Verify Purchase Order Initiation 

Menu Navigation:   

· eProcurement

· Manage Requisitions
At the Manage Requisitions panel you will need to enter search criteria to find the original requisition.  

4. Business Unit

5. Requisition Name

6. Requisition ID

7. Date From/Date To
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4.  Business Unit


Enter the 5 digit Business Unit of the requisition.  This will default to your Business Unit.

5.  Requisition Name



Enter the requisition name, if you like.  This is not required.

6.  Requisition ID


Enter the 10 digit requisition number.  This is the best way to search.

7.  Date From/Date To


Enter the Date range that the requisition was created during.  This defaults to the last 
week.

Click on the “Search” button to find your requisition based on the entered criteria.

If a PO has been created for this requisition, the “Status” column will say “PO(s) Created”.

To obtain the PO number, click the requisition number link under the Req ID column.
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Once you have clicked the Req ID number you will be taken to the Requisition Details screen as shown below.

Under each line item you will see a small triangle to the left of the line that says “PO Information”. Click on the triangle to obtain your purchase order number(s).  Make sure to open each triangle to get the PO number for all lines.  Record all PO numbers.
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Complete the Purchase Order
Menu Navigation:   

· eProcurement

· Buyer Center

· Manage Purchase Orders
At the Manage Purchase Orders page you will need to enter some of the five (5) criteria to find your purchase order.

8. Business Unit

9. Vendor ID

10. PO ID

11. Buyer

12. Date From/Date To
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8.  Business Unit


This should default to your Business Unit if not; enter your 5 digit business unit number.

9.  Vendor ID


Enter the 10 digit PeopleSoft vendor ID if known.  Not needed to search.

10.  PO ID


Enter the 10 digit PO number you got from the manage requisitions page.  This is the 
best search criteria to enter.

11.  Buyer


Enter the Buyer ID of the buyer assigned to the PO at creation.

12.  Date From/Date To


You can limit your search frame based on the date of PO creation.  This will find only


POs created during this time frame.

Once you have entered all your search criteria click the “Search” button to find the PO(s) for the criteria you entered.  You will see the PO(s) you have found under the List of Purchase Orders section.
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If there were attachments that were needed to be sent to the vendor, these will be shown on the PO.  Before finalizing of the PO it is recommended to open the Attachment and print.
In the column to the far right of the purchase order number link there is an icon (paperclip) where you will find the attachment from the requisition (you will need to click on this link to open the attachment to print a copy of it if you want to send it to the vendor awarded the purchase order).
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Once you have clicked the attachment link you will get a “View” link for each attachment that you have, click on the “view” button.  You will get a gray message box that asks if you want to “open”, “save”, “cancel”, etc….you will select “open”.  At this point you should be viewing a copy of the attachment to the PO and you will select the “printer” icon to print a copy.  You will repeat this process for each attachment that you have for the PO.  To exit the attachment feature, click the small x in the upper right hand corner of the panel then click the “OK” button to go back to the manage purchase orders panel.
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Once you have found the correct PO you need to finish updating, click on the PO number link in the “PO ID” column.  This will retrieve the PO form where required /optional information may be entered.
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You will be taken to the PO Form Screen.  Before you can print your PO you must complete the Header Details and Tier 2 Details on the PO.  The Edit Comments and the Line Comments are optional.

13. Header Details

14. Edit Comments

15. Line Comments 

16. Tier 2 Details
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13.  Header Details (required)


Click the “Header Details” link to access and complete all necessary information for the 
Header Details Page.

Once you are at the PO Header Details Page you will need to complete/verify four items.

17. PO Type

18. Billing Location

19. Tax Exempt/ID

20. Method
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17.  PO Type


If it does not default correctly, then click the magnifying glass to pick the correct PO type.  

18.  Billing Location

Verify that the default Billing Location is correct.  If it is not, select a Billing Location by clicking the Magnifying glass and selecting your location.

19.  Tax Exempt/ID

The check box must be marked.  Enter your tax-exempt number or enter the State’s.  The State’s
is 0003118568001.

20.  Method


Set the Method to Print.

*** If you are processing a request from Staples or Fastenal, then it should default as “EDX”.   Please leave it as “EDX” so that it will electronically dispatch to the vendor.***
Once you have entered all necessary information click OK to be taken back to the Maintain Purchase Order screen to enter Header Comments.

14.  Edit Comments

This link allows the user to enter Header Comments if necessary.
After clicking on the “Edit Comments” link you will be taken to the PO Header Comments screen where standard comments may be selected or free form comments may be entered manually.  If the comments entered or selected should appear on POs sent to vendors, click on the “Send to Vendor” checkbox located below the comment field.
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To add a standard comment, click on the “Copy Standard Comments” link.  This will open another panel where you must complete three fields to choose your comment to be added.

21. Action

22. Comment Type

23. Comment ID
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21.  Action


The action always needs to be “Copy Comment”.

22.  Comment Type


Click the magnifying glass to get the comment type you need.  

23.  Comment ID

Click the magnifying glass to get the comments available.  Once you have picked this the actual comments will populate in the Comments box for your review to make sure this is the correct comment.

Once you have the comment you want click the “OK” button to return to the PO Header Comments screen.  Repeat this process to add all comments you desire.
When you have finished entering Header Comments, click on the “OK” button to return to the Maintain Purchase Order panel.

15.  Line Comments

To enter comments about a line item of a PO you will need to click the line comment icon ( 
) to access the PO Line Comment screen.
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To add line comments follow the same directions as section #14.

16.  Tier 2 Details

Click the “Tier 2 Details” tab to access the panel to enter the MBE/WBE sub participation percentages for your PO. This information must be entered in order to save the purchase order.
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For QPA purchases, the Tier 2 information will be entered by clicking on the “Copy Contract Tier 2 Info” button as shown.  The field(s) will auto-populate with the correct information as listed on the contract.  The participation amount will not increase with multiple clicks.  If a new line is added to the Purchase Order, the Tier 2 information will automatically increase the total participation.  If a Purchase Order Vendor does not have Tier 2 information, a comment will come up on the screen saying “This Purchase Order is not associated with a Tier 2 contract” as indicated in box 2 below.   Keep in mind that this functionality only works when using QPA contracts that contain minority or women owned business participation. 
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If a small purchase, then check the RFQ Solicitation package Minority Participation form.  If the vendor has M/WBE sub-participation, the vendor will either have it marked as a percentage or a dollar amount total of the bid.  It will also tell you if the subcontractor or supplier is an MBE or WBE and give the name of the company.  Once you have found the information, you will follow the steps outlined below to enter the information into PeopleSoft.

Once the Tier 2 Details screen is up you will be entering information on the MBE/WBE vendors being used for sub-participation on this PO.

24. T2 Type

25. Bidder ID

26. Percentage
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24.  T2 Type

Click on the drop down button to show three choices.  The choices are “None”, “MBE” and “WBE”.  Choose the type of participation.  If your contract has no sub-participation and you choose “None”, you can return to the main panel and finish processing.

If you have selected the type of participation (Minority or Woman) it will open a new field under the “Bidder ID” heading.  
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25.  Bidder ID

Enter the 10 digit Bidder ID if known.  If not, then click the magnifying glass and you will be taken to the search for the Bidder IDs.  This field will allow you to select only certified MBE/WBEs.  The listing you will see will be based on the Tier 2 Type (T2 Type) you have selected.  If you selected Minority all you will see are the certified Minority Businesses.  You cannot select the prime vendor as the MBE/WBE vendor on the PO because it will not save.  

The best way to search is by the Name 1 field, this is the company name.  You should change the drop down to “contains” and use a portion of the company name.  Once you have found the correct vendor click on the vendor link and it will fill the Bidder ID and Name fields.
26.  Percentage
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Enter the percentage of the MBE/WBE sub-participation of the contract.
To add any additional participation for this PO, you will click on the blue + to add a new row of information and then follow all the steps for each additional entry.  Once you have entered all participation for the PO you will then click the “Refresh” button and the system will calculate the MBE and WBE participation and dollar amount total for you.  The total for the participation cannot be 100%.  If you list 100% MBE/WBE participation, you will get an error message and not be able to save this PO.  

When finished with sub-participation number(s), return to the PO Form tab.

You will need to indicate whether or not the purchase order is for a Leased Asset prior to saving.
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Check either “No” or “Yes” and click the “OK” button to return to the main panel of the purchase order. 
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If the items are leased assets, then your agency will need to follow the instructions in the Lease Guide for ePro Users on the IDOA Procurement website at http://www.in.gov/idoa/2934.htm 
You will need to save the PO on the main panel.

View a Printable Version of the Purchase Order

To view/print a copy of the PO you will click on the link titled “View Printable Version”.
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A message will pop up saying “Do you wish to save the current document?  Document cannot be printed if it is not saved.”  If you choose yes, document will be saved and printed.  If you choose no, document cannot be printed.”  Click on the “Yes” button.
A new window will open with Report Manager.  (This page works much like Process Monitor.)  If you don’t see the new window, look on your Windows “Task Bar” for an open window titled “Report Manager”.

Click the “Refresh” button until the “Run Status” and “Distribution Status” columns say “Posted”.  Then click the blue “details” link to the right.
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On the following page, click on “View Log/Trace”.

On the new page, locate the blue file link that ends with “.PDF” and click on it.
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A new window will open with a picture of your Purchase Order.  Verify that everything is correct, including the vendor’s addresses.  If so, click the printer icon in the top left corner to print a copy and skip down to “Approve the Purchase Order”.

If there is anything wrong with the way the Purchase Order looks, make a note of it and close the window.  The Report Manager window will also need to be closed.  The PO Form panel should still be available behind the Report Manager window.  From there, you can make any necessary changes.

Changing the Vendor’s Addresses
If necessary, you can change the vendor’s addresses.  You will first need to find the appropriate Location in the vendor database.  A vendor Location is a specific combination of an ordering address and remitting address.  
Make a note of the vendor’s ID number located near the top left corner of the PO Form.
In the top right corner of the PO Form panel, click the “New Window” link.  A new window will open to allow you to navigate to the vendor database.  The current window displaying the PO Form will remain open for easy access.
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In the new window navigate as follows:

· Vendors

· Add/Update 
· Vendor 
At the vendor search screen you will be able to enter any of four (4) search criteria into the Find an Existing Value tab.

27. Vendor ID

28. Short Vendor Name

29. Name 1

30. AOS Vendor ID

[image: image27.png]an X
P~

&) hieps:/cev=50.gmis in.gov/psp/fsS1qa/EMPLOYEE/ERP/c/MAINTAIN_VENDORS VNDR_ID.GBLIPORTALPARAM_PTCNAV=EP VNDR ID_GBL&£OF + G | 42| x [J[=) ing

e Fovortes s B hitp--wenwin gov-idoa-fil.. ] Web iice Gallery +
& vendor Tl

Favgjtes Man Menu > Vendors > Vendor Information > Add/Update > Vendor

EDNewWindow (DHelp [ htp
Vendor Information

Enter any information you have and click Search. Leave fields blankfor a list of all values.

Setd: B D a,
Vendor iD: begns with +
Short Vendor Name: ~ begins wilh + aQ
Our Customer Number: begins with + Q
Name 1: begns with + Q
AOS Vendor I0: “begns with +

Search || Clear |gasic search (& Save Search Criteria

G Locs!intranet | Protected Mod: Off G- mi0w -





27.  Vendor ID


Enter the 10 digit PeopleSoft Vendor number.  This is the best way to search.

28.  Short Vendor Name


This search is based on the first 10 characters of a vendor’s company name.  This does

not include any punctuation.  First change the drop down box to “contains” and then enter the first 10 characters of the vendor’s name to search the file.  This is the worst way to search.

29.  Name 1

This search uses the company name.  First change the drop down box to “contains” and then enter a unique portion of the vendor’s name.

30.  AOS Vendor ID


Enter the vendor’s tax ID number.  You can enter the full 9 digits or you can change the


drop down box to “contains” and put a portion of the tax ID.  If you enter only a portion of 


tax ID, you will get all vendors that have that combination in their tax ID.

Example: if you entered contains 7942 you will get vendors with 7942XXXXX,

X7942XXXX and any other combinations.  This is best to use if you enter all 9 digits.

Once you have entered all of the search criteria click the “search” button and you will either be taken to the vendor you searched or be given a listing of the vendors that meet your search criteria as shown below.

You will be taken to the summary screen of your selected vendor.
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31.  Summary


The summary will give you many pieces of information from the vendor file.  You will be 
able to view all current locations with all addresses associated with the location.  

32.  Contacts


This tab gives you all contact information that the system has associated with each


vendor address.  

The top of the Summary screen shows:

36. Vendor ID

37. Vendor Short Name

38. Vendor Name

39. Order

40. Remit

41. Status
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36.  Vendor ID


This is the PeopleSoft number assigned to the vendor.

37.  Vendor Short Name


This is generally the first 10 characters of the vendor’s name.

38.  Vendor Name


This is the vendor’s legal name as recorded with the Auditor of State.  

39.  Order


This shows the order address for the default location for this vendor.  There might be


more order addresses associated with this vendor, but only the default location 


information is shown.

40.  Remit


This shows the remit address for the default location for this vendor.  There might be


more remit addresses associated with this vendor, but only the default location 


information is shown.

41.  Status


This shows the status of the vendor.  Your status must be “Approved” to be able to use 
the vendor.  

The bottom half of the screen as seen below has three (3) items for you to view.

42. Locations Tab

43. Address Tab

44. Show All Columns icon 
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42.  Locations Tab


This tab contains information about each location that is used to determine the correct


location needed.  


45. Location


46. Loc Status


47. Used for


48. Addr


49. Descr
[image: image31.png]=) X
RV . 2047550 gris g/ 591a/EMPLOYER/ERP c/MAINTAIN.VENDORS VNDR I.GBLIPORTALPARAM.PTCNAV=EP YNORDGBLAEOF = || x

U Favorites

"5 B Mtp-wonwin gov-idoa-fil. 2] Web Sice Galery +

& Vendor

ENewWindow (DHelp [ Customize Page Tnttp

i

s oo
- Jr—
VedorShortame: THEUNFORN  THEUNFORI1
Vendortame: 7€ UNFORM HoUSE
o TeEwFoR o0t et TeEwFoR o0t

e e

INDIANAPOLIS, IN 46202 INDIANAPOLIS, IN 46202
Status: Approved Last Modified By: 1248868
Persistence: Regular Last modified date: 0712012010 7:29AM
Classification: Outside Party Created By:
e class oo Dttime
‘Open for Ordering: Yes Last Activity Date: 12/072011
womon: ves
i o
s pescron arss v s ne2 s e [zocese et

e oo | owmupoLs I sz [owromurouszno
s oner

iosion|prta[ytetes[rostame P VS e
oo e onss, togs 0507 077 11405 [osazoto e [orert fe——s
oo e onse, tous 080 0rTs 115 [osnazoro e [Remito -
e T T T f—s
Mo e pon e ez ostaeomo e [Remito -

@ Localnranet [ Protected Mode: OFF





45.  Location


This gives the location number for this vendor.  The Pay Method Column will have a 
notation if the vendor is set up to receive ACH payments.  The Loc Name will display a 
QPA number if the location is tied to one.

46.  Loc Status


This shows if the location you are reviewing is active or not.  You should only use active


locations, as an inactive location will cause your PO to error.

47.  Used for


This column shows the type of address for this location.  The only two types you need to 
use are Order and Remit.

48.  Addr


This shows the address number associated with the type of Used for

49.  Descr


This column shows the last four digits of the vendor tax ID and any sub codes if 
applicable.  You will also see “No Auditor of State Payment” for addresses that are not 
registered with the Auditor of State and cannot be used as a remit address.

43.  Address Tab


This tab gives the corresponding address associated with the Remit and Order 


Addresses from the Location Tab.
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44.  Show All Columns Icon


Clicking this Icon  
 combines the information on both the Location and Address

tabs into one view with all columns.  This is what is recommended to be done to see all

information in one place.

IF THERE IS NO LOCATION AVAILABLE OFFERING THE CORRECT COMBINATION OF ORDER AND REMIT ADDRESSES, then contact the Auditor of State vendor coordinators with the pertinent information, so that a new location can be set up.

Close the window displaying the Vendor Information.  The PO Form window will still be available behind the Vendor Information window.

Once you have found the correct vendor location and Order Address number, you will need to return to the Purchase Order panel.  On the Purchase Order panel you will need to click on the blue “Vendor Details” link next to the vendor.  This will bring up the Vendor Details panel.  
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At the vendor details screen you will need to enter two items.

51. Location

52. Address
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51.  Location

In the Location field enter the 6 digit location number noted during your research.  

52.  Address

In the Address field enter the Ordering address number noted during your research.  No zeros are needed before the number.

Once you have entered both of these items click on the “OK” button.  

Setting Purchase Order Lines to Amount Only

If the requisition lines were set up for the purchase order to be “Amount Only”, then click on the Attributes Tab and click on the check box labeled “Amount Only” for each line needed.
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Changing the Payment Terms on the Purchase Order
*Payment terms are used to calculate the net due date, discount due date, and discount amount calculations for Vendor payments. Accounts Payable uses these payment terms and timing methods to schedule payments for invoices and to calculate amounts remitted to vendors.
*Payment terms may specify either a single payment or multiple payments. Payment terms may specify a discount for early payment, for example 2% discount if paid in 10 days, otherwise the full amount is due in 30 days, see 2NT30 where a discount of 20.00 is taken if paid within 10 days of the invoice date. Payment terms may set a rebate percentage - a percentage reduction for each day early the payment is made.
*Payment terms may also set delay days, see the example below for 15TH. If the invoice is dated between the first and the 10th, the payment will be scheduled for the 15th of that month. If the invoice is dated the 11th through the end of the month, the payment will be scheduled on the 15th of the following month.
*Multiple payment terms will create multiple payments for a single invoice and voucher. For example, annual building rent of $125,000 may be invoiced at the beginning of the year and 12 payments will be created, one each month for the next year.
*Payment terms calculate the scheduled payment date based on the invoice date. The Auditor of State attempts to create the payment two business days before the scheduled due date.

Indiana uses AREAR as the default payment terms except for employees where the default is ZERO (for immediate payment). Payment terms other than the default should be included in a purchase order after negotiation of the best price and terms available.
*A payment will not be created until the voucher has been fully approved, even when the approval occurs after the calculated payment due date.
To change the payment terms, click on the blue “Vendor Details” link.
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Then click on the magnifying glass to the right of the Terms box.
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Click on the appropriate payment term based on the contract language.

Asset Information on the Purchase Order
The Buyer can verify through the eProcurement>Buyer Center>Manage Purchase Orders>Details icon> Schedule icon>Distribution/Chartfields icon> Asset Information tab as shown in the panels below.
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The Buyer can also make an item an asset that is not automatically set as one (through the UNSPSC code chosen on the requisition) by adding the AM Business Unit and Profile ID on each line of the purchase order (as needed).  If the purchase order line contains the AM Business Unit and a Profile ID and the item should not be an asset, then the information in the fields can be removed.

Click the “OK” button and at the man po panel click on the “Save” button.

Approve the Purchase Order

Menu Navigation:   

· Purchasing

· Purchase Orders
· Approve Amounts
If the purchase order amount is in “Pending” status and is under your agency’s delegation of approval, then at the Amount Approval page you will need to enter the Business Unit and Purchase Order number.  Click the “Search” button to find your Purchase Order.

[image: image42.png]2] hitps:/ce=50.gmis in.gov/psp/fsS1qa/EMPLOYEE/ERP/c/MANAGE_PURCHASE_ORDERS.PO_APPROVAL AMT.GBLIPORTALPARAM_PTCNAV=Ef + G | 42| x [I[=) ing

an X
P~

i Favorites 5 http--wwwin.gov-idoa-fil. 2] Web Sice Gallery ~

G T

Favorites  Mai Menu > Purchasng > Purchase Orders > Approve Amounts

ENewWindow (DHelp Ehtp
Amount Approval

Enter any information you have and click Search. Leave fields blankfor a list of all values.

T

Maxmum number of fows to return (up to 300): [300
Business Unit:

- poost @
PO Number: ‘beginswith - [0012526647 |
setip: begins wih + Q
Contract ID: begins with + @
Release Number: R

‘

Purchase Order Reference: begins with

Search || Clear |gasic search (& Save Search Criteria

G Locs!intranet | Protected Mod: Off G- mi0w -





The Purchase Order Amount Approval page will open displaying information about your PO.  To Approve the Purchase Order you will need to complete one item.

You will have to make sure that the “Approval Action” is set to “Approve”.

Click on the “Save” button at the bottom of the page.
The Approval Status displayed at the top of the page will change to “Complete” when the action has been saved.  You can now continue with the final purchase order steps.
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If the purchase order is over your agency’s delegation, then you will need to submit the following information to the poapprove@idoa.in.gov email account: Business Unit, PO number and PO Type.  Once reviewed and approved by IDOA the Agency will need to finalize, Budget Check and Dispatch the Purchase Order.  The agency will be responsible for any copies to the vendor and the agency Accounts Payable section.
Finalize and Budget Check PO

Menu Navigation:   

· eProcurement

· Buyer Center

· Manage Purchase Orders
Once you have found your Purchase Order and are at the Maintain Purchase Order page you will have to complete three (3) final items before your Purchase Order is ready to be sent to the awarded vendor.

53. Finalize Document

54. Budget Check

55. Dispatch
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53.  Finalize Document

This releases any funds that were pre-encumbered in the requisition stage that are under the amount of the Purchase Order.  This needs to be done before the Purchase Order is dispatched.

To do this you will click the finalize document icon (
).
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54.  Budget Check

The PO status must be “Approved” in order to run the budget check process.  This process will encumber the PO funds in the system.   

Click once on the Budget Check icon (
) to initiate the budget check process.  
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Once the Budget checking process is completed you will see changes to the Budget Status and the Doc Tol Status.  If you get an error for either of these statuses, you must contact your Head Procurement person to help you get these errors corrected.  The final status for both Budget and Doc Tol must be “Valid” and “Valid”, before you can finish processing.

OFFICE SUPPLY AND FASTENAL PURCHASE ORDERS MUST NOT BE MANUALLY DISPATCHED - STOP HERE!!!!!
55.  Dispatch

To Dispatch the Purchase Order it must have these three statuses: PO Status as “Approved”, Budget Status as “Valid” and Doc Tol Status as “Valid”.  Click the “Dispatch” button to be taken to the Dispatch Options panel.
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Once you are at the Dispatch Options panel you will have to complete/verify three (3) three items.

56. Output Destination Type

57. Output Destination Format

58. Print PO Item Description
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56.  Output Destination Type

This must always be “WEB”.

57.  Output Destination Format

This must always be “PDF”.

58.  Print PO Item Description

This box must always be checked.

Once you have all the correct information entered you will click the “OK” button.  You will be asked if you would like notification when the dispatch process is complete.  Click the “Yes” button.
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Once the dispatch process is complete you will be taken back to the Maintain Purchase Order panel and the PO Status will change to “Dispatched”.
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Click the “Save” button.  This completes the process.
Once the goods/services have been received from the vendor see the Receiving Against an ePro Purchase Order  Quick Reference Guide on http://www.in.gov/idoa/2935.htm for complete instructions on issuing a receipt.
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