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	How To Do A Purchase Order in Peoplesoft 9.2
11/01/16



Use this guide to create a new Purchase Order in Peoplesoft 9.2
DO NOT USE THIS GUIDE FOR:

. Any Information Technology (IT) purchase or change order (use ePro) unless OMES is the supplier.
. Open market acquisitions over $10,000 (use ePro)
. Open market acquisitions for multi-year contracts (use ePro)
. Renewal of an existing non-IT multi-year contract:



Do a regular change order to add line(s) to the existing PO.  Be sure to include Contract Period and 


Agreement Period in the header comments, and Contract Period in every line's comments.  Be sure to 

renew on time and to include the proper renewal change comments. 
Note: Multi-year contracts include pest control, dish machine rental, professional services, fixed rate, etc.

The following additional references are found at:

http://www.ok.gov/doc/Organization/Administrative_Operations/General_Services/Contracts_&_Acquisitions/Helpful_DOC_Internal_Documents_&_Links.html
.  "How to" guides for ePro requisitions 

.  Purchasing Freeze Acquisition Approval Route Slip

.  Acquisition Approval Route Slip
.  DOC Vendor Monitoring Plan
.  Item ID Excel Spreadsheet

.  Many other helpful internal documents and links are found here

General Info for PO creation
1.  During PO creation, error messages sometimes pop up.   

If you get a message asking "OVERRIDE......? ", CLICK "CANCEL" OR "NO"
If you get a message saying "WARNING......", CLICK "OK"
2.  On any data field that has a  [image: image1.png]


  next to it, you can click it to see a list of available values.  For example, if you do not know the Supplier ID for your Supplier, you can click the [image: image2.png]


  to find it.
3.  PO lines vs. distribution lines - recommendations

Multiple distribution lines should be used when a PO line has multiple funding sources.  For example, a PO line could be funded from both the facility budget and the division budget, so there would be two distribution lines.
Multiple PO lines should always be used for multiple fiscal years.  The line comments for every line must include the contract period.
4.  Expiring SW contracts

If a SW contract expires before 7/1, you must wait until it is renewed in PeopleSoft before you submit a PO using that SW contract for the fiscal year starting 7/1.  The submitted PO must have the Contract ID and Contract Line entered on the Line Details of every PO line.  To view the expiration date and other SW contract information, navigate to Procurement Contracts > View Procurement Contracts, then search by Supplier Name.
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PO TYPE and ORIGIN

The defaults are PO Type = OMKT and Origin = AGY.  This is for Open Market only.  For all others, change the type and origin as follows.


PO Type




Origin


PLSE
Real Property Leases


LSG

OMKT 
Open Market



AGY


$0-5000  
Direct orders



$5001-10,000
Phone bids



over $10,000
Create an ePro requisition, not a purchase order 


AO 
Authority Order


EXC

EM61 
Emergency Title 61


EXC

EM74 
Emergency Title 74


EXC

EXMT 
Exempt (Utilities, Hotel, etc.)

EXC

FXRT 
Fixed Rate



EXC

IAGY 
Interagency (Oklahoma or other govt) 
EXC

PROF 
Professional Services-Title 18 Non bid 
EXC

RLSE 
Release from Statewide Contract
EXC
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On the navigation pane go to “Purchasing”, “Purchase Orders”, “Add/Update POs”.





Click "Add a New Value"





Verify that "PO ID" is "NEXT"





Click the link for Supplier Details.





You may use "Copy From" Purchase Order to copy information from an existing PO with the same Supplier ID.





Verify that PO ID is “NEXT”. PO ID will automatically populate on page 16 of this guide.





Enter Supplier ID.  If you don't know it, click the �.





IMPORTANT: If you are creating a PO for the next Fiscal Year, change PO Date to "07/01/YY".





Verify that the Supplier Address is the address that you need.  If not, click the � next to Location and select the correct address.  Then click OK.





Enter the Buyer for your facility.  





Click Header Details





Enter your Billing Location number. This will be the "Bill To" address on your printed Purchase Order.





See next page for the list of commonly used PO Types and Origins





Enter Item ID number or click �to find it.


If no Item ID is available, enter a Category Code (click �if needed). For Statewide (SW) Contracts, the Item ID or Category Code will be on the SW Contract.  If you don't know it, open a new window and navigate to Procurement Contracts > View Procurement Contracts, then search by Supplier Name.





     


    Procurement Contracts


     


    View Procurement Contracts





     


    Procurement Contracts


     


    View Procurement Contracts





Type in Quantity, UOM (click �if needed) and Price.  If you are using a SW Contract that has a set price, you must use that price. 





You can open a New Window at any time in order to view another Peoplesoft screen (e.g. Vendor, SW contract)





If you use an Item ID, the system will populate the Description.  If you use a Category Code, type a brief Description of the item here.  Further details should be added to the Line Comments later.





Click Personalize.





Click the icon for "Schedule"





Due Date defaults to current date.  If you are doing a PO for a future FY, be sure to change the date to “07/01/xx” for that FY.





Change "Ship To" (click �if needed) to your location.  This will be the "Ship To" address on your printed Purchase Order.





Click the icon for "Distribution"





All fields on this page have � if needed.  Input funding information into the Sub-Account (if applicable), Fund Type, Class-Funding, Dept and Bud Ref.  





Verify that Account Code is correct.  If it is not, correct it.  If you are not sure, check with Accounts Payable.  If you are creating a PO for the next fiscal year, you must put "TBD" here.





If you are using a CFDA (grant funding), you must put this funding information in both the CFDA# here and on the line comments.  Line comments are discussed on page 20 of this guide.





Input “Billing location” number.





Click “Details”.





Click “Budget Information”.





After verifying "Budget Date" Click "OK"





“Budget Date” defaults to the current date.  If you are doing a PO for a future FY, be sure to change the date to “07/01/xx” for that FY.





After you click "Save", your PO number will populate here





Click "Save"





Click Save.  It will then input a Requisition ID.  This will be the Requisition number.  





Click "Return to Main Page"





If you get this message at any time, click "No"








Click "Return to Main Page"





Click the icon for "Line Comments"





When you're done, Click OK.





Enter a detailed description of your item here.  Make sure "Send to Supplier" is checked.





If you need to attach a document click "Attach".





Click "Save".  If this is a one quantity “Amount Only” purchase, click the "Attributes" tab, then check this box.  Do not check "Amount Only" if the Quantity is greater than one.





If you check "Amount Only" you will get this message.  Click "Yes".





If you are buying from a Statewide Contract, click the "Contract" tab.  Then click the  next to "Contract ID" and select the correct one from the list.  Then click the  next to "Contract Line" and select the correct one from the list.  If you are creating a PO for the next FY and the SW Contract expires before 7/1/xx, the system will not allow you to enter the SW Contract until the SW contract is renewed by OMES.  You may create your PO, but you must not submit the PO until you have added the SW Contract AFTER it is renewed by OMES.





When you're done, click "Save".  





If you need to add more items, click the "+". Otherwise click "Save".





Click the "Receiving" tab and select "Optional"





Click the "Details" tab and verify that your Quantity and Price are correct.  Then click "Add Comments".





This is where you add all header comments.  Make sure "Send to Supplier" is checked.  Standard header comments are available on the “Justification/Header (Edit) Comments for all requisitions/POs” guide. 





IF you are creating an Authority Order (Vendor 0000001101), click "Go to…More" then select 11-Matching.





For an Authority Order, change "Match Action" to "No Match"





When your Budget Status is "Valid", click "Save" then "View Printable Version".   This will bring up a PDF that you can sign and send on to your appropriate approvers.





If you are ready to submit your PO for further processing, click the green check mark next to "Open".  Then click the icon next to "Not Chk’d" on Budget Status.  If your budget information was entered correctly, it will show “Valid”.  If not, it will show “Error”.  If there is an error, double check your budget information on the Distribution page.  If you cannot find the error, contact DOC Accounts Control.  
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