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· Direct-Entry Purchase Orders can only be used to purchase items with a total value under $2000. 

· They cannot be used to purchase Items that must be tagged as Assets, with Asset IDs. Items that require Asset IDs must be entered with a dedicated Edison Item ID, and these must be requested through the Content Group. 
· They cannot be used to purchase Items that require Commodity Approvals. Items of NIGP code types that require Commodity Approvals must be entered through eProcurement Requisitions as "Special Requests", even if they total under $2000. This would include items like Postal Equipment and Software, among other things. 
If the items you are trying to order are not on contract, do not require Asset tags and do not require Commodity Approval, you can use the following process to purchase them, if you do not wish to copy from an eProcurement Requisition. Buying any of the above types of items using the Direct Entry process is a violation of proper purchasing procedure, with the attendant consequences. 

1) Orders under $2,000: Navigate to the Purchase Order page by clicking the Purchasing link from the menu, then clicking the Add/Update POs link. 
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2) This will bring up the Search page. Click the Add New Value tab and select the desired Business Unit for the PO. The PO ID will default in. Leave the field at NEXT. Click the Add button.
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3) Enter the Vendor ID the Purchase Order is going to in the Vendor ID field. For Purchases under $2,000, this will be found after consulting with the desired Vendors. 
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4) Enter your Buyer ID in the Buyer ID field. To do this, click on the Lookup Icon ([image: image5.png]


) located by the Buyer ID Field, then scroll through the list until you find your name. Click the link to return to the main page with the Buyer ID field completed.

5) For Purchases under $2,000, you will be entering your needed information directly into the Lines section. This is mainly the Description, the PO QTY, the UOM, the Category and the Price. The financials/Chartfields may need to be altered, but they should properly default in based upon your User setup. 
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6) Type in a Description of the item you are buying into the Description field. This must be sufficient for the vendor to understand what it is you are trying to buy. 

7) Type the Quantity of items you are buying into the PO QTY field. 

8) Type your Unit of Measure into the UOM field. If you are not sure which Unit of Measure to use, click the Lookup Icon ([image: image7.bmp]) next to the UOM field. This will pull up a list of valid Units of Measure. Scroll through the list and click on the most appropriate one to return to the main PO screen. The picture below only shows the first ten or so. 
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9) Back on the main PO screen, you will now need to enter the Category code (NIGP code) for the item. Click the Lookup Icon ([image: image9.bmp]) next to the Category field. This will take you to the Look Up Category screen. 
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10) Change the drop-down menu next to the Long Description field to read "Contains", then type in a partial description for a Category Code that may match your item. Less is more. For example, when ordering Snack Cakes, try Food. After your description is in, click the "Look Up" button. This will bring up a list of broad categories. You will need to find a more specific number. 
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11) Type one of the Category numbers that appears into the Category field, and clear out the Long Description field. Then press Look Up again.
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12) When you have a full five-digit NIGP code (example: 375-30, not 375-00) that seems to match the item you are buying, click the blue link for that item to return to the main PO page. 
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13) Now, enter in the Price into the Price field. This completes all the necessary Line information for the PO Lines. It should look like the picture below when completed. 
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14) Now, on the main page, scroll up. Click the Vendor Details ([image: image16.png]


) link, which takes you to the Vendor Details page. 
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15) Check the Address listed to make sure the Vendor address is correct. If it is incorrect, use the Lookup Icon ([image: image18.png]


) next to the Location field to select a different location and use the Lookup Icon ([image: image19.png]


) next to the Address field to select a different address. 
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16) Once the correct address is entered, press the OK button at the bottom of the page to return to the main Purchase Order screen. 

17) After reviewing all the information on the PO, return to the main Purchase Order page and click the Save button, located at the bottom of the screen.
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18) At this point, there are several other options that can be changed, but they should all be default to the correct values. The defaults take information from your Buyer Profile and the copied Requisition and insert it automatically into the Purchase Order. For more information on these fields, refer to the UPK training, as most users will not have to alter them. 

19) When all options are confirmed correct, you are now ready to Budget Check. This encumbers funds for the Purchase Order.  To Budget Check, click the Budget Check ([image: image23.png]


) icon located at the top right of the page. It will show as Processing for a few seconds, then it will come back with Budget Status: Valid. An example is shown at the top of the next page. 
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20) After completing the Budget Check, click the Save button, located at the bottom of the main Purchase Order page. [image: image25.png]



21) You must now submit the PO into Workflow. To do so, click the “Purchasing” link on the left-hand menu. Then click “Purchase Orders”.
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22) Click the “Approve Amounts” link under the Purchase Order section. [image: image27.bmp][image: image28.png]



23) Use the Search screen that appears to find your Purchase Order by typing the PO number into the “PO Number” field and changing the drop-down box from Begins to Contains, as shown below. Then press Search.
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24) Click the link for the PO that appears.
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25) This will take you to the Approve Order Amounts screen, shown below. Make sure the drop-down box is set to “Approve”, then press the Save button. It defaults at Approve. 
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26) If the PO needs to be held for further review, check the Hold from Further Processing checkbox to prevent Approval, Unapproval, Dispatch, Cancellation or Closing. 
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Dispatching Purchase Orders

The Purchase Order is now ready for Dispatch. Check the Dispatch drop-down menu on the main page to make sure the preferred Dispatch Method is selected. 
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If the vendor wants hard-copy Purchase Orders, choose Print, which creates a hard-copy PO similar to the current method. If they prefer e-mail, choose E-mail. If it is set to E-mail, an automatic e-mail with a copy of the Purchase Order attached will be sent to the vendor’s listed e-mail address. Do not choose Fax, EDX or Phone methods, as those are not currently supported.
1) Once all the information is reviewed and the PO has been Budget Checked, the Dispatch button will be highlighted. Click the Dispatch button to finish the Purchase Order process. This will take you to the Dispatch Options page. Leave the options at default, then press the OK button.
2) A prompt will appear asking you if you wish to “Wait for confirmation that the PO Dispatch process is complete?” Click the Yes button. After the PO Dispatch process is ran, a new browser window will open.
3) Click the PO Dispatch (listed as PODISP) process in the new window. Click the blue link that says Notify Success. This takes you to the Process Detail page. Click the View Log/Trace link, at the bottom right. 

This will open up a list of files. Click the one ending in .PDF. This will open up the finalized Purchase Order as a .PDF document, which can then be printed or e-mailed, or printed and faxed to the vendor.
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