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Course Overview

Creation and management of Purchase Orders is an essential component of any business system.
Purchase Orders allow companies to acquire the goods and services that are needed by the
organization and also allow meaningful records to be retained for future reference.

Once POs have been created and have been communicated to Vendors, it is sometimes necessary
to revise those POs in some way. When that situation arises a 'Change Order" is created and the
original PO is revised. The resulting PO changes are communicated to the Vendor. Depending
upon the change, the PO may have to go through the Approval and Budget Checking Process
again.

In some cases, it may even become necessary to cancel a PO in its' entirety. The GEARS System
provides this capability. Cancellation is a terminal step and cannot be reversed once the
Cancellation has been saved.

When any action is taken regarding Purchasing activity, the system records pertinent data about
the activity. The system retains the specifics of the activity including the system sign-on of the
person doing the activity along with the date and time of the action.

Course Outline
The following lessons will help users understand the concepts associated with Purchase Orders
and to manage Purchase Orders for the Judiciary.

Course Audiences and Prerequisites

Lesson 1: Understanding the Purchase Order Document Structure
Lesson 2: Entering and Updating Purchase Orders

Lesson 3: Canceling POs

Lesson 4: Inquiring on Purchase Order Information

Course Summary

Course Audience and Prerequisites

Audience
The Judiciary audiences for this course are:

e AOC Procurement and Contract Administration

GEARS Role
This course is intended for Judiciary employees with the following GEARS role(s):

e Procurement Buyer

Prerequisites
The recommended prerequisites for this course are:
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Lesson 1: Understanding the Purchase Order Document Structure
In GEARS, there are four levels in the transactional hierarchy of a purchase order:

Header
Line
Schedule
Distribution

The four levels in the hierarchy contain the important information that defines the transaction
(i.e., who, what, when, where, and how much). Requisitions use the same hierarchy.

After completing this lesson, you will be familiar with the sections of a purchase order and be
able to identify where the following information is located on a purchase order:

the purchase order vendor, amount, status and other identifying information

line information (for what you are encumbering funds)

the funding source(s) of a purchase order (i.e., the PCAs, Accounts or other Chartfield
accounting distribution to be used to record the transaction in the budget and general ledger)

The example below illustrates the transaction hierarchy. In this example, there is one header, two
lines, two schedules and three distributions for the transaction.

Header
Line 1 Line 2
Schedule 1 Schedule 1
Distribution Distridution Distribution
1 2 1

Header

Headers contain high-level information about the transaction. This information applies to the
entire transaction and is “inherited” by the attached line(s), schedule(s), and distribution(s).
Below are other attributes of the header of a transaction:

There is only one header per transaction
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For purchase orders, header information includes the:

- PO ID: number assigned to the obligation

- PO Date: date obligation created

- Vendor: vendor on the obligation (required)

- Buyer: user managing the transaction with the vendor or supplier (required)

- Budget Status: status of budget checking process (e.g., not checked, valid, error)

- PO Status: status of the obligation (e.g., initial, open, pending, approved, dispatched,
cancelled, complete)

Line

For purchase orders, line-level information includes the goods or services being requested, how
many goods or services are being requested, how much the good or service costs, what the
calculated dollar amount of the good or service is (based on the selected unit of measure).

Below are other attributes of the line of a transaction:

Headers may have one or more lines. In the illustration above, there are two lines. A
transaction could potentially have an unlimited number of lines.

There must be at least one line per header

The line contains item or service level information about the header

A line can be "amount only" if it will be invoiced by amount rather than by quantity. Lines
for services or flat amounts are generally "amount only" lines. Exceptions may include services
that are billed by the hour, day, week, etc.

The line contains the following major fields:

Item ID: Item ID assigned in the item master associated with a good/service

Description: Description of the good or service

Unit of Measure (UOM): used to quantify or track resources (e.g., EA — Each)

PO Quantity: quantity to be obligated; lines for services or flat amounts will have a
quantlty of "1".

Price: unit price or cost of a good or service

Amount: line amount calculated after entering PO quantity and price

Category: type of good or service

Status: status of the obligation line (e.g., open, approved, canceled)

Schedule

In GEARS, schedule-level information identifies the due date of a purchase and the Judiciary
shipping location or location where a service will be performed. Each line must have a
corresponding Schedule. The line must have a minimum of one schedule.

In simple terms, this means that a single line on a PO can have a portion of it scheduled to be
delivered to the Judiciary on one date and the remainder scheduled for delivery on another date.
A PO Line could be for a quantity of 300 with 100 due to be delivered on the first of the month
for 3 months.

The illustration above shows only one schedule per line.

The schedule contains the following major fields:
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Due Date: Item ID assigned in the Item Master associated with a good/service
Ship To: The value used to indicate where goods are to be shipped or where a service will
be received

Distribution

The distribution of a transaction contains accounting (funding source) information about the line
and schedule. The distribution is where Chartfield information defines how the cost will be
expensed, whether the expense is done by quantity or amount, and what percent of the quantity or
amount to expense. Other attributes of the distribution are:

A distribution can be split by amount or quantity. In the illustration above, Line 1 on the
transaction has two distributions.

The fields on the distribution include:

Distribute by: quantity or amount, the methods to allocate the expense. Note: Purchase
orders for services or flat costs are generally distributed by "Amount."

Percent: percentage of either the quantity or amount to be distributed or allocated to a
funding source entered (depending on the "Distribute by" method selected)

Chartfield: accounting codes used to identify the funding source for the transaction

Entry Event: codes used to define the accounting entries for the transaction

Status: status of the distribution line (e.g., open, canceled, closed)
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Lesson 2: Entering and Updating Purchase Orders

Lesson Overview

In this lesson, you learn how to create a purchase order (PO) from a source document in GEARS.
Purchase orders can be created using information already entered in the system from existing
requisitions or POs. This reduces entry of redundant information and streamlines data in the
system. Once a PO has been created, data can be adjusted as necessary prior to being sent to the
vendor.

A PO that has been cancelled cannot be re-opened but that PO can be copied and a new PO can
be created from it (with a new PO number).

Lesson Objectives
After completing this lesson, you will be able to:

e Create a purchase order from another document (requisition or another PO)
e Update PO Line data on an existing PO

2.1 Creating a Purchase Order from a Requisition
After completing this topic you will be able to:

e Create a purchase order from a requisition and approve the purchase order via the copy
feature

Procedure

In this topic, a requisition will be used to create a purchase order.

Step Action

1. Navigate to the Purchase Orders page.

Click the Purchasing link.

[ Purchasing

2. Click the Add/Update POs link.

=] Add/Update POs
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > Purchasing > Purchase Orders > Add/Update POs

& New Window  ? Help o5, hitp

Purchase Order

Find an Existing Value [

Business Unit: MDJUD Q
POID: NEXT

Add

Find an Existing Value | Add a New Value

Step Action

3. The Purchase Order - Add a New Value page displays.

Verify that the following:
- the Business Unit field displays "MDJUD"
- the PO ID field displays "NEXT"

4, NOTE: The purchase order number is system generated.

The PO ID field displays "NEXT" to indicate that the system will generate the next
sequential purchase order number once the purchase order is saved.

5. Click the Add button.
Add
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Home |

Workist | MutiChannel Console | Add to Favorites | Sign out

Favorites - Main Menu > Purchasng > Purchase Orders > Add/Update POs

B New Window ? Help [ Personalize Page &, hip

in Purchase Order
Purchase Order

PO Reference:
Header Details

Purchasing Kit

Lines

Add ltems From

Catalog

Item Search

Business Unit: MDJUD PO Status: Initial &
POID: NEXT Budget Status: Mot Chicd
Copy From: I I Hold From Further Processing
~ Header
PO Date: [17142012 | vendor Search Doc Tol Status: Valid
“Vendor: R vendor Details Roceipt Status:
“Vendor ID: & : Not Recvd
“Buyer: [omes obers |G, Roberts, James “Dispatch Method: [ 5l lDispaton |

Amount Summary

Merchandise:

Activity Summary 0.00

PO Defaufts FreightTax/Misc.: 000 | Calculate |
Add Comments Total Amount: 000 USD

PO Actiities Add ShipTo Comments

Personlize | Find | View Al B | 35 Frt 1 4

Kl

|@ save | [ Notity | [ Refresn |

i1} shipToDueDate  Statuses | ftemnformation | Aftrbutes | BFQ  Contract || Receiving |
. . » ) Merchandise

Line item Description PO Gty UOM  Category  Price Amount SIS

1 = a | (Y| a a o 0.000 Approved | ¢ =
View Printable Version ‘ Close Short All Lines Goto: I More j

Step Action

6. The Purchase Order page displays.

You must identify a vendor first.

Click the Look Up Vendor button.
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Look Up Vendor ID

SetiD: SHARE
Vendor ID: [oeains with =]
Short Vendor Name:[ begins with =] |

| LookUp || Clear | Cancel |BasicLookup

Search Results

First [q] 18ef8 [3] Lasﬂ

Short Vendor Name Vendor Name 1 Vendor Name 2

000000000% |CROBERTS-001 Charles D. Roberis blank)
00000123 ABCTESTCO-001  ABC TEST COMPANY blank)
526000095 HOWARDCTY-001 HOWARD COUNTY, MARYLAND blank)

526000965 BARLIBRARY-001 BAR LIBRARY FOUNDATION HOWARD COUNTY DIRECTOR OF FINANCE

5260009659 HCDIRFINAC-001 HOWARD COUNTY DIRECTOR OF FINANCE blank)

Qur

Training Guide

Customer Vendor

Number
(blank)
(blank)
(blank)
(blank)
(blank)

526002033  |HWRDCNTYDC-001 HOWARD COUNTY DISTRICT COURT KELLY PARKS PETTY CASH CUSTODIA|(blank)

5260020330 MDARCHIVES-001 MD STATE ARCHIVES blank)
SUBRECIP1 |SUBRECIP1-001 Subrecipient Vendor 1 blank)
USBNKDUMMY PROCARD-001 US BANK DUMMY (TEST! blank)

i2vasaipt:doUpdateParent(document. wind, #ICRow 1);

blank)
blank)
blank)

D
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

P0O235 Creating and Managing Purchase

Orders

Step

Action

The Look Up Vendor ID page displays.

Click a vendor link.
[ABCTESTCO-001]

Click the Copy From list.

| |

Click the Requisition list item.
|Requi5itiun |

10.

the requisition you want to copy.

The Copy Purchase Order from Requisition page displays.

In the Requisition Selection Criteria section enter one or more values to retrieve

Page 9




Training Guide
P0O235 Creating and Managing Purchase

Orders

GEARS

General Enterprise And Resource Support

Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out

Favorites Main Menu > Purchasng » Purchase Orders > Add/Update POs
ENew Window ? Help [ Personalize Page (B, hitp

Maintain Purchase Order
Copy Purchase Order from Requisition

Return to Main Page

~ Requisition Selection Criteria

Business Unit: W Buyer: I:lo‘
Vendor ID: e Origin: [

Category: [ e Max Rows:

Requisition ID: e ¥ Include Regs With No Vendor

Recuision tare [— LT

conrace I — T

Search I~ Exclude Auto Source Item

Select Requisition Lines Personalize | Find |

0N | Reauisitons | Contract information | [F29)

Select  Vendor POGty POUOM lem Description  Regip  rocurement :f'r:: Schedule Split
S — B bsx s

Select All O crearan

e ass| 1 u9

Step

Action

11.

NOTE: The requisition must have a requisitions status of "Approved" and a budget
status of "Valid" to be eligible for selection.

Click the Look Up Requisition ID button.

Look Up Requisition ID

Business Unit: MDJUD
ion 10: [begins with ]

Look Up Clear Cancel |Basic Lookup

Search Results
ew 100 First [q] 1-2of2 [5] Last

Requisition ID  Requester
000000018 SUSAMNARMIGER
0000000016 james roberts

[javascript:doUpdateParent(document wind, *ICRow1);
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Step Action

12. The Look Up Requisitions window displays.
Select the requisition you want to copy to the purchase order.

NOTE: If the requisition you want to copy is not listed in the search results, enter
the (full or partial) requisition number and click Search.

Click the requisition link in the Search Results section.

13. Click the Search button.
| Search |
14. Requisition lines for the requisition you selected display in the Select Requisitions

Lines section.

Click the check box for the requisition line(s) you want copy to the purchase order.

15. Click the Copy To PO button.
| Copy To PO l

16. The requisition lines, schedule(s) and distribution lines are copied to the purchase
order.

Review the line information. Update the line quantities/amounts, if needed, keeping
in mind all the required fields.
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Favorites - Main Menu > Purchasng > Purchase Orders > Add/Update POs

Purchase Order

HutiChannel Consol

{0 New Window ? Help [ Personalize Page &, hiip

=)

Purchase Order

Business Unit: MDJUD
POID: MEXT

=

Purchasing Kit Catalog Item Search

ines

£} shipToDueDate  Statuses | feminformation | Aftrbutes |

Add ltems From

RFQ | Contract

‘Copy From: I™ Hold From Further Processing
- Header
Doc Tol Status:

*P0 Date: 1114/2012 [ Vendor Search ol Status: Valid
“Vendor: [ABCTESTCO001 | yopgor Detals

I Receipt Status:
*Vendor ID: 00000123 @ ABC TEST COMPANY NotRecvd

i - Dispalch
“Buyer: ames roberts @ Roberts, James Email [ Dispatoh |
PO Reference: [ Amount Summary
Header Details Activity Summary Merchandise: 100.00
PO Defaufts FreightTax/Misc.: 000 | Calculate |
Add Comments Total Amount: w000 uso

PO Activities Add ShipTo Comments

Receiving |

PO Status: Open = =
Budget Status: Not Chicd

Personaiize | Find | \

Line ttem Description

POty

*UOM  Category  Price

@ [Grant senice

@ & 1000000 [EA|Q [FORM |@ [1.00000

Merchandise ¢, o
ount

100.00 Approved |

View Printable Version [

&) Save | [Z) Notity | s Refresh |

Close Short All Lines

“Goto: [ wore

Step

Action

17.

Click the Save button.
B save

Favorites - Main Menu > Purchasng > Purchase Orders > Add/Update POs

Purchase Order

Home |  Workist |

WuliChannel Console | Add to Favorites | Sign out

ENewWindow 7 Help [& Personalize Page B, htp

Purchase Order

Business Unit: MDJUD
POID: 0000000008

=

Copy From:

“PO Date: 11142012 [ Vendor Search
“Vendor: [ABCTESTCO-001 | yengor Details
“Vendor ID: [oooo0123 @ ABCTEST COMPANY
“Buyer: [iamesroberts /@ Robents, James

PO Reference: [

Header Details Activity Summary

PO Defaults

Requisitions Add Comments

PO Activities Add ShipTo Comments

Purchasing Kit Catalog Item Search

Lines

Add [tems From

{0 ShpToMueDate || Stauses | feminformaton || Aftrbutes || RFQ  Contract

[ Receiving |

PO Status: Open 4
Budget Status: Not Chicd BEERD

™ Hold From Further Processing
Doc Tol Status: valid

Receipt Status:

Not Recvd
*Dispatch Method: Dispatch

Email =
Amount Summary

Merchandise:

100.00
FreightTax/Misc.: poo | Calculate
Total Amount: 10000 USD

Personalize | Find | \

Description

PO Gty

@ [Grant semice

"UOM  Category  Price

& [ 1000000 [EAQ [FORM @ [1.00000

Merchandise
Amoun

; Status

100.00 Approved |

View Printable Version f

|E) save | [] notty | s Remresn

Close Short All Lines

|

*Go to:
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Step

Action

18.

A PO ID has been assigned to the purchase order.

19.

Click the Approve button.

ORrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites - Main Menu > Purchasng > Purchase Orders > Add/Update POs

ENew Window ? Help [ Personalize Page &, hip

in Purchase Order
Purchase Order

Business Unit: MDJUD PO Status: Approved B
POID: 0000000008 Budget Status: Mot Chk'd liag @ ;‘i n

Copy From: = I~ Hold From Further Processing

Doc Tol Status:
*PO Date: 111412012 [ Vendor Search oc Tol Status: valig
“Vendor: ABCTESTCO-001 | o or Details
Receipt Status:
*Vendor ID: 00000123 @ ABG TEST COMPANY NotRecvd
amesrobers | * : - Dispatch
“Buyer: fames roberts @ Roberts, James Dispatch Method: Email
PO Reference: [ Amount Summary
Header Details Activity Summary Merchandise: 100.00
PO Defaults FreightTax/Misc.: 0.00 Calculate
Requisitions Add Comments Total Amount: 10000 USD
PO Activities Add ShipTo Comments

Add Items From

Purchasing Kit Catalog Item Search

@ Ship To/Due Date || Statuses | ftem information '~ Afirbutes || RFQ | Contract | Receiving

Merchandise

Line Item Description PO Qty *uom Category Price e Status

1 B [ @ [Grantsenice & @[ 1000000 [EAlQ [ForM @ [1.00000 100.00 Approved | =

—_— Close Short All Lines Goto: |- More =l

[ save | |[=] Notify | |l Refresh [+ Add
o S

Step

Action

20.

The PO Status now displays "Approved".

21.

Next, the PO must be budget checked.

Click the Budget Check button.

22.

Verify that the Budget Status is "Valid".

23.

method is via Email.

Click the Dispatch button.
|  Dispaten |

The last processing step is dispatching the purchase order. The default dispatch
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Step Action

24, The Dispatch Options page displays.

The email of the vendor selected on the Purchase Order page displays in the
Vendor/Contact Fax/Email section.

If necessary, enter an alternative vendor email address into the Email ID field.
NOTE: If an alternate email ID is entered, the alternate email ID entered overrides
the default email 1D listed for the vendor.

25. Click the OK button.

Message

‘Would you like to wait for confirmation that the PO Dispatch process has completed?
(10208,44)

Your requestis currently in process. Ifyou choose to wait, once the process has
completed, you will be returned to the updated PO. If you choose notto wait, please check
the Process Monitor to verify that the scheduled process has completed before accessing
the PO being dispatched.

V) e

Step Action

26. The successful completion of the Dispatch Process is not an acknowledgement of
receipt of the PO by the vendor. When a PO has a status of dispatched, it just means
that the system will allow receipts to be posted against that PO. Once complete, the
dispatch process will send the PO to the supplier - in this case, via email.

Click the Yes button.
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Favarites

Main Menu > Purchasing > Purchase Orders > Add/Update POs

Elnewwindow 7 Help [ Personalize Page 5, http

e

Maintain Purchase Order

Purchase Order

Business Unit: MDJUD PO Status: Dispatched A
POID: 0000000008 Budget Status: valid
Copy From: ]' I™ Hold From Further Processing

~ Header

PO Reference:

Doc Tol Status:
PO Date: 111472012 [ Vendor Search ol Status: valid
“Vendor: [ABCTESTCO001 | yopgor Detals
I Receipt Status:
*Vendor ID: 00000123 @ ABC TEST COMPANY NotRecvd
“Di : i - Dispach
“Buyer: [z roborts ]G, Roberts, James Dispatch Method: Emal 5l (Ssbssoi]

Amount Summary

Header Details Activity Summary Merchandise: 100.00

PO Defaufts Freight/Tax/Misc.: 000 | Caleulate
Requisitions Add Comments Total Amount: 10000 USD

PO Activities Add ShipTo Comments

Add ltems From

Item Search

Purchasing Kit Catalog

Lines Personalize | Find |
i1} shipIoDueDate  Statuses | ftemnformation | Aftrbutes | BFQ  Confract || Receiving |

Description PO Gty UOM  Category

@ & 1000000 [EA|Q [FORM |@ [1.00000

- Merchandise ¢, o
ount

@ [Grant senice

100.00 Approved |

View Printable Version [

Close Short All Lines |

“Goto: [ wore

@ sove | [ toity | 4 Refresh

4

Step Action

217. After the Dispatch process completes, the Purchase Order page displays.

The PO Status should now display "Dispatched".

Home |

Workist |

WultiChannel Console | Addto Favorites | Sign out
Favorites - Main Menu > Purchasng > Purchase Orders > Add/Update POs
ENew Window ? Help [ Personalize Page (B hitp
Purchase Order

Purchase Order

Business Unit: MDJUD PO Status: Dispatched A

PO ID: 0000000008 Budget Status: Valid

Copy From: - I~ Hold From Further Processing

“PO Date: [1a2012 5 VendorSearch Doc Tol Status: valig

“Vendor: [sBCTESTCO-001 | o400 petais .

“Vendor ID: [00000123 & ABGTEST COMPANY Receipt Status: Not Recvd

“Buyer: [emesroberts ]@, Roberts, James “Dispatch Method: [Eman =] Dispatech |

PO Reference: [

Amount Summary

Header Details
PO Defaults
Reguisitions
PO Activities

Purchasing Kit

" Ship To/Due Date.

Activity Summary

Add Comments
Add ShipTo Comments

Catalog

' Statuses  tem Information

Merchandise:
FreightTax/Misc.
Total Amount:

Add [tems From

Item Search

 Aftributes | RFQ  Contract | Receiving

100.00
poo |- Calculate |
100.00 USD

Personalize | Find |

Description

FO Oty "UOM  Category  Price

@ [Grant semice

& [ 1000000 [EAQ [FORM @ [1.00000

Merchandise
Amount S12lUS

100.00 Approved |

View Printable Version

4

|B save | =] Notity | 7 Refresh

! Close Short All Lines J “Goto; |- More...
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Step Action

28. You have successfully completed the Creating a Purchase Order from a Requisition
topic.

You have learned how to:

- Create a purchase order from a requisition
- Approve a purchase order

- Budget check a purchase order

- Dispatch a purchase order

End of Procedure.

2.2 Creating a Purchase Order from an existing Purchase Order
After completing this topic, you will be able to:

e Copy an existing PO to create a new PO
Procedure

In this topic, you will copy an existing PO to create a new PO.

Step Action

1. As a way to make PO creation easier, GEARS allows a PO to be created based upon
a PO that was previously used. This capability does not have to be used but it does
offer efficiency improvements in those cases where it can be used.

2. Navigate to the Purchase Order page.
Click the Purchasing link.
3. Click the Add/Update POs link.

= Add/Update PO= |

Page 16
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites = Main Menu > Purchasng > Purchase Orders > Add/Update POs

ENew Windaw  ? Help 1B hitp
Purchase Order

Find an Existing Value MdaNEWVHIe

Business Unit: JADJUD @
POID: NEXT
Add

Find an Existing Value | Add a New Value

Step Action

4, The Purchase Order search page displays.

Since we are creating a new PO, we will use the 'Add a New Value' tab.

Click the A_dd button.
Add
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Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > Purchasng > Purchase Orders > Add/Update POs

FNewWindow ? Help [& Personalize Page B hitp

in Purchase Order
Purchase Order

Business Unit MDJUD PO Status: Initial &
PO ID: MEXT Budget Status: Mot Chkd
‘Copy From: e Hold From Further Processing
~ Header
Doc Tol Status:
PO Date: 11/29/2012 [ Vendor Search ol Status Valid
*Vendor: I R vendor Details Receint Stats
eceipt Status:
~vendor I: T« Not Recvd
B . - Diepalch
“Buyer: . Dispatch Method
PO Reference: [ e
Header Details Activity Summary Merchandise: 0.00
PO Defaults FreightTax/Misc.: 0.00 Calculate
Add Comments Total Amount: 000 USD
PO Activities Add ShipTo Comments

Add ltems From

Purchasing Kit Catalog Item Search

Personaiize | Find | View 21| B | 25 Fist K1 4

m Ship ToMDue Date || Siatuses | lem information | Afirbutes | BFQ ) Contract | Receiving

Merchandise

Line item Description PO Gty "UOM  Category  Price Amount SIS
1 B Q L EL oY [l Qo 0.000 Approved 5]
View Printable Version Close Short All Lines 6o to: More -
& save| [ Notify | |4 Refresh | (B adg| |
<1 m v

Step Action

5. The Purchase Order page displays.

The next few steps allow you to select the PO that is to be copied. If you are not
copying an existing PO, you can simply leave the 'Copy From' field blank.

Click the Copy From list.

| v ]

6. Click the Purchase Order list item.
[Purchase Order |

Page 18



e

GEARS Training Guide

General Enterprise And Resource Support

Home | Workist | MultiChannelConsole | AddtoFavorites |  Sign out

Favorites - Main Menu > Purchasng > Purchase Orders > Add/Update POs

FNewWindow ? Help [& Personalize Page B hitp

in Purchase Order
Copy Purchase Order from Purchase Order

PO Selection Criteria

PO235 Creating and Managing Purchase

Orders

POID: Q PO Date: [5)
Vendor: Q Status: -
Vendor ID: Q Origin: Q
Buyer: Q item ID: Q
PO Reference: Category: Q

Search

PO personaiize | Find | View 20| B B rrs K qorq T as
@ More Detals.
Select  POID PO Date. PO Status Vendor ID Vendor
5]
oK Cancel | Refresh
< m

The Copy Purchase Order from Purchase Order page displays.
The system allows you to search for the PO ID that you want to copy.

Click the Look Up PO ID button.

=
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LookUpPOID

Business Unit: WDJUD
PO MNumber:  begins with ~ |

LookUp | Clear | Ganeel |Basiclookup

Search Results
View 100 First [q] 122022
Short Vendor
Name

PO Number PO Status

f Dispatched ABCTESTCO-001 APFEIFER ~ ADC OFFICE SUPPLY - FY2013
Open SUBRECIP1-001 KMOORE blank)
E2 Approved SUBRECIP1-001 KMOORE blank)
E1 Dispatched SUBRECI KMOORE testel
0000000018 Dispatched ABCTESTCO-001 KJONES blank)
0000000017 Open HCDIRFINAC-001 neil.shahi blank)
0000000018 Dispatched ABCTESTCO-001 neil.shahi blank)
0000000015 Dispatched ABCTESTCO-001 ‘Acctg Dav Supplies - DC HQ
0000000014 Dispatched ABCTESTCO-001 AOC OFFICE SUPPLY - FY2013
0000000013 Dispatched ABCTESTCO-001 Accounting Day Sample
0000000012 Dispatched ABCTESTCO-001 AOC SAMPLE XP PO
0000000011 Dispatched ABCTESTCO-001 AOC TESTPO
0000000010 Dispatched ABCTESTCO-001 Printers
0000000009 Dispatched ABCTESTCO-001 Courier Service
Di ABCTESTCO-001 james.roberts (blank)
0000000007 Dispatched ABCTESTCO-001 APFEIFER  DC HQ Supplies - Printers
0000000006 Dispatched ABCTESTCO-001 APFEIFER  Courier Svc - Form Delivery
0000000005 Dispatched ABCTESTCO-001 APFEIFER  Accounting Dav Supplies (2012)
0000000004 Dispatched ABCTESTCO-001 james roberts Online Src From Reg 0000000015
00 3 Dispatched FEIFER  AOC OFFICE SUPPLY - FY2013
00 2 Dispatched SAMPLE PURCHA: 13
0000000001 Dispatched ABCTESTCO-Of EIFER  From Req|D - 0000000012

Buyer Purchase Order Reference

GEARS

General Enterprise And Resource Support

Step Action

8. Select the appropriate PO.

Click the E1 link, for example.

9. This search allows the system to show you the details of the PO you have selected.

Click the Search button.
 Search

10. Click the Select option.

11. Click the OK button.
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Orders

ORrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites = Main Menu > Purchasng » Purchase Orders > Add/Update POs

FNewWindow ? Help [& Personalize Page B hitp

in Purchase Order
Purchase Order

Business Unit: MDJUD PO Status: Open 4
POID: NEXT Budget Status: Not Chkd
Copy From: I - [ Hold From Further Processing
~ Header
Doc Tol Status:
PO Date: 111292012 [®  Vendor Search o 1ol Status: Valid
*Vendor: SUBRECIP1-001 |Q yendor Details
Receipt Status:
“Vendor ID: SUBRECIP1 @ Subrecipient Vendor 1 NotRecvd
. . ~| [E=Dispaten
“Buyer: KMOORE @ MOORE, KELLY Dispatch Method print
PO Reference: [ e
Header Details Activity Summary Merchandise: 2.00
PO Defaults FreightTax/Misc.: 0.00 Calculate
Edit Comments Total Amount: 200 USD
PO Actiities Add ShipTo Comments

Purchasing Kit Catalog Item Search

Personalize | Find | View A1 | B8 | 2 Firet £ 4 0

Ship ToMue Date || Siatuses | leminformation | Afirbutes | BFQ ) Contract | Receiving

Line ttem Description PO Oty WWOM  Category  Price ME“:‘::SLT; Status

1 [E2 [ADR003 Q. Agreementto @ 8 20000 [EA Q. FORM 1.00000 2.00/Approved | ) =

_— Close Short All Lines “Goto: More -

& save| [ Notify | |4 Refresh | s Add
E| i, 3

Step

Action

12.

Once the details have been displayed, you can revise the details as required by the
new PO. In other words, you can revise the quantity before creating the new PO.

You have successfully copied from an existing PO to a hew PO.

Click the Save button.

13.

You have successfully completed the Copying a PO to Create a new PO topic.

You have learned how to:
- Create a new PO by copying a previously created PO

End of Procedure.

2.3 Updating PO Lines: Quantity, Amount and Shipping Locations
After completing this topic, you will be able to:

e Navigate and update purchase order lines

Procedure

In this topic, you will learn how to update specific Purchase Order lines.
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Step Action

1. Navigate to the Purchasing Order page.

Click the Purchasing link.
[ Purchasing

2. Click the Add/Update POs link.

Favorites - Main Menu > Purchasng > Purchase Orders > Add/Update POs

Purchase Order

FEind an Existing Value .’ Add & New Valu .‘

Business Unit: JADJUD @
POID: NEXT

Add

Find an Existing Value | Add a New Value

Home | \Workist | MutiChannelConsole | AddtoFavortes | Signout

& New Window ? Help & http

Step Action

3. The Purchase Order search page displays.

an Existing Value' Tab.

Click the Find an Existing Value link.
[Find an Existing Value]

Since we are looking for information about a PO that already exists, we use the 'Find
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Favorites = Main Menu > Purchasng > Purchase Orders > Add/Update POs

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

Find an Existing Value Add a New Value
~ Search Criteria

Business Unit: ,:[ ’WQ
POID: begins with [=] |
Purchase Order Date: = = | El
PO Status: = =
Short Vendor Name: begins with [=] | [sY
Vendor ID: begins with =] | Q
Vendor Name: vegins with =] | Q
Buyer: begins with [=] | Q
Buyer Name: begins with =] | Q
PO Type: = =
Purchase Order Reference: [begins with [=] |
Hold From Further Processing (m]
[” case Sensitive

Search Clear  |pasic Search [§] Save Search Criteria

Find an Existing Value | Add a New Value

uttiChann

Console

Training Guide

Add to Favorites

& New Window  ? Help o5

hitp

PO235 Creating and Managing Purchase
Orders

Step

Action

The Find an Existing Value tab displays.

Click the Sgarch button.
Search

Favorites . Main Menu > Purchasing » Purchase Orders > Add/Update POs
POID: begins with [¥] |

Purchase Order Date: = = &
PO Status: = =

Short Vendor Name: begins with [=] | [s
Vendor ID: begins with =] | Q
Vendor Name: veains with =] | Q
Buyer: begins with [=] | Q
Buyer Name: begins with =] | Q
PO Type: = |

Purchase Order Reference: [begins with [=] |

Hold From Further Processing r

[~ case Sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Search Results

View Al

i"'ﬂm %E PO Status  Short Vendor Name VendorID  Vendor Hame

UDJUE M1 11/05/2012 Approved | ABCTESTCO-001 00000123 |ABC TEST COMPANY

MDJUD E3 10/23/2012 Open SUBRECIP1:001  SUBRECIP1 ipient Vendor 1

MDJUD E2 10/23/2012 Approved | SUBRECIP1-001  SUBRECIPA Vendor 1

WDJUD E1 10/23/2012 Dispatched SUBRECIP1-001 | SUBRECIP1 Vendor 1

MDJUD  D000000046/1217/2012 Open ABCTESTCO-001 00000123  ABC TEST COMPANY

MDJUD  0000000045/12/7/2012 Open ABCTESTCO-001 00000123 | ABC TEST COMPANY

MDJUD 4 12113/2012 Dispatched ABCTESTCO-001 00000123  ABC TEST COMPANY

WDJUD  0000000043(12113/2012 ApDroved  ABCTESTCO-001 00000123 |ABC TEST COMPANY

WDJUD  0000000042/12/13/2012 Dispatched HWRDCNTYDC-001 526002033 | HOWARD COUNTY DISTRICT COURT
WDJUD 1/12/13/2012 Dispatched HWRDCNTYDC-001 526002033 |HOWARD COUNTY DISTRICT COURT
LDJUD  0000000040/12/13/2012 Open ABCTESTCO-001 00000123 |ABC TEST COMPANY

WDJUD  0000000038/12/12/2012 Open ABCTESTCO-001 00000123 |ABC TEST COMPANY

WDJUD 0000000037 12/2/2012 Dispatched ABCTESTCO-001 00000123 |ABC TEST COMPANY

WDJUD  0000000036/12/12/2012 Approved  ABCTESTCO-001 00000123 |ABC TEST COMPANY

WDJUD 0000000035 /12/12/2012 Approved  ABCTESTCO-001 00000123 |ABC TEST COMPANY

MDJUD 000000003012/11/2012 Approved  HWRDCNTYDC-001 526002033 |HOWARD COUNTY DISTRICT COURT
4

WultiChannel Console

Buyer

APFEIFER
KMOORE
KMOORE
KMOORE
APFEIFER
APFEIFER
KJONES
KJONES
APFEIFER
APFEIFER
KJONES
KJONES
KJONES
KJONES
APFEIFER
APFEIFER

Add to Favorites

BuverName 2
BuverWame |y

PEEIFER. ANNA General AOC OFFICE S

MOORE, KELLY General (blank)
MOORE, KELLY General (blank)
MOORE, KELLY General fest e1
PFEIFER. ANNA General (blank)
PFEIFER. ANNA General (blank)
JONES. KEVIN General (blank)
JONES. KEVIN |General (blank)

Purchase Orde

PFEIFER, ANNA General PTP 351
PFEIFER, ANNA General PTP 351

JONES, KEVIN General (blank)
JONES, KEVIN General (blank)
JONES, KEVIN General test
JONES, KEVIN |General test

PFEIFER. ANNA General AOC OFFICE

PFEIFER, ANNA General (blank)

o]
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Step Action

5. The system will display the PO's that satisfy the search criteria that was entered.
You can scroll through the listed values until you find the desired PO or you can
enter additional search criteria to limit the search.

Click the E3 link as an example.

ORACLE

Home | Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites = Main Menu > Purchasing > Purchase Orders > Add/Update POs
dINewWindow 7 Help [3f Personalize Page 5, hitp =

in Purchase Order
Purchase Order

Business Unit: MDJUD PO Status: Open 2 B X
PO ID: E3 Budget Status: NotChkd ) B
Copy From: - ™ Hold From Further Processing
Doc Tol Status:
PO Date: 102212012 B Vendor Search oc Tol Status valid
*Vendor: SUBRECIP1-001 Qi sor Detaiis
Receipt Status:
“Vendor ID: SUBRECIP1 @ Subrecipient Vendor 1 NotRecvd
. . = Dispaten
“Buyer: HOORE & MOORE. KELLY Dispatch Method Print
PO Reference: [ R RS R X
Header Details Activity Summary Merchandise: 2.00
PO Defaults Document Status FreightTax/Misc.: 0.00 Calculate
Reaquisitions Edit Comments Total Amount: 200 USD
PO Activities Add ShipTo Comments Encumbrance Balance:
Add ltems From Select Lines To Display

Purchasing Kit Catalog Item Search

Line: QA To: G, |mmiietieue

o
Personalize | Find | vievs <1 | B | 3

m Ship To/Due Date || Statuses | leminformation ~ Atirbutes | AFQ | Contract | Receiving

Merchandise

Line ttem Deseription PO Oty AOM  Category Price e Status

1 [ [2DR003 Q [Foreementto =& @[ 20000 [EalQ ForRM 1.00000 200 Approved |G =

View Printable version Close Short All Lines: “Goto: |- More =l

& save | & RetumtoSearch 4E] PreviousinList $E] NextinList |[=] Notify | | Refresh Er Ak |
<] | |

Step Action

6. The Purchase Order page displays.
You can revise the Quantity or Amount on this page.

Notice the Quantity is 2.00.
Enter the desired information into the PO Qty field. Enter a valid value e.g. "4".

7. If you want to revise the Ship To Location, you need to click on the 'Ship To/Due
Date' Tab.

Click the Ship To/Due Date tab.
| Ship To/Due Date |
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Favorites - Main Menu > Purchasng > Purchase Orders > Add/Update POs

Purchase Order

Training Guide

P0O235 Creating and Managing Purchase

Orders

Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out

2 New Window 7 Help [5 Personalize Page o, hitp

Purchase Order

Business Unit: MDJUD
POID: E3

|

Copy From:

PO Date: 10232012 5 Vendor Searcn
“Vendor: SUBRECIP1-001 Q. yendor Details
“Vendor ID: SUBRECIP1 @ Subrecipient Vendor 1
“Buyer: KMOORE @ MOORE, KELLY

PO Reference: [

Header Details Activity Summary

PO Defaults Document Status
Requisitions Edit Comments

PO Activities Add ShipTo Comments

Add Items From

Purchasing Kit Catalog Item Search

Select Lines To Display
Line: QA To: Q| Retrieve |

PO Status: Open &
Budget Status: NoiChkd ) Bl

™ Hold From Further Processing
Doc Tol Status: valid

Receipt Status: Not Recvd

o
‘Amount Summary

Merchandise: 400

FreightTax/Misc.: 000 E‘

Total Amount: 400 USD
Encumbrance Balance:

*Dispatch Method:

Statuses  ftemInformation ~ Attributes Q  Heceiving
Line tem Description Due Date: Ship To Price
1 [ [ADR003 Q [agreementto H& [10128r2012 (] @ [1.00000
View Printable Versi
lew Printable Version Close Short All Lines | “Goto: |- More .. =

B save| & RetumtoSearch | t2] PreviousinList | [$5] Nextinlist =] Notify | Refresh

B Add | Updal

Action

Click the Look up Ship To button to see a list of valid Ship To Locations.

Look Up Ship To

SetiD:

SHARE

Ship To Location: [begins with [<] [1

Description:

begins with =] |

[ Lookup || Clear || Cancel |gasicLookup

Search Results
100

Ship To Location Description

CIRCUIT CT1ALLEGANY COUNTY
CIRCUIT CT\ FREDERICK COUNTY
CIRCUIT CT 1 GARRETT COUNTY
CIRCUIT CT\HARFORD COUNTY
CIRCUIT CT\HOWARD COUNTY
CIRCUIT CT\KENT COUNTY
CIRCUIT CT 1\ MONTG COUNTY
CIRCUIT CT\ PRINCE G COUNTY
CIRCUIT COURT/QUEEN ANNE'S CTY
CIRCUIT COURT/ST. MARY'S CNTY
CIRCUIT COURT/SOMERSET COUNTY
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Step Action

9. The Look Up Ship To page displays.
Select the revised Ship To from the list of valid values.

Click the Ship To Location 14 link.

10. Click the Details tab.

ORACLE
Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Purchasing > Purchase Orders > Add/Update POs

dxINew Window 7 Help [&f Personalize Page 5 hiip [
in Purchase Order

Purchase Order

Business Unit MDJUD PO Status: Open & B X
POID: E3 Budget Status: Not Chkd s fi=

‘Copy From: » I™ Hold From Further Processing

Doc Tol Status:
*PO Date: 1012372012 [® Vendor Search valid
“Vendor: SUBRECIP1-001 | yiendar Details
Receipt Status:
*Wendor ID: SUBRECIP1 Q Subrecipient Vendor 1 ot Recvd
B . [Fa =1 Dispatch
“Buyer: KNMOORE @ MOORE, KELLY Dispatch Method Print
PO Reference: [ Amount Summary
Header Details Activity Summary Merchandise: %00
PO Defaults Document Status FreightTax/Misc.: 0.00 Caleulate
Requisitions Edit Comments Total Amount: 400 USD
PO Activities Add ShipTo Comments Encumbrance Balance:
Select Lines To Display
Purchasing Kit q i ‘ ;
Purchasing Kit Catalo ltemn Search une: | Qe | @ Retieve

Ship To/Due Date | Statuses || e information  Aftributes | RFQ ' Contract | Receiving

Merchandise

Line Item Description PO Qty *uom Category Price el Status
1 P2 [aDRo03 Q [roreementto = @[ <0000 [Eala Form [100000 4.00/4pproved | =
—_— Close Short All Lines “Goto: |- More |
B save | [ RetumtoSearch| 1E] Previousinlist| 4E| Nextinlist | |[=] Notify | Refresh [Er Add -
4 | b
Step Action
11. If the Quantity or Price was changed, the system will automatically recalculate a

new Merchandise Amount to reflect the changes.

Notice the Merchandise Amount changed to 4.00 from 1.00.

12. Click the_ Save button.

13. NOTE: Revising the PO data actually creates a Change Order against the PO. In
order to become effective, the PO must be re-dispatched. It may also have to go
through the Approval and Budget Checking processes again depending upon the
change that was made.
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Step Action

14. You have successfully completed the Updating PO Line: Qty, Amount and Shipping
Location topic.

You have learned how to:
- Update the quantity, amount and shipping location for your POs
End of Procedure.
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Lesson 3: Canceling Purchase Orders

Lesson Overview

You may need to cancel a purchase order or lines on a purchase order that has been established
for any number of reasons. For example, the services or goods may have never been received or
you may have decided to use another vendor, among other reasons. In any case, you can cancel
purchase orders or applicable lines from the Maintain Purchase Order - Purchase Order entry
pages.

Considerations

Canceling a Purchase Order with an Associated Requisition

A purchase order that references one or more requisitions can be canceled, as needed. When the
purchase order or purchase order lines are canceled, you have the option to return the money to
the budget.

Canceling a Purchase Order with Associated Receipts or Invoices

You cannot cancel a purchase order or purchase order lines that have been received against. If
appropriate, cancel the associated receipt before canceling the purchase order.

Additionally, if no voucher or payment (either partial or full) has been created using the
encumbered funds, the purchase order (and associated requisition) must be closed to unencumber
the balance of the funds. Closing purchase orders and their associated requisitions is discussed in
detail in the YE400 Performing Period End Reconciliation and Closing Activities course.

Lesson Objectives
After completing this lesson, you will be able to:

e Cancel a purchase order created from a requisition
e Cancel a "Dispatched" purchase order that is un-invoiced

3.1 Canceling an Uninvoiced PO
After completing this topic, you will be able to:

e Cancel an uninvoiced PO
Procedure

In this topic, you will cancel an uninvoiced PO.

Step Action

1. Navigate to the Purchase Order page.

Click the Purchasing link.
[ Purchasing
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Step Action

2. Click the Purchase Orders link.
|Purchﬂse Orders

3. Click the Add/Update POs link.

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Purchasng > Purchase Orders > Add/Update POs
0 New Window 7 Help 5, http

Purchase Order

Eind an Existing Value ) L EL AL

Business Unit: MDJUD &
POID: NEXT

Add

Find an Existing Value | Add a New Value

Step Action

4, The Purchase Order search page displays.

Click the Find an Existing Value link.
|Find an Existing ‘u"aluel
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uftiChannel Consol Add to Favorites

Favorites = Main Menu > Purchasng > Purchase Orders > Add/Update POs

EMew Window ? Help B} hitp
Purchase Order
Enter any information you have and click Search. Leave fields blank for a list of all values,

LEUCELLSEULAETTEEE © Add a New Value
- Search Criteria

Business Unit: =~ WQ

POID: begins with = |

Purchase Order Date: = - [&)

PO Status: = - -
Short Vendor Name: begins with = | Q

Vendor ID: begins with = | Q
Vendor Name: begins with = | Q

Buyer: begins with = | Q

Buyer Name: begins with = | Q

PO Type: = - -

Purchase Order Reference:  begins with = |

Hold From Further Processing

Case Sensitive

| search Clear  |pasic Search (g Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

5. The Find an Existing Value page displays.

Click the Search button.
Search

WultiChannel Console Add to Favorites

Favorites ~ Main Menu > Purchasing > Purchase Orders > Add/Update POs

PO ID: begins with ~ | P
Purchase Order Date: = - 5

PO Status: = ~  Dispatched -

Short Vendor Name: begins with ~ | (s}

Vendor ID: begins with = | Q

Vendor Name: begins with = | Q

Buyer: begins with ~ | Q |
Buyer Name: begins with = | Q

PO Type: = - -

Purchase Order Reference:  begins with = |

Hold From Further Processing

| Search || Clear |Basic Search [E] Save Search Criteria

Search Results E

View All Firg
Business ., ,, urchase |, op.1.5 | short vendor Name |vendoriD  |Vendor Name Buyer Buyerhame  E2 Purchase Order Refer
unt Order Date ~>> % — Tupe

MDJUD E1 10/23/2012 Dispatched SUBRECIP1-001 SUBRECIP1 Subrecipient Vendor 1 KMOORE MOORE. KELLY General test e1

MDJUD 0000000032 12/11/2012 Dispatched ABCTESTCO-001 00000123 | ABC TEST COMPANY APFEIFER PFEIFER. ANNA General AOC OFFICE SUPPLY)|
MDJUD 12/10/2012 Dispatched HWRDCNTYDC-001 5260020: H RD COUNTY DISTRICT COUR’ FEIFER PFEIFER. ANMA General|(plank)

MDJUD 12/06/2012 Dispatched HWRDCNTYDC-001 5260020: HOWARD COUNTY DISTRICT COURT APFEIFER PFEIFER. ANNA General PTP.2.3 2 - Partial Re(
MDJUD 0000000025 12/06/2012 Dispatched HWRDCNTYDC-001 526002033 HOWARD COUNTY DISTRICT COURT APFEIFER PFEIFER. ANMA General PTP.2.3 5 - Cancel Re|
MDJUD 12/06/2012 Dispatched HWRDCNTYDC-001 5260020: HOWARD COUNTY DISTRICT COURT APFEIFER PFEIFER. ANMA General|(blank)

MDJUD 0000000023 12/05/2012 Dispatched HWRDCNTYDC-001 526002033 HOWARD COUNTY DISTRICT COURT APFEIFER PFEIFER. ANMA General Sourced from Reg 00|
MDJUD 1/11/29/2012 Dispatched ABCTESTCO-001 00000123 |ABC TEST COMPANY KJONES JONES, KEVIN General office supplies
MDJUD 0000000018 11/20/2012 Dispatched ABCTESTCO-001 00000123 ABC TEST COMPANY KJONES JONES KEVIN General (blank) m
MDJUD 0000000016 11/20/2012 Dispatched ABCTESTCO-001 00000123 ABC TEST COMPANY neil. shahi Shahi,Neil General|(blank)

MDJUD 0000000015 11/14/2012 Dispatched ABCTESTCO-001 00000123  ABC TEST COMPANY APFEIFER PFEIFER. ANNA General Acctg Day Supplies - L

MDJUD 0000000014 11/14/2012 Dispatched ABCTESTCO-001 00000123 | ABC TEST COMPANY
MDJUD 0000000013 11/14/2012 Dispatched ABCTESTCO-001 00000123  ABC TEST COMPANY
MDJUD 0000000012 11/14/2012 Dispatched ABCTESTCO-001 00000123 NY JONES, KEVIN General AOC SAMPLE XP PO
MDJUD 0000000011 11/14/2012 Dispatched ABCTESTCO-001 00000123  ABC TEST COMPANY PFEIFER. ANNA General AOC TEST PO
MDJUD 0000000010 11/14/2012 Dispatched ABCTESTCO-001 00000123 | ABC TEST COMPANY APFEIFER  |PFEIFER. ANNA General Printers
0NNON123 RO TEST COMPANY APFEIEER  PEEIEER ANNA ﬂnnﬂ‘ral Conriar Sanira

i

FEIFER  |PFEIFER. ANNA General AOC OFFICE SUPPLY
APFEIFER  |PFEIFER. ANNA General Accounting Day Samp

javasc
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Step Action

6. Select a PO having a PO Status of 'Dispatched' and not associated with a voucher.

Select PO ID 0000000032, for example

0000000032

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites - Man Menu > Purchasing > Purchase Orders > Add/Update POs
h e h h L INEW RIIUUW  f PEIP L FEISUNGIZE Faye U
in Purchase Order
Purchase Order
Business Unit: MDJUD PO Status: Dispatched AEBE X
PO ID: 0000000032 Budget Status: valid
Copy From: - Hold From Further Processing
~ Header
Doc Tol Status:
“PO Date: 1211112012 B Vendor Search ‘o
Backorder Status:
“Vendor: ABCTESTCO-00 Vendor Details Backordereq  Create BackOrder
Receipt Status:
“Vendor ID: 00000 4BC TESTROMPANY " NotReer [
“Dispatch Method: Print | (Bispatoh
“Buyer: APFEIFER PFEIFER, ANNA P R
PO Reference: [noc oFFICE sUPPLY -Fy2013 A
Header Details Activity Summary Merchandise: 50.
PO Defauits Document Status FreightTax/Misc.: oo | Caleulate | L
Requisitions Edit Comments Total Amount: 50.00 USD
PO Activities Add ShipTo Comments Encumbrance 5000 ysp
Balance:
Add Items From Select Lines To Display
Purchasing Kit q . .
Purchasing Kit Catalo Iten Search Line: Qe o Retieve |
i) = First K ora O
m Ship To/Due Date || Sfatuses  femnformation ~ Aftrbutes | BFQ  Contract | Receiving
. ) ., Merchandise
Line item Description PO Gty UOM Category  Price Amount StEUS
1 = sp item 1 58 20000 EA PRINTE @ [25.00000 50.00 Approved | (2 =l I
Mew Printable varsion | Close Short All Lines | sote: More -
| B save | L RetumtoSearch| #E Previousinlist ~+E Nextinlist | |[C] Moty | Refresh [Evada] [Foipoal I
< i ] v

Step Action

7. The Purchase Order page displays.

Click the Cancel PO button.

X
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Message

Canceling a purchase order will commit any changes made and prevent further changes
Continue? (10200,515)

When you mark a purchase order as canceled, the system does not allow any further

changes to the purchase order. Any changes made, however, will be stored on the
purchase order.

Step Action
8. A message displays confirming the action being taken.

Click the Yes button.

Home | rkist | MultiChannel Console | Addto

Favorites  Main Menu > Purchasing > Purchase Orders > Add/Update POs
FNewWindow ? Help [ Personalize Page & hitp

Maintain Purchase Order
Cancel Purchase Order

PO has 'Pending Cancel status, but requires a budget check. Press the Budget Check button below to run
the budget checking process. Otherwise, click OK to continue without budget checking the PO.
Also, PO has 'Pending Cancel’ status. Dispatch PO to set the status to ‘Canceled".

Ok

Budget Check

Goto: View Budget Status- Prorated ~ Budget Status- Non Prorated

@ save| @ RotumioSearch 1] PreviousinList | (+2] NartinList | [[=) oty | |4 Rafiesh (=i Aca| |22
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Step Action
9. The Cancel Purchase Order page displays.
Click the Budget Check button to relieve the encumbrance (this puts the money
back into the available budget).
FYI: The status of 'Pending Cancel' will be updated to 'Canceled’ when the PO
Dispatch status is run in batch mode every evening.
| BudgetCheck |
ORACLE "
Favorites - Main Menu > Purchasing > Purchase Orders > AddjUpdate POs e e
@ New Window P Help o5 http
Purchase Order
.I'i d an Exising Va w" Add a New Value
Business Unit: = - ’WQ
PO ID: beginswith ~ |
Purchase Order Date: = - [Ty
SllonVen;inrName‘ l;egms:wilh B <
Vendor ID: beginswith ~[  Q
Vendor Name: beginswitn ~[  qQ
Buyer: peginswitn ~[  Q
Buyer Name: beginswith ~[ Q
Pnrc::;eomerRelelence: ;EQ\HSWI(I’V - ’7
Hold From Further Processing B
[Clcase sensitive
Search Clear | Basic Search Save Search Criteria
Find an Existing Value |.n.cc a New Value
Step Action
10. Once the 'Budget Check' process has completed, you should be directed into the PO

search page. Once a PO is in 'Pending Cancel' or 'Cancel’ status, you will no longer
be able to view it on-line.

To validate this, click the Search button.
Search
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| MultiChannel Console | Addto Favortes |  Sign out

Favorites  Main Menu > Purchasing > Purchase Orders > Add/Update POs
vUrEnase Urger Kererence:  oegnswim v | T
Hold From Further Processing B
[Clcase sensitive
| Search || Clear |Basic Search [§) Save Search Criteria
Search Results
View All
Business pg p BUrChase oo siatus  Short VendorHame Vendorid  Vendor Hame Buyer Buyertame 22 |purchase order
Unit = Order Date —— o= Type
MDJUD M1 11/05/2012 Approved ABCTESTCO-001 00000123  ABC TEST COMPANY APFEIFER PFEIFER, ANMA General AOC OFFICE SL
MDJUD E3 101 12 Open SUBRECIP1-001 SUBRECIP1 Subrecipient Vendor 1 KMOORE MOORE. KELLY General|(blank) M
MDJUD E2 10/23/2012 Approved  SUBRECIP1-001 SUBRECIP1 Subrecipient Vendor 1 KMOORE MOORE. KELLY General (plank)
MDJUD E1 101 12 Dispatched SUBRECIP1-001 SUBRECIP1 ient Vendor 1 KMOORE MOORE. KELLY Generalltest e1
MDJUD 0000000030 12/11/2012 Approved HWRDCNTYDC-001 5260020 HOWARD COUNTY DISTRICT COURT APFEIFER PFEIFER. ANNA General (plank)
MDJUD 0000000029 12/11/2012 Approved ABCTESTCO-001 00000 ABC TEST COMPANY neil shahi Shahi, Neil General AOC OFFICE Sl
MDJUD 0000000028 12/11/2012 Approved SUBI SUBRE Subrecipient Vendor 1 KMOORE MOORE. KELLY General (plank)
MDJUD 2/10/2012 Dispatched HWRDCNTYDC-001 526002033 HOWARD COUNTY DISTRICT COURT APFEIFER PFEIFER. ANNA General|(blank)
MDJUD 12/06/2012 Dispatched HWRDCNTYDC-001 5260020: HOWARD COUNTY DISTRICT COURT APFEIFER PFEIFER, ANNA General PTP.2
MDJUD 12/06/2012 Dispatched HWRDCNTYDC-001 526002033 HOWARD COUNTY DISTRICT COURT APFEIFER PFEIFER. ANMA General PTP 2
12 Dispatched HWRDCNTYDC-00 60020 HOWARD COUNTY DISTRICT COURT APFEIFER PFEIFER. ANNA General (plank)
12 Dispatched HWRDCNTYDC- 002033 HOWARD COUNTY DISTRICT COURT APFEIFER PFEIFER. ANNA General/Sourced from R |
26002033 H D COUNTY DISTRICT COURT APFEIFER  |PFEIFER. ANNA General Online Src Fror|=
12 Dispatched ABCTES 1 00000123 ABC TEST COMPANY KJONES JONES. KEVIN General office supplies
12 Open ABCTEST! 00000123 | ABC TEST COMPANY APFEIFER PFEIFER. ANNA General AOC OFFICE S\
MDJUD 0000000019 11/29/2012 Approved SUBRECIP1-001 SUBRECIP1 Subrecipient Vendor 1 KMOORE MOORE KELLY General|(blank)
MDJUD 0000000018 11/ 12 Dispatched ABCTESTCO-001 00000123 | ABC TEST COMPANY KJONES JOMES. KEVIN General (blank)
MDJUD 0000000017 11/ 12 Open HCDIRFINAC-001 HOWARD COUNTY DIRECTOR OF FINANCE neil. shahi Shahi, Neil General (blank)
MDJUD 0000000016 11/20/2012 Dispatched ABCTESTCO-001 00000123 ABC TEST COMPANY neil. shahi Shahi, Neil General (blank)
12 Dispatched ABCTE 1 00000123 ABC TEST COMPANY APFEIFER PFEIFER. ANNA General Acctg Day Supp|
MDJUD 0000000014 11/14/2012 Dispatched ABCTEST! 1 00000123 APFEIFER PFEIFER. ANNA General AOC OFFICE S\
MDJUD 0000000013 12 Dispatched ABCTE 1 00000123 APFEIFER PFEIFER. ANNA General Accounting Day
MDJUD 0000000012 11/14/2012 Dispatched ABCTEST! 1 00000123 KJONES JONES, KEVIN General AOC SAMPLE X
12 Dispatched ABCTE 1 0000012 APFEIFER PFEIFER. ANNA General AOC TESTPO [ 1
Dispatched ABCTEST! 1 00000123 APFEIFER PFEIFER. ANNA General Printers
MDJUD 0000000009 11/ 12 Dispatched ABCTESTCO-001 00000123  ABC TEST COMPANY APFEIFER PFEIFER. ANMA General/Courier Service
MDJUD 11/14/2012 Dispatched ABCTESTCO-001 00000123 ABC TEST COMPANY ames roberts Roberts, James General (blank)
MDJUD 1 12 Dispatched ABCTESTCO-001 00000123  ABC TEST CO NY APFEIFER PFEIFER. General DC HQ Supplie:
I D Dispatched ABCTESTCO-001 0 3 neral Courier Sve -Fo «
’

Step Action

11.

PO 0000000032 is no longer accessible since it is in 'Pending Cancel' status.

12.

You have learned how to:
- Cancel an uninvoiced PO
End of Procedure.

You have successfully completed the Canceling an Uninvoiced PO topic.

3.2 Canceling Dispatched PO Lines

When you cancel lines on a "Dispatched" purchase order (PO), a change order is created and

documented in the system.
After completing this topic, you will be able to:

e Cancel PO lines in a "Dispatched" PO
o Create a change order request

Procedure

In this topic, you will cancel a dispatched PO line and return the encumbered funds.
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Step

Action

1.

Begin by navigating to the Purchase Order page.

Click the Purchasing menu link.
Purchasing

Click the Purchase Orders link.

|Pu rchase Orders

Click the Add/Update POs link.

Home | Workist | MultiChannel Console | Addto Favorites |  Sign out

Favorites = Main Menu > Purchasng > Purchase Orders > Add/Update POs

Purchase Order

Find an Existing Value  [a¢0

Business Unit: jADJUD @
POID: NEXT

Add

Find an Existing Value | Add a New Value

I New Window 7 Help . hiip

Step

Action

The Purchase Order - Add a New Value page displays.

Click the Find an Existing Value tab.
| Eind an Existing Value |
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out

Favorites = Main Menu > Purchasng > Purchase Orders > Add/Update POs

ENew Windaw  ? Help 1B hitp

Purchase Order

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

Find an Existing Value Add a New Value

- Search Criteria

Business Unit: = - MDJUD Q

POID: beginswith [ |
Purchase Order Date: = - T

PO Status: = - -
Short Vendor Name: beginswith ~[ @

Vendor ID: beginswith ~ [ |Q
Vendor Name: begins with ~ ]70\

Buyer: beginswith ~[ @

Buyer Name: beginswith ~ [ |Q

PO Type: = - -
Purchase Order Reference:  beginswith = | |

Hold From Further Processing il

[Clcase sensitive

Search Clear  |pasic Search [§) Save Search Criteria

Find an Existing Value | Add a New Value

Step

Action

The Find an Existing Value page displays.

Use one or more search fields to retrieve the purchase order
(purchase order number), if known.

. Enter the PO ID

Click the Search button.

Click the purchase order link.

0000000037
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Workist |

Home |

WuliChannel Console | Add to Favorites Sign out

Favorites - Main Menu > Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order

Purchase Order

Business Unit: MDJUD PO Status: Dispatched A B
PO ID: 0000000037 Budget Status: valia
Copy From: ~ Hold From Further Processing

Doc Tol Status:
*PO Date: 121212012 [0 vendor Search ng?

Backorder Status:
*Vendor: ABCTESTCO-001 \endor Details Backordereq  Creale BackOrder

I Receipt Status:

*Vendor ID: 00000123 ABC TEST COMPANY Not Recvd

*Dispatch Method: Email < | [smBispatchimm|
“Buyer: KIONES JONES, KEVIN ispatch Mef mai —_cPE i
PO Reference: [iest Amount Summary
Header Details Acthvity Summary WMerchandise: 2,150.00 T
PO Defaults Document Status FreightiTaxiMisc.: 0.00 boviiale,
Requisitions Add Comments Total Amount: 215000 USD
PO Actiities Add ShipTo Comments Encumbrance 215000 Usp

Balance:

Add tems From

Catalog

Line: Q 1o: Q. Retieve

Personalize | Find | Vicv

Purchasing Kit Item Search

Lines

@LEST  Ship TolDue Dte Statuses | feminformation | Afiributes | RFQ_ [ Contract | Receiving |

Line Item Description PO Gty *UOM Category Price. ""C"“"di’“‘i Status

1 = DC1 Stamps, Rubber 5% 200000 EA  MISCELLANEOUS [75.00000 150.00 Approved | (.
2 DC-2 Fax, Sharp FO2081 20ppm & 20000 EA  EQUIPMENT Multiple 2,000.00 Approved | ¢
View Printable Version ‘ Close Short All Lines | “Gotor More -

W W W el

=
|

Enewwindow 7 Help [ Personalize Page B htp ~

Orders

Action

The Purchase Order page displays.

Note the PO Status is "Dispatched" and the Budget Status is "Valid".

Click the Line Details button for line you want to cancel.

Home |

Workist | MutiChannel Console /Add to Favorites Sign out

Favorites = Main Menu > Purchasing > Purchase Orders > Add/Update POs

ENewWindow ? Help [ Personalize Page B hiip
Maintain Purchase Order

Details for Line 2

POID: 0000000037 Vendor: ABCTESTCO-001

Line: 2 ttem 1D: pc2 {3, Sham FOZ061 2000m

Category: EQUIPMENT Line Status: Approved K A
Description: EQUIPMENT Backorder Status: Not

Backordered

Catogory 0: -
Amount to Receive: 2,000,000 Usp Merchandise Amount: 2,000.00 usD
Quantity o Receive: 20000 Doc. Base Amt: 2,000.00 UsD

Item Availability

Transaction Item Description:
Fax, Sharp FO2081 20ppm

Preferred Language ltem Description:
Fax, Sharp FO2081 20ppm

Expand All
» ftem Information
» Attributes

Collapse All

» Contract

» Receiving

Refresh |
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Action

10.

The Details for Line page displays.

Click the Cancel button.

Home | Workist | WufiChannel Console |

Favorites - Main Menu > Purchasing > Purchase Orders > Add/Update POs

This action will cancel line 2 for this purchase order. Continue? (10200,229)

The action that you are taking will cancel this line for this Purchase Order. If you do not want to cancel this ling, then you cannot perform the action atthis time,
Yes No

Add to Favorites | Sign out

? Help

Step

Action

11.

A message displays confirming the action being performed.

Click the Yes button to confirm the cancelation.
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Favorites - Main Menu > Purchasing > Purchase Orders > Add/Update POs

Purchase Order

Home |

Workist |

Training Guide

WultiChannel Console | Add to Favorites

Elnewwindow 7 Help [ Personalize Page

Sign out

nien

Purchase Order

nttp 2|

P0O235 Creating and Managing Purchase

Orders

Business Unit: MDJUD PO Status: Dispatched AB X
PO ID: 0000000037 Budget Status: Notchka g I
Copy From: v Hold From Further Processing

Purchasing Kit

Lines
,
Details

Catalog

Item Search

Doc Tol Status: i
*PO Date: 12/12/2012 [ Vendor Search oc Tol Status VS:.?
Backorder Status:
“Vendor: ABCTESTCO-001 endor Details Backordereq  Creale Backorder
——— Receipt Status:
*Vendor ID: 00000123 ABC TEST COMPANY Not Recvd
*Di: : - Dispateh
“Buyer: KIONES JONES, KEVIN Dispatch Method Emall o
PO Reference: lest Amount Summary
Header Details Acthity Summary WMerchandise: 150.00 3
PO Defaulls Document Status FreightTaxiMisc.: 000 |- Calculate |
Requisitions Add Comments Total Amount: 150.00 USD
PO Acliities Add ShipTa Comments Encumbrance 215000 ysp
Balance:

Add ltems From

Select Lines To Display

A to: Q. Relrieve

Line:

Personalize | Find | View 10 |

Ship To/Due Date ' Statuses | ltem information ° Aftributes || RFQ | Contract |~ Receiving
o L ) Merchandise
Item Description PO Gty UOM  Category Price Amount Sats
1 [ b1 Stamps, Rubber B3| 20000 EA  WISCELLANEOUS [75.00000 150,00 Approved |
2 i pc2 Fax, Sharp FO2081 20ppm £ 20000EA  EQUIPMENT Hiutiple: 2,000.00 Canceles D
View Printable Version e rE— ot ore -

<

I

Step

Action

12.

The line status of the canceled line displays "Canceled".

13.

The Budget Status now displays "Not Chk'd".

Favorites

Change Reason

Unit: MDJUD  POID: 0000000037
Reason Code: Q
Comment:

Use Same Reason Coue

Refresh |

Enter a reason code and comment for making changes that are being tracked

o

Main Menu > Purchasing > Purchase Orders > Add/Update POs

Add to Favorites

Enewwindow 7 Help & Personalize Page [, htip
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Step Action

14. The Change Reason page displays.

Click the Look up Reason Code button.

Look Up Reason Code

SetiD: SHARE
Reason Type: Procurement Change
Reason Code: begins with [

Description:  begins with - |

[ Lookup || Glear || Cancel |asicLookup

Search Results

ew 100 First [4] 140t 4 [3] La

Reason Code |Description
ASSIGNMENT, As signment of contract
EXTENSION |Extension of time
FUNDING Addition of funding
SCOPE Addition of scope

Step Action

15. The Look Up Reason Code window displays.

Select a reason code from the listed values to indicate the reason for the change
order.

Click a reason code link.
FUNDIMNG

16. The reason code selected and the respective description displays in the Reason
Code and Comment fields.

You can add additional text for further explanation or replace the text in the
Comment field, if needed.

17. Click the OK button.
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Action

18.

The Purchase Order page displays.

Clicthe Save button.

Home | Workist | MuliChannelConsole | Addto Favorites |  Sign out

Favorites - Main Menu > Purchasing > Purchase Orders > Add/Update POs
ENewwindow 7 Help [ Personalize Page B hitp =
in Purchase Order

Purchase Order

Business Unit MDJUD PO status: Open & A B X
POID: 0000000037 Budget Status: Netchks i
Change Order: 1

Copy From: ~ [C]Hold From Further Processing

Current Change Reason
*PO Date: 121212012 [ Vendor Search Doc Tol Status: Valid

“Vendor: Vendor Details Receint Sta
eceipt Status:

“Vendor ID: 00000123 ABC TEST COMPANY Not Recvd

b H - Dispatch
“Buyer: s JONES, KEWN Dispatch Method: Email patch
PO Reference: [test | Amount Somenary
Header Details Acthity Summary Merchandise: 15000
PO Defaults Document Status FreightTaxihisc.: 000 (sl
Requisitions Add Comments Total Amount: 150.00 USD
PO Aclivities Add ShipTo Comments Encumbrance 215000 ygp

Balance:
Add ltems From Select Lines To Display

Purchasing Kit Catalog ltem Search e | Qre | @l Retieve

Personlize | Find | View 10 | B | 35 Fira

Ship To/Due Date | Statuses | ffem information | Aftrioutes | RFQ [ Coniract || Receiving

Merchandise

Line Item Description PO Gty *UOM Category Price Amount Sats

1 |EBbc Stamps, Rubber B[ 20000 EA  WISCELLANEOUS [75.00000 150.00 Approved

2 [Ropce Fax, Sharp FO2081 20ppm £ Z0000EA  EQUIPMENT  Mutiple 2,000.00 Canceled )

diew Printagle Version Close Short All Lines “Gota: More - -
<1 1 0

Step

Action

19.

You have just created a change order request on your PO.

Change Order Status = 1 (indicates there was 1 change order processed against this
PO)

20.

Click the Approve PO button to manually approve this PO.

21.

Click the Budget Check button.

22.

Click the Dispatch button.
| Dispatch

Page 41




Training Guide
P0O235 Creating and Managing Purchase

Orders

-

o

GEARS

General Enterprise And Resource Support

Favorites  Main Menu > Purchasng > Purchase Orders > Add/Update POs

Dispatch Options

Dispatch Options

Fax Cover Page: : Test Dispatch

Print BU Comments
Server Hame: [ a [ Print Duplicate on PO
~Output Destination Type: wes - Print Changes Only

[ Print PO Item Description
Output Destination Format: PDF - Print Copy
Tempae 0: I—

~ Process Control Option
Vendor/Contact Fax/Email

Email ID: &sther.bouryng@MDCOURTS.GOV

One Time Fax/Email
The following fax / e-mail the e ti bove if specified.
Email ID: [ |

| Ok Comeel  Reftest |

Home | Workist | MufiChannel Console |

Enewwindow 7 Help & Personalize Page [, htip

Add fo Favorites |

Step

Action

23.

The Dispatch Options page displays.
Click the OK button.

[ ok ]

Message

Would you like to wait for confirmation that the PO Dispatch process has completed?
(10208 44)

Your requestis currently in pracess. Ifyou choose to walt, once the process has
completed, you will be returned to the updated PO. I you choose not to wait, please check
the Process Monitor to verify that the scheduled process has completed before accessing
the PO being dispatched.

Eves)l wo |
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Step Action
24. C|ICk the Yes button.
25. Verlfy your PO Status = 'Dispatched'.
26. You have successfully completed the Canceling Dispatched PO Lines Creating a
Change Order topic.

You have learned how to:

- Cancel dispatched PO lines
- Create a change order

End of Procedure.
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Lesson 4: Inquiring on Purchase Order Information

Lesson Overview
GEARS provides online inquiry pages to view purchase order information entered in the
Purchasing module.

Lesson Objectives
After completing this lesson, you will be able to:

e View detailed purchase order information
o View open obligation amount and vouchers that reference a purchase order
o Cross reference transactions associated with a purchase order

4.1 Reviewing a Purchase Order

In GEARS Purchasing, purchase order information can be viewed on the Purchase Order
Inquiry pages. You may view a specific purchase order’s details including header (vendor,
amount and status), line (what is being purchased), schedule (who is receiving services or goods),
and distribution (PCA, Account and other Chartfields) information. The inquiry pages do not
allow you to update the obligation.

After completing this topic, you will be able to:
o Review a purchase order that has been entered into the system
Procedure

In this topic, you will use the Purchase Order Inquiry pages to view the purchase order
information.

Step Action

1. Navigate to the Purchase Order Inquiry search page.

Click the Main Menu button.

2. Click the Purchasing menu.

| ] Purchasing "’|
3. Click the Purchase Orders menu.

| (1 Purchase Orders P|
4. Click the Review PO Information menu.

| 3 Review PO Information k |
5. Click the Purchase Orders menu.

| | Purchase Orders |
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Business Unit:
POID:

Contract SetiD:
Contract ID:
Release Number:

PO Status:
Short Vendor Name:
Vendor ID:

Vendor Name:
Buyer:

Buyer Name:

[ case Sensitive

Search Clear

Purchase Order Date: =

Purchase Order Inquiry

Home | Workist | MuliChannel Console | Addto Favorites |  Sign out
Favorites = Main Menu > Purchasing > Purchase Orders > Review PO Information > Purchase Orders

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

~ Search Criteria

= - WDJUD Q

beqgins with ~

begins with ~ a

begins with ~ Q
-

- B

beginswith ~[  Q
begins with ~ ’70\
beginswith ~[ Q
beginswith ~[  Q
begins with ~ ’70\

Basic Search [E] Save Search Criteria

Training Guide
PO235 Creating and Managing Purchase

I New Window 7 Help 5, hip

i,

Orders

Step Action
6. The Purchase Order Inquiry search page displays.
Verify that Business Unit field displays "MDJUD".
7. Use one or more of the search fields to find the purchase order.
Enter the PO ID, if known.
8. Enter the desired information into the PO ID field. Enter a valid
value e.g. "0000000102".
9. NOTE: If your search criteria retrieves one purchase order, the system directs you

Click the Search button.

to the Purchase Order Inquiry page for the specified purchase order. Otherwise
select the purchase order from the Search Results grid.
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Home | Workist | WufiChannel Console | Addto Favortes |  Sign out
Favorites ~ Main Menu > Purchasng » Purchase Orders > Review PO Information > Purchase Orders

@ NewWindow P Help [# Personalize Page &, hitp

Purchase Order Inquiry
Purchase Order

Business Unit: MBJuD PO Status: Dispatched
PO ID: 0000000102 Budget Status: Valid
[~ Head
PO Date: 021712013 Doc Tol Status: Valid
Vendor Hame: 123456789-003 Backorder Status: Not Backordered
Vendor ID: 0000000015 vendor Details Receipt Status: Received
Buyer: jone, Hold From Further Processing
kevin | Amount Summary
PO Reference: A
Merchandise: 1,000.00
d AlRTV C ent S
:ea;ergeta\\s . H|| :Thr Document Status FreightTaxiMisc. 000
eader Comments atching g -
Change Order Aclivity Summary Total 1000.00USD
Encumbrance Balance: 0.00 USD

Merchandise

Line Item ID Item Description Category PO Oty vom = Status
1 [ 918-00GRANTO1 Miscellaneous Services (Grant  MISCELLANEOUS 1.0000 EA 1,000.00 USD Approved | (0 =
£\ Return to Search | |[=] Notify 7 Related |

Step Action

10. The Purchase Order Inquiry page displays.

Review the purchase order header information including the purchase order ID,
when the purchase order was created, the vendor name, amount, who processed the
document (i.e., buyer), and the budget and PO status.

11. Review the amount summary information, including the purchase order amount and
balance.
12. Other statuses, such as the Receipt Status and the Document Tolerance Status are

displayed in the purchase order header for review.

13. Click the various links to view detailed purchase order information, including the
Document Status page and Activity Summary pages.

14. The Lines section displays the Item ID, Item Description, category, quantity, unit of
measure (UOM) and amount.

15. View comments for a line, if applicable.

NOTE: If comments were entered for the whole obligation rather than line, a
Header Comments link displays in the header section of the purchase order.

16. You can review purchase order shipping and due date information for each line on
the purchase order schedule page.

Click the Schedule button located at the end of the line.
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Home | Workist | MufiChannel Console
Favorites ~ Main Menu > Purchasng » Purchase Orders > Review PO Information > Purchase Orders

| AddtoFavorites | Sign out

FNewWindow ? Help [& Personalize Page ) hitp
Purchase Order Inquiry

Schedules

Business Unit: MDJUD POID: 0000000102

Hetum fo ain Fage

Line: 1 Miscellaneous Senvices (Grant

PO Qty: 1.0000 EA Merchandise Amt:

1,000.00 USD

Personalize | Find | Vi

Sched Due Date Time Due Revision  Ship To Attention To

. Merchandise
PO aty Price. “Amount Status
03

= 10000 1,000.00000 100000 USD Actve | % ol (5D

1 @ 0211712013

Ship To Comments

& Retumto Search | (] Notity |

Step Action
17.

The Schedules page displays.

The Due Date of the item(s) and Ship To location displays in the Schedule section
for the purchase order line.

18.

Click the Distributions/Chartfields button to view funding information.
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Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites ~ Main Menu > Purchasng » Purchase Orders > Review PO Information > Purchase Orders

&) New Window ? Help [& Personalize Page &, hiip

Purchase Order Inquiry
Distributions for Schedule 1

POID: 0000000102 Line: 1 Sched: 1 Mtem:  918-D0GRANTO1  Miscellaneous Services (Grant Funding ONLY)
Status: Active Sched Qty: 1.0000
Distribute By: Amount Merchandise Amount: 1,000.00 USD
Doc. Base Amount: 1,000.00 USD
H Detaiis/Tax | Assetinformation | ReqDetail | Budget information
Dist  Status Percent  METCTANUSE G ynit ?\;‘;" PCA Fund  Account Progrem  SPPTP  AppropYr Dept et Project
1 Open 100.0000 1,000.00USDMDJUD COO  G0B45 0005 (0872 GUSA  ADDDG  AY2013 GRANT  JGR-GMBU-G
Return
[ r

Review the PCA, Account and other Chartfields used to pay for the line item on the
Chartfields tab.

The project related chartfields (PC Business Unit, Project and Activity) display for
grant or capital/operating project purchase orders.

20. Asset Management information such as the asset Profile ID and tag number (if
applicable) display on the Asset Management tab.

21. Confirm the date that the transaction was posted to the budget ledgers and view the
encumbrance balance for the distribution line on the Budget Information tab.

22. When you have finished reviewing the distribution information, click
the Return button.

23. The Schedules page displays.

Click the Return to Main Page link.
[Return to Main Page]
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Home | Workist | WufiChannel Console | Addto Favortes |  Sign out
Favorites ~ Main Menu > Purchasng » Purchase Orders > Review PO Information > Purchase Orders

FNewWindow ? Help [& Personalize Page B hitp

Purchase Order Inquiry
Purchase Order

Business Unit: MBJuD PO Status: Dispatched
PO ID: 0000000102 Budget Status: Valid
- Header
PO Date: 021712013 Doc Tol Status: Valid
Vendor Hame: 123456789-003 Backorder Status: Not Backordered
Vendor ID: 0000000015 Vendor Details Receipt Status: Received
Buyer: jone, Hold From Further Processing
fein [ Amount Summary |
PO Reference: L i
Merchandise: 1,000.00
5
:easer Eemus . :—:l :T':v Document Status FreightTaxiMisc. 000
eader Comments atching ) —
Change Order Aclivity Summary Total 1000.00USD
Encumbrance Balance: 0.00 USD

Personalize | Find | View AITEV | 3 Fiee Kl gor4 O Lost
Merchandise

Line Item ID Item Description Category PO Oty vom e Status

1 [ 918-00GRANTO1 Miscellaneous Services (Grant  MISCELLANEOUS 1.0000 EA 1,000.00 USD Approved | =

& Retumto Search | (] Notity |  Relatea ||
« i v

Step Action

24, The Purchase Order page displays.

To search for other purchase orders, click the Return to Search button.
&\ Return to Search

25. You have successfully completed the Reviewing a Purchase Order topic.
You have learned how to:

- Search for purchase orders created online

- View purchase order information using the Purchase Order Inquiry pages

End of Procedure.

4.2 Viewing the PO Activity Summary

In GEARS, you can view a snapshot of a purchase order including original amount, open balance
and vouchers that have been created using encumbered funds. Use the Activity Summary page
to view this information.

After completing this topic, you will be able to:
e Use search criteria to find an existing Purchase Order
e View the open balance for a Purchase Order

e View the total amount invoiced and the vouchers that make up the total

Procedure
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In this topic, you will use the PO Activity Summary page to view the receipt and voucher
information as well as the purchase order balance.

Step Action

1. Navigate to the PO Activity Summary page.

Click the Main Menu button.

2. Click the Purchasing menu.

| [ Purchasing "’|
3. Click the Purchase Orders menu.

| [ Purchase Orders P|
4, Click the Review PO Information menu.

| 3 Review PO Information k |
5. Click the Activity Summary menu.

| [5] Activity Summary |

Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites = Main Menu > Purchasng » Purchase Orders > Review PO Information > Actvity Summary

FInewwindow P Help B http
PO Activity Summary

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

- Search Criteria

Business Unit: = - Moo o
PO Number: beginswith ~[ |
Purchase Order Date: e |
Purchase Order Reference: beginswith v [
Vendor ID: beginswith ~[|Q

[Clcase sensitive

Search Clear  pasic Search Save Search Criteria

Step Action

6. The PO Activity Summary page displays.

Verify that "MDJUD" displays in the Business Unit field.
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Step Action

7. Enter search criteria into one or more fields.

Enter the purchase order number, if known.
8. Enter the desired information into the PO Number field. Enter a valid

value e.g. "%102".
9. Click the Search button.
10. The Search Results grid displays the purchase orders that match your search

criteria.

NOTE: If your search criteria retrieves one purchase order, the system may direct
you to the PO Activity Summary page for the specified purchase order. Otherwise
select the purchase order from the Search Results grid.

Click the purchase order link.

0000000102

ORACLE

Home | Workist | MuttiChannelConsole | AddtoFavortes |

Sign out

Favorites  Main Menu > Purchasing > Purchase Orders > Review PO Information > Activity Summary

& NewWindow 7 Help [& Personalize Page &, hitp

Activity Summary

.’ Deta ;-‘ Receipt || Invoice

Business Unit: MDJUD PO Status: Dispatched
Purchase Order: 0000000102 Vendor: AQCTESTVENDOR
Merchandise Amount: 1,000.00 USD

Merchandise Receipt: 1,000.00 USD

Merchandise Returned: 0.00 USD

Merchandise Invoice: 1,000.00 USD

Merchandise Matched: 1,000.00 USD

RTV

Matched

2\ Returnto Search  [=] Notify

Line item Item Description uom Order aty Ordered CurTency Amount Only
1 [ 918-00GRANTO1  Miscellaneous Senvices (Grant EA 1.0000 1,000.000 USD

Amount

Page 51



Training Guide

0
P0O235 Creating and Managing Purchase {:}( GEARS
(:} General Enterprise And Resource Support
Orders

Step Action

11. The Activity Summary page displays.

At the top of the page, a summary of the purchase order information displays
including the purchase order number, the status, and the vendor.

View the amount encumbered on the purchase order, the amount received/returned,
the amount invoiced for payment and the amount matched (on the PO, receipt and
voucher).

12. The Lines section displays basic line information for the purchase order, related
receipt and invoice activity.

On the Details tab, view each line, including the description, quantity, unit of
measure, and line amount.

13. This tab also indicates if the line is an "amount only" line. Amount only lines are
received and invoiced by amount, rather than by quantity. They also have a quantity
of "1."

14. Click the Receipt tab.

OoRrRACLE
Home | Workist | MutiChannelConsole | AddtoFavortes | Signout
Favorites - Main Menu > Purchasing » Purchase Orders > Review PO Information > Activity Summary
Enewwindow 7 Help [ Personaiize Page [ nip

Activity Summary

Business Unit: MDJUD PO Status: Dispatched
Purchase Order: 0000000102 Vendor: AQCTESTVENDOR
WMerchandise Amount: 1,000.00 USD
WMerchandise Receipt: 1,000.00 USD
Merchandise Returned: 0.00 USD
Merchandise Invoice: 1,000.00 USD
Merchandise Matched: 1,000.00 USD
Lines Personaize | Find | view A1 B | % Fist K1 1014 O Last
Detais _ UEETN nvoice | Matched ATV
Line ttem item Description uom ‘;;"E‘;:Te(d Q“rﬁi’; Open Amount Currency
1[4 918-00GRANTO1 Miscellaneous Senices (Grant EA 1,000.000 0.0000: 0.000 USD

2\ Returnto Search  [=] Notify
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Step Action
15. The Receipt tab displays.
Review the amount received and the open amount/quantity to be received for a
purchase order line.
16. Click the Receipt button at the end of the line to view the receipt information in
detail.
iE
Home | Workist | MutiChannelConsole | Addto Favorites |  Sign out
Favorites . Main Menu > Purchasng » Purchase Orders > Review PO Information > Actvity Summary
@ New Window 7 Help \ZPersonaHzaF’age E,rmc
SE"E:"‘ BURecv Receipt llo E;‘:“" Status Seq VndrReptQty Vndr Reject Gty Mm"a"i;“; Cuner:y .
1MDJUD  HHEG58ETE 1Received 1 1.0000 0.0000 1000.000USD FHE=
2\ Returnto Search  [=] Notify
Step Action
17. Receipt information for the purchase order line displays.
The Receipt Number link allows you to access the Receipt Inquiry page.
Depending on your security profile, you may not be able to view detailed voucher
information.
18. Click the Go Back To Activity Summary link.
Go Back To Activity Summany
19. The Activity Summary page displays.

Click the Invoice tab.

Inwvoice
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Home | Workist | MuliChannel Console | Addto Favorites |  Sign out

Favorites - Main Menu > Purchasing > Purchase Orders > Review PO Information > Activity Summary

Activity Summary

Business Unit: NDJUD PO Status:
Purchase Order: 0000000102 Vendor:
Merchandise Amount: 1,000.00 USD

Merchandise Receipt: 1,000.00 USD

Merchandise Returned: 0.00 USD

Merchandise Invoice: 1,000.00 USD

Merchandise Matched: 1,000.00 USD

Detais [ Receipt Matched [ RTV

0 New Window ? Help [& Personalize Page |2, hiip

Dispatched
AOC TEST VENDOR

i Frst Kl 4 or1 O Last

personalize | Find | iew 21 | B |

Line Item Item Description uom Amount Only

1 [ 918-D0GRANTO1 Miscellaneous Senices (Grant EA

24 Return to Search | [=] Notify

Amt Invoiced £

1,000.000 USD

Currency  Un-invoiced

Amount Currency

0.000USD =N

Step Action

20. The Invoice tab displays.

amount.

On the Invoice tab, view the amount invoiced for each line and the uninvoiced

21. Click the Invoice button.

[

22. Voucher information related to the purchase order line displays.

information.

The voucher ID link allows you to view the Voucher Inquiry pages.

Depending on your security profile, you may not be able to view detailed voucher

23. Click the Activity Summary link to return to the Activity Summary page.

Activity Summa
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tiChannel Const

ome
Favorites ~ Main Menu > Purchasng » Purchase Orders > Review PO Information > Activity Summary
Activity Summary
Business Unit: MDJUD PO Status: Dispatched
Purchase Order: 0000000102 Vendor: AOC TEST VENDOR
Merchandise Amount: 1,000.00 USD
Merchandise Receipt: 1,000.00 USD
Merchandise Returned: 0.00 USD
Merchandise Invoice: 1,000.00 USD
Merchandise Matched: 1,000.00 USD

Personalize | Find | V:

Receipt | Invoice | Matched [ RTV
; . Amount
Line item Item Description uom Order Qty Ordereq Currency Amount Only
1 [ 918-00GRANTO1  Miscellaneous Senvices (Grant EA 1.0000 1,000.000 USD 3]

Enewwindow 7 Help & Personalize Page [, htip

First K 1 011 O Lost

|&4 Retunto Search | [Z] Notify |

Training Guide

PO235 Creating and Managing Purchase

Orders

Step

Action

24,

Click the Matched tab.

Favorites | Main Menu > Purchasing > Purchase Orders > Review PO Information > Activity Summary
Activity Summary
Business Unit: HDJUD PO Status: Dispaiched
Purchase Order: 0000000102 Vendor: AOC TEST VENDOR
Merchandise Amount: 1,000.00 USD
Merchandise Receipt: 1,000.00 USD
Merchandise Returned: 0.00 USD
Merchandise Invoice: 1,000.00 USD
Merchandise Matched: 1,000.00 USD

Frst Kl 1011 O Last

Personaiize | Find |

Detais [ Recept | Invoice | [MUECICENN * RTV
Line item Item Description uom Qty Matched Amt Matched Currency
1 & RANTO1 Senvices (Grant EA 0.0000 1,000.000 USD E

ENew Window 7 Help [& Personalize Page B http

|24 Return to Search | =] Nofify |
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Step Action

25. The Matched tab displays.
When matching has been run on the PO voucher, the amount/quantity matched
displays.

26. To search for another purchase order and its related documents, click the Return to

Search button.
2. Return to Search

217. You have successfully completed the Viewing the PO Activity Summary topic.

You have learned how to use the Activity Summary inquiry pages to:

- View the open balance for a purchase order

- View associated transactions including the total amount received, invoiced and
matched

End of Procedure.

4.3 Viewing a POs Related Transactions (Document Status)

You may cross reference documents created in GEARS using the Purchase Order ID or other
search criteria. Use the Document Status pages for a Purchase Order to view related documents.

Documents that can be associated with a Purchase Order include:

Contract
Requisition
Voucher
Payment

The Purchase Order Document Status page also links to the basic inquiry, Purchase Order
Inquiry page, which provides line, schedule and distribution information for a Purchase Order.

NOTE: Depending on your security in GEARS, you may or may not be able to link to all
associated documents.

After completing this topic, you will be able to:

e Cross reference transactions for a Purchase Order
o View the details of a transactions found in the Document Status Inquiry

Procedure

In this topic, you will review PO related transactions.
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Step

Action

1.

Navigate to the Purchase Order Document Status page.

Click the Main Menu button.

Click the Purchasing menu.
| 1 Purchasing "l

Click the Purchase Orders menu.
| [(3 Purchase Orders F|

Click the Review PO Information menu.
| 31 Review PO Information » |

Click the Document Status menu.

| [] Document Status |

Home | Workist | MuliChannel Console | Addto Favorites |
Favorites = Main Menu > Purchasing » Purchase Orders > Review PO Information > Document Status

EINew Window 7 Help

Purchase Order Document Status

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

~ Search Criteria

Business Unit: = - oo g
PO Number: begins with ~ ’7
Purchase Order Date: = - H
Origin: beginswith [ Q
Purchase Order Reference: beginswith ~ |

[Clcase sensitive

Search Glear  |pasic Search Save Search Criteria

Sign out

iy hitp

Step

Action

The Purchase Order Document Status search page displays.

Verify that "MDJUD" displays in the Business Unit field.

Enter search criteria into one or more fields.

Enter the purchase order number, if known.
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Step Action

8. Click the Search button.

ORACLE
Home | Workist | MultiChannelConsole | Addto Favorites |  Sign out
Favorites = Main Menu > Purchasing » Purchase Orders > Review PO Information > Document Status
D New Window 7 Help . hiip
Purchase Order Document Status

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

~ Search Criteria

Business Unit: = - [ - Y
PO Number: begins with ~ ’%‘\027

Purchase Order Date: = - H
Origin: beginswith ~[  qQ

Purchase Order Reference: begins with -

[ case Sensitive

Search Clear  |Basic Search [§) Save Search Criteria

Search Results

View Al First [q] 1ot1 [3] Last
Business Unit PO Number Purchase Order Date Origin Purchase Order Reference
WDIOB  0000000102/00117/2013 ONL (blank)

Step Action

9. The Search Results grid displays the purchase orders that match your search
criteria.

NOTE: If your search criteria retrieves one purchase order, the system may direct
you to the PO Activity Summary page for the specified purchase order. Otherwise
select the purchase order from the Search Results grid.

Click the purchase order link.

0000000102
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OoRrRACLE
Home | Workist | WufiChannel Console |  Addto Favortes |  Sign out
Favorites - Main Menu > Purchasing » Purchase Orders > Review PO Information > Document Status

@ NewWindow P Help [ Personalize Page &, hitp

Document Status

Business Unit: MDJUD POID: 0000000102

Document Date: 02/17/2013 Status: Dispatched

Currency: usD Document Type: Purchase Order

Buyer: jone, kevin Merchandise Amt: 1,000.00
Budget Status: Valid

Docu

| Documents TR

SetiD E:fi"e“ Document Type DOC ID Status Document Date  Vendor ID Location

SHARE Contract 0000000000000000000000037 Approved 02/16/2013 0000000015 & B
MDJUD Receipt 0000000075 Moved 02/17/2013 0000000015 & 003
MDJUD Voucher JGRO3 Posted 02/17/2013 0000000015 & 003 B

L4 Return to Search

Step Action

10. The Document Status page displays.

At the top of the page, the PO ID, the date the purchase order was created and by
whom (i.e., the buyer), the status, the amount, and the budget checking status

displays.

11. You can view the Purchase Order Inquiry pages by clicking the link next to the
PO ID field at the top of the page.

12. In the Associated Document - Documents tab, view all online documents that

reference the purchase order (i.e., contract, requisition, voucher and payment
information), if applicable.

13. Click the Document Status link shown at the end of the row to cross reference the
document(s) listed.

For example, a requisition may be referenced on one or more purchase orders.

14. Click the document ID link in the DOC ID column to view the online inquiry page
for the transaction you want to view.

TEITE)
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Home | Workist | MuliChannelConsole | AddtoFavorites |  Sign out
Favorites ~ Main Menu > Accounts Payable > Review Accounts Payable Info > Vouchers > Voucher

Enewwindow 7 Help [ Personalize Page B htp ~

Voucher Inquiry

Search Criteria

Search Hame [
From

Business Unit MDJUD
Voucher ID JGRO2
Invoice Id
Vendor SetiD SHARE
Short Name

Vendor Hame 1

To
MDJUD
JGRO3

Vendor Hame 2
Vendor ID

pPPP PRP

Vendor Location
Entry Status
Accounting Dt
Invoice Date

Due Date

Entered Date
Origin Set 1D
Origin

Control Group ID

L L HEEH

ContractID
Lease Humber
PO Business Unit
Purchase Order [
Item ID [

“Amount Rule Any

PP P PLPEUEEE (PPLLLLLPLLH P

“

Amount

Furcanne [ fa) T

Step Action

15.

16. You have completed the Viewing a POs Related Transactions (Document Status)
topic.

You have learned how to use the Document Status page to:

- Cross reference transactions for a purchase order

- View the details of a transaction found in the document status inquiry
End of Procedure.

Page 60



{3( GEARS Training Guide

. _ PO235 Creating and Managing Purchase
Q General Enterprise And Resource Support Orders

Course Summary

N

4
Congratulations!

You have successfully completed the PO235 Creating and Managing Purchase Orders course. In
this course, you have learned about:

o Entering and updating purchase orders in GEARS
e Canceling purchase orders
e Using online inquiry pages to review purchase order information

We hope that you found this class informative, interactive, and fun. Check out other GEARS
training courses, available on the GEARS website at http://courtnet/gears/index.html
(http://courtnet/gears/index.html).

We are always looking for opportunities to improve our courses. If you have ideas on improving
this course please share your feedback by sending us an email at gearstraining@mdcourts.gov
(mailto:gears@mdcourts.gov).
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