receiver data, the system applies Matching Rules.
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This table lists, defines, and explains the Matching Rules delivered with the system:

Rule ID Short Description
T .

RULE-E100

Extended Price Tolerance

Generates an exception when:

The voucher extended price exceeds the purchase order
extended price +/- the extended price tolerance AND the
tolerance <> 0. It won't give an exception for non-
purchase order receipt.

Clarification and Resolution

|

This error is a result of creating a voucher where you are
trying to pay more on a PO line item than is available on
the PO. In order to correct, you either reduce the
voucher in accordance with the PO or purchasing user
must increase the line item in accordance with all
applicable state laws. Which user, (Accounts Payable or
Purchasing) makes the correction depends on internal
agency procedures.

RULE-E200

Extended Price % Tolerance

The voucher extended price exceeds the purchase order
extended price +/- the extended price % tolerance AND
the tolerance <> 0. It won't give an exception for non-
purchase order receipt.

This error is a result of creating a voucher where you are
trying to pay more on a PO line item than is available on
the PO in addition to having the PO set up with a
tolerance level. When paying a voucher that exceeds
the PO extended price % tolerance, must see the % for
tolerance and either decrease the voucher or decrease
PO. Which user, (Accounts Payable or Purchasing)
makes the correction depends on internal agency
procedures.

RULE-H200

Voucher Line Vendor/Loc<>PO
Vendor/Loc

The vendor number and location on the purchase order
does not match the vendor number and location on the
voucher. It won't give an exception for non-purchase
order receipt.

This error is a result of changing the vendor and/or
location on the voucher invoice information page after
the voucher has been copied. This error causes the
vendor number and location on invoice information page
not to equal PO vendor number and location. If you
require the check to be mailed to another location then
change the location address on the payee panel. If this
error occurs on the voucher invoice information page,
change the vendor number and/or location to match the
PO vendor number and/or location, providing the
Purchase Order is correct. If Purchase Order is not
correct, change the payee on the payee page.
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RULE-H400 Voucher Line Vendor/Loc<>Receiver | The vendor number and location on the voucher does This error is a result of a change to the vendor number
Vendor/Loc not match the vendor number and location on the receipt. | and/or location on the receiver. To correct, determine
the correct vendor and/or location and correct either the
voucher, receiver and/for PO. This error could be
received in combination error with H200. To correct
receiver, change the payee on the payee page.
RULE-1100 Inspection Required but not The item ordered requires inspection but inspection has | A PO can be set up requiring inspection or not. Either
Complete not been completed. the PO or the receiver will need to be corrected.
Navigation is shipping, inspect shipment.
RULE-P500 Voucher Unit Price <> PO Price + The unit price on the voucher is either higher or lower To fix this either the voucher's unit price needs to be
Unit Tolerance then the unit price and tolerance specified on the PO. changed to match the PO price +/- any tolerance or the
PO price or tolerance needs to be changed. Either way
the Purchasing Department needs to be notified to
resolve the discrepancy.
RULE-R500 No unmatched Receivers exist for The matching process could not find any receipts for the | The Purchase Order requires a receiving report to be

this Voucher. There is no record of
the merchandise being received as of
yet.

purchase order specified on the voucher line that was
available for matching (for example not matched, not on
hold, and not cancelled).

completed, but no report was found. Agencies that
utilize receiving must verify receiving has been
performed by reviewing the PO on the PO Activity Page.
The Activity Page will show if item has been received
with the receiver number. If the item has been received,
attach item to the voucher by retrieving voucher and
“invoice lines” through the hyperlink.  Click on the
Associate Receiver Lines then Under Receiver Lookup
Criteria 1) fill in Recv BU, 2) Click Fetch button, (on the
right side of page), 3) Under select Unit — check the box,
4) click the OK button on the bottom. If there are more
than one line on the Select Unit Box, make sure you
select all appropriate lines. If there are no receipts found
then you need to contact your receiving department. If
you are not using receiving then the purchasing user
needs to turn off receiving on the PO.
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RULE-R600

No receipt found, but unmatched
ones exist

The matching process found receipts for this purchase
order that were available for matching (for example not
matched, not on hold, and not cancelled) but could not
make an association to the voucher line using any of the
receipt aware criteria.

This means that the PO requires a receiving report to be
completed. The system sees some receipts out there for
this PO but it could not find enough similarities to match
them up or they were all used for other vouchers. On the
voucher under "invoices lines" is a blue hyperlink
"Associate Receiver(s)." Either create a new receipt or
locate the correct existing receipt and attach it to this
voucher through the hyperlink. Click on the Associate
Receiver Lines then Under Receiver Lookup Criteria 1)
Fill in Recv BU, 2) Click Fetch button, (on the right side
of page), 3) Under Select Unit - check the box, 4) Click
the OK button on the bottom. If there are more than one
line on the Select Unit Box, make sure you select all
appropriate lines.

RULE-R900

Total voucher received quantity >
Accepted quantity

The total quantity received (including across all voucher
lines and previously matched receivers) exceeds the
accepted quantity on the receiver. It won't give an
exception for Amt only Receiver.

Quantity on the voucher exceeds quantity on the
receiver. Check for receiver that could be missing, if
receiver cannot be found, reduce the quantity on the
voucher. Hint: You might want to check with internal
department to ensure receiver indication is accurate.

RULE-R950

Total Line Invoiced Qty <> Sum of
Associated Receipts Accepted Qty

Within the same matching process instance the total
receiver quantity associated on the voucher line exceeds
the remaining unmatched receipt quantity on the receiver
line schedule.

Quantity on the voucher exceeds Associated Receipts
Accepted quantity. Check for receiver that could be
missing, if receiver cannot be found, reduce the quantity
on the voucher. Hint: You might want to check with
internal department to ensure receiver indication is
accurate.

RULE-V200

Total voucher Qty > PO Qty + %
Tolerance

The receiving % tolerance does NOT equal zero, and the
total quantity vouchered (including previously matched
vouchers) exceeds the quantity on the purchase order
plus the allowed over-receiving quantity. It won't give an
exception for Amt only purchase order and non-purchase
order receipt.

The voucher quantity matching exceeds PO Order
quantity. Either reduce voucher quantity or increase PO
quantity. Hint: you can receive this error message in
combination with E100, E200, and V300.
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RULE-V300

Total Voucher extended Amount >
PO Schedule extended amount(No
Price Tolerance Specified)

The receiving tolerance is zero and the total quantity
vouchered (including previously matched vouchers)
exceeds the quantity on the purchase order. An
exception is not generated for an Amount Only purchase
order or non-purchase order receipt.

Either reduce voucher quantity or increase PO quantity.
If do not want to match on quantity, mark the PO -
Amount Only. Hint: you can receive this error message
in combination with E100, and E200.

Hint: One-Sum POs with only one funding line were NOT
converted as "amount only" but rather as a quantity of
one. Therefore, if a voucher is paid and no changes have
been made to the PO, then the PO is no longer available
for subsequent payments. Agencies should review these
types of POs before processing any payments and
change the PO type to amount only or add another item
line on the order for the remaining payments.

RULE-V400

Life to Date Voucher Amt > PO
Schedule Amt + % Tolerance

The extended price % tolerance is NOT zero, and the
total amount vouchered (including amounts on previously
matched vouchers) exceeds the purchase order amount
(calculated using extended price % tolerance). It won't
give an exception for non-purchase order receipt.

Voucher can not be paid against PO or create change
order to increase PO. Either decrease the amount on
the voucher to match what is on the PO or increase the
PO to the amount on the voucher by completing a
change order.

RULE-V500

Life to Date Voucher Amt > PO
Schedule Amt + Tolerance

The extended price tolerance is NOT zero, and the total
amount vouchered (including amounts on previously
matched vouchers) exceeds the purchase order amount
(calculated using extended price tolerance). It won't give
an exception for non-purchase order receipt.

Voucher can not be paid against PO or create change
order to increase PO. Either decrease the amount on the
voucher to match what is on the PO or increase the PO
to the amount on the voucher by completing a change
order.
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