FAST FIS

Purchase Orders
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“Oh what a relief it is!”


A purchase order is required for all purchases from non-WOU vendors.  A Purchase Order is created to 1) obtain institutional approval prior to a purchase, 2) post an encumbrance on the system, and 2) place an order with a vendor.  A purchase order includes the name and address of the vendor, a description of what is being purchased, and how the purchase will be funded (where the encumbrance will be posted and the invoice will later be paid).  
FIELD   
INSTRUCTIONS

ACCESS
Type FPAPURR in DIRECT ACCESS box and press [Enter]. 


OR


To access this form through the menus - Select the following menu items in the order listed: (1) “Finance Menu” (2) “Purchasing Menu”, (3) “Purchase Order Creation-FPAPURR”.

Purchase Order
Leave BLANK and system will assign the next document number.  Next to this field is the “COPY” Icon.  If you want to copy an old PO click this icon.  You can then enter a PO to copy from and make changes to your new PO as necessary.  Note:  The copy function also copies any text attached to the original PO.
[Next Block] 

Document Information Block

Blanket Order
Not used.  Enter through.
Order Type
Defaults to Regular.  Leave as is.  Enter through.

Order Date
Defaults to current date.  Leave as is or enter order date.
Transaction Date 
Defaults to current date.  Can override.  Else, enter through.  (This date determines the accounting period to which the PO will post.  A PO can post to a prior period only if the period is not yet closed.)

Delivery Date 
Optional.  Enter date if applicable.  This date will print on the purchase order.

Comments
Optional.  This field is for Internal Use and should be used for special instructions to approvers.  Ex: “Will pick up check”, “Need ASAP” or “Send copy of registration form”.  This will not print on the purchase order.  (30 characters maximum.)

Print Indicator 
Defaults unchecked.  Leave blank to have PO printed by Business Office. If no special instructions are provided in Comments, POs printed in the batch process will be mailed to the vendor.  Check the box if the PO is not to be printed by batch process.

Document Level
Defaults checked.  Uncheck if you need to enter multiple commodities which have one to one relationships
Accounting
with multiple accounting records—this is called “Commodity Level Accounting”.  This is necessary if both fixed assets and non-fixed assets are on one PO. 
Buyer Code
Required.  Enter Buyer code-normally BUSO -- or click on the arrow next to the Buyer Code field to select a code from a list.  (This code determines who prints and mails the PO.)

NSF Checking
Defaults checked.  The Non-sufficient Funds checking feature is always active and may not be turned off here.

Deferred Editing
Leave unchecked.  This feature defers editing until posting and disables the immediate display of online errors.
[Next Block] 

Requestor/Delivery Block

All required information defaults.  Email address is optional.  Fields can be changed if needed.

Attention to 
       Leave as is or enter a specific name—(25 characters maximum)
[Next Block] 
Vendor Block

Vendor
Enter the vendor number or click on the search arrow to the right of the Vendor field to search for the vendor #.  Select Entity Name/ID Search (FTIIDEN).  Click in Last Name field and enter name of vendor.  (It’s case sensitive and you may want to use the “%” wildcard.  Ex: Boise%).  Execute Query [F7].  Double click on the desired vendor from the list to return it to the form.  If no match is found, obtain a substitute W-9 from the vendor and mail or fax it to the Business Office (fax # 838-8014).  If a vendor record is terminated, reference the text on the vendor’s record on the FTMVEND form. 
Important Note: A PO# is assigned as soon as either the vendor arrow is selected or the vendor ID is entered and saved.  If you decide to cancel or exit at this or any other point prior to completion, you must first delete the record; otherwise it leaves an incomplete PO on the system. To do this, click on the Remove Record icon twice from the Document Information Block.  The hint text at the bottom of the page should read “Deletion of Purchase Order is Complete”.
Vendor Address 
If defaulting address is incorrect, click on the arrow next to the Address Type field.  Scroll through the addresses using the up/down arrow keys.  Double click on the correct address to return it to the purchase order form.  If no match is found, e-mail Lucinda Milligan, milliganl@wou.edu to have the correct address set up.  
Note: Be sure the address you select has an address type of VO.

To Add Document Text to the Purchase Order: 

Document Text is required if your purchase is: A) from a State of Oregon Price Agreement, OR B) for a Lease of any type, OR C) for a Membership payment, OR D) required Bids/Quotes, OR E) involved the Sole Source Process, OR F) for Licenses or Certifications.  Text Clauses have been created for these types of purchase.  To use a Text Clause, select the Document Text option from “Options” in the top toolbar.  Enter or select the applicable clause in the Modify Clause field.  Then [INSERT RECORD] and [NEXT BLOCK] so the clause’s text will default into the text block.  Modify the clause’s text as appropriate for the purchase and [Save].  Then return to your purchase order using [Exit].  There is more information on the text clauses in the Side Notes at the end of this document.
Free Form Document Text can also be entered on the purchase order at this point, if desired.  Select the Document Text option from “Options” in the top toolbar.  [Next Block] to get to text block.  Enter desired text.  If you do not want the text printed on the Purchase Order, uncheck the box under Print for each line of text.  Note: Text does not wrap.  Arrow down to enter more text.  Click [Save], then [Exit].

[Next Block] 
Commodity/Accounting Block

Header information will default.

Commodity
Not used.  Enter through.

Description
Enter Description of item.  A good description explains to both approvers and vendors what is being ordered and why. If more than 50 characters are needed, select the Item Text from “Options” in the top toolbar to enter additional text.  (Follow same directions above for adding Document Text)

U/M
Enter “EA” for the Unit of Measure abbreviation or click on the arrow to select from a list.

Quantity
Enter the number of units to be purchased.  (Use “99” for an Open PO.)

Unit Price
Enter the price per unit for the commodity.

Discount Amount
Not used.  Enter through.

Add’l Amount
Not used.  Enter through.

To add another commodity record:  [Next Record] or arrow down.  Repeat the process of entering required information.  NOTE:  If you are using “Commodity Level Accounting” (see note in Document Information Block above), you must enter your accounting for the first commodity before entering a second commodity.
To delete a commodity record: Use [Clear Record] to remove a commodity line that has not been saved; Use [Remove Record] to remove a commodity line that has been saved.
To view a list of all the commodities: select Review Commodity Information from “Options” in the top toolbar.  [Exit] to return.

[Next Block] to go to Accounting Block.
COA
Defaults to E.  Leave as is.

Index
Enter Index code - will populate all necessary fields except Account.

Account
Enter Account code.

Activity
Enter Activity code when applicable.  Else, enter through.

Extended Amt
Enter amount to be charged to this Index/Account code combination. 

Discount Amt
Not used.  Enter through.

Add’l Amount
Not used.  Enter through.

To check on budget availability: select the View Budget Availability from the “Options” in the top toolbar.  FOAPAL will
 populate from accounting information.  [Next Block]  [Exit] to return.
To add another accounting record: [Next Record] or arrow down.  Use [F3] to duplicate previous record and then make any
 necessary changes.  [Save] to update the document accounting total.

To delete an accounting record: Use [Clear Record] to remove an accounting line that has not been saved; Use [Remove Record] to remove an accounting line that has been saved.
Important Note: Before proceeding be sure to verify that Document Commodity Total equals Document Accounting Total.
[Next Block] 

Balancing/Completion Block

Note: Make sure status is “balanced” before completing.
Note the PO number for future reference.
Click on Complete to finish the Purchase Order.   Clicking on In Process will leave the Purchase Order incomplete and allow you to return to the purchase order creation form and finish it later.  Make sure to note your purchase order number if leaving it incomplete because once you click In Process, the purchase order number will no longer be displayed.
Note: If the PO will not be completed, it must be removed from the system.  To delete an incomplete PO, navigate to the Document Information Block and click on the Remove Record icon twice.  The hint text at the bottom of the page should read “Deletion of Purchase Order is Complete”.
SIDE (but important) NOTES:
Remember that a PO alone does not produce a payment to the vendor.  For a check to be issued, an original vendor invoice (or a registration form, membership application, etc.) must be sent to the Business Office (Accounts Payable).  On the invoice, note the appropriate Purchase Order number, note when items were received, write “OK TO PAY”, and date and sign.  Attach the Special Handling Instructions form if anything other than a check needs to be sent to the vendor or if the check needs special handling.

Special Handling Instructions Form and POs:  Attach a Special Handling Instructions form (available at http://www.wou.edu/business/services/forms/) to order forms or other documentation that needs to accompany a purchase order being sent to a vendor.  You should have noted in the Comments field of your purchase order that you would be sending documentation to accompany the purchase order.
MWESB: Departments are encouraged to consider MWESB vendors in their purchasing decisions. Information on Certified MWESB vendors is available on the Oregon Business Development Department’s website.  

Price Agreements:  The State of Oregon engages in many price agreements on a variety of commodities in order to gain cost-savings.  These agreements should be utilized whenever possible. For information on price agreements, contact the Business Office Purchasing Agent at 88958 or reference the current list/links of agreements at http://www.wou.edu/business/services-2/purchasing .
Document Text Clauses:  A list of current document text clauses and instructions on their usage is available at http://www.wou.edu/business/services-2/purchasing .
Account Codes Descriptions: Current descriptions/purposes of OUS account codes is available at http://www.wou.edu/business/services-2/purchasing .
To Print a copy of your PO for your files: Type FZRPURR in the GO TO field and [Enter].  The Job Submission screen will appear with FZRPURR in the Process field.  [Next Block]  Enter a printer or double click in the printer field and select one from the list or leave printer blank if you have been setup with a default.  [Next Block]  Enter PO number.  [Next Block]   Click “Save Parameter Set As”   [Save]    FZRPURR is for Internal Use Only. It prints whether or not the PO is fully approved and should never be given to a vendor.
Forget to write down the PO number?  Completed PO numbers can be found using the Open PO by Vendor Form, FPIOPOV, or Open PO by FOAPAL, FPIOPOF.  Enter vendor number or FOAPAL and [Next Block] to see a list of POs.  More information on the PO can be viewed by clicking on the desired PO and then selecting the appropriate item in OPTIONS.  Incomplete PO numbers can be found by running the FZRONPO report.
To check the status of a PO: Use the Document History Form FOIDOCH.  Enter “PO” for document type and the PO number for document code.  [Next Block]  Status indicators include: (Blank) Incomplete; (C) Complete; (A) Approved; (P) Paid; (X) Cancelled. You can also use FOIDOCH to see if any invoice or payments have been applied against a purchase order.
To simply review a PO:  Use the Purchase Order Query Form, FPIPURR.  Enter the PO number and [Next Block] through the form.

To print a list of open POs:  Type FZROPPO in the GO TO field and [Enter].  The Job Submission screen will appear with FZROPPO in the Process field.  [Next Block]  Enter a printer or double click in the printer field and select one from the list or leave printer blank if you have been setup with a default.  [Next Block].  Enter Index information or Organization information and Fiscal Year.  [Next Block]   Click “Save Parameter Set As”   [Save]

To print a list of POs that you have created in Banner:  Type FPRPURA in the GO TO field and follow instructions for running FZROPPO above. 

The Approve Documents page on Wolf Web’s Finance Menu allows you to access Complete and Unapproved PO’s. Use this page to view a PO, disapprove your own PO, or check where a PO is in its approval routing.
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