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QUICK ENTRY AND TIPS FOR BASIC PURCHASE ORDERS (PO) IN PEOPLESOFT

PO ENTRY

LOGIN

· Log in to PeopleSoft Financial Systems or log in from the intranet site “Links for Madison College Internal Users” – PeopleSoft Financial System Login.  If you do not have access, you must request it.


· Enter your User Id and Password as provided to you by IT.  NOTE:  Your User ID may be your 7 digit employee ID number that is on your Madison College OneCard, followed by the letter M and your Password may be TEMP1 (all caps) the first time you sign on. You should be prompted to change your password. 
PO ENTRY – PO HEADER

· Navigation: Purchasing>>Purchase Orders >> Add/Update POs – Click Add.
VENDOR

· Find the Vendor by Clicking on the magnifying glass next to VENDOR ID.
· In the Short name field, change the criteria from “begins with” to “contains” and enter a short portion of the supplier name.  Click on Look up.  This may take a few moments.  When there is a rotation star in the upper right hand of the screen, the request is processing.   NOTE:  Vendor short names do not always match the vendor name.  Try variations if your first search does not work.  (For example JR Robinson, J R Robinson, JR Robinsons).
· Click on the Vendor.  NOTE:  If the Vendor is not found, complete a Vendor Form.  New Vendors are added weekly.  Once the new vendor is added, begin the entry process again.  NOTE:  Do not use the One time address.

· Click on the Vendor Details Link and validate that the correct vendor address has populated.  Click OK.  NOTE:  If the correct address is not populated, click on the magnifying glass by addresses and select the correct address.  If the correct address is not an option, complete the Vendor Form to provide new address information.  Click OK.
BUYER

· Click on the magnifying glass by the buyer.  Change the criteria from “begins with” to “contains” after Name and enter the first few letters of the buyer’s last name and Look Up.  Click on the buyer to have it populate the PO.  NOTE:  The Buyer is the budget manager or other person responsible for the purchase.

PO REFERENCE

· In the PO Reference field, enter:
a. The approved Sole Source/Request for Bid/Request for Proposals/Cooperative contract number and contract expiration are required for purchases over $25,000.  (Example, Bid B10-015 board approved and expires 12/30/12 or UW Contract A1234 expiration 6/30/2011) or
b. “2 quotes” if the PO is for printing and the purchase is between $500 and $9,999  (attach the 2 quotes to the PO Comment line-see Comment section below).or
c. “3 quotes” if there is no contract and the purchase is between $10,000 and $24,999 (attach 3 quotes to the PO Comment line-see Comment section below).
d. For purchases that do not fall into the categories above, provide a brief description of the purchase
e. “Check must be sent with PO” if you need a check to go with the PO. If you have an invoice on your desk then send the original to A/P (write PO # on invoice before sending). 

ADDITIONAL INFORMATION
· Complete the additional information fields (Deliver to, Invoice approver, Item ordered for) – NOTE:  These names are not always the same.  Please include the “Deliver to” room for items.  This is especially important on capital purchases.
HEADER DETAILS

· The PO type defaults to General.  If the purchase order will be used for multiple payments, such as monthly maintenance, construction progress payments, goods with multiple deliveries, etc., the PO type must be changed from General to Standing.  (General POs are for single payments such as when purchasing items with one payment expected.)
· Click on PO Header Details and change the PO type from General to Standing.
· Click OK.
PO DEFAULTS

· Click on PO Defaults.  Fill in 99999 (Services) for the category (it is a required field, but we do not use the categories at this time).

· Select the appropriate unit of measure.

· Select the correct ship to address for your location.  (Select N/A for orders (Services) that are not shipped.
· Enter the Due Date of the order.  Remember to allow time for approvals and order fulfillment by the Vendor.
ACCOUNTING

· The “Distribute by” defaults to quantity.  If you are ordering “things” this is correct.  If you are ordering services, a standing PO or when the unit of measure is dollars, change this to amount.
· Enter the accounting information you want applied to each line of the PO.  (Account, fund, dept, program, class)  Note:  Charges can be distributed to multiple chartfields.  Click on the [image: image1.emf] sign at the end of the first chartfield.  Change the percentage on the first line and additional lines to add up to 100%.  This split will apply to ALL lines.  Individual lines can be changed.
· Click OK.  NOTE:  If a Sales and Use tax pop up appears, click OK.
COMMENTS/ATTACHMENTS

· Click on Add Comments.  Provide any additional information about the order such as the special instructions, notes or additional information.  Any PO instructions should be placed here and NOT in the approval comment section.  Do not put comments on individual lines. 
· Click on “Send to vendor” if the comment(s) are to be shared with the vendor.
· Attach a copy of the quote(s), bid, contract or other documentation authorizing the purchase by clicking Attach and then uploading the documents.   (These documents should match what is listed in the PO reference field.) Click OK.
MATCHING – (A lot of problems are caused for Accounts Payable if you incorrectly indicate  MATCH when it should be NO MATCH)
· For items that cannot be received (such as advertising, labor, memberships, and licenses, rent), an additional step MUST be taken.   At the bottom of the screen where it lists *Go to …MORE… select “Matching” from the drop down.  Change the match action to “No Match” and click on OK.  NOTE:  The default of “Full match” should remain if the items can be received.    
LINE ITEMS

· For the Line items, enter the description, quantity and price.  Note: Category and Unit of measure will fill from the PO defaults when the line is completed.
· Click on the Schedule Icon [image: image2.emf] and update the Due date of individual lines if it is not the same for each item and click on “Return to Main Page.”  Note:  To change the chartfield if it is different from what was entered on the default page, Click on the chartfield link [image: image3.png]


 and change the chartfield. 
· To enter additional lines, click on the + sign [image: image4.emf] at the end of the first line item.  This will add an additional line.  Repeat 21-25 for as many line items as needed.

· Click Save.  At this time, a purchase order number will be assigned.  If there are errors, a message will appear and you will be unable to save the PO until the errors are corrected.  Incorrect chartfield entry is a common error.
BUDGET CHECK

· Click on the Budget Check Icon 
 to the left of Budget Status at the top of the page.  If not valid, contact the Budget Manager for additional instruction.  (The funds to cover this expenditure are not available.)
APPROVAL

· The PO will then be routed for approval.  As the person who entered the PO, the first approval must be completed by you.  Navigation: Main Menu>> SWC Custom >> Purchasing>>PO Approval.  Clear the Status fields and search for the PO.  Change the Approval action to Approved and click on Save.
· The PO then needs to be approved by the Buyer and Purchasing.  Email notifications go to the approving manager.  The PO will not be sent to the supplier until all approvals are acquired.  Purchases in excess of $25,000 will also require board approval. (Note: Madison College RFB, RFP or Sole source must be board approved prior to purchase.  If we piggyback a contract for over $25,000, it doesn’t need additional board approved. 

QUICK TIPS

NAVIGATION

· ALWAYS USE THE CANCEL OR RETURN BUTTONS WITHIN PEOPLESOFT TO GET BACK. DO NOT USE THE BACK BUTTON IN THE BROWSER.  YOUR DATA MAY BE LOST.  YOU MAY ALSO NAVIGATE BACK USING THE NAVIGATION MENU ON THE TOP OF YOUR SCREEN. 
· Purchasing>>Purchase Orders>>Review PO information allows you to Review and existing PO.
· Use “Contains” in searches instead of “Begins with.”
PURCHASE ORDER ENTRY 
· Make sure the description on the PO will make sense to everyone. (Example, 8x11.5 paper, 92 brightness, 20 pound, P/N 12345 instead of P/N 12345.) 
· When initiating  an “attached list PO” (one that contains multiple items and/or labor), Standing PO or an attached list PO:

a. Select “No match” in the Match field

b. Change the “distribute by” to amount instead of quantity. This is done in the PO Defaults panel or the distribution/chartfields for the line item.

· When initiating a “Standing PO” (one that will have multiple payments, but no “received” items):

a.  Select “No match” in the Match field

b. Change the “distribute by” to amount instead of quantity. This is done in the PO Defaults panel or the distribution/chartfields for the line item.

c. Change the PO type to Standing in the PO Header Details (instructions above).
· New purchase orders can be copied from old ones:  Navigation: Purchasing>> Purchase Orders >> Add/Update POs – Click Add – Copy from PO.  Find the old PO and select.  Remember to update the Due Date and comments.
· Enterers cannot change a purchase order once purchasing has approved it. Email Purchasing@matcmadison.edu with the change(s) needed. 
· Enterers cannot cancel a PO once you have saved it or edit checked it. Email Purchasing@matcmadison.edu to request the PO be canceled. If you have not saved or edit checked the PO, you can red X out to cancel. 
· If an item is free of charge, describe in the PO comments the reason it is free, i.e. John Doe (person you were dealing with) said this item is free of charge, or order form states item is free of charge.
· To enter a line item discount, use the minus sign in front of the amount.  NOTE:  Payment discounts should not be entered here, but are handled by Accounts Payable.
· To print the purchase order:  Purchasing>>Purchase Orders>>Review PO information>>Print POs – Contact Purchasing@matcmadison.edu for assistance.
PURCHASING GUIDELINES
· Utilize all purchasing guidelines when initiating your PO, such as when quotes and bids are required, what makes a purchase a capital purchase and etc.
· It is the responsibility of the person entering the purchase order to:
a. Enter a valid contract or bid reference in the PO reference field if the purchase is over $10,000.

b. Provide answers to any questions from the budget manager, purchasing or the vendor.

c. Know the appropriate budget manager that is responsible for the PO. 

d. Ensure the PO makes it through the entire process. Steps include entry, buyer approval, budget manager approval, purchasing approval and supplier notification. 

e. Ensure all required documentation is attached to the Purchase order or sent to Purchasing. Documentation may include renewal notices, quotes, order forms or similar items.  Notify purchasing using the purchase order header comment. 
· In general, purchase orders should not go any longer than a year.

· In general, standing purchase orders should not go any longer than the FISCAL year.

· Do not give out PO number until the PO has been approved by the budget manager AND purchasing. Unapproved purchases will result in a suspension of purchasing privileges and payment delays for the vendor. 
· If you are ordering promotional items, contact Gwen Jones 246-6321 prior to initiating the PO. If Gwen has given her approval, please make note of that in the comment section of the PO.
· Travel Advances (only available when traveling with students) 
INVOICING

· Have suppliers reference the PO and send invoices to ONE of the following:

a. accountspayable@matcmadison.edu
b. Fax (608) 258-2403 

c. Accounts Payable, PO Box 14316, Madison, WI  53708-0316
d. Change the “distribute by” to amount instead of quantity. This is done in the PO Defaults panel or the distribution/chartfields for the line item.

ACCESS
· There is usually a super user in each department with access and responsible for PO entry.  Ask your manager to identify that person.

· If there is a problem with your existing access, contact the Helpdesk,  x6666.
VENDORS
· Complete a Vendor Form for new Vendors or to change Vendor information.  New Vendors are added weekly.  Note:  Vendors used for Purchasing card transactions may not have been set up in PeopleSoft for PO orders.
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