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Creating Express POs

Concept

It is assumed that if you are entering an Expr&g®u are familiar with the fields associated
with Requisitions and Purchase Orders. With thisind this document will not provide detailed
information or definitions for every field asso@dtwith a Purchase Order. If you require detailed
information about specific fields please refertte Creating a Requisition Document and its
associated attachments.

An Express PO is structured in MaineStreet to atfigg and expedite the entry of purchase
orders without the need to enter a Requisition. firee structure combined with the default
hierarchy speeds up the process of creating a aseabrder. Only staff with the Express PO role
can enter Express PO’s, usually Campus Admin oeSApprovers.

Like Requisitions, Express PO'’s consist of fouribatements: headers, lines, schedules, and
distributions. The same fields that default on gurgtion will default on the Express PO pages
and may be changed as needed. The PO Defaultsapdddeader Details page is where you
enter information that will apply to the entire pnase order. You can also change information at
the Line level.

This topic covers how to enter an express purcbesder and purchase order defaults.

It is highly recommended that you find the venddrand Location information before you
navigate to the Express PO screen. Refer to thadbielnquiry” document for instructions.

Please refer tdhttp://www.maine.edu/pdf/VendorinquiryforRequisiiers.pdf
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Procedure

Step Action

1. From the Financials menu, click tRarchase Orders link.
2. Click theAdd/Update Express POs link.

AddiUpdate Express

FOs

Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Z)
Express Purchase Order

{ Eind an Existing Value | Add a New Value

Business Unit:| UMS08|2,
PO BT

Add

Find an Existing Value | Add a New Value

& Internet H 100w v

Step Action

On theExpress Purchase Order Add a New Value page, click thé\dd button.
Add
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# MaineStrees
Home | \Workiist | WultiChannel Console | Add to Favorites | _Sign out

New Window | Help | Customize Page | B

Express Purchase Order
Purchase Order

Unit: umsos PO Status: Initial

PO ID: MEXT Budget Status: Mot Chie'd
Copy From: ] Hold From Further Processing
52

*PO Date: 03/30/2009 [5] Yendor Search

Ve Vendor Details
*Vendor ID: |:|Q Receipt Status:  NotRecvd
“Biyer: *Dispatch Method: v |

PO Reference: |

Merchandise:
Header Details PO Activities erc s 0.00 e
PO Defaults FreightTax/Misc.: 0.00 4
Add Comments Total Amount: 0.00 USD

Line ltem Description PO Qty *UoM Category Amount Status

o1 B Q] & | Ny <Y Active B

Expand All Callapse All

Go to: |...I'u10re . v|
& Save | [ Notify | @ Refresn Eb Add
< | >
Done € mternet E 100% v
Step Action
4. Use theExpress Purchase Order page to enter PO information.

Enter theVendor |1D into theVendor |ID field or click the Vendor Search icon td
lookup and select a Vendor.
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Wiorklist | _MultiChannel Console Sign out

Mew Window | Help | Customize Page | &,

Express Purchase Order
Purchase Order

Unit: LUMS08 PO Status: Initial

POID: MNEXT Budget Status: Mot Chi'd
Copy From: [] Hold From Further Processing
=

*PO Date: 03/30/2009 £ endor Search
Vendor Q Vendor Details
“Vendor ID: ooopoosaz1| @ Receipt Status: Mot Recvd

“Buyer: [ - *Dispatch Method: v Dispatch |

PO Reference: | |

Merchandise:
Header Details PO Activities erc s 0.00 P
PO Defaults FreightTax/Misc.: 0.00 —I
Add Comments Total Amount: 0.00 USD

Find  First 4] 4 or1 [ Lasy

Line Item Description PO Qty *UoM Category Amount Status

o1 B Q| & [ &l Y Active EIE

Expand Al Collapse All

Go to: | More ... v‘

B save | Elnotity | 7 Refresh Esadd | up|

< | >
€ Internet H100% v

Step Action

5. Next, click thevendor Details link.
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Home | \WWorkiist | MuliChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page | B

Express Purchase Order

Vendor Details -- CREATIVE OFFICE PAVILION

Vendor: CREATIVE 0-001

Vendor Information

~AiRiress: G Terms: 30 G, Duein 30 days
Contact: [ e _ snow contact Details Basis Dt Type: | InvDate v

Salesperson: | | _Show Salesperson Details

Country: UsA United States

Prefix:
Address 1: 15 FRANKLIN ST Fax: 207/775-1003
Address 2: Prefix:
Address 3: Phone: 207/884-8855
Address 4:
City: PORTLAND
County: Postal: 04101
State: ME Maine
oK ‘ Cancel ‘ Refresh
€ Internet H100% <
Step Action
6. On theVendor Details page, click on theocation look up icon to find the
appropriate location for your Business Unit.
7. On thel ook Up L ocation page, click on the vendor location for your campus

Last changed on: 3/31/2009 12:45 PM Page 5



Process Document
Financials 9.0: Creating Express POs

Worklist

MultiChannel Console A Sign out

MNew Window | Help | Customize Page | &,
Express Purchase Order

Vendor Details -- CREATIVE OFFICE PAVILION

unit: uMs08 POID:  MEXT Vendor:  CREATIVE 0-001
*L ocation: koooon1432 | Vendar Information
*Address: EIQ Show Address Details Terms: 30 |G Duein 20 days

Contact: l:IQ Show Contact Details Basis Dt Type: | /v Date w

Salesperson: l:IQ Show Salesperson Details

Country: USA United States Prefix:
Address 1: 15 FRANKLIN ST Fax: 207/775-1003
Address 2: Prefix:
Address 3: Phone: 207/384-3855
Address 4:
City: FORTLAND
County: Postal: 04101
State: ME Maine
OK Cancel Refresh
Done e Internet H100% v

Step Action
8. Click theOK button.
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# MaineStreet

Home | Worklist [ _MultiChannel Console | Add to Favorites | _Sign out

New Window | Help | Custornize Page |

Express Purchase Order
Purchase Order

Unit: UMS08 PO Status: Pend Appr
PO ID: MEXT Budget Status: Mot Chic'd
Copy From: [IHold From Further Processing
57

*PO Date: 03/30/2009 1] Vendor Search
Vendor CREATIVE 0-001 |, Vendor Details

*Vendor I[: VILION Receipt Status: Mot Recvd
*Buyer: Q Employes Name *Dispatch Method: | Print hd |
PO Reference:
Header Details PO Activities Merchandise: 0.00 Calculate
Defaults FreightTax/Misc.: 0.00
Add Comments Total Amount: 0.00 UsD

Find  First ] 1014 (M Ladl

Line Item Description PO Qty *UOM  Category Amount Status

b B Q] LWl [ Ja] || Active B

Expand All Collapse All

Goto: |- More vl

& save | [=] Motify | ts Refresh Eradd | Euy

< | ]
Done & Internet E00% v

Step Action

9. Notice that your EmplID and name should appeaddfault in theBuyer field. If
your EmplID does not enter by default, enter it.

Click theHeader Details link.

Header Details
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# MaineStreet

Wiorklist | _MultiChannel Console | _Add to Favorites | _Sign out

|Er
New Window | Help | Customize Page |

Express Purchase Order

PO Header Details

Unit: Umsog POID: NEXT Vendor: CREATIVE 0-001
Vendor: CREATIVE 0-001 PO Date: 03/30/2009
*PO Type: Q Budget Status: Mot Chicd
*Billing Location: |B800000002 |2 Billing Address [¥] Tax Exempt ID: |E10424
Origin: (oNL|@,  ondine Letter of Credit ID: [ -
Currency Code: Q Exchange Rate Detail Base Currency: usD
Rate Date: 03130/2009 Exchange Rate: 100000000
Rate Type: CRRNT
Acknowledgements required for | Not required ~|  Accounting Date: (03302009 |5
Dispatch *Method: Accounting Template: |STANDARD |3
ok | cancel Refresh |
Dane 0 Internet H100% -

Step Action

10. On thePO Header Details page, change tHeO Type, Billing Location, and
Dispatch Method, if necessary.

Click theOK button.
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Express Purchase Order

WWorklist

MuttiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page |

Purchase Order

Unit: UMsos
POID: NEXT
:

*PO Date: 03/30/2009 N Vendor Search
Vendor CREATIVE 0-001 |C, Vendor Details

PO Status: Pend Appr
Budget Status: NotChkd T

[[] Hold From Further Processing

“Vendor ID: [oo0000B331|@ CREATIVE OFFICE PAVILION Receipt Status: Mot Recvd
“Buyer: fosssss | Emplayee hame “Dispatch Method: | Print . Dispatch |
PO Reference: |
...................... Merchandise: 0.00
it i PO Adivit
PO Defaults 2 e FreightTax/Misc.: 0.00 MI
Total Amount: 0.00 UsSD
Line Item Description PO Qty *UOM Category Amount Status
b1 B Q| |& [ ] Active 3lc
Expand Al Collapse Al
Go to: | ... More ... v|
ESave| E|Nutify| 1, Refresh Er Add
< | 3
€9 Internst H 100w v
Step Action
11. Back on the Purchase Order page, clickR®eDefaults link.
PO Defaults
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‘S MaineStreet
Home Worklist MuttiChannel Console Add to Favorites Sign out

=
New Window | Help | Customize Page |

Express Purchase Order

Purchase Order Defaults

Unit: UnMs0e PO ID: NEXT Vendor: CREATIVE 0-001

If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only
applied if no other defaultvalues are found for each field. If default values already existin the hierarchy, they are used,
and the values on this page are not used.

@override  fyou selectthis option, all default values entered on this page override the default values found in the default hierarchy

categor: [ unitormeasure: ||

Ship To: Q Strategic Procuremnent Ultimate Use Code: l:lq

Original Promise Date: I:lE‘J

Ship Via: Q Freight Terms Code: DEST_ALLWD|Q,

Arbitration: Q Freight Charge Method: b
*Distribute by: | Quantity b One Time Address

speeacrar: | |2

Chartfields Y Asset Information

Dist Percent GL Unit Account Oper Unit Fund Dept Program Class Bud Ref Project Affiliate Ful
1] | \unsoe| | [« @[ |a @ e[ & £y ja[ Ja[]
ok | cancel | etresn |
A3 »
Cone & Internet F 0% -

Step Action

12. Use thePurchase Order Defaults page to enter default values for the entire P
Enter or use the look up icons to search for afetstheCategory, Unit of
Measure, andShip To codes, to enter @ne Time Address, to enter &reight
Terms Code andDistribution(s).

NOTE: If using only one distribution, enter it hereuling more than one
distribution, it's easier to enter it at the lirsvél.

Click OK to return to théurchase Order page.
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Express Purchase Order

MuttiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page |

Purchase Order

Unit: UKS08 PO Status: Pend Appr
PO ID: NEXT Budget Status: Notchkd T
Copy From: [ Hold From Further Processing
v
*PO Date: 03/302009 | VendorSearch
Vendor CREATIVE 0-001 |G, Vendor Details
*Vendor ID: 0000006331 C,  CREATIVE OFFICE PAVILION Receipt Status: Not Recvd
“Buyer: Q Employee Name “Dispatch Method: | Print v |
PO Reference: |
Merchandise:
Header Details PO Activities ere s 0.00 Calculate
55 Biefaiiis FreightTax/Misc.: 0.00
Add Comments Total Amount: 000 USD

Find  First [ 4 or1 [ Lag

Description PO Qty *UOM  Category Amount Status
& | [ Jal | mIE
Goto: |- More v
Bl save ‘ [=] Hotify | 4, Refresh B Add ugl
& ‘ 2
& Internat H 00 v

Step

Action

13.

Back on théPurchase Order page click theexpand Alllink near the bottom of
the page to open up tlBehedule & Distribution lines so you can see théne,
Schedule & Distribution all on one page.
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=
Express Purchase Order ~
Purchase Order
Unit: UmMs08 PO Status: Pend Appr
POID: NEXT Budget Status: Mot Chikd
Copy From: ] Hold From Further Processing
~ Header

*PO Date: @l@ Vendor Search

Vendor @IQ Vendar Details

“Vendor ID: [o000006331  |Q CREATIVE OFFICE PAVILION Receipt Status:  Not Recvd

*Buyer: W‘Q Ermployee Mame *Dispatch Method: | Print v Dispatch I

PO Reference: [Amount Summary |
o Merchandise: 0.00
Header Details PO Activities
PO Defaults Freignt/TaxiMisc.: 2.00 _Caloucte | i
Add Comments Total Ameunt: 0.00 USD T
Line Item Description PO Qty *UOM Category Amount Status
v o B Q| & [ [ Ja] a| T A
Sched *Ship To *PO Qty Price Amount Status *Distribute by
- 1 B [s000000020]2, | | | | Active =
Dist Status  Percent POQty Amount Curr *GL Unit ~ *Account Oper Unit Fund Dept Program  Class Bud R
1 Open | | | | |umsoz|e | o 2l Jaf ol Jal &
Expand Al Collapse All | | 3
< 1l I v . l|_
|l Internst R L.
Step Action
14. In theLine section of the page, enter the item descriptiahéDescription field.
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t | _MuttiChannel Console | Add to Favor Sign out

=
Express Purchase Order =
Purchase Order
Unit: Uns0s PO Status: Fend Appr
PO ID: NEXT Budget Status: Mot Chicd ﬁa
Copy From: [ Hold From Further Processing
~ Header

*P0O Date: 03/30/2009 El Vendor Search
Vendor CREATIVE 0-001 |, Vendor Details

*Vendor ID: 0000006331 Q. CREATIVE OFFICE PAVILION Receipt Status: Not Recvd
*Buyer: 0099993 Tl Employee Name *Dispatch Method: | Print » Dispatch |

PO Reference:
Header Details PO Activities Merchandise: 0.00 Caloulats
PO Defaults FreightTax/Misc.: 0.00 —I

Total Amount: 0.00 UsSD

Add Comments

Description

By Q|Desks

Sched *Ship To *PO Qty Price Amount Status *Distribute by

v 1 B 8000000020/ | | | Active &

Dist Status Percent PO Qty Amount Curr *GL Unit *Account Oper Unit Fund Dept Program Class Bud R
toopen [ | | [umsoslay | Y o[ Ja] ol la[  a
Expand All Collapse All | | g
] Mo ili
& Internet o0 - Al

Step Action

15. Enter the quantity in thRO Qty field.

Last changed on: 3/31/2009 12:45 PM Page 13



Process Document
Financials 9.0: Creating Express POs

#

MaineStree!

=l

# VMaineStreet

Express Purchase Order

Home | WWorklist | MuttiChannel Console | _Add to Favorites | _Sign out

>

=

=

Purchase Order
Unit: UmMso8
POID: NEXT

Conyrom:

*PO Date: @l@ vendor Search

Vendor @lq Yendor Details

“VendorID:  [0000008331 |G CREATIVE OFFICE PAVILION
*Buyer: O\ Employes Name

PO Reference: |

Header Details PO Activities
PO Defaults
Add Comments

Lines

PO Status:

Budget Status: Mot Chicd o=

[ Hold From Further Processing

Receipt Status: Mot Recvd
*Dispatch Method: | Print b Dispatch |
Merchandise: 0.00

Calculat
FreightTax/Misc.: pop oAt

Total Amount:

Pend Appr

0.00 UsD

Line ftem Description PO Qty *UOM  Category Amount Status

1 B Q ‘Desks | g 20 |:|Q| o | | Active B
Sched *Ship To PO Price Amou Status *Distribute by

- 1 B [000000020/2, | | | | Active &

Distributions section.

Dist Status Percent PO Qty Amount Curr *GL Unit  *Account Oper Unit Fund Dept Program  Class BudR:
1 open | I I | [umsos[a | o | o[ & Q[ Ja[ &
Expand All Collapse All | | 3
a | 3 _
& Internet F 0w -
Step Action
16. In theSchedules section, enter the unit price information in fPréce field.

Note: If you entered the Distribution on tiR® Defaults page, it will already be
here. If not, you will need to enter the approgrielartfield values in the

Page 14
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=
Express Purchase Order Al
Purchase Order
Unit: UMS08 PO Status: Pend Appr
POID: NEXT Budget Status: Mot Chicd =y

Copy From: [T Hold From Further Processing
*PO Date: @l@ vendor Search
Vendor @0\ Yendor Details

“Vendor ID: 0000006331 Q. CREATIVE OFFICE PAVILION Receipt Status: Mot Recvd
*Buyer: O\ Employes Name *Dispatch Method: | Print » Dispatch |
POReference: |
HeaderDetalls PO Acthities Merchandise: TR
PO Defaults FreightTax/Misc.: 0.00 J
Add Comments Total Amount: 0.00 USD 7
Lines
Line Item Description PO Qty *UoM Category Amount Status
v 1 B Q ‘Desks |¥a ‘ 20 |:|Q| o | | Active B
Schedules
Sched *Ship To PO Qty Price Amount Status “Distribute by
- 1 B [000000020/2, | I 100.00] | | Active B
ReqDetail | Statuses
Dist  Status Percent PO Qty Amount Curr *GL Unit  *Account Oper Unit Fund Dept Program  Class Bud R
1 omen | I I [umeosa | o ol Ja] o[ Ja[ Ja

Expand Al Collapse All 3

] I | - . =
& Internst Hoon - |

Step Action

17. If you need to enter additional Lines, click tBellapse All link
Collapse All
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New Window | Help | Customize Page |

Express Purchase Order
Purchase Order

Unit: UMsS08 PO Status: Pend Appr

POID: NEXT Budget Status: Motchkd B
Copy From: [T Hold From Further Processing

=

*PO Date: 03/30/2009 B} Vendor Search
Vendor CREATIVE 0-001 |Q, Vendor Details

“VendorD:  [0000005331 | CREATIVE OFFICE PAVILION Receipt Stafus:  NotRecvd
*Buyer: Q Employee Mame *Dispatch Method: 'F’nnt—V| i I
PO Reference: |

Header Details PO Activities Merchandise: 2,000.00 Calculate |
PO Defaults FreightTaxiMisc.: 0.00

Add Comments Total Amount: 200000 USD

Line Item Description PO Qty *UoM Category Amount Status

b1 B @ [Desks |& [ 200000 o la. [ 200000 Active @

Expand All Collapse All

Goto: ‘ More "|
ESave| ENnnfyl %s Refresh EwAdd | JF Upd
@ | >
€ mtermnet E 100% -
Step Action
18. Then click theAdd a new row icon at the end of the Line just entered.
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-

Explorer User Prompt

*PO Date: @IE} Vendor Search

Vendor @IQ Wendor Details

*Vendor ID: [o000006331 | CREATIVE OFFICE PAVILION
*Buyer: Q Employes Mame

PO Reference: |

Header Details PO Activities
PO Defaults
Add Comments

Home | Worklist | MultiChannel Console | _Add to Favorttes | _Sign out
Script Prompt:
Enter number of rows to add: .
Cancel New Window | Help | Customize Page | [,
Purchase Order
Unit: UMs08 PO Status: Pend Appr
PO ID: NEXT Budget Status: NotChikd g
Copy From: [C1Hold From Further Processing
s

Receipt Status: Mot Recvd
“Dispatch Method: | Print v |
Merchandise: 2,000.00

) ] Calculate
FreightTaxiMisc.: 0.00
Total Amount: 2,000.00 USD

Find  First 41 o1 0 Last

Line Item Description PO Qty *UOM Category Amount Status
b1 By @ [Desks [ 200000 [ Q] la | Active
Expand All Collapse All
Gota: |- Mare.. v
Bl save ‘ [=] Motify | 4 Refresh Er Add Upd:
< | >
javascriptisubmitaction_win0{document, wind, PO_LINE_SCROLL$newmS0$E0'); °Intamet H00% T
Step Action
19. Enter the number of rows needed in the prompt tdxenters by default.

Click theOK button when ready.
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MuttiChannel Console | _Add to Favorites

Sign out
New Window | Help | Customize Page | (B

Express Purchase Order
Purchase Order

Unit: UMS08 PO Status: Pend Appr

POID: NEXT Budget Status: NotChkd T
Copy From: [ Hold From Further Processing

=

*PO Date: @I@ Vendor Search

Vendor CREATIVE 0-001 |@ Vendor Details

*Vendor ID: Q CREATIVE OFFICE PAVILION Receipt Status:  NotRecvd

“Buyer: Q Employee Hame *Dispatch Method: | Print v Dispatch I

PO Reference: |

Merchandise:
Header Details PO Activities 2,000.00 calcuiate
PO Defaulis FreightTaxiMisc.: 0.00 —I
Add Comments Total Amount: 2,000.00 USD

First [1] 12072 [*] Last
Line ltem Description PO Oty *UoM Category Amount Status

« B @ Desks |& [ 200000 [ af |a[  zo0000] Active EE=
o) 2 m | & | ol a| | e me

pand Al Collapse All

Goto: ‘ ... More .. v|
& save | [=] Motify | %y Refresh Er Add Upd
< | &
javascript :submitAction_winO{document. wind,'PO_PHLS_PE_EXPAND _PEE1"; o Internet H100% v

Step Action

20. Click theExpand Schedule Section button (small triangle) to expand that row.
[E]
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Worklist | _MuttiChannel Console | _Add to Favorites | _Sign out

New Window | Help | Customize Page | B,

Express Purchase Order
Purchase Order

Unit: UMS03 PO Status: Pend Appr

PO ID: NEXT Budget Status:  MotChkd T3
Copy From: [ Hold From Further Processing

~

*PO Date: 03/30/2009 ] Vendor Search

Vendor CREATIVE 0-001 |2, Vendor Details

*Vendor ID: Q CREATIVE OFFICE PAVILION Receipt Status:  NotRecvd

“Buyer. [osssss | Emplayee tame “Dispatch Method: | Print v Dispaten |

PO Reference: |
Merchandise:
Header Details PO Activities ere = 200000 Calculate
PO Defaulls FreightTax/Misc.: 0.00
Add Comments Total Amount: 2,000.00 USD

Line Item Description PO Qty *UOM  Category Amount Status

o1 B Q‘DeSks |E’& | 200000 [ || o | 2,000.00] Active =
. Q| & | = | | e G

Sched *Ship To *PO Qty Price Amount Status *Distribute by

B 8000000020/ | || | Active @ HE

Exp All - Collapse All

Goto: |- More .. v

B
|a

€0 Internst H 100w v

Step Action

21. Then click the arrow in th&chedules section to expand all sections for line 2.
[

Last changed on: 3/31/2009 12:45 PM Page 19




Process Document
Financials 9.0: Creating Express POs

# MaineStreet

(EI3
Express Purchase Order =
Purchase Order
Unit: UMS08 PO Status: Pend Appr
PO ID: NEXT Budget Status: Mot Chkd
Copy From: [ Hold From Further Processing
| [~ Header
*PO Date: @I@ Vendor Search
Vendor @IQ Vendor Details
"VendoriD:  [0000006331  |Q  CREATIVE OFFICE PAVILION Receipt Status:  Not Recvd
“Buyer: [ossmms  |@ emcloyee ame “Dispatch Method: | Print 3 | Dispaten |
PO Reference: |
Header Details PO Activities Merchandise: 2,000.00 Calculate 3
PO Defaults FreightTax/Misc.: 0.00 _l
Add Comments Total Amount: 2,000.00 USD
Line Item Description PO Qty *UOM  Category Amount Status
b1 B Q, [Desks |8 [ 200000 [ @ la[ 20000 Active =

v 2 B | |& | | [ ]a] a | aowe E

Sched *Ship To *PO Qty Price Amount Status *Distribute by
- 1 B [s000000020] @, | | | | Active &
| statuses
Dist Status Percent PO Qty Amount Curr *GL Unit *Account Oper Unit Fund Dept Program Class Bud Rei
oo [ I | [uwsosla ] || lal & al Jaf Ja]
|
< i} I 2 |
& Internet B0 v

Step Action

22. Enter the data for the new line like you did lfae 1 in step45 - 18.
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MultiChannel Congole [ Add to Favorite

=~
[ Hold From Further Processing i |
*PO Date: 03i30/2009 @ Vendor Search
Vendor CREATIVE 0-001 |Q, Vendor Details
*Vendor ID: 0000006331 C,  CREATIVE OFFICE PAVILION Receipt Status: Mot Recvd
*Buyer: 009999 CL Employes Mame *Dispatch Method: | Print ~ Dispatch I
PO Reference:
Merchandise:
Header Details PO Activities ere e 2.000.00 Calculate |
PO Defaults FreightTax/Misc.: 0.00
Add Comments Total Amount: 2,000.00 USD
Line Item Description PO Qty *Uom Category Amount Status
b1 B @ [Desks | [ 200000 [ & le.[ 2o0000] Active =
= 2 B [} |Chairs |E€1 | 20| l:lo\‘ |®\ | | Active B
Schedules o
Sched *Ship To *PO Qty Price Amount Status *Distribute by
- 1 B |sono0000z0|@, | | 20.00] | | Actve &
*( Assetinformation | RegDetal | Statuses
Dist Status Percent PO Qty Amount Curr *GL Unit *Account Oper Unit Fund Dept Program Class Bud Rel
1 oopen [ I | [umsos|a | =Y el Ja al__Ja[  Ja
Expand All Collapse All
Goto: | More ... v
B save | =] Motify | % Refresh
|
] I ] 2
& mmkermet B -

Step Action

23. When finished, click th&ave button.
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‘# MaineStreef

Home | Worklist | MultiChannel Console | _Add to Favorites | _Sign out

(=3

Mew Window | Help | Customize Page | /5,

PO Dispatch Routing

PO Dispatch Routing

Business Unit umMsoa

PO Number MEXT

When the dispatch method on the PO is set ta print, the
employee named below will receive a pdf file containing the
actual PO for printing and sending to the vendor. You can change
the employee to whom the pdf file is sent by selecting another
name using the prompt. Click OK when done.

Note: If the PO Type is Prepaid, the pdffile is sent to the user for
your campus who is responsible for getting the check cut that
needs to go with the order. This name cannot be changed.

User ID 0099999 Q Employes MName
ok | cancal | Refresn |
Done & mtermnet 100% <

Step Action

24, ThePO Dispatch Routing page determines to whose worklist the pdf of e P
will go. If it needs to go to someone other tham person named, you can change
the User ID before clicking OK.

Click theOK button.
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Process Document
Financials 9.0: Creating Express POs

MuttiChannel Co Add to Fa Sign out
B
™
Copy From: [] Hold From Further Processing 0
~ Header
*PO Date: 03/30/2009 1 Wendor Search
Vendor CREATIVE 0-001 |Q, Vendor Details
*Vendor ID: 0000006331 G CREATIVE OFFICE PAVILION Receipt Status: Naot Recvd
“Buyer: [ossess |Q Employes Neme “Dispatch Method: | Print 3 | Dispaicn |
PO Reference: | [Amount Summary |
Merchandise:
HeaderDetails PO Adtvities erchandise: AN |
PO Defaults FreightTax/Misc.: 0.00
Add Comments Total Amount: 2.400.00 USD
Line Item Description PO Qty *UOM  Category Amount Status
P B @, [Desks [ [ 200000 [ & [wsd e[ 200000] Active =
s 3 B @, [chars |& | 200000] [ | e | 400.00] Active =
Schedules =
Sched *Ship To *PO Qty Price Amount Status *Distribute by
- 1 B [s000000020]@, | 200000/ [ 20.00000] | 400.00]  Active B
Chartfields Y DetalsTax | Assetinformation |
Dist Status Percent PO Qty Amount Curr *GL Unit  *Account Oper Unit Fund Dept Program Class Bud Reil
1 Open 100.000|| 200000  400.00 USD [UMS08|QY | e | la | e | e | e | e |
Expand All Collapse All
Goto: |- Mare . v
& save | [=] Notify | 4 Refresh
el
i, i’ ] ll
€ Internet | E 10% v Al

Step

Action

25.

End of Procedure.
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