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PURPOSE

This document explains the key activities involved in creating a PO with an asset. It provides an
overview of the sub-processes involved, as well as step-by-step procedural guidance to perform
the activity.
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CREATE A PO WITH AN ASSET
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Step

Action

Login to INFORMS.

Navigate to Buyer

Finance/Supply Chain (FSCM) > Supply Chain Operations > Buyer

)
Jconi]

< Supply Chain Operations

Electronic Invoices Create New Requisition

I Create Events v
[“f Manage Sourcing Plans v
I Event Responses v
¥ Manage Sourcing Events Vi E
[5] Contracts Setup v
7 Requisitions Y
A~ Manage Contracts v
| Purchase Orders %
&g Receipts ™
Payments v
. Dashboards v

Buyer WorkCenter

+ Approvals
i Manage Requisition Approvals
{¥1Search Requisitions
Manage Requisition Approvals To locate requi
Requisition ID Q
Approve POs Business Unit Q
Date From|08/08:2022 &
Approve Change Requests
Requester Q
Document Management Search Clear
Approve Voucher Requisitions

Manage Requisttons

ihat require your approval (or requisiions that previously required your approval), edit the criteria below and diic

Requisition Name

Buyer

*status

Date To 06/0872023

Entered by Q

Show Advanced Search
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Action

Select Purchase Orders.

rch Requrstions

73 ocate requntons Pt saure your spproe o0

Brqurson ©

Brsess Unt

Oute From 3572203

arage Ragnsors

W0 T8 rHONRy WN 1O IR 45 P a3 Deiom 350 K P SaaA DL
Rrqunnon Name
* St [Fondng v

O To 113002

rtered by

Dow Adarcet far>

7 Manae SorcegEvests v

Contracts Setwp

Manage Requisio
Search Requrastons

73 ocate B0 TN e 1ot SOOI 1 USRS P USRI 058 e TNa D N K e e Do

Srgureon O

i Event Responses v m

Ve Ragnsrs

Requasion Kame
v

O To 10130022

rtereddy

Panseg v

N Vindow | ey | Parsonaion Page |

2w Avacet fas>
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Step

Action

Select the Add button.

Business Unt

7 Manage Sourcing Events v PO

Purchase Order

£ind an Exinting Vaive

0 Q

NEXT

Keyword Search | Add 8 New Valoe

Maintain Purchase Order
Purchase Order

Business Unit TP
POID  NEXT
Copy From -
~ Header (I
052021 =
B0 Date
| * Supplies a
| * Supplies 1D X
“Bhuyer a
PO Reforence
Add ltems From (5
Lines (@
m Q
Datails Ship To/Dus Date Zratuses
Line Item
1 B

AddfUpdate POs

Hem Informatan

Deseription

Atributes |

PO Status

Budget Status

Receipt Status

*Dispatch Method
Amount Surnmary (7

Merchandise

FreightiTax/Mise

Tokal Amaurst

Racaiving

POGY ™

Close Short All Lines "Ga to

Held From Further Processing

Mot Racvd

Pret

Input or search for the supplier in the system by entering the supplier’s name in the

"Supplier" field or entering the Supplier ID in the corresponding field.
A QA

~
0.00

000 USD
Categary

Dispatch
Calculate
Price e
o
.
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Step Action

7. Input the applicable line information in the details tab.

e Description
e PO AQty

e UOM
e (Category*
e Price

* When creating a General Purchase Order (PO), it is important to input the category
that corresponds to the contract.
Note: Do not input any information in the Item Field

Mantan Purchase Order

J Croate Events . Purchase Order

7 Manage Seurcieg Placs. v Business Unt 10
PO NEXT Budget Statwy  Net O

Copy From v Heokd From Further Processing
7 Manage Scurcieg Events v v Header
PODse 1122022 e
*Suppber DADETRUCKA0! Q| Suppler Detas
* Requstions v *Sapper 1D 0000008358 Q  DADE TRUCKING Receipt States - Net Recwd

“Dispatch Meod  Prit 9 Duspatch
Amount Semmary

Mecchandse 0
FroghtTauMac 250 S

Total Amount 000 USO

Detils |~ ShpToDueOse  Stbmes | Beminkomaton | ASdbutes  RFQ || Cosad | Recewny

Lise Rem Descrpten POGH *UOM Category C il

1 ) Q TRUCK < o EA Q s Q 0P x 0000 Opes
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Action

If a General Purchase Order (PO), select the Contract Tab. Clear all the information
from the Contract ID, Contract and Category Lines that may have been defaulted by
the system, and select the Contract ID Icon.

Maintain Purchase Orde
Purchase Order

« Hoader

05042023

PROTERRAC-D! Q@
Supplier 0 VHUOUED a

| q

Add Items From 7

Lines (3
R Q
Detsils || ShipToDue Date || Staluses
Line Item

m| Notlty | Refresh

40 FTBATTERY & ELECTRIC BUSES

Item Information Aftribsites BFa
Description
Q BUS

Closa Shor All Lines

Contrsct

AddiUpdate POs
s Open
d Furthat P
Not Recvd
Print w
1.700.000 00
mou 170000000 USD

Beceiving | v

Dispatch

Calculate

— woC

Sadl) Contract 1D

Contract Verslon

Contiact  Cateqary
ine Lina fllease

[ a

aintain Purchase Order
Purchase Order

Business Unit T
POID NEXT

Copy From
[* Header (0

*PO Date Lo -
*Supplier | ON TARGET-001

*Supplier I | 0000009742

“Buyor

AIM Malntenanca 3

PO Reference

Header Detalls

PO Defaultz
PO Activities
¥ Actions
pdd items From &)
Catlog
Purchasing Kt
ines
5 Q

Dstalis ‘ Ship ToDue Date Stal

Line Item

Search Criteria
SetlD
Contract 1D

Contract Style

Contract Process Option

Administrator/Buyer

Description

Master Contract 1D

Contract Reference Type

Corporate Contract

PO Date
Search Clear

» Contract Details
Refresh

| 0K Cancel

MDC

050472023

Contract Search

Supplier SetlD  MDC
Supplier ID 0000005742

Clear all the information from the Item Description field and select the Search button.
(|

ON TARGET PERFORMANCE
SYSTEMS INC

Item SedD MDC
item ID ks
tom Description ||
Category |92045 Q
Manufacturer |0 Q
Manufacturer's ltem 1D Q

Supplier ltem 1D

UPN ID
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Step Action

10. The system will list all the possible contract matches based on BU, supplier and
category. Make sure the correct Child Contract (Contract ID), and Contract Reference
Type (Line or Category) are selected. Once selected, Select the OK button.

Note: In the "Contract ID" column, you will find a hyperlink for each contract. Selecting
on it will open the contract page, where you can review and confirm other contract
information such as GRI.

%g l Contract Search
L
Maintain Purchase Order
use
[Purchase Order e 1D Mo Dascription Contract Base Price  Contract
Base Price
Busines
3 - ous 15428 60009
<
He
B = 2045 15228004
a
9 1 o 2048 15208 0
q
=
1 - s20em 15838 00500
1 = aves 0009
[Add o From &
a ham ea0en 000.00000 ¥
ines
LR
s S ToDue D s - P o
L e
L] 1 Line 1am e204s 3000008
1 sa04n 000,00
Retrash
1 e 2048 05000
' e « 700000002
- " 08000000
] oa00007331 ' Catmgory 2045
o Cancel || Refresh
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11.

< OME

Maintain Purchase
Purchase Order

Copy From ¥

 Header (1

*Supplier |PROTERRAC.L1 Q.

Sunplier D | 0000003450 Q

“Buer

POReforence

Add Hema From (@)

Budget St |

“Bisg

Amount Summary

Fre

Lines (2
L -
Ship To'Due Date Statuses o informaton Attributes BFQ Sentract
Line tem Description
B :
5 al s 7 f
3 Close ShortAllLines
R —

Receipt Status

Select the Details tab and select on the Schedule Icon.

PO Status  Cpen

NetReevd
Bro v Dispateh
patch Method
Wsrchandise 176220642
Caloulate
ight/Tan/Mise. w
Total Amount 178230042 USD
Becevng | (¥
POGY UOM Category Price

91,1822100

Merchandise
Aot Status

178230842 Open

12.

Maintai hase Order

Schedules
Uit TP i PROTERRACGM
PO NEXT ¢ 00203

‘M‘ Morlfy | Relresh

Lines
Ine 1 Item
Sehadules
R Q
Detalls | Satuses || Shpmen | Mawhing || Recebng | Freght | BTV I
Schadule |, W ShipTo r
Sched Detals Due Date ‘Ship To Addiass POty
won & mono @ 10000

Add/Updats POs

PO Status Open
Merchandise Price.
i Amognt i Adjustment
B81 15321000 176230642 Actve %

Miscellaneous Sched
Charges Sales/Use Tax
& 8

Distrbutions/ChartFlelds

_’ 5
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13. Input the ChartField details.
e Fund
e Dept
e Account
e Grant*

e PCBus Unit, Project, and Activity, if applicable.
*Grant is a required field. Buyer needs to input ‘NO-GRANT’ or input the correct Grant
number.
Note: In case you require more than one funding source, you can add additional
ChartFields Distribution Lines.

Example 1 — One ChartField Distribution Line

e 0 v ] vewns

"Account Gaant PCBos Unt  Project
nvosoe QY 6ot Q001001081 Q S4020000 Q. HOGRANTx Q Q

Distributions for Schedule 1

Supplier  FROTERRA 0001
Ttom BUSREQ D000DI0E9T(24) Frotera

St Actve
20000
178230842 USD

178230842 uSD

« 2wz v v | vewan

perrvay | Epesy | vy | -y | gy | prw—

Percent  POQYy  MerchAndiSe | ¢irency “5L Unit Fund Dept “Account Grant | PCBus Unit  Project

so0wo] [ 10000] 8115321 usp [mosce @] lews a| [froroim Q| [sesizcomo @ [wrwsaor @ (woass @ ||creoced

sooma| [t susa v [wece @ [ a| [oroooe o [rszomwo @ [wreman @ [(woase @) [oreued
>
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Step

Action

14.

Select the Asset Information tab.

NOME Q Guot Q  ioorodont Q eex0 Q

v > v |

Gant PCBa Ut Project

x
HOGRANT x Q

Q

11
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Step

Action

15.

Input the Asset details.

e AM Unit
e Profile ID
Note: The above information should be obtained from the Capital Inventory Officer or

the Departmental Accounting Staff before submitting the PO for approval.
When a PO line has multiple ChartFields Distribution lines, ensure that the Asset
Details are entered in all the ChartFields Distribution Lines for that PO line.

Example 1 — One ChartField Distribution Line

Schedule Gty
Merchangae Amourt
Dac. Base Amomnt

ey o
[ Assetiormason || BecOnat | Sunen || posoetiemason |
Percenf AM Unit Profie 10 CAP 2 Sequence. Capitalize CostType  Descript

woed ©  Q [emvsos < Q Q 2 a

Distributions for Schedule 1

Unit TP Supplior - PROTERRA 0-001
PO KERT e BUSREQ 0000000857(34) Froterra
Ling 1
Schadule 1 Status  Active
‘Distibute By | Quantty v Schedule Qty 20000
Merchandise Amaunt 176230642 USD
SpeedChan Q| i SpeeChars Doc. Base Amount 176230642 USD
Distribution
5 q @« 12ef2e v WO W

Chatidds || DeaisTox || Assatinformation ‘ Roq Datal ‘ Suuses H Budgetinormaton | [

Status Percent  |AM Unit Profile ID CostType [

12
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Action

16.

Select the OK button.

S Q
Chanseiss Wr-'m—-njym Subses | Bosoetiskmason |

Ot Seates. Percent  AM Unit Profile 10 s Sequence

Open 100000 © Q. 1eswsons x Q

TogNember  Emgli0

B ]

17.

Select the Save button.

Maintain Purchase Order
W Croate Everts ~  Schedules
o - 5 ust © Supplier  DADE TRUCKO%1
PO NEXT PODate 1012202
.M E Redars % Man Page
7 Manage Sourcieg Events v =
(] Contracts Setp v e 1 e TRUCK
¥ Requstions v Schedules
g Q
4 Manage Contracts v e
Detals | Sutmes | Shomest || Makheg | Receweg | fmgM | BTV
; Purchase Orders ~
Sched Schadwe  “Duelute Ship To Dble P0Gty
PO Ao Sowrcny
o 1 [ ] wxn [E oweon Q @ 1
Suyers Werkdesch Ad4 ShpTo Comments
Review Change Mstory
4 Recests v
5 Payments v
|27 Dastoourds v

POGry

13
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Action

18.

Select the Return to Main Page hyperlink.

ase Order

o
NEXT

7 Agprovals v
n Pur
J Create Events ~  Schedules
" st
Manage Sourcieg Plaes.
P00
] v
Iam'\:v.nwd
Events v
7 Manage Sourcing =
Contracts Setep v Une 1
! Requstions v Schedules
g Q
= Manage Contracts N
Detads
& Purchase Orders A
Sched
PO Auto Sourcing
AdsUpdate POV !
Bayers Wordesch
Seurceg Workdench
Review Change Mstory
4, Receots v
7 Payments v
21 Dastboards v
7] Buyer WodCenter
<

Suppler  DADE TRUCK.001
PODate 10122022

inferms

New Window | He

PO Satus  ntad
PO Gy (7Y Merchantine Amt uso
Merchandise Price Mscetaneouns
Price Statas.
Amoant Adertment Charges
$9,000.000%0 000 Actve b «

19.

Select the Submit for Approval button.

< Supply Chain Operations.

New Window | Help | Personakze Page A
Maintain Purchase Order
Purchase Order
Business Unit 10 PO Status  Open 2 x
POID 0000000046 Budget Status  Not Chicd - g ]
Copy From v [ Hold From Further Processing
~ Header @
“PO Date | 107292020 E)  Suppler Search
*Supplier LAREDO GRO001  Q Suppler Detals
*Supplier 1D 0000000313 Q LAREDO GROUP INC Receipt Status  Not Recvd
O h Print vl Dispatch
“Buyer MO_PO_DPT_BUVEI Q MO_PO_DPT_BUYER Viepeich Method
Amount Summary (7
PO Reference
Merchandise 100.00
Header Detads Actty Summary
PO Detautts Edit Comments FroightTaxMisc 000 Colcutete
m PO Activises Add ShipTo Comments Toali Amaast P
Requaaons e uso
v Actions
Add items From O
Catalog Hem Search
Purchasing Kit
Lines O
5 Q
Details Ship ToDue Date Statuses ttom lnformation Attroutes RFQ Contract Recening 1
Une ftem Description POQty *UOM Category Price Merchandise ¢
1 2 Q Cycle 2 Test - Create  J'* e 10000 EA Q 07180 Q 100.00000 10000 Open
View Protabie Verson
Close Short All Lines *Go to More v|
View Approvals J
v
>
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Step

Action

20.

After the PO has been approved. The PO status changes to “Approved”.

Click the magnifying glass icon next to Budget Status to submit the PO for budget

checking process.

Maintain Purchase Order
Purchase Order

Business Unit [T

D 00004802

Copy From
» Hoader (5
05112023
*PQ Date

*Supplier |DUVAL FORD-001

“Supplier 10 | 2000000884

“Buyer E160394

RECO0001 Test

PO Reference

Header Detais

| Add Hems From @

PO Status

Buaget Status

Supgpier Search

Receipt St
DUVAL FORD LLC

*Dispateh Method
Amount Summary (3

Merchandise

FreqihtTaxMise

Total Amount

Encumtsance Balonce

Setect Lines To Display @
Search for Lines

Approved dp—————

Mot Chi'd L]

Hold From Further Processing

Hot Recva
Print - Dispatch
54,301 00
000 Calcutate
5430100 USD
al o Q Retrieve

Maintain Purchase Order
Purchase Order

Business Unit T

POID 0000004502

Copy From

0512023
*PO Date

“Supplier | DUVAL FORD.001

“Supplier 10 (9000000884

— T

RECO0001 Test
PO Reference

| Add ltems From (3

PO Status

Budge! Status

Suppler e

Supplier Dotails

Rocaipt Statis

DUVAL FORD LLC

*Dispateh Mathod
Amount Summary (%

Merchandise

tTaxMisc
Total Amotnt

Encumbrance Balance

Select Lines To Display (3}
Search for Lines
Line

Approved

Hot Cric IZ'

Hold From Further Processing

Hot Recvd
Print v Dispatch
54,301.00
000 Calculate
5430100 115D
Ql g a Retrieve

15
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Step Action

21. After the PO has been submitted for Budget Checking the PO budget status should
change to “Valid”

Note: If there are any issues in the Budget Checking process the system will display
either an error message or will place the PO in Budget status of Error. A new window
will display with the budget error.

Contact your BU (Business Unit) budget analyst and provide a screen shot of the
budget error window displaying the budget error message.

m

Vaintain Purchase Order
Furchase Order
Business init 1T PO Status Y
RN 90000062 Budget Status
Copy From £ Hakd From Further Processing
* Hoader (3
- 05/1172023 =
PO Date
*Supplier DUVAL FORD-001 Q@ ¢ Details
Receipt Status
Supplier 10 | 000003834 qQ CUVAL FORDLLC Mot Regvd
Prird - Dispateh
“DHspateh Matho
‘Buyer |E150384 a Riometo. Amarsda L isp Aethed
Amoiunt Summary (%
REQD0001 Test
POR Merchanaise 5430100
00 Calculate
Fresght/Tax/Misc. b
Total Amos 5430100 USD
Encumbrance E 5430100 yen
Add Items From (3 Sedect Lines To Display (T
Saarch for Lines
iz - Line Q! 1 a Retrieve

22. Click the “Dispatch” button.

[ —

faintain Purchase Order
Purchase Order

ERintmaus ntt:-E PO Status  Appeoved X
POID 0000004302 Budget Status  Vaid
Copy From v Hold From Further Processing

* Header (3

051172023
“PO Date

*Supplier [DUVAL FORD-001  Q,

Receipt States o
*Suppiern | DD00003654 Q Mot Recvd

Print v -nimmn
“Dimpateh Mithos
E150354 Q Romee, Amanda L Dinpateh Mathod

Amaunt Summary ()

“Huyer

REQ00001 Test

PO Reference 54.30100 P

000 e
5430100 USD

 uso

Lines To Display (3)
h for Lines - al . a Retrieve

Add lems From (3)

Catslog terr
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Step Action
23. Click “OK”
Dispatch Options *
Help
Use One Ship To .
Ship To  [TO0000009
Dispatch Options
Fax Cover Page [ Test Dispatch
= . [CJ Print BU Comments
Server Name !| Q| Print Duplicate on PO
o e - Print Changes Oniy
Gutpart Dastnation Type Print PO Item Description
o [ Print Copy
OQutput Destination Format i3 [ZJ Print Closed Line Amount
Template D Q
0K Cancel Refresh |
24, Click “Yes”
PO Reference R Merchandise 5430100 =
Te———r
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Step

Action

25.

Notice “PO Status” changed to “Dispatched”.

Maintain Purchase Order

Purchase Order

Business Unit [T

POID 0000004802

Copy From W

* Hoatler 7
ponae 05112023 Suppige Search
“Supplier O -0t Sunpa

DUVALFORDLLC

i)
*Supplier 1D

*Buyer - Fomero, Amanda L

PO Reference

Actraty Summary

PO Status | Dispatched A X

Budgot Statuy  Vald

Hold From Further Processing

Hackorder Status Mot Backordered

Create BackDider

Recelpt Status  Hol Recwd
“Dispatch Method Frint v Dispatch
Amount Summary
Merchandise 54.301.00
Calculate
Freight/TaxMiac. L
Total Amount H30100 UsD
Encumbiance Balance AN1LN uso
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