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Training Guide

Obijectives
o Review UH Policy and Recommendations
o Review POA General Processing Steps
e Search for a Purchase Order
e Process a POA Before Payment
o Process a POA After Payment
e Use the Retransmit to Reprint the Purchase Order

e Void a Purchase Order

Resources

All of the materials covered in this workshop are also covered in the online tutorials

http://www.hawaii.edu/kualifinancial/?page=training. This online tutorial can be useful

before or after training in case you want to get a head start or you just need a refresher.
You can also review the Process Documents for each business process to get a finer

level of detail related to each topic.

Page 4


http://www.hawaii.edu/kualifinancial/?page=training

Training Guide

Purchase Order Amendment

General — UH policy

Purchase order changes serve as formal notification to the vendor of changes to
previously issued purchase orders and are intended to clarify and update the order
specifications, thereby minimizing potential liability to University departments and
personnel relating to the order. For more detailed information regarding University
policies on purchase order changes see Administrative Procedures A8.250, Section 15,
Purchase Order Changes, and A8.275, Section 4a, Encumbrance of Contracts beyond

the Fiscal Officer’'s Purchasing Authority.

Examples of conditions which would call for the issuance of a purchase order

amendment to the vendor include:

a) Increase or decrease in quantity;

b) Significant increase in total dollar amount;

C) Changes to purchase orders issued by OPRPM

d) Changes to purchase order which result in a purchase which exceeds the
limits of a fiscal officer’s purchasing authority;

e) Changes which would significantly alter the original specifications of the

item(s) to be purchased or would significantly modify the terms of the

purchase;
f) Significant changes in delivery date or method of delivery;
Q) Partial or total cancellation of order.

Purchase order amendments should not be used to change the vendor with whom a

department is doing business or to add new items to the purchase order.
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General — KFS Purchase Order Amendment Features
In KFS, the Purchase Order Amendment e-doc enables users to:
a) generate a change order document based on the original PO
specifications and format,
b) edit fields, as needed, in various tabs such as Document Overview,
Delivery, Vendor (except vendor name), Items (including item and

accounting lines), Capital Asset and Additional Institutional Info,

C) route the PO Amendment to individuals who must approve the change(s),
and

d) print a PO Amendment output document for signature and issuance to the
vendor.

Additionally, similar to the legacy ePurchasing, Change Order feature, the KFS
Purchase Order Amendment (POA) document may be created by anyone with general
user access to KFS and then follows a workflow which allows appropriate authorities to

approve the POA as required by UH policies.
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POA ROUTING

The diagram below notes the standard workflow for the Purchase Order Amendment

process.
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POA System Processing Rules

When processing a PO Amend document, the following system rules should be kept in

mind:

To initiate a PO Amend document, user must select version of the PO in 'Open'

status.

During the amend process, the original PO will have a document status of
'pending amendment' and the newly created document will have a status of
'‘change in process'. After the amendment has been submitted, the original
document status changes to 'retired version' and the amendment's status

changes to 'open' after the POA has been fully approved.

The system will add a note in the NOTES AND ATTACHMENTS tab with the
date the amendment was started, the person who started the amendment, the
information entered when user was prompted to ‘confirm’ desire to proceed with

POA, and the previous PO e-doc number.
Prior to Payment Processing:

e Most fields which were available for editing on the initial PO document
may also be edited on the PO Amend document with the following

exceptions:
o The fiscal year cannot be changed.
o The Vendor's Name and Number cannot be changed.

o The Iltem Type cannot be changed (from 'QTY"' to 'NO QTY"' or 'NO
QTY'to 'QTY").

e You may edit current line items, edit or add account lines on current line
items, add new line items, delete newly added items, and otherwise

perform all other edits.

¢ New line items can always be added but should be done so in

accordance with the UH policies on changes to POs.

o CAMS data can always be changed.
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e There must be at least one line item when the POA is submitted.

¢ Once Payment Processing has been initiated the following limitations on

changes apply:

¢ If modifying an existing line item the amount cannot go below what has

already been invoiced.

¢ |[f PREQ is in Final Status the PO can be amended repeatedly but the
accounting lines for line items that have payments against them cannot

be edited, including inserting additional accounting lines.

o If there are payment requests (PREQSs) or vendor credit memos (CMs) in

process, the amend button is not displayed.

¢ |f a Payment Request (PREQ) or credit memo (CM) has been submitted
but the check has not yet been processed against a line item, that line

item cannot be changed.

e Users are not allowed to create payment requests or credit memos

against a PO that has a pending amendment.

¢ Note: The system runs an automatic batch cycle each month to close out POs

with no encumbrance.
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UH Procedural Recommendations

IMPORTANT: Baseline PURAP does not assign a sequential count number for
each new PO Amend document processed, e.g., Amendment # 1, Amendment #
2, etc. Therefore, it is recommended that OPOs manually assign sequential
Amendment numbers to each POA processed and that the applicable
Amendment number be entered in the NOTES TO VENDOR field of the POA
document. See example below under the “Initiating a POA Document, VENDOR”

section.

The “void order” button is available if no payments have been made. However,
UH is recommending that the “void order” option only be used if the order has not
yet been placed with the vendor (e.g., an error was found on a PO that was fully

approved, but the hardcopy has not been mailed out to the vendor yet).

For cancellation of a PO after the order has been sent to the vendor, UH is

recommending use of the following guidelines:

o If the entire order must be cancelled and no payments have yet been

made:

* Reduce all unit costs to $0.00 (by entering “0.00” in the Unit Cost
field).

= |n BOTH the “Notes to Vendor” and the line item description fields,
indicate that you are “CANCELING ALL ITEMS”.

*  When you print the POA, your notes and the line items with $0.00
amounts indicated will appear on the printed POA. You can then

send this to the vendor as applicable.

= NOTE: The dollar amounts can all be reduced to $0.00, but the
QUANTITY cannot all be zero. If you chose “quantity” as your
item type, leave the quantity in and just change the unit cost to
$0.00.

o If partial payment has been made:
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= For the line items that do not have payments against them, reduce
the unit cost to $0.00, same as above. Indicate in the line item

description that you are canceling that item.

= Forthose line items that have payments made against them,
reduce the unit cost and/or quantity to the amount already paid.
Indicate in the line item description that you have reduced the line
to the amount already received/paid for and the remainder is

being cancelled.

= |nthe “Notes to Vendor” field write a summary of all changes

made.

Purchase Order Amendment General Processing Steps

Initiating a PO Document

1. Search for the PO you want to change (amend) from the PO search screen.
e See Appendix A - Searching for Purchase Order Instructions

2. From Search Results choose the document/notification ID associated with the
PO that you wish to change. Remember: to initiate a POA, it must be in “Open”

status.

3. For OPOs, Central Procurement and Risk Management users (i.e., roles with
Purchasing Processor permissions) a PO document in “open” status will display

the following buttons:

sensitive data retransmit payment hold amend void order send ad hoc request close

Note: “void order” button is only available if no payments have been
made. Once payments have been made, there will be a “close order”
button instead. Selecting the “close order” button closes the PO so that
no other actions can be taken. This is similar to the “release remaining

encumbrances” option in eFMIS.
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General users, i.e., those with non-Purchasing Processor permissions, may have

the following buttons:

amend send ad hoc request close

4. To create the PO Amend document and initiate the PO Amend workflow, follow

the steps below:

o Click “amend” to create a PO Amend e-doc. The system prompts the user

with a dialog box to confirm desire to initiate a POA and asking for reason

for the PO change. The response is then automatically inserted in the

Notes and Attachments tab of the POA (as well as all prior versions of the

PO).

e DOCUMENT OVERVIEW:

O

*DESCRIPTION: Enter brief description per your department’s
internal instructions. (Required field)

EXPLANATION: Enter additional text, if desired, to describe
reason for PO Amend action.

ORGANIZATION DOCUMENT NUMBER: If applicable, enter
legacy document number here.

CHART/ORG: DO NOT CHANGE CHART/ORG. If PO Amend
must be routed to an additional approver, use Ad Hoc Recipient
feature to route to the additional individual.

DO NOT CHANGE ALL OTHER REMAINING FIELDS IN
DOCUMENT OVERVIEW TAB.

e DELIVERY:

e}

e}

GENERAL: Delivery fields may be edited, if needed.

NOTE: If delivery information will be changed, enter message
describing the revisions in the DELIVERY INSTRUCTIONS field in
order to alert Vendor of revisions to original delivery instructions.

This field will print on the output PO Amend document.

e VENDOR:

O

VENDOR NAME AND #: CANNOT BE CHANGED.
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o Vendor Address: May be edited, if needed. Revised address will
print on PO Amend output document.

o VENDOR CHOICE: Menu selection may be changed, if needed.

o CUSTOMER #: May be edited, if needed.

o NOTES TO VENDOR: Enter the applicable Amendment No. and
brief description of the changes to alert the reader of the changed
conditions.

= |MPORTANT: Baseline PURAP does not assign a
sequential count number for each new PO Amend
document processed, e.g., Amendment # 1, Amendment #
2, etc. Therefore, it is recommended that OPOs manually
assign sequential Amendment numbers to each POA
processed and that the applicable Amendment number be
entered in the NOTES TO VENDOR field of the POA
document. See example below.

STIPULATIONS: If needed, enter any general information text here. This
field will display on the printed POA document.

ITEMS: Enter changes to Item Quantity, UOM, Description or Unit Cost
and to the related Accounting Line fields, Chart, Account Number, Object
Code and Percent, as needed.

o SPECIAL NOTES REGARDING ITEM LINE CHANGES:

o Prior to Payment Request processing, item line fields may be
edited pursuant to the System Processing Rules noted above.

o The “Delete” button removes (i.e. erases) any new item lines
added.

o UH will not use the “Inactivate” button. Once inactivated, the
line cannot be reactivated.

o Ifanitem line must be cancelled and no Payment Requests
have yet been processed against it, you may enter “0.00” in
the unit cost. This will reverse the encumbrance accordingly
and the line will be noted on the printed PO Amend document

as a zero dollar item line.
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o

If you need to cancel all item lines, refer to the instructions for
cancellation of an order under the “UH Procedural
Recommendations” section above.

IMPORTANT: Once Payment Requests have been processed,
Item and Accounting lines may be closed. Therefore, be sure
to carefully review the POA System Processing Rules

provided above before proceeding with Item Line changes.

o CAPITAL ASSET: If capital asset information was previously entered on

the PO, it may be modified here, as needed.
o ADDITIONAL INSTITUTIONAL INFO, SPECIAL NOTE:

o

If the original PO or any previously processed PO Amendment
document was approved by OPRPM because the PO
exceeded the $25,000 OPO purchasing limit, and a new PO
Amendment is being processed which would bring the PO total
to less than this threshold amount, the system will NOT
automatically route the new POA to OPRPM for approval, as
required by University policy. Accordingly, in such cases,
OPOs should be sure to select the Cost Source code, “Central
Procurement Approval Required,” located in the Additional
Institutional Information tab to enable the POA to properly

route to OPRPM for approval.

e AD HOC RECIPIENT: Use this feature to notify an individual about the

PO Amend document or to obtain an approval.

¢ After confirming the accuracy of the changes, click the

submit | tton.

o KFS will then automatically route the POA to appropriate approvers as

established by your business office. See diagram on page 2.

o To view the next person(s) in the route path who must approve the PO

Amend, open the appropriate sections within the Route log tab.
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Search for a Purchase Order

Process

Training Guide

In this tutorial, you will learn how to search for Purchase Orders using a Custom
Document Search for the purposes of the Purchase Order Amend process.

KFS provides a robust search engine to find purchase orders.

Navigation: Main Menu>Custom Document Searches>Purchasing/Accounts

Payable>Purchase Orders

|Fuali

financial systemse

Administration

] action list | (7] doc search

Logged in User: train040

Provide Feedback

| Looin | Logou

Message Of The Day

Training (Mock PRD, 06/07/2012)

Transactions

Accounts Receivable

+ Cash Control

+ Contracts Grants Invoice On Demand
 Contracts Grants LOC Review
 Customer Credit Memo

* Customer Iny

+ Customer In Writeoff
 Customer Invoice Writeoff Lookup
* Final Invoice Reversal

+ Payment Application

Financial Processing

* Advance Deposit

+ Budaget Adjustment

* Credit Card Receipt

+ Disbursement Voucher

* Distribution of Income and Expense
» General Error Correction

« Internal Billing
 Pre-Encumbrance

« Transfer of Funds

+ Single Sided Budget Adjustment

Labor Distribution

* Benefit Expense Transfer
 Salary Expense Transfer

Purchasing/Accounts Payable

+ Payment Request

* Requisition

 Shop Catalogs

+ Vendor Credit Memo

Custom Document Searches
Financial Transactions
Accounts Receivable

* Customer Invoices

* Customer Credit Memos
omer Invoice Writeoffs

o Cash Controls

* Payment Applications

Capital Asset Management

¢ Asset Maintenance

Effort Certification

o Effort Certification

Financial Processing

o Disbursement Vouchers
Purchasing/Accounts Payable
* Payment Requests

¢ Purchase Orders

* Requisitions
* Vendor Credit Memos

Lookup and

Balrancejnquirries
General Ledger

 Available Balances

* Balances by Consolidation

* Cash Balances

+ General Ledger Balance

+ General Ledger Entr

* General Ledger Pending Entry.
+ Open Encumbrances

Labor Distribution
* Account Status (Current Funds]

« Labor Ledger View
« Labor Ledger Pending Ents

m

Reports

Accounts Receivable

+ Billing Statement

+ Customer Aging Report
+ Customer Invoice

+ Federal Financial Report
* Invoice Report Delive:
Contracts and Grants

+ Award Balances

Capital Asset Management

¢ Asset
Asset Fabrication
sset Global (Add)

i Administrative Transactions
|

sset Location Global

+ Asset Payment
+ Asset Retirement Global

* Invoice Report

+ Payment History Report

+ LOC Draw Details Report

* LOC Amounts Not Drawn Report
* Invoice Suspense Activity Report
* Suspended Invoice Report

* Milestone Report

+ Billable but Not Invoiced Awards

Effort Certification

1. Click the “Purchase Orders” link.
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r -t Provide Feedback "
vuail
financial systemse

2] action list | (72 doc search Logged in User: train040 E | Login | Logow

T 7
Document Lookup | detailed search || superuser search || clear saved searches | \Searches B

* required field

Maintenance = Administration

Warnings for this Section:
» NOTE: Do not disclose purchase order numbers to vendors unless the status of the order is Open or Closed.

Type: PO 9

Initiator: ’7 Y
Document/Notification Id:

Date Created From: | ]

Date Created To: ’73
Document Description: ’—
Organization Document Number: |
Purchase Order #: ’—
Requisition #: ’7
Vendor#: [ %
Purchase Order Chart Code: | %
S ————— P;rchaisearder;g;iz;tit;:o?dezﬂfi 8
Requestor Name: ’—
Assigned To User: ’7 |
Delivery Campus: [
Contract Manager: | %
Previous Purchase Order #: ’—
Purchase Order Last Transmit Date From: | ]
Purchase Order Last Transmit Date To: | -_];
Date Required From: ’—1]
Date Required To: ’— 1]
DateRequiredReason: | []®

B Rnesl Eosituer fonroval Resunesd__ e
2. Search fields are self-explanatory; however, some of the most common are

reviewed in this tutorial.

You can specify as many or as few fields as you wish to narrow your search.
Remember a search with few criteria may take significantly longer than a

search which contains many criteria.

3. The Type field is automatically populated with the PO Type.

Note: If at any time you need to search for a Purchase Order Amend or a

Requisition document you can change this field to POA or REQS. As a
result, the search fields will reset depending on the document type you

select.

4, The Initiator field can be used if you are looking for PO’s that you initiated.
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Enitiator: !l
The Document/Notification Id field can be used if you know the Id number of
the e'dOC Wﬁﬁcation Id: | T

Note: Do not use this field to enter the PO number.

The Date Created From and Date Created To fields can be used if you wish
to find Purchase Orders within a date range.

ate Created From: ||
Date Created To:

The Document Description field can be used if you identify your Requisitions
with a specific description (i.e., FO Code, or library.) Use the wildcard to

search for a range of descriptions.

|Em:ument Description: || !l

The Purchase Order # field can be used if you know the PO number.

|Purchase Order #: || [l

The Requisition # field can be used if you are searching for a Purchase

Order but only know the Requisition number for the Purchase Order.

"lequisition #: | I
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VETTorF T

Purchase Order Chart Code: || (%

Purchase Order Organization Code: LY

Requestor Name:
Assigned To User: I
Delivery Campus: |
Contract Manager: | %

Previous Purchase Order #: |

7I;ur7thase Order Last Transmit Date From: ’— i)
Purchase Order Last Transmit DateTo: | |2
Date Required From: ’7 1]
Date Required To: ’7 1]
Date Required Reason: ’—El 8

Payment Request Positive Approval Required: | © ves © no @ Both

INCOMPLETE STATUSES

- Awaiting Account Supervisor L4
- Awaiting Budget Approval

- Awaiting C & G Approval

- Awaiting Central Procurement Approval

- Awaiting Commodity Code Approval

- Awaiting Content Approval

- Awaiting Fiscal Officer

Purchase Order Status:

Return Current Documents Only: | ©) ves © No @ Both

Chart Code: I:E 8
Account Number: LY

Organization Code: LY

Ledger Document Type: 4

Total Amount: |

Search Result Type: | © Document Specific Data ) Workflow Data
Name this search (optional): \

( search |( clear |( cancel |

10. The Purchase Order Status field is useful if you are tracking the status of
your Purchase Orders.

Since Purchase Orders must be in Open status in order to use the PO
Amend process, the Purchase Order Status field can be used to find only the
PQO’s in Open status.

INCOMPLETE STATUSES
- Awaiting Account Supervisor
- Awaiting Budget Approval

Purchase Order Status: || Awaiting C & G Approval

- Awaiting Central Procurement Approval
- Awaiting Commodity Code Approval

- Awaiting Content Approval

- Awaiting Fiscal Officer

11. Click the “Open” option in the Purchase Order Status field listing.
!— Ogen !

12. It is always suggested to narrow your search by selecting your Chart Code.

Click the “Chart Code” drop down list box. Eﬂ
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13. Select the applicable Chart Code for your campus.
Select the “MA” option for this example. [Ii_'

14. In the Search Result Type field:
Document Specific Data - select this option if you want to include various PO
document info columns in the search results.
Workflow Data - select this option if you want to include the status of the PO
. Search Result Type: | @ Document Specific Data ) Workflow Data
in the search results.

15. If the search parameters you selected are ones you use regularly you may
want to name your search in the Name this Search field.
Once you create/name a search the search will be saved under that name
and can be used over and over by selecting the name from the Searches
drop down listbox in the upper right hand corner of this lookup page.
|blame this search (optional): || .

16. | Click the “search” button, sl
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RCCOTTCTVOTTETT -
Organization Code: Y
Ledger Document Type: Q
Total Amount:
Search Result Type: | © Document Specific Data ) Workflow Data
Name this search (opti [
( search |( clear || cancel |
13 items found. Please refine your search criteria to narrow down your search.
13 items retrieved, displaying all items.
| D O—WLE“:" Purchase % (':.I«)ra!_racl Chart/Org Vend University I ChartiAcccunt Organization Dml Total |Route
Order # Hanager art; On endor |Fiscal Year P | Code | Number Code Document| Amount| Lo
b Name | I =) I | Iwe |
Organizational .
907- OFFICE OFFICEMAX Purchase |
6790 SUPPLIES 1025 Open %EZ:SMQ MA-MGT NG 2013 Order MA |7000001 |BIOL PO 1,570.68_\}>
992- 3
Organizational
REQUISITION W OFFICEMAX Purchase
16789 FOR OFFICE 1024 Open %E}:Smg MA-MGT NG 2013 Order MA  |7000001 |BIOL PO 1,57&68;}
SUPPLIES
! Organizational
REQUISITION ¥ OFFICEMAX Purchase |
6788 FOR OFFICE 1023 Open Sléfr‘i}:smg MA-MGT NG 2013 Order MA  |7000001 |BIOL PO 1,57058;
CHAIRS ’ |
052- A
Organizational
REQUISITION . OFFICEMAX Purchase
6787 e 1022 Open gl;aizismg madGT [N 2013 st MA 7000001 |BIOL PO 1,570.68 _3”
v3
052- : =
Organizational |
REQUISITION . OFFICEMAX Purchase |
6786 DESCRIPTION 1021 Open ;‘;ai:jsmg MA-MGT N 2013 Order MA  |7000001 |BIOL PO 1,570.68_;
v2
Organizational | I [ [ [ |
REQUISITION OFFICEMAX Purchase
16779 DESCRIPTION 1020 Open Purz};smg MA-MGT NG 2013 Order MA  |7000001 BIOL PO 1,57\]‘65_\1
Organizational Purchase
6522 iz 0 ps72175 1018 |Open Purchasing  MA-DNND | 0T ICEMAX |04 Order  |MA |20142% |NGT 10.00[§
Conversion INC "
Officer Retransmit -
5 Organizational B AND H
6495 109;80) P560892 1017 |Open Purchasing  |MA-DNHK |PHOTO  |2012 Purchase |\, |ooeso0 |HwsT ) 2,223.00 _3~
Conversion Order
Officer VIDEO INC
Organizational .
109-PO OFFICEMAX Purchase |
6489 Conversion P572175 1016 Open S‘f‘fr\f;zismg MA-DNHK NG 2012 Order MA  |2014296 |MGT PO 10‘00§
Organizational | [
055-P0 OFFICEMAX Purchase
16472 CONVERSION P572175 1014 Open %z}:smg HO-CHNC NG 2012 Order MA iZIJMZES MGT PO 1UU.00§ .
L

17. Important: to initiate a Purchase Order Amend, the Purchase Order must be
in Open status.

18. From the Search Results choose the Document/Notification Id associated
with the PO that you wish to change.

Click the “6788” Id for this example.
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I ermar T
Capital Asset [»show |
Payment Info [ show | \
(" Additional Institutional Info [vhde] \
Additional
* Method of PO ission: PRINT * Requestor Name: Garcia, David
* Cost Source: ESTIMATE * Requestor Phone: 808-303-1544
Contact Name: * Requestor Email: dgarci du
Contact Phone:
Contact Email: Sensitive Data
PO Total Cannot Exceed:

Quote Dom] |
" Account Summary [»show | B
View Related Documents [¥show \
View Payment History [»show | \
General Ledger Pending Entries [»show | \
Notes and Attachments (1) [ v hide | \

Notes and Attachments
Posted - Notification
% ‘ Author | Note Text Attached File Attachment Type Recipient Actions

Y 3

add: =

S [ | S I .3 S | _ —

1 om0 P KFSSYS ;Jrr::eersg?:;edtoOrgamzamnarPurcnasmgomcerfor 8 ]
Ad Hoc Recipients » show \
Route Log o]\

19. Note: The action of amend is used to begin the Purchase Order Amend

process. The action buttons at the bottom of the document are dependent on

the user’s role. See General Processing steps for more details.

20. You have successfully completed the Search for a Purchase Order tutorial

for the purposes of the Purchase Order Amend process.
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Processing a POA Before Payment Has Been Processed

Process

- Doc Nbr: 6959 Statust FIIAL B
I g Initiator: kfssys Created: 03:47 AM 08/02/2012
hase Order #1099 h :|Open
[expand all | [ collapse all |
* required field

(" Document Overview “he] \

Document Overview

* Description: 022 Purchase Office Supplies (TEST TRN)
Organization Document Number:

Explanation: i

Financial Document Detail

* Year: |2013 | Total Amount: 3,141.36

Purchase Order Detail
Chart/Org: MA / MGT * Funding Source: | INSTITUTION ACCOUNT =
P itive Approval Required: |No
Contract Manager: Organizational Purchasing Officer Previous Purchase Order #:
Assigned To User: Purchase Order Confirmed Indicator: lNg ]

Requisition Source: |DIRECT INPUT

Delivery whoe] \
Final Delivery
* Delivery Campus: MA - Manoa | * Delivery To: Nakamura, Rasgene
Building: |BUSINESS ADMINISTRATION | Phone Number: 808-356-8485
* Address 1: 2404 MAILE WAY | Email: raegene@havaii.edu
Address 2: | Date Required:
*Room: |C103A | Date Required Reason:

* City: | HONOLULU | |
State: HI
Postal Code: |35822
* Country: |UNITED STATES

Delivery Instructions:

Vendor [vhee] \
Vendor: |FISHER HAWAII Gity: |HONOLULY

| State: |
Vendor #: | 16027-0 “requiredforts |
Address 1: 450 COOKE 5T Province: |

Postal Code:

Address 2: trequired forus | *°13
Attention: Country: |UNITED STATES

k

Lo I

21. Once you have located your Purchase Order document you may want to

keep the tabs open or closed.

Click the “collapse all” button.
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Doc Nbr: 6959 Status: |FINAL
Purchase Order 1 Initiator: | kfssys Created: |08:47 AM 08/02/2012,
chase Order #:(1095 | Purch 1|Open i
expand al | [ collapse al
* required field

(” Document Overview (o]
(s
(s [vshaw |
7 Stipulations [¥show |
(s [»show |
i Capital Asset [¥show |
 payment Info [shon]
(" Addtional Institutional Info [¥show]
5 Quote [¥show]|
" Account Summary [yshon]
[ View islatod Docoments [¥show | <
f View Payment History [¥show |

General Ledger Pending Entries [¥show |

Notes and Attachments (1) [¥show |

Ad Hoc Recipients. [»show |

Route Log [¥show]

amend | ( send ad hoc request | ( close |

22,

Click the “amend” button to create a Purchase Order Amendment e-doc.
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Are you sure you vant to Amend this Purchase Order?

* Please enter the reason below:

[Total cancellation of order

23. The system prompts the user with a dialog box to enter the reason for the

PO change and gives the user a chance to confirm they really want to
amend the Purchase Order.

In this tutorial enter “Total cancellation of order” and click the “yes” button.

I =

=
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. [ Doc Nbr: 6960 | Status: | SAVED
AT [ Initiator: | r2in001 Created: 09:03 AM 08/02/2012
[ rder #: 1055 | Purch + | Change in Process

expand all | [ colapse all

* required field

" Document Overview D]\
 Delivery [ston]  \
anior [rshon] \
f Stipulations [¥show |
Items [rshow] |
" Capital Asset [shon] |
“payment Info [¥show |
Additional Institutional Info [rshow] \
" Quote [pshow]
" Account Summary [¥show
" View Related Documents [¥show |
,Vlew Payment History [rshow] \
General Ledger Pending Entries [pshon]
" Notes and Attachments (2) [show]
Ad Hoc Recipients [¥show |
Route Log [rshow] \

calculate | ("submit )( save | reload [ close |( cancel

24, A new Doc Nbr is displayed for the PO Amend e-doc and the Purchase

Order Status now displays Change in Process.

25. The Document Overview tab allows users to edit or enter new information

into the Description, Explanation, and Org Doc Nbr fields.

Note: Do not change any of the remaining fields in the Document Overview
tab.
26. Click the “expand all” button. =
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A
financial systemsa m Maintenance | | Adinistration

] action list ||
Purchase Order

garcia s in use

Logged in User: train001 Impersonating User: rigarci

Doc Nbr: 6360

Status: |ENROUTE

Initiator: |tr2in001

103 AM 08/02/2012

Purchase Order #: 1059

Document Overview v hide

Document Overview

Organization Document Number:
Financial Document Detail
*Year: 2013
Purchase Order Detail

Chart/Org: MA /

® Warning: This document is a pending action. This is not the current version of this Purchase Order.

Purchase Order Status: |Avaiting Org Purchasing Office Approval

* required field

* Descriptions [022 Purchase Offcs Suppies (TESTTRN)

MeT

Explanation:

Total Amount: 0.00

* Funding Source: INSTITUTION ACCOUNT

Payment Request Positive Approval Required: [ |

Contract Manager: Organizational Purchasing Officer

Assigned To User: 8

Purchase Order Confirmed Indicator: | ||

Previous Purchase Order #:

Requisition Source: DIRECT INPUT

Delivery [ hide

Final Delivery

* Delivery Campus: A - Manoa

Building: | BusINESS

\

ton (& [Bubding notfound |

* Delivery To: Nakemur, Reegens

Phone Number: B8 9566485

QY

* Address 1: 2404 MAILE WAY

Email: fasgene@hawai.edu

Address 2: |

Date Required: | ]

*Room: [C103% & Date Required Reason: | [+
B .  *Gity: |HONOLULU
State: HI
T Delivery Instructions:
Postal Code: 96622
* Country: |UNITED STATES

Vendor v hide

T

27.

Click the “hide” button on the Document Overview

28.

Scroll down to view the complete Vendor tab.
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Building:

BUSINESS

ton (& [bulding not found |

Phone Number: WQSS—M&S

* Address 1:

2404 MAILE WAY

Email: | fasgene@hawai.edu

Address 2: Date Required: ]
*Room: [C103 & Date Required Reason: | [+]
* City: | HONOLULU
State: HI
Delivery Instructions:
Postal Code: 36822
* Country: | UNITED STATES

Vendor e\

Vendor: [FISHER HAWAIT Gity: |[HONOLULU |

State: |
Vendor #: |16027-0 B - ,mﬂeﬂorﬁjﬁ
Address 1: [¢50 COOKE ST 8 Province: |
Postal Code: |
: 96813
i *required for US L
Attention: Country: | UNITED STATES
Vendor Choice: | Small Purchase
Customer #: 3
[PQA #1093 TOTAL CANCELLATION OF ORDER DUE TO CHANGES IN Payment Terms: :
DEPARTMENTAL REQUIREMENTS | r --
Notes To Vendor: Shipping Title: E
Shipping Payment Terms: [ [+
Contract Name: | 4 Contacts: | &
Phone Number:| % |
Supplier Diversity:
Fax Number:
Search for alternate vendor
Alternate imary Vendor :
Payment: Vendor #:
[ remove alternate vendor
Stipulations [pshon] \
Items [rhee] \

Assigned
| ToTradeIn -

Item Line # * Item Type * Unit Cost Extended Cost

29. The Notes To Vendor field under the Vendor Info box allows the user to
enter an applicable amendment number to show the different versions of the
POA and a brief description of the changes to alert the reader of the

changed conditions.

Enter “POA #1 TOTAL CANCELLATION OF ORDER DUE TO CHANGES
IN DEPARTMENTAL REQUIREMENTS.” into the Note to Vendor field.
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Items. ['v e | \
AddItem B [inportnes |
Ttem Line # * Item Type ‘ Quantity UoM: Catalog # * Description | *UnitCost | Extended Cost iz m 5 Action 1
—1® e e
quantiy [+] 000 [ |
| L] | |
[setup dstribution | remove accounts from af tems | expand al accounts | colspse ll accounts | ‘
|
| [ Assigned Amount
Ttem Line # ‘ Ttem Type ‘ Quantity uoM ‘ Catalog # Description | UnitCost ExteodedCost| 00 | | Pl |
Ttem1 |
Q tem 1 - executive office
QUANTITY Eoo ? chair 500.00 1,500.00 (]
| s ] | i
[+ e ] accounting Lines
Accounting Lines 7
[iavate]
1 Source 0.00
* Chart * Sub-Account * Object Sub-Object Project OrgRefld | *Percent Actions
Q q 8 q q [Cead |
T — [ — — | [ I ‘
* Chart | Sub-Account * Object Sub-Object Project OrgRefld | *Percent Actions
sl ﬁoooww S 3 | § 19 8§ [ o0 [dte]
Ttem 2
N ttem 2 - 10 il cabinets [ \ ‘
O QUANTITY @$150 each. 10x $150 = 150000 150000 [
| $1,500.00 & | ‘
e —_—— = — L 1 1 |
[0 ] A ccounting Lines ‘
Accounting Lines 1 ‘
Inactivate |
2 Source — 0.00
*Chart | - Sub-Account * Object Sub-Object Project OrgRefId | *Percent = Actions
EE —® 18 19 @ [ O [ [Coa ]
* Chart * Sub-Account * Object Sub-Object Project OrgRefld | *Percent Actions
[ [ » | =
Ur-Marca | ['bat inquiry |
Item3
\ 9 | [Tax @ 4.712% | [ ‘ [
o QuANTITY ‘ [141.36 141.36) ] -

In the Current ltems section you may enter changes to the Item QTY, UOM,
Description, or Unit Cost. You may also enter changes to the Chart, Account
Number, Object Code and *Percent fields in the Accounting Line.

31. In this example, you will be canceling all item lines. Therefore, you will need
to enter a further explanation into the Description field as to what is being

done.

Click the “Pencil” button next to the Description field to open an expanded

description window for Item 1.
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Ttems o] \

: Mozilla Fi
- — Assigned
: ‘ Extendad Cost
i Tentpe | qun || itpsfu test hawaiedu/ s tm/updteTerthves.dortechves documentitem0]te 77 | 4ed st | ToTraden

] decrptm W w0 | =

Action

Item 1 - executive office chair

| Assigned Amount
i | Exten
Ttem Line # ‘ ItemType | Quanl ‘ e o Teata )] A chiots| B ki
Item1 L

QUANTITY Eoo 1 1,500.00 B

[ de] A ccounting Lines

Accounting Lines 7

Ty R

o
[l inqury |

L 1,500.00 B

Item 2

0.00

* Percent Actions.

- * Percent Actions |
4 I » , 100 [ delte

@ Secure Search

| Q [Tax @ 4.712% ‘
Ino QUANTITY i ‘ 141.36 141.36)
| 0

32. Enter “CANCELLING ITEM #1, COST HAS BEEN REDUCED TO -0-" into
the description field for Item 1.

33. Scroll to the bottom of the description window.

Page 29



Training Guide

[ Items vhe| |

| [T @ itps o sesthawaied it updteTetives dototheaFedNames document zemice |
(QUANTITY  |» 1 0.00 ]
_ P——
Ttem Line & Ttem Type MJ Extended Cost TaVeda io]) Actions “:::"
Tem . )
QUANTITY ﬂl‘ ' B 1,500.00 4
E——
[ 71| Accounting Lines
1 l-.nai¥ - 0.00
[ B[
T
MA |» OOOCCC
Ttem3 - -
NO QUANTITY 141.36
34. Click the “continue” button to save and close the description window.
=

Note: The continue button saves and closes the expanded description

window. If you do not click the continue button, your input will not be saved.
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Ttems

AddItem B | import ines |

—
o] \

Assigned ‘

Item Line # “HtemType | Quantty vom: Catalog # * Description PUSBEG || OIS S At
—® - o
QuANTIY ] ]7 000 [ wdi ]
) |

from all ftems | exg

[collapse alfaccours |

| | | Assigned Amount |
| [ |
Ttem Line # ‘ Ttem Type | Quantity VoM | Catalog# Description | UnitCost ExteededCost| OO || P
Item1 i
Q Item 1 - executive office &
QUANTITY Eoo ? chair = 0.00 1,500.00 (]
| ol CANCELLING ITEM #1, 0 &
v 11¢¢ | Accounting Lines
Accounting Lines g e detai §
|
1 Sou 0.00
* Chart * b * Object Sub-Object Project OrgRefld | *Percent | Actions
Q q 8 K q [0 |
o — (S [ 8. [ | ——
*Chart | b * Object Sub-Object Project. OrgRefld |  *Percent | Actions
- [7—000901 4 19 0| & 9 I O [ 100 [Geiee]
UiMares |PROGRAM TN EECH | | [Batiguy ]
|
Ttem2
Q Item 2 - 10 file cabinets
INO QUANTITY @$150 each. 10 x $150 = 11,500.00 1,500.00| E
$1,500.00 o ‘
— 1 £
[0 ] Accounting Lines
|| Inactivate
2 e 0.00
*Chart | * b * Object Sub-Object Project OrgRefId | *Percent | Actions
[:B y— Q 18 19 @ [ O [ [
* Chart b * Object. Sub-Object Project OrgRefId | *Percent | Actions
] oo ® 6 S s i g T ‘ =
e |pRoGaen nEscs s orice (Bl
Ut o |
Item3
‘ 9 [ [Tax @ 4.712% [ ‘
o QuaNTITY ‘ [141.36 141.36 ] -

Since the item line must be cancelled and NO Payment Requests have yet

been processed against it, you may enter “0.00” in the Unit Cost field.

Note: This will reverse the encumbrance accordingly and the line will be

noted on the printed PO Amend e-doc as a zero dollar line item.

36.

Enter “0.00” into the Unit Cost field for Item 1.

37.

explanation into the Description field of Item 2.

Since you are cancelling all item lines, you will need to enter a further

38.

=
description window for Item 2.

Click the “Pencil” button next to the Description field to open an expanded
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Ttems [v e | i\
?| Mozilla Fi Import nes
Ttem Line # *Item T, uanf| Extended Cost Action
¥ 2 ‘ @ https://www.test hawaii.edu/kfs-trn/updateTextArea.dotextAreaFieldN: document.item[1].iter ToTrade In
7 A
QUANTITY |+ [ - 0.00 A i |
Item 2 - 10 file cabinets @150 each. 10 x $150 = $1,500.00
[CANCELLING ITEM #2, COST HAS BEEN REDUCED TO -0|
[omatens — ———
. Assigned Amount
Ttem Line # ‘ Ttem Type ‘ Quan ‘ Extended Cost | [P0 | ons | Puid
Ttem1 B
QUANTITY B0 1 1,500.00 A
v hide
a Tide detal
[Inactate
1 Source . 0.00/
*Chart | * Account Numl * Percent Actions
204
[ [ | 0
*Chart | *Account Numl * Percent Actions
‘ 100 | delete
ol nquiry ]
Item2
O QUANTITY 150000 [
hoedeni B |
| Inactivate
2 L= 0.00/
* Account Numl * Percent Actions
—® [ [Coa ]
* Account Numl * Percent Actions
I 100 [deete
bal inquir
Q sewrsecn [paraiy
[Item3
| —& | [rax @ 47125 ‘ ‘ ‘
NO QUANTITY I il | 1413 | 14136 [ -

39. Enter “CANCELLING ITEM #2, COST HAS BEEN REDUCED TO -0-" into

the description field for ltem 2.

40. Scroll to the bottom of the description window.
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Ttems [he] \
- Mozilla Fiefox g o ines
5 | Assigned 5 |
Item Line # *Item Ty ua ; : = | Extended Cost Action |
L 1 & ‘ W https://wwwtest hawaii.edu/kfs-trn/updateTextArea.dotextAreaField) jocument.item(0].iter I ToTrade In |
NI 1 o
Quantiy [+] 00| [ Eh| ‘
| |
fommtions | r_ g
| Assigned Amount |
i [
Ttem Line # ‘ Ttem Type ‘ Quant 7‘ | extesdedcast| R || Rt |
Ttem1 |
QUANTITY EOO 1 1,500.00 (] ‘
| | | i
v 11¢¢ | Accounting Lines
a I e detal
[iavate]
1 Source 0.00
* Chart * * Percent Actions
o —r | L)
*Chart |  * * Percent Actions
frooon01 | 1 - [ae]
| ) ||
Ttem2 l
O QUANTITY i 150000 [ ‘
,,,,, = | . |
[0 ] Accounting Lines ‘
Accounting Lines 1 Tide detail ‘
3 e Inactivate | b
*Chart | * b *Percent | Actions
I — [ | (=
L | b ("continue | £
* Chart * Account Num| ) v * Percent Actions
oo | S < I ] » 100 "wwm | }
e SROGRS TN 2628 e e il
S tas OGN N EECE x @ Secure Search R WMcAfee @[B4 e
= — E— )
ttem3 S ————————————————
| 0 [rax @ a712% [ [ ‘ [
O QUANTITY ‘ 14136 14136 [ -

41. Click the “continue” button to save and close the description window for ltem
2
42, Since the item line must be cancelled and NO Payment Requests have yet

been processed against it, you may enter “0.00” in the Unit Cost field.

Note: This will reverse the encumbrance accordingly and the line will be
noted on the printed PO Amend e-doc as a zero dollar line item.

43. Enter “0.00” into the Unit Cost field for Item 2.

44. Scroll down to view Item 3.
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[ 1 | Accounting Lines
Accounting Lines g7  hide detai §
[Inacivate |
1 Source 0.00/
*Chart | * | Sub-Account * Object Sub-Object Project Org Ref Id * Percent Actions
E)
[ & [ 8 I 1@ 8 I O [ [
*Chart | * Sub-Account * Object Sub-Object Project Org Ref Id * Percent Actions
o000 |9 3 s 9 O 100 ‘,MM,,]
Gl |PROGM IS e, cerce | gy
[Item2
Ttem 2 - 10 file cabinets ‘
NO QUANTITY S [ @$150 each. 10x$150 ‘ o00 1,500.00 i}
|| $1.500.00 & | ‘
[~ ¢ | Accounting Lines
Accounting Lines 7 | hide detail |
| Inactivate
2 0.00]
Sub-Account * Object Sub-Object Project OrgRefld | *Percent Actions
& 8 [ [0 ]
T Sk Ay SN ORjacr SIS - Dbjec S ey RerTARI s e D
3 100 delete
| el inguiry |
Item3
y [Tax @ 4.712% ‘
NO QUANTITY 3 [ [14136 14136 ] ‘
L & |
[0 ] pccounting Lines |
At s =
s s L=
*Chart | * Number Sub-Account * Object Sub-Object Project Org Ref 1d * Percent Actions
(B S . ..[ 8 [ [ [ | Le]
*Chart = * Sub-Account * Object Sub-Object Project Org Ref Id * Percent Actions
o000 3 | 3 3 100
Additional Charges A%}
* Item Type | Description Extended Cost ‘:::""'

|FREIGHT

45.

explanation into the Description field of Item 3.

Since you are cancelling all item lines, you will need to enter a further

46.

description window for ltem 3.

Click the “Pencil” button next to the Description field to open an expanded
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v 1% | Accounting Lines
g
ounting Lines g3 e dean I |
— | Inactivate
1 Source © MozilaFirefox 000
| *Chart ¥ * Percent Actions
‘[EI T & hitps//www.test hawai.edu/kfs-trn/updateTextArea.dotextAreaFieldName=document.tem{2) ter [ w0
| *chart * Account Numb{ | description “I0 *Percent | Actions |
Male] [ooooer @ [ 100 delete
|Fores_|pRoGRAN DY [Balnguiy ]
[Tax @ 4.712%
Ttem2 (CANGELLING ITEM 23, COST HAS BEEN REDUCED TO -0
NO QUANTITY 1 1,500.00 B
|
|
[=10€ | Accounting Lines
B Toede | =
2 Source el oo
| *chart * Account Numl | *Percent | Actions L
4 E 200
[ E
| fchart | *AccountNs | *Percent | Actions
pomor | & W | [
|oFenee[PROGRA By EEc [l nqury |
Ttem3 I
NO QUANTITY ‘ 1 m.as‘ B
= . R
71 | Accounting Lines
ounting Lines g I s fl |
[inoctvte
3 Source | =l 0.00
| *Chart * Account Numl * Percent Actions
[ S [ =
| *Chart * Account Numby{ * Percent Actions
[Mafs] [foooor | © [ o | [gee]
| [sRocamaveecs [Balinquiy |
4 i
Additional Charges KT} ' x Q) secwre Seorh
* Item Type
FREIGHT
|

47. Enter “CANCELLING ITEM #3, COST HAS BEEN REDUCED TO -0-" into
the description field

48. Scroll to the bottom of the description window.

49, Click the “continue” button to save and close the description window for ltem
3

50. Since the item line must be cancelled and NO Payment Requests have yet

been processed against it, you may enter “0.00” in the Unit Cost field.

Note: This will reverse the encumbrance accordingly and the line will be

noted on the printed PO Amend e-doc as a zero dollar line item.

51. Enter “0.00” into the Unit Cost field for Item 3.
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[z e ]
Accosnting Lines | hide st |
1 Source | samm 0.00;
“Chat | *AccountMember | Sub-Account |  *Object | Sub-Object | Project = OrgRefld | “Perceat = Actions
o | b [ S IS S [ 3 i
~ *Chart  “AccountMember Sub-Accomt | *Object  SubObject | Project  OrgRefld | *Percest  Actions
] oS S = L
Ttem2
—® Ttern 2 - 10 file cabinets & "
NO QUANTITY | { (@$150 each. 10x$150 0.00 1,500.00
» $1,500.00
[z
2 et 0.00
 OrgRefld  *Percent
\v \ | \ \ | \ \ i
* Chart AccountNember | Sub-Accoent * Object Sub-Object Project OrgRef 14 Percest Actions
A lel Ao s Gy —s 9 109 i‘m
“““ RIS, OF -
Ttem3
§ — 9 S
O QUANTITY [ | food 141.36
|7 19 | Accoanting Lines
3 0.00
! 1 | | L OrgRefid | *Percest
j [ 3 f [ \ ﬁ\ [ \ | 1)
| *Chart | *AccountMomber | SubAccosnt | *Object W | Project  OrgRefld | “*Perceat = Actions |
m: Foooar & [ Q ,\I 3 ; I 3 10 (o]
Un-Rance .-l_,.. 208 = e Byl gty
* Item Type Description Extended Cost u
'FREIGHT
[

After confirming the accuracy of the changes you are ready to submit this e-

doc.

53. Scroll to the bottom of the window.
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[25191 Accounting Lines
MISCELLANEOUS
MISCELLANEOUS : 0.00
25191 Accounting Lines
Totals
Grand Total: 0.00
Internal Purchasing Limit;| *° %2000
" Capital Asset Doow] \
Payment Info [rsbon] \
Additional Institutional Info [xhae] \
* Method of PO Transmission: | PRINT v | * Requestor Name: [lafamur, Rasgene 9
* Cost Source: | ESTIMATE [+ *Requestor Phone: [{08.356.8465
Contact Name: | 8 * Requestor Email: |[rzegene@havzi edu
Contact Phone: |
Contact Emal: [ | Sensitive Data
PO Total Cannot Exceed: | |
Quote [vshow] \
e \
Account Summary [rsbow] \
" View Related Documents [¥show | \
View Payment History [rsbon] \
General Ledger Pending Entries [rshow] \
(" Notes and Attachments () [aon]  \
| Ad Hoc Recipients yoow] \
Route Log [sion]  \
("calculate ) ("submit ) (“save ] (" reload ) (close ) (cancel )

|_ —]
54. Click the “submit” button.

55. KFS will automatically route the POA to the appropriate approvers as

established by your business office.

Note: To see the next person(s) in the routing path that must approve the
PO Amend, you may open the appropriate sections within the Route Log
tab.

56. You have successfully completed the tutorial on creating a Purchase Order

Amendment.
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Printing a POA

Process

In this tutorial after the POA has been fully approved, the Purchase Order Amendment
output document may then be printed. It should be noted that unlike the initial Print
action taken on newly created POs, baseline PURAP does not require the user to print a
POA document. Instead, PURAP provides a ‘retransmit’ feature which enables the user

to print a PO Amend document on an optional basis.

Note: Notwithstanding this system functionality, UH recommends that all PO
Amendment documents be printed as a matter of record for departmental files and for
issuance to the vendor when needed. Accordingly, follow the steps below to print the

Purchase Order Amendment document.

Exercise 1
In this exercise you will use the PO Document Number from the label in the front of the
manual to search for the POA that needs to be printed. Below you will find steps to help

you locate your POA e-doc.

e To print the POA, go to Main Menu>Custom Doc Search>Purchasing/Accounts
Payable> Purchase Order feature.

e At the Document Lookup page, be sure to enter the fixed PO document number
(not the dynamic e-doc number) to view all prior versions of the PO.

o Select the PO e-doc in “Open” status.

e Then click the | "®transmit ' htton at the bottom of the page.

e The system will advance to a Purchase Order Retransmit e-doc and display a
Purchase Order Retransmit tab.

¢ Withinn the Purchase Order Retransmit tab, go to the PO Header field and select
menu option “Retransmission of PO.” This will prompt the system to print
“Purchase Order Amendment” at the top of the output document.

¢ In the Items section, click “select all” to check all item lines to be printed on the
PO Amend document (UH requirement).

e Click the | r®transmit ' hbytton to generate the output PO Amend document.
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o NOTE: If| preview FOE s clicked, the system will render a preliminary
version of the POA and produce a “draft” watermark across the
document.)

o Be sure to save the image to your computer before printing.
e Then print the PO Amendment output document.

e Send Purchase Order Amendment to Vendor, if needed.
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Purchase Order Amendment after Payment
Process

In this tutorial, you will learn how to process a partial cancellation and adjust the tax
dollar amount on a Purchase Order Amendment after a payment request has been

processed.

Ord Doc Nbr: 6796 Status: FINAL .
Lot E Initiator: |kfssys Created: 04:39 PM 07/31/2012
Purchase Order #: | 1027 h : | Open

[Cexpand ail | [ collapse ail |

* required field
Document Overview ] \

Document Overview

* Description: 023 Purchase Office Supplies

Explanation: | SuperQUOTE #98765

Organization Document Number:
*Year: 2013 | Total Amount: (3,141.36 L
Chart/Org: A / SHS | * Funding Source: | INSTITUTION ACCOUNT
Payment Request Positive Approval Required: |No
Contract Manager:  Organizational Purchasing Officer Previous Purchase Order #:
AssignedTouser:| Purchase Order Confirmed Indicator: o
Requisition Source: [DIRECT INPUT
Delivery [whee] \
Final Delivery
* Delivery Campust|MA - Manoa | * Delvery Tot |Pinho-goldman, Janet
Building: |FREAR HALL DORMITORY Phone Number: [808-556-6177
* Address 1: 2563 DOLE STREET Email: pinhogol @havaii.edu
Address2: Date Required:
*Room: offce | Date Required Reason:
* Gity: | HONOLULU |
State: | HI
Delivery Instructions: [PLEASE DIRECT ALL INQUIRIES REGARDING THIS ORDER TO JANET PINHO-GOLDMAN AT 808-956-8177.
Postal Code: 36822
* Country: | UNITED STATES

Vendor [nee] \ o
Vendor:  FISHER HAWAIT | City: |HONOLULY |
| State:
Vendor #: |16027-0 Srequired fors |
Address 1: 450 COOKE ST | Province:
Postal Code:
Address 2: *required for US 96813
Attention: | Country: UNITED STATES -
% Find: leah & Next 4 Previous & Highlight all [ Match case

57. Once you have located your original Purchase Order using the Doc Search

function you may want to expand all or collapse all the tabs.

=

Click the “collapse all” button.
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Doc Nbr: 6795 Status: |FINAL
Purchase Order [ Tnitiator: | kfssys Created: 04:39 PM 07/31/2012
chase Order #: 1027 h tus: | Open
[Cexpand ai | [ coliapse all |

) * required field

Document Overview [vshon]
i Delivery
(Y anden [¥show]
@ Stipulations [¥show |

‘Items [vshow] U
 Capital Asset peon]  \
 payment Info [oon] \
" addtional Institutional Info [»show]]
f Quote. [¥show |
 Account Summary o]\
(Ve Rslatod Docoments [¥show]
= Payment History [¥show ]
| General Ledger Pending Entries [shon] L

Notes and Attachments (1) [¥show | \
" Ad Hoc Recipients [¥show | \

Route Log [show |

(" close order | ("amend ) ("send ad hoc request )  close
x Find: lesh & Net 4 Previous & Highlightall [7] Match case

58. Click the “Amend” button.

59. Enter “PARTIAL CANCELLATION OF ORDER AND ADJUST TAX
AMOUNT.” into the Reason field.

* Pk #5080 b PSSR Bl
FURTTAL CARCELLATICN OF CRDER: AND ADUVET Tkx ecun]

e .

60. Click the “yes” button. =
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Doc Nbr: 6970 Status: | SAVED
Purchase Order 7 Initiator: |tr2in001 Created: |11:48 AM 08/03/2012|
Purchase Order #: 1027 | Purchase Order Status: | Change in Process
[opanda | [oispseal
* required field
(” Document Overview [Fahon]
oelvery fon] \
(o [aon]
7 Stipulations. [ show | \
(s [yshow] \
@=rrew [¥show | o
(T o]\
 Adkdionl Tostieabiond Tka [¥show]

'Quote [¥show | \
(T ooon] \
View Relatod Docoments [oow]  \
i View Payment History [¥show ] \
| General Ledger Pending Entries Pson] \
Notes and Attachments (2) [¥show | \
" AdHoc Recipients [»show ] \

Route Log [¥show | N

("calculate ) (“submit ) ("save ) (" reload ) (close ) ("cancel

X Find: leah & Next 4 Previous & Highlight all [ Match case

61. A new Doc Nbr is displayed on the PO Amend e-doc.

62. Click the “show” button on the Document Overview tab.
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Doc Nbr: 6970 | Status: SAVED
Purchase Order E Initiator: w‘ Created: 11:48 AM 08/03/2012
chase Order #: 1027 | Purch : | Change in Process
[oxpendal | [colopse ol |
* required field
(" Document Overview < hide

* Description: ||023 Purchase Office Supplies SuperQUOTE #98765
| 5
Organization Document Number: [ ‘

Financial Document Detail

* Year: 2013

Purchase Order Detail

Chart/Org: a / sHs & ‘ * Funding Source: [INSTITUTION ACCOUNT

Payment Request Positive Approval Required: | [ ]

Contract Manager:  Organizational Purchasing Officer Previous Purchase Order #:

Assigned To User: O Purchase Order Confirmed Indicator: |||

Requisition Source: DIRECT INPUT

(i oo] \
(Nendor [¥shon | \
Stipulations [shon]  \
(o [¥show | \
,Cinnil Asset [bsbon] \
i Payment Info [ show | \
(” Additional Institutional Info bor] \
 quote \
(Rezsant Summary [¥sbow | Y
( View Related Documents [¥show | X
i View Payment History [ show | \
(s ison]  \
fe Notes and Attachments (2) [rshow] \
(" Ad Hoc Recipients Taon]\ 3
x Find: leah & Next 4 Previous & Highlight all [ Match case

63. The Document Overview tab allows users to edit or enter new information

into the Description, Explanation, and Org Doc Nbr fields.

Note: Do not change any of the remaining fields in the Document Overview
tab.

Click the “hide” button on the Document Overview tab.
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Purchase Ood Doc Nbr: 6970 Status: | SAVED A
ol Initiator: train001 Created: 11:48 AM 08/03/2012
ch: der #: 1027 ch

Foo] \

[eshon] L

[vhde] \

16027-0

r: | FISHER HAWAIL

Gity: [HONOLULY

State:
i
*required for US ]

: 450 COOKE ST y

Province:

—

Postal Code: wE
Srequired for US 01>

————
Small Purchase [+

Country: | UNITED STATES

| Payment Terms: [=]
Notes To Vendor: | Shipping Title: :E]
| Shipping Payment Terms: | [v]
Contract Name: | % [ Contacts: | (4
Phone Number; | & [
- | Supplier Diversity:
Fax Number: B

Search for alternate vendor

y Vendor :
Payment: Vendor #:

[remove atemate vendor |

Stipulations [rshow] \
e [son]  \
( Capital Asset [¥show | \\,
Payment Inka Dson] \

Additional Institutional Info

[yshaw |

\
X Find: leah & Next 4 Previous & Highlight all [ Match case

64. Click the “show” button on Vendor tab.

65. Enter “POA #1: PARTIAL CANCELLATION OF ORDER DUE TO
CHANGES IN DEPARTMENTAL REQUIREMENTS and CANCEL ITEM 2.
DECREASE ITEM 3 UNIT PRICE TO $70.68 FOR ADJ. IN TAX AMOUNT”

into the Notes to Vendor field.

66. Click the “hide” button on the Vendor tab.
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- DocNbr: 6970 | Status: | SAVED
Parciteuicng Initiator: train001 Created: 11:48 AM 08/03/2012
chase Order #: 1027

| Change in Process

[Cexpand al | "collapse al

* required field

(” Document Overview \

« Delivery [ sbow \\
( Vendor bson] \
i Stipulations. [ show | \\
e Items. [vhde | \

Assigned

Itemline # | *Item Type Quantity uoM: Catalog # * Description ‘ *UnitCost | ExtendedCost| SRS Action

ity [7] (19 oo [ Gl

| | I |

| | \ Assigned Amount
- | - - -
| Ttemline# Ttem Type ‘ Quantity | UOM ‘ Catalog # Description ‘ Unit Cost Extended Cost | " adeln | Actions | Paid
Ttem 1
| 9 Item 1 - executive office
QUANTITY EM A [chair 500.00 1,500.00 A [Tnactivate
1 e | 1,000.00
| |66
‘ [25tn | ccounting Lines [
Ttem2
9 Item 2 - 10 file cabinets
INO QUANTITY (@$150 each. 10x $150 = 1,500.00 1,500.00 ] [Tnactvate |
2 | 51,500.00 | 0.00!
| [25101 ] Accounting Lines |
Item3
Q [rax @ 4.712%
o QuanTITY 14136 LR R ey
3 47.12,
| |#d | |
2500 | Accounting Lines |
Additional Charges RAZY -
x Find: leah & Next 4 Previous & Highlight all [ Match case

67. Click the “show” button on the Items tab.

68. In this example, you will be entering a zero dollar item line for Item #2.
Therefore, you will need to enter a further explanation into the Description

field as to what is being done.

=
Click the “Pencil” button next to the Description field.
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Purchase Order H OMoznllaﬁrefm( R % P el lEi_ﬂ Status: | SAVED

Created: 11:48 AM 08/03/2012

[ @ hitps/ /v test i -t updateTetrendotetveiedNme=documentitemiie: 7 |- shatum | change i Process
description 4 [expand al | [‘colapse al

i * required field
(* Document Overview \
I e ltem 2 - 10 fle cabinets @8150 each. 10 x $150 = $1,500.00

Delivery [oatow] ~{ ||UPDATE: CANCEL ITEM 2 COST HAS BEEN REDUCED TO -0- .
I |

Vendor »show | 8 3
- \

Stipulations [rshow] 3 I— |=
s \

Items [vmoe] 3

AddTtem 7 l : it
Itemline # | * Item Type Quantity uom: f g - Action

‘ quwtmy T[] LS

| ‘ [aat]
| |
\ 7 | | o
| ttemiines Item T ‘ i ‘ uom e
| Hemline# | vpe Quantity 1n | Actons| pad
Item1 I
g |
X QUANTITY ) ‘f_ﬁ 1 (]}, 56,00
7 | - o
129 Accounting Lines | B
Ttem2 U J
5 INO QUANTITY l 8 L [nactvate | o
[23190 ] Accounting Lines
Item3 | 'I
| 9 Bl il | »
" O QUANTITY ‘ x @ Secure Search ) p (T McAfee_ @ o4 ‘ (et 47.12
[25101 | Accounting Lines i

Additional Charges RAZY v

X Find:  leah & Next 4 Previous & Highlight all [ Match case

69. Enter “UPDATE: CANCEL ITEM 2 COST HAS BEEN REDUCED TO -0-"
into the Description field.

70. Click the “continue” button.

Page 46




Training Guide

ord Doc Nbr: :5570 Status: SAVED
e £ E Initiator: train001 Created: 11:48 AM 08/03/2012
chase Order #: 1027 ch: : | Change in Process

[Cexpand all | [colapse al |

* required field

(” Document Overview 1

'@ ———— \
Delivery [rsbon]
Vendor [shon]  \

- \
Stipulations [psbon] \
Items. [vhge] \

Itemline # | *Item Type Quantity uom: Catalog # * Description * Unit Cost Extended Cost T:::::e:l Action

~ - o = Assigned Amount
‘ Itemline # | Item Type ‘ Quantity ‘ uomM ‘ Catalog # Description ‘ Unit Cost Extended Cost ToTradeIn | Actions Paid

Item1

| ® Item 1 - executive office |
QUANTITY EM A [chair 500.00 1,500.00 A [Tnactivate
1 | | 1,000.00
| |66

123h0 | Accounting Lines \

Ttem2
’_ 9 ltem 2 - 10 fie cabinets 4
s INO QUANTITY 1 l ] E’ﬁsggﬁ: 10x8150 L 1.500.00 15000 0 | o
[23190 ] Accounting Lines |
Item3

|
)
|

(Tax @ 4.712% |
5 o QuanTITY ‘ 14136 LR R ey o
| |é0 ;

[¥sh0w ]| Accounting Lines |

Additional Charges RAZY -

x Find: leah & Next 4 Previous & Highlight all [ Match case

71. Since the item line will be cancelled enter “0.00” in the Unit Cost field.

Note: This will reverse the encumbrance accordingly and the line will be
noted on the printed PO Amend e-doc as a zero dollar line item.
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Doc Nbr: 6570 Status: SAVED
Purchase Ords ‘ -
e £ E | Initiator: train001 Created: 11:48 AM 08/03/2012
| Purchase Order #: 1027 | Purchi + | Change in Process

* required field

(” Document Overview yoon] \
= s

Delivery [rsbon]

Vendor [vshow] \ <
z \

Stipulations [pshow| L

Items [vhee] \

e ==

. ' =i S [ = Assigned :
Item Line # *Item Type Quantity | UOM: Catalog # * Description | tunitcost | ExtendedCost| >SN D)

[y ] | 19 wo @ [t

Assigned Amount
ToTradeIn | Actions  Paid

N ltem 1 - executive office |
IQUANTITY oo [EA [ [chair 500.00 150000 [ [
1 [oce |& | 1,000.00,

25090 | Accounting Lines ‘

|
uomM ‘ Catalog # Description } Unit Cost Extended Cost

Itemline# | Ttem Type ‘ Quantity

Ttem2
| 9 ltem 2 - 10 file cabinets
NO QUANTITY [ @150 each. 10x 150 = | 150000 T S I
2 | 51,500.00 | | 0.00
[25101 ] Accounting Lines [
Item3

=

| [ [rax @ 4.712% [
INO QUANTITY I S [ 14136 s O |
; | P—
il g i il 1

[ 350 | Accounting Lines |

Additional Charges RAZY 2

X Find: leah & Next 4 Previous & Highlight all [ Match case

72. In this example, you will be adjusting the Tax for the purchase. Therefore,

you will need to enter a further explanation into the Description field as to
what is being done.

Click the “Pencil” button next to the Description field.

73. Enter “UPDATE: DECREASE ITEM 3 UNIT PRICE, TAX AMOUNT” into the

Description field.

74. Click the “continue” button, ==
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Purch: ord Doc Nbr: 6970 Status: SAVED
e £ E Initiator: train001 Created: 11:48 AM DB/OZ/ZUIZ‘
chase Order #: 1027 ch | Change in Process

* required field

" Document Overview Do) \
Delivery [eshon] L
Vendor [bshon] \
- =
Stipulations [vshow] \
Items [vhge] \
Add Ttem
7 | 5 | e | Z Assigned ; |
Ttem Line # *ItemType | Quantity uoM: Catalog # * Description | *UnitCost | ExtendedCost _POIC Action |

— [ —— ] o 8| @ |

] [ remove accounts from ai tems and all it lapse al

Amount |
Paid |

" —~ [— Assigned
e I i ‘ Description | UntOost | EtendedCost| rpjern | Actions

#
Q | Item 1 - executive office [
QUANTITY EDO A ‘ [chair 500.00 1,500.00 A [Tnactivate
1 | £ | 1,000.00
| |

[2 509 | Accounting Lines |

Ttem2
9 | ltem 2 - 10 file cabinets  #
5 NO QUANTITY (. ] ”7 Elsglxssiua;: 10x6150 : [ 1,500.00 ] I o
i | | it
[2500 | Accounting Lines
Ttem3

Q }Tax @4.712%
INO QUANTITY ||UPDATE: DECREASE ITEM 3 141,36 141.36 : [ Inactivate
3 | |lunr price, Tax avount | 2 47.12

[ 3500 | Accounting Lines

Additional Charges RAZY -

X Find: leah & Next 4 Previous & Highlight all [ Match case

75. Since the total Unit Cost has been reduced for the item line the tax must

recalculated.
Click in the “Unit Cost” field.

76. Please enter “70.68” into the Unit Cost field.
77. Click the “close” on the Items tab.

78. Click the “submit” button. =3

79. KFS will automatically route the POA e-doc to the appropriate approvers as

established by your business office.

Note: To see the next person(s) in the routing path that must approve the
PO Amend, you may open the appropriate sections within the Route Log
tab.

You have successfully completed the tutorial on creating a Purchase Order

Amendment after a payment has been processed.
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Purchase Order Void

Process

If you need to cancel a PO after it has been fully approved but not yet sent to the vendor

and no payments have yet been processed, the Void Order (POV) document allows you

to cancel the PO and disencumber all related items.

System Processing Rules

The POV document may be initiated only by Organizational Purchasing Officers,
Central Procurement Approvers and Risk Management Approver, i.e., users
granted KFS Purchasing Processor permissions.

The PO must be in “Open” status and no payments have been issued against it.
Note: When you click ¥4 @rder_| hytton to initiate the document, the system
automatically inserts note text in the Notes and Attachments tab of both the
original PO and the POV document.

The POV becomes final after it has been submitted.

UH is recommending that the “void order” option only be used if the order has not
yet been placed with the vendor (e.g., an error was found on a PO that was fully

approved, but the hardcopy has not yet been mailed out to the vendor).

Navigation: Main Menu>Custom Document Searches>Purchasing/Accounts

Payable>Purchase Orders
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|Fuali

financial systemsm Maintenance | Administration

Provide Feedback -

(] action list | (] doc search

Logged in User: train040

Message Of The Day

Training (Mock PRD, 06/07/2012)

Custom Document Searches

Balance Inquiries

m

Accounts Receivable

Cash Control
Contracts Grants Invoice On Demand
Contracts Grants LOC Review

Payment Application
Financial Processing

* Advance Deposit

* Budget Adjustment

* Credit Card Receipt

+ Disbursement Voucher

» Distribution of Income and Expense
eneral Error Correction

 Internal Billin

* Pre-Encumbrance

nsfer of Funds

* Single Sided Budget Adjustment

Labor Distribution

« Benefit Expense Transfer
+ Salary Expense Transfer

Purchasing/Accounts Payable

+ Payment Request

* Requisition

« Shop Catalogs

+ Vendor Credit Memo

Financial Transactions
Accounts Receivable
Customer Invoices

.
« Customer Credit Memos

» Customer Invoice Writeoffs
.

.

Cash Controls
Payment Applications

Capital Asset Management

¢ Asset Maintenance

Effort Certification

o Effort Certification

Financial Processing

o Disbursement Vouchers
Purchasing/Accounts Payable

* Payment Requests

* Purchase Orders

+ Requisitions

¢ Vendor Credit Memos

General Ledger

* Available Balances
 Balances by Consolidation
* Cash Balances

* General Ledger Balance
 General Ledger Ents
 General Ledger Pending Ent
+ Open Encumbrances

Labor Distribution

 Account Status (Current Funds]
+ Labor Ledger View
« Labor Ledger Pending Entry

Lookup and

 Reports

Accounts Receivable

+ Billing Statement
* Customer Aging Report
+ Customer Invoice
+ Federal Financial Report
« Invoice Report Delivery

Contracts and Grants

 Award Balances

Capital Asset Management

sset

Asset Fabrication

Asset Pay

ment
o Asset Retirement Global
T —

80. Click the

* Invoice Report

* Payment History Report

+ LOC Draw Details Report

+ LOC Amounts Not Drawn Report

» Invoice Suspense Activity Report

* Suspended Invoice Report
* Milestone Report
+ Billable but Not Invoiced Awards

Effort Certification

“Purchase Orders” link.
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Provide Feedback

|fuali |

financial systemse

Maintenance = Administration

[ e
2] action list | (72 doc search Logged in User: train040 B oo | Logout

T i - |
Document Lookup (detalled search | superusersearch | ear soved searches | [ Searches [+] |

— RUS———
Warnings for this Section: required field
» NOTE: Do not disclose purchase order numbers to vendors unless the status of the order is Open or Closed.

Type: PO 9

Initiator: ’7 Y
Document/Notification Id: ]

Date Created From: | ]

Date Created To: B
Document Description:
ion Document Number:

Purchase Order #: |
Requisition #: ’7
Vendor#: [ & -
Purchase Order Chart Code: | %
Purchase Order Organization Code: ’7 Q)

Requestor Name: \

Assigned To User: \

Contract Manager: | %
Previous Purchase Order #: ’—
Purchase Order Last Transmit Date From: | ]
Purchase Order Last Transmit Date To: | 2]
Date Required From: ’— 1]
Date Required To: ’— 1]
Date Required Reason: j QY
p & Positive A Required: © e

81. Note: The POV document may be initiated only by Organizational

Purchasing Officers, Central Procurement Approvers and Risk Management

Approver, i.e., users granted KFS Purchasing Processor permissions.

82. If known, narrow your search by entering the doc number in the

Document/Notification Id field.

For this example, enter “6957” in the Document/Notification Id field.
83. Click the “search” button, kel

84. Review the document to be sure you selected the correct Purchase Order to

void.
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e g
Capital Asset ¥ show |
Payment Info Don]  \
Additional Institutional Info v hide \
Additional
* Method of PO ission: PRINT | * Requestor Name: Nakamura, Raegene
* Cost Source: |ESTIMATE * Requestor Phone: |308-956-8485
Contact Name: * Requestor Email: i.edu
Contact Phone:
Contact Email: Sensitive Data
PO Total Cannot Exceed:
Quote Don]  \
Account Summary ¥ show \
View Related Documents e  \
View Payment History b show \
General Ledger Pending Entries [ show | \
Notes and Attachments (1) v hide \
Notes and Attachments
Posted Author | * Note Text Attached File Attachment Type ':’:g";:::;'“ | Actions
N — i
add: —
1 |08/02/2012 08:47 AM | ey (Order routed to Organizational Purchasing Officer for 9 Lﬂi‘EffJ
processing [send ]
| Ad Hoc Recipients T L
Route Log [ show| \
y
( sensitive data )" retransmit | ( payment hold ) ("amend ) void order )( send ad hoc request | ( close |

85. The void order button is available at the bottom of the document for OPQO’s,
Central Procurement and Risk Management users (roles with purchasing

processor permissions.)

Note: General users (those with non-purchasing processor permissions) will

not have access to the void order button. oo ]

86. UH is recommending that the “void order” option only be used if the order
has not yet been placed with the vendor (e.g., an error was found on a PO
that was fully approved, but the hardcopy has not yet been mailed out to the

vendor.)

Click the “void order’ button. =
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Are you sure you want to Void this Purchase Order?

* Please enter the reason below:

87. Note: When you click the void order button to initiate the document, the

Please enter the reason below: ﬂ

system requires a reason for the void. &

88. Click in the “reason” box.

89. Enter “Voiding the PO per department.” in the reason box.

Note: Once the reason is submitted, the system automatically inserts the
reason noted above in the Notes and Attachments tab of both the original
PO and the POV document.

90. Click the “yes” button to confirm that you want to void the PO. =]

91. Note: The system will display a window that displays the following message:
“Your Purchase Order Void request was successfully submitted.”

Simply click the “ok” button to complete the submission process.

92. The Purchase Order Void document becomes final after it has been

submitted.
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93.

You have successfully completed the Purchase Order Void tutorial for the

purposes of the Purchase Order Amend process.
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