ST CLOUD STATE UNIVERSITY

PCS USER TRAINING GUIDE

This training guide will help you complete a purchase order, locate
vendor information, and enter memos. Additionally, contact information
is provided for those associated with PCS.

A printable 36-page Purchasing Manual is also accessible at the following web address:
http://www.stcloudstate.edu/businessservices/purchasing/manual/default.asp

Updated March 3, 2014
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ST CLOUD STATE PURCHASING DEPARTMENT

http://www.stcloudstate.edu/businessservices/purchasing/

Accounts Payable--Marlene Walz Ext. 8-3135 for Information regarding:
Payment questions

Locating Invoices

Discrepancies

Pre-Audit--Jane Torborg Ext. 8-4120 for Information regarding:
General Pre-audit of PO’s

Object Codes, PCS Account Access

Attachment Requirements

Certificates of Insurance

Purchasing Director--Lisa Sparks Ext. 8-4788 Information/questions regarding:
Financed purchases, Land rental/leases

“Lease to Own” equipment agreements

Purchases over $25,000, RFB’s

Vehicle/boat purchases, Sensitive items, Extraordinary requests, Joint Powers,
Inter and Intra Agency Agreements

Contracts--Carol John Ext. 8-3136 for Information regarding:
Professional/Technical Contracts

State of MN, “U of M” and other

MnSCU approved contracts

Targeted vendors

Problems getting a PO released
http://www.stcloudstate.edu/businessservices/purchasing/ptcontract/default.asp

Vendor Numbers Sue Nelson Ext. 8-6463 for Information regarding:
Finding vendor numbers,

Adding a new vendor,

Checking on vendor status,

Changes of address

Direct Pays--Mary Schneider Ext. 8-4000 for Information regarding 1400 forms,
Reimbursements, Special Expense Forms

PCards--Doris Frieler Ext. 8-4001 for Information Regarding: Purchasing Cards (VISA)
http://www.stcloudstate.edu/businessservices/purchasing/purchasingcard.asp

PCS (Purchase Control System) Step by Step User Guide
http://www.stcloudstate.edu/businessservices/purchasing/manual/documents/PCSTrainingGuide.pdf

Forms can be found at http://www.stcloudstate.edu/businessservices/forms/
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MnSCU Login Screen

sCsU.isrs.mnscy.edu

Minnesota .
STATE COLLEGES o || omea

& UNIVERSITIES,

To login to ISRS:

1. Type in your User ID and Password.
a. For security purposes, the password or symbols will not appear on the screen.
b. The cursor will move along as you type in the password box.

2. Click on the OK button

The MnSCU ISRS main menu will appear. Depending on which systems you have access

to, you may have several choices at the Main Menu. Most people initially have access
only to the Purchasing Control System.
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MnSCU Main Menu Screen

St Cloud State University

1SRS Main Menu
UTOO03UM

[ Main Menu

[F=1 EoE =
St Cloud State University 102202
CARLSOKR

[ Description Formname

B Security Inquiry

b Special Utiities

E MnSCU ISRS Reports Menu UTo0E2ZUG

g Report/Process Monitor UTO0SSUG

g Help: Getting Started UTO02EUG

= Help: Forms UTO026UG

g Help: Entities & Fields UT00Z7UG

= Help: Reports UTO037UG

= Password Change UT3060UG

g Employee E-Mail Verification UTo018UG

gﬂessage and Logo Screen UTO045UG

e

Click on the first item, P.O. Header information—Page: 1.

Double click on the Main Menu option, which will expand that file.
Under Main Menu, click on Purchasing Control System, which expands again.
Under Purchasing Control System, click on P.O. Requisition/P.0. Menu

This will allow you to begin filling in your new P.O.

ISRS Main Menu [ l=m][=]
UTo003UM 5t Cloud State University 1002442012
Ver: 1.41 CARLSOKR
b llain leny Description Formname
 Purchasing Control System — " —
n PO Requisition/PO Menu — PO Header Information—Page:1 PCOO3MUG '
b Contracts Menu g PO Accounting Information PCOO3SUG
F Query Menu gAdd PO Memo PCOO34UG
- b Accounting Related Menu = PO Process Screen PCODISUG
i b Securtty Inquiry = Req./ PO Pick List PCOO3OUG
b Special Utiities = Duplicate Requisition/ PO PCOD4BUG
g Purchaze Order Summary PCOO42UG
g Purchase Order LOG file PCO043UG
gListufM&mu for a Purchase Order PCO040UG
g Cancel Requisition / PO PCO044UG
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Overview of Creating a P.O.

For detailed instructions, please continue to the next page.
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PCS Training Guide

Create a new P.O.

A e s O

] [

=l

+

1. Click the Add Record icon
o The words “new P.O.” will appear in the P.O. number field.
o Make sure to write down the assigned P.O. Number; you will need this number

From the PO Header screen (Page: 1)

to access the P.O. in the future.

2. Enterthe Vendor ID.
o If you know the ID number, enter it.
o Don’t know the ID? Run a “Vendor Query” (See page 13 for

instructions)
3. Verify the correct information is populated for your vendor name.
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St Cloud State University

v x @ a1 R =

PO Header Screen (Pagel) = || B ER
PCOO310G 3.00 5t Cloud State University October 24, 2012
PO Nbr:  NEW PC Requisifion Date: PO Dafe:
Contract id: Confract Query: I:I
Vendor ID: 0000192552 001  FELTOM TELEPHOME CO INC %ARVID CO  Add: |:| Vend Query: |:|
MAPS Vendor Nor 000040006 MAPS Vendor Lookup
AGCOUNTING INFORMATION
Distribufion typs: (@ Percent Dedlar Add CC Delete CC CC Detail
FY o= Oy GG Name Oy. Desc Distribufion Enc BudReq Balance
2013 - 338130
PO Haws: 000 Data Entry: No encumbrance Diae: |:|
Material: Diate:
Payment: Dae:
PO Total Amount Breaudowm of PO Toial: [
Amount Disbursed: Disbursement Detall: || MAPS info
PO ProcessiGhd [ POHzader 2:Gk2 [ Linskem:Gk3 [ | Add Memo:GkS | | RefScrs:Gk0 [ ]

4. Accounting information will auto Populate with the Fiscal Year (FY). If you only have
access to 1 Cost Center (CC), that will also auto-fill.

o If you have multiple CC associated with you, be sure to type in the CC number.
5. Enter the object code for the specific item you will be purchasing.

o Object codes can be found in the purchasing manual or by

double clicking in the obj box to view a list of choices.

6. Determine the percent or dollar distribution for the order.

o You may add or delete CC as needed.

o If multiple cost centers are sharing in the purchase, you will

allocate a dollar amount or percentage to come from each cost

center.
Do | allocate with dollars or a percentage?

Percentage
]
]
contributing when multiple are used.
Dollars

Use 100% if you are funding the purchase from 1 cost center.

Use percentage, if you know the exact percentage each cost center is

|:| Use dollars if you need to split the amount between multiple cost centers. In

the distribution box, enter how much of the total each cost center will pay.
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[ asdcc |J [Deeecc | [ CCDewi |

2013 - 339130 - 3000 50.00 —\'F (B8]

213 s b pooll

000 Datakntry: Noencumbrance [ e

7. To split a purchase order between more than one cost center, click the “Add CC” button.
8. Anew line will appear, input the CC # and the distribution amount (dollar or percent)
9. Click the save icon to store the P.O. information.

10. Remember to write down the P.O. number. This is important!
11. Next, click the “P.O. Header 2: Gk2” button near the bottom of the screen.
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PO Header Screen (Page:2) o || = &

E5:PC0O0320G 2.00 5t Cloud State Uniwversity October 25, 2012
PO Header Screen {Page:2)

PO Nbe: 138995 Regn. Date: PO Date:
Coniract Id:
Vendor ID; [0000192550 | [007] [ASSOC FOR CAREER & TECH EDUC A] [ALEXANDRIA] [VA] [22314
PO Szus: 000 Data Entry: No encumbrance Dafe: Oct25 201208 [ _— |
Room Nbr Dept. name or Person's name Eldg code
Ship to: RECENING WMB MAINTENANCE BUILDII
Bllio: | AS122 ACCTS PAYABLE 320-308-3135 AS ADMINISTRATIVE SER'

Vendor related information

Addl address Inio; {e.g. Aln;, Bidg Name)
Insfruciions i vendor:
Last Update: Oct 25, 2012 08: Updaied By: CARLSOKR
PO ProcessGil [ PO Header Pgl:Gk2 [ Line kem:Gk3 | | Memo:GkS || RelScreickd |

12. This page will allow you to give specific directions to the vendor.
o The Add’l Address Info is the Attn Line, for entering an individual’s name at the company
who should get the P.O.
o The Instructions to vendor box can include a quote number, date, other contract
number, etc.
13. Click save if you have added instructions or a person’s name.
14. Next, select “Line Item: Gk3”. A new Pop-up window will appear.
15. Fill in the required information: description, units ordered, cost/unit, unit measurement.

— E—
PO Line ltem Entry o =]
E5:PC0O03306 MN State CollegessUniversities 5t Cloud SU Oct 25,2012

Ver:3.00 PO Line ¥em Enfry/ Maintenance
PO Nbr: 138995 Reqgn.Date: PO Date:
Vendor ID: [0000192550 | [001 [ASSOC FOR CAREER & TECH EDUC A] [ALEXANDRI| [VA] [22314
PO Status: 000 |Data Entry: No encumbrance Date: Oct 25, 2012 038:
Line#: 1 No.of Line Items: 1
Description:
Units Ordered: Cost/Unit:
Discount: Extended Price: 0.00
Unit Measure: Rddl. Charges: 0.00
Catalog Nbr: Model Nbr:
Delivery Terms: Disc.Term:
Brand Hame: FOB Text:
Date Begd.: PO Total Amount: 0.00
Add Line kem (Gki) Adciional Ch. Gk Remowe Line kem (GkE)
PO Process:Gkl [ | PO Header Pgl:Gk2 [ Memo:GkS | Rel Scrns:Gk0 [
v X B u B = = 4=‘J
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Note:

In the Unit Measure box, double click to see a list of measurement selections. To select the type of
measurement that fits your purchase, click on the measurement and then the green check mark.

St Cloud State University

BAG
BALE
BALL
BAND
BAR
BARRL
BOFT
BOLT
BOOK
BOTTL
BOX

v X

Code List for MnSCU PCS
ES:PCO0S0UT

Unit of Measure List

Description
ACRE

BAG

BALE

BALL

BAND

BAR
BARREL
BOARD FEET
BOLT

BOOK
BOTTLE

BOX

=N o 8

m

16. To add an additional line item, click the “Add Line Item” button.

o Please only add approximately 20 items per P.O. If you need to add more, please call
Purchasing Pre-Audit at 8-4120.

o Asyou add items, you will be able to scroll to the previous items with the scroll bar on

the right side of the screen.

I PO Line Item Entry

ES5:PCO0330G MN State CollegessUniversities

Ver:3.00

PO Nbr: 138995

PO Line kem Enfry/ Mainicnance

Regn.Date:

5t Cloud 5U

= |[= &=

PO Date:

Vendor ID: [0000192550 | [001] [ASSOC FOR CAREER & TECH EDUC A] [ALEXANDRI] [VA|
Data Entry: No encumbrance

BO Status: 000

Line#: 5

Description: 3 ring binders

Units Ordered:
Discount:

Unit Measure: EACH EACH

Catalog Nbr:
Delivery Terms:
Brand Name:

6.000

Date: Oct 25, 2012 0&:

Cost/Unit:
Extended Price:

Addl. Charges:

Model Nbr:
Disc.Term:

FOB Text:
FO Total Amount:

Ho.of Line Items:

1.50000
5.00
.00

Oct 25,2012

(=]

m

Add Line kem {Gkb)

PO Process:Gkl E

v x @ 7 &

Addisonal Charges {GkT)

PO Header Pgl:Gk2 [

Memo:GkS [

Rel Scrna:Gko |
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St Cloud State University

PO Line Item - Add'l Info | o [@][=] 25
ES:PCO041TUG PO Line Fem: Addional Charges Oct 25,2012
Ver: 1.10 o =] =
PO Nbr:138995 Lineg:
i 50U Oct 25,2012
Charges Actual Cost
Freight:| 0.00
PkgsHandling: 0.00 bo Dete:
TaxessDuties: 0.00 ALEXANDRI| [VA]
Misc.: 0.00 Oct25 201208 [ —
Units Ordered: 6.000 Rddl. Charges: 0.00
Extended Price: 9.00 .af Line Items: 8 .
v X
— 1.50000
Dilscaunts Extended Prices: 5.00
Unit Meezsure: EACH | | EACH Addl. Ch 0.00
ealog: Nbr:
Vo Ierms: =
rend Neme:
DEGE EEades 14.88
EORErOCeo gl B Elazielze Bepl sl Hemo kS L Hen iz 6 )
———
v X F = n = = 4__=_.J

17. Click the “Additional Charges” button to add charges such as tax, shipping, etc.

0 The above Pop-up will appear. Enter the charge amount.

0 Be sure to change the Charges In category to “Dollars”. Click the green check mark to
save your additional charges.

0 Do not enter any charges in the “Misc.” category.

18. Back on the Line Item screen again, select Memo: Gk5 to create a PO Memo. A memo

entry box will appear.

Vendor ID: 0000192550 | [001] [ASSOC FOR CAREER & TECH EDUCA] [ALEXANDRI [VA] 22314
BO Status: 000 Data Entry: No encumbrance Date: Oct 25, 2012 08:

PO Memo Entry o oo
ES:PC0034UG MN State CollegessUniversities St Cloud S5U Oct 25,2012
WVer:1.06 PO Memo Enry

B0 Nbr: 138995 Reqgn. Date: PO Date:

In the Memo Text:

Enter any information you want the
SCSU Business Office to see.

The information in the memo box will
not appear on the Purchase Order

Memo Text:

Memo Created
Oct 25, 2012 11:
Last Update

Updated By

sent to the vendor.

Examples include quotes being sent,
certificate of insurance, contract sent

for signature, etc.

Rel.Scra:Gko [

PO Process:Gkl [ PO Header Pg2:Gkl [ | LineItem:Gk3 [

v X & %

Remember to click “Save” and then

(See next page)

the green check mark.
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19. You will be returned to the ISRS Main Menu screen. Double-click on the “P.O. Process Screen”.
o You may also click the “PO Process: GK1” button from within your PO. (See the bottom of page 11)

ISRS Main Menu =n =R
UTOO03UM 5t Cloud State University 10252012
Ver: 1.41 CARLSOKR
= } Main Menu Description Formname
- } Purchasing Control System = PO Header Inf i Paget PCODZ1UG
3 Fo Requisition/PO Menu = FU Neader nformation-—-+age:
B Vendors Menu = PO Line tem maintenance PCOO33UG
I Contractz Menu PO Accounting Information PCO03SUG

b Query Menu s
------ B Accounting Related Menu
- b Security Inquiry
o b Special Utilties

Duplicate Reguisition/ PO PCO04BUG

g Purchase Order Summary PCOO42UG
g Purchase Order LOG file PCOO43UG
gList of Memo for a Purchase Order PCO040UG
g Cancel Requisition / PO PCOD44UG

20. The P.O. Processing screen will allow you to see your process options.

[ _ I
[&| PO Processing ERECRCx
ES:PCO0390G MN State CollegessUniversities St Cloud 5U Oct 30,2012

Ver:2.53 BP0 Regquisition Process
PO Nbr: 133995 Eegn.Date: PO Date:
Vendor ID: [0000192550 | [001] [ASS0C FOR CAREER & TECH EDUC A| [ALEXANDRI [VA] [22314
PO Status: 030 Data Entry Completed. For authorization. Date: Oct25 201212 [ — |
Pri. Account: 2013 338130 COMPCERTIFI 3000 Supplies
PO Total: 2487 Ho.of Line Items: 2

Awvailable Process Options:

|| Resetto Data Entry | Authorized; release to Bus. Office I
|_ Remove Authorization

PO Header Pg 1:Gk2 || PO Line Item:Gk3 | Add Memo:GkS | | Rel.Screens:Gk0 [

v X 4

21. To process the P.0., you must click the button that states “Authorized; release to Bus. Office”.
This will cause the status to change to 050*. Refer to page 24 for status code details.
o The P.O. will not be ready immediately to send to the vendor; it must first be approved by the
business office (450 status) before being sent to the vendor.
o If you have a PO that is split between multiple cost centers, each cost center will need to
release the PO. Then the PO originator will have to release the PO to the business office.
Contact the Purchasing Pre-Audit at 8-4120 with any questions that arise.
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Vendor Query

Searching for a vendor
If you do not know the vendor ID, on the P.O. Header — Page 1 screen, select “Vend Query”.

A new Pop-up window will appear.
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Type in the keyword(s). To create a wild card: key the + sign from the number pad, then press
shift+8 to get the asterisk to appear. The asterisk will act as the wild card.
If you want to narrow the search, include additional information such as the zip code.

Click “Execute Query” to run the search.

Note:

o All vendors will appear in upper-case letters, do not try to change them to lowercase.

o There are no punctuation marks used when writing an abbreviation. Using them will return
zero search results.

(next page: Query Results)

Page 14



PCS Training Guide St Cloud State University

Query Results
On the vendor query list screen, you may scroll through the results using the scroll bar on the far right.

If you have multiple pages of results, use the PrevPage and NextPage buttons to move between screens.

To alphabetize the list, click on “Vendor Name” in the sort by row.

Vendor Query List EI@
ES:pCO0200UI Vendor Query List Ver: 1.23
I Sort By: Viendor ID Vendor Name @ Fip Code I
Clear te screen and enter a MAPS vendor number to look up the related SWIFT Vendor ID
SWIET Status Addr MAPS
Vendor ID/LOC Hame Vendor Loc City State --Zip-—- Type  Vendor Hbr
TIEes] |Hoo1] [MoRDIC skicLue cenTRAL MM ] [&]  [a] [sTcloun | [un] [se301]F ORDER | [000542004 | [o0 |
0000192745 | [006] [KELLY SERVICES INC =] [&]| [ETcLoun | [wn] [ss301] [ | [oRDER| [o01305007 | [12 |
0000193015 | [001| [UNITED WAY OF CENTRAL MINN 5] [~ [sTcroun | [wn][se301] [ | [oRDER| [003238014 | [00 |
0000193015 | [002| [ST CLOUD AREA HUMAN SERVICES | || [&]| [sTcloun | ] [s8301]| [ | [ORDER | [o0z238014 | |01 | |-
0000193168 | [001| [SCHILL TRUCKING SERWICE INC 5] [~ [sTAUGUSTA| [un] [s6301] [ | [ORDER | [o0458=010 | o0 | |
0000193421 | [015] [CATHOLIC CHARTES OF THE DIOCE| || [&] [sTcLoun | [wn] [se301]| [ | [ORDER N
0000153523 | [001| [GREAT RIVER REGIONAL LBRARY ¢| [A] [A] [STCLOUD | [MN] [56301] || [ORDER | [007426000 | (00 |
0000193864 | [001] [CROAT KENNETH | =] [&] [sTcloun | [mn] [ss2m ORDER | [008388018 | [00
0000154265 | [001] [FTZHARRIS SKI & SPORT 4] [A] [sTcroup | [mn] [s6301] || [ORDER| [011388015 | (00 |
0000194288 | [001] [BATTERIES PLUS ST CLOUD 2] [&] [sTcloun | [mn] [ssam ORDER | [0116030712 | [00
0000194370 | [002| [FREIGHTLINER OF 5T CLOUD 5] [~| [sTcLoun | [wn]| [se301| [ | [oRDER N
0000194480 | [003| [DIAMOND VOGEL PAINT CENTER 5#| |A| |A| |sTclous | [Mn| [s8301|| | [ORDER| [013195003 | [03 |
0000194484 | [002| [AFFINTY PLUS FEDERAL CREDT UN| [&| [&] [sTcloun | [wn| [seao1| | | [ORDER| [013243010 | [02 |
0000194654 | [001| [CAMERA SHOP 5] [~ [sTcLoun | [un] [s6301] [3611] [ORDER | [014521000 | [00 |
0000194800 | [001| [TRANSIT SPECIAL SERVICES NC =] [&] [sTcroun | [Mn] [E&3o1| [ | [oROER] [p1=%001E | [00 | ~
VendorMain:Gko [ | Rddr.Snapshot:Gkl [ | I PrevPage: Gk9 [ | NextPage:Gk3 [ | I
v X & F

Found your vendor?

1.
2.
3.

When you have located your vendor, click on the vendor name.
Then, select the green check mark.
The chosen vendor will populate on your P.O. Header Screen.

Can’t find the correct vendor?

1.
2.
3.

Close the vendor query list screen by selecting the red X in the upper right hand corner.

Run another, more specific, vendor query from the main menu.

If you do not see the vendor you are looking for, please download the “Vendor Request Form”
from the Purchasing website. Fill it out and mail/fax it to Purchasing. Your new vendor number
will be ready in 2-3 days. If you have other questions, contact Sue Nelson at 8-6463.

To find vendor information from the Main Menu, click on the following:

Vendor Menu, Vendor Main, “MAPS Vendor Look-up”

You can enter the vendor number to get a vendor name and vice versa. Enter the information you

have, right click and select “Retrieve”. Select the vendor you were looking for and a new box will

open with the vendor information.
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Memos and Purchase Orders

Add a Memo

St Cloud State University

If you need to add a memo, double click the “Add P.O. Memo” from the Main menu or from within your

P.O. click the “Add Memo: GK5” button.

ISRS Main Menu = | =
UTOOO03UNM 5t Cloud State University 1043002012
Ve 1.41 CARLSOKR
= } Main Menu Description Formname
Purchasing Control System = PO Header Inf ti Page-] PCO03UG
I Fo Requisition/PO Menu == U Header Information—rage:
B Vendors Menu % PO Ling tem maintenance PCOO33UG
b Contracts Menu eiaate At
B Query Menu
P Accounting Related Menu
- Security Inquiry = Req./ PO Pick List PCOO3OUG
“- b Special Utiities = Duplicate Requistion/ PO PCO043UG
g Purchase Order Summary PCOO42UG
gPurchase Order LOG file PCO043UG
g List of Memo for a Purchase Order PCO040UG
g Cancel Requisition / PO PCOO44UG
H o 7
1. After opening “Add P.O. Memo”, enter the P.O. number.

E&| PO Memo Entry o |[=
ES:PCO034TG MHN State CollegessUniversities St Cloud SU Nov 20,2012
Ver:1.06 PO Memo Enery

Regn. Date: PO Date:
VerMEpp— ] | | 1]
PD Status: Date:
Memo Text:
Created
Now 20, 2012 15
Last Update
ted By

2. Then enter the memo information into the Memo Text box. Then click “Save” and “Close”

PO Process:Gkl [

v X &%

PO Header Pg2:Gkl |

Lineltem:Gk3 |

Rel.Scrs:Gk0 |
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Viewing the Memo on a P.O.

St Cloud State University

You can view an already existing memo from within a P.O. by clicking on the “memo” box from the right

hand side of the screen.

Double click on “List of Memo for a Purchase Order”

X 3

ISRS Main Menu o |[= | =
UToo03uK 5t Cloud State University 10/30/2012
Ve 1.41 CARLSOKR
=~ b Main Henu Description Formname
. } Purchasing Control System = PO Header Inf ti Page:1 PCO0H UG
‘. PO Requisition/PO Menu == P Header information—rage:
B ‘Vendors Menu % PO Line tem maintenance PCOO33UG
B Contracts Menu = PO Accounting Information PCOO35UG
I Cuery Menu gﬁ\dd PO Memo PCO034UG
------ P Accounting Related Menu g 0 Process Screen PCOO3SUG
- Security Inquiry = Req./ PO Pick List PCO030UG
"""" b Special Utiities = Duplicate Requistion/ PO PCO043UG
= Purchase Order Summary PCOO42UG
f2| List of Memo for Purchase Order o[BS
ES:FCO0400G MN State CollegessUniversities 5t Cloud SU Oct 30,2012
Ver:1.04 List of Memo for Purchase Order
1
PO Nbr: Regn. Date: PO Date:
ven:_ aiml | 171
B0 Status: Date:
Memo Text: Created Last Upd/By

PO Procesa:Gkl | PO Header Pgl:Gk2 | Lineltem:Gk3 | Memo:GkS | RelScra:Gko [

Enter the P.O. number; the memo will app
memo text box to open the memo box.

ear immediately. If the memo is too long, double click in the
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Editing a memo

St Cloud State University

If you need to make changes to a memo you have entered, open the “List of Memo for a Purchase

Order” from the Main menu.

E&| List of Memo for Purchase Qrder

MN State CollegessUniversities

ot o Mamo o T

5t Cloud 5U

Thr: 138995 . 1= BEg

[oooo192550 | [oo1] |£«ssuc FOR CAREER & TECH EDUC A] [ALE

Data Entry Completed. For authorization.

XANDRI| [va] [22314

Dete: Oct 25, 2012 12:

PC Meme Entry

HMemo, Text:

Current memo. ES: o0z

Ver:1.06

MN State CollegessUniversities
PO Memo Eniry

PO Nbr: 138995 Regn. Date:

5t Cloud 50U Cct 30,2012

PO Date:

PO Status: 030 Data Entry Completed. For authorization.

Vendor ID: [0000192550 | [001] [ASSOC FOR CAREER & TECH EDUCA] [ALEXANDRI [vA] [22314

Date: Oct 25, 2012 12;

Memo Text:

Edit the memo in this area, remember te save and then Accept|

Ilhmo Created
Oct 30, 2012 10:
Last Update
Oct 30, 2012 10:
Updated By
CARLSOKR

PO Process:Gkl [ PO Header Pg2:Gkl [

v X Ea

LineItem:Gk3 [

Rel.Scra:Gk0 [

1. To edit the selected memo, double click within the Memo Text box. This will open an editing

window.

2. Remember to select the “save” button when you are finished making your changes.
3. To see the changes, you will need to close the memo are and re-open to refresh the screen.

*Please remember to indicate if you are sending any type of attachment to Business Services*

Note: You may also edit the memo text from within the P.O. To do this, select the “memo” screen of the
PO and double click the memo text. Make any changes and click save.
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How to Find a P.O. Number

Pick List

St Cloud State University

If you need to search for a specific P.O., locate a vendor ID, cost center, or check the status of a P.O., you

can run a Requisition/ P.O. Pick List query.

From the main menu, select, “Req. /P.O. Pick List” from the right hand column.

ISRS Main Menu

- b Accounting Related Menu
- Security Inguiry
b Special Utities

= =] 125
UTOOO03UNM 5t Cloud State University 1043002012
Ve 1.41 CARLSOKR
=" } Main Menu Description Formname
—- b Purchasing Control System =roTeeT T — PCD031UG
I ~0 Requisition/PO Menu == U Reader Information—rage:
B Wendors Menu = PO Line tem maintenance PCOO33UG
P Contracts Menu g PO Accounting Information PCOO35UG
b CQuery Menu dd PO Memo PCOO34UG

eq./ PO Pick List PCOO30UG

uplicate Hequistion/ PO PCOU4E0
é Purchase Order Summary PCO042UG
é Purchase Order LOG file PCO043UG
éListufMemu for a Purchase Order PCO040UG
é Cancel Requisition / PO PCO044UG

1. A new window will open. To run the query, type in the information that you have.
*Remember, this can be the vendor number, P.O. status codes, cost center, P.O. number, etc.*

—
Purchase Order Query Profile

ES: PC0030TG

Ver:2.05

MN State CollegessUniversities
Purchase Order Query Profile

Vendor ID:
MRPS Vendor Nbr: | [] [“maps vendor Lockuo |

PO Status From:
To:

5t Cloud 5U

PO Status Date: Nov 72012 OR Later [Gk2]
Coat Center:
PO Nbr: to PO Total: 0.00 OR: More [Ck3]
State PO Nbr: to

2. Click on the

Hote: For better performance, please enter as many query profiles as

a3 possible. A warning will be displayed if the select list
exceeds 100 records.

Execuie Gt

v X | K

“Execute Query” button.
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3. The results of the query will appear.

St Cloud State University

Purchase Order Query Result

ES:PCO0300I
Wer:3.15

= -5

Refresh results after PO Process: |V

Purchase Order Ouery Result

132995 030 Data Entry Comp Oct 25,

PO Process:Gkl [

v X

Date/ Vendor Info

PO Header Pgl:Gk2 |

PO Total

Cost Center PO Nbr

2012 24.87 2013 339130 COMP CERTI

0000152550 001 AS50C FOR CRREER & TECH EDUC R

Line Item: Gk3 |

Rel Scra:Gk0 |

4. When the query results appear, you will see a summary of the P.O. (P.O. number, status, dollar
amount, cost center, and date created). If you would like to see more information about the
P.O. you were searching for, double-click on the P.O. number. Then choose an option from the
bottom of the screen (Process, Header, Line item, Related screens).

Purchase Order Summary

The Purchase Order summary screen will show you a list of the items that are on the P.O.

To view this, from the main menu, click “Purchase Order Summary”.

ISRS Main Menu
UT0003UK
Ver: 1.41

St Cloud State University

10/30/2012

o || B || &R

CARLSOKR

=~ b Main Menu

= Purchasing Control System
n PO Requisition/PO Menu
B Wendors Menu
P Contracts Menu
B Query Menu
: - Accounting Related Menu
B Security Inguiry
i b Special Utilties

Description

== PO Header Information—Page: 1
PO Line tem maintenance

PO Accounting Information
Add PO Memo

LTI

= Cancel Requisition / PO

Purchase Order Summary PCO042UG

é List of Memo for a Purchase Order  PCO040UG

Formname
PCOO31UG
PCO033UG
PCO0O35UG
PCOO34UG
PCOO38UG
PCOO30UG

PCO044UG
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St Cloud State University

Purchase Order Summary

4 Item Desc
4 paper clips
5 3 ring binders

Show Line Item:Gk3 [

PO Process:Gkl

£

PO Status: 030 | Data Entry Completed. For authorization.

o || =] ER
ES:PCO0420G MN State CollegessUniversities 5t Cloud SO Now 21,2012
Ver:1l.42 Purchase Order Summary
PO Nbr: 138995 Reqgn. Date: PO Date:
Vendor LDt 001 [ASSOC FOR CAREER & TECH EDUC A| [ALEXANDRI [VA] [22314

Date: Oct25, 2012 12:

Measurement Cost Tnits Line Item
Tnit Per Tnit Ordered Sub Total

EACH 0.49 12.000 5.88

EACH 1.50 6.000 .00

BP0 Sub Total: 14.88

Other Charges: 9.99

PO Total: 2487

[ | Po Header 1:Gk2 [ Memo:GkS | Rel Scrns:Gk0 [

1. After opening the “Purchase Order Summary” screen, if it is pre-populated with information,

clear it using the clear button.

2. Type in the P.O. number you are looking for; the screen will automatically update with your

information.

Duplicating a P.O.

If you would like to duplicate a P.O., click “Duplicate Requisition/P.0” from the main menu.

b Special Utilties

ISRS Main Menu = [ = [ ==
UTOO03UM 5t Cloud State University 103002012
Ver: 1.41 CARLSOKR
=+ b Main Menu Description Formname
—-- B Purchasing Control System — .
: n PO Requistion/PO Menu % PO Header Information—Page: 1 PCOO31UG
B Vendors Menu = PO Line ttem maintenance PCOO33UG
| Contracts Menu = PO Accounting Information PCOO35UG
[ 3 CQuery Menu gﬁ\dd PO Memo PCOO34UG
B Accounting Related Menu = PO Process Screen PCOO3SUG
# Security Inquiry B Bick | is Bra030

Duplicate Reguisition/ PO PCO0O4BUG

g Purchase Order LOG file

PCO043UG
= List of Memo for a Purchase Order PCO040UG
= Cancel Reguisition / PO PCO044UG
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Your most recent P.O. will populate in the window that opens. If you do not want to duplicate this P.O.,

remember to click the clear button. 4
— —
t&| PO Duplication Process =RESECx"
ES5:PCO042TUC MN S5tate CollegessUniversities 5t Cloud 50 Now 21,2012
Ver:2.29 PO Duplicaion Process
PO Nbr: 133995 Reqn.Date: PO Date:
WVendor ID: 0000192550 001 ASSOC FOR CAREER & TECHEDUCA ALEXANDRI WA 22314
B0 Status: 030 Data Entry Completed. For authorization. Date: Oct 25, 2012 12: Memo
Pri. Account: 2013 339130 COMP CERTIFI 3000 Supplies
Line Item Section:
& Mpaper clips| Units: 12.000 Item Total: 5.88
5 3 ring binders 6.000 18.99
PO Sumims PO Total: 24 87
Status window:
Check this box if you wish Total Line tem Records: 2 -
to copy all memo entries Total CC Distribution Records: 1
to new PO: Total Memo Records: 2
[ Dupdicate PO [Gkpd] ] Use ‘Duplicate PO’ button to start the process. S
PO Header Pgl:Gk2 | LineTtem:Gk3 | |Add Memo:GkS5 [ | Rel. Scra:Gk0 [
¥ " K

1. Enter the P.O. number that you would like to duplicate. Your P.O. information should appear.
a. You may want to copy all prior P.O. memos, in which case check the box above
“Duplicate PO”.
2. Click the “Duplicate PO” button.
3. The P.O. will be duplicated and the information for the new P.O. will appear, with a new P.O.
number.
4. You will see an update in the “Status Window” that a new PO has been generated.
5. The status window will show that the new P.O. is in 000 status.

6. “Save” your changes. =

Need to make changes?
To update the line items, change the quantity, price, etc. click “Line Item: Gk3”. Make your changes

and click “save”

If you are ready to authorize it immediately, click on “PO Process Screen:Gk1”.
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P.O. Log File

Purchase Order Log File

The Purchase Order Log File screen will show you the status level of your purchase order as well as the
date and User ID of the person who last worked with the P.O.

From the main menu, click “Purchase Order Log file”

St Cloud State University

ISRS Main Menu e ==
UTOO003UM St Cloud State University 10/30/2012
Ver: 1.41 CARLSOKR
=" } Main Menu Description Formname
—-- B Purchasing Control System — .
n PO Requisition/PO Menu % PO Header Information—Page: 1 PCOO31UG
b Vendors Menu = PO Line ttem maintenance PCOO33UG
B Contracts Menu = PO Accounting Information PCOO3SUG
P Query Menu éﬁ\dd PO Memo PCOO34UG
B Accounting Related Menu g PO Process Screen PCOO3SUG
- b Security Inquiry = Req./ PO Pick List PCO030UG
""" b Special Utities Duplicate Requisition/ PO PCO043UG

Purchase Order LOG file

(it

Cancel Requisition / PO

| 111 | 111

PCOO43UG

PCOO44UG

1. After opening the “Purchase Order Log File” screen, if it is pre-populated with information, clear

it using the clear button.

2. Type in the P.O. number you are looking for; the screen will automatically update with your

information.

Note: To see the Log file from within the PO, click “Rel. Screens” to move to #5 the P.O. LOG file.
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St Cloud State University

Purchase Order LOG file

5t Cloud 5U

= -5

Dec 28,2012

PO Date: Aug 3, 2012 13::

PO Status/Description

m PO Completed and closed

450 = Open Purchase Order

250  Marked for PO printing

110~ On hold: see memo

100 Awatting pre-audit

050 = Authorized. Released to Purch. Dept.
030  Data Entry Completed. For autherization.
000 = Data Entry: Mo encumbrance

X "3 Q

[sTcLouD | [mn] [58304

Date: Aug 29, 2012 08

ES:PCO0430UG MN State CollegessUniwversities
Ver:1.22 Purchase Order LOG File
PO Nbr: Reqn. Date: Jul1i, 2012 16:2
Vendor ID: | _ | [ood] |
PO Status: 500 PO Completed and closed
PO Total: 500.00

Status Time Stamp
Aug 29, 2012 08:21:44
Aug 3, 2012 13:20:17
Aug 3, 2012 13:19:46
Jul 16, 2012 11:01:20
Jul 13, 2012 10:53:49
Jul11, 2012 16:21:48
Jul11, 2012 16:21:45
Jul11, 2012 16:15:10

Status Upd By
0002027017
PMMCMAHON
PMMCMAHON
PMMCMAHON
PMMCMAHON

PO Process:Gkl [ | PO Header Pgl:Gk2 | | Lineltem:Gk3 [ Memo:GkS [ RelScra:Gk0 |

The screen will show you the status codes that the P.O. has traveled through,

the status description, the time stamp, and the user involved.

PCS Status Codes definitions

See the link below for a detailed list of PCS status codes:
http://www.stcloudstate.edu/businessservices/purchasing/manual/statuscodes.asp
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