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PeopleSoft IR-#15

Enterprise-Wide Entering New Purchase Orders or Copying Prior Year
Purchase Orders for Next Fiscal Year Funds

Scope:

This PeopleSoft Information Release (IR) applies to Enterprise-wide Business Units’ Purchasing
personnel who Build and/or Approve Purchasing Orders (PO).

Purpose:

The purpose is to provide procedures for Purchasing personnel to Build a New Purchase Order
or Copy a Prior Year Purchase Order in the current Fiscal Year that will be charged with Next
Fiscal Year funds.

Module:

The IR affects the Purchasing Module in Financials Production.

Source:

The source of this IR is a result of annual procedural modifications required on Purchase Orders
for proper charges on next Fiscal Year funds.

Procedures

Parameters — The following must exist for this procedure to be successful:

Notice Sent: This procedure should not be followed until Official notification from the
Budget Section is received notifying that Budgets for FY2005 have been added and the
Accounting Period is Open.

Database: PS Financial Production (PSFSPRD)

Req Approval Status: Pending Approval

Acctg Date: Start of Next Fiscal Year

Navigation & Process Overview
Section A. Method #1 Entering New Purchase Orders for Next Fiscal Year
Section B. Method #2 Copying Purchase Orders for Next Fiscal Year
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Navigation & Process

Section A: Method #1 Entering New Purchase Orders for Next Fiscal Year

Step Action
L. Click Go, Administer Procurement, Manage Purchase Orders
G0
2. Click Use, Purchase Order, Header, Add
e
Add -- Purchase Order
Buszinezs Unit: || ‘ ﬂ
Purchaze Order: INEHT@ Eancf)l
Step Action
3.

Follow applicable Business Unit direction for entering the following:
a. Enter the Business Unit

b. Enter the Purchase Order (PO Number) or Leave as “Next”

c. Click L
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The Manage Purchase Orders window with the Header panel displays.

Manage Purchase Orders - Use - Purchase Drder

File Edit

Wiews Go Faworites Use Process Inguire Report Help

P =] S

B& #®X| ‘=2

gle| B|E| 25| 2|:2] *e]s2]

Lines, | Schedule Header | Comments | Order By Catalog |

b,

u

EACHC PO/Req: MNEXT

Yendor: Eﬂa‘gﬂ 03/16/2004 EEEE@

¥ Tax Exempt Il
-Process Control Optio

[” Hold From Furthe
¥ Dispatch

Bill Addrs: IE"E"'I:I | Wwarning -- date out of range. [15,9]

[T Post Document Acctg Date: |07/01/2004 : )y

g R
PO/Req Tppe:IEeneral @j Merch Total Amx usp

PO/Req Ref- | ©) Adjustment:
i I_ Panel Processor |

(=8

E=plain |

50 ) ) el

Copy From: |F‘I] j

Template: [STANDARD &/

YWarning Message ... l Thdd

Y'ou have entered a future accounting date. [3350 58]

N

Explain |

Step Action
4, El
Enter PO/Req Type (A Valid Values List displays upon clicking Drop-down Arrow _—_I)
S. Enter PO/Req Ref
6. Enter Acctg Date of 07/01/04. Tab out of Field.
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Step Action
7. The Panel Processor message box displays.
Click to close box
8. A Warning Message box displays.

Click to close box

Click Defaults Panel button.

The Purchase Order Defaults subpanel displays.

Purchase Order Defaults

Ship To: Em:m: 4| GL Unit: [EACMC

Location: 2!]4?1 00 ﬂ Acioint 545700

Due Date{10-c 0770172004 Fad T (0

Orig me Department: j

Ship Via: [GRND + Brearams W

Freight Trm:  [DES +| Class: Wg:gt [FY_2005 " (1o-m,

Project/Grant: || ﬂ
Panel Processor |

;

: “Warning -- date out of range. [15.9]
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Step Action

10. Follow applicable Business Unit direction for the following Default Information:

Enter or Select:
a. Ship To: Per Business Unit Listing
b. Location: Per Business Unit Listing

c. Due Date: 070104 (or later). Tab out of Field.
The Panel Processor message box displays.

d. Click to close box

e. Orig Prom: 070104 (or later). Tab out of Field.
The Panel Processor message box displays.

Click to close box

Account: 6-digit
Fund: 3-digit
Department.: 7-digit

> @

j.  Program: 5-digit

k. Class: 5-digit

I.  Proj/Grt: Required for applicable Chart Of Accounts
m. Bdgt Pd: Has been populated and is grayed out.

11.

Click to close Purchase Order Defaults subpanel

12. _
Lines

Click |Tab.
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The Purchase Order Lines panel displays.

Manage Purchase Orders - Use - Purchase Order [_ [O] x|
File Edit Wew Go Favaorites Use Process Inguire Report Help

al&8x| = e8| | S=| 2]c]2] *|v|4]7 ]
Lines ISchqgulelHeader]Cnmmerﬁ](kder&rtatdug]
ke

Unit: ﬁ}j:cmc PO/Req MNEXT

I

rFetch Lines

Vendor [FISHER 00002  +| 1D:  [000000035%13-2)% From: | 1
PO/Req [03/1672004 Buyer: [Authement Sally @ s [[1e: [ 3

Line | ltem ..—._| Item Deschnption LN IFI]JHeq Aty |Amuunt =
1 13-cTEST EMTER PD FOR HEXT FY q EA 2 0000 UsD {/=
@ ORI KT

|Line Details]

|PsFsPRZ Lines ladd o

Step Action
13.

Follow applicable Business Unit direction for the following PO Information:
Enter or Select:

a. ID: Vendor ID (number)

b. Buyer: Per Business Unit Listing

c. Item ID or Item Description: Per Business Unit.
d. UOM: Per Valid Values listing.

e. PO/Req Qty: Quantity ordered

14.

Click le== Lines Detail button.

PeopleSoft Proprietary and Confidential Page 7



Retrieval Name: Information Release - #15
Issue Date: March 18, 2004

Revision Date:

Originator: Purchasing Functional Team
Rescind Date:

LSU Health Sciences Center

The Lines Details subpanel displays.

Line Details -- FISHER -00-002

TEST ENTER PO FOR MEXT FY |:[

Amount: USD Document Basze: 5D
B i e @|4?544 +| HOSIERY,ORTHOPEDICAND G Status:  Active

Contract: ISHAHE ﬂ I ﬂl ﬂ

RFQ ID:

Yendor Item 1D: I

¥ndr Catlg: I

Mig ID: | +

Price Qty: IScheduIe j Price Date: PO j

™ Withholding I ﬂ [T Stockless

¥ Receiving Required

[~ Inzpect I ﬂ
Step Action
15.

Enter Category: Per Valid Values listing.

16.
Click to close Line Details subpanel

17 Schedul
cnckL”E’lTab.
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The Purchase Order Schedule panel displays.

Manage Purchase Orders - Use - Purchase Order _ O]

File Edit YWew Go Favorites Use Process Inguire Report  Help

e8| BE| 98| £|=]=] *|e]42]

hedule lHeader ] Cnmments] (rdarEyCatdugI

nit: EACMC  PO/Req: MEXT
Line: 1 TEST ENTER PO FOR NEXT FY UOM: Ea Eill;ﬂeq 2.0000
Sched|Due Date | [Ship To |PD/ReqQty |Price | Amount

1:107/,01/2004 EEAEHE 20000 5000000 100.00

[Schedule Details

Panel Processor | x| |

i | Wwharning -- date out of range. [15.9]
Explain |

PSESPRP Schedule Add

=

Step Action

18. Enter or Select (If Necessary):

a. Due Date: 070104 (or later). Tab out of Field.
The Panel Processor message box displays.

b. Click to close box

19. Enter Price

20.

2 Schedule Details button.
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The Details for Schedule 1 subpanel displays.

Details for Schedule 1 -- FISHER -00-002

TEST EMTER PO FOR MEXT Fr' @@

]|
ok, I
Amount: 10000 USD Doc. Base: 10000 USD Status: Active ﬂ@

[V Custom Price - No Dvemide Dnginal Promize Date: |07/01/2004 Matching: |Fu|| Match v|

Freight Trm: |DE5 ﬂ [T Mo Charge Match Status PO: Unmatched
Ship Via: |EFIHD ﬂ [Planning])

Price Tol: Pet: [0 Ext Tolmc: | Pct [10.00 Rev Tol %: | 10.00
Distnbute by: |ﬂt_1,l j I SpeedChart ﬂMiustment Amt:

GL Unit| Event |At:|::uunt |F|.l'|d |DeplID |ngi- I[:la:: iﬂdgt Pd |Fmi!Er | Projects | Loci + |
EACMC R45700 111 2047100 95001 610710 -FY_2005 Projects 2047

...... : : : @ E IR

Step Action

21. Review ChartField Information. Verify Bdgt Pd is Next Fiscal Year (FY2005).
22.

Click to close the Details for Schedule 1 subpanel.
23.

When complete working the entire PO perform the following:
Save the Purchase Order, Approve it, and Edit & Budget Check

Post should be processed using normal procedures.

Q PeopleSoft Note

Reminder: This procedure should not be accomplished until official notification is
received from the Budget Section that budgets for FY2005 have been added and

the Accounting Period is open. If a Purchase Order is built and determined to be

incorrect, notify PS Support Organization and Accounting Services.

End of Procedures for Method #1 Entering New Purchase Orders for Next Fiscal Year
funding. Click here to return to the Start of the IR.
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Navigation & Process

Section B: Method #2 Copying Purchase Orders for Next Fiscal Year

Step Action
L. Click Go, Administer Procurement, Manage Purchase Orders
G0
2. Click Use, Purchase Order, Header, Add
e
Add -- Purchase Order
Buszinezs Unit: || ‘ ﬂ
Purchaze Order: INEHT@ Eancf)l
Step Action
3.

Follow applicable Business Unit direction for entering the following:
a. Enter the Business Unit

b. Enter the Purchase Order (PO Number) or Leave as “Next”

c. Click L
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The Manage Purchase Orders window with the Header panel displays.

Manage Purchase Orders - Use - Purchase Order _ O]
File Edit Wew Go Fawarites Use Process Inguire Report Help

B &|8X| = gle| B 2= 2= #]|v]|4]7]

Lineshl Schedule Header l Comments ] Order By Cal:dug]

S
(14) EACMC PO/Req NEXT

PO/Ref

Yendor: NELSOM EQUIFME Date-

PO/Req Type: |Eeneral @j
PO/Req Ref: |EACPS0317

Adjustment:
Drigin: [ s Use Templatepo ———__E3|

Bill Addrs:  |EACMC | Enter Template 1D
¥ Tax Exempt ID: |726000740 Bisiness lInit EA.EHE ﬂ Ear‘u:e I

-Process Control Option
: PO ID- | ®) |
[” Hold From Further Processing

¥ Dispatch Method: Prnt :I
[T Post Document Acctg Date: |07/01 .rzmui : ]

Panel Processor

Copy From Template =—

i | WWarning -- date aut of range. [1 Ky Wil R (=111 [ |

Y'ou have entered a future accounting date. (3350 56]

Ex=plain |

Explain
Step Action
4, El
Enter PO/Req Type (A Valid Values List displays upon clicking Drop-down Arrow _—_l)
5. | Enter Acctg Date of 07/01/04. Tab out of Field.
6. The Panel Processor message box displays.

Click to close box
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Step Action
7. A Warning Message box displays.

Click to close box

8.
Click Copy From Template button to enter a Prior Year PO.
9.
Enter PO ID (Number): (A Valid Values List displays upon clicking Drop-down Arrow EI)
10.
Click to close the Use Template PO subpanel.
11.

Click Defaults Panel button.

The Purchase Order Defaults subpanel displays.

Purchase Order Defaults

Ship To: EAEHE + GL Unit: [EACMC |

Location: 204?1 0o ﬂ Account: R4A5700

Due Datf:@m Fund: 1M (12-k)

Orig Ple D epartment: j

Ship Via: [GRND + Program:  [35001 (129)

Freight Tm:  [DES | Class: 61010 (12} %! [V 2005 (1z:m,

Project/Grant: || @ ﬂ

Panel Processor |

;

: W arning -- date out of range. [15.9]
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Step Action

12. Follow applicable Business Unit direction for the following Default Information:

Enter or Select:
a. Ship To: Per Business Unit Listing
b. Location: Per Business Unit Listing

c. Due Date: 070104 (or later). Tab out of Field.
The Panel Processor message box displays.

d. Click to close box

e. Orig Prom: 070104 (or later). Tab out of Field.
The Panel Processor message box displays.

Click to close box

Account: 6-digit
Fund: 3-digit
Department.: 7-digit

> @

j.  Program: 5-digit

k. Class: 5-digit

I.  Proj/Grt: Required for applicable Chart Of Accounts
m. Bdgt Pd: Has been populated and is grayed out.

13.

Click to close Purchase Order Defaults subpanel
14. Lines |

Click Tab.
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The Purchase Order Lines panel displays.

Manage Purchase Orders - Use - Purchase Order

File Edit Wew Go Favaorites Use Process Inguire Report Help

P [=] E3

B & &X *

gl 3| 98| 2|2 *le]sZ]

Lines IScheEuIe I Header ] Cu:nmmeml Ul'dﬂfﬂ?catdugl

L=
Sy
Unit: 17 ChC PO/Req: MEXT
e rFetch Lines——————
Vendor |[NELSON EQUIPME +| ID:  [o000002338  + From: | 1 9
PO/Req  [03/16/2004 Buger: |[Authement_ Sally @ " Too [ 3+ [ME
D ate: | J J
Line | ltem | Item Deschnption LN IFI]JHeq Aty |Amuunt =
40" X 84" WALK IN CODLER q E& 1.0000 13000 UsD [T=
1| | *
|PSFSPRZ  Lines ladd o
Step Action
15. Enter Buyer: per Business Unit Listing.
16. Make changes to the PO Line(s) as necessary.
17 Schedul
. Chedule
Click —— ITab.
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The Purchase Order Schedule panel displays.

Manage Purchase Orders - Use - Purchase Order [_ [O] x|

File Edit Wew Go Favaorites Use Process Inguire Report Help

gl 3| 98| 2|2 *le]sZ]

hedule lHeader] Cnmments] DrderErCatalﬂgI

W arning -- date out of range. [15.9]

AN

Urit: EACKLC PO/Req: HMHEXT
Line: 1 40X 84" WALK IN CODLER DDOR wATH UDM: EA Eﬂl‘rﬂﬂﬂ 1.0000 LI
Sched|Due Date | [Ship To |PO/Req @ty |Price | Amount | «]
1:070104 5.4 Q, EACMC 1.0000 ;g% 130.00000 130.00 USD T
........................ 2']
|Scheduls Details
Panel Processor |

PSFSPRZ ~ Schedule Add

B

Step Action

18. Follow applicable Business Unit direction for the following Default Information:

Enter or Select:

a. Due Date: 070104 (or later). Tab out of Field.
The Panel Processor message box displays.

b. Click to close box

19. Verify Unit Price

20. .
Click Schedule Details button.
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The Details for Schedule 1 subpanel displays.

Details for Schedule 1 -- NELSON EQUIPME

40" 84" WALK, IN COOLER DOOR WITH MOUNTING HARDWARE EIE1

Amount: 13000 USD Doc. Base: 130,00 UsSD Status: Active

[¥ Custom Price - Ho Ovemide Dngnal Promize Date: lm M atching: Im
Freight Trm: |DE5 ﬂ [T Mo Charge Match Statuz PD: Unmatched
Ship Via:  |GRND + Bhacasl

Price Tol: Pct: E=zt Tolnc: Pct: (10.00 Rey Tol %: |

Diztribute by: |Ilty j I” SpeedChart ﬂﬁdiustment Amt:

GL Unit|Event |Accuunt |F|.n|l |De|JIID IFmguIEla:: iﬂdgt Pd |Pmi!Er|F‘miects Loc: « |

EACMC 540800 111 2059150 35001 61010 FY_2005 205¢

@ ...........

Projects

IIIKI

Can

Step Action

21. Review ChartField Information. - Verify Bdgt Pd is Next Fiscal Year (FY2005).
22.

Click to close the Details for Schedule 1 subpanel.
23.

When complete working the entire Purchase Order perform the following:

normal procedures.

Save the PO, Approve it and Edit & Budget Check and Post should be processed using

Q PeopleSoft Note

Reminder: This procedure should not be accomplished until official notification is
received from the Budget Section that budgets for FY2005 have been added and

the Accounting Period is open. If a Purchase Order is built and determined to be

incorrect, notify PS Support Organization and Accounting Services.

End of Procedures for Method #2 Copying Purchase Orders for Next Fiscal Year
funding. Click here to return to Start of the IR.
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Questions/Comments:
Refer all questions or comments via e-mail to the PS FIN SUPPORT GROUP.
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