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Budget Checking Requisitions - 4aBudget Checking Requisitions - 4a

PurposePurpose: Use this document as a reference for budget checking requisitions in ctcLink.

AudienceAudience: Purchasing staff

Budget checking can be accomplished one requisition at a time or in batch. The following
instructions refer to the batch processing method and will budget check all requisitions in
Approved status. Refer to the Fundamentals QRG titled Running Reports, Jobs, and Queries for
additional information about running jobs (generally) in ctcLink.

Navigation: Main Menu > Purchasing > Requisitions > Budget CheckNavigation: Main Menu > Purchasing > Requisitions > Budget Check

Budget checking Requisition in BatchBudget checking Requisition in Batch

1. Enter an existing Run Control ID or click the Add a New ValueAdd a New Value tab on the Requisition BudgetRequisition Budget
CheckCheck page to add a new value.
1. Enter a meaningful Run Control ID for the accounting entry creation process in the RunRun

Control IDControl ID field.

 Note:Note: A Run Control ID is an identifier that, when paired with your User ID, uniquely
identifies the process that you are running. The Run Control ID defines parameters
that are used when a process is run. These parameters ensure that when a process
runs in the background, the system does not prompt you for additional values.

2. Click the SearchSearch button.
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2. Use the Budget CheckBudget Check page to enter the request parameters. These parameters will be used
to define the processing rules and data to be included when the process is run.
1. Use the Process FrequencyProcess Frequency drop-down button to select the ‘Always’ option.
2. Enter a short description in the DescriptionDescription field.
3. Enter or select the appropriate business unit in the Business UnitBusiness Unit field.
4. Additional fields can be used to narrow down the processes from ALL to a specific group

of transactions or just one transaction.
5. Click the SaveSave button and then click RunRun.
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3. Use the Process Scheduler RequestProcess Scheduler Request page to enter or update parameters, such as server
name and process output format.
1. If applicable, use the Server NameServer Name drop-down button to select a processing server for the

request.

 Note:Note: You can leave the Server NameServer Name field blank.

2. Click the OKOK button.

 Note:Note: A Process Instance number appears. This number helps you identify the process
you have run when you check its status.

4. Click the Process MonitorProcess Monitor link.
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5. Use the Process ListProcess List page to view the status of submitted process requests.

 Note:Note: The process has finished successfully when the Run StatusRun Status column indicates
‘Success.’
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Creating a Requisition - 4aCreating a Requisition - 4a

PurposePurpose: Use this document as a reference for creating requisitions in ctcLink.

AudienceAudience: ctcLink faculty and staff with a need to purchase goods or services.

Create a requisition to initiate the purchase of work-related goods or services. Once created, a
requisition must be approved and then processed by the purchasing department.

 NoteNote:

• Submitting a purchasing requisition requires security (administered locally at each
district).

• The requisition process contains many optional fields. Your purchasing department
may communicate additional needs based on local business practice.

Navigation: Main Menu >Navigation: Main Menu > Purchasing >Purchasing > Requisitions >Requisitions > Add/Update RequisitionsAdd/Update Requisitions

Create and Submit a Purchasing RequisitionCreate and Submit a Purchasing Requisition

1. On the RequisitionsRequisitions page, click the Add a New ValueAdd a New Value tab to add a new value.
1. If it didn’t default, enter or select the appropriate business unit in the Business UnitBusiness Unit field.
2. Leave the default value of NEXT in the Requisition IDRequisition ID field. This will insure that a unique

Requisition ID is assigned by the system.
3. Click the AddAdd button.
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2. On the Maintain RequisitionsMaintain Requisitions page, complete the following:
1. Enter a Requisition NameRequisition Name. Unless local business practice dictates otherwise, simply enter

something that will help you identify this particular requisition.
2. If necessary, make adjustment to the required information (designated by an asterisk) in

the HeaderHeader section. Most of these fields will prefill with an appropriate value.
• The RequesterRequester field will prefill with your own Requester IDRequester ID. If you are submitting this

requisition on behalf of another, select the lookup and choose their Requester ID.
Note that doing so will require that you have appropriate security and that the other
party has also been approved to create requisitions.

• The Requisition DateRequisition Date reflects when the requisition was created.
• The OriginOrigin field will prefill and should not be changed. ONL identifies the requisition

as created online.
• Currency CodeCurrency Code will prefill and should not be changed.
• The Accounting DateAccounting Date will prefill with the current date and should not be changed by a

requester.

3. To (optionally) add comments and/or attach documents that apply to the requisition as a
whole (rather than to a particular requisition line), click Add CommentsAdd Comments in the HeaderHeader
section.
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3. Use the CommentsComments section to enter comments:
1. Type your comment in the CommentComment box.
2. Select comment options:

• Select Send to SupplierSend to Supplier if you would like the comment to be copied onto the resulting
purchase order.

• Select Show at VoucherShow at Voucher to include the comment on any resulting payment voucher.
• Select Show at ReceiptShow at Receipt to include the comment on any resulting receipt.
• Select Approval JustificationApproval Justification to include the comment on approval forms.

3. To (optionally) attach a document:
• Click the AttachAttach button.
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• Click BrowseBrowse and select a file from your hard drive.
• Click UploadUpload.

4. When you have finished entering comments and adding attachments, click the OKOK button.
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4. For each unique item for purchase, create a requisition line:
1. EITHER enter or select an ItemItem for purchase OR enter or select an item DescriptionDescription and a

CategoryCategory.
2. Enter a QuantityQuantity (the number of that particular item you wish to purchase).
3. Enter a UOMUOM (unit of measure). EA for each is very common.
4. If you selected an item, the item CategoryCategory is prefilled for you. Otherwise (if you entered a

description but did not select an item) you must select a Category.
5. If you wish, enter the expectedPricePrice of the item (per unit). You can also leave a zero

value.
6. (optionally) Click Line CommentsLine Comments to enter comments and/or attach documents related to

this particular requisition line. They behave just like the header comments and
attachments. Line-level comments can be very useful for entering lengthy descriptions,
URLs, and attaching quotes etc.

7. Click the ScheduleSchedule icon.
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5. On the ScheduleSchedule page, complete/update the following:
1. Make sure that the Ship ToShip To location is correct.
2. If you wish, enter an expectedDue DateDue Date.

 Note:Note: If you need to ship portions of one requisition line to two or more locations, you
can add additional Schedule lines by clicking the Add multiple new rowsAdd multiple new rows buttonat the
end of any row. You can then specify the QuantityQuantity to ship to each location.

3. Click DistributionDistribution
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4. Your local purchasing department will communicate what (if anything at all) they expect you
to complete on the DistributionDistribution page. Some possibilities include:
• Enter values to specify the AccountAccount and DepartmentDepartment etc. you would like to charge.
• Enter multiple Distribution lines to charge multiple accounts or departments.
• Use a Speed ChartSpeed Chart to select pre-defined accounting.
• Use the Asset InformationAsset Information tab to associate the item with an Asset Profile.

5. Click OKOK to return to the ScheduleSchedule page.
6. Click Return to Main PageReturn to Main Page (a link near the top of the ScheduleSchedule page).
7. Continue to add additional requisition lines as needed by clicking the Add multiple new rowsAdd multiple new rows

button at the end of any existing line.
8. Click the OKOK button.

9. Click the SaveSave button.
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 Note:Note: The requisition has been assigned a unique Requisition IDRequisition ID that can be used to
identify it.

10. When you are satisfied with the requisition, submit it for approval by clicking the Submit forSubmit for
ApprovalApproval button. (Green Check Box).

11. The StatusStatus of the Requisition will change from ‘Open’ to ‘Pending’ (approval).
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Copying a Requisition - 4aCopying a Requisition - 4a

PurposePurpose: Use this document as a reference for copying a requisition in ctcLink.

AudienceAudience: ctcLink faculty and staff with a need to purchase goods or services.

One of the easiest ways to create a new purchasing requisition in ctcLink is to copy an existing
one. You can select an existing requisition to copy regardless of its status.

Navigation: Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Copy a RequisitionCopy a Requisition

1. Use the Add a New ValueAdd a New Value tab on the RequisitionsRequisitions page to add a new value.
1. If it didn’t populate, enter or select the appropriate business unit in the Business UnitBusiness Unit

field.
2. Leave the default value of NEXT in the Requisition IDRequisition ID field.
3. Click the AddAdd button.

2. Click the Copy FromCopy From link.
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3. Use the HeaderHeader section to enter search criteria to locate a requisition to copy. Some
possibilities include:
1. Enter or select the Requisition number in the Requisition IDRequisition ID field.

 Note:Note: If an entry is made in this field, proceed to click the SearchSearch button and make your
selection.

2. Enter or select a status in the Req StatusReq Status field.
3. To display only those requisitions you created enter or select your name in the RequesterRequester

NameName or RequesterRequester field.
4. To display only those requisitions for a specific supplier, enter or select the supplier in the

Supplier IDSupplier ID or Supplier NameSupplier Name field.
5. Enter or select the appropriate department in the DepartmentDepartment field.
6. Once satisfied with the search criteria, click the SearchSearch button.
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4. The matching requisitions will show below. Select a requisition to copy and click OKOK.
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Note:Note: If you want to preview a requisition before copying it you can click the
hyperlinked Requisition IDRequisition ID.

5. The requisition lines from the copy source are copied into your new requisition. The header
information of your requisition is unaffected.

6. Review the requisition line(s) carefully. If you copy a requisition line that has a value for DueDue
DateDate (for example), it might be several years old. The line might have now-inappropriate
comments. It is your responsibility to ensure the validity of the data.

7. Add additional lines or remove lines as needed using the Add multiple new rowsAdd multiple new rows [ + ] and
Delete rowsDelete rows [ - ]buttons at the end of each requisition line.

8. When finished updating the new requisition, click the SaveSave button. Note that your requisition
has been assigned a unique Requisition IDRequisition ID that can be used to identify it.
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9. When you are satisfied with the requisition, submit it for approval by clicking the Submit forSubmit for
ApprovalApproval icon.

10. The StatusStatus of the Requisition will change from ‘Open’ to ‘Pending’ (approval).
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Modifying a Requisition - 4aModifying a Requisition - 4a

PurposePurpose: Use this document as a reference for modifying an existing requisition in ctcLink.

AudienceAudience: Purchasing Staff

Navigation: Main Menu > Purchasing > Requisitions > Add/Update RequisitionsNavigation: Main Menu > Purchasing > Requisitions > Add/Update Requisitions

Modifying a RequisitionModifying a Requisition

1. On the Find an Existing ValueFind an Existing Value tab of the RequisitionsRequisitions page, enter search criteria to find a
value:
1. If it didn’t default, enter or select the business unit in the Business UnitBusiness Unit field.
2. Enter additional search criteria or enter the Requisition number in the Requisition IDRequisition ID

field.
3. Click the SearchSearch button.

2. You can access the Change OrderChange Order button in the following ways:
1. Click the Create Header ChangeCreate Header Change button.
2. Click the DetailsDetails button next to the item number.
3. Click the Line StatusLine Status button.
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 Note:Note: If this triangle is not visible, it may be because your status is not approved.

3. Click the OKOK button to acknowledge the Message.

4. Use the DetailsDetails section of the Maintain RequisitionMaintain Requisition page to change/update the requisition
line item(s):
1. As appropriate, update the item quantity in the QuantityQuantity field.
2. As appropriate, update the item price in the PricePrice field.
3. Click the SaveSave button.
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5. Use the Reason Code PageReason Code Page to enter your reason for modifying the requisition. Completion is
mandatory.
1. If it didn’t default, enter or select the reason in the Reason CodeReason Code field. Doing so

willpopulate the CommentComment field.
2. Click the OKOK button. Note that the Track BatchTrack Batch field now reflects the number of times the

Requisition has changed.
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Sourcing a Requisition--Manually - 4aSourcing a Requisition--Manually - 4a
PurposePurpose: Use this document as a reference for manually sourcing a requisition to a purchase
order in ctcLink.

AudienceAudience: Purchasing staff.

Manually selecting requisitions for sourcing enables you to maintain a finer degree of control
over resulting purchase orders (as compared to auto-sourcing requisitions).

Navigation: Main Menu > Purchasing > Purchase Orders > Stage/Source Requests > RequisitionNavigation: Main Menu > Purchasing > Purchase Orders > Stage/Source Requests > Requisition
SelectionSelection

Sourcing a Requisition - ManualSourcing a Requisition - Manual

1. Enter Search Criteria:
1. Enter your Business UnitBusiness Unit first (otherwise no other field will display search content).
2. Configure additional search fields as required to locate your requisition.
3. Click SearchSearch. The system populates the Select Requisition LinesSelect Requisition Lines grid with requisitions

that match the criteria you entered. To perform another search, change the criteria and
click the SearchSearch button again.

2. Choose from the following sourcing Selection OptionsSelection Options:
1. Define PODefine PO– Select to define purchase orders using the structure of requisitions as they

appear on this page, rather than allowing the system to use predefined rules.

The PO CalculationsPO Calculations process does not overwrite these purchase order configurations, even if
the Consolidate with Other ReqsConsolidate with Other Reqs check box on the requisition is selected. In addition, you must
specify the supplier for the purchase order, as the PO Calculations process does not select a
supplier for you.
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If selected, the information that you view on the Requisition Selection – SourcingRequisition Selection – Sourcing page is exactly
what will be on the purchase order and each requisition line that you source will be on its own
purchase order line, even if others exist for the same item.

If you want to use the Define PODefine PO Check box, you must select this check box before selecting
requisitions for sourcing. Similarly, if you don’t want to use the Define PODefine PO check box, you must
clear the check box before selecting requisitions for sourcing.

Note:Note: If a line that you have selected for sourcing on this page has been sourced to a blanket
purchase order contract, you will not be able to select the Define PODefine PO check box. Instead, you
will receive a message that this option is not valid for the selected line. This check box only
applies to lines that are selected by the IncInc field after you select the Define PODefine PO check box.

2. All Lines From ReqAll Lines From Req– Select to source all lines from the same requisition.
3. Check Item AvailableCheck Item Available– Select this check box if you want to be informed that there is available

stock for this item and that you have the option to source the selected requisition line.

If there is enough available inventory, the system asks you whether you want to source this
request from inventory. If you select Yes, the system sets the inventory source option
accordingly.

4. PO Item Supplier OptionPO Item Supplier Option– Select a purchase order supplier option. This value appears by
default. Possible values are:
• No Edit Required: The system does not verify whether selected items are defined for the

current supplier on the item-supplier table.
• Edit Required When Use Item ID: The system verifies the item-supplier combination only

for items with item IDs and not for those ordered by description only. This value cannot
be changed.

• Edit Required Must Use Item ID: The system requires item IDs and verifies item-supplier
combinations. This value cannot be changed.

3. Use the SourcingSourcing tab in the Selection Requisition LinesSelection Requisition Lines section to stage the following
purchase order information:
1. IncludeInclude– Select to include the requisition line for sourcing. After you select a requisition

line, it becomes unavailable for entry. To make any further changes to the requisition
line, clear the check box, make the change, and select it again.

2. Supplier IDSupplier ID– Select the supplier that you want to use on the purchase order. The system
stores the last supplier ID, whether entered or loaded from a requisition line. If you
include a line without specifying a supplier ID, the system uses the last entered supplier
ID as the default. If you include a line without specifying a supplier ID and the stored
supplier ID is blank, the system issues an error message. You cannot change the supplier
when a contract is specified.
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3. Supplier LocationSupplier Location– Select the supplier location used for ordering and determining the
pricing location. The priority location appears by default from the item and ship to or
from the item supplier.

4. PO QtyPO Qty– Displays the purchase order quantity. The quantity appears as a default value
from the requisition line.

You can enter a purchase order quantity that exceeds the original requisition open quantity
(oversourcing). You can also enter a quantity that is below the original requisition open quantity
(partial sourcing), but only when all the requisition schedules for the line are charged by
quantity.

Partial sourcing and oversourcing is possible only when the Define PODefine PO check box is selected.

5. PO UOMPO UOM– Displays the UOM that you want to use on the purchase order. The UOM appears
by default from the requisition line. If you are working with an ad hoc item, you can enter
any UOM.

6. Click the View Related LinksView Related Links button to view details about the item. You can then select to
view the item’s availability or substitute items.

7. DescriptionDescription link – Click to view a description of the item.
8. Req IDReq ID link – Displays the requisition ID to which this requisition line belongs. Click the link to

access additional requisition details.
9. Line #Line # - Displays the originating requisition line number.

10. Procurement CardProcurement Card link – Displays the actual value of the procurement card assigned to the
requisition. If no procurement card was assigned to the requisition as of yet it will display
Procurement Card.

11. Click the linked procurement card value to access the Requisition Selection – ProcurementRequisition Selection – Procurement
Card InformationCard Information page. Use this page to override the current procurement card, view the
current procurement card information or to assign a procurement card.

12. Calc PriceCalc Price– Indicates whether the PO CalculationsPO Calculations process should recalculate the price or use
the price from the requisition. If set to Y (yes), the PO Calculations process recalculates the
price. If set to N (no), the PO Calculations process uses the price from the requisition. This
option is set to Y and cannot be changed when using an item ID and a contract is specified.

 Note:Note: If set to N, the PO Calculations process does not search for an available contract.

13. Schedule SplitSchedule Split– Indicates that the quantity was partially sourced.
14. Staging InformationStaging Information link – Click to access the Staging InformationStaging Information page. The page displays

staging information for the requisitions that you selected for staging.
15. Check for ContractCheck for Contract button – Click to have the system search for and use appropriate

contracts on manually entered purchase orders. This enables you to receive contract prices
for requisition items and to more accurately track budgets, pre-encumbrance balances and
control contract leakage. This can be established at the business unit level.

This button appears when you have selected to automatically default a contract onto a
requisition. Select the Default Contract on ReqDefault Contract on Req check box on the Business Unit OptionsBusiness Unit Options page.
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When you click the Check for ContractCheck for Contract button, the system searches for manually entered
purchase orders and requisitions and ensures that the correct contract is selected for use with
the requisition. After locating possible contracts, the system copies them to transaction lines.
The contract check takes place when the Supplier, Quantity, UOM, Shipto, Item, or Item
Description fields are created or changed. You can override contracts that have been selected
by the system using the requisition header.

4. Use the RequisitionsRequisitions tab on the Selection Requisition LinesSelection Requisition Lines section to view details on the
original requisitions:
1. Rq IDRq ID link – Click to access the Requisition Details page.
2. Req LineReq Line button – Click to view details about the requisition line.
3. Req SchedReq Sched– Displays the schedule line number that includes this requisition line.
4. Requisition NameRequisition Name– Displays the name assigned to the requisition when it was created. If

you are using eProcurement this value is carried from the eProcurement requisition to
the Purchasing requisition. Requisition names assist you in identifying purchase orders
associated with eProcurement requisitions.

5. UOMUOM (unit of measure) – Displays the unit of measure for this requisition line.
6. Due DateDue Date– Displays the shipment due date to populate the requisition schedule. You

define the due date when you create requisition header defaults.
7. Req QtyReq Qty (requisition quantity) – Displays the number of items for this requisition line.
8. Amount OnlyAmount Only– Indicates that this requisition line is specified as amount only.
9. Qty Req StQty Req St (quantity requested standard) – Quantity ordered expressed in the item

standard unit of measure.
10. %Prc Tol Under%Prc Tol Under (percent price tolerance under) and Price Tol Under (price tolerance

under) – The under-percentage and under-amount price tolerance per unit. This indicates
the acceptable range within which the price can fall below that on the created purchase
order. The tolerance appears by default from the Maintain Requisitions – RequisitionsMaintain Requisitions – Requisitions
page under the Sourcing Controls tab for the requisition.
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5. Use the Change SupplierChange Supplier tab on the Selection Requisition LinesSelection Requisition Lines section if you need to make
any change to the Supplier:
1. Change SupplierChange Supplier– Select this check box to activate the Change Supplier link to access the

Override Selected Requisition Supplier page, where you can change the supplier on all
selected lines simultaneously.

2. LocationLocation– Supplier location used for ordering.
3. ItemItem– Item ID from the requisition line.

When you order an item that has a valid outstanding contract and the contract supplier is not
selected for the line, the system displays a warning. You can decide to continue the transaction
using the non-contract supplier.

4. Select AllSelect All– Click this link to select all lines on the page for sourcing.
5. Clear AllClear All– Click this link to clear the selection for all lines on the page.
6. Split LineSplit Line– This button becomes available after you change the quantity on a line that you

want partially sourced. Click to insert a new line with the unsourced requisition quantity. You
can source the remaining requisition quantity to different suppliers.

6. Use the Contract InformationContract Information tab on the Selection Requisition LinesSelection Requisition Lines section if you need to
update/change any of the contract information:
1. Contract SetidContract Setid– Displays the SetID to which the contract belongs.
2. Contract VersionContract Version– Displays the contract version number. Procurement contract versions

refer to the revision of the procurement contract transaction. Contract versions enable
contract administrators to create and maintain multiple versions of a contract in the
procurement system.

3. Contract Line NbrContract Line Nbr– Displays the contract line number to which this line item belongs.
Contract line numbers represent each item that is on a contract.

4. Category Line NumberCategory Line Number– Displays the contract category line number. Categories enable
you to specify groups of items on a contract, rather than having to enter the items one at
a time.

5. Group IDGroup ID– Displays the line group ID associated with the contract line number.
6. Use Contract if AvailableUse Contract if Available– Select to apply negotiated prices for purchases and

transactions against the contract. The system searches for purchase order, general, and
release-to-single-PO-only contracts. Batch processing uses a different set of rules and
does not automatically apply contract prices to requisitions.
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7. Use the Item Substitution tab on the Selection Requisition LinesSelection Requisition Lines section, if you need to
identify possible item substitutions:
1. Item IDItem ID– This field is available for entry when the requisition line contains an ad hoc item

(description only). This enables the buyer to enter an item ID (when appropriate) based
on the ad hoc item description entered by the requester.

2. Item DescriptionItem Description– Displays the type of item.
3. Original Substituted ItemOriginal Substituted Item– Displays the original Item ID on a procurement transaction

that is being substituted. Once an Original Substituted Item is designated for a
procurement transaction, it is carried all the way through to the Receipt and cannot be
changed (This is also referred to as ‘Original Item’ in some cases where the Item may or
may not have been substituted).

4. Auto item SubstitutionAuto item Substitution– Select to uncheck the ‘Auto Item Substitution’ box on a
requisition line when you wish to retain the current Item ID and do not want it
automatically substituted during sourcing. Additionally, you will be able to reject a
Substitute Item found by Auto Item Substitution on the online Requisition.

8. Click SaveSave.
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Closing a Requisition - 4aClosing a Requisition - 4a
Purpose: Use this document to close a requisition for Purchasing in ctcLink.

Audience: Finance Staff, Purchasing Staff

Navigation:Navigation: Main Menu > Purchasing > Requisitions > Reconcile Requisitions > CloseMain Menu > Purchasing > Requisitions > Reconcile Requisitions > Close
RequisitionRequisition

1. Use Find an Existing ValueFind an Existing Value tab for an existing value OR Add a New ValueAdd a New Value to add a new value.
2. Click SearchSearch if using Find an Existing Value.
3. Click AddAdd if using Add a New Value.

 Use the Close RequisitionClose Requisition page to run the Close a Requisitions process and produce
the Requisition Reconciliation report.

4. Enter information into the BusinessBusiness UnitUnit field.

 Use the ChartField CriteriaChartField Criteria group section to select requisitions for processing based on
ChartField values. This option is useful if you are using commitment control and want
to process requisitions based on ChartField values.

5. Click the RunRun button.
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 You must select a Server NameServer Name to identify the server on which the process will run. If
you use the same Run Control ID for subsequent processes, the server name that you
last used will default in this field.

6. Click OKOK.

7. Click the Process MonitorProcess Monitor link.

 Use the Process List page to view the status of submitted process request.

8. If the Run StatusRun Status is not SuccessSuccess, click RefreshRefresh to update the processing results. Continue to
Refresh as needed until Run Status changes to Success
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Re-Opening a Requisition - 4aRe-Opening a Requisition - 4a

Purpose:Purpose: Use this document to re-open a requisition in ctcLink.

Audience:Audience: Finance Staff, Purchasing Staff

PeopleSoft Purchasing provides the Requisition ReopenRequisition Reopen process to undo changes made by
the Close Requisitions process. The process reverses the effects of the Close Requisitions
process on the most recently processed group of requisitions.

Running this process returns each requisition status to its status prior to the last run of the
Close Requisitions process. This does not mean that running this process reopens each
requisition. If a requisition’s status prior to being closed by the last run of the Close
Requisitions process was canceled, running the Requisition Reopen process on the
requisition returns its status to canceled. If a requisition’s status was open prior to the
Close Requisitions process, running the Requisition Reopen process returns its status to
open.

Navigation:Navigation: Main Menu > Purchasing > Requisitions > Reconcile Requisitions > ReopenMain Menu > Purchasing > Requisitions > Reconcile Requisitions > Reopen
RequisitionsRequisitions

1. Click Add a New ValueAdd a New Value tab.
2. Add Run Control IDRun Control ID in field.
3. Click AddAdd.

Page 34Page 34Purchasing



4. Click Last Close Requisitions RunLast Close Requisitions Run.
5. Click RunRun button.

 Use the Process Scheduler RequestProcess Scheduler Request page to enter or update parameters, such as
server name and process output format.

You must select a ServerServer name to identify the server on which the process will run. If
you use the same Run Control ID for subsequent processes, the server name that you
last used will default in this field.

6. Choose Server NameServer Name.
7. Click OKOK.
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 The Process InstanceProcess Instance number appears. This number helps you identify the process
you have run when you check the status.

8. Click the Process MonitorProcess Monitor link.

Use the Process ListProcess List page to view the status of submitted process requests. The process is
complete when the Run StatusRun Status is SuccessSuccess. You can click the RefreshRefresh button until the status
changes to SuccessSuccess.
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You have successfully run the Requisition Reopen process.

End of Procedure.
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End-user Requester Printing a Requisition - 4End-user Requester Printing a Requisition - 4
(VC17)(VC17)

Purpose:Purpose: Process to print requisitions using ctcLink's Employee Self Service module.

Audience:Audience: End User.

If you are the requester of a requisition, you may use the Employee Self-Service area in
ctcLink to print your requisitions.

End-User Requester Printing a RequisitionEnd-User Requester Printing a Requisition

Navigation:Navigation: Main MenuMain Menu > Employee Self Service > Procurement > Manage Requisitions> Employee Self Service > Procurement > Manage Requisitions

1. Input the requisition parameters in the Requisition SearchRequisition Search tab.
2. Select SearchSearch.

3. Select View PrintView Print from ActionAction drop down box.
4. Select GoGo button.
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5. Make selection to print requisitions details Yes/NoYes/No.
6. Enter keyboard combination Ctrl+PCtrl+P to bring up print options and make appropriate

selection, then PrintPrint.

You have successfully printed your requisition.

End of procedure.
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Viewing Closed Requisitions - 4Viewing Closed Requisitions - 4

Purpose:Purpose: Use ctcLink to view closed requisitions.

Audience:Audience: Finance staff.

Once a requisition is completed, it will no longer appear in your list of available requisitions
when you access requisition pages in update or display mode. These completed
requisitions are also removed from the view in many other situations in which the available
options have been set to exclude completed or canceled requisitions. Removing these
requisitions from these prompts improves system performance and decreases the time
required to find requisitions that you must modify. However, you can still view those
requisitions with a status of closed when needed.

This QRG demonstrates the steps to view your closed requisitions.

Viewing Closed RequisitionsViewing Closed Requisitions

Navigation:Navigation: Main Menu > Purchasing > Requisitions > Review Requisition Information >Main Menu > Purchasing > Requisitions > Review Requisition Information >
RequisitionsRequisitions

This navigates you to the Requisition InquiryRequisition Inquiry page.

1. Search for requisitionrequisition by completing known fields of data. The more information you can
add, the narrower your results will be.

2. Change Req StatusReq Status to CompleteComplete.
3. Select OKOK.
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Review list of results and select a specific link in RequisitionRequisition column.

This opens the Requisition DetailsRequisition Details page. Notice there are three tabs to review details:

• DetailsDetails,
• MoreMore and
• ContractContract.
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Each tab will carry its own level of detail for your review. There are also links within each tab to
drill down for further information. You can also select the Description field link that will give you
more detailed item description information.

Once you have completed your review, select ReturnReturn to be taken back to the list of available
requisitions based on your search parameters.

You have successfully reviewed a requisition with a status of Complete.

End of procedure.
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Purchase Orders - 4aPurchase Orders - 4a
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Creating a Purchase Order - 4fCreating a Purchase Order - 4f

PurposePurpose: Use this document as a reference for creating a purchase order inctcLink.

AudienceAudience: Finance/Buyers

ctcLink Asset Management can interface with other ctcLink products to exchange
information efficiently. For example, you can use Purchasing to create a Purchase Order for
an asset and later add the asset from the existing Purchase Order and receipt.

Navigation: Main Menu > Purchasing > Purchase Orders > Add/Update POsNavigation: Main Menu > Purchasing > Purchase Orders > Add/Update POs

Creating a Purchase OrderCreating a Purchase Order

1. Use the Add a New ValueAdd a New Value tab of the Purchase OrderPurchase Order page to enter add a new value.
2. If it did not default, enter or select the appropriate business unit in the Business UnitBusiness Unit field.
3. Select the AddAdd button.

2. Use the Purchase OrderPurchase Order page to add purchase order information.
3. Enter or select the appropriate supplier in the Supplier IDSupplier ID field.
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3. Continue to use the Purchase OrderPurchase Order page to add purchase order information:
1. Enter or select the purchase order item in the ItemItem field.
2. Enter the item quantity in the PO QtyPO Qty field.
3. Enter or select the item unit of measure in the UOMUOM field.
4. Enter the cost of the asset in the PricePrice field.
5. Click the ScheduleSchedule button.
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4. Use the SchedulesSchedules page to specify ship-to locations, quantities, due dates, comments, sales/
use tax, miscellaneous charges, price adjustments, and multiple distributions per schedule
within a purchase order line.
1. Click the Distributions/ChartFieldsDistributions/ChartFields button.

5. Use the SchedulesSchedules page to define ChartFields for each purchase order item.
1. Enter or select the operating unit in the Oper Unitthe Oper Unit field.
2. Enter or select the appropriate department in the DeptDept field.
3. Enter or select the appropriate class in the ClassClass field.
4. Enter or select the appropriate fund in the FundFund field.
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5. Enter or select the appropriate purpose in the State PurposeState Purpose field.

 Note:Note: If the PO itemPO item is an asset, you would need to click the Asset InformationAsset Information tab and
complete the AM UnitAM Unit and the Profile IDProfile ID fields as well.

1. Enter or select the appropriate business unit in the AM UnitAM Unit field.
2. Enter or select the appropriate asset profile in the Profile IDProfile ID field.
3. Click the OKOK button.

6. Click the OKOK button.

6. Click the SaveSave button.

7. Click theReturn to Main PageReturn to Main Page link.
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 Note:Note: The PO IDPO ID field now has the PO number assignment.

10. If it is active, you can use the DispatchDispatch button to print, email, fax, etc. the PO.
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Creating a Change Order to a Purchase Order -Creating a Change Order to a Purchase Order -
4f4f

PurposePurpose: Use this document as a reference for creating a change order to a PO in ctcLink.

AudienceAudience: Purchasing Staff

Navigation: Main Menu > Purchasing > Purchase Orders > Add/Update POsNavigation: Main Menu > Purchasing > Purchase Orders > Add/Update POs

Creating a Change Order to a POCreating a Change Order to a PO

1. Use the Purchase OrderPurchase Order page to find an existing PO.
1. If it didn’t default, enter the business unit in the BusinessBusiness UnitUnit field.
2. Use the POPO StatusStatus drop-down button to select the DispatchedDispatched option.
3. Click the SearchSearch button to generate the list of dispatched POs
4. Select the PO that you wish to change.

2. Click the Change OrderChange Order button.
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Note:Note: The fields that trigger change order generation become available for entry.

3. On the Maintain Purchase OrderMaintain Purchase Order page update the Buyer in the BuyerBuyer field (if required).

4. Click the OKOK button to acknowledge the Message.
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5. Click the OKOK button to acknowledge the second Message.

6. If necessary, update the PO QtyPO Qty and/or PricePrice fields. Then, click the SaveSave button.

7. Click the OKOK button to acknowledge the Message.
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8. On the Reason CodeReason Code page, complete the following:
1. Enter or select the reason in the Reason CodeReason Code field for the PO change order.
2. Click the OKOK button.

9. Click the Return to Main PageReturn to Main Page link.=
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10. View the Change OrderChange Order number under the PO IDPO ID number in the top left corner of the
Maintain Purchase OrderMaintain Purchase Order page.
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Copying a Purchase Order - 4fCopying a Purchase Order - 4f

PurposePurpose: Use this document as a reference for copying a Purchase Order from an existing
Purchase Order in ctcLink.

AudienceAudience: Purchasing Staff

Navigation: Main Menu > Purchasing > Purchase Orders > Add/Update POsNavigation: Main Menu > Purchasing > Purchase Orders > Add/Update POs

Copying a Purchase OrderCopying a Purchase Order

1. Use the Add a New ValueAdd a New Value tab of the Purchase OrderPurchase Order page to add a new value
1. If it did not default, enter or select the appropriate business unit in the Business UnitBusiness Unit

field.
2. Click the AddAdd button.

2. On the Purchase OrderPurchase Order page use the Copy FromCopy From drop-down button to select the PurchasePurchase
OrderOrder option.
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3. On the Copy Purchase Order from Purchase OrderCopy Purchase Order from Purchase Order page, complete the following:
1. Enter or select the PO number in the PO IDPO ID field of the PO from which you want to copy.
2. Click the SearchSearch button.

4. In the Select POSelect PO section, continue to complete the following:
1. Select the SelectSelect checkbox for the POPO IDID.
2. Click the OKOK button.

Page 55Page 55Purchasing



5. Click the OKOK button to acknowledge the message letting you know that you are copying.

6. Click the OKOK button to acknowledge the second message regarding the taxes.

7. Review the new PO to ensure that you don’t have any adjustments to quantities or pricing.
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8. Click the SaveSave button to create the new PO.

 Note:Note: The PO IDPO ID field now has the PO number assignment.
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Running the Purchase Order Reconcile andRunning the Purchase Order Reconcile and
Close Process - 4fClose Process - 4f

Purpose:Purpose: Use this document as a reference for how to run the purchase order reconcile and
close process in ctcLink

Audience:Audience: Purchasing Staff

Navigation: Main Menu > Purchasing > Purchase Orders > Reconcile POs > Close PurchaseNavigation: Main Menu > Purchasing > Purchase Orders > Reconcile POs > Close Purchase
OrdersOrders

 You can run this process by searching for an existing Run Control ID or you can add a
new value. Creating a Run Control ID that is relevant to the process may help you
remember it for future use.

1. Click the Find an Existing ValueFind an Existing Value tab.
2. Enter the appropriate information into the Run Control IDRun Control ID field.
3. Click the SearchSearch button.

The value in the PO Post Run OptionPO Post Run Option list determines which purchase orders are selected for the
PO RECONPO RECON process. Values are:
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• 1 Bus Unit:1 Bus Unit: Reconciles all purchase orders within a single business unit. If you select this
value, you can enter business unit and ChartField criteria.

• 1 Document:1 Document: Reconciles a single purchase order within a single business unit. If you select
this value, you can enter business unit, purchase order, and ChartField criteria.

• All BUs:All BUs: Reconciles all purchase orders within all business units. If you select this value, all
other fields on the page are unavailable for entry.

4. Enter the appropriate information into the Business UnitBusiness Unit field.
5. Enter PO number in the PO NumberPO Number field if PO Post Run OptionPO Post Run Option field is "1 Document".
6. Use the ChartField CriteriaChartField Criteria group box to select purchase orders for processing based on

ChartField values.

 This option is useful if you are using commitment control and want to process
purchase orders based on ChartField values.

7. The Accounting Date for ActionAccounting Date for Action field displays the date that is used to determine the open
period or allowable open date range for budget checking a purchase order when you are
using commitment control. In addition, regardless of whether you are using commitment
control, the system updates the accounting date with this date for the purchase orders that
were closed by the reconciliation process.

8. Select the Budget Date Equal to Accounting DateBudget Date Equal to Accounting Date check box option.
9. Click the RunRun button.

10. Use the Process Scheduler RequestProcess Scheduler Request page to enter or update parameters, such as server
name and process output format.

11. Click the ProcessProcess PO_POREPPO_POREP check box option.
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12. Click the OKOK button.

 Notice that the Process InstanceProcess Instance number appears. This number helps you identify the
process that you have run when you check the status.

13. Click the Process MonitorProcess Monitor link.

14. Use the Process ListProcess List page to view the status of submitted process requests.
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15. The current status of the process is "Processing". The process is finished when the status is
"Success".

16. Continue to click the RefreshRefresh button until the status is "Success". Click the RefreshRefresh button.
17. The Run StatusRun Status is now Success.
18. You have successfully run the PO Reconcile and Close process.
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Re-Opening a Purchase Order - 4aRe-Opening a Purchase Order - 4a

Purpose:Purpose: To reopen a Purchase Order using ctcLink.

Audience:Audience: Purchasing staff.

ctcLink Purchasing provides the Purchase Order ReopenPurchase Order Reopen process to undo changes made by
the PO Reconcile and Close process. The process reverses the effects of the PO Reconcile
and Close process on the most recently processed group of POs. You run this process to
return each PO status to its status prior to the last run of the PO Reconcile and Close
process. This does not necessarily mean that running the Purchase Order Reopen process
reopens each PO. If a PO status prior to being closed by the PO Reconcile and Close process
was Canceled, running the Purchase Order Reopen process on the PO returns the PO's
status to Canceled. If the PO status was Open prior to the PO Reconcile and Close process,
running the Purchase Order Reopen process returns the PO's status to Open.

Consider this scenario: Every day, you reconcile all the dispatched purchase orders by
running the PO Reconcile and Close process. This changes the status of all purchase orders
to Close. However, now you need to reopen some purchase orders and return the status of
these purchase orders to Open. Your goal is to reopen the purchase orders by running the
Purchase Order Reopen process.

Re-Opening a Purchase OrderRe-Opening a Purchase Order

Navigation:Navigation: Purchasing > Purchase Orders > Reconcile POs > Reopen POsPurchasing > Purchase Orders > Reconcile POs > Reopen POs

You can run this process by searching for an existing Run Control IDRun Control ID or you can Add a Newdd a New
ValueValue. Creating a Run Control IDRun Control ID that is relevant to the process may help you remember it for
future use.

1. Select the Add a New ValueAdd a New Value tab. Enter the desired information into the Run Control IDRun Control ID field.
2. Select the AddAdd button.
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3. Select the Select POs to be ReopenedSelect POs to be Reopened option. This expands a section called Reopen PO
Selection Criteria.

4. Select Specific DocumentSpecific Document from drop down for Reopen RequestReopen Request.
5. Enter Business UnitBusiness Unit and Purchase Order IDPurchase Order ID.
6. Select Accounting Date OptionAccounting Date Option based on your requirement.
7. Select the RunRun button.

If you get a message saying "Reopen Associated Requisitions? must be checked when
Commitment Control is enabled," click on OKOK to acknowledge message. Then check the box
near the bottom for "Reopen Associated Requisitions?".

Use the Process Scheduler RequestProcess Scheduler Request page to enter or update parameters, such as server name
and process output format.

8. Select the OKOK button.
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 Notice that the Process InstanceProcess Instance number appears. This number helps you identify the
process you have run when you check the status.

9. Select the Process MonitorProcess Monitor link.
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Use the Process ListProcess List page to view the status of submitted process requests.

The current status of the process is ProcessingProcessing. The process is finished when the status is
SuccessSuccess.

Continue to select the RefreshRefresh button until the status is SuccessSuccess.

10. Select the RefreshRefresh button.

The Run StatusRun Status is now SuccessSuccess.
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You have successfully run the Purchase Order Reopen process to reverse the effects of the PO
Reconciliation process based on your chosen parameters.

End of Procedure.
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Req-to-PO Sourcing - Via Copy from RequisitionReq-to-PO Sourcing - Via Copy from Requisition
- 4a- 4a

Purpose:Purpose: To use the Copy from Requisition process to create a new PO using ctcLink.

Audience:Audience: Purchasing staff.

ctcLink Purchasing enables you to create a new purchase order by copying an existing
contract, requisition, or PO. Copying enables you to save redundant data entry time.

Req-to-PO Sourcing - Via Copy from RequisitionReq-to-PO Sourcing - Via Copy from Requisition

Navigation:Navigation: Purchasing > Purchase Orders > Add/Update POsPurchasing > Purchase Orders > Add/Update POs

At the Add/Update POsAdd/Update POs screen, you can elect to Find an Existing ValueFind an Existing Value or Add a New ValueAdd a New Value.

If you already have a PO you want to update, enter the Business UnitBusiness Unit and PO IDPO ID. Make sure the
PO has not already been approved. Select SearchSearch and select your appropriate row. This should
take you to the Maintain Purchase OrderMaintain Purchase Order page. You can skip through the next section and go
directly to instructions pertaining to the Maintain Purchase OrderMaintain Purchase Order page.

In this QRG, we will use the Add a New ValueAdd a New Value tab.

Page 67Page 67Purchasing



1. Enter Business UnitBusiness Unit. The PO IDPO ID field will be auto-populated with NEXT for the new PO are
you creating.

2. Select the AddAdd button.

 The value in the PO DatePO Date field is the current system date by default. You can override
the purchase order date. This appears on the purchase order and is the date used for
price calculation if the price date is defined as the purchase order date.

Use the MaintainMaintain Purchase OrderPurchase Order page to enter or change PO information online.

3. Enter the desired information into the Supplier IDSupplier ID field.
4. Select the Copy FromCopy From field and choose RequisitionRequisition. This will automatically take you to the

Copy Purchase Order from RequisitionCopy Purchase Order from Requisition page.

 When you copy from a requisition, you are sourcingsourcing the requisition onto the purchase
order. The Copy FromCopy From field on the previous page enables you to turn a requisition into
a purchase order without going through sourcing. If you want to partially source, split
source, or consolidate requisitions, use the Requisition SelectionRequisition Selection component. If a
blanket purchase order is specified on the requisition line, it cannot be sourced to the
purchase order here. In addition, the procurement card information will be copied to
the new purchase order if all the requisitions selected are using the same procurement
card information. If the information between the requisitions is not the same, the
procurement card will be blank or the buyer's procurement card will become the
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default value. If a supplier card currently exists on the purchase order, it will not be
overridden by the requisitions procurement card information.

5. Enter the Supplier IDSupplier ID or the Requisition IDRequisition ID in the Requisition Selection CriteriaRequisition Selection Criteria section.
6. Select the SearchSearch button. This populates the Select Requisition LinesSelect Requisition Lines section.
7. Select the relevant Requisition Line(s)Requisition Line(s) from the search results.
8. Select the Copy To POCopy To PO button.

Notice that the page displays the details of the items that you selected to copy. Also notice the
fields that are auto-populated throughout the Purchase OrderPurchase Order screen. Information that you
would have otherwise had to enter manually.
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9. Select SaveSave.

Notice that the system has automatically assigned the new PO IDPO ID if you were creating a new PO.
Otherwise, it will update your existing PO.

You have successfully created a PO by copying a requisition.

End of procedure.
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Creating Multi-Year POs/PO Contracts - 4aCreating Multi-Year POs/PO Contracts - 4a

Purpose:Purpose: Create multi-year POs/PO contracts using ctcLink.

Audience:Audience: Purchasing staff.

When setting up a contract, you may have the complete information you need to create a
contract or you may have only partial information; for example, dates or amounts. You can
create a contract with partial information and then fill in any additional information as it
becomes available.

You need to establish order contracts before you can create purchase orders from a
contract.

The Contract EntryContract Entry search page enables you to select a contract process option that you'll
use throughout your entire contract life cycle. Contract process options include: Recurring
Voucher, Prepaid Voucher, Prepaid Voucher with Advance PO, Recurring PO Voucher,
Purchase Order, Release to Single PO Only, and General Contract contracts.

Fixed and Open Item contracts apply to Purchase Order and General Contract contracts
only. Use a specific contract process option to drive the functionality for the entire contract.
Only fields that are relative to the contract process option that you choose appear on the
ContractContract page.

Creating Multi-Year POs/PO ContractsCreating Multi-Year POs/PO Contracts

Navigation:Navigation: Procurement Contracts > Add/Update ContractsProcurement Contracts > Add/Update Contracts

1. Select Add a New ValueAdd a New Value tab.
2. Enter Set ID.Set ID. Contract IDContract ID will be assigned the NEXTNEXT available number once you have

completed and saved the form.
3. Select the Contract Process OptionContract Process Option menu. Select from the list item.
4. Select the AddAdd button.

Page 71Page 71Purchasing



 The Contract VersionContract Version section displays information about the contract version and the
version's status. Contract versioning is enabled when the Use Version ControlUse Version Control option is
selected on the Contract and Vendor Rebate ControlsContract and Vendor Rebate Controls page. You can also define a date
for when the contract version approval is needed.

Use the Add a DocumentAdd a Document button to create an authored contract document using
ctcLink Supplier Contract Management functionality.

The StatusStatus field enables you to select the status of the contract. The valid values are
ApprovedApproved, CanceledCanceled, ClosedClosed, On-holdOn-hold, and OpenOpen.

Only contracts with an ApprovedApproved status are eligible to have releases assigned against
them.

Use the ContractContract page to enter line and item information for the contract.

5. Enter BuyerBuyer details.
6. Select the Supplier IDSupplier ID field. Enter the desired information into the Supplier IDSupplier ID field.
7. Enter Gross AmtGross Amt.
8. Enter AP Business UnitAP Business Unit.

The Begin DateBegin Date field displays the current system date as the order contract date.

Next, you need to enter the line details for the item.
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9. Navigate to the Contract LinesContract Lines section. Enter the desired CategoryCategory and UOMUOM field. Select the
Order By AmountOrder By Amount tab.

10. Select the Merchandise AmtMerchandise Amt field. Select Amt OnlyAmt Only if PO is Amount Only (Blanket). Enter the
desired information into the Merchandise AmtMerchandise Amt field.

11. Select the ReleaseRelease tab.
12. Enter the Maximum LineMaximum Line Amount. Enter a total amount that this contract should not exceed.
13. Select the SaveSave button.

Notice that the new Contract IDContract ID has been created.

14. Change the StatusStatus of Contract to ApprovedContract to Approved from OpenOpen.
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You have successfully entered an order contract.

End of Procedure.
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Releasing Contract POs - 4aReleasing Contract POs - 4a

Purpose:Purpose: Using the link provided in the Contracts page, you will release a contract in
ctcLink.

Audience:Audience: Purchasing staff.

Administering Purchase Order ContractsPurchase Order Contracts is the process of managing blanket purchase
orders within ctcLink Purchasing. Purchase order contracts arise out of an agreement to
purchase goods or services over a certain period of time, for a specified price, with stated
release or shipment dates. One of the activities may be to release lines of the contract to
PO.

Releasing Contract POsReleasing Contract POs

Navigation:Navigation: Procurement Contracts > Add/Update ContractsProcurement Contracts > Add/Update Contracts

1. Select the Find an Existing ValueFind an Existing Value tab.
2. Enter Set IDSet ID and Contract IDContract ID.
3. Select the SearchSearch button.

Use the ContractContract page to view control information and establish the type of contract.
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4. Select the Contract ReleaseContract Release link.

In Contract ReleaseContract Release page, expand Step 1Step 1 to select the required contract lines to release for PO.

In Step 2Step 2, Verify the Release DefaultVerify the Release Default details. Make sure that SupplierSupplier location is correct.

Based on Release requirement, you can set up Release datesRelease dates, FrequencyFrequency and DurationDuration.

5. Select the PopulatePopulate button.
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The ReleaseRelease template should be populated based on release frequency. Verify these details.

6. Select the Stage ButtonStage Button in step 3step 3.

You will get message that "Contract releases successfully staged for ?? release date(s)Contract releases successfully staged for ?? release date(s)."

7. Select OKOK to continue.
8. Select the Review Staged ReleasesReview Staged Releases link to review release information.
9. Select the PO datePO date to get the PO detailsPO details to review the details.

If everything looks fine, then SaveSave the page; otherwise DeleteDelete the details.

You have successfully released Contract POs from contract.

End of Procedure.
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Reviewing PO Contracts - 4aReviewing PO Contracts - 4a

Purpose:Purpose: Review Purchase Order information pertaining to a contract using ctcLink.

Audience:Audience: Purchasing staff.

Purchasing contracts are used to establish pricing terms and conditions to be used on
purchase orders for a particular supplier. These can be for specific items or for any items
that are purchased from that supplier.

In this topic, you will review information on all POs associated with a particular contract.

Reviewing PO ContractsReviewing PO Contracts

Navigation:Navigation: Procurement Contracts > Review Contract Information > Review Contracts by POProcurement Contracts > Review Contract Information > Review Contracts by PO

Use the Review Contracts by POReview Contracts by PO page to review information on all purchase orders associated
with a particular PO contract.

1. Use the SET IDSET ID and Contract IDContract ID field to enter the identification number of the contract.
2. Select the PO with ContractPO with Contract under Search OptionsSearch Options to view purchase orders that reference

the selected contract. Once you make your selection, the SearchSearch button becomes active.
3. Select the SearchSearch button.
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Notice that the PO Contract LinePO Contract Line page displays a list of purchase orders associated with the
specified contract.

Select a purchase order linepurchase order line for which you want to view additional information.

4. Select the appropriate PO line by adding a check markcheck mark in the box.

You can select any purchase order from the list, which will activate the following links:

• InquireInquire
• UpdateUpdate
• Activity SummaryActivity Summary

This allows you to view additional information about the selected purchase order.

You have successfully reviewed purchase orders associated with the specified contract.

End of Procedure.
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PO "Review Change History" Screen - 4aPO "Review Change History" Screen - 4a

Purpose:Purpose: How to view changes for a change order number using ctcLink.

Audience:Audience: Purchasing staff.

Change orders are created manually or automatically when a dispatched PO requires
modifications that affect the supplier's shipment to the company. After the change orders
are created, they must be approved, if necessary, and dispatched to the supplier.

This topic explains how to view the changes for a selected change order number since the
last dispatch of the purchase or change order.

PO "Review Change History" ScreenPO "Review Change History" Screen

Navigation:Navigation: Purchasing > Purchase Orders > Manage Change Orders > Review Change HistoryPurchasing > Purchase Orders > Manage Change Orders > Review Change History

1. Enter the desired information into the Business UnitBusiness Unit and PO NumberPO Number field.
2. Select the SearchSearch button.

Use the search results to select your desired change order by Business UnitBusiness Unit, PO NumberPO Number, or
Change Order NumberChange Order Number.

Change Order NumberChange Order Number column data identify the batches of changes that you make to a
requisition. In this example, in the Change Order NumberChange Order Number column, select 1.

3. Select the 11 link.
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Use the BatchBatch page to review purchase order batch changes.

4. Select the Header ChangesHeader Changes tab.

Use the Header ChangesHeader Changes page to review purchase order header change information stored in
the PO_CHNG_HDRPO_CHNG_HDR table.

5. Select the Line ChangesLine Changes tab.

Use the Line ChangesLine Changes page to review purchase order line change information stored in the
PO_CHNG_LINEPO_CHNG_LINE table.

6. Select the Ship ChangesShip Changes tab.
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Use the Ship ChangesShip Changes page to review purchase order schedule change information stored in
the PO_CHNG_SHIPPO_CHNG_SHIP table.

You have successfully reviewed purchase order change history for a purchase order.

End of Procedure.
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Viewing Closed POs - 4aViewing Closed POs - 4a

Purpose:Purpose: Use the Purchase Order Inquiry page in ctcLink to review closed POs.

Audience:Audience: Purchasing staff.

You can access Purchase Orders with a status of Closed through the purchase order inquiry
menu. All the information is display-only and does not allow for any maintenance. This
topic discusses how to view details for a purchase order.

Viewing Closed Purchase OrdersViewing Closed Purchase Orders

Navigation:Navigation: Main Menu > Purchasing > Purchase Orders > Review PO Information > PurchaseMain Menu > Purchasing > Purchase Orders > Review PO Information > Purchase
OrdersOrders

This will take you to the Purchase Order InquiryPurchase Order Inquiry page.

1. Enter the Search CriteriaSearch Criteria to narrow the search results.
2. Make sure PO statusPO status field is updated to CompleteComplete.
3. Select SearchSearch.

Notice you have the ability to save your search criteriasave your search criteria to save time for future searches utilizing
the same parameters.
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The Search ResultsSearch Results will be shown below the Search CriteriaSearch Criteria section.

Select any active link in a row to open the next page displaying details about that particular
Purchase Order.

There are many active links to choose from to drill down to even more details.

4. When you are done reviewing needed details, select Return to SearchReturn to Search to access the original
Search ResultsSearch Results.

You have successfully viewed a closed purchase order.

End of procedure.
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Viewing Purchase Orders - 4aViewing Purchase Orders - 4a

Purpose: Use this document to view purchase orders in ctcLink.

Audience: Purchasing Staff

Navigation:Navigation: Purchasing > Purchase Orders > Review PO Information > Purchase OrdersPurchasing > Purchase Orders > Review PO Information > Purchase Orders

The navigation above takes you to the Purchase Order InquiryPurchase Order Inquiry page. Because you are inquiring
on an existing Purchase Order, you will default to Find an Existing ValueFind an Existing Value tab.

1. Enter Business UnitBusiness Unit.
2. Enter PO IDPO ID.
3. Enter Supplier NameSupplier Name or Buyer NameBuyer Name (if known).
4. Select the SearchSearch button.

The Purchase Order InquiryPurchase Order Inquiry page appears with PO HeaderPO Header and PO Line informationPO Line information.

Links are available to view detailed information like Header DetailsHeader Details and Supplier DetailsSupplier Details, as well
as Line DetailsLine Details and Schedule DetailsSchedule Details.
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End of Process.
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Processing Purchase Order Rollover - 4aProcessing Purchase Order Rollover - 4a

Purpose:Purpose: To bring Purchase Orders forward to the new fiscal year if there are any unused
encumbrance balances remaining.

Audience:Audience: Purchasing Staff.

The rollover process helps identify Purchase Orders that have remaining balances and provides
a method to update old year lines and generate new year distribution rows.

Purchase Order Eligibility:Purchase Order Eligibility:

Purchase Orders CannotCannot Be:

• Canceled
• On Hold
• In Process
• Awaiting Budget Check

Purchase Order Distributions CannotCannot Be:

• Canceled

Two Methods of RolloverTwo Methods of Rollover

Keep Prior Year Encumbrances CloseKeep Prior Year Encumbrances Close: Liquidates any remaining encumbrance in prior budget
period and creates new distributions and encumbrance entries in the new period.

Keep Prior Year Encumbrances OpenKeep Prior Year Encumbrances Open: Leaves the existing/prior year encumbrance unchanged
and creates new distributions and encumbrance entries for the new period.

Example of Roll MethodsExample of Roll Methods

BEFORE ROLLOVERBEFORE ROLLOVER

Purchase Order in 2016 10 EA @ $10 = $100

Voucher in 2016 7 EA @ $10 = $70

Remaining Encumbrance = $30
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AFTER ROLLOVERAFTER ROLLOVER

Liquidate and Roll Keep PY Encumbrance Open

2016 Enc Reduced to $0 2016 Enc Remains $30

2017 Enc is $30 2017 Enc is $30

PO Rollover View Flow ChartPO Rollover View Flow Chart

Finding Purchase OrdersFinding Purchase Orders

PO Rollover View ProgramPO Rollover View Program

Navigation:Navigation: Purchasing > Purchase Orders > Budget Year End Processing > Request PO RollPurchasing > Purchase Orders > Budget Year End Processing > Request PO Roll
ViewView

Selecting Purchase OrdersSelecting Purchase Orders

Rollover WorkbenchRollover Workbench

Navigation:Navigation: Purchasing > Purchase Orders > Budget Year End Processing > POPurchasing > Purchase Orders > Budget Year End Processing > PO

Rollover WorkbenchRollover Workbench

This is where you determine the Rollover method to use. Click Save.
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Rollover Method:

PY Encum OpenPY Encum Open: Click to keep the prior year remaining encumbrances open for the selected
PO.

PY Encum ClosePY Encum Close: Click to close the prior year remaining encumbrances for the selected PO. If
you used the PY Encum Open button to check selected lines, you can undo the selection using
this button.

Other Option:

Hold from RolloverHold from Rollover: Click to hold the selected PO from rolling over. PO in hold status are not
qualified for PO rollover 1 or PO rollover 2 processing.

Release HoldRelease Hold: Click to release the selected PO from Hold status. Only PO with a Hold status are
updated after clicking Save. The lines should be available for selection on the PO rollover page.

Choosing Prior Year Encumbrance Close MethodChoosing Prior Year Encumbrance Close Method

On the PO Rollover WorkbenchPO Rollover Workbench page, select POPO and select the PY Encum ClosePY Encum Close button and SaveSave.

Roll StatusRoll Status will change to PendingPending and PY Encum OpenPY Encum Open is "NN".
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Step 1: Rolling Purchase Orders - Rollover 1Step 1: Rolling Purchase Orders - Rollover 1

Navigation:Navigation: Purchasing > Purchase Orders > Budget Year End Processing > Request POPurchasing > Purchase Orders > Budget Year End Processing > Request PO
Rollover1Rollover1

User enters date selection rangedate selection range and new budget datebudget date. Finalize requisition option is available
for eligible documents. This will process PO previously set to Pending on the Rollover
workbench.

Selecting Finalize RequisitionsFinalize Requisitions will liquidate pre-encumbrance amount and Requisition is not re-
opened for sourcing.
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Step 2: Run Budget CheckStep 2: Run Budget Check

Encumbrance will be liquidated from PY.

Pre-encumbrance is also liquidated from PY.
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Step 3: Rolling Purchase Orders - Rollover 2Step 3: Rolling Purchase Orders - Rollover 2

• Creates a new PO distribution row with a new budget date specified in Rollover 1 process.

Navigate to Purchasing > Purchase Orders > Budget Year End Processing > Request PONavigate to Purchasing > Purchase Orders > Budget Year End Processing > Request PO
Rollover2Rollover2

Rollover 2 details:

• Requisition line is no longer associated with the rolled distribution
• PO row is inserted with the remaining amount under the new budget date

Step 4: Budget Check Rolled POStep 4: Budget Check Rolled PO

The rolled encumbrance appears in the new budget year.
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Choosing Prior Year Encumbrance Open MethodChoosing Prior Year Encumbrance Open Method

On the PO Rollover WorkbenchPO Rollover Workbench page, select POPO and click on PY Encum OpenPY Encum Open button and SaveSave.

Roll StatusRoll Status will change to PendingPending and PY Encum OpenPY Encum Open is “YY”.
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Step 1: Rolling Purchase Orders - Roll Open EncumbrancesStep 1: Rolling Purchase Orders - Roll Open Encumbrances

Navigate to Purchasing > Purchase Orders > Budget Year End Processing > Request PO RollNavigate to Purchasing > Purchase Orders > Budget Year End Processing > Request PO Roll
Open EncumOpen Encum

This will process PO’s in pending status that were marked “Keep PY Encumbrances Open” on
the workbench. Finalize requisition option is not available with this method.Finalize requisition option is not available with this method.

Step 2: Run Budget CheckStep 2: Run Budget Check

Roll Open Encumbrances details:

• New distribution rows are inserted
• PO header is updated with new accounting date and is marked Not Budget Checked
• Prior period encumbrances are now locked.
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P-CardsP-Cards
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Reconciling P-Card Transactions/StatementsReconciling P-Card Transactions/Statements
ManuallyManually

PurposePurpose: Use this document as a reference for manually reconciling P-Card transactions/
statements in ctcLink.

AudienceAudience: Purchasing staff

Navigation: Main Menu > Purchasing > Procurement Cards > Reconcile > Reconcile StatementNavigation: Main Menu > Purchasing > Procurement Cards > Reconcile > Reconcile Statement

Reconciling P-Card Transactions/Statement ManuallyReconciling P-Card Transactions/Statement Manually

1. Use the Procurement Card TransactionProcurement Card Transaction page to review, manage, and approve procurement
card transactions loaded by the Load StatementLoad Statement process. You can view all of the
procurement card transactions that you have been granted authority to access on the
Cardholder Profile - Card Data: Assign ProxiesCardholder Profile - Card Data: Assign Proxies page.
1. Review the P-Card transactions.
2. If appropriate, click the DistributionDistribution button to define account distributions for any each

line.

2. Review the Chartfield details for the transaction and if appropriate, update. When finished,
click the OKOK button.

 Note:Note: The key difference between the ProCard Account DistributionProCard Account Distribution page and the
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Distribution Templates/Reset StatusDistribution Templates/Reset Status page is that this page affects one statement line at
a time. The Distribution Template would override the distribution information and
there is no need to override. Do NOT use the Distribution TemplateDistribution Template link.

3. If appropriate, define additional statement line purchase order details by clicking the
Purchase DetailsPurchase Details link at the bottom of the screen.

 Note:Note: Once a purchase order is referenced by procurement card transactions you are
no longer able to modify the ChartFields on this page.

4. Use the ProCard Purchase OrderProCard Purchase Order page to add additional tax information. Enter statement
line tax information, if applicable. The Sales/Use Tax link at the bottom of the page is used to
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enter optional tax information related to the statement line. When finished click the OKOK
button.

 Note:Note: This data is informational and not passed to the General Ledger. This
information is pre-filled if Purchase Order information has been linked.

5. If you need to split a statement line, click the Split LineSplit Line link at the bottom of the screen. This
link will allow you to take one purchase and separate it into multiple lines that can then have
different distributions assigned to them. For instructions, refer to QRG Splitting and
Updating Transaction Lines.

6. Click the BillingBilling tab.

Page 99Page 99Purchasing



7. Use the BillingBilling tab to review the billing transaction details.
1. Enter DescriptionDescription information for each line if applicable.
2. If your records disagree with the billing amount, enter the amount difference in the

Disputed AmountDisputed Amount field. This does not mean that you are not liable for the purchase, but
rather acts as a notation that the user reconciling this account must follow up with the
merchant or procurement card supplier to settle the disputed amount. If you enter an
amount, the statement line is visible on the Review Disputes – DisputeReview Disputes – Dispute page until it has
been identified as collected.

3. The Credit CollectedCredit Collected check box displays the status of the disputed amount. If clear, the
dispute is still open. If selected, the dispute has been identified as collected or closed on
the Review Disputes – DisputeReview Disputes – Dispute page.

4. Click the TransactionsTransactions tab.

8. Update the transaction StatusStatus for an individual line or for many lines in mass.
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1. Use the StatusStatus drop-down button to select ‘Approved’, ‘Staged, or ‘Verified.’
2. To change the status for multiple lines at once, click the check box next to each line and

use the buttons at the bottom of the page (StageStage, VerifyVerify, or ApproveApprove) to change the status
to the appropriate value.

9. Perform Budget ValidationBudget Validation on a transaction using one of two available methods. You have
the option to perform Budget ValidationBudget Validation on all the transactions when you save the page or
you can select transactions and then perform Budget ValidationBudget Validation on those transactions when
you click the Validate BudgetValidate Budget button.

10. Click the SaveSave button to complete processing.
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Splitting and Updating Transaction LinesSplitting and Updating Transaction Lines

PurposePurpose: Use this document as a reference for splitting and updating transaction lines
when reconciling P-Card transactions in ctcLink.

AudienceAudience: Purchasing Staff

You can split incoming transaction lines to provide greater detail in your Reconciliation actions.

Navigation: Main Menu > Purchasing > Procurement Cards > Reconcile > Reconcile StatementNavigation: Main Menu > Purchasing > Procurement Cards > Reconcile > Reconcile Statement

Splitting and Updating Transaction LinesSplitting and Updating Transaction Lines

1. Use the Procurement Card TransactionProcurement Card Transaction page to review, manage, and approve procurement
card transactions loaded by the Load StatementLoad Statement process. You can view all of the
procurement card transactions that you have been granted authority to access on the
Cardholder Profile - Card Data: Assign ProxiesCardholder Profile - Card Data: Assign Proxies page
1. Review the P-Card transactions.
2. Use the SelectionSelection checkbox to the left of the line you want to split to select one of the

transaction lines.
3. Click the Split LineSplit Line link at the bottom of the page.

2. Use the ProCard Transaction SplitsProCard Transaction Splits page to add the splitting account details:
1. Click the Add a new rowAdd a new row button.
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2. Enter an appropriate description (for both items as necessary) to identify what the new
splits represent in the DescriptionDescription field.

3. Distribute the original amount between the BillingAmountBillingAmount fields.

 Note:Note: The PercentagePercentage fields will recalculate. Billing AmountBilling Amount fields must total 100%.

4. Click the OKOK button.

 Note:Note: There are now two line items for the same (original) MerchantMerchant and Trans DateTrans Date.

3. Click the CommentComment button to add a comment to the split lines.
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4. Use the ProCard CommentsProCard Comments page to add comments:
1. Add your comment in the CommentsComments field.
2. When finished, click the OKOK button.

5. To complete reconciliation processing of P-Card transactions, refer to QRG Reconciling P-
Card Transactions/Statements Manually.
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Using the Assign Proxies Page to Assign a SingleUsing the Assign Proxies Page to Assign a Single
User to Multiple Procurement CardsUser to Multiple Procurement Cards

PurposePurpose: Use this document as a reference for using the Assign Proxies page to assign a
single user to multiple procurement cards in ctcLink.

AudienceAudience: Finance Staff

Note: The Assign Proxies page allows you to manage Proxy Assignments from the viewpoint of
the proxy, as opposed to the viewpoint of the card or cardholder/custodian when those
assignments are made through a Cardholder Profile.

Navigation: Main Menu Navigation: Main Menu → Purchasing  Purchasing → Procurement Cards  Procurement Cards → Security  Security → Assign Proxies Assign Proxies

Assigning ProxiesAssigning Proxies

1. Enter search information to find the person you want to give proxy assignments to
2. Click SearchSearch

 NOTE: If the proxy does not have any Proxy Assignments to any cards, the Assign
Proxies page is blank. You can search for the cards to add to a proxy by clicking on the
SelectProcurementCardsSelectProcurementCards link text.
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3. Enter information into Business UnitBusiness Unit
4. Click SearchSearch NOTE: You can see the total number of cards returned in the search record

count; the search will only return cards the user does not already have proxy assignments
for

5. To add a proxy to all of the cards returned in the search, click on SelectAllSelectAll
6. Click OKOK

 NOTE: Selected cards will show up under the proxy’s Assign Proxies page. If a proxy
has one applicable assignment Role, Approver via their CC_APPROVER role assignment,
all of the added cards are given a Proxy Assignment of Approver.
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7. If needed, you can also adjust the assignment of one or multiple cards by using the selectionselection
check boxescheck boxes, Assign RoleAssign Role dropdown list and ApplyApply.

8. Click SaveSave

 NOTE: Once a proxy has assignments for those cards, they will NOT show up in
another search to add new cards. The Select Procurement CardsSelect Procurement Cards search will only
return cards that are not already assigned to that person.
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Resolving a Missing Card in Staged VisaResolving a Missing Card in Staged Visa
Transaction (copied)Transaction (copied)

Purpose:Purpose: Use this document as a reference for how to resolve missing card information in a
staged Visa transaction data in ctcLink.
Audience:Audience: Finance Staff

Adding a New Card to ctcLinkAdding a New Card to ctcLink

Navigation:Navigation: Main Menu > Purchasing > Procurement Cards > Definitions > Cardholder ProfileMain Menu > Purchasing > Procurement Cards > Definitions > Cardholder Profile

1. When adding a new card to the PeopleSoft system the following details are required:
a. A person to attach this new card to and a way to identify them in PeopleSoft (EMPLID,
First Name, Last Name)
b. The full card number (from PaymentNet or copy/paste it from the screen shown below.)
c. The card expiration date

The following details are recommended:

d. A default distribution to assign to the card
e. People who should be Reviewers, Reconcilers or Approvers of this card (assuming you both
will be Administrators for the card)

2. Use one of the search fields on the Cardholder ProfileCardholder Profile page to find the appropriate
cardholder.

3. Click on the appropriate Employee ID.
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4. Click the Card DataCard Data tab to display employee’s profile as well as the cards attached to this
particular employee under the Credit Card tab.

5. If there are no cards listed, new card information can be entered into the various Card DataCard Data
fields.

• Business UnitBusiness Unit: “WA220” or use the search tool to find appropriate Business Unit
• Card IssuerCard Issuer: “JPMC” (this field will always be JPMC)
• Card NumberCard Number: Enter the full card number
• Expiry DateExpiry Date: Add an Expiration Date for the card

This is a required field and it is for reporting and is designed to help you identify and track
cards close to expiration. A future date (1/1/2222) can be entered in order to not
micromanage data.

• Card TypeCard Type: “Visa” (this field will always be Visa)
• Date IssuedDate Issued: This field is not required and can be left blank

6. If all fields are full, add a new line by clicking the (+)(+) button. This will prompt a pop up box
that asks how many rows to add. The default is one row. Click the OKOK button and a new
blank row will be added.

7. Enter appropriate information into the new row.

Page 110Page 110Purchasing



8. Click on the Additional InformationAdditional Information tab under the Card Data tab.
9. Click the ProxiesProxies link.

10. The Assign ProxiesAssign Proxies page is used to assign roles to various users for a specific card. Once the
new User ID has been entered into the appropriate field, the RolesRoles field will appear. The
RolesRoles dropdown menu will reveal the appropriate roles for that specific User ID: Reviewer,
Reconciler and/or Approver.

11. Click the (+)(+) button to add additional lines if necessary.
12. Click the OKOK button to get back to the main credit card information screen. Then click the

Default DistribDefault Distrib link.
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13. The Default Accounting DistributionDefault Accounting Distribution page appears. Enter all appropriate information into the
various fields. In order to save previous work, simply specify an Account value in the AccountAccount
field.

14. Click the OKOK button.

Running the Load Statement ProcessRunning the Load Statement Process

Navigation: Main Menu > Purchasing > Procurement Cards > ProcessNavigation: Main Menu > Purchasing > Procurement Cards > Process
Statements > Load StatementStatements > Load Statement

1. Enter the appropriate Run Control IDRun Control ID under the Find an Existing Value tab or use the Add aAdd a
New ValueNew Value tab to create a new Run Control ID then hit the SearchSearch button.
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2. The Process Request ParametersProcess Request Parameters screen showing the system when the card had not existed.

3. The Process Request screen showing the system after the card had been added. There are
still three rows in the staging table, but now they are ready to be loaded.

4. Click the RunRun button, then the OKOK button.
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Receiving / ReturnsReceiving / Returns
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Initiating a Return - 4jInitiating a Return - 4j

PurposePurpose: Use this document as a reference for initiating a return to a supplier or vendor in
ctcLink.

AudienceAudience: Purchasing Staff

Navigation: Main Menu > Purchasing > Return To Vendor / Supplier > Add/Update RTVNavigation: Main Menu > Purchasing > Return To Vendor / Supplier > Add/Update RTV

Initiating a ReturnInitiating a Return

1. Enter existing data, or click the Add a New ValueAdd a New Value tab on the Return To Vendor / SupplierReturn To Vendor / Supplier
page to add a new value
1. If it didn’t default, enter or select the business unit in the Business UnitBusiness Unit field.
2. In the Return To Vendor (Supplier) IDReturn To Vendor (Supplier) ID field - leave the default value of NEXT (unless your

business practice directs otherwise).
3. Click the AddAdd button.

2. On the Maintain Return to Vendor / SupplierMaintain Return to Vendor / Supplier page, click the Select POSelect PO link.
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3. Enter or select the PO number in the IDID field and then, click the SearchSearch button.

 Note:Note: If you do not know the PO number, you can enter the Supplier, or other search
criteria to assist in a search to help you locate the PO number.

4. Select the PO you are returning against and click the OKOK button.
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5. Complete the RTV Lines:
1. Use the ActionAction drop-down button to select an action for the returned merchandise. The

selection determines the other options on this page. Choose from the following values:
• Credit (return for credit): The goods are to be returned to the supplier, and no

replacement of these returned goods is requisitioned.
• Exchange (return for exchange): You are returning the item, and you want a different

item to be sent to you. This option triggers a Workflow event to a buyer.
• Replace (*return for replacement): The returned materials will be received against the

original purchase order again, after the supplier ships replacement goods for the
returned items.

2. Use the DispositionDisposition drop-down button to select the appropriate disposition for the
return.

3. Enter or select a return reason in the ReasonReason field.
4. If appropriate, enter an RMA number in the RMA NumberRMA Number field.
5. If appropriate, enter the RMA line number in the RMA LineRMA Line field.
6. If applicable, enter the return quantity in the Return QtyReturn Qty field.
7. If applicable, enter the ship quantity in the Ship QtyShip Qty field.
8. If applicable, enter or select the ship date in the Ship DateShip Date field.

6. Click the SaveSave button.
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7. The RTV IDRTV ID field now has the RTV ID number assignment.
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Receiving a Line - 4kReceiving a Line - 4k

PurposePurpose: Use this document as a reference for (partially or fully) receiving against a line
(either by quantity or amount) in ctcLink.

AudienceAudience: Purchasing Staff

The CtcLink Purchasing receiving business process enables you to receive, inspect, return, and
put away received goods. You can receive inventory or non-inventory items, with or without
associated purchase orders. Direct ship orders are not eligible for receiving, because they are
normally sent directly to a customer site and received there.

Navigation: Main Menu > Purchasing > Receipts > Add/Update ReceiptsNavigation: Main Menu > Purchasing > Receipts > Add/Update Receipts

Receiving a LineReceiving a Line

1. Enter criteria to find an existing value or click the Add a New ValueAdd a New Value tab on the ReceivingReceiving page
to add a new value
1. If it did not default, enter or select the business unit in the Business UnitBusiness Unit field
2. In the Receipt NumberReceipt Number field - leave the default value of NEXT (unless your business

practice directs otherwise).
3. If this is a PO ReceiptPO Receipt, leave the checkbox selected. Otherwise, unselect the checkbox.
4. Click the AddAdd button.

2. If you kept the PO ReceiptPO Receipt checkbox, your screen will look like this:
1. Enter your search criteria and press SearchSearch. The search functionality of this page enables

you to perform a broad or narrow search on purchase orders based on a variety of
search criteria.

2. Select the row for the appropriate PO and press OKOK.
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3. In the Receipt Qty OptionsReceipt Qty Options section, choose from one of the following to determine the
receipt quantity to appear (these fields specify quantities to transfer to the receipt):

• No Order QtyNo Order Qty (no order quantity) – Select this option to signify that the receiver must enter
the actual quantity received. This selection requires a live count of the items prior to receipt
in the system. If selected, the copy function does not transfer order quantities to the receipt.
You will need to manually enter all receipt quantities.

• Order QtyOrder Qty (order quantity) – Select this option to automatically make the received quantity
the purchase order quantity. This selection makes the receipt quantity the purchase order
quantity regardless of any prior receipt quantity.

• PO Remaining QtyPO Remaining Qty (purchase order remaining quantity) – Select this option to have the
receipt display the numeric difference between the quantity ordered and the current
quantity received. Selecting this option replaces the received quantity with the quantity that
has not yet been received.

3. If you did not select the PO ReceiptPO Receipt check box your screen will look like this:
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4. Click Interface Asset InformationInterface Asset Informationlink to access the Pre-AM1Pre-AM1 page. Use this page to preview
and correct data that is being sent to Asset Management. If the stock is to be tracked as an
asset, enter asset information, including serial, asset IDs, and asset tag information, using
the Asset Management InformationAsset Management Information page.
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