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Chapter 4 – DEPARTMENTAL PURCHASE ORDER ENTRY
Purchase Order Workflow
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*NOTE: If unsure of the exact dollar amount that should be received, please communicate with appropriate departmental person that ordered the goods, and/or review invoice.

Prior to entering a purchase order in PeopleSoft, please set your Internet Options as described below. Failing to do so may cause you to lose your work.

To allow scripted windows all the time, click on Tools, 
select Internet Options, then select the Security tab. 
Select trusted sites, and then click on the Sites button.
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In the Add this website to the zone field, type in *.uwyo.edu, uncheck the Require server verification (https:) for all sites in this zone box, and then click on the Add button.
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Click the close button, and then click the OK button.

Purchase Order Entry
Department Requester’s are responsible for entering information into the PeopleSoft (PISTOL) system to create purchase orders. In addition, all request approvals are done through a workflow process within the PISTOL system. The procedures outlined in this manual will give you the information needed to create purchase orders.

NOTE: User ID’s and Passwords are not to be given out to others. Each Requester or Approver will be responsible for all work done under their user ID.
Log into PeopleSoft Financials System (PISTOL) by signing into WyoWeb. Click on the My Workplace tab, and then click on PISTOL under Administrative Systems:
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To begin the process of creating a purchase order click on:

Main Menu

· Purchasing

· Purchase Orders

· Add/Update Express POs
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Making sure the highlighted tab is Add a New Value, click Add.
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Following is the main Purchase Order page, also known as the Header page.  Note the following fields:
	Requester
	This field will automatically be filled in with your UserID (it cannot be changed).

	Department
	If you are a requester for multiple departments, the magnifying glass will allow you to choose the appropriate HR Department Code. If you have access to more than one department, the field will default to the maximum number. Be sure to select the appropriate HR Department Code for the purchase order you will be entering.

	PO Date
	This field will automatically be filled in with the current date.

	Vendor and Vendor ID
	You can fill in either field and the remaining field will automatically populate (the Vendor ID must include the preceding 0's) and either magnifying glass can help your search. If the vendor is new, e-mail the vendor name, address and any additional contact information to Mari Martinez at mmarti67@uwyo.edu and Judy Moulton at jmoulton@uwyo.edu, and indicate if a vendor application has been sent to the vendor. The vendor will be entered into the system at that time. When the vendor number is created, you will receive an e-mail response with the number. 

Please note that orders will not be held up waiting for the return of a vendor application.

	Buyer
	This field is blocked but will automatically populate based on the category you choose later under PO Defaults.


Click on the Vendor Details hyperlink…
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…to bring up the following page:
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If the address that defaults is not the ordering address you need, click on the Vendor Information hyperlink to open a new window and view the vendor information defaults. You can change the Address number to reflect the ordering address you need. (If a new address is needed, contact Procurement Services)

Click OK to return to the Purchase Order main page.


HINT: For correct vendor information, please reference Chapter 3 of the PISTOL Training Manual, located at http://www.uwyo.edu/peoplesoft/documentation/finlist.htm 
If the vendor address that is needed is other than what is listed, you can change the address number and click on Show Address Details to bring up the associated address (as shown below).

Hovering your cursor over the underlined vendor name will show the default ordering address (or the address you have chosen)
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Click on the Header Details hyperlink…
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…which will bring up the following page:
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The Billing Location will default to Accounts Payable and cannot be changed. The information under Process Control Option allows you to indicate how the purchase order will be dispatched. The system will default to Print or Email but you can also manually choose.  If Print is chosen, Procurement Services will fax (to the current fax number listed in PISTOL associated with the selected order address) or mail the purchase order to the vendor.


Hint: If you are unsure whether an e-mail address is available for the vendor, change the dispatch method to “E-Mail” to see if an address populates. Another option would be to go into Vendor Details-Vendor Information hyperlink on the Express PO  page to view vendor information.

If Email is chosen, the purchase order will automatically be emailed to that address when it has been approved and dispatched. If an email address does not show up for the vendor, then that vendor has not provided that information.
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If the department would like the purchase order to be returned to them so the department can place the order, the requester may choose to enter their own email address and it will over-ride any vendor email (if populated), and the purchase order will be emailed directly to the requester. Multiple e-mail addresses can be entered by separating each e-mail address with a semi-colon and a space. (There is a character/space limit in this field.) Please be aware that requesting the purchase order be returned to the department means that the department will be responsible for placing the order with the vendor. The e-mail with your PO attached will come from po-confirm@uwyo.edu.

NOTE: If a vendor has provided you with a new or different e-mail address that the PO needs to go to, you can type that address under the One Time Fax E-Mail section.

Click OK to return to the Purchase Order header page.
Back on the Purchase Order header page, click on the PO Defaults hyperlink.
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This will bring you to the following page. 

NOTE: The PO Defaults page (shown below) allows you to enter information (category, unit of measure, chartfield information) that will be automatically populated on the header page of the purchase order. 

At this point, you will indicate the correct category for the item being purchased, and the unit of measure (most commonly used will be EA for each and LOT, but if you find you need to use another unit of measure, click on the magnifying glass for available options). Note that the Ship To area has populated with your department name and has the location under Distributions. If you need to change the Ship To address to a different address, type in a few letters (i.e. drop) or click the magnifying glass and scroll for other departments or choose DROPSHIP*. (Ship To locations include the asterisk*). If choosing DROPSHIP*, be sure to include the shipping information in the Add Comments section (discussed later).
On this page, you will also enter your chartfield coding under Distribution: Fund, Dept ID (org), Budget Reference (if required) and/or Project/Grant. The benefit of entering information on the Purchase Order Defaults page is it allows this information to automatically populate the lines on the purchase order.
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HINT: Category information can be found on the Expenditure code listing found through WyoWeb in the Accounting Office (look under Files) and Procurement Services (look under Links) groups.
Click OK to return to the Purchase Order header page.

At this point, you will enter the item you are ordering under the description. 
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To see the whole description, click on the 

 next to the line number. 

This will bring up the following page where the description is typed in the “Transaction Item Description” field and will allow you to type and view your entire description without scrolling.
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HINT: This page also has a spell check button 

  – click this and correct any spelling errors.

Click OK and again, you will be returned to the Header Page.
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Your description will now show in the description area. Note that the whole description may not show. Use the arrows to the right of description to scroll up or down to see the entire description.

Other things to note on this page: 

· The PO Qty is grayed out as the quantity will always be 1

· The UOM and Category have populated from what was entered on the PO Defaults page. If not, click the Refresh button.
Enter the total dollar amount for the line under Merchandise Amt.
Clicking on Expand All will show you the Lines, Schedules, and Distributions fields (shown below).


(If you prefer, you may click on the      button to drill down to these fields.)
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Note that the chartfield information has populated based on what was entered on the PO Defaults page. Additionally, the account code that corresponds with the category you entered on the PO Defaults page has populated.
Under Schedules, PO Qty will always be 1.0000 and the dollar amount will populate. If you are purchasing multiple items, you can indicate that in the description area, and if needed, can also indicate the price per each in the description as well. This is only true for non-asset purchases.


i.e. 10 each spiral notebooks, at $1.50 each
SPECIAL NOTE: If you are ordering items which are coded as an asset (i.e. 401000, 404000 and 45XX00) you will need to do one line per item ordered. If you are ordering 2 of the exact same computer, you will have a two line purchase order. (See below.)
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ADDING A LINE:
To add an additional line to a purchase order, click on the + sign to the right of the previous line (shown above). A page with a statement asking how many lines you want to add will show up at the top of the page. If the information on your lines is different, it is suggested that you add one line at a time and complete the information for that line before proceeding to the next line. If you have a multi-lined asset PO, for example you are ordering 50 identical computers, add 49 rows and copy and paste the information.
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HINT: For a quick way to copy and paste, highlight the text, press the Ctrl and c key to copy; move the cursor into the new field then press the Ctrl and v key to paste. You can also highlight the text to be copied, right click the mouse, select Copy, move the cursor into the new field, right click and select Paste.
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If all lines will have the same account code, the category should stay the same on each line. If you have a new account code for a different line, you will need to enter the new category on the appropriate line to populate the correct account code for that line.
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If you are splitting the dollar amount between multiple chartfield coding all using the same account code, enter the dollar amount to be charged to the first distribution, click on the + sign on the right side and you will be asked how many rows to add. (It is suggested you add one at a time, enter the amount for that line and the chartfield information, then click on the + sign again. The remaining balance will appear on the next distribution line. This will allow the system to calculate your $ amounts).
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COMMENTS

Line comments: If you have a statement or comment that pertains to a particular line, click on the 

 next to the Amount box to add the statement. This will put the comment directly under that particular line on the purchase order.
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If the line comment is to print on the purchase order for the vendor to see, check the send to vendor box
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NOTE: If you are attaching multiple quotes, you can list the quote number that pertains to the line in the line comment box (as shown above) or indicate the quote number in the line description itself.

When a line has a comment associated with it, the call out button will look like this: 
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Header comments: For comments that will affect the entire purchase order, click on the Add Comments hyperlink. 
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The following page will come up. Type in your comments here.
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If the comment is to show on the purchase order, click the Send to Vendor box. If the comment is for internal purposes only, do not check the Send to Vendor box. Click OK.

Once a comment has been entered here, the Add Comments hyperlink will change to Edit Comments.
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Attachments: Files can be attached to a purchase order in the Add Comments area. To attach a file (in any format), for example a quote from a vendor, click the attach button.
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NOTE: Quote numbers, e-quote numbers and any additional information should be listed in this comment box if the information pertains to the whole order.
Click the Browse button, locate and choose the file to attach.
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Click the Upload button to attach the file.
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NOTE: Only one attachment can be linked to each comment. To add additional comment rows, click the ‘plus’ (+) sign on the right.
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To have the attachment sent with the PO to the vendor, the Email box and the Send to Vendor box must be checked.

Also remember that any comment will show on the PO if the Send to Vendor box is checked.
Please be sure that the attachment and any comments (quote # for example) go together. You can double check by clicking on View to open the attachment. 
NOTE: If the attachment and/or comment is for internal purposes only, do not check the Send to Vendor Box or Email box.

Click the OK button to return to the Purchase Order header page.

Once you have all your information entered, click the Save button.
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After you have saved your purchase order, but before budget checking, you can print a copy of the NONAPPROVED purchase order by clicking on the View Printable Version hyperlink.
A PO number will be displayed upon saving. The following warning message will appear: NOT VALID until requester receives e-mail indicating PO has been dispatched.
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PLEASE BE AWARE that just because you have a purchase order number showing, the purchase order is not yet a valid order. It must go through the workflow process for Department Head and Procurement Services buyer approvals. Once the purchase order is dispatched and you receive your confirmation e-mail from NTapp.FSPRD@FSledger.uwyo.edu, the purchase order number is then valid. Departments ARE NOT to place orders with vendors until the purchase order is in a dispatched stage.

You will then need to click on the Budget Check icon next to Budget Status. NOTE: Before budget checking, recheck all information. Once the budget status goes to valid, the purchase order enters workflow and changes cannot be made unless the PO is denied by an Approver.
A rotating circle will appear in the upper right hand corner of the screen. The process takes a little while to run – clicking on the icon repeatedly does not increase the speed.
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When the Budget Status shows Valid, the purchase order has been successfully budget checked, and it then goes in to the Department Head’s worklist for approval.
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If you need to hold the purchase order and complete it later, do not click on the budget check icon. Since the Hold From Further Processing button is still checked, the purchase order will not go into workflow and you will still be able to make any necessary changes. Be sure to note the purchase order number.
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In order to return to your unfinished purchase order, go to:  
Main Menu
· Purchasing

· Purchase Orders

· Add/Update Express PO

Click on the Find an Existing Value Tab. Enter the PO ID number and click the Search button to return to the purchase order for further processing.
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HINT: If you will be entering more than one purchase order, click on the Add button on the bottom right of the page to begin the process again.
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PO Approval History

If you wish to check the approval stage of the PO, click on PO Approval History-UW 

Main Menu
· Purchasing

· Purchase Orders

· PO Approval History-UW
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Enter the PO # (including the 0’s) and click the Search button.
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To view the approval stage within the workflow process, click on the 

   next to Approval Stage.
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This box describes the Approval Stages. The number indicates where in the workflow process the PO is waiting to be approved by. 
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If Your PO is Denied

There may be instances when your PO is denied at one of the approval stages, and you will either have to correct an error or cancel the purchase order all together. 
When a PO is denied by any of the approvers, an e-mail (as shown below) will automatically be sent to the Requester concerning the denial.  The e-mail will show From: DONOTREPLY. When the e-mail is open you will be able to see the name of the person who denied the PO.

[image: image54]
Check your worklist daily to see if there are any purchase orders that were denied. To navigate to your worklist, after you log in to PeopleSoft, click on the Worklist at the top right of the page, or navigate to Worklist on the menu:

Main Menu
· Worklist

· Worklist
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Click on the hyperlink to bring up the following page. 
This page will show you why your PO was denied. Approvers at any level should indicate in the comment area why the Purchase Order is being denied. In this example, the department head would like to use a different chartfield of accounts.
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NOTE: Do not create a new purchase order, but rather pull up the existing PO to make corrections. 
To correct the error, go back to 
Main Menu

· Purchasing

· Purchase Orders

· Add/Update Express POs
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Click on the Find an Existing Value tab. Enter the purchase order number, click search. 
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Make the corrections as indicated and click on save.  If the budget status shows Not Chk’d, click on the Budget Check icon to run budget check once more. This will again put the purchase order into workflow for appropriate approvals.
PLEASE NOTE: If your purchase order was denied and it is decided that the order will not be placed, you will need to do a change order to cancel the purchase order. The monies will be encumbered once budget check is valid, and will not be relieved until the purchase order is cancelled.

Error Message Examples

If you receive an error message, review the error and determine appropriate action. If you need assistance with an error, please call the Procurement Services office for assistance.

Example 1: If you enter an invalid chartfield combination, you will receive a Correct Chartfields Combination error message when you save the PO:

[image: image60.png](& ACC/Upcate Express POS = INESSR S

e Favories | @ acdfupdate Express o - page~ Safety- Tods @

| ot pasvorans | Sgros
Favortas | Main Men > Puchasing  Pucrase Ordes > Add/Upiate Bxpres POS

on e Number: 1 Schadul Narar: |
FUND_CODE DEPTID)
R_PR_ER. (10208.05)

!—F!*!*F!*!*W!TW




Return to the PO Defaults page, correct the chartfield coding, select the lines to change and click OK. Then save the PO again. For information on finding the correct chartfield combinations, see Chapter 8 of the PISTOL 9.1 Training Manual located at http://www.uwyo.edu/peoplesoft/documentation/finlist.htm 
If you have multiple distributions on a line, or different chartfield coding on a different line, correct the information on that line by clicking on Expand All, and work in the Distribution section on the Header page.
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.

Example 2: If you have not entered all the necessary information, you may receive the following message:
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The UOM was omitted in this example.
Example 3: If you get an error status when budget checking:
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Click on the Error hyperlink. 
The following screen will open with information on why the budget check failed. 

Two types of budget errors show in the example below:
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· The Exceeds Budget Tolerance error means there are not enough funds available.

· The Budget Date Out of Bounds error means the project grant has expired.

Click on Go To…icon shown above.

This will bring you to the following page:
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Click on the Go to Budget Inquiry hyperlink. This will take you to the Commitment Control Budget Details where you can determine the amount of funds available.
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If the PO Defaults page contains the chartfield information which is in error, return to the PO Defaults page and change the chartfield information to a valid chartfield combination. Click the OK button.
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After clicking the OK button, the following screen appears. Select All which will check all the boxes under Apply and will change all the lines to the correct chartfield information. Click the OK button.
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NOTE: If the chartfield coding that is showing the error was added as an additional distribution, or a new chartfield coding was added on a new line, make the corrections in the Distribution area by clicking on Expand All.

Click the Save button again. Once the error has been resolved, click the Budget Status icon again.

Once the Budget Status is “Valid”, the Hold From Further Processing box is unchecked. At this point, the purchase order is in the Approver’s worklist for approval.
[image: image69.png]i Favorites (@ add/Update Express POs -
ORACLE

[Favertas | Main Mens > Puchasng > Puchase Orders. 3. AddUpiaie Bxpres POS

[ IR JH P ——
Express Purchase Order

Purchase Order

NOT VALID unti requester receives e-malindicating PO has been
Uit unwvo.
= PO St Fens hogr
PoID: oworr2z

Budget status: vaie
Requester:  FWODREQ  Model User for Requestr Dept

Dept B Q zasony & Prysy

oy From: | 7 Hold From Further Processing

P0 Dste:

po— Voo saer
et o o I -
“Vendor ID: poomiero ——Ja Pionser Pantng & Stationery Co lne et Not Recvd
E—— ]
Boer piscio rp— E=|
esger Dersie Herchandise: 1500000
[y FreghTantise. e
Tot Amount Lo v
Add Comments Encumbrance
s Commers Lo
Balance: ueo

Selet Lines To Display

oo [ e [ e

Line Description POG  fUOM  Category Merchandise At stats
b B < DImE [ [ETa FRreomria [ T o [ZlE]
e Cotapse at

e Prnabe Verson

(@ e (A namusa | (a4 ne
<





Once the PO moves into the Approver’s worklist, a requester cannot make modifications to the PO. If attempted, the following message will appear:
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Noteworthy Tidbits
Shipping:
Shipping lines should be omitted from purchase orders if at all possible. Add a separate shipping line only if a vendor requires it to be on the purchase order, or if needing to encumber monies at the end of a fiscal year. Payment on shipping can be made at the Vouchering stage.

Entering PO's after 5PM and/or on weekends:

It is strongly recommended that purchase orders not be entered after 5PM or on weekends. Processes are run nightly which may affect your data entry, and weekends are frequently used to do systems work. 

E-mailed PO's:
PO's e-mailed to department requesters – you will receive two e-mails, one that the purchase order has been created from NTapp.FSPRD@FSLedger.uwyo.edu, and another e-mail containing the actual purchase order. PO’s e-mailed to department requesters or to vendors will be coming from the e-mail address po-confirm@uwyo.edu.   If the department requester receives an email from po-confirm@uwyo.edu they must confirm receipt of PO. Requesters receiving POs instead of sending directly to the vendor through PISTOL well be responsible for placing the order with the vendor.
Emailed PO’s are the most efficient and effective means of transferring PO’s to vendors/requesters.  If a PO is set to “Print” the PO has little possibility of being confirmed which doesn’t allow the PO to complete a cycle for tracking purposes. 

If an attachment is added to the PO and it is intended to go with the PO to the vendor the “email” box must be checked.

Vendors:

The requester may change the vendor if an error is discovered before a purchase order is budget-checked. (If the PO is set to “Print” the requester must add a comment stating which means of transfer they prefer to send the PO to the vendor, i.e., Vendor will only accept faxed PO’s.)   
Click on Vendor details on the header page to verify the correct ORDERING address has defaulted. If an additional address needs to be added, please contact Procurement Services.

Comments:

If multiple line comments or header comments are needed, one to be shown on the purchase order and one that is needed only for internal use, check the + to add a comment row. The internal comment should not have the send to vendor check box marked.

Budget errors:


The following are examples of the budget errors that may occur and what they mean:

1. Exceeds budget tolerance – there are not enough funds in that chartfield of accounts to cover the cost. 

2. Date out of bounds – not within the dates of the grant, the grant has ended
3. No budget exists

4. Budget is closed

Month-end cutoff: 

Due to month-end processes, requesters and approvers will be locked out of PISTOL at 12:00 p.m. on the last working day of each month, and will not be allowed to enter or approve purchase orders until 8:00 a.m. on the first working day of the following month. It is recommended that any work in PISTOL be done prior to this time as work in process may be lost.
Descriptions for Assets
Equipment descriptions should begin with a noun followed by a more detailed description. Please don’t use commas in the asset description. Abbreviate System “Sys”. The description you input on this line may show up on your asset inventory. Below are some examples of asset descriptions, if you have questions on a description please email property@uwyo.edu. 

Computer descriptions should start with the noun “Computer” then “Laptop” or “Server” and then the “processor type abbreviated/Speed of Processor”

Computer Examples:

Computer C2D/2.4GHz per attached Quote # 123456

Computer Laptop CD/1.8GHz

Computer Server Xeon/2.8 GHz

Computer Accessories Examples:

Printer LaserJet 8100N 

Monitor LCD 24” (for Flat Panel)

Plotter Color 72”

Scanner Document

Scanner Printer DesignJet 820

Lab/Medical/Research Examples:

Balance Electronic Dual Range

Bath Constant Temp Circulator 

Camera Digital Monochrome

Centrifuge Hi-Speed Refrigerated

Freezer Upright Ultra-Low Temp

Incubator/Shaker 4 cu ft

Microscope Binocular

Oven Convection

Pump Vacuum 2 Stage Duo Seal

Refrigerator Upright 22 cu ft

Table Optical 4’x6’x8”
Educational Equipment Examples:

Projector LCD 

TV Flat Screen 35” 

Video/Data Sys for Room 2040

Office Furniture and Telecomm Equip Examples:

Drive Storage

Disk Array

Drive Tape Backup

Rack F/Server

Equipment Warranty:

If the warranty is on a desktop/laptop computer, include it with the cost of the asset on one line.

If the warranty is on anything else such as a BIG server, switch, copier, lab equipment, the warranty should be on a separate line.

Online Change Orders
Processing an on-line Change Order (CO) does NOT make an actual change to a Purchase Order (PO) in PISTOL.  This is a process that will electronically forward the information that needs to be changed on the PO to Procurement Services.  A Buyer will make the actual change in the system.   
Requesters can only create COs on POs within departments they have been granted Requester security.  They can make changes to any PO within the assigned department whether they are the Requester listed on the PO or not.

Approval Workflow – as in the creation of POs the CO system has an approval process.  The Approver (Department Head) will approve COs in the following instances:

· Adding a line

· Increasing dollar amounts

· Changing Chartfield of Accounts

Other types of changes will go directly to the Buyer’s Worklist.

Creating a Change Order

Main Menu

· Purchasing

· Purchase Orders

· Request Change Order - UW
[image: image71.png]{2 Employes

ry content

Internet Explorer =10l x|
OO - i | s < - B

Fle Edt View Favores Took Hep

i Favortes (@ enployee-facng registry content

ORACLE"

Favortes  Main Menu
Search Menu:

,— ® ? Help

| Workist | AddtoFavor

Personalize.

o

€3 vendors
€3 purchasing e —
3 Accounts Payable Buchese Orders
O oo e conrol | £ Recebts €3 Review PO Information »
[, ; Request Change Order - UW
‘Add/Update Express POS

g Set Up Financials/Supply Chain » ‘Approve Amounts

Worklst ’ PO Approval History - UW
My Personalzations.





In the Add a New Value tab, enter the PO Number, including preceding 0’s, and click on Add.
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Note below the auto-populated information that comes up (this is the top of the page, bottom of the page information to follow):

· PO ID – PO number assigned

· PO Status – current status of a PO

· Department – department PO was created for

· Requester – Requester that created the original PO

· Vendor ID – the vendor number as well as the vendor name the PO is issued to

· PO Date – date the Requester created the PO

· Buyer – Buyer of record on the PO

· Change Order Number:  Once the change order is saved it will show which change order number it is 

· Change Order Date – date the CO is created by the Requester

· Change Order Initiator – who is creating the CO in the PISTOL system

· Approval Stage – indicates where the change order is in the approval process 

· 
 - click on this for a description of what each stage of the CO process means

· PO Inquiry Page – click on this and it will bring up a copy of the PO to review

· Contact – this will automatically populate the Requester that is logged in.  This field can be changed if another person needs to be contacted concerning the CO

· Telephone number – this field is not auto-populated and needs to be filled in to correspond with the person listed as contact
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The following refers to the next screen shot.

· PO Change Desired –Click the desired change from the following options:
· Change Purchase Order – change to existing PO

· Cancel Purchase Order – cancel order with the vendor. Goods or services will not be received.
· Remove encumbrance – payment has been made, but an encumbrance remains and needs to be removed

· Notify Vendor? – click this only if the vendor needs to be notified of a change

· Hover mouse over these for more information.  By moving the mouse over the four listed areas it will give a brief instruction on each.

· Change Vendor

· Attachments

· Comments

· Special Instructions

· Comments/Changes – use this area for additional information that needs to be directed to Procurement Services for the CO.
· Please indicate whether the comment is to go to the vendor (comment will be printed on the changed purchase order) or if it is for internal purposes only (comment will not be printed on the changed purchase order).
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Below is a continuance of the information discussed above.  The following occurs when clicking on the field under PO Change Desired.

Change Purchase Order – the From and To sections populate as follows:

· From – the lines and distribution lines will auto-populate from the PO.  This area cannot be changed.  It is a reference for the Requester making changes.
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See the following screenshot:

· To – this is the area Requesters will make changes. Note that the original PO information populates here as well. This information can be typed over in order to make the necessary changes. Changes made will be highlighted after the change has been SAVED.  Things that you can change:

· Line –

· Add a line – click on the + to the right of the last existing line and a new line will be inserted.  Note:  the Add box to the right of the Category will automatically be checked.  Requester will have to fill  in:

· Line # - the next sequential line number

· Description

· Amount – insert the total dollar for the new line. 

· A corresponding distribution must be added under Distributions and must reflect the new line number and dollar amount 

· Category – category must match account code designated on the distribution line

· Adding or changing the category doesn’t auto-populate the account code.  Be sure the account code matches the category.
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· Cancel a line – click on Cancel box to the right of the Amount field.  The line will be canceled and goods or services will not be received.  (The line will still show on the change order, but the cancel box will be marked)

· Change description, price or category –type over the existing field with the new information.

· Distributions - 

· Add a distribution - to split the line charge against two different distributions, click on the + to the right of the distribution associated with the line to be changed and a new line will be inserted (the add box will be checked).  Note: the total amount for all distributions for a designated line must equal the amount on the line.  The following will need to be inserted by Requester:

· Line # the distribution corresponds with

· Distribution #, the next sequential distribution number

· Amount

· Account

· Fund Code

· Dept ID

· Budget Ref – if applicable

· Project – if applicable

· Cancel a Distribution – click on the Cancel box directly to the right of the distribution line canceling.  The remaining distribution lines must match the total dollar amount on the line or a warning message will appear.  Do not change the cancel line amount to $0.

NOTE:  The Buyer entering the CO into the system will perform a budget check. If the budget check does not pass, the Buyer will deny the CO and it will be returned to the Requester’s worklist to be corrected.  
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Notes about changing lines and distributions:

· Adding lines – after a line has been added, the Requester must add the distribution line(s).  This needs to have the corresponding Line #.  The distribution line number will start with 1 and consecutive numbering will be used if additional distribution lines are added.

· Changing dollar amounts – the distribution line(s) must total the line amount.  A warning message will occur if the totals don’t equal.

· Splitting a distribution – the corresponding line number and the next sequential distribution number must be used when adding the additional distribution(s).

· Changing a distribution – if an existing distribution line needs to be changed to a different chartfield of accounts, the Requester can type over the existing information with the new chartfield information. 
· Chartfield of Accounts – the system will not verify the chartfield of accounts.  Requester should validate this before submitting.  If it is not valid the Buyer will deny the CO and it will be returned to the Requester’s worklist to be corrected.

· Description changes – write over the existing description in the To field.

· Change Order Number does not necessarily match the change order number on the PO.  Some COs do not constitute a “true” change, and will not place a change order number on a PO. (i.e. chartfield change won’t assign a CO number on the actual PO.)

Cancel Purchase Order –

The From and To sections collapse (see below).  Changes will not be done to any line(s) or distribution(s), the PO will be canceled, closed and the all encumbrances will be removed.  Please type a comment explaining the reason for cancelling the purchase order.

Remove Encumbrance – 

As in the “Cancel” purchase order, the From and To sections collapse.   All remaining encumbrances from a partially paid PO will be removed and the PO closed.
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Notify Vendor? –

This is used in conjunction with Change Purchase Order and Cancel Purchase Order.  This lets the Buyer know if the Vendor should be notified of the change requested.  
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Submitting CO for processing – once the Requester has completed the CO the following needs to be done in order for the CO to be processed.

· Save - Requester will click on the Save button.  This will save the CO and assign a Change Order Number to the PO.  

· Approval Needed by Approver – Y(es) or N(o) -  

· Per the rules established, the system will determine whether an Approver (Department Head) needs to approve the CO and will be designated as a Y or N (see bottom of screen shot above).

· Submit – once the Requester is ready to send the CO through the Workflow system the Submit button will be pressed.  Once this is pressed the Requester can no longer make any changes to that particular CO.   Note:  Once a CO is saved, but prior to Submitting, the Requester can make changes to the CO or hold until they are ready to submit.
Reviewing Change Orders

Main Menu

· Purchasing

· Purchase Orders

· Request Change Order - UW
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A CO status can be reviewed throughout the Workflow process by the Requester, Approver or Buyer.  
The above path can be used to find the CO by using one of the two following methods (be sure to be under the Find an Existing Value tab):

· PO # - enter the PO #, click on Search and review a list of all associated change order numbers.  Select one and review status.

· PO # and Change Order Number – by inputting information in both of these fields the corresponding CO will come up.
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The following screen shot shows the top of the CO screen and shows an Approval Stage of “Complete.”  This means that the CO request has been processed in PISTOL.  Choosing the 
 will give the definition of each Approval Stage (see bottom screen shot).
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NOTE:  If a Requester processes multiple change orders to one PO, the Requester should make sure that the previous change order has a “Complete” status. If it has not been completed, then the most current information in PISTOL will not be populated for the next change order.
Adding Receipts

Overview:

Invoices related to purchase orders will be mailed directly to the UW Accounts Payable department in Old Main.  Access to the invoices will be handled through an imaging system which will attach the invoice to the voucher in PISTOL for users to view.  

When the Requester is ready to receive the goods in PISTOL, go to:

Main Menu 

· Purchasing

· Receipts

· Add/Update Receipts
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Hint: Add commonly used links to My Favorites.  This area is used to enter purchase order receipt information.

In the Add a New Value tab, click on Add to enter a new receipt.  PISTOL will automatically assign a receipt number to your entry.  Do not remove text, leave “NEXT” in this field.
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Selection screen for receipt entry:
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Enter Purchase Order number (10-digits) in the ID field. For this example, PO# 0000172062 was used.  Click Search.

Select Purchase Order page– search results screen:
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This Purchase Order has two line items.  Select the desired line item(s) or click on “Select All” (if receiving all lines), and click OK.  The screen that appears is the Maintain Receipts – Receiving page.
Click on the Header Details hyperlink. 

If you only receive an invoice for 1 line on a multi-line Purchase Order, you will want to remove the remaining lines from being receipted, Click on the X for the line(s) you do not want to receive.
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This line will be cancelled on this receipt only, but will be available to receive when the goods/services are received by your department.
Note: Do not mark Close PO, No more payments will be made until all lines have been received.

Maintain Receipts - Header Details page:
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Enter the receipt date.  The receipt date is the date the goods were received by the department.  Click OK to return to Maintain Receipts page.

Maintain Receipts – Receiving page: Note that after clicking save, a Receipt ID is populated.
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All purchase orders are entered with a quantity of one; therefore, receipts are entered based on price only.  Enter the price of the line item as per your PO/Invoice/Packing Slip, which matches the cost of the quantity of goods you have received on the Maintain Receipts – Receiving page.  For example, if all items were received in good order, the department enters the full amount of the PO line amount.  This will tell Accounts Payable that you approve the full amount of the PO line item to be paid.  If any discrepancies in price are found in the matching process, the invoice will not be paid until the department is contacted.  Note that discrepancies in prices that exceed the PO line amount must have a change order processed before the invoice will be paid.  If the department received a partial shipment of the PO line item, only enter the amount for the items that were received.  Click on Save when all line receipts have been entered.  PISTOL will automatically number the receipt entry and it is recommended that the number is noted and kept for future reference.

The option to close Purchase Orders (POs) in order to remove encumbrances, or indicate that all payments against a PO have been made, can be accomplished by checking the Close PO No More Payments Will Be Made checkbox located on the receipt. 

Three criteria must be met before a purchase order is available to be closed: (1) a receipt (2) an invoice, and (3) a completed matching process.  Requesters must be responsible for making sure that the first two criteria are met (or will be met) before marking the Close PO No More Payments Will Be Made checkbox. 
Please also see information under “Viewing Receipts” for an alternate way of marking the Close PO No More Payments Will Be Made checkbox.
Accounts Payable will receive invoices from vendors, enter the invoice data in PISTOL and run a matching process.  The matching process will identify invoices that can be entered into the check issuing process (100% match or cost less than PO line amount) or invoices that failed to match receipts.  Failures will be addressed on an individual basis and the department will be contacted directly to resolve. 

Viewing Receipts

Main Menu
· Purchasing

· Receipts

· Add/Update Receipts
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To view an existing receipt, click on the “Find an Existing Value” tab 
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.  

Receiving – search screen: Enter your search criteria and Click on Search.
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  The Main Receipts – Receiving page will be displayed.

Maintain Receipts – Receiving page:
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Requesters have the ability to pull up an existing receipt for a purchase order at any point prior to PO closure.  The Requester can check to make sure all payments have been made (receipt, invoice, and match), mark the Close PO No More Payments Will Be Made checkbox, save, and Procurement Services will close the PO. This can be done in lieu of a Remove Encumbrance change order.

Chapter 5 – DEPARTMENTAL PURCHASE ORDER APPROVER MANUAL
General Information

Log into PeopleSoft Financials system (PISTOL) by signing into WyoWeb. Clicking on the My Workplace tab, then click on PISTOL under Administrative Systems:
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NOTE: User ID’s and Passwords are not to be given out to others. Each requester or approver will be responsible for all work done under their user ID.

HINT: Create a shortcut on your desktop to this web site by right clicking anywhere on the Oracle PeopleSoft Enterprise page, select Create Shortcut and click Yes.  You can rename the shortcut by right clicking on the shortcut icon on your desktop, selecting Rename and typing the name that you choose, for example, ’PISTOL’.  

Home page:
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The Universal Navigation Header appears at the top right on every page and allows you to navigate to the Home page, your Worklist, select a page to Add to Favorites, or Sign out of PeopleSoft.  It is important to click Sign out at the end of your session in PISTOL.

Icon Identification Guide and Hot Keys

	Hot Key
	Icon
	Function

	
	[image: image99.png]



	Combines information from both tabs

	
	

	Separates information into two separate tabs

	
	

	Downloads the information into Excel so that it can be saved as an Excel file

	
	[image: image102.png]



	Drill to Ledger
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	Drill to Activity Log

	ALT + 6
	[image: image104.png]



	View Related Links
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	View more information

	
	

	Collapses the section of information

	
	

	Expands the section of information

	
	

	Line detail of the voucher

	
	

	Payment information

	
	View All
	Vertically expands all available information onto one page 

	
	Name 1, SetID Vendor ID
	Underlined words, such as these, that appear after a search can be used to sort the resulting information

	ALT + 1
	

	Save

	ALT + 2
	

	Takes you back to the initial search page in the specific area you are in

	ALT + 5
	

	Search tool

	ALT + 5
	

	Calendar tool

	ALT + 0
	

	Refreshes the page

	Esc
	

	Returns you to the previous page

	CTRL + Y
	
	Collapses the Menu

	CTRL + Y
	

	Expands the Menu


Miscellaneous Tips

The following fields are common to numerous pages:

SetID 

Unit 

Business Unit 

DeptID = Org number 

Bud Ref = Budget Reference = Budget Year

Begins with

Contains

=

Not =

<

<=

>

>=

Between

In

Hyperlinks are shortcuts to pages that contain additional or supplementary information for the page you are currently viewing. Whenever you see text that is underlined and blue, it is an active hyperlink. You can place your cursor on that text and click on it to bring up the additional information.  If there is no additional information under an option, its text will be black.

You can sort any column in ascending or descending order by clicking on the column heading.

You can use the Tab key to move between fields on inquiry pages.

It is recommended that you use the Navigation Menu or provided icon(s) or link(s) to view previous pages rather than using the (Back icon in Internet Explorer.

Worklist – Purchase Order Approval

The procedure for approving purchase orders is accomplished on-line in PISTOL. Department Heads have been designated as Approvers. Approvers will need to log into PISTOL regularly to review their worklist for any purchase orders/change orders pending approval. Approvers are responsible for reviewing the purchase order entries and either approving or denying the order.

Menu: 
· Worklist

· Worklist

Approvers can access their worklist through the navigation menu at left or by clicking on “Worklist” in the Universal Navigation Header in the upper right.
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Approver’s worklist page:
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Select a purchase order from the list to view the details of the PO by clicking on the blue hyperlink.  The following page will appear.

Purchase Order Amount Approval page:
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Information to review on this page:

* PO ID (PO number is not valid until Procurement Services approves and dispatches the PO)

* Vendor name

* Comments section – Approver can make any comments regarding the PO.  If the PO is denied, the Approver will need to enter the explanation for the denial in the comments section for reference.  Note: comments must be entered before the PO approval/denial is saved.

* PO Total 

Purchase Order Amount Approval page (lower screen view):
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Additional items to review on this page: 
* View All – If this is highlighted, then the PO has multiple lines.  Click on this to view all of the PO lines.

* Item description

* PO Qty – Note: the quantity will always be 1 in this field.  Actual order quantities are reflected in the line item description.

* Chartfield – Indicates the expenditure account code, fund, dept. (org), budget reference and project/grant, if applicable.  This is the budget which funds will be obligated against and payments charged to when invoiced.

Review the PO data on the Purchase Order Amount Approval page.  Enter any comments in the approver comment section, as desired.  Note that comments entered at this phase are for information only and will not be printed on the PO sent to the vendor.  



Purchase Order Amount Approval page: 
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To approve the Purchase Order entry select “Approve” from the Approval Action drop-down list.  Note that the comments section and line amounts were collapsed in this screenshot in order to view the entire page.  Click on Save located in the lower left corner to save the entry.

To deny the Purchase Order entry select “Deny” from the Approval Action drop-down list.  Enter comments in the approver comment section to explain the reason for the denial.  Click on Save located in the lower left corner to save the entry. 
When a PO is denied by any of the approvers, an e-mail (as shown below) will automatically be sent to the Requester concerning the denial.  The e-mail will show From: DONOTREPLY. When the e-mail is open you will be able to see the name of the person who denied the PO.

[image: image122]
NOTE: the Recycle option will never be used.
SAVE will flash in the upper right corner to signify the system is processing the approval.  Once approved, the screen remains at the Purchase Order Amount Approval page.

Return to your worklist by clicking on Worklist in the Universal Navigation Header located in the upper right, or by clicking on the View Worklist, Previous in Worklist or Next in Worklist buttons located at the bottom of the Purchase Order Amount Approval page.  Repeat the approval process for additional purchase orders listed in your worklist.

Approver Guide to Change Orders

There are instances when a Requester will need to process a change order (CO) to a Purchase Order (PO). Dependant on the type of change, the Approver may need to authorize the change by approving the CO. After the CO has been submitted it will go into a workflow process to either the Approver or Buyer.

The Approver (Department Head) will approve COs in the following instances:

· Adding a line

· Increasing dollar amounts

· Changing Chartfield of Accounts

Other types of changes will go directly to the Buyer’s Worklist.
The path for this is the same as in the PO system.  

Main Menu

· Worklist

· Worklist

Or click on the Worklist at the top of the page. 
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The “Worked By Activity’ will list CREATE_CH_ORDER_UW.  The CO can be accessed by clicking on the hyperlink under Link which indicates the PO # as well as the CO #.  
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After clicking the listed PO, the following will open.

The following two screen shots represent the one page that will come up when the Approver clicks the change order in their Worklist.
The top part of the page (below) shows the PO #, vendor, Requester, approval stage, the PO Change Desires as well as any comments the Requester may have added.
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The bottom part of the page will show the changes that are being requested – they are highlighted in yellow.
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Approver Worklist -

If the CO is in the Approver’s (Department Head) worklist they can either Approve or Deny the requested change.  In addition, the area noted with Department Head Comments (Approver) can be used for any information deemed necessary.  Click on the arrow to the left of “Department Head Comments” and it will open for adding comments.

· Approve – comments are not necessary.  Once Approve is clicked the CO will go into the Worklist of the Buyers.

· Deny - If the Approver denies the CO they should date, comment and initial within the Department Head Comments field.  The denied CO will return to the Requester’s Worklist to be changed per instructions from the Approver. Approver’s should contact the Requester to let them know of the denial.
Buyer Worklist – 

The Procurement Services Buyer can choose to deny the CO or work the CO.  

· Deny - if the CO is denied it will return to the Requester’s Worklist to make the change as requested by the Buyer.  Comments will be created if Deny is chosen. Buyer will contact Requester to let them know of the denial.
· Make changes to PO - once the requested change has been completed in PISTOL, the Buyer will check the “Mark as Complete” button and the CO process will be finished.

Reviewing Change Orders 
Main Menu

· Purchasing

· Purchase Orders

· Request Change Order - UW
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A CO status can be reviewed throughout the Workflow process by the Requester, Approver or Buyer.  
The above path can be used to find the CO by using one of the two following methods (be sure to be under the Find an Existing Value tab):

· PO # - enter the PO #, click on Search and review a list of all associated change order numbers.  Select one and review status.

· PO # and Change Order Number – by inputting information in both of these fields the corresponding CO will come up.
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The following screen shot shows the top of the CO screen and shows an Approval Stage of “Complete.”  This means that the CO request has been processed in PISTOL.  Choosing the 
 will give the definition of each Approval Stage (see bottom screen shot).
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NOTE:  If a Requester processes multiple change orders to one PO, the Requester should make sure that the previous change order has a “Complete” status. If it has not been completed, then the most current information in PISTOL will not be populated for the next change order.
PO Approval History
If you wish to check the approval stage of the PO, click on PO Approval History-UW 

Main Menu

· Purchasing

· Purchase Orders

· PO Approval History-UW
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Type in the PO number, click on the Search button
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Purchase Order Inquiry
Main Menu: 

· Purchasing

· Purchase Orders

· Review PO Information

· Purchase Orders
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Hint: Add commonly used links to My Favorites.  This area is used to view actual purchase order information and is the only area to view change order information.
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Business Unit: 


UNWYO (always)

PO ID:

 

Purchase Order Number (include leading zeros, comes via email) 

Contract Set ID:  


not used - ignore 

Contract ID:


not used - ignore 

Release Number:


not used - ignore 

Purchase Order Date: 

Date of purchase order

PO Status: 
Look up purchase order according to status (open, dispatched, etc.)     

Short Vendor Name:  

Look up by vendor name

Vendor ID:


Look up by 10- digit vendor ID

Buyer:



Look up by name of buyer (buyer from Procurement Services)

PO Type:


General (always, no need to use)

Purchase Order Reference:

not used - ignore - 

Recommended Method to Look Up Purchase Orders

On the Purchase Order Inquiry page, enter the ten-digit purchase order number in the PO ID field:
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Press the Enter key or click the [image: image138.png]Search



 icon to show the search results.

Search results screen:

This screen displays the PO Header information, PO Line information and includes hyperlinks to various supplemental PO data such as Vendor Details, PO Header Details and Item Description.
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This page allows you to view attachments that may have been added to the purchase order. Click on the Header Comments hyperlink to view an attachment.
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The “call out” balloon or Line Comments icon on the Purchase Order Inquiry – Purchase Order page shows line comment detail.  If the balloon is filled with lines, then comments exist for that line.
The Schedule icon on the Purchase Order Inquiry – Purchase Order page shows further PO information in the “details” and “statuses” tabs. The details tab displays links to description details, ship to address, and distributions/chartfield information.  The statuses tab shows the current status of the purchase order.

Details tab:
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By clicking the Distributions/Chartfields icon on the Purchase Order Inquiry- Schedules page
Data such as chartfield information, asset information (when an asset item has been purchased),and budget information can be seen.
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The

 icon next to the tabs allows the user to view information from all tabs at once.  Note that if this icon is clicked a scroll line appears at the bottom of the screen which requires the user to scroll to the right to view all of the data.

Status tab
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Chapter 6 – PROCUREMENT SERVICES
Purchase Order Activity Summary

Main Menu: 
· Purchasing

· Purchase Orders

· Review PO Information

· Activity Summary

Hint: Add commonly used links to My Favorites.  This area is used to view invoice and voucher information using the purchase order number.
[image: image146.png](2 Employee-

ry content - Windows Internet Explorer

< [eTrTs oo S carsatesror ||| B

Fle Edt View Favores Took Hep

g Favortes @ Employee-facna regitry content

Favoriss | an Mens

Permu\m\’-mi ® P

& verdos .

G Puchasng

3 Acows Poyabe | £ Puchase O

[y ————— ) Review PO Ifamston

@ General Ledger v [£] Reguest Change Order - (1] Purchase Orders

5 Set Up Pz Cran . (1] AclUpdte Boress o L] Activy Sommary

& vk . 0 Aoseove Amosns

(] My Personalzations [5] PO Approval History - UW.

|

https:/[fspsupg.unyo.edu/psp/FSQATEMPLOYEERRRP/CME | | | | | | [/ Trustedsites Fa~[®Ra% -





Business Unit:


UNWYO (always)

Purchase Order:


Purchase Order Number (include leading zeros, comes via email)

Purchase Order date:

Date of purchase order

Purchase Order Reference:

 not used - ignore

Vendor ID:


Look up by 10- digit vendor ID

Recommended Method to Look Up Purchase Order Activity Summary

On the PO Activity Summary page, enter the ten-digit purchase order number in the Purchase Order field.
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Press the Enter key or click the [image: image148.png]Search



 icon to show the search results.
The resulting Activity Summary page (below) shows a summary of the activity on the PO for quick reference. It also displays five additional tabs with more in-depth information. 
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Click here to view the line detail, receipt, invoice, and matched information in one screen.
Activity Summary page – expand all selected:
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Click on Return to go back to the Activity Summary page.
The Invoice tab includes a link to the invoice data.  Voucher information is displayed after clicking the invoice icon on the right side of the line detail if one has been created.  The voucher number appears as a hyperlink which opens a new window displaying the Voucher Inquiry page.
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Clicking on the Voucher ID # will take you to the Voucher Inquiry page – please see Chapter 7 for additional information

The Matched tab includes a link to the matching data.  Matching information is displayed when the matching icon is clicked.  The matching detail displays similar information as the invoice detail with the hyperlink to the Voucher Inquiry page.   
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 Click here to view the matching detail, which will take you to the page shown below.
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Process.





Approval





To








Begin here to correct denied PO. 














The default vendor e-mail address above will be over-ridden if a requester inserts any e-mail address here.





This will default to the vendor e-mail address available in PeopleSoft





�








NOTE: The Hold From Further Processing checkbox is checked and will stay checked until the purchase order has been budget checked.








This field will populate with NEXT – do not override this field.


















































No














Purchase Order - Entry in PISTOL 9.1








Begin








Yes











Approver reviews PO entry. (Reviews items, amounts, budget, etc.).





Approver opens worklist and selects PO.





PO entry flows into the departmental Approver’s worklist.











Requester reviews budget balance available in PISTOL and edits PO chartfield data as necessary.





Pass?





Requester budget checks PO.





Departmental Requester enters & saves Express PO in PISTOL.





UW Procurement Services - Buyer receives PO in worklist.








Approve?





No





Buyer marks PO as approved.








* Emailed to requester





* Emailed to vendor





* Printed & faxed to





vendor





Order is placed with vendor.








End





Yes





Purchase Order - Approval in PISTOL 





PO returns to Requester’s worklist. E-mail is generated & sent to Requester.








Requester reviews comments in worklist.








Cancel PO?





Mark PO as denied, enter comment & save.











PO Change Order process.








Yes





Edit and save PO changes in PISTOL.








No





To PO Entry Process Updated PO. Go to pg 3.











Approve?





Approver marks PO as Approved and saves.








Asset on PO?





UW Property receives PO in worklist.








Approve?





Yes





Yes





No





No








Yes

















From: janet@uwyo.edu [mailto:janet@uwyo.edu] On Behalf Of DONOTREPLY@ntapp.FSQA.uwyo.edu


Sent: Friday, March 16, 2012 2:32 PM


To: fmodreq


Subject: PO 0000172043 has been denied.





PO 0000172043 to Dell Marketing LP has been denied.  Please DO NOT create a new purchase order or change order.





DO NOT REPLY TO THIS E-MAIL.  For information concerning this denial review the above PO #  in your Worklist.





To correct your existing purchase order, go to Purchasing > Purchase Orders > Add/Update Express POs > Find an Existing Value >  Enter PO # in the PO ID box > Search.  Make the necessary changes and resubmit to your Approver.





If you choose not to continue with this PO you will need to create a change order to cancel it.





Thank You.








Click here to view any line comments.








No





From PO Entry Process











Procurement Services dispatches PO





Requester receives e-mail notification (PO has been generated





Purchase Order Receiving & Payment in PISTOL





Begin





Department receives goods/services from vendor.








Department searches PISTOL for dispatched PO








Department enters receipt data in PISTOL and saves*.








* Receipt date





* Receipt amount





End





Accounts Payable enters





invoice in PISTOL.





Check issued.  


Mailed to vendor.








Accounts Payable notifies department.








Invoice or Receipt amount is greater than PO amount?











Yes





No





If amount is less and all goods have been received in PISTOL, mark the No More Payments Will Be Made checkbox to remove the remaining encumbrance.

















.





Accounts Payable runs matching process.








PO Change Order process.








Matching process is run routinely. When both the receipt and invoice have been entered, the following steps occur.

















Invoice can be entered before or after the receipt entry.











If amount is less and all goods have been received in PISTOL, mark the No More Payments Will Be Made checkbox to remove the encumbrance.
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Do not uncheck this box





� EMBED Word.Picture.8  ���











Enter the category 
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Click here to view the line detail, receipt, invoice, matched and RTV dollars and quantities in one screen.  











Distributions/Chartfields








Click here to view Schedule details.








The Approval Stage will tell you where in the approval process the purchase order is. Comments from approvers will appear in the comments fields.











Spell checker











Note: Viewing the printable PO takes time and displays only the information which is printed on the PO








Enter the price of goods/services received for each selected PO line item








List of PO’s pending approval.
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Universal Navigation Header

















�























From: janet@uwyo.edu [mailto:janet@uwyo.edu] On Behalf Of DONOTREPLY@ntapp.FSQA.uwyo.edu


Sent: Friday, March 16, 2012 2:32 PM


To: fmodreq


Subject: PO 0000172043 has been denied.





PO 0000172043 to Dell Marketing LP has been denied.  Please DO NOT create a new purchase order or change order.





DO NOT REPLY TO THIS E-MAIL.  For information concerning this denial review the above PO #  in your Worklist.





To correct your existing purchase order, go to Purchasing > Purchase Orders > Add/Update Express POs > Find an Existing Value >  Enter PO # in the PO ID box > Search.  Make the necessary changes and resubmit to your Approver.





If you choose not to continue with this PO you will need to create a change order to cancel it.





Thank You.











Note that only one account code per line is allowed
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NOTE: do not change the account code.





Note that for the printer cartridge line (line 3), the appropriate Account Code populated in the Account field based on the Category used.





Always enter UNWYO.





These choices are available for narrowing search criteria. They can be selected via drop down boxes on the pages.

















DO NOT CHANGE THIS SECTION
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Enter chartfield information





�





Enter the unit of measure
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