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What’s New — Purchase Orders

Purchase Orders

Changes to Look for

e Navigation
e Lines, Schedules, Distribution all on one page

e Category ID not used

Conversion Notes

¢ PO’s with outstanding balances are converted using the 7.5 PO ID
e Active SpeedCharts are converted using the 7.5 SpeedChart value

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

General Upgrade Changes

e Shared data tables for the followings:
0 Chartfields — Account, Fund, Deptid/Cost Center

o Vendor file
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What’s New — Purchase Orders

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

Add . .
To continue the transaction

Search:

| ®

[> My Favarites

[ BFC

[> Departmental Deposits
[ 50

[> Trawel Authorizations

[ Yendars

= Purchasing

* PuUrchase Orders
[ Review PO Information

— AddiUpdate Express
POs

[ Purchasing Request

Express Purchase Order

/_Eind an Existing ¥alue | Adda New Value _

Business Unit: |p KANS G
PO ID: MEXT
Add
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What’s New — Purchase Orders

> Complete the Express Purchase Order on a single page:

Express Purchase Order
Purchase Order

Unit: LIKANS PO Status: FPend Appr
PO ID: MEXT Budget Status: Mat Chi'd
Copy From: I 'l [~ Hold From Further Processing

>

‘PO Date: IDEIE?IEDDS Eﬂ Wendar Search
Vendor |AF'F'LESEED-DD1 Q. wendor Details

‘Vendor ID: IDDDDDDDD13 QL JOHMMY APPLESEED Receipt Status: Mot Recvd

‘Buyer: |.JHANSON Q. Jennifer Hanson ‘Dispatch Method: |Ph0ne 'l Dispatch |
PO Reference: |1 1/37 Process

HeaderDetails PO Activities  Add ShinTo Corments Merchandise: 0.00 Calculatel
PO Defaults Freight Tax/Misc.: 0.00

Add Comments Additional Infio Total Amount: 0.00 Usb

> Additional Info hyperlink with a slight change: Additional Infa

1 Topeka Statements
11 Purchasing Request Number
1 Contract Number

Additional Information

Please check all that apply to this transaction. Information will
be reported to the State based on the items selected.

™ KUKSA 75-3738, 75-3740a  Fees Collected
[ KLETC Expenses [ state Employee - No subst
r Scholarship / Fellowship r Membership / Subscription Stay
[ Receipt Request [ Postage
™ Certify Correct / Unpaid ™ Old Year / New Year
Purchasing Request ID: W Q Contract ID:
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What’s New — Purchase Orders

» Comments added via “Add Comments” hyperlink or icon on each Line:

Header Details PO Activities — A ST e St e —
P Defaults

Add Comments Additional [nfo

I = T
Amount Status

Active

PO Header Comments

Unit: UkAMNS PO ID: MEXT Vendor: APPLESEED-001
"Sort Method: | Cornment Time Stamp j 'Sort Sequence: W
Wiey A First [1] 4 o 1 [l Last
Copy Standard Camments Comment Status:  Active Inactivate |
FO Comments will copy into Youchers - check box Shown at Voucher (helow). ;l@

PO Comments will copy into PO Print- check box Send to Yendor (helow),

¥ Sendto Vendor I Shown at Receipt ¥ Shown at Voucher

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

> Complete the Lines information:

Lines Find First (4] 1 o 1 [*] Lasi

Line Item Description PO Oty VoM Category Amount Status

pog B a =& [afa o O Adive =
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What’s New — Purchase Orders

> Use hyperlink “Expand All” to see all Lines, Schedules and Distributions

Expand All
Find First 1% 1 of 1
Line ftem Description PO Oty ‘UM Category Amount Status
= 1 B @ [Line 1 suff =HE | 120000 [EA Q@ faLL a  rzonon O Acive E
Sched ‘Due Date *Ship To 'PO Oty Price Amount Status ‘Distriburte hy
= 1 B |owarzoos [ fc-o_223 Q| 120000 | 100.00000 | 1,200.00

Active Amount 'I @

Customize | Find

Chartfields
Dist  Status
1

Y Reimbursskle

EE

' Reelated Travel duthorization | Stete PO Info
Percent Amount 'GL Unit

Cipen 100.000

*Account

Fund Dept Bud Ref Project ‘Location
120000 [ukans @, [12050/@ [foo @ [istooon @ zoos

[ q [coza =

> Complete the Invoice Lines and Distribution Lines:

Chartfield String = Combination of Account, Fund, Dept, Bud Ref, Project and CF1

Find | View 1
E| Line ‘Distrilite by Hem Description Quantity UOM Unit Price Extended Amount
1 [amount =] | Q. [Producti I [a] 300.00
Ship To SpeedChart
Fomal  a

~ Distribution Lines

[T Use One Asset ID Calzulate |
armize | Find | v First ™ 1of1 " L:
GL Chart 4§  Assets | Reimburssble | Related Travel Autharization | State PO Info
Amount Cuantity *GL Unit Account Fund Dept Bud Ref Project
= 1] sooo0 [ukans @ [rzes0 @ ooz @ [rstoooo @ 2008 | Q
E| Line ‘Distribute by Htem Description Quantity UOM Unit Price Extended Amount
2 [amount ] | Q, [service 1 | [Ta] [ 200.00
Ship To SpeedChart
IC-O_223 Q I Q

~ Distribution Lines

[T Use One Asset ID

Calculate |
Custornize | Find | v Al First * '1of 1 " Last
GL Chart Y  Assets | Reimbursable | Related Trawvel Authorization | State PO Info
Amount Cuantity  *GL Unit Account Fund Dept Bud Ref Project
= 1 20000 | [okans @ [1zeo0 @ [rool@ [isze000 @ 2008 I Q
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What’s New — Purchase Orders

> New tabs on the Distribution Line:

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

[1 720/721 — KURES Dept or KURES Project will cover these expenses
0 725/925 — KUEA will cover these expenses

= . . - . ¥/ . .
Customize | Find | Wiew All | #= First 1 of 4
" Related Travel Autharization

Chartfisiis  f Reimbursable " State PO Infa
i

Dist KURES Deptid KURES Project ID KUEA Account Humber
1

|1 234567890 =]

Travel Authorization —travel expenses link back to Travel Authorizations

[1 Select Travel Authorization or Traveler's Name

[l KUEA Travel Advancements reported to KU Endowment Association

= - 8 - . ~baz - .
Customize | Find | Yiew All | == First 1 of 1
Chartfields ) Reimbursable | Related Travel Authorization % State PO Info

. Travel Endowment Loan

Dist N Traveler ID Travel Purpose S e

DSt puthorization ID Traveler I Travel Purpose Amount

1 [ooooooooo1 @ fooooooooos | falliance Conference | 700.00| =

State PO Info — information reported to the state specific to your encumbrance

[1 Central staff use this information when reporting with the state

Distributions

- 5 5 - . um . F 9
Customize | Find | Wiew Al | =# First 1cf 1 Last
Chartfields ' Reimbursable | Related Travel &utharization | State PO Info
Dist State PO ID State Suffix ~ State PO Type
1 [1234587 o1 [Firrn -] =
» Save the pending PO entry: B save |
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