This quick reference is designed to assist LBNL Procurement personnel in creating PeopleSoft 8.8 purchase orders.
	Login


· Click on Internet Explorer (not Mozilla) and type in the  address:  http://fms.lbl.gov/fmsprd 

Enter your User ID and password. Existing users use their existing User ID and password. New users use their LDAP (email) user name and password. 
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	Navigation


Click eProcurement on the menu on the left side of the screen to see most of the purchasing options.
(The Purchasing menu has advanced purchasing processes such as RFQs.)
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Click Buyer Center from the menu on the left or the choices on the right.
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	Sourcing a Requisition onto a PO


See Source a Requisition onto a PO procedure

	Displaying your Purchase Orders


· In the eProcurement menu, Buyer Center, click on Manage Purchase Orders. All Open POs for the current buyer for the period shown are displayed.
· Change filters (like Filter By, Buyer, date range, and PO Number) to retrieve other POs. 
Note: all filters must be true to display any POs.

· Click on the 

icon to view requisition attachments.

· Click on the PO Number you want to work on.
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	Maintain Purchase Order


Click on the Collapse icon (-) on the upper left to collapse the menu on the left and see the full Maintain Purchase Order page.
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Header
· Update the Vendor, if necessary, by clicking on

.
· Click Mod Table Details to update its information.

· Click Header Details to make the PO taxable.

· Click Requisitions to see requisition information.

· Click Document Status to open a new page that shows other documents (receipts, etc.) associated with the PO.

· Click PO Activities to add buyer notes about the PO. 

· Click Add Comments to see requisition header comments and to add new header Standard and custom comments. (Click View All to see all comments.) Header comments print after all lines and their comments. PO attachments can also be added here. Click the Send to Vendor checkbox for a comment to print on the PO. Click Shown at Receipt and/or Shown at Voucher for the comment to be seen at Receiving or Disbursements (AP). Comments are displayed in the order in which they are entered—not the order they appear on the screen.

Lines
· Click 

 Line Details icon to change the line description (or change it directly on the Details tab).
· On the Details tab, update PO Qty, UOM, Category, and unit Price. You can also manually add a new PO line by clicking on the [image: image11.png]




 Delete row (for POs that are not yet dispatched).



 Add Multiple New Rows or delete a PO line by clicking on 
· On the Ship To/Due Date tab, change the Due Date.

· On the Attributes tab, update the Recycle Code and set the item to be Amount Only.

· On the Receiving tab, update Receiving Required and Inspection Required checkboxes.

· Back on the line Details tab, click 


 Line Comments icon to view requisition line comments and add PO line comments.

· On the line Details tab, click 

 Schedule icon to enter the Schedules page below.

Schedules
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Update a line’s Schedule information using either the 

 Schedule Details icon (then click Expand All) or the Schedule tabs:

· On the Schedule Details tab, update the Lab receiving address, PO Qty, and item Price.

· On the Shipment tab, update the Ship Via method.

· On the Matching and Receiving tabs, update the tolerances and Matching.
· On the Freight tab, update the Freight Terms.

· Back on the line Details tab, click the 

 Distributions/ChartFields icon to enter the Distributions page.

Distributions
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Update a Line’s/Schedule’s Distributions information using the Distribution tabs:

· On the Chartfields tab, you can change LBNL Project information (if the PO was never dispatched). Click 


 to add new distribution lines for additional project(s). 

· On the Details/Tax tab, you can change the deliver-to Laboratory Location.

· On the Req Detail tab, you can see requisition information associated with that distribution.

· On the Statuses, tab, you can click 


 to cancel a project distribution.

Use OK buttons and “breadcrumbs” to return to previous PO pages from the various line, schedule, and distribution pages.

	Approving and Printing POs
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Approving a PO

· Above the PO Header, click the 

 Approve PO icon to change the PO Status to Approved. 

· On the Go to: drop-down arrow, click on
18-Doc Tolerance Checking
· Click Save.

· The PO Dispatch process runs every 15 minutes. Once it runs, the PO Status will change to Dispatched.

Printing a PO

· Check the Print PO Detail checkbox to print item descriptions on the PO. Uncheck this box to see only comments.

· Check the Print Trial PO/Copy checkbox to have “COPY” printed at the top and bottom of the PO.

· Click the View Printable Version link.
(A PO can also be printed from the eProcurement Reports menu, LBNL Print PO Report.)

· A process window will pop up. On the right side of the top line that says SQR Report & ZPOS0100, click on the Details link, then View Log/Trace link, then the link ending in .PDF. The PO will be displayed in an Adobe Acrobat window.
[After a Ren Server is installed, the PO will popup right after View Printable Version is clicked.]

	Creating a Change Order and Canceling


POs can be changed by several methods:

· Click the 

 Cancel PO icon above the PO Header to cancel a PO has not yet been received or vouchered. 

· Click the 

 Change Order icon above the PO Header to create a PO Change Order.

· Change an item quantity or price to automatically create a change order.

· Click the line Status tab to change a line:
· Click the 

 Create Line Change icon to create a line change.

· Click the 

 Cancel Line icon to cancel a PO’s line.
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