ADDY NOTE

ATTENTION:
This Addy Note is a procedural resource for the UCF Financials
Reference Database, which only contains data prior to July 1, 2022.
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Note: Beginning on July 2, 2019, the procedure to print an additional copy of a purchase order has

changed. The previous procedure used to print purchase orders will no longer work.

The following Addy Note provides the instructions in how to print a Purchase Order (PO).

Step
1. | Navigate to Main Menu > Purchasing > Purchase Orders > Review PO
Information > Purchase Orders
This takes you to the Purchase Order Inquiry search page.
&S uCF Financials Navigator v  Search Advanced Search
Menu =
searcn: .
¢
My Favorites Purchase Order Inquiry
Supplier Contracts Enter any information you have and click Search. Leave fields blank for a list of all values
Departmental Authorization
Customers Find an Existing Value Keyword Search
Customer Contracts
Order Management Search Criteria
ltems
Suppliers *Business UntEl | Q.
Purchasing FO D
Esq“'s”ns . Contract SetiD Q
eview PO Informai™® Contract ID a
Purchase Crders Release hLII"IIJB'lZI
Activity Summary Purchase Order Da'elZl lE]
PO ATEITING Entrie PO Status[= “] ~]
Print POs Short Supplier Name| b a,
Document Status Supplier 1] Q
Reports Supplier Name| begins Q
UCF PO Reports Buye g aQ
Add/Update Express PC Buver ‘dame )
Add/Update POs _ :
L] case sensitive
Receipis
Procurement Cards
eProcurement Search Clear | Basic Search mf'ﬂ Save Search Criteria
Services Procurement
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In the PO ID field, enter the Purchase Order (PO) number and then select the

Search button.

Purchase Order Inquiry

Find an Existing Value

Search Criteria

Keyword Search

Enter any information you have and click Search. Leave fields blank far a list of all values

Eu?_ﬂaf e
0 10| begins with «

Contract SetlD| begins
Contract ID| begins
Release Number| =
Purchase Order Date| =
PO Status| =
Short Supplier Name | begins
Supplier ID| begins
Supplier Name | begins
Buyer| begins
Buyer Name| begins

Case Sensitive

with *
with v

v

L 2

L

with
with v
with v
with
with v

L |

ey Ne-F Al ,o,oUD

=] :
ﬂ Search Clear Basic Search & Save Search Criteria
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The Purchase Order page displays. Select the View Printable Version hyperlink on

the page.

Purchase Order Inquiry

Purchase Order

POID
Header

Supplier Name
Supplier ID
Buyer

PO Reference

Lines
Line Mem ID
2 3
4 i
5

2 Retum to Search

Business Unit UCFO1

PO Date 03/017201

Header Details
AlRTV
Matching

Previous in List

Suppiier Details

Activity Summary

Header Comments

Document Status
- Actions

Hem Descripon

Nexd in List

PO Status  Dispatched

Budget Stalus  Valid

Backorder Status Not Backordered

Receipt Status Not Recvd

Hold From Further Processing

Amount Summary

Merchandise

Category PO Qty UOM

FreightTax/Misc. 0.00

Total

Encumbrance Balance
Personalize |

usD
usD
Find | View All | £
Merchandise
Amount
usp
uso
usop
uso
usp
uso

Related Content» | New Window | Personalize
| & First 4 b Last
Status

»- Related Links

The following pop-up window message appears:

Message

Yes

Mo

Do you want to print the purchase order with distribution details Yes /f No. (10250,337)

R

If you do want to include the distribution details, select the “Yes” button.

If you do not want to include the distribution details, select the “No” button.
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5.1 A printable copy of the purchase order will display.
The following is an example of a purchase order with distribution details, i.e.,
ChartField values and requisition information.
Purchase Order Page: 10of 5
University of Central Florida Dispatched Dispatch Via Print
Orlando Tech Center Purchase Order Date Revision
12473 Heecarth Barway g::;nent Terms Freight Terms Ship Via
Sgﬁgg 03:;&3?;2826 Mow Destination, Freight Best Way
Prepay
er Phone Currency
Justin Michael Strobel usD
Supplier: EMP: Ship To: Attention: See Defail Below  Bill To:  E-MAIL INVOICES TO:
vendori@uc edu
If e-miail iz not an option,
please mail to:
12424 Research
Parloway, Suite 300
Orando FL 32325-3249
L} United States
Tax Exempt? Tax Exempt ID: 85-8012703010C-9 Replenishment Option: Standard
Line- Item/Description Mig ID Quantity UOM PO Price Extended Amt Due Date
Sch
1-1 1.00 TIRF
Aftention: Ehmer James Paul
DIST: 1
Chartfields
Status Percentage 0 Oty Emount ]
Open 100.0000 1.0000 |
GLOnit  Account Alt-Acc Fund  Dept
TCFO1 1007 1031030  ZE
Detailal/Tas - =
Easelmt BaseCurrency Currency Location Consigned |
[ el TUsSD TUSD 400100210 N |
ReqlD Lin 5ch Dist OpenQty Requester Requesterfim Attention
OCFOY gk 1 1 1 Ehmar  Jame
A 3 Paul
Schedule Total
Item Total
Copy
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6. | The following is an example of a Purchase Order without distribution details:
Purchase Order Page: 1 of 2
University of Central Florida Dispatched Dispatch Via Print
Orando Tech Center Purchase Order Date Revision
12479 Research Parkway UCF01-0000359994 03-01-2019
Payment Terms Freight Terms Ship Via
82523%2{;2326 L\\) Now Efesgigyaﬂon: Freight Best Way
Buyer Phone Currency
Justin Michael Strobel usD
Supplier: EMP Ship To: 12424 Research Attention: See Detail Below  Bill To:  E-MAIL INVOICES TO:
[ | Parkway, Suite 300 vendon@uct edu
Orlando FL 32526-3249 If e-mail is not an option,
United States please mail to:
12424 Research
Parkway, Suite 300
Orando FL 32826-3249
United States
Tax Exempt? Tax Exempt ID: 85-8012703010C-9 Replenishment Option: Standard
Line- Item/Description Mig ID Quantity UOM PO Price Extended Amt Due Date
Sch
1-1
Aftention: | T |
Schedule Total
Item Total
2 -1
Aftention:
Schedule Total
Item Total
b e |
Aftention:
Schedule Total
Copy
Note: The bottom of the Purchase Order will have no signature and will say “Copy”.
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Navigator » | Search Advanced Search
Menu =
search; -
¢
My Favorites Purchase Order Inquiry
Supplier Contracts Enter any information you have and click Search. Leave fields blank for a list of all values.
Departmental Authorization
Customers Find an Existing Value Keyword Search
Customer Contracts
Order Management Search Criteria
Items
Suppliers *Business UntEl | Q,
Purchasing PO ID[ begins with v |
Requisitions Contract Setip| begins with v | a
Purchase Crders ———
Review PO Information Contract ID[ begins wiih v a
Purchase Crders Release huﬁhe'lZl
Activity Summary Purchase Order Date[=  +| El
FQ Accounting Entrie PO S:a‘.Ls| = v | | w |
Print POs Short Supplier \lamem Q
Document Status -
Reports Supplier \Iamem Q,
UCF PO Reporis Buyer| begins with v | Q
Add/Update Express PC Buyer ‘Jamem a
AddUpdate POs _ :
[LJcase sensitive
Receipts
Procurement Cards
=
eProcurement Search Clear | Basic Search |2 Save Search Criteria
Services Procurement
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