?,-ACARD'NA'-"| Procurement Job Aid

Update ChartFields on Partially Vouchered PO

About Updating ChartFields on Partially Vouchered PO:

There are instances when a purchase order (PO) has been partially received and vouchered, i.e., invoiced, and
due to fiscal changes in budgets or project coding, it is necessary to modify the accounting distribution, i.e.,
ChartField values, for the remaining, unvouchered PO. This job aid walks the Buyer through the steps necessary
to update the PO accounting distribution for the unvouchered amounts or quantities.

If necessary, a user with the Voucher Processor role can change the ChartField distribution on the PO voucher.

TABLE OF CONTENTS
Updating the PO ChartField DistribUtioN ... 1

Updating the PO ChartField Distribution

1 To modify the accounting distribution on the remaining, unvouchered PO amount or quantity, you would
navigate using the following path:

Main Menu> Purchasing > Purchase Orders > Add/Update POs

FEI‘.'I:IJ'rtES MainvMenu » Purchasing » Purchase Orders : Add/Update POs

Purchase Order

|_Einu:| an Existing Value

Business Unit:[50100 @,
PO ID: NEXT

Add

Find an Existing Yalue | Add a Mew Value

2 Click on the Find an Existing Value tab.
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Favarites Main Menu > Purchasing : Purchase Orders > Add/Update POs

Purchase Order

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

d S LERC TR Add a New Value

Maximum number of rows to return (up to 300): |300

| Business Unit: [ =1 (50100 @,

PO ID: | begins with 7| (0001071559

Purchase Order Date: 1= =] [51]

PO Status: |= = =l
Short Vendor Name: |begins withL” QJ

Vendor ID: |begins with =] | @,

Vendor Name: | pegins with =] | Q@

Buyer: |begins with =] | @,

Buyer Name: |begins withL” QJ

PO Type: |: LI | ;l

Purchase Order Reference: | begins with 7] |
Hold From Further Processing -

[T Case Sensitive

Search Clear |Basic Search [EF Save Search Criteria

Find an Existing Value | Add a Mew Value

3 Enter the PO number in the PO ID field for the PO you wish to update.

4  Click on the Search button. The Maintain Purchase Order — Purchase Order page displays.
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Favovr'rtesg Main Menu > Purchvasing > Purchasg Orders » AddfUpdate POs

B New Window
Maintain Purchase Order

Purchase Order

Business Unit: 50100 PO Status: Dispatched A x
PO ID: 0001071559
Copy From: I s I™ Hold From Further Processing Current Change Reasan
~ Header
*PO Date: 04/18/2013 [ Vendor Search
Backorder Status: Not
= Create BackOrder
Vendor: ISUF‘ERIOR P-005 Vendor Details Backordered
Receipt Status:
“Vendor [b: [ooo00z6232 Superior Paving Corporation ’ Mot Recva _
*Dij R i Dispatch
“Buyer: WIKEHALL @, Hall Mike (VDOT) Dispatch Method [Frin H !
PO Reference: [FranT eVA PO Type: RO1T @, Routine Bill Vendor
eVA Order Method: URL
WebMs2: T eVA Interfaced: SEVA
eVA Dttm: 04/19/2013 9:00:34AM
Header Details
PO Defaults Amount Summary
Requisitions Edit Comments )
PO Adlivilies Add ShipTo Comments Merchandise: 904,293.08
FreightTax/Misc.: 0.00 | Calculate
Total Amount: 904,293.08 USD
Add ltems From Select Lines To Display
Purchasing Kit q Iten Search ine: . | J
Purchasing Kit Catalo ltern Search Line: @, To: @, | Retrieve

5 Click on the Activity Summary hyperlink. The Activity Summary page will open in a new internet browser
window.
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(=]l =]
@@|H https://finsitweb. covtest.virginia.gov/psp/finsit_2/EMPLOYEE/ERP fc/MANAGE_PURCHASE_ORDEl O ~ @ ||EI POs ‘Egmws‘mmaw x| | a7 5a7 £93
Fle Edit View Favorites Tools Help

Favarites Main Menu > Purchasing » Purchase Orders > Review PO Information >  Activity Surnmary

Activity Summary

Business Unit: 50100 PO Status: Dispatched

Purchase Order: 0001071559 Vendor: Superior Paving Corporation
Merchandise Amount: 904 293.08 USD

Merchandise Receipt: 0.00 USD

Merchandise Returned: 0.00 USD

Merchandise Invoice: 647 33559 USD

Merchandise Matched: 647,335,589 USD

Customize | Find | View A1 [ | 3 Fist T 43013 I Last

Receipt

Invoice Matched RTV

Line Item Item Description UomM Order Gty Amount Ordered Currency Amaount Only
1 F% 9137101000 PLANT MEX HUR 1.0000 904,293.080 USD o
2 F% 9137101000 PLANT MEX HUR 1.0000 45214650 UsD ¥
3 B 9137101000 PLANT MEX HUR 1.0000 -45,214.650 USD 7

[@ Returnto Search | [=] Notify |

6 The Header displays the Merchandise Amount, Invoice Amount and Merchandise Matched information.

7 Click on the Invoice tab.
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=T

%|H https:/finsitweb. covtest. virginia.gov,psp finsit_2/EMPLOYEE JERP fc/MANAGE_PURCHASE_ORDEI 2 + @ || ) AddJUpdate POs /A Activity Summary x | | ok

¥ CARDINAL

Business Unit:
Purchase Order:

Merchandise Amount:
Merchandise Receipt:
Merchandise Returned:
Merchandise Invoice:
Merchandise Matched:

Line Item

1 @ 9137101000
2/ [ 9137101000

3 [ 9137101000

File Edit View Favorites Tools Help

Activity Summary

Favorites  Main Menu > Purcrlasng > Purchasg Orders > Review Po_lnformation > Activity Summary

50100
0001071559
904,293.08 USD
0.00 USD
0.00 USD
647,335.59 USD
647,335.59 USD

Home | Workist | AddtoFavortes | Signout

@I New Window (D Help [ Customize Page [ http

PO Status: Dispatched

Vendor: Superior Paving Corporation

Customize | Find | View 41 | B | 3 rrat B g 3013 1 Laat

item
Description

PLANT MIX
PLANT MIX

PLANT MIX

(@b Return to Search | [=] Notify

uom

HUR
HUR
HUR

Un-invoiced

Amount Only Amt Invoiced R ncant Qurrency
= 647,335.590QUSD 256,957.490 §SD &
= 45,214,650 §SD
= -45,214.650 $SD

I T T T T [ tocal ntranet | Protected Mode: OFF 2~ [%i00% -

8 The Amt Invoiced and Un-invoiced Amount for each line are displayed. Take note of these amounts. This
example is for a PO distributed by amount. If your PO is distributed by quantity the same process is followed,
except you would take note of the Quantity Invoiced and Un-invoiced Quantity from the Activity Summary

page.

9 Go back to the Add/Update POs page by clicking on the internet browser tab titled Add/Update POs.
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a\n'Menu s Purchasing > Purchase Orders > Add/Update POs
- -
0001071558

Copy From: 'l ™ Hold From Further Processing

Current Change Reason

*PO Date: 04/18/2013 B Vendor Search

Backorder Status: Mot
l— Create BackOrder
Vendor: SUPERIOR P-005 Vendor Details fecoint Stat Backordered
ecel us:

*Vendor ID: 0000036233 Superior Paving Corporation ot NotRecvd
#[)i . i l Dispatch

*Buyer: MIKE HALL @, Hall, Mike (VDOT) Dispatch Method: Print i il |

PO Reference: |F'LANT I eVA PO Type: RO1 @, Routine Bill Vendor
eVA Order Method: URL

Webmsz: ¥ eVA Interfaced: SEVA
eV Dttm: 04/19/2013 9:00:34AM

Header Details Activity Summary

PO Defaults Document Status Amount Summary

Reguisitions Edit Comments .

PO Activities Add ShipTo Comments Merchandise: 9429308
Freight Taxisc.: 000 Celeuiate |
Total Amount: 904,293.08 USD

Add ltems From Select Lines To Display

Purchasing Kit Catalo ltem Search Line: @, To: 2, Retrieve |

Lines

Customize | Find | View 21| BV | 8 Frst 5 43083 17 Last

oSO Ship To/Due Date || Statuses | feminformation | Attributes || RFQ | Contract || Receiving

Line Item Description PO Gty *OM Category Price "'em:‘::::f“‘i Status

1 B 9127101000 PLANT MIX 51 1.0000 HUR 9137101 904,293.08000 00420308/ 0pen ] B =

2 & (9137101000 PLANT MIX & 1.0000 HUR (9137101 45,214.65000 4521465/ 0pen O [ =

3 [ 9137101000 PLANT MIX & 1.0000 HUR 9137101 -45214.65000 -4521465/|open (2 [ =

[ Close Short All Lines | sgote: [ More.. =l

Visw Approvals ) .

[F] save | ot Returnto Search | | =] Notify | |i Refresh | |Ek-add| [ UpdateiDisplay,
10 Click on the Schedule icon.
Favorite ;Mainvl‘v'lenu ¥ Purcrlasing b Purchasve Orders > Add/Update POs

1 New Window

Maintain Purchase Order

Schedules

Unit: 50100 Vendor: SUPERIOR P-005 PO Status: Dispatched

PO ID: 0001071559 PO Date: 04182013

Return to Main Page

Find | View All First K 10f3 0 Last
Line: 1 Item: 9137101000 PLANT MIX PO Qty: 1.0000 HUR Merchandise Amt: 904,293.08 USD

Schedules

m L |
Customize | Find | View A/ First &3 4 of 4 &8 | ast

" Detaiz T Sa \( shi ¢ ) ( Matching | Receiving. | ( Freiaht. )[BTV, | b
. . Merchandise
Sched *Due Date *Ship To *PO Oty Price — Status
1 % 0411812013 CNTRL OF1 = 1.0000 904,293.08000 904,293.08 Active T | @ 5 =

Add ShipTo Comments

Add | (2] UpdateiDisplay

|l save | [5h Returnto Search | |Z] Notfy | |23 Refresh |

11 On the Schedules page click on the Distribution/ChartFields icon.
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Update ChartFields on Partially Vouchered PO

Maintain Purchase Order

SpeedChart: | Multi-SpeedCharts

Merchandise Amount:

Doc. Base Amount:

@NeWWindow
Distributions for Schedule 1
Unit: 50100 Vendor: SUPERIOR P-005
PO ID: 0001071559 Item: 9137101000  PLANT MIX
Line: 1
Schedule: 1 Status: Active
*Distribute By: [Amourt | Schedule Qty: 1.0000

904,293.08 USD
904,293.08 USD

Customize | Fing | View 21 | E First K1 1 o 4 K1 ast
DetailsiTax Asset Information Req Detail Statuses
Dist Status Percent :;r::::dise Currency J*GL Unit Entry Event *Account Fund Program Department Cost Center
1 open 1000000 || 204,293.08 JusD [s0100 @, | @, [s012550 @, [04100@, ([s04002  [@ [18002 @, | Q@
| 3l | ]
OK Cancel Refresh

12 On the Distributions for Schedule X page the Distribute By value is noted. In the example the PO is

distributed by Amount.

13 The accounting distribution line(s) is displayed.
14 Scroll to the far right.

Favorites Main Menu > Purchasing > Purchase Orders : Add/Update POs

Maintain Purchase Order

{0 New Window

Distributions for Schedule 1

Unit: 50100 Vendor: SUPERIOR P-005
POID: 0001071559 ftem: 9137101000 PLANT MIX
Line: 1
Schedule: 1 Status: Active
*Distribute By: Iamaum :I' Schedule Qty:
Merchandise Amount:
SpeedChart:

Q, Multi-SpeedCharts

Doc. Base Amount:

Details/Tax Asszet Information Req Detail Statuses

Customize | Find | View A1

1.0000
904,293.08 USD
904,293.08 USD

E rirst K 1014 O Last
Dist Status  Percemt 'raject Activity ?5:;“ Category  Subcategory  Affiliste  Fund Affiliate
1 Open  [100.000C 0001032199, (731 @ @ aQ, | Q| aQ, | aQ, [+
Al [+]
0K Cancel Refresh

15 Click the + icon to add another accounting distribution line.
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Explorer User Prompt | x| t

Script Prompt:
Enter number of nows to add:

I DK

Cancel

16 The Explorer User Prompt pop-up box displays. The number of rows to add defaults to 1. If you need to

add more than one line you may update the value.

17 Click the OK button.

s
s

- S

e |
= w\:?‘”p] hitps: //finsitweb. covtest. virginia.gov/psp/finsit_2/EMPLOYEE/ERP/c/MANAGE_PURCHASE CRDEI O ~ @& C H A addupdate POs I |F.]ncuvity Summary

<11 A |

File Edit View Favorites Tools Help

Fa\.'ovritesﬁMain'Menu > Purchasing > Purchase Orders > Add/Update POs

Maintain Purchase Order

{0 New Window

Distributions for Schedule 1

Unit: 50100 Vendor: SUPERIOR P-005

POID: 0001071559 ftem: 9137101000  PLANT MIX

Line: 1

Schedule: 1 Status: Active

*Distribute By: [Amount | Schedule Qty:
Merchandise Amount:

SpeedChart: O‘ Multi-SpeedCharts Doc. Base Amount:

1.0000

904,293.06 USD
904,293.06 USD

3 i Details/Tax Asset Information Req Detail Statuses
Dist Status  Percent E;r;::::dlse urrency *GL Unit Entry Event *Account Fund Program Department Cost Center |
1 Open  |[67.2637 608261.39 jsSD [s0100 @, | @, [so12550 @ [o4100@, |[e04002 @, 18002 aQ, | @, ]
2 |open [327383 205,031.69 sp [s0100 @, | @, [o1zss0 @, [o4100@, [s0a00z @, (10008 @ 11120010 @, ]
: I A
0K Cancel Refresh
18

The original distribution line(s) and new distributions line(s) are visible and available for edit. Change the

Merchandise Amount on Dist 1 to the Amt Invoiced from the Activity Summary page on the other internet

browser tab.

19
Merchandise Amount field on Dist 2.

20

21 Click the OK button.
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Maintain Purchase Order

Add ShipTo Comments

'|§fg Return to Search | |[=) Notify | |{ Refresh |

904,293.08 Active

D New Window
Schedules
Unit: 50100 Vendor: SUPERIOR P-005 PO Status: Dispatched
PO ID: 0001071559 PO Date: 04/18/2013
Return to Main Page
Lines Find | View All First ) 10f3 )] [EE
Line: 1 Item: 9137101000 PLANT MIX PO Qty: 1.0000 HUR Merchandise Amt: 904,293.08 USD
Customize | Find | View Al | B | 3% First K1 4 014 D Last
Statuses Shipment Matching Receiving FEreight RTV
Sched *Due Date *Ship To PO Gty Price "'e“’:i"‘g::i Status
1 % 04/18/2013 CMTRL OF1 = 1.0000 904,293.08000

% & B

T
2

[

1
£
2

=

.EL Add | . Update/Dizplay:

22 The Maintain Purchase Order - Schedules page displays.

23 Click the Save button. The accounting distribution updates have been saved.
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