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Purchasing Quick Tip for Creating TBD Distribution Lines
Create a Purchase order that crosses SFY

· Single Line of Funding
· 12 Months
· 01/01/2009-012/31/2009
· FY 09-10

PO Line
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PO Schedule

· Create two schedules 
· One for FY 09
· One for FY 10
· Due date is the beginning of the FY.  
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PO Distribution Line 1-1-1 FY 09
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PO Distribution Line 1-2-1 FY10
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Copy PO to Voucher 

Voucher Copy Worksheet
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The AP user can select the 09 funding line and input the invoice Quantity.
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Voucher 
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· Notice the TBD did not copy to the voucher
· The AP user does not need to make any changes to the distribution line.

Create a Purchase order that crosses SFY

· Multiple Lines of Funding
· 12 Months
· 01/01/2009-012/31/2009
· FY 09-10

PO Line
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PO Schedule

· Create two schedules
· One for FY 09
· One for FY 10
· Due date is the beginning of the FY.
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PO Distribution Line 1-1-1 FY 09
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PO Distribution Line 1-2-1 FY 10
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Copy PO to Voucher 

Voucher Copy Worksheet
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The AP user can select the 09 funding line and input the invoice Quantity
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Voucher
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The AP user will click the [image: image15.png]Allocate by %



 button.
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The voucher distribution line will be updated based upon the PO percentage allocation. If the user had to delete a line such as “TBD” or another “FY”, they would receive an error message 
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The AP user would then manually allocate the cost to each distribution lines which would no longer match the PO distribution lines.
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This example was based upon the use of TBD, but this will also apply anytime a PO schedule contains multiple FYs. 

· This will allow AP users to create a PO voucher easier. 

· This will allow PO users to create PO change orders easier. 

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