5/19/2005 Requisitions and Receiving

RE-DISPATCHING A PURCHASE ORDER QUicK GUIDE
___ )

Search:

| [©

[> My Favorites

Begin by navigating
to:

Purchase Order

Purchase [> University of Maine System Enter any information you have and click Search. Leave fiel
Orders o Jendors. : —
[~ Purchasing / Find an Existing Value '

[» Requisitions

[» Request for Quotes

= Purchase Orders Business Unit:
[» Change Orders

Jomsos

I Review PO Information Purchase Order: | begins with ||
I Repors Purchase Order Date: | = v| |
— Maintain Purchase

- PO Status: - v|
— Create Backorders Short Vendor Hame: begins with v||

Purchase Order
Enter any information you have and click Search. Leave fields hlank for a list of all values.

{ Find an Existing Value '

Business Unit:

Search for a
Purchase Order at
the

Ums0o8 Q

page . Purchase Order: | bedins with v || |
Purchase Order Date: [= v] [ IE
PO Status: = v | |
Short Vendor Name: begins with v | |
Vendor ID: |begins with + || |Q
Name 1: | hegins with || |
Buyer: |beg|ns with + || |Q
PO Type: = v| | v|

Purchase Order Reference: | begins with || |

[case Sensitive

Search Clear | Dasic Search B Save Search Criteria

Search Results
Onlythe first 300 results can be displayed. Enter more information above and search again to reduce the number of search results
Wiew All 1-100 of 300 [3] Last

Click on the desired
to

Vendor ID Name 1

Purchase
0

view It' 8000000286 04/04/2005 Dispatched PARTY PEOP-001 0000000001 Party People  EKLEBAN Reqg Order (blank)
8000000287 04/04/2005 Dispaiched PARTY PEOP-001 0000000001 Party People  T8RR1  Ren Order (blank]
8000 276 040272005 Dispatched PARTY PEOP-001 0000000001 Party People  TBRR20 Pers Srv  (blank]
UMS08  BO00000ZTS 04/03/2005 Dispatched PARTY PEOP-001 0000000001 Party People  TBRRE21 Pers. S (hlank)
UMS08 2000000278 04/02/2005 Dispatched PARTY PEOP-001 0000000001 Party People  T8RR18 Pers Sn (hlank)
UMS08 3000000277 04/02/2005 Dispatched PARTY PEOP-001 0000000001 Party People  T8RR1S Pers Sn (hlank)
UWS08 8000000373 0D4/02/2005 Dispatched PARTY PEOP-001 0000000001 Party People  T8RR34 Pers. 8w (hlank)
LS 00000271 JAma2n0s  Digosiched PARTY PEOP-001 O000000001 Partv Penole JToRESS Pan re fhlankd
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/ POForm {_ Schedule

The Purchase Order will resemble a Requisition.

A g
unit; UMS08 PO: 8000000287 PO Date: ] AXTHE
Vendor: [PARTY PEOP-001 | ap: [0000000007 [ Lookup Details Buyer: [ERR1__ | Training ReqRecBUS

PO Status: Dispatched Receipt: NotRecvd Budget Status: valid

Department charging is Strategic Procurement

Sel Line ltel Description PO Qty *UOM Category Amount Curr Status
O 2.5 Ghz G5 Macintosh B |  10000/En [ELECT|Q.  2000.00 USD Active
Merchandise: 200000  AdjAmt U_Uoﬂ Total Amount: 2000.00 USD Backorder Status:Mone
*Goto: Header Details Defaults ltem Search Header Comments Line Details  Requisitions

From the pull-
down menu, select

000000287

= Lookup Details *Buyer: l:l Training ReqRec BUS

Budget Status: Valid

03-PO Dispatched History k
PO Qty Ua-Preview PO Status
IEU?-POF.CTNIHQS e =
06-Category Search
08-Backorder PO
09-Document Status Inquiry
10+ e
11-Matching
13-Header Misc. Charges
14-Freight Calculation
15-Budget Check
16-Budget Status-Prorated
17-Budget Status-MProrated
18-Doc Talerance Checking

Ghz G5 Macintosh

[ 0005  Total Amount: 19-Doc Tolerance Exception one
20-

m Search Header Comments 22-0pen Qty/Amount

Ftalog Line Comments ... More ... v

On the

the options as
shown here.

Dispatch Options

Dispatch Option

page, set

Print Duplicate on PO: [] Test Dispatch
Print Changes Only
, .
Fax Cover Page: I:I [ print BU Comments
Server Name: PSUNK | Q [ print copy
*Output Destination Type: Humber OF Copies: l:l

*Qutput Destination Format: | POF w

OK Cancel | Refresh |
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‘Would you like to wait for confirmation that the PO Dispatch process has completed? (10208, 44)

Your requestis currently in process. If you choose to wait, once the process has completed, you will be
returned to the updated PO. If you choose not to wait, please check the Process Monitor to verify that the
scheduled process has completed before accessing the PO being dispatched.

My, Yes Mo

PO Dispatch Routing

Business Unit UmMsos
Purchase Order 3000000287

When the dispatch method on the PO is set to 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.

Mote: If the PO Type is Prepaid, the pdf file is sent to the user for
your campus who is responsible for getting the check cut that

G needs to go with the order. This name cannot be changed.

User ID |h—8RR'1 |O\ Training RegRec BUS

oK | Cancel| Refresh |

)

Microsoft Internet Explorer

'E Purchase Order, 8000000287, has been scheduled for dispah:f'{ The process instance number is 7411, ;}0208,47)
L

Please check the Process Monitor to verify that the scheduled process has completed before accr =sing the PO being dispatched.

o}

Note the . Use
the (PeopleTools >
Process Scheduler > Process Monitor) to
check the status of the process.

RE-DISPATCH COMPLETE.
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