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Create a Requisition Release
Navigation:  Purchasing > Requisitions > Add/Update Requisitions
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Leave Requisition ID as “Next”, Click [image: image2.png]
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Update Origin to EXC and enter Item ID. (The Item ID’s begin with a ‘1’.)
Click [image: image4.bmp].
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NOTE: The Description, UOM, and Category Code defaulted from the Item ID.  The UOM must match the UOM of the Contract. The contract can contain more than 1 UOM if needed.  Contact the Department of Central Services.
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Enter Quantity and click [image: image7.bmp].

NOTE: The price defaulted from the Item ID, not the contract. The Item price first defaults from the Item ID Vendor, if the Vendor is not found on the Item ID, it defaults from the Item ID standard price.
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Click Vendor Information Tab.


NOTE: The number one priority Vendor and Vendor Location defaults from the Item ID and must match the current Contract.
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Click Contact Tab.

Click Contract ID Lookup Icon[image: image10.bmp].

NOTE: The Contact ID field will provide a list of all Contracts for this Vendor. If the vendor does not have any contracts or the incorrect vendor was selected then either no values will be found or the wrong contracts will be displayed.
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Click correct Contact ID link.
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Click Contract Line Lookup Icon[image: image13.bmp].


NOTE: The Contact Line field will provide you with the Contract Line Number that belongs to the Item ID. If the Item ID does not have a contract or if the incorrect Item ID was selected then either no values will be found or the incorrect contract line will be selected.
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Click Contract Line Number link.
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T 
Click Sourcing Controls Tab.
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Calculate Price:
· When this feature is selected, upon sourcing/coping the Requisition to the PO the Item ID Price will default not the requisition price.

· When this feature is not selected, upon sourcing/coping the Requisition to the PO the Requisition Price will default.
· When this requisition is on a Contract and your turn off Calculate Price, you will receive an error message and the system will re-select Calculate Price.
Error Message Received:
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Click Details Tab.
Enter Requisition Unit Price and click[image: image19.bmp].
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Click Schedule Icon [image: image21.bmp].
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Update Schedule as needed and click Distribution Icon [image: image23.bmp].


NOTE: If the Due Date is updated the price will default back to the Item ID price and will need to be changed again.  To avoid this you can update the Due date prior to entering a price.
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Enter Fund, Class, Dept, Bud Ref, Budget Date, and any other fields as needed and click [image: image25.png]


.

NOTE: The account code can be changed if needed, but if a change order is processed and defaults values are updated the account code will change. The best way to change the account code is through the Requisition Default Page.
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Click [image: image27.png]



The Requisition is now ready to be Pre-Approved, Budget Checked, Approved and then Sourced/Copied to a PO.


NOTE: The Contract release will not be created until the Purchase Order has been created and saved. Based upon your business process you may not have your Requestors attach the Contract; especially if there is more than one contract that can be used.


Create a Requisition Purchase Order Release

There are two (2) ways to create the Release:
1. Sourcing the Requisition

2. Coping the Requisition
Sourcing the Requisition
Navigation: Purchasing > Purchase Orders > Stage/Source Request > Requisition Selection
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Enter Requisition ID and click [image: image29.png]Search
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CRITICAL NOTE: The sourcing page will allow you to change the Calculate Price field from Y to N but the business process is to leave the Calc Price equal to Y. This allows the contract release to be created and the price to be updated after the PO has been created. If the Calc Price is changed from Y to N then the Contract Release will NOT be created.
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Check Include Box [image: image32.bmp] and click[image: image33.png]
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The requisition is now in the Staging Table.
Source a Requisition to Purchase Order
Review Staged Requisition

Navigation: Purchasing > Purchase Orders > Stage/Source Request > Sourcing Workbench
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Enter Business Unit and Requisition ID and click [image: image36.png]Search



 .
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The Stg Status will change as follows:
Staged - When the Requisition is ready to be sourced and have PO CALC ran.
Ready - After PO CALC has been run and is ready for the PO to be Created.
Complete - The PO has been created.

Run Purchase Order Calculations

Navigation: > Purchasing > Purchase Orders > Stage/Source Request > PO Calculation
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Create or Select Run Control ID.  Click [image: image39.png]Search



 or [image: image40.png]
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1.
Enter your Business Unit IDs.

2.
Enter Buyer for the PO to Default to; if one was not listed on the Requisition.
Must enter a Buyer

3.
Check Pre-Approve Vendor[image: image42.bmp].

Must be selected

4.
Check Build PO’s as Approved[image: image43.bmp].

Optional
Click [image: image44.png]Run
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Select Server Name PSUNX and Click[image: image46.png]


.
[image: image47.png]o conrons |

[I—— R S

Process instance 9147545

Process instance: —

Busiess Unt: [ Q. o susness inefoT000Q
System Source: a ¥ gosic:

Poprocess tatbutrow: [  rioxtie

e | — @ s

e exo: | S BT

cotegony: a pra—

e 12 pamwowen

L T — |
ongee Fra Losatmoraciorss [
oS — snptoprortyrocors: [
purchasoOrgerReterence: [ price Factor [
¥ pre-Approve Vendor Vendor priontyFoctorts |





Click Process Monitor Link.
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Click [image: image49.png]Refresh



 repeatedly to update your job status until the Run Status is Success and Distribution Status is Posted.
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After job goes to Success and Posted, click Details Link.
[image: image51.png]Process Detai

Instance: 9147545 Type:  Application Engine
Name: PO_POCALC Description: PO Calculations
Run Status:  Success Distribution Status: Posted
T
Run Control ID:PO_CACL. © Hold Request.
Location:  Server © Queue Request
I3 Request
Server: PSUNX Cancel
€ Delete Request
Recurrence: © Restart Request

Request Created O: 1072172010 12 11:18P1 CDT Parameters W Transfer
Run Anytime Atter: 1072172010 12:08:02P14 CDT MessagelLog” Viewlocks
Began Process At 10/21/2010 12:11:34PH COT Batch Timings
EndedProcess At 10/21/2010 12:13:04PH COT ViewLooTTrace





Click Message Log Link.
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Review Error by going to the Sourcing Workbench.

Navigation > Purchasing > Purchase Orders > Stage/Source Request > Sourcing Workbench
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Enter Business Unit and Requisition ID and click [image: image54.png]Search



.

Click Sourcing Details Icon [image: image55.bmp].
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The Error Message can be found under the Staging Information Bar.
Fix Problem of the Error Message.

Change Stage Status from ‘Error’ to ’Recycle’.
Click [image: image57.png]


.
You will then need to Rerun PO Calculation.
Navigation:  Purchasing > Purchase Orders > Stage/Source Request > PO Calculation
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After PO Calculation has been rerun the Message Text should show Staged Rows completed without error.
Create Purchase Order
Navigation:  Purchasing > Purchase Orders > Stage/Source Request > PO Creation
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Create or Select Run Control ID and click [image: image60.png]Search



 or [image: image61.png]
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Enter Process Instance number from the PO CALC job.

Select [image: image63.bmp] Calculate PO Line Numbers.
Required
Select [image: image64.bmp] Hold from Further Processing.
Optional
This will put the Purchasing Order on Hold.

Select [image: image65.bmp] Allow Dispatch When Approved.
Click [image: image66.png]Run
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Select Server PSUNX and click [image: image68.png]
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You can review the sourcing Status from the Sourcing Workbench.

Navigation:  Purchasing > Purchase Orders > Stage/Source Request > Sourcing Workbench
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Stg Status should be Completed.

NOTE: This means that the Contract Release has been created.  In this example it was created for the amount of the Vendor Item ID price of $1.00.


You can retrieve your PO by Clicking Purchase Order Link.
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Change Price to Purchase Price and click [image: image72.png]
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Click [image: image74.png]
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The Contract Release amount has been adjusted.

You can now complete the Purchasing Process.


NOTE: If the Requestor does not select a Contract on the Requisition upon sourcing, the system will assign a contract based upon the Vendor and Item ID on the Requisition.  The accuracy of this information depends upon the Requestor selecting the correct Item ID, and the maintenance of the Item ID Vendors.


Copy Contract Requisition to Purchase Order

Navigation:  Purchasing > Purchase Orders > Add/Update POs
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Leave PO ID as “Next” and click [image: image77.png]
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Enter Vendor ID and Buyer.
The Vendor ID on the Purchase Order must match the Vendor ID on the contract.

The Buyer should be a Buyer in your agency.

Click Vendor Details Link and verify the Vendor Location is correct.
The Vendor Location should match the Vendor Location on the Contract.
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Click Copy From: Arrow Key [image: image80.bmp] and select Requisition.
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Enter Requisition ID and click [image: image82.png]Search
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Check Select Box [image: image84.bmp] and click [image: image85.wmf].
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Click[image: image87.png]




NOTE: The Contract Release has been created; it was created using the Vendor Item ID default price of $1.00.


Update Price to Purchase Price and click [image: image88.png]
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Click [image: image90.png]


.
[image: image91.png]Maintain Purchase Order_

Schedules.
e oo Vs ipe0con
so: s povwe  wozn0m
Posus o

Beunuumess
L ———e e e
e 1 e sicoonzso ezt Poow. 3009 o amome 15000 uSo.
Somd  omows oy oam e et

RFEEn 8w @ ww [ wew [ wwae Y66 REE,
scrsmansConmann





The Contract Lease Amount has been updated.
Create a Direct Contract Purchase Order
Navigation:  Purchasing > Purchase Orders > Add/Update Pos
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Leave PO ID as “Next” and click [image: image93.png]
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Enter Vendor ID and Buyer and click [image: image95.bmp].

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

The Buyer should be a Buyer in your agency.

Click Vendor Details link and verify the Vendor Location is correct.

The Vendor Location should match the Vendor Location on the Contract.
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Click Headers Details Link.
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The PO Header Details page will display the following data:

· The PO Type will show RLSE.

· Origin will show EXC.

Click [image: image98.png]
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Click Contract Tab.
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Click Contract Lookup Icon [image: image101.bmp].

[image: image102.png]Look Up Contract ID






NOTE: The results contain a list of all Active Contracts belonging to the vendor.  Notice there is an expiration date in the far right column.


Click Contract ID Link.
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Click Contract Line Lookup Icon [image: image104.bmp].
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Click Contract Line Link.

NOTE: The results contain a list of all Item IDs belonging to the contract.


[image: image106.png]‘Override PO Description () with Contract Description (PRINTSHOP PAPER: Tag #1 Mill Brand Heavy Duty Sheet for Catalog Covers Job Tickets/Folders) on Line (1) (10200,599)

Press OK to override PO Description with Contract Description. Press Cancel o use the entered PO Description




Click [image: image107.png]
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[image: image108.png]‘Override Schedule Quanity with Contract Quantity Scheduled on Line (1), tem (1000009291)7 (10200,435)

Press OK to override schedule quantity with coniract shipping template schedule quanity. Press Cancel to use the entered line quantity and schedule quantity.




Click [image: image109.png]


.


NOTE: Clicking [image: image110.png]


 will copy the contract UOM and price to the PO.  If the contract price is mandatory and [image: image111.png]


 is not selected, the incorrect price will copy in and you will not be able to change the price.
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Click Details Tab.
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NOTE: The Item ID, Description, UOM and Price copied in from the contract.  When there is a mandatory contract price, the contract is marked as “Price Cannot Be Changed on Order” and the Price field will be grayed out. If the contract does not have a mandatory Price, the field will be available for updating. (You can add Additional Item Specs in the Comment Field.)

Change PO QTY and Price as needed.
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Click Schedule Icon [image: image115.bmp].
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Click Distribution Icon [image: image117.bmp] and Update Schedule as needed.
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Enter  Fund, Class, Dept, Bud Ref, Budget Date, and any other fields as needed and click [image: image119.png]


.


NOTE: The account code can be changed if needed, but if a change order is processed and the defaults values are updated; the account code will change. The PO Default is the best place to change the Account Code.
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Click [image: image121.png]



[image: image122.png]Warning - Price on line 1, schedule 1 does not balance to sum of value adjustments for the schedule. (10200,4)

‘The price on the specified schedule does not match the sum of valus adjustments for that schedule wher the impacttype of the value sdjustments are Frice and the adjustment will
be applied.




Click [image: image123.png]


 .

[image: image124.png]Custom price on line 1, schedule 1. Override with system calculated price? (10200,66)
‘The schedule is marked as having a custom price. The system has calculated a different price than the custom price.

fyou choose to not have the system override the custom price, you can see how the system calculated its price by viswing the Value Adjustments for the schedule. f atthat time, you
wantto use the system's price, you can Use the button on the value adjustments page to setthe current price equal to the system-calculated price




Click [image: image125.png]


.
The Contract Release has been created.
The PO is ready to be Pre-Approved, Budget Checked, Approved and Dispatched.

Error and Warning Messages
	Price calculation was requested, but no price was found, or the minimum quantity was not met.  After searching the vendor item tables and item tables, the price was still zero



NOTE: This message is received because the Item Id vendor price must be greater than 0.0000.

[image: image126.png]. Contract s nat availble as of the PO date. (10400,532)

The specfied contract is ot qualfied for selecton as t s ot avalable a5 of the PO Date, Check the Contract Begin

Date and Expire Date on the Contract,
ok






NOTE: This message is received after a contract is selected on the PO or REQ and the PO or REQ date is before or after the contract expiration date.

[image: image127.png]Override Schedule Quantity with Contract Quantity Scheduled on Line (1), ltem (09628601001)? (10200,435)

Press OK to ovenide schedule quantity with contract shipping terplate schedule quantity. Press Cancel o uss the entered line quantity and schedule quantity.
oK cancel





NOTE: This message is received after you select the contract line number. Click [image: image128.png]


.  This will copy the contract Description, UOM and price to the PO.  If the contract price is mandatory and [image: image129.png]


 is not selected then the incorrect price will copy in and you will not be able to change the price.

[image: image130.png]Custom price on line 1, schedule 1. Override with system calculated price? (10200,66)
The schedule is marked as having a custom price. The system has calculated a different price than the custom price.

Ifyou choose to not have the system ovenids the custom price, you can see how the system calculated ts price by viewing the Value Adjustments for the schedule. Ifatthat time, you
wantto use the system's price, you can uss the bution on the valus adjustments page to set the current price equal to the system-calculated price.
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NOTE: This message is received when the default Item ID price is change. Click [image: image131.png]


, otherwise the default price will overwrite the price you have entered.

[image: image132.png]Warning -- Price on line 1, schedule 1 does not balance to sum of value adjustments for the schedule. (10200,4)

‘The price onthe specified schedule does not match the sum of valus adjustments for that schedule whers the impacttype ofthe value adjustments are Price and the adjustrment will
be applied.

oK cancel



 


NOTE: This message is received when you overwrite the Default Item Price.  Click [image: image133.png]


.  This message is a reminder that the default price and your price does not match.

[image: image134.png]Vendor item price is ot avalable - use ke standard prce, Line 1, Ttem 03628601001 (10200,197)

The vendor item prce was ot setup, or the corresponding LM
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ok



 


NOTE: This message means the Vendor and/or Vendor Location selected is not on the Item ID, therefore the price that will be used is the Item IDs Standard price.  The Item price first defaults from the Item ID Vendor, if the Vendor is not found on the Item ID, it defaults from the Item ID standard price.

Original:  January 28, 2011


