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Create a Purchase Order

This section defines how to raise a purchase order (PO) for the following scenarios:
1. Create a PO for items ordered by quantity
2. Create a PO for items order by amount only

3. Create a PO for multiple departments
4. CopyaPO
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An Approved PO must exist in PeopleSoft before an order can be placed with a supplier.

& = All purchase orders are to be raised using the PeopleSoft Express PO
poase note.- functionality
= NZ Purchase Order
When raising the PO, the buyer uses amounts exclusive of NZ GST. The
system will calculate the appropriate GST based on the supplier setting.

= Off Shore
Overseas GST or VAT amounts must be included in the Purchase Order
amounts. Overseas suppliers are configured so the system does not
calculate GST

= The routing of a purchase order for approval is determined as follows:

o If single department on PO, routing is by department code and
delegated financial authority (DFA)

o If multiple departments on PO, routing is by the buyers reporting line
and associated DFA.

o The workflow is fixed and the buyer is not able to change it. If routing
is incorrect, or an individual PO is to be sent to a different approver,
please contact the procurement team.

Create a Quantity PO for Goods

& When creating a Purchase Order for goods best practice is to order by quantity
please note-- not by value (‘famount only’).

If ordering 5 items, then 5 should be entered in the quantity field, with the price
for a single item entered in the price field. This then allows for receipting of
short delivered goods, and also to transfer the items into the asset register
where this is required.

Quantity PO is also to be used for “hourly rate” Purchase Orders.

Objective
Create an express PO for ordering goods from a supplier.
Things you need before starting to enter your Purchase Order:

e Supplier
e Item/s to be purchased
o0 Item prices
o0 Item quantity
e Item Category, General Ledger Codes and Cost Centre Code
e Project Code or CEA number where applicable

If you have been requested to raise a PO, then make sure that you have been provided all
the relevant information from the requester.
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& A CEA (Capital Expenditure Authority) needs to be entered for Capital
ase note- Expenditure and Assets. It is obtained by submitting a CEA request form which
Ple is saved on SharePoint. Contact Decision Support Team for access.
A project Code is issued by the Decision Support Team in Finance.
STEP START A NEW PURCHASE ORDER
Path Purchasing WorkCentre > Add/Update Express POs
1. Onthe Add

a New Value
tab

2. Click Add

Express Purchase Order

Find an Exisfing Yalue Add 2 New Value

Business Unit UNITC |,
PO IDNEXT

B 2

Find an Existing Value | Add a New Value
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STEP

ADD PURCHASE ORDER HEADER INFORMATION

1. Enteror
select the
Supplier

2. Enteror
select the
Buyer

3. Optional —
enter PO
Reference

Ifa CEAis

required, it goes

in the PO

reference field.

The Dispatch
Method defaults
from the
Supplier setup.
If it defaults to
“print” do not
changeto
email, as it
means we have
no email on
record.

Express Purchase Order
Purchase Order

Business Unit UNITC

PO Status  |nitial

POID MEXT
POA Status  Awaiting PO Dispatch
Copy From [ Hold From Further Processing
Header
*p0 Date 16M12/2016 #  Supplier Search
“Supplier ADHETEC 2 Supplier Details
O"Pv‘ier 1D (0000000038 % Adhesive Technologies Lid Bepeint Stotve !y Rooud
(> e o | *Dispatch Method [Emal ] |
PO Refererﬁnlel PO Reference here| E Amount Summary
leader Details Activity Summary Merchandise 0.00

PO Defaulis Add Comments Freight/Tax/Misc. 0on

PO Activities Add ShipTo Comments Total Amount 0.00 NZD

Header VAT

= Actions

Add Items From

Catalog liem Search

Purchasing Kit
Lines Find

Line Item Description POQty *UOM  Category Merchandise Amt
i
254 characters remaining

Expand Al Collapse All
View Printable Version View Approvals Goto ... More ...

Save || MNotify | i3 Refresh

Calculate
First ‘&' 10f1 Last
Status
=
Open [
™
+ Add || 2] Update/Display

&

please note-

= Dispatch method of the PO

you can't remember the PO Number

Selecting a supplier will default the following details
=  GST Applicability (15% or none)

(Print or Email)

= Payment Terms (20 next, 20 this month or pay now)
= Payment Method (Check / EFT)

Adding a reference will aid when searching for a particular Purchase Order, if

The person entering the order is restricted to creating orders with their own name as the
buyer. Some users may be authorised to create orders for specific other buyers. This is
administered by IMS.

&

please Note-

Selecting a buyer will default the following
e Department
e Ship To Location
e Location
[ ]

correct)

details

Buyer's Phone / Fax details (please contact IMS if these details are not
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Adding Justification for Approval and Attachments

It is important that you add some notes to your purchase order so the approver knows why
they should be approving.

You can also add an attachment if appropriate — this could be a copy of a quote that has

been received.

STEP

ADD JUSTIFICATION AND ATTACHMENTS

In the Header
area

1. Click Add

Header

*PO Date |16/12/2016
=Supplier ADHETEC

5l Supplier Search
A supplier Details
*Supplier ID 0000000038 A Adhesive Technologies Ltd
*Buyer HAUYEUNG

PO Reference Enter PO Reference here

Receipt Status Mot Recvd
*Dispatch Method

Amount Summary (2

Upload

Cancel

leader ails ctivit ummat Merchandise 0.00
Com ments :o Il;ehtl:le:s ‘ ia:vg:marnsw Freight/Tax/Misc. 0.00 Calculate
PO Activiies Add ShipTo Comments Total Amount 000 NZD
Header VAT
~ Actions
Add Items From
Catalog ftem Search
Purchasing Kit
1. Enter your PO Header Comments
justification Help
Comments |nt0 Business Unit UNITC PO ID NEXT Supplier ADHETEC
the text box
*Sort Method [Comment Time Stamp v] *Sort Sequence Sert
H Comments Find | View All First ‘4 10f1 '} Last
2. Click the - }
H Use Standard Comments Comment Status Active nactivate +
Optlons for the nter PO justification here A
comments —
Approval
JUStIfIC&tIOﬂ Send to Supplier Show at Receipt
Show at Voucher wnppro\ral Justification
AttaCh a document Associated Document
. - Attachment Attach View Delete Email
if required &
From -= PO UNITC-NEXT
3 . C“Ck AttaCh OK Cancel Refresh
4. Click Browse File Attachment
Help
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STEP

ADD JUSTIFICATION AND ATTACHMENTS

5. Navigate to & Choose File to Upload >
and Se|eCt the 1 = » ThisPC » Documents » v O Search Documents =]
document to be Organize v Mew folder =~ [ @
attached m . - .

H @ OneDrive ame yPE
6. Click Open
R Custom Office Templates File folder
& This PC .
.;ﬂMy Shapes File folder
B Deskiop Outlook Files File folder
= Documents Snagit File folder
‘ Downloads User Productivity Kit File folder
J’! Music & 3 way match image PMG File
=] Pictures B Copy of list of 9.2 versus 9.1 documents Microsoft
B Videos &| PO Process PMG File
. . ﬁ Suppliers Microsoft
i OSDisk (C)
== STAFF (KIWILUI
== STUDENT (\\KIW
== PSOFT (\\uniadf
¥ Metwork v <
File name: | Suppliers V| All Files (*.7) w
P
7. Click Upload File Attachment
Help
C:WUsers\Bgerbich\Documents\Suppliers docx | Browse._ |
Upload Cancel
8 C“Ck OK PO Header Comments
Help
Business Unit UNITC POID NEXT Supplier ADHETEC
*Sort Method [Comment Time Stamp ~ *Sort Sequence[Ascending  v| Sort
Comments Find | View Al First ‘4" 10of1 ‘»/ Last
Use Standard Comments Comment Status Active =iz 14|
Enter PO justification here LTK?
Send to Supplier Show at Receipt
Show at Voucher @Appmvﬂl Justification
Associated Document
Attachment Suppliers.docx View Delete O Emait
From -= PO UNITC-NEXT
OK Cancel Refresh
& Each comment can only have one (1) attachment. There can only be one

please Note-

active approval justification.

If you need to attach more than one document, scan all documents into one file,
then attach.

&

please Note-

You can add other comments and attachments, for example a comment and
attachment to be sent to the supplier with the purchase order when it is
dispatched. The process is similar to what is described above.
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Add Line Detalils

&

please note-

Please ensure that the description is meaningful. It must state what goods or
services are being ordered. Do NOT enter ‘as per contract’ — the correct
description would be “Teaching Services for Computing from 01/02/17 to xy
date” or something similar.

STEP

ADD ORDER DETAILS

1.

2.
3.

Enter

Description

Quantity
Unit of
Measure

Express Purchase Order
Purchase Order

Business Unit UNITC

POID NEXT

) E—
Header (¢

PO Date 16/1222016 5

*Supplier ADHETEC
*Supplier ID 0000000035
*Buyer HAUYEUNG

PO Reference [Enter PO Reference here

Supplier Search

L Suppiier Details
L Adhesive Technologies Lid
@ hauyeung

PO Status  Pend Appr

POA Status  Awaifing PO Dispaich

[ Hold From Further Processing

Receipt Status  Hot Recvd
*Dispatch Method Dispatch

Amount Summary

1.

Enter
Description

Click Look
up

Select
Category

SeflD UTCIT

Category |
Description stat

6 Look Up Clear Cancel
Search Results
View 100 First ‘4" 120f2 '/ Last
Category Description

269500 Stationery & Office Supplieaa
51130000 Statistics Services

Basic Lookup

(U O M) Header Details Activity Summary Merchandise 0.00 T
PO Defaults Edit Comments Freight/Tax/Misc. 0.00 =
4 Looku PO Activities Add ShipTo Comments Total Amount 000 NZD
: p Header VAT
Categor
g y Add tems From (7
Catalog item Search
Purchasing Kit
Lines (2 q Find  First ‘& 10f1 '}/ Last
Line Item eescripu'nn PO Qty oM Cmgnrﬂ Merchandise Amt  ggatys
m a g Q a ~ m EHE
[E])
242 characters remaining
Expand All Collapse All
View Printable Version View Approvals Goto ... More ... (3]
LOOk Up F=" PP O P =Y
Cat Look Up Category
? Help

N
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STEP

ADD ORDER DETAILS

1. The category

Add Items From (2

. Catalog Hem Search
Code IS Purchasing Kit
H Lines (2 i i 3 ]
populated in - Descrption POy oM Cabgoy  MechmdseAm s
the category | g . = 6 [t amm ol o, @ 90
fie I d . ;42 characters remaining
Expand All Collapse All
V\;annlab\eVersmn > View Approvals Goto ... More ...
This defaults the
GL code
To enter the
price on a
Quantity PO
2. Expand the
line
The Line . Purchasing Kit .
Lines (% Find First ‘&' 10f1 '} Last
SCheduleS area Line ftem Description POQly <UOM  Category Merchandise Amt  gtatyg
is displayed L B REE A O ey @ O
@
242 characters remaining
Schedules Find First ‘4 1of1 ‘&' Last
1. Enter the Sched *DueDate  *ShipTo *PO Qty Price Merchandise Amt Status *Distribute by
unit price 4 [E [161212016 |[ijINWARD_GDIQ 50000 ssutox 000 Active & & =]
into Price
1 Expand All Collapse All
fleld View Printable Version View Approvals Goto ... More .

1. Click
Calculate
button

The pricing is

now populated
in the Amount
summary area

Header
*PO Date [16/12/2016 5 Supplier Search
*Supplier ADHETEC A Supplier Details
=Supplier ID @ Adhesive T jes Lid Receipt Status Mot Recvd
*Buyer HAUYEUNG Q  hauyeung Dispatch Mathad [Fmail
PO Reference [Enter PO Reference here Amount Summary
Header Details Activity Summary Merchandise 2750
PO Defaults Edit Comments Freight/Tax/Misc. 413
PO Activities Add ShipTo Comments Total Amount 31.63 NZD o
Header VAT
= Actions
Add ltems From (7
Catalog Hem Search
Purchasing Kit
Lines 7 Find  First ‘4 10f1 ‘' Last
Line Item Description POQly <UOM  Category Merchandise Amt  gyatys
& m HE
. B 50000 [EA |C269500 Q| THD ooy @

Adhesive UHU &
[E]

242 characters remaining
Schedules Find First ‘4 1of1 ‘" Last

Sched *DueDate  *ShipTo PO Gty Price Merchandise Amt Status *Distribute by
1 B2 [161212016 | INWARD_GDQ 5.0000 5.50000 2750 Active & & E=
Expand All Collapse All
View Printable Version View Approvals Goto .. More ...
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Checking/Changing the Cost Centre

STEP

CHECKING/CHANGING THE COST CENTRE

Check the Cost

Add ltems From (%

Catalog ltem Search
Centre Purchasing Kit
Lines (7 Find  First ‘&' 10f1 » Last
1 Expand the Line Item Descripfion POGty =uOM Category Merchandise Amt  gtatus
. _ . El[=
Schedules x & [t m A THO
[E]
. 242 characlers remaining
Ilne Schedules Find First ‘&' 10f1 '} Last
Sched *Due Date *Ship To *PO Qty Price Merchandise Amt Status *Distribute by
4 [ 16122016 | INWARD_GD! Q 5.0000 550000 2750 Active B & =l
Expand All Collapse All
View Printable Version View Approvals Goto _ More
1. Check and Lines & B e e s e
X Line item Description POQly *UOM  Category Merchandise Amt  statys
editthe cost | - B Lsew E ame Qw0 g, & S
[E]
Centre 242 characters remaining
H H H Schedules Find First ‘&' 10f1 '}/ Last
I nform atl On If Sched *Due Date *Ship To *PO Qty Price Merchandise Amt Status *Distribute by
[ [16M2/2016 |jj[INWARD_GDY Q| 5.0000 5.50000) 2750) pctive Quaniity ~ +[=
. 1 B % & HE
Distributions Personalize | Find | View AI\Iﬁl ’] First ‘4 1of1 '} Last
Enter P roj eCt Chartfields | Defails/Tax || AssetInformation | ReqDetail || Statuses | [0
I f t Dist Status Percent POQly Merchandise Amt Curr  *GL Unit *Account Dept Product :gfﬁ Project
hn orma I?n 1 Open 100.0000! 5.0040 27.50 NZD UNITC |, [269500  [90RP @ Q Q
ere. Refer < i >
Expand All Collanse All
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Splitting PO Line between GL Codes or Cost Centres

At times the costs of a Purchase Order will be split between two or more GL codes. This
needs to be set up at the PO creation stage.

&

please Note-

There are two options for doing this:

If we expect only one invoice and the distribution is fixed, we do this by adding
distribution lines to the PO line. This makes voucher creation easier and faster
for AP. This is the process described here. We will not be able to change the
allocation during receipting.

If we are expecting multiple invoices, and the ratio by which the cost needs to
be split can vary from invoice to invoice (standing order), then we need to
create separate PO lines per cost centre, GL code or project so we can control

the allocation during receipting. In this case we use the “Add another PO Line”
functionality.

STEP

SPLITTING PO LINE BETWEEN GL CODES

If the PO line is to be split between multiple GL codes you need to add a new line
to the Distributions area

1. The total

I f h Line Description POQly *UOM  Category Merchandise Amt  Sgatus
value of the | B -: & 5.0000 [EA Q269500 Q TR penting B (=]
goods isin o
. 242 characiers remaining
the pl’lce Schedules Find  First ‘4 10f1 * Last
f. Id Sched *Due Date *Ship To PO Gty Price Merchandise Amt Status *Distribute by
e ¥ ¢ B 181122016 |[ijINWARD_GD! @ 50000 550000 27500 pctive & & +1[=]
2 . EXpand Expand All Gallapse All
View Printable Version View Approvals Goto _ More ﬂ
Schedules P Ry NPV PN e
line to edit
GL codes
B
1. SCI‘Oll tO the Lines Find  First ‘4 10f1 '}/ Last
H Line Item Description POQty =UOM  Category Merchandizse Amt  ggap,
right

- ala a2 Q 7500 = EHE
. B 2[Adhesive UHU & 50000 [EA |C[269500 | THO popging @
=

242 characters remaining

Schedules Find  First ‘4 10f1 b Last
Sched *Due Date *Ship To *PO Gty Price Merchandise Amt Status *Distribute by
1 By [16/12/2016 | INWARD_GD{Q 5.0000 5.50000 2750 Active & & salc|
Distributions Personalize | Find | View Al | | B8 Fist 4 1or1 ' Last

Chartfields | Details/Tax || Assetinformation || ReqDetail | Statuses | [F=8

Dist Status Percent PO Gty Merchandise Amt Curr =GL Unit *Account Dept Product ECVE“

e Project

1 Open 100.0000 5.0000 27 50 NZD UNITG |3y 269500 T, [90RP

¢ 9

1. Click +
To add a new
distribution line

Z&2 CNAraciers remaning

Schedules Find First 10f1 Last
Sched *Due Date =Ship To *PO Oty Price Merchandise Amt Status *Distribute by
4 [ [16/1212016 | INWARD_GD{Q, 5.0000 550000 2750 Active B & il (=]
Distributions Personalize | Find | View All | LT'| Q First ‘4" 10f1 '} Last

Chartfields Details/Tax Asset Information Req Detail Statuses | [0

Dist Status Percent roject Activity Source Type  Category Subcategory

1 Open 100.0000 a Q Q Q Q b‘ J
<
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STEP

SPLITTING PO LINE BETWEEN GL CODES

1. Confirm the
number of
lines to add

2. Click
OK

9 oK A
Cancel I

Script Prompt:

Enter number of rows to add:

Depending on the type of Purchase Order you are creating, you can distribute by
amount, or quantity.

If you have selected the PO to be Amount Only — as in for a service — then you
can only distribute by amount.

Lines (%

Find  First ‘4 10f1 '} Last
. Line Item Description POQty =UOM  Category Merchandise Amt  ggatys
Quantity, a9
B Q|Anheswe UHU | I 50000 [EA |@[269500 Q| 27500 i =
distribute by e = * ' Pending
&
. 242 characters remaining
Quantlty Schedules Find First ‘4 1ef1 ‘%' Last
Sched *Due Date *Ship To *PO Oty Price Merchandise Amt Status *Distribute b
Amount .
Amount 1 B [16M22016 | INWARD_GD] Q| 5.0000 5.50000 2750 Active - % & E=
1
distribute by $ Distributions Personalize | Find | View | 2] [ Fist ¢ 12012 Last
Chartfields | DefailsiTax | Assetinformation | ReqDetail | Statuses | =50
value .
Dist Status Percent PO Gty Merchandise Amt Curr *GL Unit *Account Dept Product urit . Project
1 Open 100.0000 5.0000 27.50 NZD UNITC |3, 269500 0, [90RP Q. Q, )
2 Open 0.00 NZD uNITC | [269500 Q, [90RP Q Q Q
€ >
Expand All Collapse All
1 E nter 542 characters remaining
) Schedules Find  First ‘% 1of1 '» Last
q uantltl es for Sched *Due Date *Ship To *PO Qty Price Merchandise Amt Status *Distribute by
each ¢ [ (16122016 [ INWARD_GD{Q 5.0000 550000 2750 Active B & & =]
dlstrlbutlon Distributions Personalize | Find | view sl | 2] [ Fist ¢ 42002 0 Last
Chartfields | Details/Tax || Assetinformation | ReqDefail || Statuses | [0
code
Dist Status Percent PO Qly Merchandise Amt Curr *GL Unit *Account Dept Product ot Project
k 1 Open 40.0000! 2.0000 11.00 NZD UNITC | 269500 Q, [90RP Q Q Q
2 . LOO u p 2 Open 60 0000, 3 uouoo 16.50 NZD UNITG |2, [269500 Q, jp2sr fo aQ Q
Dept Code < &) >
Expand All Collapse All
View Printable Version View Approvals Goto .. More ... ﬂ
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STEP

SPLITTING PO LINE BETWEEN GL CODES

- Header VAT
Notice the
Add ltems From (7
Percentage
. 3 ) Catalog Htem Search
distribution for Purchasing K
. Lines (7 Find First ‘&' 10f1 '} Last
each line has P — Bescripton POG WOM Camgoy  Merchandse Amt Satus
B i 2 5 HE
been calculated B | [ sowjammo AL 70O ey @
=
by the system. 242 characters remaining
Schedules Find First ‘&' 10f1 '} Last
Sched *Due Date *Ship To *PO Qty Price Merchandise Amt Status *Distribute by
B2 [16112/2016 |3 [NWARD_GDYQ, 5.0000 5.50000) 27.50) Active Quantity ~| 8 & EE=
You could have CE " - Oy 1
entered f|gures Distributions Personalize | Find | View All | £ | Q First ‘&' 1-20f2 ‘& Last
. h f. Id Chartfields || Details/Tax || Assetinformation | Req Defail || Statuses | [0
In t ese Ie S’ Dist Status. Percent PO Qty Mefchandise Amt Curr *GL Unit *Account Dept Product Egi:a“ Project
|nStead Of PO 1 Open 40.0000 2.0000 1100NZD  [UNITC |Q [269500 Q, [90RP Q [} Q
Qty 2 Open 60.0000 3.0000 1650NZD  [UNITC |y [269500 Q [p2sR Q [+ Q
< >
Expand All Collapse All
View Printable Version View Approvals Geto .. More
WSave | |=|Notify ||Z¥ Refresh +Add || 2| Update/isplay
Header VAT
If your Purchase
H Add ltems From (%
Order is
Catalog ltem Search
complete Purchasing Kt
Lines (7 Find First ‘&' 10f1 ‘2 Last
Line Item Description POGly *UOM  Category Merchandise Amt  Statys
1. Click B B[S o e QTR0 g B DD
[E]
=] Save 242 characlers remaining
Schedules Find First ‘& 1of1 ¥ Last
Sched *Due Date *Ship To PO Qty Price Merchandise Amt Status *Distribute by
1 B 161122016 | I[NWARD_GD{Q 50000 5.50000 2750 Active & & E =
) Distributions Personalize | Find | View sl | 2] ¥ Fist 4 12012 '} Last
OtherWISe Chartfields | DetailsiTax | AssetInformation || ReqDelail | Statuses | =20
Contlnue as Dist. Status. Percent PO Qty Merchandise Ami Curr *GL Unit *Account Dept Produet :gifl”‘ Project
1 o 40.0000 2.0000 11.00MZD  [UNMTC | 269500 a, [o0RP q Q q
beIOW pen X e} e} < X
2 Open 60.0000 3.0000 1650MZD  [UNMTC |Q 269500 Q [025R Q Q Q
< >
Expand Al Gollapse All
View Printable Version View Approvals Goto . More ...
Save | =|Nolify || o3 Refresh "+ Add ||| Updatemisplay
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Add Another PO Line

To order multiple items from the same supplier on the same PO, add more rows.

STEP

ADD ANOTHER PO LINE

1.

Make sure you
use the +
symbol at the
line level

Click + at
line level

Sy N

ﬁmhvjﬂ‘xfﬂ\ﬂ‘“_w M*\H/—Wﬂ_\m me\w

*PO Date [16/12/2016 5 Suppher Search
*Supplier ADHETEC [« Supplier Details
*Supplier 1D 0000000033 @ Adhesive Technologies Ltd Receipt Status Mot Recvd
*Di [Emai  v] Dispatch
*Buyer HAUYEUNG & hauyeung Dispatch Method [Emal V| "

PO Reference [Enter PO Reference here Amount Summary (2

Header Details Activity Summary Merchandise 27.50
PO Defaults Edit Comments FreightTax/Misc. 413 Calculate
PO Activilies Add ShipTo Comments Total Amount 31.63 NZD
Header VAT
= Actions
Add ltems From (2
Catalog Hem Search
Purchasing Kit
Lines 2 Find First ‘&' 10f1 ‘*' Last
Line Item Description POGty *UOM  Category Merchandise Amt  giatys

50000 [EA |0)[269500 Q| THO poriing (=]

. B Q[ Adhesive UHU B
[E]

242 characters remaining
Schedules

Find First ‘4 10f1 '} Last
Sched *Due Date *Ship To *PO Gty Price Merchandise Amt Status *Distribute by
4 B [16M122016 | INWARD_GD|Q 5.0000, 5.50000 2750 Active B & El =]

W,—-"———"W‘\j

Confirm the
number of
rows to add

unitec.ac.nz needs some information

-
Script Prompt:

>
Dok |
_ Concdl |

Category

Note — start
typing the
category code,
and select from
the list

; Enter number of rows to add:
3. Click Cancel
OK
@
T
Enter Add Items From 7 Select Lines To Display 7
iNnti Catalog Mem Seanch Seareh for Lines
1 ' Descrlptlon Furchasing Kil Line Q Te @, Retriove
2' Quantlty Lines (7 Find  Fast ‘& 12002 & Last
3_ UOM Line Ttern Description POGty *UCM  Category Merchandise Amt  Status
4 : B Adhesive LIHU (L1} 50000 EA 266500 Q TR0 poomved =,

242 characters remamning

1. B Copy papes - Reams o gz 100000 EA 269500 Q D Apirovss: T
0" ‘9 o
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STEP

ADD ANOTHER PO LINE

1. Expand the

prrrae =

o roma s tm s we riouasng

Header
*PO Date [16/12/2018 5 Suppier Search
row *Supplier ADHETEC U supplir Detais
*Supplier ID (0000000038 Q. Adhesive Technologies Ltd Receipt Status Not Recvd

*Dispatch Method

Dispaich

. *Buyer HAUYEUNG @ hauyeung
2 . Enter item PO Reference Enter PO Refercnce here Amount Summary
H Header Details Activity Summary Merchandise 70.00
pl’l ce PO Defaults Edit Comments FreightiTaxiMisc. 1051 d
PO Activties Add ShipTo Comments Total Amount 8051 NZD e
Header VAT
. ~ Actions
3 . CIICk Add Items From (7
Gatalog Hem Search
Calculate —
Lines (2 Find First ‘4 1202 b/ Last
Line  ltem Description POGly *UOM Category Merchandise At Statys
- ==
=]
242 characters remaining
Schedules Find  First ‘4 10f1 * Last
Sched *DueDate  *ShipTo PO Qty Price Merchandise Amt Status “Distribute by
1 [ [16712120168 |3 INWARD_GD|Q 5.0000 550000 2750 Aciive & & EE
Line  item Description POGly *UOM  Catsgory Merchandise AMt  status
B , m HE
s B Copy paper - Reams [y 10.0000) [EA |Q,[269500 Q| [T T = |
@ @
236 characlers remaining
Schedules Find First ‘4 10f1 't Last
Sched *DueDate  *ShipTo *PO Qty Price Merchandise Amt Status “Distribute by
[ [16122016 | INWARD_GD|Q 10.0000 425000 4250 Acive B & =
Expand ANl Collapse All
View Printable Version View Approvals Goto . More

Continue to add
rows as required,
and when
completed

=
Click |l Save

When the Purchase Order is saved it is sent to the appropriate person with
Delegated Financial Authority (DFA) for approval.

1. APOIDIis
generated

A,
Express Purchase Order
Purchase Order

Business Unit UNITC

S TN e W e VU S

PO Status Pend Appr x

POID 0002063497 o

POA Status  Awaiting PO Dispatch

Copy From I Hold From Further Processing
Header (7
*p0 Date [16/12/2016 [F]  Supplier Search
*Supplier ADHETEC S supplier Detais
+Supplier ID[0000000038 G Adnesive Technolo Receipt Status Not Recvd

i od ]
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Viewing Approvals

&

please note-

Depending on the total value of the PO there may be several approvers.
Please note that few cost centres have approvers at each step. Where there is
no approver for a step, the Approval routing will show “skipped”.

STEP

VIEWING APPROVALS

1. Click View
Approvals
to see who is
approving
your
Purchase
Order

-/‘_'\'\/\“WA WMW—«% W

Schedules Find First ‘4 10of1 '} Last
Sched *Due Date *Ship To *PO Qty Price  Merchandise Amt Status *Distribute by
1 B [161M22016 | INWARD_GD{Qy 5.0000, 550000 2750 Active & BI[=]
Line Item Description POQty *UOM  Category Merchandise Amt  gtatys

= - = EE
5 B @/Copy paper - Reams =Y 10.0000] [EA | @[269500 Q LGN - |

236 characters remaining

Schedules Find First ‘4 10f1 ‘»' Last
Sched *Due Date *Ship To *PO Qty Price Merchandise Amt Status *Distribute by
1 B [161212016 | INWARD_GD: Gy 10.0000| 4.25000) 4250 Active i) (=]
Expand All Collapse All
View Printable Version View Approvals o Goto _ More .

The workflow for
the Purchase
Order is
displayed

1. Click Return
to Purchase
Order

View Approvals

Business Unit UNITC

POID 0002063497 V‘ et} PO Status Pend Appr
PO Total 70,00 NZD PO Date 16M2/2016

Supplier ID 0000000038  Adhesive Technologies Lid
Buyer HAUYEUNG Justification Juslification here

PO Reference Enter PO Reference here
View PO Attachment
Review Lines

Review | Edit Approvers

Unitec PO Workflow

Purchase Order 0002063497:Fending [#]Start New Path
PO Buyer
Skipped Skipped Skipped Pending
1 Mo approvers found 1 Mo approvers found 1 Mo approvers found mwilliam
=5 PO Step 1/ Buyer - Max 1k 4 PO Step 2 / Buyer - Max 1.5k AR PO Step 3/ Buyer - Max 5k O PO Step 4/ Buyer - Max 10k -

Return o Purchase Order
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Hourly Rate Purchase Order

Objective

A contract has been awarded for a given number of hours over a period of time — maybe a

couple of weeks, or several months. The PO is raised as a Quantity, but the Unit of
Measure (UOM) is hours

a New Value
tab

STEP HOURLY RATE PURCHASE ORDER
Path Purchasing WorkCentre > Add/Update Express POs
1. Onthe Add

Express Purchase Order

Find an Exising Value | Add a New Value |

Method defaults
from the
Supplier setup.
If it defaults to
“print” do not
changeto
email, as it
means we have
no email on
record.

2. Click Add f
Business Unit[UNITG  |CL
PO 1D HEXT
e~
Find an Existing Value | Add a Mew Value
1. Enteror
Select the Express Purchase Order
H Purchase Order
Supplier
Business Unit UNITC PO Status  Initial
POID NEXT
POA Status  Awaiting PO Dispatch
2 . E nter Or Copy From [I Hold From Further Processing
Head 2
select the ader
*PO Date 16/12/2016 i Supplier Search
B Uyer “Supplier AJPARK A supplier Detaite
oswmier 1D (0000000081 @ AJPark Receipt Status Not Recvd
e *Buyer HAUYEUNG Q *Dispatch Methnd
3 . Opthﬂa' - eﬂo Reference [Hourly rate coniract Amount Summary (7
Header Details Activity Summary Merchandise 0.00
e nter PO PO Defauits Add Comments FreightTax/Misc. 0.00 Caicusalo
PO Activities Add ShipTo Comments Total Amount 000 NZD
Reference
~ Actions
Add ltems From (7
T h e D |S patch Catalog Item Search
Purchasing Kit
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STEP

HOURLY RATE PURCHASE ORDER

Add Justification for Approval — refer Page 7 for more on this.

STEP LINE DETAIL
Header VA
1. Enter " hetons
descriptlon Add Items From (7
Catal liem Search
2 . Enter Purc:agﬁlng Kit e
- Lines (7 Find First ‘& 10f1 '} Last
Quantlty Of Line Item Description POQty *UOM  Category Merchandise Amt  gtafus
Hours "B Grmmmieom Ja Legel o U g M
3. Lookup up ot s O &
Expand All Collapse All
UOM View Printable Version View Approvals Goto _ More ﬂ
1. Select Hqur Look Up UOM
from the list Hel
elp
Unit of Measure | beqgins with s
Look Up Clear Cancel Basic Lookup
Search Results
View 100 First ‘4" 47o7 ‘B Last
! Unit of Measure Description Short Description
] Dollars Dallars
EA Each Each
EFT Equivalent Full Time Student EFTS
FTE Full Time Equivalent FTE
HR Hour Hour
MDY F_'Rﬁjm Day Person Day
MHR Work Hour Work Hour
1 . LOOk up and Add Items From (7
Catalog Iltem Search
enter Purchasing Kit
Category Lines (2 Find  First (& 1of1 (b Last
Line Item Description POQty =UOM  Category Merchandise Amt  statys
COde B Q| Contract for services as per i 600.0000 HR |Q 245700 Q OOOQ " E’d ®I=]
2. Expand the 9 1 = , had srhadule v =) Pending
. 208 characters remaining
Llne Expand All Collapse All
View Printable Version View Approvals Goto _ More ﬂ
Catalog Item Search
1. Enterthe Furcnasig
Ourly rate Linssr C - . Find First ‘& 10f1 & Last
Status
H A Line Item Description POQty *uOM  Category Merchandise Amt tatu
in the Price B - % 600.0000] [HR |Q[245700 Q 0000 pengng EE
fie I d 8 characters remaining
Schedules Find First ‘&' 10f1 &/ Last
Sched *Due Date *Ship To *PO Qty Price Merchandise Amt Status *Distribute by
1 [ (167122016 |[) INWARD_GD{Q 600.0000) 120,00 x 000 Active 3 E[=]
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STEP

LINE DETAIL

1. Expand the
Schedule
and
Distribution
section

2. Check GL

Lines (7
Line Item Description
B Q Cm Inr.-;nties as per
[Ed]
208 characters remaining
Schedules
Sched  *Due Date *Ship To “PO Qty

1 1 B 161122016 | INWARD_GD{Q 600.0000|

o Distributions

B

Find First (4 10f1 ‘»/ Last
Category Merchandise Amt  statys

600.0000 |HR |3 245700 Q 72,000.000 Pending E‘ S|

Find First 4/ 10f1 2/ Last

Price Merchandise Amt Status *Distribute by
120.00000) 72,0000 Active & ==

Personaize | Find | view Al | G0 B8 First 40 1011 () Last

and COSt Chartfields || DetailsiTax || AssetInformation | ReqDetail || Statuses
C t Dist Status Percent PO Qty Merchandise Amt Curt Dept Product Tous project
en re 1 Open 100.0000f | 600.0000 72,000.00 NZD Q_ |90RP Q Q. Q
< >
Expand All Collapse All e
View Printable Version View Approvals Goto ... More ... [~]
If needed split the distribution between GL codes.
Refer Page 12 Splitting PO Line between GL Codes - for more on this
|5 Save

Click
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Create a Purchase Order for a Value

& When creating a Purchase Order for services or a given dollar amount, best
please MOte- practice is to order by value of the complete contract, with a quantity of 1.
As the service is invoiced monthly, the receipt is entered for the value of the
invoice, thus gradually reducing the amount left on the PO.
Objective

Use this type of PO for ordering services with a dollar value attached.

Scenario — consultant providing services to the value of $20,000, over several months, but
will invoice and be paid monthly. They are going to be paid based on work completed,
rather than an hourly rate.

New Value tab

1. Click Add

STEP PO FOR A VALUE
Path Buyer WorkCentre > Add/Update Express POs
Onthe Add a

Express Purchase Order

Find an Existing Value Add a New Value

Business Unit|UMITCG | O
PO ID(MEXT

acd @D

Find an Existing Value | Add a Mew Value
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STEP

PO FOR A VALUE

Enter

1. Supplier
2. Buyer
3. PO
Reference
4. Comments

Express Purchase Order
Purchase Order

Business Unit UNITC
POID NEXT

Header (7

*PO Date 16/12/2016
@) surpiicr compioon

L L pi

Supplier Search
Supplier Details

PO Status Pend Appr

POA Status  Awailing PO Dispalch

[J Hold From Further Processing

Receipt Status Not Recvd

2. Expand
Attributes
section

3. Check
Amount
Only

4. Click

oK

Amount to Receive

Quantity to Receive

Transaction ltem Description

NZD

Merchandise Amount NZD

Doc. Base Amt

project management services for IT projects 1212339

*

203 characters remaining
Preferred Language Item Description

Expand All Collapse All
Item Information

eAtIributes

Physical Nature v
*Price Qty | Schedule Quantity ~
*Price Date | PO v

RFQ
Contract
Receiving

oK Cancel Refresh

Miamount Only

*Supplier 1D |0000023821 Compass Ltd
for @ suyerfruvELNG hauyeung *Dispatch Method [Email v Dispatch
3 Amount Summal 3
H HH H 0 Reference [Services as contracted Y
justification & _ ,
Header Details Activity Summary Merchandise 0.00 e
PO Defaults Edit Comments Freight/Tax/Misc. 0.00 alculate
. . PO Activities Add ShipTo Comments Total Amount 0.00 NZD
5. Click Line feader VAT
R R ~ Actions
Detal IS ICON Add ltems From (7
Catalog Iltem Search
Purchasing Kit
Lines (7 Find First (4 1of1 ‘& Last
Line Item Description POQty =UOM  Category Merchandise Amt  Status
= E=
1 Y Q) Q 00000 ponging B
(5
254 characlers remaining
Expand All Collapse All
View Printable Version View Approvals Goto . More ...
[Flsave ||=]mNotify | o Refresh s Add 2] Update/Display
1 Enter a Details for Line 1
H H Help
description
POID NEXT Supplier COMPLTD-003
of the _ _ _ _
A Line 1 Item ID project management services for IT projects 1212339
service Line Details
belng Category Line Status Pending A
H Description Backorder Status Mot Backordered
prOVIded Category ID Amount Summary
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STEP

PO FOR A VALUE

1. Click Yes

Message

The PO Qty will be 1 for an amount only line, the system will recalculate the merchandise amount (10200,273)
The PO Quantity will be 1 for an amount only ling, the system will recalculate the merchandise amount, Continue?

Mo Cancel

1. PO guantity
is populated
asl

2. Look up
UOM

I I N e o U VPR RN

e adwends From P 1
Catalog Item Search
Purchasing Kit

Lines (7 Find First 4" 1of1 ' Last

Line Item Description POQty *UOM  Category Merchandise Amt  siaius

A~ = =
5 © o

203 characters remaining
Expand All Collapse All
View Printable Version View Approvals Goto _ More

1. UOM=$%

Look Up UCM x

Help

Unit of Measure | begins with ||

Look Up Clear Cancel | Basic Lookup

Search Results

View 100 First ‘&) 1307 ' Last
Unit of Measure Description Short Description
] Dofjars Dollars

EA Each

EFT Equivalent Full Time Student EFTS

FTE Full Time Equivalent FTE

HR Hour Hour

MOy Person Day Person Day
MHR ‘Work Hour Wiork Hour

1. Lookup
Category

Look Up Category

? Help
SetiD uTcIT
Category[begins with ||
Description comp

Look Up Clear Cancel | Basic Lookup

Search Results

View 100 First '4' 11gof18 B/ Last
Category Description

255900  Comp Soffware Maint/Programming
43200000 Components for IT eguipment

12350000 Compeunds and mixtures

85100000 Comprehensive health services

255600 Computer Consumables

255800 Computer Hardware Maintenance o
255700 Computer Software & Licences

255700 Computer Software & Licenses (GST Exempt)
43211600 Computer accessories

43211700 Computer data input devices

43212000 Computer display accessories

1 43211900 Computer displays
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STEP

PO FOR A VALUE

NPV N
1. Enterthe N e NN S A
Add Items From (7
value of the Cataog tem Searcn
. Purchasing Kit
contract into ‘ i
Lines (7 Find First ‘&' 10f1 ‘» Last
the Line Item Description POQty =UOM  Category Merchandise Amt  Status
. = j i = =]
MerChandlse DB & 10000 5 |@255800 51 000000 pogee E
[Ea]
Amt Field 203 characters remaining
Expand All Collapse All
View Printable Version View Approvals Goto _ More
S N P PN S NPT T TS TN T A T
1 * Expand the 4 Items mer'..’ ™~ r‘\f\“‘\mv-/k\_./‘w\-ﬂ
Line details ataog tom Search
Purchasing Kit
Lines (2 Find First ‘4" 1of1 '} Last
Line Item Description POQty *UOM  Category Merchandise Amt  status
LB i} 10000 |5  |@ij255800 Is1 0000000 pogng B BJ=]
o o
203 characiers remaining
Expand All Collapse All
View Prgtable Versy DIy Goto . More ...
A = o nn, Vi W e N '—‘\_MW‘“"\
1. EXpand e NI N N AW a e e N s Find  First 377 o ast
SChed U|e Line ftem Description POQty *UOM  Category Merchandise Amt  Stafus
= E[=
1.0000 |3 Q255800 Q) Z0,00D,OOO Panding 5‘ EE

T = i ~
L B Q ro]ec nagement smces o @a
&l

203 characters remaining

Schedules Find First ‘&' 1of1 ‘» Last
Sched *Due Date *Ship To *PO Qty Price Merchandise Amt Status *Distribute by
1 B 161212016 | INWARD_GD{Q 1.0000/|  20,000.00000) 20,000.00) Active [ =
Check and edit SEEil= Find  First (4 1of1 (2 Last
. . . Sched *Due Date *Ship To *PO Qty Price Merchandise Amt Status *Distribute by
G L d IStrI bUtlon 1 B [16/12/2016 |[) INWARD_GD{@, 1.0000/|  20,000.00000 20,000.00 Active & =1
- d Distributions Personalize | Find | View All | 2] B First ‘4 1of1 (&' Last
req u I re . Chartfields Details/Tax Asset Information Req Detail Statuses
Dist Status Percent nt Curr *GL Unit =Account Dept Product Egnm Project Activity
1 Open 100.0000)0|MzD | [UNITC |@ [255800 Q, [o0rRP Q Q Q a
< >
Expand All Collapse All
View Printable Version View Approvals Goto _ More _

Page 24 of 37




Add Project Information to a PO

When a Purchase Order is raised for a project, or for a certain GL code/Cost centre
combinations Project Details must be entered into the Purchase Order.at the distribution line

level.

You will receive error messages if you have not provided this information if the system

requires it.

STEP

ACTION

Path

Purchasing WorkCentre > Add/Update Express POs

Enter Purchase
Order as
normal, and
expand to
Distribution
Line level

1. Scroll to the
right

Express Purchase Order
Purchase Order

Business Unit UNITC PO Status Pend Appr

POID NEXT
POA Status  Awaiting PO Dispatch
Copy From [ Hold From Further Processing
Header (2
*PO Date 03/02/2017 [ Supplier Search
*Supplier ZEPHIT-001 U Supplier Details
~Supplier 1D 0000037532 Q@ ZephyrITLid Receipt Status Not Recvd
o0 Dipat
“Buyer [ HAUYEUNG @ hauyeung Dispatch Method :
PO Reference PeopleSoft upgrade Amount Summary (7
Header Details Activity Summary Merchandise 15,000.00 T T
PO Defaults Add Comments Freight/Tax/Misc. 0.00 aleulste
PO Activities Add ShipTo Comments Total Amount 15,000.00 NZD
Header VAT
~ Actions
Add ltems From (?
Catalog Item Search
Purchasing Kit
Lines (2 Find First ‘4 10f1 '} Last
Line Item Description POQty *uUOM  Category Merchandise Amt  status
- 5 HE
1 F% 100.0000, HR |Q 970510 Q 15,000.00 Pending 5{

Q| Peoplesoft upgrade ga
o

236 characters remaining

Schedules Find First ‘4 10f1 '} Last

Always
UNITC

2. Enter Project
Code

3. Enter Activity
Code

Sched *Due Date *Ship To *PO Qty Price Merchandise Amt Status *Disfribute by

1 By [03022017 | INWARD_GD{Q 100.0000 150.00000) 15,0000 Active ) Eel =]
Distributions Personalize | Find | view i | & (& First ‘4 1011 ‘& Last
Chartfields | DetailsiTax || Asset Information || ReqDetail || Statuses

Dist Status Percent PO Qty Merchandise Amt Curr =GL Unit =Account Dept Product Eﬁf“ Project

1 Open 100.0000/ | 100.0000] 1500000NZD  [UNITC |@, (970510 Q [s0IT Q Q Q

: [ X
1 Enter PC Purchasing Kit
" Lines (7 Find First ‘4’ 10f1 ‘} Last
Bus Unit — Line Item Description POQly <UOM  Category Merchandise Amt  status
B 100.0000, [HR |Q/970510 Q. 150000005  penging = &)=

(1| Peoplesoft upgrade E&
izl

236 characiers remaining

Schedules Find First ‘4" 1of1 ‘&' Last

Sched *Due Date *Ship To *PO Qty Price Merchandise Amt Status *Distribute by
1 [ (03022017 |[5INWARD_GD{Q 100.0000) 150.00000 15,000.00 Active [ =
Distributions Personalize | Find | View A | 1] E& First ¢ 10f1 b Last
Chartfields || Defails/Tax || Asset Information || ReqDetail | Statuses
Dist Status Percent count Dept Product PCBus  pojiect Activity Source Type  Catego
1 Open 100.0000/0510 Q, [sor aQ Q, [unirc|Q, [T17008 @, 0000000000000/, aQ
< >

&

please note-

The Project Codes you can select from are governed by the combo-edit rules
depends on combination of GL code and cost centre.

Contact Decision Support for clarification if required.
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Purchase Order on Hold

You can save a PO midway through and resume entering data at a later time. This places
the order on hold, and it will not proceed through to approval.

Or

After submitting a PO, you can select to hold from further processing.
The notification email has already been sent to the approver, however, it will not appear on
their worklist if on hold so you have the opportunity to make amendments before it gets

approved.

&

P|eaSe note...

If you haven't already done so, you need to set up filters to view On-Hold

Purchase Orders.

See separate document 1 — Buyer Set Up

Placing on Hold before Saving

Part way through creating your PO, you can select Hold From Further Purchasing, before
saving. This effectively saves the incomplete purchase order for you to complete at a later
time. You can retrieve this from the link in “My Work” in the Buyer WorkCenter.

1. Tle HOId Express Purchase Order
Purchase Order
From Further
Business Unit UNITC PO Status Pend Appr
POID NEXT
Processing POA Stalus  Austing PO Dispatch
Copy From Hold From Further Processing
2 CI k Header
. IC *PO Date 31/01/2017 ) Supplier Search
; *Supplier ADHETEC 2 Supplier Details
n Save *Supplier ID (0000000033 X Adhesive Technologies Ltd Recelpt Status Not Recvd
“Buyer HAUYEUNG Q  hauyeung “Dispatcn Methoa[Emai V]
PO Reference Amount Summary
Header Details Activity Summary Merchandise 0.00
PO Defaults Add Comments Freight/Tax/Misc. 0.00 Calculate
PO Activitics Add ShipTo Comments Total Amount 000 NZD
Header VAT
= Actions:
Add Items From
Catalog Item Search
Purchasing Kit
Lines Find  Fist & 1oft *' Last
Line  ltem Description POQl *UOM  Category Merchandise Amt  Status
Y -I B 10,0000 [EA |Q[268500 00 pongng B =]
(2]
233 characters remaining
Schedules Find  First ‘4 1of1 ® Last
Sched “*DueDate  *ShipTo *PO Gty Price  Merchandise Amt Status *Distribute by
1 [ [31012017 |INWARD_GD{Q 10.0000) 4250 000 Active B & El=
Expand All Collapse Al
View Printable Version View Approvals Goto ... More ... [v]
5l Save etﬂy % Refresh L Add || 7] Update/Display
& Putting a Purchase Order on hold means it will not be sent for approval
ote..-
please D
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Placing on Hold after Saving

You can select Hold From Further Processing, even after having saved the Purchase
Order. The notification email will have been sent to the approver, however because the PO
is now on hold, the PO will not appear in their worklist and they will not be able to approve it.
The email link will no longer work. .

STEP PLACING ON HOLD AFTER SAVING
Path Purchasing WorkCentre > Add/Update Express POs > Find an Existing Value
Search for PO’S < Add/Update Express POs Buyer WorkCenter
Buyer WorkCenter 0 o«
Add Main Reports/Queries Express Purchase Order
-za My Work S [av Enter any information you have and click Search. Leave fields blank for a list of all values.
Edit Filiers - —
_ < Pending Approvals Find an Existing Value Add a New Value
1 . PO Status - E Purchase Orders Search Criteria
. Suppliers Pending Approval
Pending
v Alerts Business Unit[= v UNITC Q
ap p roval T Purchase Orders On Hold (2) PO ID
Purchase Order Dale [+
PO Status|= ~]| [Pending Approval vb
Short Supplier Name Q
2. Enter Buyer . o
Supplier Name begins with v Q
. Buyer|begins with ~| HAUYEUNG| |ogy
3. Click N, Y a
PO Type[= V] | v]
Search Purchase Order Reference begins with V|
Hold From Further Processing [}
[Clcase sensitive
QLinks S o~
Search Clear | Basic Search & Save Search Criteria
= Procurement o
T Add/Update Express POs
& Add/Undate Receints
Express Purchase Ordar
Note status of
Enior any iedoemation you have and chck Saarch |Leave fisids Biank for a it of l vatses
Hold from P i | i i
Further Search Crioia
Processing =N . e
PO ID{begr win |
Purchase Ordor Date] = v 5
PO Status ~] [Pending Approval -
1. Select PO ID ‘BGI‘B;\.grm-INJlru_. g ] \
to place on
o =1
hold e e ] Q
PO Type[= | T
Purchase Order Rsfarence] bages wih
Hald From Furlier Iocessing
Case Sensive
goath | | Gl | Daic Search & Suve Search Coteria
Search Results
Vi A8 sl A ewans A oLam
BusinessUnit FOID  Purchase Order Dste I°D Statws. Short Suppher Name  Suppier 10 Sopplier Name Boyer  BuyerMame POType  Purchase Orer Referende  Hold From Further Processing
T 13018 Pend Appr COMPLTDA003  00GKF 3501 Compaas Lid HAUVEUNG hauyeung  Genaral Sanices 25 conractad N
e Fend Appr AJPARK DODOC000ET A J Park 1 Goneral Hourty fale contract N
UNITG Peerd Apps ADHETEC 000000032 Adhesave Technologies L W Genenl Ene PO Reteence hese | W
G Fend Apes OFFIMAX001 000024224 Ofbcabin Nivw Zealand Lid General viewing coemantet N
uNITG Per Apps OFFIMAX001  DOOOOIAZE OffceMa Niw Zeatand Lid Genoral Testing b approver altactimen H
(L0 Pend Appe COMPGRO-001 = 4 N
UNITG Fera Apps COMPLTED.003 General Contract computes servicel N
I Pered Appe BRISCO eoods for o office H

Page 27 of 37



Check Hold
from
Further
Processing

Click

|

Express Purchase Order
Purchase Order

Business Unit UNITC PO Status Pend Appr x
POID 0002063498

POA Status Awaiting PO Dispatch
Copy From fHold From Further Processing

| = Header (=)

\
70 Dat 61220161 Suppler Soah
“Supplier AIPARK | Q jer Detai
RN o SN o, NN S i S P

Lines (7) Find  Fist 4 1of1 b Last
Line Item Description POQly *UOM  Category Merchandise Amt ~ status
- Q i ~ =
[ Contract for services as per s 600.0000] HR |Q[245700 Q 72000000y o, cing

[E1]
208 ini

Expand All Collapse All

View Printable Version View Approvals Goto . More ...

[ Save™ [~ Retum to Search \ Previous in List “E Nextin List ||=] Notify || Refresn 4 Add Update/Display |
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Retrieve an On Hold PO

STEP

RETRIEVE AN ON HOLD PO

Path

Buyer WorkCentre > My Work > Purchase Orders on Hold

To resume
entering or editing

data into the PO Buyer WorkCenter
Main
22k My Work

1. Select
Purchase
Orders On Hold
in the My Work | =
area of the
Buyer
WorkCentre

Alerts

Pending Approvals
T Purchase Orders

< Buyer WorkCenter

Report=iQuenes

O o«
2 o
Edit Filters

Purchase Ordars On Hold (1) °

1. Select from th =
' Purchase Orders On Hold
|ISt 55 Feafine Fiter Crneral
Search Hesults Parsenaze | Find | view An | L3] B Fiest & #3003 0 Last
m:"" POID PODate PO Stats Duyer Dryer Hame Supplier Name Receipt Statuy
TUNITC 0002063430 141112016 Open HAUYEUNG  hauyeum Motor Trade Assoclation PO Not Recewved
ZUNITC 0002063469 18112016 Open HAUYEUNG  hauysung Adnesive Technologies Lid -~ PO Not Recesved
AUNITC ooﬂl!}lklﬂ!iﬁ WM2E016  Panding Approval HAUYELNG halgyeung A Park PO Mot Réceaad
) S Nolity
Continue entering | "= i
? He
data |nt0 yo ur Maintain Purchase Order
Purchase Order as | """
Business Unit UNITC PO Status Pend Appr
usual POID 0002081233
. POA Status Awaiting PO Dispatch
CopyFrem[ ] 4 Hold From Further Processing
Header (7
*PO Date 1410872018 5 Supplier Sesrch
*Supplier |AONRISK-002 QU supplier Detsils
*Suppler ID[0000015355 A AonNew Zesiand fsceipt SiEtus ol Feord
¢ i Method [Emal V] Dispatoh
*Buyer [DOSBORNE @, Dagmar Osbome Dispatch Method [Email___ +]
PO Reference. Amount Summary 7
Header Detsils Acthity Summary Merchandisa 18,685.10
PO Defaults Edit Comments FreightiTaxiMise. 200778 Gl
PO Activiti Add ShipTo Comments
ities pTo Commen Total Amount 2208288 NZD
Requisitions Document Stafus
Header VAT
« Actions
Add ltems From Select Lines To Display
Catalog ltem Search Search for Lines Line 1 To FIey Retrieve
Purchasing it
Lines (¢ Personsiize | Find [ View sl | €] [ First 4 140f4 b Last
Details | Ship ToDue Dste | Stetuses | Jtem Information || Atiibutes || RFQ || Contract | Recenving | [
Line Them Descriplion POGly *UOM  Category Price  Mershandise g
1 B Q [incresse o Directors_ Z J2 B 100003 |Q [283500 Q@ [ 722450000 7,224 50| Pending (@] +] =
2 B Q E1NN -} 100005 |@ (263500 @ [1.300.00000] 1300.00 Pending (0 ]
3 2} Q, [Inceease of Public Y too00fs @ 283500 |Q | 2.160.70000 216070Fending 0 ==
4 B Q [incessenr o B 100003 | [283500 @ [ 9.208.90000 9,209 90| Pending [ +] =
View Printable Version Close Short All Lines *Go to[ . Mors .. hd
View Appravals
[Flsave ||[Eh Retumto Search || Notify | |22 Refrsh [ Add Updste/Display
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STEP

RETRIEVE AN ON HOoLD PO

1. Uncheck Hold
From Further
Processing

2. Click
|5 Save

Express Purchase Order

Help
Express Purchase Order
Purchase Order
Dusiness Unit UNITC PO Status Pand Appr x
PO 00070GIL6R
POA StMus  Awaing PO Dispaich
Cuogy From ] D ok From Furthes Processing
Header 7
PO Date 18112016 Bl Supplet Search
*Supplier AUHE TEC L RP——
*Supplier 10 DO0O00033 Q Recoipt Status Mot Recva
“Duyer HAUVEUNG aQ *Dispatch Method | Emad id
PO Reforance Demo for raining - approval Amount Summary 7
Hander Detals Activity Sumenary Merchandise 25355
PO Detaults And Commants FreightrTazmise. 3803 Lol
PO Acthvities Agd ShipTo Comments Total Amount 20150 NZD
Requisitions Dacument Status
Hoador VAT
| s L BT — — R .
PO Detiuts Akl Comments Freight TaxMisc. 38.03 oo
PO Acthitios Add SnpTo Comensnts Total Amcunt 29158 NZD
Requisiions Document Status
| Header VAT
~ Actions
Add ems From 2 _._,0'" b B Display g P
o el s Gl . rimd -J)“""" s - B it P M e
'
Al Save 2 Retum 1o Search =] Nolty || I® Refresh » Add N
< >

&

please note-

If you had put an already saved PO on hold —the notification email would have
already been delivered to the approver. When you edit the Purchase Order,
and take it off hold a new email will only be sent if:

Price or quantity increases
Change the department
Add comments

Add more items to the PO

The item will however be listed in the Approver’'s Worklist of PO’s awaiting
approval

Buyer WorkCenter o % New Window | Help | Personaize Page | 5

P Approve Purchase Orders

43 My Wark T ow | Search
Fon Fitars Enter search criieria and hit the Search bution
Pending Approvals

*Business Unit UNITC Q, *Approval Status | Ponding |
L rchag Sy (1) @ From P40 1) aQ To PO
Supphiers Pending Approval
PO Date From n PO Date Ta C
Supplies 10 Q Supplies Name Q
Buyer (=1 PO Reference
Fearch Clear

T Pt P BTTPPR . gt inadl P o P s - il st _

Do b _ger

) OO0EUEIA3E  TAMME RAUTEUN
7 Process Monflor

3 00 HID 00000 oI

© [Fendng ~] wmmsﬂam:zcﬁ- HAUYEUNG Demao for raining - approval 25820 NID 0000000038  ADHETEC
= Other WorkCenters g
£ Acoounts Payable WorkConler
Arcounts Recehatis WorkCente:

T Assel Management WeekCenter

W Appiove 0 How @ ooy
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Copy a PO

If a particularly long and complicated purchase order is being created, it can be more
efficient to copy from a similar PO, with the same supplier, that already exists, and edit

where required.

Objective
To understand when to use the Copy PO, and how to create a Purchase Order using this
function.
& The types of changes you may make to a Copied Purchase Order are:
note..-
pleass Justification
Comments
Attachments
Line Description
Quantity
Price
GL Distribution
Project Information
STEP CoPY A PURCHASE ORDER
Path Buyer WorkCentre > Add/Update Express POs
On the Add a New
Value tab Express Purchase Order
1. Click Add

Find an Existing Value Add a New Value

Business Unit[UNITC |3,
PO ID|NEXT

rd @D

Find an Existing Value | Add a New Value

1. Select Copy
From —
Purchase
Order

Express Purchase Order
Purchase Order

Business Unit UNITC

POID NEXT
Copy From
Header (3 33?3:’.333 Order (1]
Requisition
*PO Date 21102016 W Supplier Search
*Supplier A supplier Details
*Supplier ID
*Buyer a
PO Reference
Header Delails Activity Summary

PO Defaults Add Comments

L NEW VVINAOW ¢ FEIp | ersonanz

PO Status  Initial

POA Status

[1Hold From Further Processing

Receipt Status Mot Recvd

*Dispatch Method
Amount Summary
Merchandise 0.00
Freight/Tax/Misc. 0.00 (G2
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STEP

CoPY A PURCHASE ORDER

1. Enter your
search criteria

Note- This can
be

e POID,

e Supplier

e Buyer
2. Click
Search

3. Tick required
PO to copy
4. Click
oK

Copy Purchase Order from Purchase Order

PO Selection Criteria

PO 1D 0002060050 Q°
Supplier Q
Supplier ID Q
Buyer

PO Reference

search ()

Select PO
Details || More Details | [0
Select POID PO Date
e Wi 0002080050 08/07/2016
0K Cancel Refresh

PO Date

=

Status |

il

Origin Q
Q Item ID
Category

Q
Q

Personalize | Find | View a1l | (2] | E Fist 4 10f1 * Last

PO Status Supplier 1D Supplier

Dispatched 0000036192 MINDLAB-002

7 Help

1. Click
0K

Message

The change made could potentially affect the VAT at all levels. (10200,577)

To re-default VAT at all levels to reflect the change, navigate to 'Review Header VAT' page and Click on "Reset All VAT Defaulis’

with This and all lower levels' opfion.

If you choose not to Review at the Header level, you will have to Review VAT at all lower levels namely Schedule VAT and

Distribution VAT pages individually.

1. Click Edit
Comments

o o e ¢ Cioma

Copy From I Hold From Further Processing
Header (7
*PO Date | 16/12/2016 [ Supplier Search
*Supplier [MINDLAB-002 U suppier Details
*Supplier 1D 0000036192 @ The Mind Lab by Unitec LP Receipt Status Not Recvd
R
“Buyer Q Dispatch Methoa[Fint__ ]
PO Reference Amount Summary (?
Header Details Activity Summary Merchandise 1.732,324.50
PO Defaults Edit Comments Freight/Tax/Misc. 259,848 68
PO Activities Add ShipTo Comments Total Amount 1,992,173.18 NZD
Header VAT
~ Actions
Add tems From (2
Catalog ltiem Search
Purchasing Kit
Lines (2 Find
Line item Description POQty *UOM  Category Merchandise Amt
1 = 1.0000 |§ Q947101 Q 176,300.00>

I0R rharacters remaininn

= ~
=0 Q JIyZ SI}JdeN Itake & ea
=)

Dispaich
Calculate
First ‘4 1-90f9 X Last
Status
m HE
Open =
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STEP

CoPY A PURCHASE ORDER

1. Enter a new
comment

2. Review and
delete the
attachment if
required.

Add a new
attachment if
necessary

Note the line

showing this PO
has been copied
from another PO

3. Click OK

FL Header Comments

Buziness Unit UMATC POID HEXT

Bl ] [Commend Time Samp B4 *Soat Sequence || | Sorl
Comments Find | Vierwe A8 Firsl & 1el1 't Las
L Standard Commants Comment Sisius Active Inachvate *
Hew Shodent Intake for MndLab - slandng ofder. The amounl fof the firs! month i based on he msie dhecked By Munen El ';5-'

Supplicr MINDUAB-0O02

Prakash - scan altached. Tha remaining 8 month @e hased on [he feoosst | was given by Musen

The imvoicn for month of sspest & 311,012 %0 hence parchased ceder amour ness 1o be inoeased ﬁ-m Approved by

b

Send 1o Supplies
Show il Vo

Associated Document

Show #l Receipl
o Appacval Justification

Annchment kmdlab_Juk 6 _intake. pdl

IFr:rn = PO UIMITC-0002060050 |

| Eman

For each line:

1. Editthe
Description as
required

Edit quantity
Expand the line

w N

O Cancal Rafrash
&) NewWindow 7 Help [& Personalize Page [
Express Purchase Order
Purchase Order
Business Unit UNITC PO Status Pend Appr
POID MEXT
POA Status  Awaiting PO Dispatch
Copy From [ Hold From Further Processing
Header
*PQ Date 25/10/2016 )  Supplier Search
“Supplier MINDLAE-002 Q. supplier Details
=Supplier ID (0000036192 @, TheMind Lab by Unitsc LP Receipt Status  Not Recvd
eomm o Dispich
*Buyer DOSBORNE @ Dagmar Osbome Dispatch Method P
PO Reference Amount Summary (2
Header Details Activity Summary Merchandise 1,747,312.00 -
- ) 1
.4#”"&2@’-"#-"3&__", Tax/Mi Gr et sl e
rurch.  4Kn
Lines (7 Find First '\ 190f9 ! Last
Line Item Description POQty *UOM  Category Merchandise Amt  siatus
- Al & 5 &=
y Q Jy2 studanﬂake LS muﬂuo-s /947101 SURNICE T T RS
é [E]
206 characters remainin; =
= ~ &
P By ) [Fees July 2016 Student o & 10000 3 |Q947101 Q000 e B
]
199 characters remaining HE
by B Fees July 2016 Student ® 10000 5 |Q947101 Al 180000001 pogne B
loiake Insialmenk 2= Seot 16
201 characters remaining HE
2 Fees July 2016 Student 1.0000 |5 Q947101 Q 160,000.00 i i =
+ B oes Uy 218 S A A O penaing B
]
202 characters remaining =g
P s B Q|Fees July 2016 Student 1.0000 |5 Q947101 Q| 180,000.00¢7 Pending ﬂ *
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STEP

CoPY A PURCHASE ORDER

1. Edit the pricing
as required
2. Click Calculate

Buyer UUSHURNE X Dagmar Usbome - —_—
PO Reference Amount Summary
Header Details Activity Summary Merchandise 1.747.312.00
PO Defaults Edit Comments Freight/Tax/Misc. 262,096.80 Cacutaly @
PO Activities Add ShipTo Comments Total Amount 200940880 2D
Review Header VAT
~ Actions
Add Items From (7
Catalog ltem Search
Purchasing Kit
Lines (7 Find First ‘' 190f9 ' Last
Line Item Description POQty *UOM  Category Merchandise Amt  Status
_ BTy 20 T STOUETT TaRE —~ ==
- B Instalment 1 - November 16w 1.0000 (5 |Q 847101 QAL TEINI0C)  ooring
e]
‘199 characters remaining
Schedules Find First ‘4" 10of1 ‘*' Last
Sched *Due Date *Ship To *PO Qty Price Merchandise Amt Status *Distribute by
P4 [ER (25M02016 | [INWARD_GD{Q 1.0000| | 200000.00p00 x 176,300.00  Active & & =
Line Item Description POQty =*UOM  Category Merchandise Amt  Status
= ) \ e =
oo B eJI‘DSt\{d ] 10000 (5 |@/e47101 Q0RO pengng B

&

To edit the
distribution lines -
1. Expand the
schedules line
2. Edit the
Account, Dept
and Product
fields as
required

ST o

SN
@ 1&0 5 QM?W%MQ Penting %}qﬂ'—ﬂd—ﬁ

- 1 B
[E]
199 characters remaining
Schedules Find First ‘4" 10f1 ‘' Last
Sched *Due Date *Ship To *PO Qty Price  Merchandise Amt Status *Distribute by
o 4 [ [25M02016 | INWARD_GDYQ 1.0000 | 200,000.00000 200,000.00]  Active @ & =]
Distributions. Personalize | Find | View all | £7| & Fist 4 1071 Last

Chartfields Details/Tax Asset Information Req Detail Statuses /

PC Bus
Unit

a a ¢

Dist Status Percent Merchandise Amt Curr GL Unit *Account Dept Product Project

1 Open 100.0000 200,000.00| NZD UNITC |3 947101 Q. [10ZX

Continue this process for each line that is to be included in this Purchase Order

To remove a line

Click the — at the
end of the row

Line Item Description POQty *UOM  Category Merchandise Amt  sias
= ~ . — ] [=]
I 2 B FEESJU\IZBSIU_UM - E’EA 10000 |5 (947101 Q) 311,012,000 Pending ﬁ —o
FEg]
189 characiers remaining "=
. B Fees July 2016 Student : 3% 10000 5  |@fo47101 Q| 180,000.00/C Pending &
i -
201 characters remaining EE
T Fees July 2016 Student 10000 |5 3,/947101 Q 180,000.00( - & =
+ B niake Instalmant 4 - (et 15 A Al £2 pending ¥
&=
202 characters remaining e
s B Cy|Fees July 2016 Student 10000 |5 0947101 Q| 180,000.00( Pending ﬁ
s & 10000 [5|Qfsa7i01 QIO porgng B =

nia
[E]
202 characters remaining
I 3 Fees July 2016 Student A [ 10000 |5 2947101 Q| 180,000.00( - E‘ HE
T nfake Instalmant 7 . .1an v| . -~ Pending
[E]
202 characters remaining
s B QFees July 2016 Siudent z 10000 [5  |@os7i01 Q[ 180,000.00

RiE

Pending E‘

[E]
202 characters remaining

EE

Cy|Fees July 2016 Student A
e Insialment & - March 17

[E]

200 characters remaining

» 1.0000 [ 947101 180,000.00)~ =
4} 2 al %~ Pending =

Click - K

Delete Confirmation

Delete current'selected rows from this page? The delete will occur when the transaction is saved.

OK; -
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STEP

CoPY A PURCHASE ORDER

When you have
finished editing the
Purchase Order

. | Save
Click =

202 characters remainin
® ) |Fees July 2016 Student
g = Intake Instalment & - March
L2

200 characters remaining

Expand Al Collapse All
View Printable Version View Approvals
ol Save ||=] Mofify || 2% Refresh
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Viewing PO Approval Workflow

If the PO is of such a value that it needs to be approved by multiple approvers, you can
check to see who it is sitting with awaiting approval.

Objective
Know how to search for and view who has approved, and who is still to approve a Purchase
Order

STEP ACTION

Path Buyer WorkCenter > Add/Update Express PO’s

1. Select Find an
Existing Value
tab

2. Enter search
Criteria

3. Click
Search

Express Purchase Order

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

I!ind an Existing Value Add a New Value

Search Criteria

Business Unit UNITC Q,
PO ID[begins with +][0002061244] 1 @
Purchase Order D-ate el
PO Status|= v |
Short Supplier Name aQ
Supplier ID 6}
Supplier Name Q
Q
a,

Buyer | begins with %
Buyer Name | begins with »

PO Type|= v | v|

Purchase Order Reference | begins with %

Hold From Further Processing O

[case sensitive

]
Search Clear Basic Search & Save Search Criteria

Find an Existing Value | Add a New Value
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STEP

ACTION

1. Click View
Approvals

Express Purchase Order
Purchase Order

Buginess Unit UNITC
PO ID 0002061244

PO Status  Pend Appr x

POA Status  Awaiting PO Dispatch

Copy From [ Hold From Further Processing
Header
*p0 Date 031172016 [l Supplier Search
*Supplier OFFIMAX-001 Q. supplier Details
*Supplier ID 0000024284 QU Officela Receipt Status  Not Recvd
“Buyer DOSBORNE Q. Dagmar Osbome *Dispatch Method Dispatch

Amount Summary

PO Reference Training order input

W N

Lines (% Find First ‘4 1of1 &' Last
Line Item Description POQty *UOM  Category Merchandise Amt  seapys

P 1 Fl‘z‘l (0| stationery for fraining reams of c & 50000 [EA |Q[269500 Q 125.00 L'_! Pending E EE
[E]]
216 characters remaining

Expand All Collapse All

View Printable Version View Approvals o Goto .. More ...

[F)save || Retum to Search | [= Motify | [ Refresh L Add || J] Update/Display

1. View approval
list

2. Click Return to
Purchase
Order

View Approvals

Business Unit UNITC
POID 0002051244  View Printable Version
PO Total 12500 NZD
Supplier ID 0000024284  OfficeMax New Zealand Ltd
Buyer DOSBORNE

PO Status Pend Appr
PO Date 03/11/2018

Justification | No justification enfered by buyer.
PO Reference Training order input

View PO Attachment

Review Lines
Review [ Edit Approvers
Unitec PO Workflow
= Purchase Order 0002061244:Pending

Department
Skipped Skipped Skipped Pending
.1 Mo spprovers found )| ot Noapprovers found p| ot MNospprovers found y (g DonShewan
=+ PO Step 1/ Dept- Max 1k =+ PO Step 2/ Dept - Max 1.5k =+ PO Step 3/ Dept - Max 8k PO Step 4 / Dept - Max 10k

Return to Purchase Ordele
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