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State of Idaho Purchasing
Office of the State Controller
Division of Statewide Accounting

PURCHASING USER MANUAL

SET UP DEFAULT VIEW OF THE REQUISITIONS,
PURCHASE ORDERS, OR RECEIVING SCREENS

INTRODUCTION

You can set up the default view that is displayed when the Requisitions, the Purchase
Orders, or the Receiving screen is opened.

When you make a change, you must log off Statewide Accounting Applications, and then
log in to see the change.

User Maint " Agency Address PO Notes

[~ Auto Authorize Requisitions I~ Email Notification Delegated Amount $|5000.00

[T PO Assigner Required [T Restrict Req Approver PO Pct Variance 0

" PO Approver Required " Restrict Approval by Req Department

" Receivers can see Item Prices 7 Encumber PCard Purchases Uipdate |
| Requisition Tab ‘ Purchase Order Tab ‘ Receiving Tab
| @ Status ' New Req ‘ @ PO Status ' Req Status ' New PO ‘ @ Status
|| Active or recently received x| ‘ [Active or recentty received B “A:tlve or recently received x|

SET UP THE DEFAULT VIEW OF THE REQUISITIONS
SCREEN

The Requisitions screen is opened when you click Requisitions from the Purchasing
main menu:

JAMES
1 State

O Administration
O Purchase Orders O Processed

O Receiving

You can choose to display either the Status tab or the Requisition (New Req) tab.
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State of Idaho
Office of the State Controller
Division of Statewide Accounting

To display the Status tab:

Purchasing

Click the drop down menu to select the requisition status to be displayed.

1. Select Status.

2.
= Active or recently received
= All requisitions

3. Click Update.

Admin: Requisition Tab / Status

User Maint  Agency

[v] Auto Authorize Requisitions
[1PO Assigner Required

[ /PO Approver Required
Receivers can see Item Prices

Requisition Tab

® Status () New Req

Address

® PO Status _)Req Status ) New PO

PO Notes

Email Notification

[ 1 Restrict Req Approver

[|Restrict Approval by Req Department
[JEncumber PCard Purchases

Purchase Order Tab Receiving Tab

(® Status

Production

Purchasing

140 State Controller

Purchasing Menu

Requisition

Ihctive or recently received | IA.c:tive or recently received

Application.

ll I}\c:ti\fe or recently received ﬂ

Requisitions

Logoff

Req #

Tracking # |

Status |Active or recently received

=

Request Date Range |
[[IMy Requisitions
Trk #

Req # Requester

to | Vendor [] Templates

Select 904 000MMM JAMES CARTER
10242008

Approve 607

SUANNE KORA

Purchasing User Manual

Rev. Date: 12/15/2014

Req'd Date Description
01/20/2009 Flashlights
10/24/2008 Test Error Message

Ready for Purchasing
Awaiting Line Approval
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State of Idaho Purchasing
Office of the State Controller
Division of Statewide Accounting

To display the Requisition (New Req) tab:

1. Select New Req to display the Requisition tab. A New Requisition screen will be
displayed so that users can immediately begin creating a new requisition.

1. Click Update.

Admin: Requisition Tab / New Req
User Maint Y Agency Address PO Notes

[v] Auto Authorize Requisitions Email Notification
[[1PO Assigner Required [IRestrict Req Approver
[[1PO Approver Required [IRestrict Approval by Req Department
Receivers can see Item Prices []Encumber PCard Purchases
Requisition Tab Purchase Order Tab Receiving Tab
() Status ®)New Req | ® PO Status (_)Req Status () New PO (® Status

|Active or recently received v | |[Active or recently recsived [ v

Department ¥ W3 Upload
Work Flow

Requisitibns/New Requisition
Preductin Purchasing - Requisitions

140 State C itroller

Yurchasing Menu Applications Logoff

Requisition Report

neas [l Tackngs [

ABC: ABQ@pept

Need All or Nothing [ Req
Desc

Status New Requisition

Requested by Edited by

SET UP THE DEFAULT VIEW OF THE PURCHASE
ORDER SCREEN

The Purchase Order screen is opened when you select Purchase Orders from the
Purchasing main menu.

JAMES
1 State

© Requisitions O Administration

O Purchase Orders O Processed

O Receiving
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You can choose to display either the PO Status tab, the Req Status tab, or the PO tab.

To display the PO Status tab:

1. Select PO Status.
2. Click the drop down menu to select the status to be displayed.
= Active or recently received
= All Purchase Orders
3. Click Update.
Admin: Purchase Order Tab / PO Status:

User Maint Y Agency Address PO Notes
Auto Authorize Requisitions Email Netification
[JPO Assigner Required []Restrict Req Approver
[[]PO Approver Required [ Restrict Approval by Req Department
Receivers can see Iltem Prices [[]Encumber PCard Purchases
Requisition Tab Purchase Order Tab Receiving Tab
(O Status @ New Req | ® PO Status () Req Status () New PO ®) Status
| All Purchase Orders [~ | || Active or recently recaived | v |

Purchase Orders / PO Status/All

PO Status Y Req Status ' Requisition PO Report
PO # Tracking # Req# | Status [All Purchase Orders V]
Request Date Range | v to | Vendor [+]
[VIMy Purchase Orders

Required
PO# by Vendor

View 764 0000CCCC MARVIN JONES Voided
Vi 67 00022222 Voided
Vrirdad

To display the Reqg Status tab:

1. Select Req Status.

2. Click the drop down menu to select the status to be displayed.
= Active or recently received
= All Requisitions
= Ready for Purchasing

3. Click Update.
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Admin: Purchase Order Tab / Req Status
User Maint ' Agency Address PO Notes

Auto Authorize Requisitions Email Notification D
[JPO Assigner Required [] Restrict Req Approver P
[JPO Approver Required [ Restrict Approval by Req Department
Receivers can see Item Prices [JEncumber PCard Purchases
Requisition Tab Purchase Order Tab Receiving Tab
(0 Status @ New Req | (/PO Status ®) Req Status () New PO (® Status

|Active or recently received ~ | | [Active or recently received | v

Purchase Orders / Req Status

PO Status Y Req Status Y Requisition ¥ PO Report
Req # Tracking # | Status [Active or recently received vl
Request Date Range | v to | Vendor [| Templates
[IMy Requisitions
Requester Req'd Date Description
Select 904 000MMM  JAMES CARTER 0112012009 Flashlights Ready for Purchasing
Select 607 10242008 SUANNE KORA 1012412008  Test Error Message Awaiting Line Approval
Select 928 123TEST  SUANNE KORA 0112712009 TEST AGENCY 180 PROBLEM Awaiting Fiscal Coding
Select 2147 200 DAN GREITZER 1212212009 Awaiting Fiscal Coding
Select 599 23423423 DAN GRETZER 101232008 test 10/23108 Ready for Purchasing

To display the New PO tab:

1. Select New PO to display the PO tab. The PO screen will be displayed so that
users can immediately begin creating a new purchase order.

2. Click Update.

Admin: Purchase Order Tab / New PO

Requisition Tab Purchase Order Tab Receiving Tab

() Status ® New Req | (O PO Status () Req Status (® New PO (®) Status

Iﬂctive or recently received |

Purchase Orders / PO Tab
Freductr pyrchasing - Puv chase Orders

140 State Controller

Purchasing Menu £ lications Logoff

PO Status Y Req Status

MPO: My PO Dept

Vendor# [ . 4@ v

State Contract Required Delivery PO Options
— Vendor Kots

[v]
Status New PO
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SET UP THE DEFAULT VIEW OF THE RECEIVING
SCREEN

The Receiving screen is opened when you click Receiving from the Purchasing main
menu:

JAMES

1 State
CRequisitions O Administration
OPurchase Orders OProcessed

The Status tab is the only available selection; however, you can set up which status is
displayed on the Status tab.

1. Click the drop down menu to select the status to be displayed.
= Active or recently received
= All Purchase Orders

2. Click Update.

Admin: Receiving Tab
User Maint ™ Agency Address PO Notes

[] Auto Authorize Requisitions Email Notification
[JPO Assigner Required []Restrict Req Approver
[[1PO Approver Required [‘1Restrict Approval by Req Departmen
Receivers can see Item Prices [1Encumber PCard Purchases
Requisition Tab Purchase Order Tab Receiving Tab
® Status ('NewReq | ® PO Status (Req Status ) New PO (® Status
[Active or recently received | v | | [Active or recently received [v] |[mnPurchase Orders =2
Receiving

Production Purchasing - Receiving

140 State Controller

Purchasing Menu Applications Logoff

Status Receiving

PO# | Req# | Status [All Purchase Orders v
Request Date Range | v to |
PO# Required by Vendor Status
Select oogoccco MARVIN JONES Voided
Select 10015 CABELAS RETAIL Voided
Select 10018 CABELAS RETAIL Voided
Select  dntest? Htems unavailable
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