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CAPITAL ASSETS

e There are ranges of account numbers, 673005-683020, that the Asset group reviews that are not capital assets,
such as maintenance and non-capital items over $5,000.

o All payments from capital accounts 673005-683020, must be made from a Purchase Order. If a Purchase Order is
not used, the PeopleSoft Asset Management system will not have a record of the payment.

CATEGORY CODES

e The GENERIC Category Code pre-populates on your requisition so that you do not need to select a category
code; be sure to use the correct account in the Account field.

CONTRACTS

e Justin Kelley, in Mayor’s Finance, is the SME (subject matter expert) for the Customer Contracts module.

e There is a glitch in the system that doesn’t allow attachments in the Customer Contracts module; hopefully we’ll
have a fix in one of the patches that Oracle sends out.

e If you are looking up a revenue contract in MyFin and cannot find it, contact Contracts & Procurement,
extension 80300; not all revenue contracts were converted over to MyFin.

e Looking for specific supplier contracts? There are several ways to find supplier contracts:
1. Asyou enter your requisition on the “Edit Requisition — Review and Submit” screen click on the

“Details” icon:
Cuaritity UoM Price Total
1 Each 1188.00 118800

o Then, in the “Contract Information” section, click on the contract search icon (second magnifying
glass):

Contract Information

¥|Use Contract if Available

Contract ID _.

Contract Details
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o Next click “Search”, you don’t need to enter any information, it will bring up all contracts with your
selected Supplier. If you click on the “Contract Detail” tab you'll be able to see which agency “owns”
the contract or if it is countywide (designated by either CW or CZ) and you can select either your
own agency’s contract, or a countywide contract:

Search Critena

SetliD SHARE Supplier SetlD
Contract ID a, Supplier 1D
Contract Process Option - ltem SetiD
Description Item 1D
Master Contract 1D 'Jf tem Description
Contract Reference Type - Category
Requisition Date 02/08/2016 Corporate Contract
Search Clear
Contract Details
ltern Delail || Contract Reference r"i)
select Contract ID f.':.:.t;::! Description Supplier ID
DA15032 1 DA Snow Remaoval 0000005585
0000000434 1 CZ Snow Removal 0000005585
OK Cancel

o The system will then prompt you with the following:
Message

Affirmation to Use Contract (22300,1)
1 affirm that the requested tem{s)service(s) is/are covered under this contract, and that the price is at or below the contracted rate

Yes Mo
This is an opportunity and a reminder to verify that the contract you want to use covers the items or
services you’re requesting, and to double check the pricing to make sure it is at or below the contracted
rate.

2. OR Search supplier contracts by clicking on the “Supplier Contract Inquiry” tile from the
Purchasing & Accts Payable homepage, then search for your contract in the “Find an Existing
Value” page:
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Contract Entry
Add a New Value

"Contract ID | NEXT
Style ID | GM a

"Contract Process Option | General Confract v

Contract Entry

C&, Find an Existing \'alnoD

Find an Existing Value

~ Search Criteria

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

(@®Add a New Value

oV

\2) Recent | chpose from recent searches V‘ & [ Saved ‘ Choose from saved searches
Searches Searches
“SetiD |= | |EHARE Q |

Contract ID |begm5 with v‘ | ‘

Contract Version [= v ‘
Version Status | = vl v
Contract Style | begins with | | Q\
Contract Process Option |: v| | v|
Short Supplier Name [ begins with v/ | Q)
Supplier Name | begins with | | Q|
Master Contract D |begins with v/ | Q|

Description |begm5 with V‘ | ‘

» Show fewer options

[ Case Sensitive [ Correct History

3. ORYoucan also run the query “SLC_ALL_CURRENT_SUP_CNTRCT” for a list of only those current
supplier contracts, or query “SLC_SUPPLIER_CONTRACTS_T” for a list of all supplier contracts,

even expired.

e Encumbering contracts: In MyFin, a contract does not encumber, a PO does. Once a contract is entered and you
receive notification that it is complete, enter in a requisition and PO for the amount you would like encumbered
for that contract. Then use that PO number on any invoices that come in for that contract work. NOTE: Your PO
must be “Amount Only” to be able to make multiple payments if your PO is set up with a quantity of 1.

4/22/2025
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DEFAULTS

n o u

e |f you need your default accounting information, “ship to”, “account”, “dept” etc. changed contact Rachael in
Contracts & Procurement, extension 80310, and she can update your defaults.

EMAIL NOTIFICATIONS

e |f you do not want to receive email notifications from MyFin you will need to set up an Outlook rule to have
them routed to your junk mail folder. There is not a way to turn it off for one user in the system, which would
mean those that want to receive them couldn’t.

o If emails are going to the wrong person, your email address needs to be updated. Go to the Compass
Icon>Navigator>My System Profile and edit your email address and click “Save”:

General Profile Information

Antigene Hiten Carison

Password

Personalizations

My prefened language for FIA web pages is: English

Wy preferred language for | English L
reports and email is
Currency Code Q

Default Mobile Page aQ

Alternate User

If you will ba temporasity unavailable, you can select an alternate user to receive your routings.

Alternate User 1D Q

From Date

To Date

Workflow Attributes

E-":a-lljee' Worklist User

Email

® q

Primary Email Account  Email Type il
= e e T

IM Information
Frotocol XMPF Domain UserlD Password

Pt q + | -

=
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LOCATION IDs

e Facilities is over the locations and their addresses in PeopleSoft — new buildings/locations are coordinated
between both Facilities and Contracts & Procurement.

PAYMENTS

e |f you need to check to see if payment has been made you can:
o Check the lifeline on your “Manage Requisitions” screen by clicking the gray triangle to the left
of your req. number:

Requisitions

To view the lifespan and line items for a requisition, click the
To edit or perform another action on a requisition, make a se

ReqID Requisition Name BU
O 0000028265 po vestar May SLCO1

o Ifthe “Payment” icon on the lifeline is in color, you can click on it to see what payments have been
made (if it is grayed out, no there haven’t been any payments made yet):

Req ID Requisition Name BU Date Request State Budget Total
0000028265 po vestar May SLCO1  05/03/2016 PO(s) Dispatched Valid 555276 USD [Select Action] - Go
requester NG Entered By (NG Priority Medium
Pre-Encumbrance Balance 0.00 USD
£ = ) 7
B\ f&'} ke P‘r-r;’cr-ase Change ki e ;
Requisition Approvals Inventory 5rd s Request Receiving Returns

Request Lifespan:

o It will then display your payment info. (be sure to note that there may be multiple vouchers listed,
check to see if there are multiple pages to view, if there are, you can click “View All” to see them all
on one page, although the page will give a summary):
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Requisition to PO & Recving

Business Unit  SLGD1

PO Voucher

Business Unit  SLCO1

FO Payment

Bank Name

Pay Cycle

Pay Cycle Saq #
Supplier Name

Address

US BANK OF UTAH
CHECK

w7
Vestar Gatewary, LLC
Department S580114

Requisition ID 0000028285

Requisition ID  DDO0028265

PO Number DODOD2ESTI

Voucher ID 00144127

1of 1 View Al

Payment Reference D 0030298
Aczounting Date  0SAT2016
Paymant Dats 05772016
Days Quisianding 15
Payment Clear Date 06012016

Reconcile Date  0B/012016

Address Line 2 PO Bax 20650
Payment Date  0S/17/2016
City  Phoenix AZ BS03E-9650 usa
Payment Amount 5,562,760 USD Payment Method CHK
Description iz

Review Payments

|:: ) 1-1af 1

Details. Additional Detals

Busimess Unit  Voucher ID ;:;:’:HH Advice Date Inveles Number Grass Pald Amount Pald Amount  Payment Currency
sLCO 00144927 Z 05012016 D09491HMAC 555276 555276 USD

o ORYou can click the “AP/PO Inquiry” tile from the Purchasing & Accts Payable homepage, then
enter your PO number in the PO Number field:

PO Inquiry

Find an Existing Value

v Search Criteria

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

@ Recent ,,| / [] Saved

Choose from recent searches "| /

| Choose from saved searches

Searches Searches
“Business Unit |§\ [ch01 QI
PO Number |begins with v | | |
Purchase Order Date |- vl 2]
Supplier 1D [begins with ~ | | Q|
Short Supplier Name [ begins with | ‘ Q|

- Show fewer options

e [f you submit an invoice to AP for payment, but they say they cannot find your PO you should go back to your
“Manage Purchase Orders” page and make sure that your PO is dispatched; if it isn’t dispatched AP cannot
access it.

e Multiple invoices: According to Accounts Payable, only one invoice can be on a voucher, but multiple vouchers
can be on a single payment.
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PEOPLESOFT TIMEKEEPING VS FINANCIALS

o Keep in mind that the timekeeping and financial systems are two different sites. Access MyFin (PeopleSoft
Financials) at https://psfin.slcounty.org/.

PURCHASE ORDER — BUDGET ERROR

o If you get a budget error on your PO, you should verify that the PO is linked to the correct version of the
contract. Getting the correct contract version will clear up this budget issue. From the “Maintain Purchase
Order” screen, click on the “Contract” tab:

Lines 2

Details Ship To/Due Date Statuses Item Information Aftributes RFQ Receiving =W

Line Item Description SetlD Contract ID Con
1 B2 (665070 @, 1112015 [E 15 SHARE  |BJ14160C @,

View Printable Version

Alnnn Obncd Al lann “m_al iincn

o Then click on the “Contract Search” icon:

Lines (2

Details Ship To/Due Date Statuses Item Information Aftributes RFQ Contract Receiving ||?lj

Line Item Description SetlD Contract ID

1 B 665070 @, 112015 (E SHARE  |BJ14160C @,

Viaw Printahla \iarcinn

o On the next screen, simply click “Search”, and it will automatically bring up the current version
of the contract:
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Contract Search

Search Criteria

SetiD SHARE Supplier SetiD SHARE
Contract ID BJ14160C @, Supplier ID 0000003616
Contract Process Option - Item SetiD SHARE
Description item ID 665070
Master Contract ID @, Item Description 11/2015
Contract Reference Type - Category 665070
PO Date 04/26/2016 Corporate Contract -
Contract Details Personalize | Find | View
Item Detail Contract Reference Contract Detail | [F5»
Contract Contract
Select Contract ID : Reference Category Item 1D Item Description
Version
Type
= BJ14160C v 2 Open ltem
oK Cancel Refresh

o Then check the box of the contract, click “OK” and do the budget check again; the PO should
pass.

e |f you get the Budget Processor error, “The purchase order cannot be saved. Because Budget Processor is
running against this document in the background”, when trying to budget check your PO:

o From the homepage go to the process monitor (it’s one of the tiles on the Purchasing &
Accounts Payables homepage), and then look for any items that have no success in the run
status:
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| Process List Server List
View Process Request For

UserID  JSBames Q Type w Last - 1 A v Refresh

Sarvai v Mamae Q Instance From Instance To Report Manager

Run Status w Distribution Status v Save On Refresh

’rocess List
| Q 15000414 w|| b || M| | viewt00
Select  Instance Seq. Process Type Process Name User Run Date/Time Run Status BBMS:MM Detalis
1348587 PSlaob POXMLP JSBames 111192021 11:23:-544M MST Success Posted Details
1348566 Application Engine FS_BP JSBames TAS2021 11:23: 1AM MST Success Posted Details.
1348551 PSJob POXMLP JsBames TIAAN2021 11:03:258M MST Suctess Posted Details
1348548 Application Engne FS_BP JSBames | 11/192021 11:02.47TAM MST Sutoess Posted Details
1348541 Application Engine F5 BP JSBames 111192021 10:59:34AM MST Posted Details
1348534 PSkob POXMLP JSBames Y2021 10:56:26AM MST Success Posted Details
1348527 Application Engine Fs_BP JSBames TIAHN2021 10049 38AM MST Suctess Pested Details
o Then click on that Details hyperlink and click “Restart Request”:
Process
Instance 1348541 Type Application Engine
Name F5_BP Description Comm, Cnirl, Budget Processor
Run Status Mo Success Distribution Status Posted
Run Update Process
Run Control ID BPO000337584 Hold Request
Location Server Queue Request
Cancel Request
Server PSNT
Delete Request
Recurrence Re-send Content
Date/Time Actions

Request Created On  11/19/2021 10:59:34AM MST 3 Transfer
Run Anytime After 11/19/2021 10:59:34AM MST Message Log View Locis
Batch Timings
Began Process At 11/19/2021 10:59.57AM MST
View Log/Trace

Ended Process At 11/19/2021 11:00:12AM MST

o And then OK. See if it goes to complete. If it doesn’t, go back in and delete the request and then
when you click the budget check it will start a new process for it.
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PURCHASE ORDER - CANCEL

e To cancel your PO: From the “Maintain Purchase Order” screen, click the red ‘X’ in the upper right-hand corner:

Maintain Purchase Order
Purchase Order

Business Unit SLCO01

PO Status Open & &
POID 0000002734

Budget Status Not Chkd Eﬁ sl
o

Copy From - ("] Hold From Further Processing

Header (7

*PO Date 03/05/2014 )  Supplier Search
*Supplier STALLINGSS$-001 /@,  Supplier Details

o A warning will come up letting you know that you can’t make any changes after canceling and
asking if you want to continue. Select “Yes”. On the next screen, be sure to select “Yes, Re-
Source all Regs” (it defaults to “No”) then click “Continue”:

Maintain Purchase Order
Cancel Purchase Order

Business Unit SLCO1 POID 0000026709

[

Would you like 1o apen the Requisition quantity{ies) to be sourced again?
Yes, Re-Source all Reqs

@ Mo, Do Not Re-Source Reqs
Specify Regs to Re-source

Continue

To cancel a PO that has already been dispatched: Use the Buyer’s Workbench by clicking the “Buyer’s

Workbench” tile on the Purchasing & Accts Payable homepage, and click “Search”:
Buyer's WorkBench

: Ty Add a Mew YValue
Find an Existing Value ®

Search Criteria
Enfer any informeation you have and ik

Search. Leave fields blank for a list of 2l values

L - — 1 Sarved Seaiches
) Recenl Searches | Chogse from recent searches v | & [ SmedSearches [chapse from saved searches v| &

"Busingss Undt | = BLCO1

j ol

WorkBench ID | pegins with ~

Descriphion | pagine with ~
A Enhow Tewer oplions
;:l Case Sensitre

Ta

Search Clear

o Then click “Close_PO” (all of the options do the same thing, so you can select any of them):
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view 10 | 2 First ‘&' 1-290f29 '}/ Last

Business Unit WorkBench 1D Description

SLCO01 0000035179 asz  Close >
SLCO1 0000041488 Close PO >
SLCO1 0000042029 Cancel PO >
SLCO1 0000042049 Close PO >
SLCO01 0000042610 Close PO >
SLCO01 0000043025 Close PO >
SLCO1 0000043413 Close PO >
SLCO1 0000047932 Cancel PO >
SLCO1 0000067400 MountainLand Supply >
SLCO01 00000658369 Tiger Medical >
SLCO01 64543 Cancel >
SLCO1 66752 different program paying ?
SLCO1 BH dclose po >
SLCO1 CLOSE close >
sLco close >
SLCO1 GA budget check >

o Enter your PO number in the “Purchase Order” and “To” fields then click “Search”:

Buyer's WorkBench
Filter Options
Business Unit SLC01 WorkBench ID CLOSE_PO
Description close

Enter search criteria and click on Search. Leave blank for all values.
Search Criteria

Purchase Order 0000026761 /@, To (0000026761 @,
PO Date i To i)
Activity Date ] To o]
Due Date ] To [
Request BU @ Requisition ID Q@
Supplier ID @,
item ID @,
Buyer @
Contract SetiD @,
Contract ID @, Contract Version Q@
Release Number @,
GPOID @,
GPO Contract
Status
"] open [l pending Appr "] Approved [ penied
[ pispatched [ cancelled [T inciude Closed
Receiving
Recv Reqd Optional -
@ an © Not Received ©) partially Received © Fully Received
Matching
[CIRequired [CInot Required
S © None ) Partial Match © Fully Matched
Encumbrance
[l open Encumbrances
ChartFields Personalize | Find | ViewAll | &Y |E  First 0 1011
Chartfields
GL Unit Fund Agency Dept Account Program Bud Ref Fund Source PC
aQ [ |a a, Q a, a, a, a,

7 [ i J
- Return to Buyer's WorkBench
o Next, click the box to select the PO and then click “Cancel”:
14| Page
4/22/2025



*Description close

Select POs for Further Processing
Personalize | Find

List of Purchase Orders
N

Detail Other | =M
g-:;ir:ase 5::33 PO Status Hold PO Date Last Activity Supplier ID Buyer #
0000026761 B  Dispaiched N 05/06/2016 05/06/2016 oooooosez [ =

W] Select All 0 Clear Al

Action: Approve Unapprove Close

Budget Pre-Check

Dispatch Praview Budget Check

o On the next screen, mark the box to re-source the requisition and then click “Yes” to proceed

Select POs for Further Processing
Accounting Date for Action 07/(

[T] update Budget Date Equal to
Personalize | View All | (E

Mot Personalize | View All | (B First'4' 10f14 ;
Qualified
Qualified b Last
PO ID Log POID Line Sched |
0000026761

Proceed: Mo Return to Buyer's WorkBench

o It will bring you back to the Buyer’s Workbench and you need to click on “Budget Check” to free
up the funds:

Select POs for Further Processing

List of Purchase Orders Personalize | Find

Detail | Other | [F
El:l;ir:ase S::::Es PO Status Hold PO Date: Last Activity Supplier ID Buyer :I
[# 0000026761 B Cz':lg';:'; N O5/06/2016 07/01/2016 oooooosse1 ([ =
¥ Selectall Clear All
Approve Unapprove Cancel Close

Action:
Dispatch Preview Budget Check Budget Pre-Check

o Then click on “Yes” to proceed again. You will notice that when you come back to the Buyer’s
Workbench, the PO Status shows “Pending Cancel” the reason is that since the PO was
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previously dispatched the system requires the PO to be dispatched again to fully cancel. So
you’ll need to then select “Dispatch”:

Select POs for Further Processing

List of Purchase Orders Personalize | Fin
Detail || Other | [=®
;:'{:'::a“ 5:[;?35 PO Status Hold PO Date Last Activity Supplier ID Buyer
[ 0000026761 B iy 05/06/2016 0710172016 oooooosss1 [
" Select All Clear All \
Action: Approve Unapprove Cancel Close

Dispatch Preview Budget Check Budget Pre-Check

o Next you'll click on “Yes” to proceed, one last time.

PURCHASE ORDER — CANNOT CANCEL

e If you need to cancel your PO, but you have already received the item(s), you will need to go and cancel the
receipt before you can cancel the PO. To find out what your receipt number is, go to your “Manage Requisitions”
screen, on the “lifeline” click on the “Receiving” icon and it will give you the Receipt ID:

T N W IR M I WA WTE R T W TS, FIEM M e e e S T e M BT B e B e e

Req ID Requisition Name BU Date Request State Budget Total

0000028357 SEFH 103 CAC DESIGN SLCO1 05/06/2016 Received Valid 966.00 \
requester [ INNEEEEENE entered by (NN Priorkty Medium
Pre-Encumbrance Balance 000 USD

£ —J B.. ot Purchase Change
Requistion Approvals nventory Orders Request Return

Request Lifespan:

o Once you know your receipt number click on the “Receiving” option on the left nav./menu, click
“Find an Existing Value”, and search for your receipt (you can also search by PO number):
Requisition to PO & Recving

NS AN Eecedving

Create Fogursbon
. Firad 39 Edistmg v
Add 2 Merwr Value e/—ﬂ_l Eaztnp vses’

[ Espedite Requistions T—

[ Manage Purchase Orders s

B Purchase Cedér nguiry

T Recaiving

B Sourcing Weskbench
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Requisition to PO & Recving

Manage Regasbors

T Croabe Rpguistan il i s Vil

I Expedis Fegusions

| Mansge Puichass Order
S = " hoose Fom meosn semes 4

I~ Purchaze Osder inquiry

T Recslving

] Seurcng Wardench

o Thenyou’ll click the red “X” in the upper right-hand corner of the receipt:

[Tesm—re— t Recagk TEadun T
Rmoispd ) : 31 H b 28 i Sy
i Dl Drtxtar ol Sl

Receiving

o Now you will be able to cancel your PO.

e If you need to cancel a PO that hasn’t been received yet but says it is tied to an active voucher, you will need to

contact Accounts Payable and ask them to cancel the voucher against your PO so that you can move forward
with canceling your PO.

PURCHASE ORDER — CANNOT CREATE

e [f you have a requisition that says that it is sourced to a PO, but there isn’t a PO associated with it and you are

unable to edit the requisition because it says it has been sourced, you should contact the IS Service Desk and ask
them to restart the process in the Process Monitor.
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e When you have expedited a requisition and then it seems to go nowhere (a PO hasn’t been created), you can
use the “Sourcing Workbench” to diagnose the problem and move the requisition out of the sourcing tables.
Click on the “Sourcing Workbench” option on the left nav./menu when you are in the “Requisition to PO &
Receiving” tile from the Purchasing & Accts Payable homepage:

o Once there, you can select various “State Status” options (most of the time they are under “Error”, so
that is a good place to start, if you leave this field blank it will take forever to load because all the
successes will show up as well):

€ Purchasing & Accts Payable Requisition to PO & Recving

Mariage Requiiions

Sourcing Workbanch
¥ Reduisiion Sourcing
T Expedite Requisitions * Search Criteria
e, Process Instance L= System Source
Marage Puichass Onders
Business Unit Q PO Siage Type
I Purchase Order Inquiry
Requisition ID =] PO Stage 1D
1] Recerang Requisition Mama Q Stage Status | Error
T Sourcing Work y Buyer o Itmen 1B [+
Contract SetD [=1 Line Humber
Contract iD L=} Schedubs Humber
Search

Search Results

- ]
W

Solected itams Stage Infp Error Messages | Iy
Sel Inztance “Stg Status Unit Buyer= Supplier i  Loc ltem ID Description
217158 B Emor | SLCO ] 15728 O terr L

o Next, find your name in the “Buyer” column, or req number in the “Requisition ID” column and then

click on the B icon to get the details of the error, for example:

[y PR e g N

POID UNASSIGMNED Schedule Details
Message FEither no supplier was found for this item (no supplier, or supplier_invoice table), or the givenfound supplierlocation is inactive.

#+ This particular error message tells you that the supplier is inactive, get in touch with the Supplier
Team, suppliers@saltlakecounty.gov, and see when they are going to activate the supplier (any time

a change is made to the supplier, it is flipped to unapproved, and must be approved by another set
of eyes. The process usually doesn’t take very long.)

o Once you know what the error detail is, click “Return to Sourcing Page” toward the top of the screen:
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Sourcing Workbench

Sourcing Details

:
w

Process Instance 394198

Business Unit SLCO1

o Then click on the box to the left of the “Instance” number, followed by “Purge”, and finally “Save”:

Search

Search Results

5 Q
Selected ltems Stage Info Error Messages 13
Sel Instance *Stg Status Unit Buyer= Supplier ID Loc h
(7)) sariss B Eror v SLCO1 _ 0000005729 01 it
¥ Select Al UnSelect All

/ Purge Recycle

f Save | Notify Refresh ‘

o This will kick it back to your “Expedite Requisitions” screen and allow you to re-source to a PO once the
error is resolved. (Note: If the error is that the contract maximums would be exceeded, please get in

touch with Rachael, Contracts Administrator, to verify the amounts on the contract and the best way to
proceed).

PURCHASE ORDER — CLEAR OUT/CANCEL ENCUMBRANCE

e |f you have a current year PO that is linked to a contract and you need to clear out the encumbrance, simply

change the price on your PO: From the “Manage Purchase Order” screen you can adjust the amount in the
“Price” field (on the “Details” tab):

Parsonalize | Find | View A&l
Dhdaits

hif Cii Diarls P 1 = It B Al ¢ AR Bt niraid B b catai
Merchandise
Lima, e e & ETilinsh POGH  “UOM CHlegary= bl i 1
At
q B 655095 1014 i'l:-x 1.0000] E& BESIFS 125 458,63 1
e Prictanle Version

- A Clas & Shal All Linas
w Anproals

o Then you will want to “Finalize” the document (so that no pre-encumbrance lingers on the requisition)
by clicking on the “Finalize Document” icon, up by the “Budget Status”:
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PO Status  Approved B X

Budget Status Valid -
g ol

e

o After finalizing, you will need to do another budget check, it will kick back to “Not Chk’d”, and if the
PO was previously dispatched, you’ll need to re-dispatch it.

e Toclose a PO that still has encumbered funds to free up the encumbrance use the “Buyer’s Workbench” by
clicking the “Buyer’s Workbench” tile on the Purchasing & Accts Payable homepage, and click “Search”:

Buyer's WorkBench

* ¥
Find an Existing Value (@) Adda New Valug

Serarch Criteria

Enfer any Information you have and dick Search. Leave flelds blank for 2 list of sl values

D) Recen! Seadchés | Chonse from recent seanches v| & [ SmedSeaches [Cnoose om saved searches v| &

(] Cass Sensitve

Search Clear

o Then click “Close_PO” (all of the options do the same thing, so you can select any of them):

view 10 | & First ‘4’ 1-200f29 '} Last

Business Unit WorkBench ID Description

SLCo1 0000035179 asz  Close >
SLCo1 0000041488 Close PO >
SLCo1 0000042029 Cancel PO >
SLCo1 0000042049 Close PO >
SLCo1 0000042610 Close PO >
SLCo1 0000043025 Close PO >
SLCo1 0000043413 Close PO >
SLCo1 0000047932 Cancel PO >
SLCO1 0000067400 MountainLand Supply >
SLCOo1 0000068369 Tiger Medical >
SLCOo1 54543 Cancel >
SLCO1 66752 different program paying >
SLCO01 BH 9close po >
SLCo1 CLOSE close >
SLCOo1 @§S_E_}D close >
SLCO1 GA budget check >

o Enter your PO number in the “Purchase Order” and “To” fields then click “Search”:
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Enter search criteria and click on Search. Leave blank for all values

Search Criteria

Purchase Order 0000026737 @ To DO00026737 (@&
PO Date ] To i)
Activity Date ] To W
Due Date ] To i)
Request BU @, Requisition 1D @,
Supplier ID
Item ID @,
Buyer @
Contract SetiD @,
Contract ID @ Contract Version @,
Release Humber @,
GPOID G
GPO Contract
Status
Clopen [l Pending Appr ] Approved I Denied
I pispatched [T] cancelied "linclude Closed
Recemng
RecvReqd Optional =
AN 2 Not Received ~ Partially Received ~ Fully Received
Ma':;hlng
] Required [T mot Required
AR ) None ) Partial Match 0 Fulty Matched
Encumbrance
"l open Encumbrances
ChariFields Personalize | Find | view Al |E0 1B First 4 qorq
Chartfields
GL Unit Fund Agency Dept Account Program Bud Ref Fund Source PCI|
a [ fa a a a a, Q a,

A L] |

a1u=n to Buyer's WarkBench

o Next, click the box to select the PO and then click “Close”:

*Description close
Select POs for Further Processing

List of Purchase Orders Personalize | Finc

Detail = Other
Purchase Doc I
Order Status PO Status Hold PO Date Last Activity Supplier 1D Buyer :
] 0000026737 = Approved N 05/06/2016 06/08/2016 0000002264 -
W |Select All Clear All
Action: Approve Unapprove Cancel
Dispatch Preview Budget Check Budget Pre-Check
Go To:

Seltfilter options

Process Request Options

o The PO is currently “Not Qualified”; you can click on the “Log” to find out why. If there is an arrow in the
middle, as shown below, you can check the box and click to arrow to force the qualification:
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Accounting Date for Action DENE2016 [

Update Budget Date Equal to Accounting Date

Mot Personalize | View AN | & First & 1 ol 4 Cualified Personalize | View &ll | &5 First & 1 of 1 &
Qualified E | gst U Last
¥
POID Log [ PO D Line Sched Distrib Line

O 0000026681 E \ =

o Then click “Yes” to proceed. It will bring you back to the Buyer’s Workbench and you need to click on
“Budget Check” to free up the funds:

Select POS for Further Pracessing

Personalize | Find | View Al | & | €

List of Purchase (

Datail || Ofhed
E:;‘:"“ PO Status  Hold PO Date Last Activity Supplier 0 Buyer r:__'l‘;: E:‘;
0026581 M) Complede H 05042018 06082016 0000001207 Standard
»  Salgdd Al Clear AN
Action: Approve Unapprove Cancel Close
Dispaich Provdew Budgel Pre-Check
Go To: Setfilter oplions Process Reguest Options

o Finally, click on “Yes” to proceed again.

e If you have closed a PO via the Buyer’s Workbench, but forgot to Budget Check, the encumbrance still exists. You
will need to go back to the Buyer’s Workbench, put in the PO number, as you normally would, in both the
“Purchase Order” and “To” fields, but then below that check the box that says “Include Closed”:

Business Unit SLCO01 WorkBench ID CLOSE
Description close
Enter search criteria and click on Search. Leave blank for all values.

Search Criteria

Purchase Order 0000042029 Q, To 0000042029 Q
PO Date 5 To e
Activity Date 3 To 3
Due Date i To W
Request BU Q Requisition ID Q
Supplier ID Q,
Item ID Q
Buyer Q
Contract SetiD
ContractID Q Contract Version Q
Release Number
GPOID Q,
GPO Contract

Status

Copen DPending Appr [ Approved [JDenied
DDispatched Ccancelled [ linclude Closed)

Paraivinm

o Then when you search the PO will come up and you will be able to perform the Budget Check to release
the encumbered funds.
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PURCHASE ORDER - CONTRACT

e Contracts should be linked to purchases at the requisition level, however, if you have forgotten, here are the

steps to adding the contract to the PO:

o Open your PO for editing, toward the bottom of the “Maintain Purchase Order” screen click on the

“Contract” tab, then click on the “Contract Search” icon to search for the contract ID (if you have more
than one line, be sure to add the contract to each line):

Maintain Purchase Order

Purchase Order

Business Unit

PO Status  Pend Appr
POID Budget Status  Vaid
Copy From [ Hold From Furtt
Header
*PO Date 05 Supplier Search
*Supplier K 01

L Suppher Details

*Supplier ID 000 Recelpt Status Mot Recy

S ERHEIES

“suyer [ o I

PO Reference Cnline Src From Req 0000048567

*Dispatch Method | Email v
Amount Summary
Header Details
PO Defaults
PO Actraties

Activity Summary Merchandise

FreightTax/Misc.

Add Comments

Add ShipTo Total Amount
Requistions Document Status Encumbrance Balance

= Actions
Add items From Select Lines To Display | 7
Catalog Itern Search Search for Lines Line Q To
Purchasing Kit
Lines
1ails Ship To/Duwe Date Staluses e Infarmation Atributes RFQ Recenang | [N
Line ltom SetlD Contract 1D |
’ 5 Q | & =] SHARE Q
} B 2 [E = SHARS

o On the “Contract Search” screen, when you click “Search” it will automatically bring up any contract
with your Supplier (if multiple contracts come up check the “Contract Detail” tab to make sure you
select the correct contract), just click on the contract you need and click “OK”:
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Contract Search

Search Criteria

SetlD SHARE Supplier SetlD SHARE
Contract ID Q Supplier 1D 0000003041 K&
sC
Contract Style Q Item SetlD SHARE
Contract Process Option ~ Item ID
Description Item Description Frepress Charge
Master Contract ID Q Category GENERIC Q,
Contract Reference Type | b | Corporate Contract ~ i
\ PO Date 05/04/2018
Search Clear
Contract Details
Item Detail || Contract Reference (=)
Select Contract ID Contract Description Supplier ID Supplier Name i
Version Con
ELOB100C 2 CLK -Elections Balot Printing 0000003041  KSHINTEGRATED

PRINTING SOLUTIONS

OK Cancel Refresh

\

o Once you have selected your contract click “Save”. You may have to exit that screen and then go back in
to move forward.

o If your PO was in a “Pend Appr” state, the system will not recognize the contract has been added if you
did not use the Contract Search icon to the left of the Contract ID field (as outlined above) and simply
saving the contract does not cause the PO Status to be “Approved”; in this case, either go back to the
contract tab and use the Contract Search icon, or change the “Price” of your PO, on the “Details” tab,
down by S1 (or whatever amount), click “Save”, then put the “Price” back up to the original amount and
click “Save” again:

Liges 7 Personalize | Find | V
Shep To/Due Date | Statuses || Reminformation | Atiributes RFQ || Contract Recenving | [F)
Line ltem Description PO Oty “UOM Category l Price ot
7 B Q@ [Prepress Charge B & 20000 [EA |@Q [GEMERIC Q) 100.00000
3 G2 @, [Green Miltary Outer 2 & 500.0000 [EA |Q [GENERIC |Q 0.04129
2 B @ [Green Miltary Affidavt |~ €8 | 10000000 EA | [GENERIC |Q 0.03751
5 ré Q j-l_ulndlcla{]uter_?n\.flopef :Ff‘ EJ, 220500000 [EA |Q |GENERIC |Q 0.04129
4 i) @ [Standard Outer Envelope of& €8, [ 2744500000 EA |@ [GENERC |Q 0.04129
1 ® @ [Standard Retun Affidavit o2 §8 | 2944500000 [EA |Q [GENERIC |Q 0.03751
6 B @, [Secrecy Envelopes 2 €& | 2944500000 EA |@ GENERIC |Q 0.03296
View Printable Version Close Short All Lines *Goto| More
View Approvals T
_-,j\ Retumto Search || Notify || % Refresh
o Your PO Status will now be “Approved” and you can move forward.
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If the “Dispatch” button on your PO is grayed out, click the “Submit for Approval” icon (green checkmark), then
the “Budget Check” icon (magnifying glass) in the upper right-hand corner:

PO Status Open
Budget Status Mot Chik'd

[ Hotd From Further Processing

Receipt Status Mot Reced
Dispatch Method Email - Dispatch

o Once the “PO Status” is “Approved” and the “Budget Status” is “Valid”, the “Dispatch” button is
available:

PO Status  Approved B X
Budget Status Valid

7] Hold From Further Processing

Receipt Status Mot Recvd

*Dispatch Method Email - Dispatch

If you get a “Server not Found” message when trying to dispatch, on the “Dispatch Options” screen that comes
up when you click “Dispatch”, select “PSNT” in the “Server Name” options:

Dispatch Options
Help
luse One Ship To Ship To 1045
| Dispatch Options
Fax Cover Page | Test Dispaich
[T print BU Comments
[_| print Duplicate on PO
*Output Destination Type WEB| ook Up Server Name ®
Help

Output Destination Format PDF
Template ID|

Server Name: begins with -

Look Up Clear Cancel BasiclLookup

¥ Process Control Option
Search Results

Emiail H)'_pi.lr!ﬂ'n

4/22/2025

Supplier/Contact Fax/Email View 100 Fitst o) 14014 (3 Last
Email ID jmcad Server MameDescription Operating System
. g F"SCDE/;(SCDB Windows
One Time Fax/Email PSNT NT Server Agent Windows
The following fax [ e-mail will override the supg PS0S380 DB2/0S390 Server Agent 05390
PSUNX UNEX Server Agent UNIX
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If your PO just will not dispatch, nothing happens: check the email address you entered on the “Dispatch
Options” screen, if the email address is invalid the PO will not dispatch:

Dispatch Options

Use One Ship To

Fax Cover Page‘i
Server Name i,
*Output Destination Type WEB -
Qutput Destination Format PDF -
Template ID
Proces trol Option

Email ID jmcadams@ymcasa

When dispatching your PO if you get an error message that says the PO is “being processed by batch programs”
there is a bug in the system with the auto-numbering that will cause this. The batch process to dispatch needs to
be restarted in the “Process Monitor”, that tile can be found on the Purchasing & Accts Payble homepage. If you
are unable to restart the process, open a ticket with IS and let them know which instance is hung up.

Not all POs need to be signed: If your PO needs to be sent to the Supplier, then the Mayor/Designee will need to
sign it to make it a fully executed, valid document. You can email it to slco-purchasing@saltlakecounty.gov, and
Contracts & Procurement will take care of getting the appropriate signature(s). If your PO is not being sent to

the Supplier, then you can keep it for your records without sending it through for signatures.

When dispatching your POs, you should dispatch to yourself (or your Agency’s generic email for POs, if you have
one). Then if your PO needs to be executed send it on to slco-purchasing@saltlakecounty.gov.

If you do not need a copy of your PO, feel free to change the “Dispatch Method” to “Phone” and then the PO
will dispatch without sending an email:

Receipt Status Not Recyd

“Dispatch Methof| Phone D Dispatch
""—-———-""
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PURCHASE ORDER - EDITING

e There is not a way to “un-dispatch” a PO and recall the PO that was dispatched; however, you can make edits to
a dispatched PO. It will kick the “PO Status” back to “Approved” and you will need to re-dispatch the PO.

e [f your Supplier has multiple addresses, in order to get the payment to the correct location, you will need to
select the appropriate address on the PO. On the Maintain Purchase Orders screen, click on “Supplier Details”,
then select the correct address and click “OK”:

RACLE

PO Supplier Information

aintain Purchase Order
urchase Order

Maintain Purchase Order
Supplier Details - STATE OF UTAH
Business Unit SLCOH

PO ID 0000046180

Business Unit SLCO1 POID 0000045180 S
Copy From | ~] “Location 002 a
¥ Header 7
PO Date 0510372018 Supplier Search Show Address Details
Contact Show Contact Details
*Supplier STATE CF U-001 Salesperson Q| Show Salesperson Details
*Supplier ID 0000004415 STATE OF UTAH
“Buyer ILandry Ina Landry

PO Reference Oniine Src From Req 0000048626 SippiterDetails Messane

Header Details Activity Summary Country USA United States
PC Defaults Edit Comments
PO Activities Add ShipTo Commd Address 1 PO BOX 141163
Requisitions Document Status Address 2
A Address 3
dd items From ¢ City SALT LAKE CITY
Catalog ltem Search County Postal 841
Purchasing Kit State UT Utah
OK Cancel Refresh

ines ¥

e Increasing PO Amounts (current year POs only): Sometimes quotes are received that don’t include shipping, so
when the invoice is received the PO is short the amount of shipping. You can simply make the change to the PO
price, on the “Maintain Purchase Orders” screen. You should also attach your new back-up to the PO line by
simply clicking on the “Comments” icon on the bottom of your PO:

Lines

Deeais | Ship ToDue Date | Staluse e Information | fasbutes | FFQ | Gonlset || Rece W

- = Dusriglion PO Oty L0 Calusgory Prics

Click the + icon to be able to add additional documentation:
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PO Line Comments

Business Unit SLCOT POID 54051 Supplier STALUNGSS-DM

Lire 1

] Ratrieve Active Commants Oinly Htriewe
“Sort Method miment Timse Slamyg "Sort Sequence | Asconding Sort

Commenis Fired | & otaf1 ' Lamt

s Siandard Commeans otk Statwn Aciive Inactraie @

Ul sendta Supplier | Bk at Receipt
| Show at Voucher

Asgociated Document

Attachment St v el View Delere L Emall

Then click “Attach” and find your attachment and attach like you do on requisitions:

PO Line Comments

Busiress Unit SLCOH POID | ARG Suppliar STALLINOSS
Line f
] Retrieve Active Comments Only Reirieve
“Sart Mathod rurse Trne Slarmg “Sont Sequencs | Ascendng ’ San
Comments Fi " g 202

cia Comment Staus Actv nachvatg +

J M Sipe T
g

L 5end 1o Suppilier ] Show at Recsipt

LI Show at Voucher

Associated Document

Anachemart Email

The change will require new approvals from your fiscal approver(s), and once approved you can do a hew
budget check and re-dispatch the Purchase Order. Please note: Any change to a PO amount must be done in the
same budget year. If you try to change a PO amount from a different year you will likely lose your encumbrance
because you won’t be able to re-budget check the PO and AP will no longer be able to pay from it.

e If you forgot to check the “Amount Only” box on your requisition, you don’t have to cancel your PO; you can still
make that designation on the “Maintain Purchase Order” screen, click on the “Attributes” tab toward the
bottom of the screen and check the “Amount Only” box (for current year POs):

q T 1014 S ETeiC - Sahedule » L
aw Printabie Version \
£ - Close She All Lines Mo

o Note: the quantity on your PO must be 1 when designating amount only, as it should be used for
services only.
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o If your PO was already dispatched, making this change will require you to re-budget check your PO (it
will remain dispatched though).

e [f your PO needs to be for less than the approved amount from your requisition: From the “Manage Purchase
Order” screen you can adjust the amount in the “Price” field (on the “Details” tab):

Close Shael All Lines (30 1o

o Then you will want to “Finalize” the document (so that no pre-encumbrance lingers on the requisition)
by clicking on the “Finalize Document” icon, up by the “Budget Status”:

PO Status  Approved
Budget Status Valid

1 f2

X
i B

\,

o After finalizing, you will need to do another budget check, it will kick back to “Not Chk’d”, and if the PO
was previously dispatched, you’ll need to re-dispatch it.

e If yourinvoice comes in for less than your PO amount and your PO is designated “Amount Only” you can send
your invoice to Accounts Payable and let them know to Finalize, and they will liquidate the remaining balance of
the PO once the voucher is created for payment.

e When making price changes to the PO after it has been dispatched, it will create a Change Order to the PO and
ask you for a “Reason Code”. This is just for tracking, when the screen comes up, click on the magnifying glass
and simply select the appropriate reason. You can also add additional comments in the comments section if
need be:

Reason Code Page
Help

Enter a reason code and comment for making changes that are being tracked

Unit SLCO1 POID NN13133P, Look Up Reason Code

Help
Reason Code @, SetiD: SHARE

Reason Type: Procurement Change

Reason Code: with -

Comment

Description: with =

Look Up Clear Cancel Basic Lookup

Last
Use Same Reason Code

oK Cancel Refrash
PRICECHG or Price Change
QUANTITY  Quantity Change

More -
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PURCHASE ORDER - ERROR

e [f you receive an error when attempting to save your PO that says “Error on line 1. Amount on schedule 1, not
equal to the sum of distributions. When distributing by amount the distributions must sum the amount of their
schedule”, unfortunately, you will need to cancel your PO. There is a bug that causes this from time to time.

o After you cancel your PO, you will need to go to the “Requester’s Workbench” and cancel/close the lines
on the requisition that it will allow.

o Then go back to your “Manage Requisitions” screen and budget check the req. to get a valid budget
status.

o Once there is a valid budget status, go back to the “Requester’s Workbench” and cancel/close the
requisition.

o You will then need to create a new requisition.

PURCHASE ORDER — LOOK-UP

e When you need to look up a PO that you did not create (either one that Contracts & Procurement or someone
else that you don’t have access to created it), instead of looking at “Manage Purchase Orders” where you would
search for your own, click on the “Purchase Order Inquiry” option in the left nav./menu, located within the
“Requisition to PO & Receiving” tile on the Purchasing & Accts Payable homepage, and you can access the

viewing rights to any PO:
Requisition to PO & Recving

Manage Requisitions
Purchase Order Inquiry
T Create Requisition - .
— . Find an Existing Value
T Expedite Requisitions v Search Criteria
_ Enter any information you have and click Search. Leave fields blank for 2 list of all values.
i Manage Purchase Orders
. ?: Recent Choose from recent searches v‘ / [] saved ‘Chﬂussﬂ
== Purchase Order Inquiry Searches Searches
i Receiving *Business Unit |: v| sLCo1 Q
= Ssourcing Workbench POID | begins with | ‘ |
Contract SetiD | begins with v/ | a|
Contract ID |beg|ns with v| ‘ 0.|
Release Number |: ‘,‘ ‘ |
Purchase Order Date [= v ‘ |
PO Status |= ol “
Short Supplier Name |beg|ns with ‘.| ‘ Q |
Supplier ID |begins with v| ‘ Q|
Supplier Name |hegins with v| ‘ Q |
Buyer |beg|ns with V| ‘ Q |
Buyer Name |negins with v| ‘ Q|
-~ Show fewer options
[ Case Sensitive
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PURCHASE ORDER — MATCHING ERROR

e After sending an invoice to Accounts Payable, if you receive an email stating there is an error in the matching
process the system is doing a 3-way match and is looking for a receipt. If you have purchased a service, you can
go in and designate your PO “Amount Only”. If you have purchased goods, you will need to receive the items
(see pg. 35 for instruction on how to receive when you didn’t create the req/PO). Go to “Manage Requisitions”
and select “Receive” from the drop-down menu on the right-hand side of the requisition, then “Go”:

i 3 eleckon oo the Adion dIopaows st a0 dick Go

BU Date Bequen! Slake Budge! Total

Criale Miw R igdilinn Roividw Change Reguisd Riratiow Chanps Tracking Manags FReceiph [Eslect Acior

e Check the box and click “Receive Selected”:
Receive Items

You havee 1 ling open for recaiving for requisiton Test Copy & Partial Payment

Redquisition Lines 1o Receive
m || Q
Hequisition Lmes to Heceve Burchase Order Digtails
anu Raigstition Ham Descrniption IemiD LM ShipTo | Ship To GLN Attention To
T i 7 lantigors
Fimmiid i Test Cogy & e i ; { £ f
i B 8o H £ Test Copy : T EA (1048 Hillan
i : ;Pam:u Payment £ : | 1 ; :I.u'ls.urL
[
ngce All | Clagr A
e Enter the quantity you received and then click “Save Receipt”:
Receipt Lines &
B(lQ
Line Item Id ltern Description Received Quantity “LOM
" Test Copy | 2 |ea a

> <

e Let Accounts Payable know the item(s) has been receipted and they will now be able to make
payment.
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e [f you receive a “Matching Error — S-210 Status Changes from Dispatched to Approved” error, the PO simply
needs to be re-dispatched.

PURCHASE ORDER — PARTIALLY SOURCED

e |f you have multiple lines on a requisition but only one or some will source onto a PO the reason is, likely, that
the additional line(s) will put the contract over the maximum amount. You’ll want to check the Sourcing
Workbench and verify the amount remaining on the contract before proceeding.

PURCHASE ORDER — PENDING APPROVAL

e [f you increase the amount of your PO from the amount that was on the requisition, that change will require an
approval from your department level approvers (those who approve your reqs). You can click the “View
Approvals” hyperlink on the bottom of the PO to see whose approval you’re waiting on:

View Printable Version
View Approvals.

5l Save ||[0" Return to Sez
e [f your PO has a status of “Pending Approval” and you haven’t increased your PO amount, likely, it is over small
cost, $10,000, and a contract wasn’t linked:
o Open your PO for editing, toward the bottom of the “Maintain Purchase Order” screen click on the

“Contract” tab, then click on the “Contract Search” icon to the left of the Contract ID field to search for
the contract ID (if you have more than one line, be sure to add the contract to each line):

Maintain Purchase Order

Purchase Order

Business Unit SLCO

PO Status Pend Appr
POID O Budget Status  Vakd
Copy From I Hold From Furit
Header
*PO Date 05 ]
*Supplier K&H INTEGS-001 |
*Supplier ID 0000003041 Q  K&HNTEGRATED PRINTHG SOLUTIONS SO e
= ¢ *Dispatch Method | Email it
svyer [ (I
PO Reference Online Src From Req 0000048557 Amount Summary

Hea Details Marchandise 33,250.52

P Defaults FreightTax/Mise.

PO Actrdties Total Amount

Requis Encumbrance Balance

= Actions

Add ltems From Select Lines To Display | 7

Catalog Itern Search Search for Lines Line Q Te

Purchasing Kit
Lines
Line ltom Description SetlD Contract 1D |
’ 5 o1 | & =] SHARE Q

& A [ ] SHARE
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o Onthe “Contract Search” screen, when you click “Search” it will automatically bring up any contract
with your Supplier (if multiple contracts come up check the “Contract Detail” tab to make sure you
select the correct contract), just click on the contract you need and click “OK”:

Contract Search
Search Criteria
SetlD SHARE Supplier SetlD SHARE
Contract ID Q Supplier ID 0000003041 K&
sC
Contract Style Q, Item SetlD SHARE
Contract Process Option | ] Item ID
Description Item Description Prepress Charge
Master Contract ID Q Category GENERIC Q
Contract Reference Type _. v Corporate Contract:L |
\ PO Date 05/04/2018
Search Clear
Contract Details
Item Detail || Contract Reference D'
Select Contract ID 52!:.’5?‘ Description Supplier ID Supplier Name 'E':If
ELOB100C 2 LK -Elections Ballot Printing 0000003041 ?ﬁ?ﬁﬁﬂéiﬁ?ﬁm
OK Cancel Refresh

o Once you have selected your contract click “Save”. You may have to exit that screen and then go back in
to move forward

o The system will not recognize the contract has been added if you did not use the Contract Search icon to

the left of the Contract ID field (as outlined above) and simply saving the contract does not cause the PO

Status to be “Approved”; in this case, either go back to the contract tab and use the Contract Search
icon to attach your contract, or change the “Price” of your PO, on the “Details” tab, down by $1 (or
whatever amount), click “Save”, then put the “Price” back up to the original amount and click “Save”

again:
Linas Personalize | Find | V
Ship To/Due Date Statuses tem Information | Attributes RFQ || Contract Receiving | [F=0)
2 e e Y Meri
Line ltem Description PO Ctys “UOM Category L Price
7 [} @, |Prepress Charge | £ i 20000 [EA |@Q |GENERIC |Q 100.00000
3 B @, [Green Military Outer B & 5000000 [EA |Q [GENERIC |Qq 0.04129
2 B @, [Greenmiitary affidat 2 €8 | 10000000/ [EA |@ [GENERIC |Q 0.03751
e 5] Q [Mo Indicia Quter Envelopes |2 €, | 220500000 EA |@ [GENERIC |Q 0.04129
4 [ @ [Standard Outer Envelope :J& €8, | 2744500000 [EA | GENERIC |Q 0.04129
1 B Q [Standard Rewmn Amidavt ;2 €8 | 2944500000 [EA |Q [GENERIC |Q 0.03751
6 B @, |Secrecy Envelopes 2 65 2944500000 EA (@ |GENERIC |Q 0.03296
View Printable Version Close Short All Lines *Goto|_ . More
View Approvals
3™ Retumn to Search | Motify * Refresh
o Your PO Status will now be “Approved” and you can move forward.
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PURCHASE ORDER — PENDING CANCEL

e If your PO has a status of “Pending Cancel” it is because you cancelled a PO that was previously dispatched; the
system requires the PO to be dispatched again to fully cancel. You'll use the Buyer’s Workbench tile located on
the Purchasing & Accts Payable homepage to re-dispatch the PO (see pg. 13 above for using the Workbench):

Select POs for Further Processing

List of Purchase Orders Personalize | Fin
Detail || Other | [F=®
;:'{:'::a“ S:E;?Es PO Status Hold PO Date Last Activity Supplier ID Buyer
[ 0000026761 B oacn? N 05/06/2016 0710172016 oooooosss1 [
" Select All Clear All \
Action: Approve Unapprove Cancel Close

Dispatch Preview Budget Check Budget Pre-Check

PURCHASE ORDER - RECEIVING

e The term “Receiving a Purchase Order” is a little misleading because you can actually receive from the “Manage
Requisitions” screen, if it is a requisition that you entered. From the “Manage Requisitions” screen select
“Receive” from the drop-down menu on the right-hand side of the requisition, then click “Go”:

s b IR SN Bted B i S Ol 3 ruig i B e e A sE e
3 0 pariort AnOTRAr SCHON 6N 3 ISgUS BN, make 3 SElECEeN oo the ACHED Aropdiwn et 3 ot §
Bery 10 Brquisition Nams L] Bt Beguest Slate Budget Total

SEFH 100 CEC D afd SLCo SOE018 POE) Dinpatched

Craale M R ba 50 o B CRange Reguess Ratew Chanss Trackng Rianage Facsipts [Earlect Ao

e Check the box and click “Receive Selected”:
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Receive ltems

You have 1 ling open Tor receing for requisiton Test Copy & Parmial Paymant

HRequisition Lines 1o Recejne

Requisition Lises to Receive Purchase Order Details

?w Requisition Ham Description memiD UOM  SwpTo | ShipToGLH | Atbention To
ey e : . : i : = rrm—
i 1 = Test Cogy & b Pns i i | E i
wlaon  mcmL s
1 [ cesm |
e Enter the quantity you received and then click “Save Receipt”:

Receipt Lines &

®|Q
Line Item Id ltem Description Received Quantity “UoM
1 Test Copy [ B |ea Q]

[T \

e If you need to receive items on a req/PO that you did not create, but that you have authority for, you will not be
able to receive using the drop-down menu on the “Manage Requisitions” screen (you can only use that option if
you entered the requisition). Instead, you will need to add a new receipt by going to “Receiving” on the left
nav./menu in the “Requisition to PO & Receiving” tile from the Purchasing & Accts Payable homepage. Click
“Add”:

Requisition to PO & Recving

Wanage Requsbons B
BCRNING

Creale M egurtcn

Add 2 Bewr Yaluse £ Find am Ensimp ks

Expedits Regurstions
7 lfanage Purchase Oroers

= PO Racaist
P hasn Deder nguiny e

L]

T Ressiving ‘\\

B Sourcing Wassbanch

e From there, type in the PO ID (you must enter the leading Os) and then click “Search”; any
available lines for receiving will come up. Simply select the lines you wish to receive and click
MOKH:
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< Purchasing & Accts Payable

 Manage Requisitions

Select Purchase Order

B} Begusitin Search Criteria
F~ Expedite Requisitions
Manage Purchase Orders
1 Purchase Order Inquiry

7 Receiving

| Sourcing Workbench

Retrieved Rows

Selected Rows | Shipping Related

\359I PO Unit
] sLeot
Select All
4

Cancel || Refresh

Then you will enter the quantity received and click “Save”:

Receipt Lines (7

Received
Qua ntity

Line Item id Item Description

1 SEFH 103- CC DESIGN

\

Add New Receipt

PO Unit SLCO1

Q

1 (/0000053436

Line
Release
Item ID
Ship To

Ship Via

Schedule

Q
Q
Q

Retrieve Open PO Schedules

PO ID

0000053436

*UOM

Clear All

More Details | [F=0)
Line Sched Release
1 1
FPers
Accept Pre
Quantity Details Receipt En
: B O

NOTE: This process can be used for your own purchases as well

Inguire Receipls

e [f you have an encumbrance from a PO that is still showing up even though the PO is completely paid out, the
issue is, likely, that when the item(s) was received, the quantity received was more than what was purchased.

From the “Manage Purchase Orders” screen click on the “Activity Summary”:

4/22/2025

36|Page



Maintain Purchase Order
Purchase Order

Business Unit SLCO1 PO Status  Dispatched AR X
PO GO0D0Z307T1 Budget Status  Walia
Copy From - Hold From Fartier Processing
¥ Haader
“PO Date 121172015 o Supplier Saarch
Backorder Status ol Bacoordened
*Suppler [AIR COMM 5007 Supplier Details Cresta BackOvoes
*Supplie 10 [B0000085 39 . AP Receipt Siatus  Recervad
*Buyed [MEmen ] “Dispaich Method Fhone -
ey
[224] Rl-r-'-rnr-nﬂlﬁnlme St Fram Rig 0000024048 Amound Summany (5
Huazgar Details Merchandese 26 8% 00
FQ Detaults QTSRS Freight Taxllisc. 000 caAae
PO ACIvRes And SMpTo Commaents i - iy
Reguisitions Document Stahss Total Armsousl FEASa 00 USD

» ACSONS Encumbrance Balance 285800 ysn

e You can check the “Merchandise Receipt” amount (in this case you can see that the
“Merchandise Receipt” amount added to the “Merchandise Matched” amount puts the total
$252 over the “Merchandise Amount”):

Activity Summary

Business Unit SLCO1
Purchase Order 0000023071
25,898.00 USD
Merchandise Receipt 3,150.00 USD
Merchandise Returned 0.00 USD = 526,150
Merchandise Invoice 23,000.00 USD
Merchandise Matched 23,000.00 USD

e Toremedy, you will need to edit your receipt and fix the amount received. Go to “Receiving” on
the left nav./menu in the “Requisition to PO & Receiving” tile from the Purchasing & Accts

Payable homepage, select the “Find an Existing Value” tab, enter your PO number, and click
“Search”:
Requisition to PO & Recving

el Fecening

I Cooate Ringqumstion

Aol @ Moerar Value
= Expedit= Regerstions

I uanage Purchase Orders

| Purchass Cuder inguiny

T Recsiving
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Requisition to PO & Recving

7] Manage Requstions.

Recahing

1 Croste Reguantion —— Valve ) e b Vi

* Sesich Cimevia

] Expedie Fegustons

Exrihint ey oGl n F2U Niavd 1S S SRand L S Sk o @ bat Sl salaus

T Manage Puschese Onders

1) Fbteei Sadiihes | Chaese hom necent semmes. w & T Saved Skiai [Crgose vom sned teaches v &
5 Purchase Ceder inguiny
“Business Uik o) o a,
T Recelving T
0 L300 pagie wen +
I Sourcing Wonsencn PO Busmss L9 Baging Wi a
'hmn'mm‘gl a
P bumber Degnz win v a
( a
a
- 0]
=%
e Edit the “Receipt Qty”, and click “Save”:
Receipt Lines &
[=](a]
Line ||'|B|‘l‘l|:| Item Description Received Quantity *uom
1 Test Copy | ] i) [Eﬁ qQ

[-eT) %
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PURCHASE ORDER — STATUS DEFINITIONS

PO Status .1

Means |~ |

Next Step [~

"Approved”

PC has been approved

Do a "Budget Check" and then "Dispatch”

"Complete”

Closed/valid

No other work to be done

"Dispatched”

The PO has been dispatched.

Wait for the invoice or the goods to be
received

"Open"

PO needs to be worked

Go to "Header Details" and update the
correct PO Type, Billing Address, and
email

If multiple addresses, go to "Supplier
Address" and update address

If you have something to attach, go to
"Comments" to attach

"Pend Appr"

The PO is over small cost and not
linked to a contract

Need to link to a contract

"Pend Cncl"

Need to dispatch the PO to change this from
"Pending Cancel” to "Cancelled"

Need to dispatch the PO to change this
from "Pending Cancel" to "Cancelled" Use
the "Buyer's Workbench" to dispatch the
PO: Main Menu=Purchasing>Purchase
Orders=Buyer's Workbench (PO will need

to be budget checked first)

PURCHASE ORDER — VIEW PRINTABLE

e To view your PO with the accounting lines showing; from the “Maintain Purchase Order” screen click “View
Printable Version” (just above the “Save button):

T B
I

RFQ

View Printable Version #f———
View Approvals

[5] Save ||i2 Relumio Search | |[=] Notity ||;

4/22/2025

A screen will pop up asking if you want to print the distribution details, click “Yes”:
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Message

Do you want to print the purchase order with distribution details Yes I Mo. (10250.337)

e If you get an SQL error, check your pop-up blocker.

POP-UP BLOCKER

e [f you are trying to view a document and nothing comes up or if you get an SQL error when attempting to view a
line, check to make sure your pop-up blocker is off; that should resolve the issue.

PRIOR YEAR FUNDS

e Goods ordered and services received in the previous year can be entered as requisitions and POs in January
using the prior year funds. Instructions for this process will be sent out yearly, just remember you’ll need to
change the “Requisition Date” to the prior year.

PROFILE

e |f your email address is wrong in PeopleSoft. Go to the Compass Icon>Navigator>My System Profile and edit
your email address and click “Save”:

Email

B(a 1-1 0f 1 «

Primary Email Account = Email Type Email Address

et e —— T os ————— B S TTIT e SRTES
|| Business vﬁ_‘;_acarlsnn@slw.org _h:) | +| — ||

e
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QUERIES

e |f you need to query payments made on any given contract use: “SLC_CONTRACTS_VOUCHERS".

e If you need to query encumbrances use: “MFA_OPEN_ENCUMBRANCES” (all open encumbrances) OR
“MFA_OPEN_ENCUMBRANCES_BY” (all current year open encumbrances)

e If you need to query pre-encumbrances, use: “MFA_OPEN_PRE_ENCUMBRANCE” (all open pre-encumbrances)
OR “MFA_OPEN_PRE_ENCUMBRANCE_BY” (all current year open pre-encumbrances)

e Visit Contracts & Procurement’s internal website for a broad list of queries that will be helpful called “Queries

for Requesters”

REQUISITION — ACCOUNTING LINES

e You can have one line on your requisition designated as a service, and “amount only”, and have another thatis a

good on the same requisition.

e If you want to look at the chartfields that you assigned to your requisition after it has been approved (and you
don’t want to edit the requisition), from the “Manage Requisitions” screen select “View Print” from the drop-

down menu, then click “Go”:

e Then click “Yes” to printing with distribution details:

Message
Do you want te print the requisition with distribution details 7 (18036,11614

e Your chartfields will then pop-up in a new screen:
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Business Unit: SLCO1 Requester: [N Status: Received
Requisition: 0000056134 Requested By GG Currency: USD
Requisition Mame: Test 1 Receiving Entered Date: 4/1512 Requisition Tatal: 10.00
Line: 1 Item Description: Test for Receiving Quantity: 1 UOM:EA  Price: 10,00 Line Total: 10.00
Line Status: Received
Ship Line: 1 Ship To: 1048 Address: Shipping Quantity: 1
Attention: Due Date: 20018 STATE ST Shipping Total: 10.00
Ship Via: COMMON Freight Terms:DEST N4-600
SALT LAKE CITY UT 84190-3100
United States
1 Processed 1048 1 100.00 10.00 ETeil] 615005 615005
Dept Fund Budget Ref
6100000100 10 2019
Open QTY Open Amt
0.0000 0.000
GL Baze Amount Currency Sequence Capitalize
1000 usD 0 N

REQUISITION — AMOUNT ONLY

e If you need to designate your requisition as “Amount Only” for services (goods should not be “amount only” and

should be receipted), from the “Edit Requisition — Review and Submit” screen click on the “Details” icon:

Comments Dalete

Cluantity Price

=

oK

Each TO10.87

Template(s) ﬂ Delate Selectad

Total

7910.87

(# Edit

0. Mass Change

o

o Next, change the “Physical Nature” to “Services” and click on the “Amount Only” box:

* hem Details |7

Marchandise fmunt
IR 1D

Category

Oiginal Substitubéd Mem
DersCription

Physacal Mabune

REQUISITION - APPROVALS

4/22/2025

T910.8T UZD

LE

Senices -

I RFQ Required
Device Tracking

Ei | I i i & Indscalor

Inspection Required
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e When a requisition that you are approving needs to be revised before you will approve, you will want to put the
requisition on “Hold”. When you “Deny” a requisition, the Requester will need to create a new requisition and
cancel the denied requisition.

e If the Agency Line Level approval says “Skipped” and it gets routed to another group (that group has system
administrators in it), the specific Department ID that was used on the requisition doesn’t have an approver
associated with it in the Route Controls. Have the Division Director or Fiscal Manager email Rachael and let her
know who the two approvers should be, and she’ll work with IS to get them set up.

e Changing Approvers —to add or remove an Approver have the Division Director or Fiscal Manager email Rachael
and request the change; she’ll work with IS to make the needed changes.

e If you have a requisition that cannot be accessed for approvals, it could be that your requisition has been
cancelled. You have two options if this is the case:
1) Start over, enter a new requisition
2) On the “Manage Requisitions” screen select “Undo-Cancel” from the drop-down menu and then click Go:

Bag ) Rttt Aarms [ = Dt Regusaz drls Pt Tt

You will then be able to edit the requisition and submit it for approvals again.

e When your approver has approved a requisition, but the requisition is still showing “Pending” instead of
“Approved”, it is because the Cap. Asset Team still needs to approve the requisition.

e If your approver gets an error when trying to approve your requisition, likely it is because one of the other
approvers has already approved the requisition. You can double check that the req. has been approved by
looking it up on the “Manage Requisitions” screen:

10 VIEW TE ITESPan anad Ine Mems 1or @ requisimon, CICK Ne EXpand mangie 1con
To edil or perform another aclion on a réguisition, make a seledlion from the Adica deopdawn list and dick Gi
Req 1D Requisition Name BU Date Budget

0000028364  po projectors new exhibit sLe

REQUISITION - ATTACHMENTS
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e |[f you are having trouble adding attachments to your requisition, try using Chrome or Firefox instead of Internet

Explorer; this may be a browser issue.

REQUISITION — BUDGET ERROR

When your requisition says, “Current Document has failed budget check” you can click on the red “Error” and it

[ ]
will give you the reason:
T Check Budget I Pre-Check Budaget Budget Checking Status:Error
Dg Save & submit k] Save for Later ot Add More ltems £
e If the error is that “No Budget Exists”:
Budgets with Exceptions
B Q
Budget Override Budget Chartfields 113
Details Business Unit Ledger Group Exception
1 & SLCO1 SL_APPROP No Budget Exists
Check to make sure that you have entered a year in the “Bud Ref” field:
Accounting Defaults Personalize | Find | £ | 2 Firsl
Chartfields1 Details Assel Information | [F=TH
Percent Location GL Unit Fund Agency Dept Account Program B
100.0000) [1029 @, |stcot @ 185 @, (3o 3, 350099000@, (625010 @,
+ 1
e If the error is anything else, or you have entered the “Bud Ref” field, you’ll want to:
1. Double-check your accounting string.
2. Verify with your Fiscal Manager that there are funds in the accounting string being used.
3. Contact, Gabe Anguiano, in Mayor’s Finance.
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e To cancel your requisition, navigate to the “Manage Requisitions” screen, find your req., and select “Cancel”
from the drop-down menu, then click “Go”:

Requisition to PO & Recving

Manage Requmsitions

Search Hequidilicas

s remgiicbend il B g Selow gnd % Ba T Byl
B Und %, W] Foequeings Mama i |
Aegeisimon 0 1 Rzl Soana) A0 DUt C oMt Endgel Slatus
Duata Frosm QL0 1/201 = Date T QLAIRTT T "
Flisgpra i Iaf 47 grig o o F naid e 1Fig < | POD A
SHarch Chear Show Advanons Sea
Reguisaioms
requsifion, ciice ha Espandd Manghe won
i Ui BN, Tk 3 3eiecian hom e Adion Sropdown kst and oo 0o
2 Tale Bedperda ! Tl Beadepet
QOOOOSS 194 Tast 1R : 4 Aacara
DOO0055195 = o MOLT01S Aw =Tk ] 3] = &
Craate o Raguesaon Farddw Crangs Fagusit Rpders Chares Tracking LA age Racesrs i Frim
#lact Aohion
e Then click “Cancel Requisition”:
Requisition Details for: Antigone Hilton Carlson
Business Unit  SLC01 Date  04/16/2019
Requisition ID 0000056198 Status  Open
Requisition Name om rental sets Total 567.14 USD
Line Details
Line Item Description Status Price Qty Total
1 jom rental set return programi Open 567.14000 Each 1.0000 567.14
Return to Manage Requisitions
e |[f the “Budget Status” shows “Valid”, you are done:
he Action dropdgwn list and click
Request State\ﬂudget
Canceled Valid
°
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If the “Budget Status” shows “Not Chk’d”, select “Check Budget” from the drop-down menu,

then click “Go”:
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LUTE FRLLHFTT A PV 1oL JD T TR
Request State Budget Total

Canceled Not Chkd 0.00 USD [Select Action]

Check Budget

Copy
PreCheck Budget
Undo-Cancel

View Print
Review Change Tracking Manage Receipts [Select Action]

e If you cannot cancel your requisition because one or more lines have been sourced, you will first need to cancel
the PO. Be sure to say “yes” to re-sourcing all regs. Then you will be able to cancel the requisition using the
“Requester’s Workbench”:

o Click the “Requester’s Workbench” tile on the Purchasing & Accts Payable homepage, and click
“Search”:

Requester's WorkBench

Find an Existing Value

~ Search Criteria

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

T) Recent Saved [P——
O Searches Choose from recent searches u| / [ e e Chooze fr

*Business Unit [= v| [BLCD‘I 0.]

WorkBenchID | begins with ~| | |

Description |begins with v| | |

~ Show fewer options

|:|CaseSensitive/

o Then click “CLOSE” (note: all of the options do the same thing, so you can select any of them):
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~ Search Results
20 rows - Business Unit "SLCO1"

1-100f20 «| >

Business Unit WorkBench ID Description
SLCO1 0000040539 Close Req

SLCO 0000043025 Cance; Requisition
SLCO 0000043413 Cancel Requisition
SLCO1 AP Close

SLCO1 A Close

sLCO1 BH close

SLCO1 BUDGET budget check

SLCO ist Budget Check

o Enter your requisition number in the “Requisition” and “To” fields, then click “Search”:

< Purchasing & Accts Payable Requester's WorkBench

Business Unit  SLC WorkBench I CLOSE
Description  Budget Check

Enter search criteria and click on Search. Leave blank for all values
Search Criteria

Requisition | 0000056188 Q To | ODO0SE19E Q
Requisition Name I Q I
Req Date "" Until
Activity Date wal To
Due Date To
Supplier ID Q
Nem 1D Q
Requester Q
Status
Ll Open [_l Approved |_| Lines Approved
D Pending Appr [ ] Canceled |. ] Denied
Sourcing
C] Partially or Fully Sourced
Encumbrance
D Open Pre-encumbrances
ChartFields
m Q 1ol View All
Chartfields | 1»
GL Unit Fund Agency Dept Account Program Bud Ref Fund Source PC Bus Unit  Proje«
Q Q Q Q Q Q Q Q Q

o Next, click the box to select the requisition, then click “Cancel”:
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Select Reqs for Further Processing

List of Requisitions

5 Q

Details 13
l Requisition ID Doc Status  Hold
0000056198 N
¥ Select All Clear All
Action: Approve

Close

Go To: Setfilter options

Requisition Budget -
Status Status Req Date Last Activity
Open Mot Chicd 04/16/2019 04M16/2019

Budget Check Budget Pre-Check

View Processing Results

On the next screen, say “Yes” to proceed:

Select Reqs for Further Processing

Accounting Date for Action |Wi

| Update Budget Date Equal to Accounting Date

Not Qualified
1-1 of 1

=

Requisition 1D Log

Proceed: No

Qualified

|
View All

&

Requisition ID Line Sc

0000056198

Return to Requester's Workbench

Then click “Yes” to continue cancelling the req.:

Continue to Cancel Reqs (10109,6)

—» Yes | No

It will bring you back to the Requester’s Workbench and you'll need to click on the “Budget Check”

option to free up the funds:
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Select Reqs for Further Processing

List of Requisitions

5 Q
‘ Details | Ii»
Requisition | Doc Status
0000056198 i
Action: Approve
Close
Go To: Set filter options

Budget Check

Requisition Budget

Status Status SIS Ly
Canceled Valid 04/16/2019 04/16/2019
u napprove Cancel
Budget Pre-Check

View Processing Results

o Then click “Yes” to proceed again, and the req. is cancelled.

REQUISITION — CAPITAL ASSET

e If you can’t seem to get the Capital Asset information working on your requisition, be sure to put “SLC01” in the

“AM Business Unit” so that you can see all the possible Capital Asset choices:

Accounting Defaults
Chartfields1 | Details || AssetInformation

AM Business Unit Profile 1D

SLCO1 =]

Capitalize

REQUISITION — CLEAR OUT/CANCEL PRE-ENCUMBRANCE

e Toclear out lingering pre-encumbrances when you have an active current year PO, you can simply “Finalize”

your PO:

o Go to “Manage Purchase Orders” and open the PO that was sourced from your requisition. In the upper

right-hand corner click the “Finalize Document” icon:

PO Status  Approved
Budget Status Valid

(| Hold From Further Processing

4/22/2025
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o This action will cause the budget status to revert to “Not Chk’d”; you'll need to re-check the budget:

PO Status Approved D 4

Budget Status Mot Chik'd ——
= im A

("] Hold From Further Processing

o Then you can (re)dispatch the PO and the pre-encumbrance from the requisition will be liquidated.

e Toclear out lingering pre-encumbrances when you have a complete PO, you will:
o Use the Buyer’s Workbench to close the completed PO.
o Then go to “Requester’s Workbench” tile on the Purchasing & Accts Payable homepage, and click
“Search”:
Requester's WorkBench

Find an Existing Value

~ Search Criteria

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

) Recent  [ropnose from recent searches u| /I saved Choose fr
Searches Searches |

*Business Unit (= | [BLCU’I Ql

WorkBench 1D |begins with | | |

Description |beginswith V| | |

~ Show fewer options

[ Case Sensitive /

o Then click “CLOSE” (note: all of the options do the same thing, so you can select any of them):
v Search Results
20 rows - Business Unit "SLCO1"

1100720 ~| >

Business Unit WorkBench ID Description
sSLCo 0000040539 Close Req

SLCO1 0000043025 Cance; Requisition
SLCO 0000043413 Cancel Requisition
sLCO AP Close

sLCO A Close

SLCO1 BH close

sLCo BUDGET budget check
sLCc @:STE; ist Budget Check
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Enter your requisition number in the “Requisition” and “To” fields, then click “Search”:

sing & Accts Payable

Requester's Workbench

Filter Options

Business Unit  SLCO1 WorkBench I CLOSE
Deseription  Budget Check
Enter 5 ¢arch crileria and click on Search. Leave blank for all vabues.
Search Criteria
Requisition Q000056194 Q, To | DDOOOSE194 aQ
Redquisition Name T Q T
Req Date ""' Unitil "‘J
Activity Date "" To ""
Due Date El To =
Supplier ID Q
Hem 1D
Requester
Status
D Open D Approved D Lines Approved
D Pending Appr il Canceled Ll Denked
Sourcing
D Partially or Fully Sourced
Encumbrance
D Open Pre-encumbrances
ChartFields
m Q 1101
Chartfields 13
GL Unit Fund Agency Dept Account Program Bud Ret Fund Source
Q Q Q Q Q Q Q
L4
Search Refum fo Reque Warkbench
Next, click the box to select the requisition, then click “Close”:
Select Reqs for Further Processing
List of Requisitions
5 Q
| Details ‘ ‘ Approval | 113
S Requisition Budget
Requisition ID Doc Status Hold Status Status Req Date
0000056194 B M Approved Valid 04/15/2019
Action: Approve Unapprove Cancel
Budget Check Budget Pre-Check

Requester's Workbench

View All

PC Bus Unit  Projed

Q

Last Activity

04/15/2019
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o Onthe next screen, say “Yes” to proceed if the Req. ID is in the “Qualified” section; if it is “Not
Qualified”, as seen below, you can check the “Log” to see why it isn’t qualified:
Select Reqs for Further Processing
Accounting Date for Action p4,r151201g ""
D Update Budget Date Equal to Accounting Date
Not Qualified Qualified
= 1-10f1 ; -
View All
Requisition 1D Log Requisition ID Line Sched
] 0000056194 [52]

o

If there is a little triangle in between the boxes, you can force the qualification by clicking on the box to
the left of the requisition and then clicking on the triangle:

Select Regs for Further Processing

Accounting Date for Action p41‘16;‘2019 ?:?]

|:| Update Budget Date Equal to Accounting Date

Mot Qualified Qualified

5 1-1 of 1 O —

i
View All
Requisition ID Log Requisition ID Line Sched
\D 0000056194 (52

o Once “Qualified” click “Yes” to proceed:

Select Reqs for Further Processing
Accounting Date for Action | 04/16/2019

D Update Budget Date Equal to Accounting Date
Not Qualified

Qualified
= 1-10f1 sy
View All
Requisition ID Log Requisition ID Line
] = 0000056194
¥ Select All Clear All
Proceed: No Return to Requester's Workbench

o Then click “Yes” to continue to close the req.:
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Continue to Close Reqgs (10109,5)

—ﬂ Yes No

o It will bring you back to the Requester’s Workbench and you’ll need to click on the “Budget Check”
option to free up the funds:

Select Regs for Further Processing

List of Requisitions

5 Q
Details Approval 1»
Regquisition ID Doc Status  Hold ';f:t‘l‘li:iﬁ"" Budget Status Req Date Last Activity
0000056194 B N Complete Not Chkd 04/15/2019 04/116/2019
¥ SelectAll Clear Al
Action: Approve Unapprove Cancel

Close Budget Check Budget Pre-Check

o Then click “Yes” to proceed again, and the req. /pre-encumbrance is closed.

REQUISITION - CONTRACT

e To make a purchase off of a contract, as you enter your requisition on the “Edit Requisition — Review and
Submit” screen click on the “Details” icon:

Ling Description jam ID Supplier Quantity oM Price Total

l| 1 Each 1188.00 1188.00

Salt and Snow Removal - CW CONCRE
Soush ASPHALT RE)

o Then, in the “Contract Information” section, click on the contract search icon (second
magnifying glass):

Contract Information (7

¥| Use Contract if Available

Contract ID ~

Contract Details
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o Next click “Search”, you don’t need to enter any information, it will bring up all contracts with
your selected Supplier, if you click on the “Contract Detail” tab you’ll be able which agency
“owns” the contract or if it is countywide (designated by either CW or CZ) and you can select
either your own agency’s contract, or a countywide contract:

Search Criteria

SetlD SHARE Supplier SetlD
Contract ID e Supplier 1D
Contract Process Option - Htem SetiD
Description Itemn 1D
Master Contract ID a Item Description
Contract Reference Type - Category
Requisition Date 02/08/2016 Corporate Conftract
Search Clear
Contract Details
ltem Detail || Contract Reference | Contract Detail JIF=®
¥ = Contract
Select Contract ID Version Description Supplier ID
DA15033 1 DA Snow Removal 0000005585
0000000434 1 CZ Snow Removal 0000005585
OK Cancel

o The system will then prompt you with the following:
Message

Affirmation to Use Contract (22300,1)
1 affirm that the requested tem{s)service(s) is/are covered under this contract, and that the price is at or below the contracted rate

Yes Mo

This is an opportunity and a reminder to verify that the contract you want to use covers the items or
services you’re requesting, and to double check the pricing to make sure it is at or below the contracted
rate.

o Then continue with your requisition, the contract will carry forward to the PO.

o If, when attempting to link to a contract, your contract is not coming up as available. There could be one of the
following issues:
o If you are using a different Supplier ID than what is used on the contract (e.g. Dell #0000000065 vs. Dell
Marketing LP # 0000002747) it will not be available. Go to the “Supplier Contract Inquiry” tile from the
Purchasing & Accts Payable homepage and look up the contract to see which Supplier ID is associated
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with the contract you need to use. If it is different than what you have on your requisition, you’ll want to
correct it on the req.

o If the contract has expired it will not be available — you can go to the “Supplier Contract Inquiry” tile
from the Purchasing & Accts Payable homepage and look up the contract to verify the expiration date.

o Ifthe contract is not in an approved status (usually we’re waiting on the Supplier to sign the contract so

we have a fully executed contract) it will not be available; feel free to check with Contracts &
Procurement on the status.

REQUISITION - EDITING

e If you need to edit your requisition but are getting a message that “one or more lines have been sourced”, you
will first need to cancel the PO associated with your requisition, make sure to say “Yes” to re-source all lines,
then you will be able to edit the req. and re-source to a new PO.

e To change the dollar amount on your requisition when that field is grayed out:

Special Requests

Enter information about the non-catalog item you would like to order:

Item Details

*ltem Description | 0m rental setreturn program

*Price FET7. 14 S—
*Quantity 1
*Category GENERIC Q

o You will first need to take out the contract that is linked to the requisition by going to the “Edit
Requisition — Review and Submit” or Checkout screen, click on the “Details” icon:

Price Total Details \ Comments Delete

567.14 567.14 D Add i}

o Delete out the Contract ID, then click “OK”:

55| Page
4/22/2025



w Contract Information (7

Use Contract if Available

ContractiD 0000002147 Q]
Contract Details \
Version 1
Contract Line a
Category Line Q
w Supplier Information (2
SupplierID | BID Qs
Supplier Location |001 G Main

Suggest New Supplier
Supplier item 1D

Supplier's Catalog

w Manufacturer Information (7

Manufacturer ID Q
Manufacturer
Manufacturer's Item ID Q
UPN Type Q
UPNID Q

w Sourcing Controls (%

Consolidate with other Reqs
D Calculate Price

Override Suggested Supplier

Cancel

o Once the contract is removed, the “Price” field will be available:

Item Details

*Iltem Description Inm rental set return program

*Price 567.14|
*Quantity 1
*Category |GENERIC Q

o After making your edits, be sure to add your contract back.

e To change the account on your requisition after it has been saved, from the “Manage Requisitions” screen select
“Edit” from the drop-down menu, then click “Go”:

To edil or ;‘mf:hl.'n another action on rn-:u:n‘. on, make a selection I'r.'.r".‘.-'m Action dropdoan B and dlick Go
Req 1D Requisstion Name By Date Request State Budget Toisl
B 0000028520 NV HEA1GSLCDESWI-01  SLCOT  OSM320M6 Open Mol Chi'd 7.995.00 UsD [Selec Adion]
Cano
Chack Budgel

—

PreChack Budgel
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o It will bring you to the “Edit Requisition — Review and Submit”

Edit Requisition - Review and Submit

Retera thee e inficemation and submil Bie req for approva

Requasiion Sammary

Business Unit  [SLC01

screen click on “Requisition Settings”:

alt L ke Count Requisition Hameg NV HEATESLCDssing - 01
Rrr.-m'.'.rr_ 3 KLaFoe Requisition I 0000028520
- e g o Pricrity Medum =
Recomnting Date 054122016 W CCwirency  [USD
Can Semmany: Tolal Ameunt T,995.00 USD
Expand lines 1o revderw shipping and accounting deta sl Add Morg Bemis

o First delete out the “Alt Account” on the very far right of the screen — you must scroll over to see it.
Delete out the “Alt Account”, then click “Save for Later”:

Personalize | Find | &2 First ‘%' 1 of1'#/ Last

Charthiekds? Details Aszetl

Lource Type Category Subcategory Affiliate Fund Affal

: _

o It will clear out the “Account” field and then you can make your correction:

Accounting Defaults

Personalize | Find | &2 | B F

Chartfieldsi || Details | Assetinformation | [F28
Percent Location GL Unit Fund Agency Dept Account Program Bud Rel
100.0000 1132 @ SLCo1 @ 370 @ 020 21500020z%@, 667005 |@& @ 2016

o After making the change, if your requisition was already approved you will need to “Pre-Check Budget”
and “Save & Submit” again.

REQUISITION - EXPEDITE

e When expediting requisitions to POs if all the requisitions are checked when you “Submit”, it will lump all of the
regs. from the same Supplier onto one PO. To correct, you will need to cancel the PO, be sure to mark “Yes” to
re-sourcing all regs., and then source each requisition separately by checking one requisition box at a time:
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Expedite Requisitions

Search Requisition Schedule Lines

To locate requisition schedule lines that have been approved and are available for manuz

button.
*Business Unit SLCO1 @,
Requisition 1D @
Requisition Name @,
Requester @,
Buyer @,
Search Clear
Requisition Schedule Lines
Sourcing Item Substitution
Include Requisition 1D Linea Sched Item Description
[F1] 0000029572 1 1 :l‘r? RRFB-XL RRFB EX
/D 0000029429 1 1 %5‘ Exhibit Lightin
Il 0000029394 1 1 #* RoofReplacemen
£ 0000029450 1 1 g* om maint oil
[ 00000288584 1 1 2# Exhibit support
[ 0000029200 1 1 f‘—r? SMG STEC April

e If you expedite a requisition, but it never shows up in your “Manage Purchase Orders” screen there was an error
sourcing the req. You can use the “Sourcing Workbench” to diagnose the problem and move the requisition out
of the sourcing tables. Click on the “Sourcing Workbench” option on the left nav./menu when you are in the
“Requisition to PO & Receiving” tile from the Purchasing & Accts Payable homepage:

o Once there, you can select various “State Status” options (most of the time they are under “Error”, so
that is a good place to start, if you leave this field blank it will take forever to load because all the
successes will show up as well):

€ Purtrasng & Avtes Payable Requisition to PO & Recving

M Aosurders 2 o
Sourcing Workbonch

~ Regauben Sourcing
T Enpeie Rpqaafons ¥ Search Crilecia
= Procass instance a Pkl e
Wanage Pt hass Oraes
a PO Stage Trps
T Parchass Dnder Bgeiry :
a PO Stage ID
Ry Requiztion hame a tinge Sanass. [N
Souming Warkbansh Buyer -1 o a

Carract SetiD a Liss N

Coniract ID Q Scheduis Mumssr

Saarch

Saarch Results
wQ
Solectad Homa Sxage infn Errer Wezuages i

56l metaece “Sug s Unit Buyer- Supplier D Loe em 1D DO scriptizn Fequissien D= Purchase Orders
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o Next, find your name in the “Buyer” column or requisition and then click on the B icon to get the
details of the error, for example:

[y PR PO T T

POID UNASSIGNED Schedule Details
Message Either no supplier was found for this item (no supplier, or supplier_invoice table), or the givenffound supplierflocation is inactive.

#* This particular error message tells you that the supplier is inactive, get in touch with the Supplier
Team in Mayor’s Finance and see when they are going to activate the supplier (any time a change is
made to the supplier, it is flipped to unapproved, and must be approved by another set of eyes. The
process usually doesn’t take very long)

o Once you know what the error detail is, click “Return to Sourcing Page” toward the top of the screen:

Sourcing Workbench

Sourcing Details

w

Process Instance 394198

Business Unit SLCO1

o Then click on the box to the left of the “Instance” number, followed by “Purge”, and finally “Save”:

Search

Search Results

5 Q
Selected ltems Stage Info Error Messages (3
Sel Instance *Stg Status Unit Buyer= Supplier ID Loc It
(V)  e3ries B | Emor v sLcot ] 0000005729 01 It
¥  Select All UnSelect All

Purge Recycle

[ Save Notify Refresh ‘

o This will kick it back to your “Expedite Requisitions” screen and allow you to re-source to a PO once the
error is resolved. (Note: If the error is that the contract maximums would be exceeded, please get in
touch with Rachael, Contracts Administrator, to verify the amounts on the contract and the best way to
proceed)

REQUISITION — GOING TO BID or SOLE SOURCE
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When entering a requisition for an RFP solicitation, use “BID” as the supplier and attach your RFP Development
Worksheet to the requisition.

e When entering a requisition for and RFB or RFC solicitation, use “BID” as the supplier and attach your RFB/RFC
Development Worksheet to the requisition.

e When entering a requisition for a Sole Source purchase, use “CP” (or “BID”) as the supplier and attach your Sole
Source Request Form to the requisition.

e When entering a requisition for an RFQ (Quote Process), use “BID” as the supplier and attach your quotes to the
requisition. NOTE: Do not select “RFQ Required” within the Line Details (this will prevent the req. from being
sourced to a PO):

Line Details
Line Details 2
No Image Line 1 ﬂ" sm maint motors for pumps Line Status  Open
Item Details 7
Merchandise Amount  3000.00 USD [JRFQ Required
Item ID Device Tracking
Category GENERIC Zero Price Indicator
Original Substituted Item [ Amount Only
Description Inspection Required
Physical Nature
REQUISITION - INVOICE

e You will notice that there is not a field to put an invoice number on requisitions; requisitions and POs, are for
ordering, not payment of goods. Generally, you will receive the invoice when the goods are received.

e As Accounts Payable is entering in invoice information, the system checks and will not allow duplicate invoice

numbers.

REQUISITION — MULTIPLE DISTRIBUTION LINES

Remember, do NOT use multiple distribution lines to distinguish different invoices; it causes errors in the

General Ledger. Keep in mind that you should be using multiple PO lines not distribution lines if you are

purchasing different items. For example, if you are purchasing computer monitors, keyboards, CPUs, and mice,
you should have 4 different lines on the PO for each item, not 1 PO line with 4 distribution lines.

o Distribution lines can be used when splitting the purchase between multiple budgets for the overall

purchase: For example, 60% of the purchase being allocated to you Operations Budget and the other

40% to Equipment/Supplies. Multiple distribution lines should only be used when only 1 invoice will be
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submitted for payment. If multiple invoices will be submitted use multiple PO lines not distribution

lines.

REQUISITION — STATUS DEFINITIONS

isition Stat Budget Mea Next St
Requ n (3 State ns ep
Do a budget check then go
Approved ProvValid |1t has been approved, needs to be budget checked eProcurement=Buyer Center=Expedite
Requisition
Go to ePl t=B Center>Expedit:
Approved Valid Ready to expedite into a Purchase Order ° 0_ e_ .rocure-men TRUYer Lenter=expedite
Requisition
Try to budget check. If you are unable to budget check succesfully |To unlock, tell Nathan Gubler or Tiggy Carlson
Approved Mot Chk'd | and you do not get an error message or successful budget check,  |the req number and user name, and they can
the requistion is locked unlock the Source Header
Canceled Error Example - Exceeds Budget Tolerance Contact Gabe Anguiano in Mayor's Finance
Canceled Mot Chk'd | The req has been cancelled, but not budget checked Do a budget check
Canceled Valid The req has been cancelled and budget checked Mo action required
The requisition is complete: Either the PO is paid out and the PO
Complete Valid and req closed, or the req has been cancelled,/closed No action required
Denied ProvValid |The req has been denied. You should cancel it to get off of the list  |Cancel the req
Need to edit th d then "Submit fi
Open ProvValid |The Req has not been submitted for approval &e Oi the reqand then “submitior
Approval
Check to see what the error is by clicking on
the link "Error”. You then need to act on the
error, which could mean talking with the Fiscal
Open Error There is a budget exception with the req Manager to get the right chartfields or ensure
that the budget is correct.
Once the error is resolved, click "Pre-Check
Budget” and then "Save & Submit”
. You have not done a "Pre-Check” of the budget or submitted for Edit the Req and click "Pre-Check Budget" and
Open Not Chk'd " o
approval then "Save & Submit
1. No action required until receiving, if
1. You have cancelled/closed a PO and another PO was created applicable
Partially Dispatched |Valid or or
2. Multiple line req and only partially expedited to a PO 2. Cancel the PO and resource or create
another PO for the lines that were not sourced
When the goods come in, receive the
Partially Received Valid The PO has not been completely received. remaining quantity. If the goods do not come
artially hecelve &l You did not the receive the complete order. in, close the PO (this will relieve the
encumbrance)
Pending ProvValid |Needs to be approved Wait for the approval
Check with your Fiscal Manager to get a valid
The requisition was submitted when a budget was not available, chartfield string to ensure that it has the
Pendin Error make sure the budget is "Provisionally Valid" before you submit for |correct fields. Once you have the budget
€ approval added or the chartfields is correct, you can
click the "Pre-Check Budget” and then hit
"Save & Submit", if it is valid
Need to select "Pre-Check Budget” from the
Pending Not Chk'd | You need to do the "Pre-Check Budget” action &

drop-down menu
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Requisition State Budget Means Next Ste
4 State P

> - - -

If the line was cancelled legitimately, then no

PO Partiall ction i ded. Iftheli lled i
artaty Valid One of the lines was cancelled on a PO. action s neede & Ine was cancefedin

Cancelled error, you need to create a new Req for the

cancelled line

1. No action required

PO Partiall 1. You have cancelled a PO and another PO was created or
Com Ie‘tedv Valid or 2. Create another PO for the lines that were
’ 2. Multiple line req and only partially expedited to a PO not sourced
1. Work the PO to get it dispatched
1. You have cancelled a PO and another PO was created or
PO Partially Created |Valid or 2. If the unsourced line is valid, it needs to be
2. One of the lines was expedited to a PO, the other line(s) was not |expedited to a PO, otherwise cancel the
unsourced line(s)
PO(s) Canceled Valid The PO was cancelled Mo action required
PO(s) Completed Valid The PO has been closed Mo action required

Close the requisition, then budget check using
the "Requester's Workbench",
Purchasing=Requisitions>Requester's
Workbench

The PO was closed. The req closed , a pre-budget check was done
PO(s) Completed ProvValid |instead of a budget check. The req is looking an approval. We
should not pre-budget check a closed requistion. Only budget check

PO(s) Created Valid The PO was expedited Waork the PO and dispatch it
PO(s) Dispatched Valid The PO has been dispatched No action required until receiving, if applicable
Received Valid Items have been fully received Mo action required

) ) ) ) Edit the req and click "Pre-Check Budget” and
There is a negative amount on a line. Make sure that all lines are

See Lines Mot Chk'd - o then "Save & Submit”
approved, otherwise the credit will not go through
There i ti t line. Mak that all li

See Lines Valid erelsanega M_E amaun Dr? @ |.ne aKe sure that aitfines are Make sure that you expedite all lines
approved, otherwise the credit will not go through

See Lines Error You have a budget error with a line that has a credit Fix the error. "Pre-Check Budget” then "Save

& Submit”

REQUISITION — STUCK APPROVAL

e If your requisition seems stuck after it has been approved — the system is acting like the requisition hasn’t been
approved. The system got hung up in the process of the approvals. You should edit the requisition and make a
change to either the price or quantity, click “Save for Later”. Then change the price or quantity back to what it
was and click “Save & Submit”. This will re-initiate the approval process and allow you to move forward.

e If you have multiple lines on your requisition, but only one line is approved the system got hung up in the
process of the approvals. You should edit the requisition and make a change to either the price or quantity on
each of the stuck lines and click “Save for Later”. Then change the price or quantity back to what it was on each
line and click “Save & Submit”. This will re-initiate the approval process and allow you to move forward with all
lines.
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REQUISITION — STUCK; CANNOT BUDGET CHECK

If you cannot budget check your requisition, the system acts like it is performing the action but doesn’t, contact
Rachael Rigdon, in Contracts & Procurement, to unlock the Source Header; then you should be able to move
forward.

SECURITY

To get a new Requester or Approver set up fill out a “Request for Access to MyFin Purchasing System” form; this
is found on Contracts & Procurement’s website under “MyFin Forms”. Fill it out and have your Division Director
sign, then send the form to slco-purchasing@saltlakecounty.gov. Note: Mayor’s Finance also has a request form

on their site that will need to be filled out and approved by them for access to the General Ledger System
(vouchers, customer/supplier info., journals, project costing, etc.).

If you have already been added as a Requester or Approver, but do not have access to the pages you need or are
getting messages that you do not have authorization, contact Contracts & Procurement and they will work with
IS to get your access sorted out.

SUPPLIER

To get access to view Suppliers in MyFin, request the role “SLC_AP_Vendor_Inquiry” from Mayor’s Finance.

To look up a Supplier click on the “Supplier/Customer Inquiry” tile from the Purchasing & Accts Payable
homepage.

If you look up a Supplier and they have two Supplier IDs contact Mayor’s Finance, suppliers@saltlakecounty.gov,
and they will work with Contracts & Procurement to determine which Supplier ID should be inactivated (if both

IDs have active transactions, we will have to wait to inactivate one of them).

Some Supplier IDs have multiple addresses associated with the one ID, like the University of Utah or State of
Utah. Instead of viewing all the addresses on the “Supplier” screen in PeopleSoft, look up all of the addresses for
any Supplier ID use the query “SLC_SUPPLIER_ADDRESSES”, be sure to use the magnifying glass so the name is
exact.

To get a Supplier added: Send the vendor an invitation in PaymentWorks and once the process is complete their

information will be brought into MyFin (this includes no-cost vendors — vendors do not have to enter banking
information if they will not be paid by the County).
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e |f you are using a Supplier ID and the system says that it is invalid, the Supplier Team in Mayor’s Finance is
making or has made a change to the Supplier and it has flipped the supplier from “Approved” to “Unapproved”,
making it temporarily unavailable to use on requisitions and POs. Tiggy Carlson will look at the change that was
made and then approve the change which will activate the Supplier ID. This process usually doesn’t take very
long, but if you have questions, feel free to contact Tiggy.

TRAINING

e There is a lot of information on the Contracts & Procurement website as far as training materials. The best place
to start is the “Quick Reference Guides”, which covers all the basic information for various types of requisitions
as well as this Troubleshooting Guide.

WORKLIST ISSUE - APPROVALS

e [f you find that transactions are not clearing out of your approval worklist, this is caused by a bug in the system,
Rachael Rigdon, rrigdon@saltlakecounty.gov, can manually clear these out for you. Send her the Instance ID,
and she will mark the transaction “Worked” so that it will not appear on your worklist. To find the Instance ID,

navigate to your worklist and click on the “Detail View” hyperlink:

< Worklist Detalls Worklist

Worklist

—,

Worklist ltems

B Q
From Dats From Work Ham Worked By Activity Pricrity Link
[ T Transacten Approved Appreval Workfiow eMedum |~ | ERRRAR- RS R Mark Warked

o Scroll to the far right to find the Instance ID, in this case, it is 121915:

Selected Dttm Activity Name Comment Timed Out Instance Transaction

12/03/2018
Pt ECAW_ROUTE 121915
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