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General Overview

The integration between modules of the SABHRS system provides agencies the opportunity to realize tremendous efficiencies in their work flow processes. For example, by using the purchasing module, agencies later can create a voucher to pay the vendor with only a few mouse clicks. They can also add the item as an asset by marking a couple of checkboxes. These shortcuts can decrease the time required to do a number of tasks, simply by utilizing the existing functionality of this module. 

Establish a Buyer

In order to create a purchase order (PO), users must first set themselves up as a buyer. During this set up, users will enter default information that in turn will eliminate the need to manually enter this information each time a new PO is created. 

To set up a new buyer, navigate to:

Set Up Financials/Supply Chain > Product Related > Procurement Options > Purchasing > Buyer Setup
On the Add a New Value page, enter the buyer number (user ID) into the Buyer field, and click the Add button. 
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Note: Clicking the lookup icon will result in a list of 300 valid buyers, which likely will not contain your ID. Therefore, you should enter your User ID (in all UPPERCASE) into this field rather than trying to select it from a list. Your ID is the number you use to log in to SABHRS (e.g., CA2000, U1019, CM0514).

Enter Buyer Information

Populate the Department, ShipTo, Location, and PO Origin SetID fields to your agency number or business unit. 
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Enter the phone and fax numbers for the buyer, including area code. It is not necessary to enter any slash or hyphens, the system will automatically format the number once you tab out of the field. 

You may fill out the Organization, Ship To, Location, and Origin fields so that these fields are automatically populated on any POs you create.  This is optional. 

Set Buyer Status

Buyers have a status of either Active or Inactive. If a buyer is inactive, a Substitute Buyer field becomes available. This allows another buyer to perform the purchasing duties when security disallows modification or editing of the previous buyer’s name or information. 

[image: image76.wmf]When a substitute buyer has been added, any reference to the inactive buyer will automatically change to the name of the new substitute buyer. 

Select Default PO Status

Select the radio button next to the appropriate setting. A default status of Open indicates that POs created by this buyer must be approved before they can be dispatched. No approval is required for POs with a status of Pending Approval/Approved. 
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Remember to save your work! 

Enter a Multi-Line PO

To enter a purchase order in which you may have numerous lines (purchase order and/or distribution lines), navigate to: 


Purchasing > Purchase Orders > Add/Update POs >
(For entering single-line purchase orders with only one distribution line, see: Enter a Single-Line PO)

By default, the Add a New Value page is displayed with your business unit and a purchase order ID of “NEXT.” 
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The system will assign the next available PO number if you accept the default value of “NEXT.” If your agency is not using automatic numbering, you may overtype the default with the number you wish to assign to the PO.
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Note: If you start to assign a number and change your mind, do not re-type “NEXT” into this field. If you type “NEXT” in this field, your voucher ID will display as “NEXT,” instead of assigning the next number available. 

Click the Add button. 

PO Header
Input a vendor by entering the Vendor ID, Vendor Short Name, or use the lookup icon [image: image5.bmp] next to the Vendor or Vendor ID fields to find the vendor. 

In the Buyer field, enter the Buyer ID (all uppercase) or select it by clicking the lookup icon [image: image6.bmp].
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Header Comments

If desired, click the Add Comments link to add header comments. 
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You may type comments into the comments field.  To insert multiple comments, click the Add a Row icon [image: image9.png]


 as necessary and click the OK button when finished. 
To make the comments viewable to the vendor on the printed PO, click the Send to Vendor select box. 
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Click the OK button to return to the PO page.

PO Defaults

Click the PO Defaults link to enter the defaults for the purchase order. 
Accept the default “Override” option in the Default Options section. 

Enter the appropriate information in the fields: category, unit of measure, ship to and Location (in the distribution line).  
These fields are required at other places in the PO; entering them here will save you time. 
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Accept the Distribute by field default of “Quantity.” 

Additional fields are optional, however if filled out here, they will automatically populate the appropriate fields in the PO lines. 

If using only one speedchart, you may look it up, enter it into the speedchart field and tab out, or click the Refresh button to populate the distribution lines from the speedchart.

Multiple speedcharts cannot be entered in the PO defaults.  To enter multiple speedcharts, navigate to the distribution lines for the item. 

Click the OK button to return to the PO page.

In the Description field, enter a description (up to 254 characters) of the first item. 

Enter the number of items to be purchased in the PO Qty field and the cost (for one item) in the Price field.  
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To insert additional rows, click the Add New Rows icon [image: image13.png]


, and enter the number of rows to be added in the prompt box that displays. 

Enter a description, quantity, and price for each additional line that’s inserted. 
Distribution Line(s)

To make changes or additions to the distribution lines for an item (using multiple speedcharts, for example), click the Schedule icon for the associated line. 
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On the Schedule page, click the Distributions/Chartfields icon. 
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Insert additional rows as necessary by clicking the Add New Rows icon, or click the Multi-SpeedCharts link to enter multiple speedcharts. 
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On the Multiple SpeedCharts page, indicate whether the additional speedcharts should overwrite (replace) or append (be used in additional to the default speedchart or line) by clicking the associated radio button. 

Enter the speedcharts and the quantity to be distributed. Insert additional lines as necessary by clicking the Add a New Row icon.

Note: The total schedule quantity must equal the total quantity distributed, including what was distributed on the original line (if additional speedcharts are appended)!
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Click the OK button.  If the speedchart used does not contain a value for the account then it will need to be entered on every distribution line. 
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If there are more lines than displayed you can select the View All link or use the arrow button to go to each row and enter any required information.

Click the OK button when finished. 

To change the distribution for other items, you may use the arrow to navigate to the next or previous line. 
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When all distribution lines have been completed, click the Return to Main Page link. 

Line Comments

Much like attaching a comment to the PO header, you may also associate a comment with a specific line on the PO. 

To attach a comment to a line, click the comment icon in the associated line.  
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On the PO Line Comments page, enter the comments you wish to include.
Click the OK button when finished and you will be returned to the PO Header page.  Click the Save button to save the purchase order. 
Notice that once the PO has been saved, the Budget Checking icon appears and, if using automatic numbering, the PO has been assigned a PO ID.

Budget Check PO

You may initiate the PO budget checking process in two ways: click the budget check icon [image: image21.png]


 or use the Go To: drop down list at the bottom of the PO page and select Budget Check.
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When the budget checking process completes, the default value of Not Chk’d will be updated with the Budget Status of Valid or Error.

If budget errors exist (PO failed budget checking) the budget status will display as a link, allowing you to easily navigate to the Purchase Order Exceptions page.
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Budget Exceptions

To review Budget Exceptions you can click the Error link; you may also use the following menu path to navigate to this page: 


Commitment Control > Review Budget Check Exceptions > Purchase Order

If you navigated to this page by clicking the Error link, a new window will display, allowing you to review budget errors.
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Click the Show All Columns icon [image: image25.bmp] to view the chartfields, or you may customize the display so that all pertinent columns are automatically displayed on subsequent visits to this page. The Exception column provides a brief explanation of why the document failed budget checking. 

Click the View Related Links icon [image: image26.bmp] in the Transfer column to go to the Budget Exceptions or Budget Inquiry pages; click the [image: image27.bmp] icon next to the PO number to go to the Source Entry or Source Inquiry pages.  
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Dispatch PO

POs must be dispatched before they can be printed, and only POs that have successfully passed budget checking can be dispatched. You may dispatch either from within the PO itself or from the Buyer’s Workbench, based upon personal preference. Users may dispatch one PO at a time from within the PO itself, or you may dispatch one or more POs through the Buyer’s Workbench. 

Dispatch within PO

When you have created and budget checked a PO, you must first dispatch and then print the PO so that you can send it to the vendor. 
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To initiate the dispatch process, click the Dispatch button. 
The Dispatch Options page will display and allows you to print copies or a preview copy of the PO.

The Output Destination Type and Format fields are automatically populated, and it is recommended that you retain these defaults. 
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To print a preview copy of the PO without changing the status of the PO to “Dispatched,” click the Test Dispatch select box. 

If additional copies of the PO are needed, click the Print Copy select box and enter the number of copies necessary in the Number of Copies field. An Authorized Signature block will be printed on the original PO; however, this field will be obscured on the additional copies for security purposes. 

When you have completed the Dispatch Options page, click the OK button. A confirmation message displays, asking whether you wish to wait for the dispatch process to complete
Click the Yes button to return to the PO Forms page when the process has completed.

If you click the No button, the system will close the PO and display the Process Instance number in a dialogue box:
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Click the OK button and the PO Search page will display. 

You can search for your PO but if you look it up before the dispatch process has completed then your PO Status will still list as Approved.

You may also dispatch a PO from the Buyer’s Workbench.  See the Buyer's Workbench section discussed later in this document.
Print/View PO

Any dispatched PO may be printed after the report process has completed successfully. To determine whether the process has completed successfully, navigate to the Process Monitor or Report Manager. 

Process Monitor

To check the status of a PO that is currently processing through the Process Monitor, navigate to: 

PeopleTools > Process Scheduler > Process Monitor
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The Process Name for the dispatch process is PODISP.  The Run Status column indicates the Status of the process.  The following is a list of the most common run status indicators you may see:

	Status
	Description

	Queued
	A new process/report request has been created. 

	Initiated
	Process/report has been acknowledged. 

	Processing
	Process/report is currently in progress but has not yet completed.

	Error
	Process/report encountered an error and was unsuccessful.

	Posting
	Process/report is being transferred to Report Manager/Process Monitor. 

	Success
	Process/report has completed.

	No Success
	Process/report has encountered an error, but can be restarted. 

	Cancelled
	Process/report was cancelled by user request.


You may need to click the Refresh button to get an updated status if the process has not yet completed. 

Once the Run Status lists as Success in the process scheduler then you can print the PO by clicking on the PODISP link.

Click on the link containing “POPP005” when the Process Detail page displays.
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Click on the View Log/Trace link on the new Process Detail page that displays.
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Click on the POPO005_XXXXXXX.PDF link to view the printable PDF.  
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You may also navigate to the My Reports Pagelet or the Reports Manager; access to the printed report is faster with fewer clicks.
Report Manager

To use the Report Manager to check the status or print a PO that is currently processing, click the Report Manager link in the My Reports pagelet on the SABHRS Home page, or navigate the following path: 


Reporting Tools > Report Manager

Go to the Administration page to view a list of recently run reports and their statuses. To update the status, click the Refresh button.
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When the status is listed as “Posted,” you can view the report by either clicking the blue Single PO Dispatch/Print link, or by clicking the Details link and then clicking the name of the PO.
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The PO will always be listed as the POPO0005 report, contain a process instance number, and be listed with the three-digit extension of .PDF.

My Reports Pagelet

An easy way to see and print your PO is through the My Reports Pagelet located under the Financials Menu bar. To return to the SABHRS Home page and view the My Reports Pagelet, click the “Home” link at top right side of your screen. 

The My Reports pagelet lists the last five reports you have run (or have been distributed to you), including the POs that you have dispatched. 

POs are listed as a link to the POPO005 report. Click the link that corresponds to the PO you wish to print. 
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The PO will be displayed as a link in the new window that appears. To display your report, click the link that ends in “PDF.”
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When the new windows opens, displaying your PO, select File and Print or click the printer icon in the browser (Internet Explorer, for example) bar. 
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You may save the PO to a local or network drive by selecting File and Save As.
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Enter a Single Line PO

A single line PO is comprised of only one line item, schedule, and distribution line. 

To enter a one-line PO, navigate to:


Purchasing > Purchase Orders > Add/Update POs

By default, the Add a New Value page is displayed with your business unit and a purchase order ID of “NEXT.” 
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The system will assign the next available PO number if you accept the default value of “NEXT.” If your agency is not using automatic numbering, you may overtype the default with the number you wish to assign to the PO.

Note: If you start to assign a number and change your mind, do not re-type “NEXT” into this field. If you type “NEXT” in this field, your voucher ID will display as “NEXT,” instead of assigning the next number available. 

Click the Add button to go to the PO Form page. 

PO Header
You may input a vendor by either entering or searching for a vendor by clicking the lookup icon [image: image43.bmp] next to the Vendor or ID fields or you may input the short name of the desired vendor into the Vendor field. 

If you enter a vendor short name or a vendor ID instead of using the lookup icon then you will need to click the Refresh button  [image: image44.png]Refresh.



 to populate the Vendor or Vendor ID fields. 

In the Buyer field, enter the Buyer ID or select it from a list of values by clicking the lookup icon. 

In the Description field, enter a description (up to 254 characters) of the item being purchased, input the number of this item being purchased into the PO Qty Field, the Unit of Measure (UOM), the Category ID (account), and Price per item.
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Header Comments

If desired, you may enter comments that apply to the entire PO. Click the Add Comments link to enter header comments. 
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You may either type comments into the comments field.  To insert multiple comments, click the Add a Row icon [image: image47.png]


 as necessary and click the OK button when finished. 
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To make the comments viewable to the vendor on the printed PO, click the Send to Vendor select box below the comments field. 
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Click the OK button to return to the PO page.

Line Comments

Much like attaching a comment to the PO header, if desired, you may associate a comment with a specific line on the PO, as well. 

To attach a comment to a line, click the comment icon [image: image50.png]
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Enter or select comments in the same manner in which a header comment is entered and click the OK button when finished to return to the main PO page. 

Distribution Line(s)
To complete the distribution lines, click the Schedule icon [image: image52.bmp].
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Enter the Ship To and click the Distributions icon [image: image54.bmp] to enter the distribution information.
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Enter or select the desired chartfields in the distribution lines, or select the desired speedchart from the lookup icon next to the SpeedChart field. 
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If using multiple speedcharts, click the Multi-SpeedCharts link and enter the desired speedcharts. Click the OK button to return to the Distributions page. 
Note: if you use a speedchart or multi-speedchart the account field will be overwritten by what exists in the speedchart, if this is blank or incorrect then you will have to re-enter the value.

Click the Details/Tax Tab and enter the correct Location.
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Click the OK button to return to the Schedule page, and then click the Return to Main Page link. Save your work by clicking the Save button. 

Notice that once the PO has been saved, the Budget Checking icon appears and, if using automatic numbering, the PO has been assigned a PO ID.
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The PO cannot be dispatched until it has been approved and passed budget checking with a status of Valid.  

The remaining process for a single line PO is the same as for a multi-line PO.  For further processing of the PO, please refer to the Budget Check PO, Dispatch PO, and/or the Buyer’s WorkBench sections in this document.
Enter a Change Order

At times, it is necessary to add to or change a PO that has already been dispatched. To revise a dispatched PO, you must create a change order. Navigate to:


Purchasing > Purchase Orders > Add/Update POs

On the Find an Existing Value, enter information known about the purchase order in the appropriate fields and click the Search button. 
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If more than one PO is returned in your search results then select the desired PO by clicking one of the links in the associated row.
To create a change order, click the Change Order icon [image: image60.png]
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Make any necessary changes or additions to the PO and click the Save button. You will receive a message telling you the action will create a change order.
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Click the Yes button to continue; click the No button to cancel and return to the Maintain Purchase Orders page.

Once a change order has been created and saved you will have to budget check and dispatch the PO again to reflect the changes on the PO. 

Buyer’s WorkBench

The Buyer’s Workbench allows you to retrieve, preview, approve, dispatch, cancel, and close multiple POs. Navigate to the Buyer’s Workbench through this path: 


Purchasing > Purchase Orders > Buyer’s Workbench
You must use a workbench ID in order to access the Buyers Workbench. The first time you use the Buyer’s Workbench you will add a WorkBench ID, and on subsequent visits, you can re-use this ID. To add a new WorkBench ID, click on the Add a New Value tab.  Your default business unit will be populated but it can be changed by entering a different one or using the lookup icon to select one.  Enter a WorkBench ID and click the Add button. 
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When deciding on your WorkBench ID, you should consider a value that will be easy to remember or find (if you forget it and have to perform a search for your ID), such as your User ID or name. 

On the Filter Options page, enter the criteria by which you wish to search for POs. Since the system will only return the first 300 rows of results that match your criteria, it is strongly recommended that you enter some criteria to ensure that the results you receive are manageable and meaningful. For example, if you want to dispatch several POs, you will search for those POs that have an Approved status.  The more search criteria entered, the less time it will take to bring up your results.  

Click the Search button to retrieve a list of POs that meet the criteria you entered.
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The first time you access this page you will need to enter a Description for the WorkBench ID.  
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Select the POs you wish to dispatch by clicking the select box in the associated row. 
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When using the Buyer’s WorkBench for the first time, you should define a Run Control ID and the output destination type and format. Click the Process Request Options link to enter or select the necessary values.  Click the OK button when finished to return to the Buyer’s Workbench page. 
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Click the Save button to save your changes. It is only necessary to save your WorkBench ID the first time; after that, you may opt to save only when you have changed some of the parameters.

Click the Dispatch button to dispatch the PO’s that were previously selected.
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The Processing Results page lists the POs from your list that are eligible for the process you selected (in this case, Dispatch). 
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To view an explanation of the reasons the unqualified POs are not eligible to be dispatched, select the PO and click the Log icon [image: image70.png]
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Click the Return button to go back to the Processing Results page. 
If you decided you did not want to dispatch one you had selected on the previous page, you can remove a PO from the Qualified list by clicking the Delete Row button [image: image73.bmp] in the row of the PO you wish to remove.  
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To initiate the dispatch process for qualified POs, click the Yes button; clicking the No button will return you to the previous page.

A message will be displayed, prompting you to confirm that you wish to dispatch the qualified POs listed on the previous page. 
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Click the Yes button to dispatch the POs; click the No button to cancel and return to the previous page.  

Click the Save button to save your changes. It is only necessary to save your WorkBench ID the first time; after that, you may opt to save only when you have changed some of the parameters.
State of Montana

Updated 01/11/12; v2


