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 What’s New – Purchase Orders 

Purchase Orders 

Changes to Look for 

• Navigation  

• Lines, Schedules, Distribution all on one page  

• Category ID not used 

 

Conversion Notes 

• PO’s with outstanding balances are converted using the 7.5 PO ID 

• Active SpeedCharts are converted using the 7.5 SpeedChart value 

• Vendor ID’s are renumbered with 7.5 values saved as an attribute 

 

 

General Upgrade Changes 

• Shared data tables for the followings: 

o Chartfields – Account, Fund, Deptid/Cost Center 

o Vendor file 
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 Express Purchase Orders 

 Menu Navigation:   

Purchasing – Purchase Orders – 

         Add/Update Express POs 

 

 

 

 

 Add an Express Purchase Order: 

All vendors will be added with NEXT id 

 

 

 

 

 

 

  To continue the transaction 
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 Complete the Express Purchase Order on a single page:  

 

 Additional Info hyperlink with a slight change:    

� Topeka Statements 
� Purchasing Request Number 
� Contract Number 
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 Comments added via “Add Comments” hyperlink or icon on each Line: 

 

 

 

 

 

 

� Select “Shown at Voucher” to have the comments copy into the voucher 
� Select  “Send to Vendor” to have the comments copy onto the printed PO report 

 

 

 Complete the Lines information: 
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 Use hyperlink “Expand All” to see all Lines, Schedules and Distributions: 

 

 

 Complete the Invoice Lines and Distribution Lines: 

 Chartfield String = Combination of Account, Fund, Dept, Bud Ref, Project and CF1 
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 New tabs on the Distribution Line: 

Reimbursable – tracking information when using funds to be reimbursed by KUCR or 
KUEA 

� 720/721 – KURES Dept or KURES Project will cover these expenses 

� 725/925 – KUEA will cover these expenses 

 

Travel Authorization – travel expenses link back to Travel Authorizations 
� Select Travel Authorization or Traveler’s Name 

� KUEA Travel Advancements reported to KU Endowment Association 

 

State PO Info – information reported to the state specific to your encumbrance 
� Central staff use this information when reporting with the state 

 
 

 Save the pending PO entry:    
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