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INTRODUCTION

This manual has been prepared to assist you in understanding the Purchasing Module of the
Financial Management System. The Financial Management System is an in-house system
developed by the Data Processing department in conjunction with the Auditor’s Office. The
system is Windows-based written in Power Builder with an Oracle database. Being a
Windows-based program offers several advantages.

The system contains enhanced accounting features. Some of these new accounting features are
required by the Governmental Accounting Standards Board ("GASB"). GASB was organized in
1984 by the Financial Accounting Foundation to establish standards of financial accounting and
reporting for state and local government entities. http://www.gasb.org

Security features are included. The system will recognize you by your network logon ID. If your
logon ID does not match the system ID, you will not be able to logon to the system. Furthermore,

account access is limited by those set within the general ledger.

Please contact the Auditor’s Office — Finance or Purchasing if you have any questions or
comments about the financial system or the user’s manual.
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MAIN SCREEN

Figure 1 is the Main screen that appears when the finance program has been executed. Please
note that the buttons on this screen will vary based on your security levels.

File Window Help

Ready 10415421 1:40 PM

For the following icons, access is based upon approved security.

The following buttons are available on the Main screen (in order from top to bottom).

General Ledger (bar graph) Clicking this button will execute the General Ledger module.

Budget (calculator) Clicking this button will execute the Budget module. This
module is limited to County staff who will be preparing their

department’s annual budget.

Cash Management (dollar sign) Clicking this button will execute the Cash Management
module.
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Accounts Receivable (invoice page) Clicking this button will execute the Accounts Receivable
module.

Asset Management (buildings) Clicking this button will execute the Fixed Asset module.

Work in progress (house) Clicking this button will open a dashboard that shows the
status of things you are working on and Commission
comments.

Requisition (page with red pen) Clicking this button will execute the Requisition module.

This module is where requisitions will be created and
approved. Once the requisition has been approved, it
becomes a purchase order. Once the goods have been
received, the purchase order is approved for payment.

Vendor Maintenance (person) Clicking this button will execute the Vendor Maintenance
module. You can search for a vendor from here and see any
notes and contracts tied to this vendor.

You can also start the process to set a vendor up from this
screen if you have security to do so.

Travel (airplane) Clicking this button will execute the Travel module.

Control records (key) Access to the module is restricted to Finance and
Purchasing.

Exit (door icon) Clicking this button exits the application.

The following are options available within different windows or under Window in the menu bar

Tile Windows Vertically Clicking this button will show all the open windows
side-by-side. This button is disabled until at least two
windows in the application have been opened.

Tile Windows Horizontally Clicking this button will show all the open windows
top-to-bottom. This button is disabled until at least two
windows in the application have been opened.

Layer Windows Clicking this button will display one window and will stack
any other open windows behind the displayed window (you
will not be able to see these other windows unless the front
window is moved, minimized, etc.). This button is disabled
until at least one window in the application has been
opened.
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Cascade Windows Clicking this button will display one window and will stack
any other open windows behind the displayed window (you
will be able to see the tops of these other windows). This
button is disabled until at least one window in the
application has been opened.

The name of each of the buttons can be seen by either (1) moving the mouse to the button and
waiting a second until the Power Tip appears or (2) right-clicking on the toolbar and choosing the
"Show Text" option (repeating this action will toggle the text off). Also, all the actions performed
by the buttons are available by choosing the File option from the menu bar. The File menu also
displays any associated quick keys (e.g., the Requisition module can be executed by pressing the
F9 key).

To change the position of the toolbar, right-click on the toolbar and choose the position of the
toolbar you like best. It is recommended, however, that the toolbar remain on the left side of the
screen. You can also click on Window in the menu bar and select tool bars. (Figure 2)
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REQUISITION MODULE

A purchase order does not become a valid purchase order until all the data has been entered, the
approval process has been completed and a purchase order number assigned. The temporary state
of the purchase order while it is going through this process is called a requisition.

From the Main screen (Figure 1), execute the Requisition module by clicking the page with red
pen icon. The first screen that appears (Figure 3) contains several main tabs: P.O. Lookup,
Requisition, Purchasing, Parameters For Search and Results of Search. Please note these tabs
will vary based on security levels.
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Figure 3

Each main tab will have sub-tabs associated with it. In Figure 3 you will see that the main tab
P.O. Lookup has two sub-tabs: Parameters for Search, and Results of Search. This is the first
screen that will appear when executing the purchase module.
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When you click on the Requisition tab, you will see in Figure 4 that this tab has several sub-tabs;
Vendor Search, Initiate, Costing Allocations and so on.
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Figure 4
The toolbar at the top of the screen, in order from left to right, are as follows:
New Record (Page with +) Clicking this button will insert a new record (i.e., line).

This button will be used if there is more than one line item
on a purchase order.

Close Window (x) Clicking this button will close the current window; it will
not cause you to exit the application.

Save Changes (disk) Clicking this button will save any changes. This is the
button you will need to press to initially store requisition
information. If any subsequent changes are made to the
requisition, this button will need to be pressed to update the
requisition.

The quick key for this button is F12.
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Default Printer (tools) Clicking this button will allow you to set your default
printer. You will also be able to set printer options.

The printer highlighted on this screen is the printer where all
print jobs will be sent.

Print Screen (printer icon) Clicking this button will print the current screen and send
the print job to your default printer using the parameters set
in the Printer Options screen.

Cancel Changes (red square) Clicking this button will cancel any changes that you have
made since the record was last saved.

If you are entering multiple line items (see section on
Entering Requisitions) be sure to have your cursor in the
line you wish to cancel!

As you enter requisition information, make sure you fill in the needed fields. You will not be able to
save a record if a required field has been left blank.

SEARCHING FOR AN EXISTING P.O/REQUISITION

The P.O. Lookup Parameters For Search tab (shown in Figures 3& 5) allows you to search for a
requisition or purchase order that has already been created. This is the first screen that appears
after executing the Requisition module (Page with red pen). Please note the year in the upper right-
hand corner of the screen. By default, the current year will be displayed in this field. If you wish to
change the year, simply replace the current year with the year you wish to search. You will notice
there are two fields associated with the year. This allows you to also enter a beginning year and an
ending year for your search.
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Figure 5

When you first enter information for a purchase order, a requisition is created, and a requisition
number is assigned. This number can be used to track the progress of the purchase order as it is
going through the approval process. Once all the steps of approval have been completed, the
requisition is then assigned a purchase order number at which time items can be purchased.
Requisition numbers should not be used to purchase items. One or more of the following
parameters can be entered to conduct the search for an existing purchase order or requisition. It is
always a good idea to enter your department account number to narrow your search. The
following list will describe the fields in Figure 5 from left to right:

Name The name of the vendor on the purchase order. Only the
first few letters of the vendor’s name need to be entered.
Individuals are listed last name, first name. So, Dr. John
Doe would be listed in the database as Doe, John Dr.
Articles (‘A’, ‘An’, “The’) will be placed at the beginning of
the vendor’s name. For example, The Daily Herald would
be listed in the database as The Daily Herald. It is possible
to do a wildcard search by placing the percent sign (%)
before the characters you want to search for. For example,
a search string of ‘%0UTAH’ would return the following
vendors: UTAH COUNTY PUBLIC WORKS, CENTRAL
UTAH TELEPHONE, and any other vendor that contained
‘UTAH’ anywhere in its name.
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Vendor 1.D.

Type of 1099

P Card Vendor

General Ledger Account

Costing Center Account

Status

Requisition Range

Date Range

PO Range

Amount

Requiring Reviews

Travel#

State Contract

The ID of the vendor on the purchase order. Each ID is
only associated with one vendor.

The type of vendor/purchase. This parameter is limited to
the options listed in the drop-down box.

Search by vendor name

The general ledger account number associated with the
purchase order.

The cost center associated with the purchase order.

The status of the requisition or purchase order. This
parameter is limited to the options listed in the drop-down
box. See the section on Tracking Requisitions for a list of
status descriptions.

A range of requisition numbers. If you are trying to find
one specific purchase order/requisition and you know its
requisition number, then you only need to enter the number
in one—not both—of the boxes.

The date the requisition was created/approved.

A range of purchase order numbers. If you are trying to
find one specific purchase order and you know its number,
then you only need to enter the number in one—not both—of
the boxes.

A range of requisition/purchase order amounts.

To search on requests that need reviews by Public Works or
IT department.

The T-number that is assigned by the Finance System for
travel. You can search on any portion of the T-number
without using a wildcard (%). If you place a T in this field,
all requisitions and/or purchase orders with a T-number will
display. If you enter a 3 in this field, then any requisition
and/or purchase order that has a T-number containing a 3
will be displayed.

Search on state contract numbers. This will bring up any POs
associated with that state contract number.
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Agreement The Agreement number assigned to a vendor contract once
it has been approved by the Commission.

Budget Line-Item Search by budget line item.

PO Description Search on key words in the PO description field.

Received On Range Enter dates to search on when payment was authorized.

Pmt. Instructions Search on type of payment selected when payment was
authorized.

Invoice The invoice number associated with the purchase order.

Typically, the invoice number will only be known after the
order has been shipped or paid.

Payment type# The payment number associated with a purchase order that
has already been paid. Check#, Deposit#, P-Card# and
Wire#

After you have entered your search parameter(s), click the Search button, or press the enter key
to execute your search. All documents that meet the search criteria will be displayed under the
P.O. Lookup - Results of Search tab (shown in Figure 5). If you need to conducta new search and
want to clear the parameters that have already been entered, click the Parameters for Search tab,
then the Reset button.

The Results of Search screen is organized to display the purchase order information by order of
the headings. For example, the heading in Figure 6 that has been outline in purple indicates that
the first line below the heading will show you the purchase order number (2021-11748-1). The
second line below the heading will tell you the account name, and the third line below the
heading will give you the costing center name.
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To display further details about the purchase order, use the mouse to double click on the purchase
order you would like to view or click on the light blue square with an I in it. Please note that the
double click needs to be somewhere in the text that is highlighted in blue (see Figure 6) or press
the Enter key after the purchase order has been selected. You will then be taken to the Requisition -
Initiate tab (shown in Figure 7) which will display detailed information about the purchase order. To
view even more information, click on any of the sub-tabs: such as, Approvals, Goods Received,
Budgeted Items, etc. These tabs will be explained in more detail in the section on Entering
Requisitions. To return to the search results screen, click the P.O. Lookup tab.
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Figure 7
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ENTERING A NEW VENDOR

Click on the person. The vendor search screen appears. You should always search to make sure
the vendor is not already set up. There are several options to search for a vendor. (See figure 7.1)

If the vendor is not found, you can start the process of setting up a vendor by clicking on the
“insert” icon and filling out whatever information the system will allow. If there is a comma in the
vendors name, do not use it. Example National Corndog company, LLC. If you enter the comma,
the system will think the vendors name is LLC National Corndog company.

Make sure to click on the blue USPS ZIP Search and click on Find by Address under Look up a
ZIP Code. Enter the address according to the USPS website, including the zip+4. Then save it
(F12). The system will save it in a TEMP status. Email Purchasing the vendors W9 and ask for the
vendor to be activated.

To set up employees, enter the employee’s last name, first name. Then email purchasing the
employee’s name, employee id# and address the employee wants associated with their record to

finish the process.

To setup ACH information for an employee, you will need to contact the Finance Officer.
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Figure 7.1
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ENTERING A REQUISITION

Step #1: The Requisition - Vendor Search tab (shown in Figure 8) is the first step in creating a
purchase order. This tab allows you to search for vendors that have been created in the financial
system. If a vendor has not been created in the financial system, you will get the message “No
Active Vendors for Given Parameters”. You must have security to create a vendor. Contact the
Purchasing Agents in the Auditor’s Office by email or extensions 8234 or 8233 to be set up to
create vendors. You will need department head approval.

If you have security to enter the vendor yourself, please see the section on Creating Vendors.

In Figure 8 there are six different parameters that can be used to search for the vendor you wish
to create a requisition for:
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=
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Ready | 10/18/21 1:46 PM
Figure 8
Vendor 1.D. The Vendor ID is a number generated by the financial

system and is associated with a single vendor name. If you
know the vendor number, type it in this field.

I.R.S. Name The official name of the vendor as registered with the
Internal Revenue Service.

Tax L.D. The tax (or employer) identification number associated with
the vendor.
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Vendor Name The name of the vendor. Only the first few letters of the
vendor’s name need to be entered. This is the easiest way to
search for a vendor.

Individuals are listed with last name first. Ex: Dr. John

Doe would be listed in the database as Doe, John Dr.
Articles (‘A’, ‘An’, “The’) will be placed at the beginning of
the vendor’s name. For example, The Daily Herald would
be listed in the database as The Daily Herald. It is possible
to do a wildcard search by placing the percent sign (%)
before the characters you want to search for. For example,
a search string of ‘%0UTAH’ would return the following
vendors: UTAH COUNTY PUBLIC WORKS, CENTRAL
UTAH TELEPHONE, and any other vendor that contained
‘UTAH’ anywhere in its name.

Contact The name of the contact person associated with the vendor.

Telephone The telephone number of the vendor. Any part of the
telephone number may be entered. For example, if you
wanted to search for all the vendors along the Wasatch
front, you could enter 801 or 385.

After you have entered the search parameter(s), click the Search button, or press the Enter key to
execute the search. The vendor(s) that meet the search criteria will be displayed in a list below
the search parameters. Double click on the vendor you wish to create the requisition for. If you
would like to conduct a new search and want to clear the parameters that have already been
entered, click the Reset button.

Step #2: Afteryouhave double clicked on the vendor you want, the Requisition - Initiate tab will
display (See Figure 9). Completing the information on this screen is the second step in creating a
requisition. The screen and field descriptions are as follows from left to right, top to bottom:

General Ledger Account The general ledger account from which the order will be
(Fund, Department, Object) paid. Up to nine general ledger accounts can be paid on one
purchase order.

After entering the general ledger account, you will automatically be taken to the Budged Items tab
which is just another sub-tab of the Requisition main tab. This tab will allow you to choose the
line item from which this purchase should be taken. Please note that you will only have access to
your own departmental accounts unless security to enter requisitions for other departments has
been granted.

Choose the costing center (or line item) by double clicking on the line that corresponds with
where the item was budgeted. If there is no money available, you will receive an error message,
otherwise you will automatically be taken back to the Requisition — Costing Allocations tab.
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(Figure 9). The cost center that was chosen will appear in the Center, Year, Division, and Project
fields.
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Figure 9
Requisition The réguisjtion number assigned to the document will show
in this spade. Please note that a requisition number will not
be assigned yntil the document is saved. Also note that the
requisition nuinber is a system-generated field.
Purchase Order Number The purchase oyder number assigned to the document will

show in this space. Please note that a purchase order
number will not be assigned until the requisition has been
approved by the Commission and/or the Purchasing Agent.
Again, the purchase order number is a system-generated
field. The format of the purchase order is {Year}
{Number} {Level}. The Level portion of the purchase
order number becomes important when using a blanket
purchase order. This number will show how many
payments have been charged against that purchase order.
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Status

Date Requested

Entered By

Last Updated

Requested By

Total Purchase

Vendor

Vendor 1.D.

To illustrate, a purchase order number of 2021-10277-3
would indicate that the purchase order was the 3rd level
(or payment) of the 10,277" purchase order created in
2021.

The status of the purchase order. When you initially enter a
purchase order this area will be blank. However, if you are
searching for an existing purchase order, and look at this
screen, the status will tell you if the purchase order has been
approved, or if it is ready to pay, etc. For a description of
each type of status, see the section on Tracking
Requisitions.

The date the requisition was initially entered. This field is
system-generated and cannot be changed.

The logon ID of the person entering the requisition
information. This field is system-generated (based upon the
network logon ID) and cannot be changed.

The date the requisition/purchase order was last changed.
While the Date Requested field will always remain the same,
this field will continually change as the requisition/purchase
order is re-saved.

The logon ID or name of the person requesting the purchase
order. This may differ from the logon ID appearing in the
Entered By field.

The total amount of the purchase order. Do not enter ‘$’.
If the purchase order is for $153.46, enter 153.46.

The vendor’s name selected on the Vendor Search
tab automatically appears in this field.

If the vendor’s name shown is not the correct vendor, you
can cancel the requisition by clicking the “Cancel
Requestion button” and start again or you can contact
Purchasing to have the vendor id# updated to the correct
vendor.

The vendor ID associated with the vendor’s name. This
field is system-generated and cannot be changed.
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Delivery Address The address where the goods should be delivered. This field
will automatically be filled in for you based on your login
ID. You can specify a different department by choosing it
from the drop-down list and the address line below will
update accordingly. If this field does not automatically fill in
for you, contact Purchasing to set up the default address.

Delivery Instructions Add any miscellaneous notes regarding how the goods
should be delivered. For example, to whom the goods
should be routed once they are received, by what carrier the
goods should be shipped, if delivery needs to be rushed, etc.
As much text as necessary can be entered in this box.

Sensitive Data Select YES if you need HIPPA Compliance. You can
default to YES in your profile under File and user profile. If
you select YES as default, you will need to review each
request to see if it meets HIPPA. If NO, then select NO.
Reminder all information is subject to Gramma requests and
make sure to black out information required by HIPPA.

F.O.B. All goods should be shipped to the County Free on Board
(FOB) Destination. FOB Destination is a shipping term
indicating that the supplier pays the shipping costs from the
point of manufacture/sale to the County destination. Title
of the goods passes from the seller to the County when the
goods are delivered. The F.O.B. is limited to the
destinations in the drop-down box

Travel Authorization # Is assigned by the system once a travel request has been
approved. The T# will be assigned to each purchase order
automatically when it is created within travel.

Requires Commission Review This field indicates whether the requisition will need to be
approved by the Commissioners. Most requisitions over
$5,000 for departments that fall under appointed
department heads, and over $10,000 for departments that
fall under elected officials will require Commission
approval. See County Ordinance 2019-24 for details.

Reason Cancelled If you choose to cancel a requisition after it has been
created and saved, you must enter a reason for the
cancellation in this field.

Quick Write This field is limited to those with approved security to

override approvals.
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Write in Prior Year

Write in Next Year

Cancel Requisition

Print Purchase Order

Save And Email PO
the vendor.

Payment Information

Request Early Release

This field allows a purchase order to be written in a year
other than the current year. Usually only available for the
month of January.

This field allows a purchase order to be written for next year
once the budget is approved and updated in the Finance
System. Usually available in late December.

This button will allow you to cancel the requisition after it
has been saved. You will need to enter the reason for the
cancellation in the cancel field. Re-saving the requisition
(F12 or button on the toolbar) will then cancel the

requisition. The status of the requisition will change to
REQCANCEL.

If the requisition has not yet been saved (i.e., no
requisition number has been assigned), do not use this
button to cancel the requisition. Instead, click the red
square icon on the top toolbar to cancel the requisition.

Once the requisition has been approved by the Commission
and/or Purchasing and a purchase order number has been
assigned, click this button to print the purchase order to
supply to the vendor.

You have the option to save the PO to a file and email it to
Clicking this button will take you to the
Requisition — Goods Received tab where you can view any

payment information that exists.

Clicking this button will allow you to request an early release
of payment. You will need to fill out the form.
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Quantity There are three different ways to enter the quantity, unit
cost and items you are purchasing on your requisition.
Below are some examples of the different ways to enter
these items. Choose the one that is easiest for you.

(1) If you are ordering office supplies (pens, notepads,
folders) and the total purchase is $50, you would enter “1"
as the quantity, and the unit cost as $50. In the description
box you would enter the details of how many pens,
notepads, folders etc. and include the associated costs of
each item. Preferred way is for you to do a line for each
item/expense. This also makes it easier for you if you
have to do a search on how much was spent on X item.

(2) If you are ordering 5 of one item, (for example 5
cases of paper at $15 each) you would enter 5 as
the quantity and unit cost $15. The system them
calculates the total cost $75

(3) If you are entering one requisition that requires items to
come from different accounts, or from different line items in
the same account then you would do the following: Enter
the first item like you normally would (account number, line
item, quantity, unit cost, description etc.) then click on the
“insert” button on the toolbar. The screen will refresh and
display the same account number and costing center used
with the previous item. Simply change the account number
if you would like, and/or click on the “Budgeted Items” tab
to choose a different line item, then continue entering the
rest of the information for this item. You can enter
numerous items this way and choose up to 9 different
account numbers if needed on one requisition.

Unit Cost Enter the unit cost according to the guidelines listed above.

Description The description field is the large white box toward the
bottom of the screen. Enter a description of what is being
purchased in this field. As much text as necessary can be
entered in the field. This is the space where multiple
products ordered should be listed. For example, in the
scenario described above where office supplies are being
purchased, the individual supplies should be detailed in the
description field with their associated costs. To illustrate,

an appropriate description could be ‘Office Supplies:
Folders ($5.00) on one line; Pens ($6.00) on a second line.
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To move to the next line, hold down ‘Ctrl’ and press the
Enter key or click on insert icon — top left under file — to
insert another line.

Step #3: Once you have entered all the necessary information on the Costing Allocations screen
the requisition must be saved by clicking the save button on the toolbar or by pressing the F12
key.

File Edit\ Special Window Help

Al xTH | X[ig | =

. E Vendor PCARD - WELLS FARGO COMMERCIAL CARD -Req. £12327 -P.O. Number 20210 -P.0. Status DEPT

||:|
=
=

PO Lookup JUELTIEGEN Purchasing

Vendor Search  MLIEICE Approvals BquEtEd e Change Histary Comments
tems Tracking

R equisition 123%:'5 2021-1 Date Requested 10419/2021 16:38:21  Status DEPT Purch. Discount Mone

Entered By SHIAMNES Lazt update RICHARDJIMN on 10/20/2021 08:07 Purch. Acct. MA&

Requested By [SHIARNES | Total Purchase 1099 Type [C ~| Tamsble N0~

Yendar PCARD -ME\LLS FARGO COMMERCIAL CARD Yendar 1.0,

Delivery &ddress [PUBLIC WORRSJE51-6613] ]

Del. Instructions [ | Sensitive Data

Travel Mbr.

Blanket F.0. Heviews%{sion Mo ~]IT. Mo ~]|Pwi[Ho ]

Cancel Reason | |
Attach File

Print Purchase Order

Payment Information  Request Early Release

Cancel R equisition
Quick Write

General Ledger  Fund Department 25100 | Object [2500 | Adsgunt Mame PUBLIC'WORKS / PAREKS - BUILDING & GR

JAOmME o= $5 20 F 3 EEe H

Cost Center 80-21-45-155 [ty Unit Cost [54.95 Total 5495 Dept Appr. Mbr. [ |

P.0. Line ltem 1 of 1 Budget Line kem # 1 - buiding & grounds State Contract

1 TRIGGER START PROPANE HEAD 34.93 [———

4 140Z POL GAS CYLINDER 4.33EA 19.36

CARD ENDING 2421 %
Accounts

Juztific-ation Bodae e
esoiiptions

Purchazed From  Vendor  [CAL RANCH - SPANISH FORK
Total Request  $54.95 Amaount Remaining Ta Spend  $0.00
Ref. Internal POR451432 Costl BEETIT

Figure 10

After the requisition has been saved, a requisition number will be assigned and displayed at the top
of the screen. The requisition will then be placed in “Initiated Status”. See the section on Status
Tracking for a list of status descriptions. Remember the requisition number should not be used to
order items. You must wait until the requisition has gone through the approval process and
assigned a purchase order number.
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TRACKING THE STATUS OF A P.O./REQUISITION

There are a couple of different ways to track requisitions as they are going through the approval

process:

Option#1: Click on the Requisition - Status Tracking tab and select the status youwishto search by

clicking on the appropriate radio button. You will only see the purc
have been written against the accounts you have access to. To
order/requisition, simply double click on the selected ite

view further details

File Edit Special Window Help

(ol b

XK | =

e orders/requisitions that
rew the details of the purchase
en click on any of the sub-tabs to

Beg/P.O.
Erinted

hd

@. e
- Purchasi
¢ Wendor Search Initiate Appravals Buﬁgizid Change History Comments
Initiated d/ Print All Displayed Print Only Those Not Printed
Requisition Entered -
MNeeds Dept. or Div. Approval
r STATUS = INITIATED
= Department Head
i Approved By Division Head Feo# j=iw]) Wendor Total
2 || Needs Dept. Head Approval 10711 LES OLSON COMPANY 263.60
11763 PCARD - WELLS FARGO COMMERCIAL Cal 199.60
EHS Purchasing Agent ) 12368 OFFICE DEFOT 100146
S Approved By Dept. Head 12368 OFFICE DEPOT 1001 46
3 Meeds Purchasing Approval 12385 REM SERVICES INC 40000.00
12385 FEM SERVICES INC 40000.00
00| Commission 12386 WAl Ok 1698.38
= Approved by Purchasing 12460 PCARD - WELLS FARGO COMMERCIAL Cal 15.97
[ Meeds Commission Approval 12461 LASER EXPRESS UTAH INC 789.60
=, 12462 PCARD - WELLS FARGD COMMERCIAL Cal 1121.25
~, | Final Approval Given 12463 TOOEL MOTOR COMPANY LLC 51161.50
PO # Established 12464 PCARD - WELLS FARGD COMMERCIAL CAl 564,20
: 12465 PCARD - WELLS FARGO COMMERCIAL Cal 530.00
GS’OdS RBC.E“;Ed 4 12474 PCARD - WELLS FARGD COMMERCIAL Cal 373
pgﬁaigzcgg‘gt O 12484 UTAH COUNTY HEALTH DEPARTMENT 1.00
12490 PCARD - WELLS FARGO COMMERCIAL Cal 2104.20
Authorized To Pay 12493 PCARD - WELLS FARGO COMMERCIAL Cal 122.06
Authorized to pay 12435 PCARD - WELLS FARGO COMMERCIAL Cal 186.89
12496 PCARD - WELLS FARGO COMMERCIAL Cal 106.33
12503 T-MOBILE 1119.98
Figure 11
Initiated The status of the requisition after it has been initially
entered. Waiting for Department or Division Head
approval. A Division Head has the authority to approve
requisitions in Initiated status, but the Department Head is
still required to give final approval.
Dept Waiting for Department Head approval.
Purchasing Agent Waiting for Purchasing Agent to approve. The Purchasing

Agent acknowledges all procurement rules have been
followed. If the requisition does not require Commission
approval, a purchase order number is assigned, the
purchase order is then placed in Approved status and items
can now be ordered. Requisitions requiring Commission
approval will become purchase orders and will be assigned
purchase order numbers after being approved by two

Commissioners.
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Commission Requisition is waiting for the approval of two

Commissioners.

Final Approval Given Requisition has completed the approval process and a
purchase order has been assigned. Items can now be
ordered.

Authorized to Pay Goods have been received and the purchase order has been

authorized for payment.

Option#2: Fromthe P.O. Lookup - Parameters For Search tab enter your Fund, Dept and account
number (to narrow the search) and from the status drop down list, ¢
requisition/purchase order status you wish to search for. Please nott this list i
order and you may have to use the scroll bar on the right to |

by.

in alphabetical
ate the stapds you wish to search

File Edit Special Window Help

(2 = = K= =]

0 E Vendor HK. COMSULTIMNG INC  -Req. # 8713 -P2. Mumber 2021 85 -P.0. Sequence 1 -P.O. Status APPROVED
ouo
= O RELLIAE Requisition  Purchasing
Parameters For Search J=PEmie giéearc:h
-
Enter gne or more paramgters to narrow search “Years
VENDOR Poza |[ |
Use a Percent SignA¥)} as a wild card for th name search
Mame [ | LD | |
™ | 1099 Vendor Type | ~ |
& || P Card Vendor |
R GENERAL LEDGER ACCOUNT / COSTING CENTER ACCOUNT
S Fund | ~ | Dept._| ~ | Account ~ | Dept. [__] Ef year [___] Division[ ] Project[ |
-y
DOCUMENT
i | Status [APPROVED ~] Requisition Range | == |
mn | Date Range APPROVED i) e ey
= | Amount DEMIED Denied by Purchasing Agent
= DERT Department Head Approwval
- Travel D Division Head Approvwval
Agreement IMFLILL Purchasze Order paid in full
= ol INITIATED Requisition initiated
- | PO Description |PaRT Pay Purchase Order Partially Paid
PavCAaMCEL Purchasze Order cancelled after partially paid
i e L FOCAMCEL Furchasze Order cancelled
FPURCHASE Purchasing Agentz Funds/Procurernent Rules Approsval
READSTOPAY Purchase Order ready to be paid an
GOODS RECEIVREQCAMCEL Requizition Cancelled:
Received On Range [00/00/0000 - [posooso000 Pmt. Instructions | ~]
Invoice I | Check#[ ] Deposit [ ]
PCard#[ | wire# [ ]
Advanced Search Reset

Figure 12
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The following is a list of other status types available in the drop-down list that were not discussed
in Figure 12.

Denied The Purchasing Agent may deny a requisition due to a
violation of procurement rules. It would then require a
public meeting to override the decision.

In Full The purchase order has been paid in full.

Part Pay The purchase order has only been partially paid. This is
used when paying on a blanket purchase order, or when
only a portion of the goods have been received.

Pay Cancel When a purchase order has been cancelled after a portion of
the goods have been paid for.

Purchase Order Cancel The status when a purchase order has been cancelled after a
purchase order number has been assigned.

Ready to Pay Goods have been received and the purchase order has been
authorized for payment.

Req Cancel The status when a requisition is cancelled prior to receiving
a purchase order number.

TheRequisition - Approvalstabwill display who approved the requisition and the date it was
approved. See Figure 13

File Edit Special Window Help

& x X | = (=]

I] Vendor MCKESSOMN MEDICAL - SURGICAL -Req. # 12531 -P.O. Mumber 2021 12258 -P.O. Sequence 1 -P.0O. Stat
olln

= PO Lookup BRELINENEGLE Purchasing

o Goods Budgeted Status :
Approvals
4 Vendor Search Initiate PP R Ferns Tracking Change History Comment
s Departmental
Dept. Summary

o Division Head

R Department Head RUSTIMNS 104252021 08:592:57
% Purchasing
o Agent TADR 10425/2021 09:.05:56

&
oo

E Commission
1 Commissioner 1
% Commissioner 2

- Commissioner 3

Figure 13
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Option #3 - Work in Progress Screen: Click on the House in the side menu bar. This will open the

Work in Progress screen. This screen will show t
orders approved, Travels, purchase orders wi
can click on any of the headers within ¢

status of purchase order requests, purchase
mvoices attached, Early release requests, etc. You
area to sort.

File Window Help
X
i ﬁ Work In Progress...
i
E THE FOLLOWING P.O'S HAVE NOT H IAL APPROVAL 10103
$ Account Total Status Updated
100-42120-3100 252550 DEPT 09302021
230-43100-305( 263,60 INTIATED 082002021
281-45622-4800  2937.50 DEPT 10222021
~ 11248 (5) CRAIG ENTERPRISES INC 100-41451-310( 49.30 DEPT 1002172021
11768 PCARD - WELLS FARGO COMMERCIAL CAF 230-43120-480( 19960 INTIATED 10222021
|] 11826 (3) PROFESSIONAL SYSTEMS TECHNOLOGY | 630-44630-742(  6060.00 PURCHASE 10/22/2021
11866 MULLETT-HOOVER INC 680-41110-2400 50.00 DNV 10122021
R 11914 PCARD - WELLS FARGO COMMERCIAL CAF 620-41110-3400 186.51 DIV 101132021
&& 11915 PCARD - WELLS FARGO COMMERCIAL CAF 680-41110-4800 2602 DV 10152021
11916 PCARD - WELLS FARGO COMMERCIAL CAF 620-41110-4200 30.66 DV 10152021
22 1917 PCARD - WELLS FARGO COMMERCIAL CAF 680-41110-2400 8130 DV 10152021
a’ 11919 PCARD - WELLS FARGO COMMERCIAL CAF 620-41110-2400 59.51 DV 10152021
m ? - a Commissioner has questioned the purchase.
= Page 1 of 9 — 103 Records Found
; THE FOLLOWING TRAVEL REQUESTS HAVE NOT BEEN RECONCILED:
% Reguest# Employee Destination Amount Status Updated
127 OTTLEY, AMANDA G HOUSTON 201227 APPROVED  08M10/2021
b 355 HAWKS, MEGAN BRYCE CANYON 5500 APPROVED  08/27/2021
420 JONES, PAULA KANAB B857.76  APPROVED 1072002021
324 ALDER, STEVEB WENDOVER 63426  APPROVED  09/07/2021
425 CUNNINGHAM, MATTHEW R ORLANDO 990,44 APPROVED 107222021
337 FLORES, RAYMOND F LAS VEGAS 168253  APPROVED 091772021
27 Records Found
JUDGET TRANSFER REQUESTS 1 0f 11 New Request Request Account/CC/Bdgt
APPROVED | Search by Reg#: I
Reguest# Reguested By R'Quest Date Status Requested Amount
7417 DANENEJ 101421 APPROVED 2,500
Ta04 WAUREENW 101321 APPROVED 20
741 MAUREENW 1011321 APPROVED 3,000
6866 WAUREENVY 080221 APPROVED 612
6626 MALUREENW oaMam APPROVED 100
6575 WAUREENWY oaaz1 APPROVED 600
_ast 120 days
3

~ | | PAYMENT AUTHORIZATIONS No records found

Vendor

po#

POs WITH AN INVOICE ATTACHED

PO
2021179
2021-322
2021-6%
2021-1175
2021-1176
2021-1177
2021-1180

Vendor

ROCKY MOUNTAIN POWER
ROCKY MOUNTAIN POWER
MOUNT OLYMPUS
DOMINION ENERGY UTAH
DOMINION ENERGY UTAH
DOMINION ENERGY UTAH
DOMINION ENERGY UTAH

A Filter Travel Status

NO PAYMENTS BEING HELD BY COMMISSION

Approve All
PO Amount

Description (Line one}

Refresh All

*THE FOLLOWING PAYMENTS ARE BEING PROCESSED FOR EARLY RELEASE
STATUS = INITIATED

Reg. #

™ | |"Last B meonths

Reg. By Req. Date

Amount Wendor

Department

Figure 14

RECEIVING GOODS AND AUTHORIZING PAYMENT

Step #1: After the goods have been delivered, you will be notified when an invoice is attached to
the purchase order. You should verify the correct invoice was linked to the purchase order. The
invoice should reference the purchase order number and therefore make it easy for you to find

the purchase order in the system. (See the section on “Searching for an Existing

P.O./Requisition”)
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Step #2: Once youhavelocated the purchase order, click onthe - GoodsReceived tab

File Edit Special Window Help

G| x Xlg | m

‘v’endorOFFI DEPQOT -Req.# 12388 -P.O. Number 2021 12171 -P.O-%equence 1 -P.0. Status APPROVED
PO Lookup JUELINGHEIN Purchasing

=l
=
=

A% Goods Budgeted Status :
Vendor Search  Initiatd\  Approvals ems Tracking Change History Comments
Fay Diff. PO Amnt. And Close PO
Attach AP Backup o
10/25/2021 09:22:35
Statuz  WAIT Quantiy 2 Unit Cost 1471 Tatal This [tem $29.42

DyvMO® Lw ADDRESS LABEL ROLLS, 30252, RENTANGULAR, 1 148" 31/2", Line Item 1 of 9
Account/Costing Center 290-41440-2400 8-21-10-WJ0

ol 008 o~ §5 20K > B0 H |

Received
By On Papment [nzttygtions Cluantity Pay in the amount of
| | |EIDJEIDJEIDDD | |Waiting For Goods o | | |
Line Item Orly Cancelled - DoNy ot pay DOmMT
Partially Pay F&RT
) Pay Diff. PO &mnk. & Close PO FULLDOLLAR
Delivery Instr. Pau Exact PO Amnt. & Close PO FULL n.oo
Waiting For Goods WAIT
Payment
lzzued By Amount 0.00
Invoice D ate
Iwvoice #

Prt Authorization

I / N\

Figure 15

Step #3: If the amount on the invoice is the exact amount the purchase order was written for, then
click on the “Pay Exact PO Amnt & Close PO” box and enter the invoice numbekin the
description box.

Step #4: Save the screen by clicking the save button on the toolbar, or by pressing the F12 key.

Step #5: Print the receiving document by clicking the “Print Receiving Document” button. Sign
and attach the receiving document to the invoice and send to the Auditor’s Office for payment.

If the invoice is not for the same dollar amount the purchase order was written for, then choose
one of the following from the “Payment Instructions” drop down list shown in Figure 15.

The system will allow a small % payment over the approved purchase order amount, if you
have budget for it and allowed by your department.
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Line Item Only Cancelled - Do Not Pay

Partially Pay

Pay Exact PO Amnt & Close PO

Pay Diff. PO Amnt and Close PO

Waiting for Goods

This option would be used to not pay for a line item
on the purchase order. For example, you may order
goods, then find later they no longer carry a
particular item that you have already placed on the
purchase order.

This form of payment is used for blanket purchase
orders, or for payment when only a portion of the
goods have been received and you are waiting for
the remainder to come in.

This option is the same as clicking on the
“Authorize to Pay in Full” box described in Step 3.

This form of payment is used when the invoice
amount is different from the purchase order amount
with less than a $20 difference. You would then
enter the amount that should be paid in the “Pay in
the Amount of” box next to the “Payment
Instructions” drop down list. If the invoice is more
than $20 over the original purchase order, then an
additional purchase order will need to be created to
cover the difference.

The Auditor’s Office is waiting for you to receive
the goods and send up the receiving document and
backup for payment.

Once you have chosen the payment instruction, type the invoice number in the description box,

and continue with steps 4 & 5.
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VIEWING PAYMENT INFORMATION

Once the Auditor’s Office has received the signed Receiving Document and appropriate backup,
they will enter payment for the purchase order. To view that information, search for the purchase
order (See section on Searching for an Existing P.O/Requisition), and click on the

Requisition - Goods Received tab. Atthebottom section ofthe screen, you will see the check
number, amount paid, date printed, release ddte, etc.

File Edit Special Window Help

gl x | B | X|l&a | =

- E Vendor STAPLES ADVANTAGE -Req. #8997 -P.O. Number J021 8847 -P.O. Sequence 1 -P.O. Status INFULL

o
=
=

PO Lookup FREIEITELN Purchasing

E i Goods Buggeted Status .
$ Vendor Search  Initiate  Approvals [y R e RS Change History Comments
:
“ Abtach AP Backup =
10/25/2021 093217
B [ Status  FULL Quantity 1 Unit Cost | 3.62 Total This [tem $3.62
I,QI SCOTCH® PERMAMENT DOLUBLE SIDED TAPE 'W/REFILLABLE DISPEMSER, 1/ Line Item 1 of 5
Account/Costing Center 243-41810-2400 47-21-11-100
4 Received
om By On Payment Instructions Quantity Pay in the amount of
a |SUS.1\ND | |EIB.-"IBH2U2'I | |F'a_l,l Exact PO Amnt. &Flose P | |'I |
I
oo /
=
Delivery Instr. Frt. Tatal 70.79
O
= Payment
== Moare P.O'z lifked to this ifvoice. ***  |nwoice Linked
I
lzzued By RACHAELT “Wire 742 Amount 362 Print Papment Verification
Invoice Date 084132021 Release Assuming Comm. Appr. 08/26/2021

Irvoice # 733720448001 $70.79
084202021

Prit Awtharization

Figure 16

ENTERING A BLANKET PURCHASE ORDER
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A blanket purchase order is created the exact same way you would create any other purchase
order. (See section on Entering a Requisition). The difference is in how you pay the purchase
order. Rather than authorizing payment in full, you will only partially pay the purchase order
throughout the year. Below is an example of what your Goods Received screen will look like
when partially pay.

The original amount of the purchase order, the amount still available after several payments have
been applied, and the amount to partially pay for this invoice. Notice that “Partially Pay” was
selected from the Payment Instructions drop down list.

File Edit Specal Window Help

G| x| A X 8 (=
. EVendurMOUNTOLYMPUS -Req. # 777 -P.0. Number 2021 896 -P.O. Sequence 8 -P.O, Staty PART PAY

PO Lookup fUEHITHIGIN Purchasing

Goods

Vendor Search  Initiate  Approvals [ R

Budgeted Status E
Rt Traeking Cha/éaHlsmry Comments

10/25/2021 09:35:17
Statuz  PART Quantity 1 Unit Cogt 250,00 Togal This ltem
BLAMNKET PO FOR BOTTLED 'WATERWATER 5 GALLOM [ZOME 4) @ $3.3001SPI Yine Item 1 of 1
Account/Cozting Center 290-41430-4800 7-21-10-100

Wiew lhvoices [1
$143.09

0007 o« §5- 2R Do H S

Received
By On Payment Inztructions Fay in the amaunt of

|E.&F|YM | |‘I 0/05/2021 | |F'artia||y Pay v | 19.92

INYOICE #15237939 092421

Deliverny Instr. Prat. Tatal 19.92

Payment

== are P.O's linked to thiz invoice. ***  Invoice Linked
lzzued By DOMMAL ApPcard# 40871 Amount 839 APpeard Paid 10411 /2021 Print Payment Verification
Invoice Date  09/24/2021 Release Assuming Comm. Appr. 10/14/2021
Invaice # 15237939 092421
1041172021

Pt &uthorization

Figure 17
You would then save the purchase order, print the receiving document, and send the invoice with

the signed receiving document to the Auditor’s Office. For step-by-step instructions see the
section on “Receiving Goods and Authorizing Payment”.
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When you partially pay a purchase order, a sequence number is created. Figure 18 is the purchase
order lookup - Results of Search tab. (See section on Searching for an Existing Requisition or P.O for
more details about this tab.) This example is a blanket purchase order to Mount Olympus to pay
for water throughout the year. The initial sequence number for this purchase order is “1" and the

original amount is $250.00.

File

: G

Edit Special Window

x | &

Help

X =

(=]

ol

i

HORELIST N Requisition  Purchasing
Results Of Search

Parameters For Search

s e 122 2 & P BES

/

Year PO # Reguisition Vendor RO, Status P.O. Amount
Acct. Name AcctiCost Cntr. # ine # Status/Amount  Amount Paid
Cost Cntr Name Order Descr Check/DD #
1 2021 696 - 9 Tfr MOUNT OLYMPUS READYTOPA $134.70
TREASURER SPECIAL DEPT SUPPLIES 200-41430-4800 7-21-10-100 (3} PART 513470 239
TREASURER / ADK BLANKET PO FOR BOTTLED WAPERVWATER 5 GALLON (ZONE 4) @
0. 2021 696 - B 777 MOUNT OLYMPUS PART PAY §143.09
TREASURER SPECIAL DEPT SUPPLIES 250-41430-4300 7-21-10-1 (3} PART 5143.09 239
TREASURER / ADM BLANKET PO FOR BO O WATERWATER 5 GALLON (ZONE 4} @ PCard # 40871
gD 2021 696 - T 77 MOUNT OLYMPUS PART PAY $163.01
TREASURER SPECIAL DEPT SUPPLIES 250-41430-4800 7-24-10-100 (3} PART £163.01 19.92
TREASURER / ADM BLANKET PO FOR BOTTLED WATERVWATER 5 GALLON (ZONE 4) @ PCard # 40081
Iose 2021 696 - & 77 MOUNT OLYMPAS PART PAY $192.35
TREASURER SPECIAL DEPT SUPFLIES 250-41430-4500 7-21-10-100 {3} PART 519235 25934
TREASURER /ADM BLAMKET PO FOR BOTTLED WATERVWATER 5 GALLON (ZONE 4) @ Ck# 253101
o 2021 696 - 5 7T MOUNT ALYMPUS PART PAY $203.88
TREASURER SPECIAL DEPT SUPPLIES 290-4/430-4800 7-21-10-100 (3} PART £203.88 11.53
TREASURER / ADM B KET PO FOR BOTTLED WATERWATER 5 GALLON (ZONE &)@ Ck# 257008
o 2021 696 - 4 777 UNT OLYMPUS PART PAY §209.13
TREASURER SPECIAL DEPT SUPFLIES 250-41420-4800 7-21-10-100 (3} PART 5209.13 525
TREASURER / ADM BLANKET PO FOR BOTTLED WATERVWATER 5 GALLON (ZONE 4) @ Ck# 255568
o 2021 696 - 3 7T MOUNT OLYMPUS PART PAY $220.66
TREASURER SPECLAL DEPT SUPPLIE 200-41430-4200 7-21-10-100 (3} PART 5220.66 11.53
TREASURER / ADM BLANKET PO FOR BOTTLED WATERWATER 5 GALLON (ZONE 4} @ Ck# 255111
s 2021 696 - 2 77 MOUNT OLYMPUS PART PAY §232.19
TREASURER SPECIAL DEPT SAIPPLIES 200-21430-4800 7-21-10-100 (3} PART £232.19 11.53
TREASURER / ADM BLAMKET PO FOR BOTTLED WATERVWATER 5 GALLON (ZONE 4} @ Ck# 255757
1 8o 2021 696 - 1 777 MOUNT OLYMPUS PART PAY $250.00
TREASURER SPECIAL DEPT SUPPLIES 200-41430-4200 7-21-10-100 (3} PART £250.00 17.81
TREASURER / ADM BLANKET PO FOR BOTTLED WATERWATER 5 GALLON (ZONE 4) @ Ck# 255139
Page 1 of 1 5 Records Found Total Paid $123.69
Figure 18

Notice how each time a payment is made against this purchase order; another sequence number is
created. (This screen is showing sequence numbers 1-9). In the right-hand column, you can view
the amount paid and the dollar amount remaining on the purchase order. For example, on
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sequence 8 there is $143.09 remaining on the purchase order. A partial payment of $8.39 was
made leaving a balance of $134.70 displayed on sequence 9. Like all purchase orders, blanket
purchase orders can be paid again when they are in Approved status. For status descriptions see
the section on “Tracking the Status of a P.O./Requisition.

DELETING A REQUISITION OR PURCHASE ORDER

Deleting a requisition and deleting a purchase order are done the same way. From the
Requisition - Initiate tab type in the reason the requisition or purchase orderis being cancelled and
clickon the “Cancel Requisition” buttgn. Make sure to save it and verify it did cancel.

File Edit Special Window Help
't | x | B Xl 3 (=]

. Vendor PCARD - WELLS FARGO COMMERCIAL CARD -Req. #11921 -P.O. Mumber 2021 11696 -P.0. Sequencel1 -P.C. Status APPROVED

o
=
=

PO Lookup JUEHELLIE Purchasing

e Goods Budgeted Status 3
Initiate : !
4 Vendor Search Apprnvals/Recewed o Tracking Change History Comm#nts
Requisition 11321 PO 2021-11636 Date Requested 1041342021 03:03:48  Status APPROVED Purch. Dizzcount None
Entered By JAMIEC Lagfupdate TADR on 10/13/2021 10:15:20 Purch. Acct. MAA
P Requested By AMIEC / ] Total Purchase 1099 Type |E V| Tawable |N’J V|
Yendaor FPCARD -'WELLS FARGO COMMERCIAL CARD Vendor 1.0, 19512
[ | Delivery Address [PUBLIC WORKS [951-8613] |
8 Del. Instiuctions [ / | Sensitive Data [NO N
Travvel Nbr. Print Purchase Order
At | Blanket P.O. reviews: Commission [Ho__ v | I.T. [No___ ] PW. [No  ~] i
o || Cancel Reason | :
= Favmertlnformation Request Early Feleass
Attach File e
& Cancel ¥ equisition
]
+ | General Ledger Fund Department Object 2600 | Account Mame BLDG MAIMTENANCE [OPERATIONS] - BUII
Cost Center 63-21-10-104 (. Unit Cost [10.99 Total Cost 10.99 Dept Appr Mbe [ ]
P.0. Line Item 1 of 1 Budget Line ftem # 1 - building maintenance State Contract
ESTIMATED COST FOR HEAT GUN TIPS TOTAL 10.99 MATZTS
ICARD ENDING IN 9844 Ameement
Accounts
Justification gl
Descriptions
Purchased From  Vendor  [AMAZON COM LLC | Budaet D escription
Tatal Request  $10.99 Ammount Remaining To Spend  $0.00

Ref. Internal PO#450332 Cost# 666136

Figure 19

You will need to cancel a travel PO from within the travel it was created. See travel instructions
within the travel module.
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COMMISSION PURCHASE ORDER APPROVALS
This section has been specifically designed for the Commissioners.

To approve purchase orders, click on your work in progress screen. Please note the Commission
work in progress screen contains nine tabs that list the number of items waiting for your review on
each tab.

Purchase Orders Tab: This screen will show a list of all purchase orders in “Purchase”
status and needing one or more Commissioners approval.

Once within this tab, you can click on the approval all but marked tab or you can click on the
blue button by the request number or double click within the yellow highlighted area to drill
down for more information and approve from within the request. A new window opens, and
you can select an option within the drop down by your name and then select update.

Travel tab: This screen will show a list of travel requests that need Commission review. On each
line you will have two blue buttons on the left side. The left most button gives you a travel

summary. The right most button will open BMI to allow you to see uploaded travel documents.

Commission Dept tab: This tab is specific to POs and Travel specific to the Commission office.
Click the button to the left of the year to see the details.
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