Purchase Order Processing
Step by Step



Financial Management - Procurement = Purchasing = Purchase Orders

ﬁm WJJF ensy Bowling Green 00@

myFavorites | F|nanC|aI Management [ Human Resources | |Jt||lt\|' Management | Malntenance LOE 508 q’

Purchase Order List Q show Search
94Y é@%@ @sl @ List
e — L —

0of1at1 1000-124 - Administration.Grants 2016-00001109 Schneider - Mobile Home Repair
Dof1at1 @ 1000-124 - Administration.Grants 2016-00001110 | CBG Ickes - Mabile Home Repair
\/ Approved @ l 1000-150 - Administration.Finance 2016-00001091 CBG l ADA accessibility updates to the city ...
v Approved &  1000-150 - Administration Finance 2016-00001070 | CBG APRIL'16 POSTAGE CHARGES
\/ Oof1ath é 1000-522 - Administration.Planning 2016-00001118 | CBG Review of Traffic Impact Study for 163...
v Oof1até & ISUUU-Parks&Recreaﬁnn 2016-00001115 . CBG .Pond Maintenance
\/ Dof1ath é 5000 - Parks & Recreation 2016-00001114 | CBG Supplies for Simpson Garden Park
\/ Dof1ath é 5000 - Parks & Recreation 2016-00001098 | CBG Fencing @ Ridge & Hockey Rink @
v oftath &  5000-Parks & Recreation 2016-00001096 | SBKT Open PO for Concessions
v Doftats &  5000-Parks & Recreation 2016-00001099 . CBG Mew Shelter Signs
v 0oftats = lEUUU-Parks&RecreatiUn 2016-00001118 l CBG lPressure Treated 2¢12 v

m

Click “New” to start a new Purchase order



P.O. Entry Screen
Two Sections —
Top is Header — Bottom is Item Detail

INeWWoridSysteniss Bowling Green 0@@

myFavorites | Financial Management | Human Resources | Utility Management | Maintenance

Purchase Order List

Purchase Order

9969 8|4 é HEny

Approval Status -~ NIA Validation Status  N/A Printed  NiA Encumber Funds N/A
Template | M &Y Purchasing Address 14/ 4 | v bl
Department | 1000-150 - Administration Finance v S T
Vendor M. ) DelverbyDate | |&d
i ! e Expiration Date I:Iﬁ
e | V] Resolution Number | |
Ermshe I EI Assign to Buyer I lﬂ
Bill To Location | P-1000 - Administration [v]
ttem |014] 4 |’~Ne‘«"‘p v bl BB numberofitems 0 Total  $0.00 Encumbered Amount  $0.00
item ® Detail
W | |:i& Vendor Part Number | |
pessipin | < Eloee -
Quanty ShipVia | ™
Unitof Measure |Each - Each v ShipTo |P-1000 - Administration vl
Price per Unit | | s000 Freight Terms | |v|
GIL Account | Ivi@@ Confirming Request || 1099 Item [

Taxable tem [ Create Mew Asset [ ]

Saveivew 50— ] Defeic e ] - '




PO Header New Purchase order — Header
A
R _ : (#]+]X)

INCIWorIaS)Steriss Bowling Green

myFavorites | Financial Management | Human Resources | Utilit\[ Management | Mainfenance

1

Purchase Order List

Purchase Order

Type a partial vendor name to select vendor from list

9969 8|4 ety
Approval Status  NIA Validation Status  N/A Printed MN/A En ber Funds N/A
Template I E Purchasing Address 14 4 | v_ bRl
Department | 1000-150 - Administration.Finance g GlLDate 05092016 |
Vendor | |"| Deliver by Date I:I%
Description | Expiration Date I:Iﬁ
Type I I Resolution Mumber | |
FomType | I Assign to Buyer | lv|
Bill To Location  JP-1000 - Administrafion |v]
Description for “your information” — does not
_ print on PO — only shows in “lists” on the system.
Two ChO_ICGSZ _ This helps you identify the PO when looking for it
CBG - City of Bowling Green Standard P.O. later.

SBKT — Super Blanket P.O. - multiple items over
time from the same vendor (eg. Office supplies)

SBKT — Blanket form for SBKT type PO
STND - Standard form for CBG type PO



This is the same as the five
digit account number (eg.

This individual item
description will print on the

P.O. Detall - Items

If you need more space for
your description

73700 — fees) P.O. (eg. “Blue Pens”)
itern N4l 4 |“N9W> / Eli | B8  umpdfotitems o Total  $0.00 Encumbered Amount  $0.00
item / ® Detail
ftem | i /I ~[EE3E A Vendor Part Number |
Descri [;ﬁon | 7 | (=4 Employee | v @
Quantity | | ShipVia |
Unit of Measure | Each - Each V] ShipTo |P-1000 - Administration vl
Price per Unit | | s0.00 Ereight Terms |
GIL Account | / |V|g@ Confirming Request || 1099 item [ |
Taxable ltem || Create New Asset [ |

;’..i.é\ref.liev, ltem .S.a\re.flnlew PO 1

Your fund, department, and
account that you want to
charge. XXXX-XXX-XXXXX

Uadete lem @

If you want to “split fund”
this item between multiple
accounts. (see next slide)



NeOWoAS oS

Charge multiple accounts

Bowling Green

myFavorites | Flnannal Management | Human Resources | Utl|lti,| Management | Maintenance

Purchase Order List

Purchase Order 2016-00000891

998984 ¢ Jenty

Vendor STAPLES
Amount - $15.00

Description  Materials and Supplies - Blue Pens

Purchase Order Number  2016-00000891
Percentage Distributed  100%

i1 010.150.74518 - Materials & Supplies

0 Errors

Account number must match the “Item”
from the previous screen and must be the
same for each “split” for this item. (eg.
74518)

V4 @ B [ 00%\

|1010.140.T4518 - Materials & Supplies

@ B

]DD

Vg

4/ 4 |Page10f1

SEE

v

\

v
Can use amounts or percentages

Save when finished. Once you’ve saved, hit “Cancel” to return to
the prior screen --yes, it’s odd but that’s the way it works.



Adding Multiple Items

ﬁ Lﬁ@;}_{j SICTIS Bowling Green 06@

myFavoritesl | Financial Management [ Human ﬁesourcesl | I'Jtillli'ty I\Hanagemer"lt | Maintenance

Purchase Order List

Purchase Order - 2016-00000892

90EDD|L & ZEnty

Approval Status 0 of1at1 Validation Status  NIA Printed Not Printed Encumber Funds Yes
Depanment | 1000-150 - Adminis ) Purchasing Address | 4] 4 |[STAPLES OFFICE SUPPLY - Primal ]| p [
Vendor |52551- STAPLES |+ GIL Date
Description | Office Supplies for Planning Meeting EQ Deliver by Date
Type | CBG W Expiration Date
Form Type ISTND - Standard M Resolution Number | |
Bill To Location | P-1000 - Administration || Assign to Buyer | |v|

ftem |14 4|ComputersandMateriaIs—wireIessM PIPI BB numberofiiems 2 Total $45.00 Encumbered Amount  $45.00

item \ﬂ X Detail LN
jtem 74120 Computers and Materials| vi@& Vendor Part Numk| |
Description |wire|ess mouse |@ Emplayee \‘ |Vi@
Quanty |  1.0000] shipvia |\ v
Unit of Measure |Each -Each E Ship To |P—100Ndministration M
i | 5300000 | V]

Price per Unit | $30.0000)  $30.00
g See GiL Distribution | @ Confirming Reque

1099 tem [

GIL Account |10
Taxable ltem

" Savelllew ftem ““SaveliewPo | Deletettem J DeletePO m

\ Once you save your first item, you can then select
“Save/New Item” to add other items to your Purchase
order. In the middle of the screen you can move through
the items you've included.




Quotes — documentation for items over $750.00
(City policy requires this)

« Two ways to document quotes that you’ve obtained

— Add a Note to the PO and type the information concerning the various
vendors and amounts.

— Attach a document from you computer containing vendor quotes or
other documentation

A\ Wrlrd NAKTE "r"
Click this icon to add a —‘ib”ﬂ 24l w2 Jﬂ;.',.;

note (when screen myFavorites | Financial Management | Human Resources | Utility Manag

pOpS Llp C”Ck add Save F‘u<r|:hase Order List
when done). Purchase Order - 2016-00000892
99 €TD| 4 & FEnty
Approval Status 0 of 1 at1 Validation Status  N/A Printed Mot Printed
Click this icon to add a
document from your - EEEEETIERTEET d
computer. Vendor |52551- STAPLES v

Description  Office Supplies for Planning Meeting @




Validation and the Approval Process

* Once you’ve completed and saved your purchase order you must validate
and approve your work.

* Once you've validated and approved the P.O. the work flow set up for your
department begins for any other approvals needed.

Bowling Gree

Validate
(CheCk mark) Purchase Order List |
Purchase Order - 2016-00000892
Walidation Status  NiA Printed Mot Printed Encumber Funds Yes
Approve Purchasing Address
Department
(thumbs up) T —
Wendor |52551-STAPLES [ GIL Date
Description i!:_*TF_E_@_“_E’P.".F’:?.I‘IF..F.'_'_E'_’J.E_‘.’15!_!"{‘5":?‘_!?9 !ﬁ: Deliver by Date

Type CBG ¥ Expiration Date




Approval Status

et WorinSysierriss Bowling Green

n'i\'.rFavo'rites | Financial M'anagemént'[ Human Resources | IJtiIity Ménagement | Maintenance

Purchase Order List

Purchase Order - 2016-00000892

99¢ @)@4@ & & Approvals
Y A

L1-Dept. Entry (1)

Once you select “Approve” hit “OK”
—we prefer you don’t send the
approval to a specific user, hitting

L2AT (1) )

L3-Finance (1)

L4-Administrator (1)

pprove] Bory

Y

“OK” will send it to all eligible

approvers at the next level.

Purchase Order Information a Ingas T Wichghor Il PO p- u p
Add Approyal
General ;
Sendto User/ Available Users: Selected Users:
General Totals Joe Fawcett (L4-Administrator) )
Department Administration.Finance Total Cost $45.00 Lari Tretter (L4-Administrator) —)
Vendor 52551 - STAPLES Amount Voided $0.00 NWS (L4-Administrator) }L))
Status  Edit Amount Expensed $0.00 «
Contact Mame STAPLES OFFICE SUPPLY Amount Encumbered $45.00 -)
Purchasing Address  DEPT 36-0000007929 Amount Discounted $0.00 E)
PO BOX 9020 Amount Remaining $45.00
City DES MOINES omments | |
State 1A Dates m
Zip Code 50368-9020 GIL Date  05M1/2016




Printing, Posting and Sending your P.O.
 The Bad News:

— The system will not tell you when your Purchase Order has been through all
the approval steps and is ready to print and post.

— You have to look to see the status of your P.O. in the purchase order list. This

Is where you first went to start your new P.O. (Financial Management -
Procurement - Purchasing - Purchase Orders.

e The Good News:

— This process has eliminated a great deal of paper and has improved the
accuracy and timeliness of the entire purchase order process! You can now

see where in the process items are sitting and you can decide to print a paper
copy of the P.O. if you need one.



Print and Post
(You have to do this)

Once the P.O. has been Print —when you print, the print file goes to your reports section
approved you must print and where you can decide to send the output to a printer if so desired.
post.

You can also email your P.O. to the vendor or anyone else using this icon.

Bowling Green

myFavorites | Financial Mana~Zement | Human Resources | Utility Management | Maintenance

Purchase Qrder List

i

v’ Approved i 10[][] 121 - Administration. Administrati... 2016 00000884 Replacemem Laminator-Fellows Yen...

\/ Oof1atz . % 10[][] 124 - Administration.Grants 2016~ EIUEIDUE!BT CBG Fair Housing Adverising - Can Halders

¥ 4 Doffatd = 10Q0-150 - Administration Finance 2016-00000892 CBG Office Supplies for Planning Meeting

v" Dof1at2 % 3000NSafety Department - Police 2016-00000888 CBG Veh 102/Collision Damage ﬂl

v’ Approved % A000-419N Public Works Department....  2016-00000878  CBG I-75 & E Wooster Sttraffic light - need... @

Post — you aren’t finished until you post!



Changing or Deleting a Purchase Order
Financial Management - Procurement - Purchasing - Change Purchase Orders

1. The first step is to find the purchase order that you want to change. The light blue area below is the
search section. Complete as little or as much of this section and hit search. Unless you are looking for a
purchase order that is already in the change process you must UNCLICK the “CHANGE PROCESS ONLY”
check box! Click “Search.”

myFavorites | Financial Management | Human Resources | Utility Managem~ .t | Maintenance 13 E 516 .

Changed Purchase Order List Q Hide Search

Purchase OrderNumber | A Vendor | [v
Department | / |i] Type I .

Change Process Only

M

Dof1at3 Open 3000 - Safety Department - Police  2016-00000837 Bicycle Maintenance
v’ Approved Open @ 4000-415 - Public Works Depart.. | 2016-00000024 | CBG Sidewalk Snow & lce Removal
v Approved . V-Pend =i . 6510 - Utility Administration . 2015-00002082  CBG - Computer ﬂl
v" Approved V-Pend @ 6510 - Utility Administration 2015-00002180 CBG Monitor
Dof1at1 C-Pend é 7000 - Utility Water & Sewer 2015-00000417  CBG dell truck laptops @
v Oof1atd . Open = . 8000 - Utility Water Treatment F‘Ia.... 2016-00000406  CBG - Chlorine analyzer
v Approved V-Pend =i 9000 - Utility Water Pollution Cont... 2016-00000420 | CBG 6" DeZurik plug valve for plant...

View Subshitute Vendors . Complete . Untlo Complate | | Mass Complete .




Changing or Deleting a Purchase Order (cont.)

To change a purchase order: Once you have searched and found the purchase order you want to change, click
the blue hyperlink P.O. Number. You can make any changes you want to the P.O. You must then save, validate,
and approve, jusiike with a new P.O. This then starts the P.O. process. You must check back here to see
when it is approved\and then you may print and you MUST POST.

NetoWworiaSyste Bowling Green

myFavorites | Financial Management | Human Resources | Utility Management | Maintenance

Changed Purchase Order List Q Hide search

9LY S HDY D@D List
Purchase Order Mumber l:l

Department |1000—1 50 - Administration.Finance

vendor | [+

Type I [~

Change Process Only [

=3
myTasks | Validated Changed G/L Date |Status Delivery

v e e T
1000-150 - AdminisWation.Finance 2016~ 00000449 Property and Liability Insuran...

1000-150 - Administratiwg.Finance  2016-00000410 CEIG Bank Fees .
1000-150 - Administration.Mgance  2016-00000662 l CBG EQUIPMENT MAINTENACE l g
1000-150 - Administration.Finahge | 2016-00000624 | CBG JANUARY 16 POSTAGE

1000-150 - Administration.Finance N2016-00000387  SBKT 2016 MEMBERSHIP FEES

1000-150 - Administration.Finance Ge00000358 | CBG Telephone Senvice
Bof1at1 QOpen % 1000-150 - Administration.Finance 2016-00000275 SBKT Phone Service
1000-150 - Administration.Finance = 2016-00000372 | CBG Office chair for Assistant Adm... @
1000-150 - Administration.Finance = 2016-00000359 . CBG Cellular Phone/Pager/WiFi ... .
1000-150 - Administration.Finance = 2016-00000670 . CBG 2016 Copier Leases
1000-150 - Administration.Finance  2016-00000822 . SBKT 2016 AMBULANCE BILLING . v

m Substitate Vendors Complete | Undo Compleiz T Mass Complete .




Changing or Deleting a Purchase Order (cont.)

To delete a purchase order: Once you have searched and found the purchase order you want to delete,
highlight the row (by clicking in a blank portion of the row containing the P.O.) and select “Complete”. You
must then validate, and approve, just like with a new P.O. This then starts the P.O. process. You must check
back here to see when it is approved and then you MUST POST.

“ vetw, J@f«-‘{.ﬁ enisy Bowling Green : = OO

m\yFavorltes | FlnanC|aI Management [ Human Resources | Utlllt\[ Management |' I\.-'Ialntenance 13 E'Siﬁ -

Changed Purchase Order List Q| Hide search

LY G HDUB|@ List
Purchase Order Number l:l Vendor | [+

Department |1000—1 A0 - Administration Finance E Type I N
Change Process Only [

1000 150 - Administration.Finance | 2016-00000449 F'ropert.r and Liability Insuran...
1000-150 - Administration.Finance . 2016-00000410 | CBG Bank Fees
1000-150 - Administration Finance | 2016-00000662 | CBG EQUIPMENT MAINTENACE @
1000-150 - Administration.Finance | 2016-00000624 | CBG JANUARY 16 POSTAGE
. 1000-150 - Administration.Finance . 2016-00000387 | SBKT . 2016 MEMBERSHIP FEES
. 1000-150 - Administration.Finance . 2016-00000358 - CBG -Telephone Senvice
Oof1at1 C-Pend = 1000-150 - Administration.Finance 2016-00000275 SBKT Fhone Semice
1000-150 - Administration.Finance  2016-00000372  CBG Office chair for Assistant Adm... @
. 1000-150 - Administration.Finance . 2016-00000359 - CBG - Cellular Phone/Pager/WWiFi S... .
. 1000-150 - Administration.Finance . 2016-00000670 | CBG .2015 Copier Leases

1000-150 - Administration.Finance = 2016-000005822 ' 3BKT 2016 AMBULAMCE BILLING v

" View | " Remc-ve.-' Refresh N | Substinte Vendors s Co aiz i | Undo Complete Mass Complete J

C-Pend indicates that the P.O. has been used and is now being completed — the remaining balance returned to
budget. V-Pend indicates that the P.O. is being voided (it has not been used) and the entire balance is
returned to budget.




