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Cour se Description

Welcome to the NC State University's Purchasing Requisition Training workshop! This module contains
the tools needed to learn NC State University's Financials System for Purchasing Requisitions.

At the end of this class you will be able to:

®
o

Use the Financials System to perform standard procurement procedures
View a Purchase Order

Inquire about Purchase Order Activity

Change the Fund Distribution on a Purchase Order

Know when to request a Change Order

X3

8

®
o

®
o

X3

8

Thel earning M aterials

The learning materials will give you an overall understanding of the tools available to assist you in
learning both in the classroom and while on the job.

The learning materials consist of the following:

< Participant guide

% Training data base

+ Practical exercises

< Computer Based Training

< Summary and review questions

Solet'sget started.......covveveicceeene ’Kc
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Managing
Puchase Orders

bjectives

At the end of this chapter you will be able to:

3

8

Make fund source changes to Purchase Orders.

O
0’0

Delete a fund surce from a Purchase Order.

O
0’0

Split the remaining funds on a Purchase Order.

O
0’0

NCSU Proprietary and Confidential NC Sate University Purchasing Training 3
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Exercise 1 - PO Distribution Changes

A campus user would like to change the distribution of funds on a Purchase Order
you created. Advise the user to take the following steps.

Sep 1

Log on to the Financials System with your ID.

Receive Shipments M=l
File Edit “iew Go Fawvortes Use |nguire Beport Help

B & 2% Bz EEE| &= == SEE =22

FS7OITRM | L

The Receive Shipments window opens.
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Sep 2

Select: Go, PO Processes.

i Receive Shipments H=] B3

_Eile Edit_EEl.E_m Favaortes ze |nguire Heport Help

- Blel#x = EEEENE R R A2
Hew window »

v Adminizter Procurement »
Manage Salezs Activities 3
Process Financial Information  »
Define Buzinezs Rules 3
FO Proces

Manage Draftz

FeopleT oolz r

[FS7MTRAN | ' i

NCSU Proprietary and Confidential NC Sate University Purchasing Training 5
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Sep 3
1. Select: Use, PO Distrib Change.

PO Processes

2. A dialogue box appears.

6  NC Sate University Purchasing Training NCSU Proprietary and Confidential
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Sep 4

1. Enter the PO number.
2. Click OK ..

: Update/Dizplay -- PO Distrib Change

Business Unit: IHE5U1 +.|

Purchasze Order: ]l]l]l]l]l]EEEEEI Cancel

Line Humber:

Schedule Humber:

PO Status:

Short Yendor Hame:

Yendor 1D:

Mame 1:

Buyer Hame:

ﬂ
il

Purchaze Order Reference: 1

Item Descnption: |

Ship To Location: |

3. A List panel with a list of the PO lines displays.

|PO |Line |Sched Mum |Status | ShortM ame |"fendor | Mame

i it i z ; i
0000055353 2 1 Dizpatched HUGHES-RaN-001 0000000451 Hughes Rankin Co
0000055353 3 1 Dizpatched HUGHES-RaM-001 0000000451 Hughes Rankin Co
0000055359 4 1 Dizpatched HUGHES-R&N-001 0000000457 Hughes Rankin Co

\ |

Select | Detail ‘ Cancel

NCSU Proprietary and Confidential NC Sate University Purchasing Training 7
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Sep 5
1. From the list, highlight the line to be changed.
2. Click on “Select”.
List
Init |PO |Line |Sched Mum |Status | Shorth ame Wendor | Mame
MCSUT (0000055853 1 1 Dizpatched HUGHES-RaM-001 Q000000457 Hughes Rankin Co
MCSUT 0000055855 2 1 Dizpatched HUGHES-RAM-001 QO00000451 Hughes R ankin Co
M5 (00005585 K] 1 Dizpatched HLUIGHES-FAMN-001 LG Huohes Hankin Lo
MWCSUT (0000085355 4 1 Cizpatched HUGHES-RaM-001 QO00000451 Hughes Rankin Co
4 |
Select I Dretail | Cancel
3. The PO Distribution Change panel displays.
4. Click on the Insert Row icon.
PO Processes - Use - PO Distrib Change M=l E3
Eile Edit “iew Go Favorter Uze Help
alele(x| 22| akala| olc) ool aml ] dele] #el)
PO Distrib Change |
Unit: M5 PO: 00000e5aa54 Chng Order:
Yendor: HUUGHES-RAM-001 PO Ref:  Sourced from Req 0000008504
Status: Dizpatched Buyer: Biuyerdl Fin
Line: 3 Table Top Sched: 1 Charge By: Cty
' Dist: 1 status: g =
BCHM:
Select i
l— F_—ﬂ Fun Org Program Sub-Clz BY Proj

8 NC Sate University Purchasing Training NCSU Proprietary and Confidential
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Sep 6
1. A new Distribution row appears on the panel
2. The PO QTY default is the unvouchered and unreceived QTY for the PO.

3. Notice the Amount field is “grayed out”. This is caused by the fact that the
original requisition was distributed by Quantity (the system default).

PO Proceszes - Use - PO Distnb Change
File Edit “iew Go Favorter Uze Help

September 2001

Notes

IS I=] B3

glg|@x| El| aaa EE o= g8 s .zl #le]4]
FO Distrib Change |
Unit: HCSLHA PO: O0000s5E54 Chng Order:
Yendor: HUGHES-RaM-00 PO Ref: Sourced from Feg 0000008304
Status: Dizpatched Buyer: Buwer1 Fin
Line: 3 Table Top Sched: 1 Charge By: [ty |
Dist: 1 Status: =
BCH:
Select L
BECOM Fund Org Program Sub-Cls BY Proj
[55110 16030 423001 170 212 221073
PO Qty: i Amount: I
Status:
2 SpeedChart I| ﬂ ;[I;:': ﬁ
[55110 16030 423001 170 212 221073
PO Qty: | 50000 Amount | 2705.00 :l
FSPOTTRM PO Distrib Change \Update/Display i

4. Enter the new speedchart (FAS account) in the “2 Speedchart” datafield.
5. Hit the TAB key.

6. Change the PO Qty from 5 to 4.

7. Hit the TAB key.

NCSU Proprietary and Confidential NC Sate University Purchasing Training
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Sep 7

1. Click on the Insert Row icon.

3. The PO QTY will default to the remaining open quantity.
4. In this case the PO QTY for distribution line 3 is one.

PO Processes - Use - PO Distnb Change
File Edit “iew [Go Favorter Use Help

2. A second additional Distribution row appears on the panel.

Participant Guide

IS I=] B3

gl&g®x Bl maa == o= a8 «].] gz2e] e

FO Distiib Change |

Linit: HCSLA PO: n0000s5a59 Chng Order:
Yendor: HUGHES-F.aM-001 PO Ref: Sourced from Feq 0000008304
Status: Dizpatched Buver: Buyer1.Fin
Line: 3 Table Top Sched: 1 Charge By: [y |
Dist: 2 Status: g =
SpeedChart ll BCH: i
Select TR Proi
Fund Org Program Sub-Cls BY roj
[55110 16030 423001 105 212 204080
PO Qty: | 40000 Amount | 2164.00
Status:
3 SpeedChart I ﬂ ;[l;:'_ S
[55110 16030 423001 105 212 204080
PO Qty: | 1.0000  Amount: | 541.00 B
|F5 fINTRH |PO Dizgtrib Change ||_||:II:|E|tE.-"DiS|:I|a_'.-' i

in the “3 Speedchart” datafield.
6. Hit the TAB key.

5. Enter the Speedchart number (FAS account) for this third distribution row

NC Sate University Purchasing Training NCSU Proprietary and Confidential




Participant Guide September 2001

Sep 7 ‘
PO Processes - Use - PO Digtrib Change H=] B3
Eile Edt “iew Go Fawvontez Use Help
Bl g@x| B2 ahas| &5E = 88| . Ee] £els]
ﬂ@ Change |
Unit: MCSLA PO: 0000055854 Chng Order:
Yendor: HUGHES-RaM-001 PO Ref: Sourced from Reg 0000006304
Status: Dizpatched Buyer: Biuyer0l Fin
Line: 3 Table Tap Sched: 1 Charge By: [ty
Dist: 2 Status: =
SpeedChart I ﬂ BCM- N
Select e ranE Proi
Fund Org Program Sub-Clz BY 1
[55110 16030 423001 105 212 204080
PO Qty: | 40000 Amount | 2164.00
Status:
3 SpeedChart I ll ;[I;:'_ ﬁ
[55110 51000 42300 212 32 371300
PO Qty: | 1.0000 Amount: | 541.00 ]
FSTOITRM  |PO Distrib Change \Update/Display 7

1. Click on the Save icon to save the Distribution Changes just made to
the PO.1

2. Repeat steps 3 through 7 for each PO line that needs fund distribution
changes.

3. When all line changes are complete, click on the Red X iconlﬁ! to exit
the panel.

Reminders:

1. The fund distribution changes affect the GL after the overnight batch run of
the Purchase Order edit/bcm and post.

2. These changes are immediately reflected on the PO update screen used by
the buyers.

3. Change orders will follow the distribution on the Purchase Order when the
change is done.

4. Always coordinate change orders with your purchasing agent before making
fund distribution changes.

NCSU Proprietary and Confidential NC Sate University Purchasing Training 11
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Exercise 2 - Viewing a Purchase Order

Sep 1

Log on to the Financials System with your ID.

Receive Shipments M= 3

The Receive Shipments window opens.

12 NC Sate University Purchasing Training NCSU Proprietary and Confidential
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Sep 2

Select: Go, Administer Procurement, M anage Purchase Orders

The Manage Purchase Order window displays.

Manage Purchase Orders M=l Ei
File Edit Wigw m Favoritez  |nguire  Help

| o) e vl

Hew wWindow 3

v Administer Procurement Maintain Yendorz
tanage Sales Achivities ¥ Requizition |tems
Process Financial |nformation (v M anage Purchaze Orders
Define Business Rules ¥  Receive Shipmentz
tdanage Diraftz Enter %oucher Infarmation

LCreate Payments
Review Yendaor [nformation
w [ - Purchase Order - Upd/Disp - NCSUA, 00000541 82 Fracurement Analysiz

1 - PO Crozz Reference - Upd/Disp - HCS1U1, 0000005043

FeopleT oolz r

FSYITRM

NCSU Proprietary and Confidential NC Sate University Purchasing Training 13
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Sep 3

Select: Inquire, Purchase Order, Header

Manage Purchaze Orders
File Edi Yiew Go Favorites

. v
| | | | .| | — PO Activity Surnmary Header 2 J | | | | | |
Acknowledgments P Lines
C i Line Detailz
Comment *iewer Schedule
Header Change Higtomy Diztrib
Line Change History Distrib 2
Schedule Change History Comments
Change Order Batch *
FSYONTTRM
A small dialog box displays.
Update/Display -- Purchase Order
Business Unit: nNCsujiiy
Purchase Order: | Cancel
Usze Cluery

Purchasze Order D ate: ﬂ

MNew Queny |
Purchasze Order Reference: |

Yendor ID: |

14 NC Sate University Purchasing Training NCSU Proprietary and Confidential
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Type or select the following:
1. Business Unit: NCSU1
2. Purchase Order: Your Purchase Order Number
3. Click on OK
The PO Header panel will display
Sep 4
Read the entire PO Header panel:
1. Check the PO Status: Approved or Dispatched.
2. Check the receipt status: Partial, Not Received or Received.
Manage Purchase Orders - Inquire - Purchaze Order =l E3
File Edit “iew Go Favorter Use Process |nguine Heport Help
g Bz e 5w o aE=] s XElE] #lv |4
Header ! HeaderEi Lines ! Line Detailsl SCheduleI Distril:ui DistribE! Eummentsl
| Umt: HCS501 PO: 0000055853 Chng Order: Yendor: 000000451
I PO Date: 0843142001 PO Totals
T S Merch Amt: 16130.00
Receipt Status: Mat Recyd Fretnh
BCM Status: Valid Tax: 96760
PO Type: FEGLILAR Overall: 17097 20
Buyer: Buyerd1.Fin
PO Hef: Sourced from Req 0000005304
Pay Terms: MWET30
Currency: S0 Hate Type: CRRMNT
Bill Addrs: b 7204
[FSTOITRM iHeader ILI pdate/Display i

NCSU Proprietary and Confidential NC Sate University Purchasing Training 15
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Sep 5
1. Click on | Distib | to navigate to the Line Distribution panel.
Manage Purchase Orders - Inquire - Purchase Order =l E3

File Edit “iew Go Fawvortes Use Process |nguire Heport Help

glgl@x Bl el s ml= 252 ] XEE] e

Headerl HeaderEI Lines I Line Detailsl Schedule  Distrb |Di$tri|:u2l El:nmmentsl

| Umt: HCSI1 PO: 0000055853 Chng Order: Yendor: 0o0ao0451 ‘
Line: 1 Item: Lovezest Item ID:

| Schedule: 1 PO Qty: 50000 Merch Amt: h485.00 :J
Dist: 1 Status: Canceled =
PO Oty: Amt: Location: 004 00206
Chrg BU Acct Fund Org Program 5ub-Cls BY  Project/Grant T
ST BE110 16020 42300 170 212 221073
Stat: Chartfield Status: Y alid :I
BCM Status: % “alid Budget Check Post Amt: h485.00 LI = ;l
Post Status: [ BCM Amount: -5485.00 BCH T otal: h485.00

FSTMTRN  Distib |UpdateDisplay o

2. Notice that the panel opens to Line Item 1.
3. Use the scroll bar to the far right to view Line Item 3.

16  NC Sate University Purchasing Training NCSU Proprietary and Confidential
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September 2001
Sep 6
1. To view the new distribution lines use the left-most scroll bar.

Manage Purchasze Orders - Inquire - Purchaze Order =l E3
File Edit “iew o Favortez lnguire Help
glg|@ x| Bl Eldaa se sjs| =] o] ] XEE] #]e]
Headerl HeaderEI Lines I Line Detailsl Scheduls  Distrib |Distril:u2l I:l:ummentsl
‘ Umt: HCSLN PO: 0000055859 Chng Order: Yendor: 0o0ao0451 ‘

Line: 3 Item: Table Top Item ID: _I
‘ Schedule: 1 PO Qty: 5.0000 Merch Amt: 2705.00 ‘ il

Dist: 1 Status: Canceled =

PO Qty: Amt: Location: 004 00206

Chrg BU Acct Fund 0Org Program 5Sub-Clz BY  Project/Grant

HCSUT 55110 16030 423007 170 212 221073

Stat: Chartfield Status: " alid :I

BCHW Statuz: F Post Amt: 2705.00 ll = ;I

Post Status: N BCM Amount: 2705.00 BCH T otal:

FST01TRH  |Distrib |UpdateDisplay o

NCSU Proprietary and Confidential NC Sate University Purchasing Training 17



September 2001 Participant Guide

2. The additional distribution lines appear.
Manage Purchasze Orders - Inquire - Purchaze Order Hi=lE3
File Edit “iew Go Favortesr Use Process Inguire Heport Help
glg@x| El2] ElaE] s == S8=1] c ] el #le]4]
Headerl HeaderEI Lines I Line Detailsl Schedule Distrib |Distri|:u2l I:-:ummentsl
‘ Umt: HCSLN PO: 000055859 Chng Order: Yendor: 0000000451 ‘
Line: 3 Item: TableTop Item ID: _I
‘ Schedule: 1 PO Qty: 5.0000 Merch Amt: 270500 :J
Dist: 3 Status: Cpen 2
PO Qty:  1.0000 Amt: h41.00 Location: 004 00206
Chrg BU Acct Fund Org Program 5ub-Clz BY  Project/Grant
HCSUT 55110 1000 42310 212 32 271900 [
Stat: Chartfield Status: ' alid = j
BCM Status: v Valid Budget Check Post Amt: saio| =)=l =l
Poszt Status: [0 BCM Amount: 541.00 BCM Total:
FSFOTTRM  |Distrib \Update/Display i

3. Click the Red X icon ﬁl to exit the panel.

You have successfully completed Exercise 2.

18 NC Sate University Purchasing Training NCSU Proprietary and Confidential
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Exercise 3 - Check for Activity on a Purchase Order

You just received the second shipment of office furniture. You want to find out if
the bookkeeper before you created a Receiving report for the first shipment which

was received 6 weeks ago.

Sep 1

Log on to the Financials System with your ID.

Receive Shipments _ (O] x|

File Edit “iew Go Favortes Uze lnguire Beport Help

September 2001

Notes

H|&E|8x% ElE] EEE == == S =

FS7OITRN |

NCSU Proprietary and Confidential
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Sep 2

Select: Go, Administer Procurement, M anage Purchase Orders

The Manage Purchase Order window displays.

Manage Purchase Orders
Eile Edit iew m Favaortes |nguire Help

| [ | ] v v

e Window r

v Administer Procurement M aintain Vendars
bl anage Salez Achivities ¥ Requiztion [tems
Frocess Financial Information L v tanage Purchaze Orders
Define Business Rules ¥ Receve Shipmentz
b anage Drafts Enter Youcher [nformation

LCreate Payments
Review Wendor Information
v [ - Purchase Order - Upd/Disp - NCSUT, 0000054732 Frocurement dnalysis

1 - PO Crozz Reference - Upd/Dizp - NCS11, 0000005048

FeopleT oolz r

FSYITRM
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Sep 3
Select: Inquire, PO Activity Summary

Manage Purchasze Orders

September 2001

Notes

File Edit Miew Go Favortes HE|F'
| | | | | | Burchase Order

rarnary!

Acknowledgments
Cormment Yigwer

Header Change History
Line Charnge Hiztary
Schedule Change Higtony
Change Order Batch

k

=] B3

FSYDTRM

A small dialog box displays.

Update/Display -- PO Activity Summary

Business Umt:

heu g

Purchasze Order: |

Purchasze Order D ate:

4

E.

Cancel

Rl

Usze Cluery

MNew Queny |

Purchasze Order Reference: |

Yendor ID: |

NCSU Proprietary and Confidential
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Sep 3

Type or select the following:

1. Business Unit: NCSU1
2. Purchase Order: Your PO Number
3. Click on OK

The PO Activity Summary panel will display

Sep 4
1. Click on o refresh the panel with any activity related to that Purchase
Order:
2. Review the receipt information.
3. Review the invoice information.

4. Use the scroll bar to check for receipt and invoice information on all the
lines of the Purchase Order.

Manage Purchase Orders - Inquire - PO Achivity Summary

File Edit “iew Go Fawvorter Ilnguire Help

gl&@x| Elz] EEE &5 ) EE 2 viEiE =ev

FO Achvity Summrmary |

Umt: HNCSUT1 PO: 00000547182 Yendor: HUGHES-RAMN-001 PO Status:  Dizpatched ‘
Line Item ID Item UOM Order Gty Order Amt ‘1 E j
1 2 LOYESEAT EA 5 0000 $5485.00
Receipt I 3 Invoice Matched

Gty Rcvd: 4.0000 Gty Inved: 0.00 Oty Mtchd: 0.0000

Aty Accptd: 4.0000 Amt Inycd: $0.00 Amt Michd: $0.00 ll
Go To

|FS?D1 TRH |P'EI Aty Summary ||_||:Iljatl3.-"DiS|:l|El_'.-' o

22 NC Sate University Purchasing Training NCSU Proprietary and Confidential
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Sep 5

You are now aware of any Receiving reports generated for this PO in the past, any
invoices posted against this PO, or any payments made to the vendor.

Click on the ﬁl icon to exit the panel.

You have now successfully completed Exercise 3.

Change Orders

A Change Order is not a specific form. The term is used to reference a request to
change the original specifications on a Purchase Requisition that has been edited,
budget checked, routed for approval, approved on the college level and processed
into a Purchase Order by the University Purchasing Department.

The originating department should not attempt to deal directly with a vendor when
requesting a change to an order that is in process. The University Purchasing agent

will communicate all the necessary changes to the vendor in the appropriate way.

To assist the Purchasing agent in creating the Change Order and ensure clear
instructions reach the vendor, you must:

Sep l

Do the research. Gather all the pertinent information about the necessary changes
to the order.

Sep 2

Write a memo to the Purchasing agent assigned to this purchase. Outline the new
specifications and the reasons that these new specifications are necessary.

Sep 3

Send this memo and any back-up documentation to the assigned Purchasing agent
by fax or email as soon as possible. Send a copy of this Change Order to your
college level approver and the technical contact within your department.

NCSU Proprietary and Confidential NC Sate University Purchasing Training 23
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Notes o
Purchase Order Distribution Changes

Some Important Ground Rules

1. PO distribution changes can only be made to active Purchase Orders.

2. Only non-received/non-vouchered balances can be moved to a new fund
source.

3. The portions of the distribution that have already been received or paid can
only be moved by placing a journal voucher on line.

4. Once a PO distribution change has been made, the nightly Edit/BCM batch
must run before the change will be reflected in nVision or FAS.

5. Be aware that the method of fund distribution on the original requisition
flows through to the Purchase Order.

6. If the original requisition is distributed by quantity then the PO distribution
changes must be made by quantity.

7. However, if the requisition is distributed by amount, then the changes must
be made by amount.

8. The original distribution method aside, the distribution balances on the PO
may be split to multiple fund sources.

NC Sate University Purchasing Training NCSU Proprietary and Confidential
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