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GEORGIAZ/EST Setting Up & Processing POs

Agenda

e Wimba Ground Rules

e Review Objectives

e QOverview of Purchase Order Life Cycle
e Basic Structure of a PO

e PO Distribution

e PO Liguidation

e Receiving

e Matching

e Q&A

Wimba Ground Rules

e Submit questions via the chat box to the “Main Room.”
e We may hold some questions to the end of the session

Objectives

e Discuss options for setting up a purchase order

e Differentiate between setting up a PO to voucher by quantity vs. amount only

e Provide an overview of matching rules and how to define matching and receiving options

e Identify how receiving status on purchase order lines impacts matching

e List the steps for creating receipts accurately

e Identify how matching impacts liquidation of individual PO lines and, ultimately, the match status of the
entire PO

e Review activity against purchase orders which can affect matching and liquidation of a purchase order
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Purchase Order Life Cycle

Create Change
Order

Approve Budget

Create PO
Check PO

changes
necessary

Create
Voucher

necessary,
finalize PO

Run
Matching

Document
Tolerance

Post
Voucher
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Ways to Create a Purchase Order

* Source Requisition into a PO, via the Expedite Reqgs process
* Online entry through the Add/Update POs page
* Online entry through the Add/Update Express POs page

* Usethe ‘Copy From’ functionality on either page above to
create a PO by copying in an existing Requisition or PO.
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Structure of a PO

PO Header

PO Lines

PO Schedule

PO Distributions
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Distribute by Amount or Quantity

Maintain Purchase Order

Purchase Order Defauits

Unit: 81000 POID:  NEXT Vendor:

if you select this option, the default values entered on this page are treated as part of the defaulting logic and are only
applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used.

© petault

@ override you select this eption, all default values entered on this page ovemide the defaultvalues found in the default hierarchy.

Category: | Q, Unit of Measure: | :Q

Ship Tox [ la Ultmate Use Code: |

Due Date: ) Original Promise Date: E']
[FoBsHP  |Q

Ship Via: iVENDOR :Q Freight Terms Code:
i . Freight Charge Method:
Qne Time Address

3

A

Dist Percent GLUDKt  Account Fund Dept Program Class Bud Ref BudgetDate  Project Location [H Unit
1] Jarooo o [ e la [ la | Ja | |2 2010 oar7re010 o | la | o B =
oK | cancel |  metresn |
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"~ Voucher by Amount
(amount only PO)

* Select this option on the PO if the intent is to voucher the PO
multiple times for varying amounts

* Select this option if you plan to make partial payments

* Selecting this option will change the Qty to 1 and will gray out
the Qty field

* Vouchers can be created against the PO until the full Amount
is Matched

* Receive by Amount

An “Amount Only” PO is available to be vouchered until the last
penny is pulled into a voucher and matched
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Maintain Purchase Order

Purchase Order

Unit: 81000 PO Status: Initial
PO ID: NEXT Budget Status: Mot Chid
CopyFrom: | v [] Hold From Further Processing
*PO Date: [0an7r2010  |®@  vendorSearch Doc Tol Status:  Valid
Vendor  ]& vendorDetails
“Vendor ID: la Receipt Status:  hot Recvd
“Buyer: i<t *Dispatch Method: | v Dispatch |
PO Reference: : | Mo T
Header Details PO Acthities Add ShipTo Comments MR e Calculata I
PO Defaults Freight Tax/Misc.: Q.00
Agd Comments Total Amount: 0.00 USD
Purchasing Kil Cataiog

Detais |/ ShipToMueDate |  Staluses | fem information
Line Description Physical Nature

1 | 2

View Printable Version

= Save | =1 Notity ] rts Refresh

[E aad | | UpdateDisplay
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Voucher by Quantity

* Bydefault, POs are created to be vouchered by Quantity.
* (Can have a quantity greater than ‘1’
* Vouchers can be created against the PO until the full Quantity

is Matched

— Ifquantity is ‘3", and ‘3" are received & vouchered, the PO will be
Matched and no further vouchers will be ableto be created

— Partial payments for quantities less than the PO quantity will ‘Partial’
match the PO line

* Receive by Quantity. Partial quantities can be received, but
not partial units (<‘1’)
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Quantity vs. Amount

Setting Up & Processing POs

Customize | Find | View All | B8 Fi

1410 of 12 u Last

Details Y ShipTo/DueDate | Statuses | lfeminformation | Aftributes |  RFQ ' Contract ' Receiving ) [5»)
Line  Description PO Qty "UOM  Category Price Amount Status
1B wzcorvRANGLER =] | 6.0000|[Ea |Q [28544 | [1.00000 600 Acive OO [ E =
2 [@ [ACAD VMARE VSPHERE =| | 6.0000| [EA |Q (28544 |@ [2.00000 1200 Acive OO 8 E] =]
3 @ [ACADVMAREVSPHERE =| |  6.0000|[Ea |Q [28544 | [3.00000 1800 Actve O [ [ =]
4@ [HPcToONLYVMWARE =| | 6.0000|[EA |Q [28544 |Q [4.00000 2400 acive O [E E =
5 @ [HP DL360 G6 =] | 3.0000|[Ea |@ [28544 | [5.00000 1500 Acive OO B E =
6 @ [HP4cB2RX4PC3 T 36.0000| [EA | [28544 | [6.00000 21600 active OO [ [&] =]
7@ [Hp720B3GPLUG = 6.0000/[EA |Q (28544 | [7.00000 4200 Acive OO [ E =]
8 [ [HP NC3s4T = 6.0000|[EA |Q_ [28544 |Q [8.00000 aso0Acive O [E E =
9 [@ [HPILO ADV 1 SVR — ] 30000/ [EA |Q (28544 |Q |9.00000 27.00acive O [ ] =
10 B [HPE 3 YR 24X7X4 DL360 | 10000 [EA |@ [28544 | [10.00000 10,00/ actve O [B E] =
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Receiving Options on PO

* Receiving setting default in to the PO based upon the
NIGP/Category Code selected

— Ingeneral goods default in as Receiving Required and servicesdefault inas Do
NotReceive

* Receiving Settings are:

* Do Not Receive

* Receiving is Optional

* Receiving is Required
* Receiving Settings are set for each individual PO Line
* Receiving Settings can be manually changed

E 2011 Sl o ety o7 P s Urwoasly Syaicm o Scorga Al SghS taenvaE 38

GeorgiaFIRST Wimba Training Series For Training Use Only
2011 Board of Regents of the University System of Georgia. All Rights Reserved. 11



@;%ﬁ@ﬁﬁ!ﬁﬂ@@i’ Setting Up & Processing POs

=iy =l Gozrga”AIT Wimbe Terrg 30T

LY i &

Creating Receipts

* There are 2 ways to create receipts:
— Core Receiving through Purchasing module
— Desktop Receiving by eProcurement users

* Receipts are created by Quantity or Amount (dependent on
PO)

* Receipts can be created for Partial Quantities/Amounts —you
can have more than 1 receipt for a PO

* Helpful Hint— Change the Default “Receipt Qty Options”

(Set Up Financials/Supply Chain>Common Definitions>User Preferences>Define
User Preferences. Procurement Link>Recewver SetUp)
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Matching Options on PO

* Matching Options:
* Full Match

— PO to Voucher (2 way Match)
— PO & Receiptto Voucher (3 way Match)

* No Match
* Match status on a PO can be:
* Unmatched

* Partial (when Quantity or Amount on voucher is less
than what is on PO)

* Matched (when Quantity or Amount on voucher is
greater than or equal to what is on PO)
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Matching Process

* The Matching process is run by AP to match the Voucher to
PO and Receiving documents.

* The Matching process compares Qty/Amount data between
Vouchers, Purchase Orders, and Receipts (if receiving is
required or optional) and updates the PO Line and Header
Match Status accordingly.

* If match exceptions exist they should be researched and
addressed between PO & AP Departments before being
Overriden.

* If PO Lines are setto “No Match” then the match process in
not required when vouchered.
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Impact of Matching on Liquidation

= Matchingallows multiple vouchers to be created and ‘Matched’ againsta
Purchase Order. How matching occurs depends on the method of
Liquidation defined on the PO Line (Qty or Amount Only PO).

= A PO whose entire quantity or amount has been vouchered & matched
will setthe Match Status on PO_HDR and PO_LINE to ‘M’ and the PO will
be eligible for closure whenthe batch PO Close process is run.

*  When onlya portion of the line has been vouchered & matched, the
Match Status will remain ‘Partial’ (P), and will not be eligible to close when
the batch PO Close process is run. If AP & PO determine that the PO will
never be fully matched the PO can be finalized on the final voucheror
manually (force) closed via the PO Reconciliation workbench.

E 2011 St o et o7 P s Urnvosly Syaiom o Scoga All AghS oot HEY

GeorgiaFIRST Wimba Training Series For Training Use Only
2011 Board of Regents of the University System of Georgia. All Rights Reserved. 15



ﬁ;%ﬁ@ﬁﬁ!ﬂfﬂ?@mﬁ’ Setting Up & Processing POs
Match Rules

16 ] [E [ |ruLE_P400 | \th:#tcThglrUmt Price <= PO Unit Price + % Always Continue [=]
Mo receipt found, but unmatched ones - )

170 [E & [rRue_Rrsoo |Q 0F ‘Exception | Always Continue =

18 [ [E [ [RULE_Res0 |q Youcherline amt> Sum ofreceived Always Continue =

19 ] = [= |[RuLe_Rooo | [0t voucherreceived quantily = (Exception v | Always Continue =]
Accepted Qty

20 ] [E [l RULE_R9s0 |Q \é“ef':z?strg,r:am'w greaternan ASSoC.  [Eyception | Always Continue =

21 [0 [= [=] RULE_v400 | Lifeto Date > Sched Amt+%ext tol | Exception v |Always Continue =]

22 [0 [E [ RULE_v500 |Q LifetoDate > Sched Amt+extamttol | Exception s |Always Continue =

23 [0  [& [= RULE_H200 |Q VoucherVendoriLoc <= PO VendorlLoc | Exception | Always Continue =

24 [ = [= |rULE_Ps00 |3 E?#tcilr.ﬁrumt Price == PO Unit Price + Always Continue =]

25 [] [ [= |RULE_R500 |C No receipts found ‘Exception | Always Continue =
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Matching Recap
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Purchasing determines how the PO will be paid (Amount Only or Qty)

A receipt is created, ifreceivingis required

el

3. AP vouchersPurchase Orders
- Changing the ‘Distribute By’ onthe voucher does NOT affect Matching and subsequent
Liguidation.
4. AP runsthe Match Process which picks up only vouchers “To Be Matched’

— AP has the ability to change the Match Status onthe Voucher that defaulted from the
PO

- Match Status’ on PO Line and PO Header are updatedto ‘F’ or ‘M’

No Match POs will close when the Batch PO Close Process is run ifthe Due
Date has passed, whether it has been vouchered or not.

It isrecommended that all PO Lines are set to ‘Full Match’ or ‘No Match’ on
any given PO.
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