
 

 

PSFIN V8.9 Training 
 

GeorgiaFIRST Wimba Training Series  
 

Setting Up and Processing  
Purchase Orders 

November 1, 2011 
 
 

Handout 

 

 

 

 

 

 

 

 

 

Information Technology Services 
Version 1.0 
Last Updated: 11/01/2011 



 
Setting Up & Processing POs 

 

GeorgiaFIRST Wimba Training Series For Training Use Only 
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 2 

 

Agenda 

• Wimba Ground Rules 
• Review Objectives 
• Overview of Purchase Order Life Cycle 
• Basic Structure of a PO 
• PO Distribution 
• PO Liquidation 
• Receiving 
• Matching 
• Q & A 

Wimba Ground Rules 

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

Objectives 

• Discuss options for setting up a purchase order 
• Differentiate between setting up a PO to voucher by quantity vs. amount only 
• Provide an overview of matching rules and how to define matching and receiving options 
• Identify how receiving status on purchase order lines impacts matching  
• List the steps for creating receipts accurately 
• Identify how matching impacts liquidation of individual PO lines and, ultimately, the match status of the 

entire PO 
• Review activity against purchase orders which can affect matching and liquidation of a purchase order  
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