9.2 Update Existing Purchase Order

Purpose: Use this document as a reference for making changes to an existing purchase
order in ctcLink.

Audience: Purchase Order maintainers

@ You must have at least one of these local college managed security roles:

+ ZD Accounts Payable Inquiry
*+ ZD Purchasing Inquiry

« ZZ Purchase Order Entry

* ZZ Purchasing Approval

You must also set these User Preference Definitions:

+ User Preferences: Purchase Order Entry
+ Buyer Setup

If you need assistance with the above security roles or User Preference Definitions,
please contact your local college supervisor or IT Admin to request role access.

Update Existing Purchase Order

Navigation: Purchasing > Purchase Orders > Add/Update POs

The Purchase Order search page displays. Select the Find an Existing Value tab.
Enter Business Unit.

Enter PO ID. Optional to add additional search criteria.

Select the Search button.

The Maintain Purchase Order page displays.

In the Lines section, select the Add a New Row [+] icon.
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https://ctclinkreferencecenter.ctclink.us/m/56084/l/1176969-fscm-security-user-preference-definition-in-finance#zz-purchase-order-entry-user-preferences-procurement-purchase-order-authorizations
https://ctclinkreferencecenter.ctclink.us/m/56084/l/555517-fscm-procurement-buyer-and-requester-setup

< Manager Self Service Purchase Order

Maintain Purchase Order
Purchase Order

Business Unit WA1TD PO Status  Open & & X
POID 0000003205 Budget Status NotChikd B [}
Copy From [Iold From Further Processing
+ Header 7
*PO Date 030672019 %  Suppber Search Doc Tol Status Vaid
*Supplier AFTCOPE-002 & sypgler Detais
“Supplier 1D V000000001 Q  American Federation of Teachers AFL.CI) Receipt Status. ot Recyd

Method | Print o Dispatch

*Buyer| CTC_BRAMREZ Q Bl Ramirez
Amount Summary ¢

PO Reference
Header Details Activity Summary Merchandise 10,500.00
PO Defauls Add Comments Freight/Tax/Misc. 000 _
PO Activities Add ShigTo Comments Total Amount 10,500.00 USD
Requisitions Document Status Encumbrance Balance
= Actions
Add ltems From ¢ Select Lines To Display ¢
Catalog ltem Search Search for Lines Line Q To Q Retrieve
Purchasing Kit
Lines (% Personaiize | Find | View Al | 2| [ Frst ‘4 1011 & Lat
Details Ship TuDue Date || Statuses | fem information Attributes || BFQ Contract Beceiving | [F=H
Line Hem Deseription POGly *UOM  Category Price ""‘m’; status
1 B joso-se @ [Paper, Art varous Types: | B | 300000 Ea o 050 350.00000 1050000 approves > [ =
View Printable Viersion Close Short Al Lines *Go to| . More . <]
[filSave || [Gh Return o Search | |[&]Nobify || ¥ Refresh b Add || Bl UpdateDi

7. The Enter number of rows to add window displays.
8. Enter the number of rows you'd like to add.
9. Select OK.

Enter number of rows to add:

Cancel |

10. The Enter number of rows to add window disappears. A new, blank row appears in the
Lines section. Enter valid field values for:

a. ltem.
b. PO Qty.
c. Price.
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11. Select the Schedule icon.

¢ Manager Self Service Purchase Order

Purchase Order

Business Unit WA170
POID 0000003205

Copy From w

Header 7
*PO Date | 0082019 (]
*Supplier AFT COPE-002 Q
*Supplier 1D VODR000001 [« §

“Buyer CTC_BRAMREZ [

PO Reference

Suppler Search
Suppher Details

Amencan Federation of Teachers, AFL-CI)

Bl Ramirez

PO Status  Open 4 4

Budget Status  Not Chicd

ne

Cnetd From Further Processing

Doc Tol Status Vakd

Receipt Status  Not Recvd

“Dispatch Method | Print w

Amount Summary 7

Personalize | Find | View a1 | £4] B

Calculate

uso

Q Refriewe

First

Merchandise

Header Details Activity Summary Merchandise 10,500.00
PO Defaulls Add Comments FreightTaxMisc. 0.00
PO Activities Add ShipTo Comments Total Amount 10,500.00
Requistions Document Status Encumbrance Balance
= Actions
Add tems From ¢ Select Lines To Display
Catalog Eem Search Search for Lines Line a To
Purchasing Kit
Lines 7
Details Ship ToDue Date || Statuses. Rem Information Attributes || RFQ Contract || Receiving | [FT0
Line lem Description POGY "UOM  Category Price
1 B [0s0-59 @, [Paper, Art, Various Types | 6] 30.0000) EA | 050 350.00000
2 B [osos0 3, [Pieture Frames ang B &I Es o oso

Wiew Printable Version

HiSove || [ Return to Search | |[&] Notity

Cloge Short AlLines

= Refresh

"Go tof . More

Status

10,500.00 Approved

0,000 Apgroved

» Add

4 12002 & La

12.
default.
13.

Select the Distributions/Chartfields icon.

The Schedules page displays. If you want you can change the ship to details otherwise leave

< Manager Self Service Purchase Order

Maintain Purchase Order
Schedules

Unit
POID 0000003205

Wa170

Return to ain Page

Supplier AFT COPE-002
PO Date 0082015

PO Status Open

Lines Find | View Al First ‘4 20f2 '} Last

Line 2 tem 050-60 Picture Frames and Framing Sup PO Qty 1.0000 EA Merchandise 100.00 USD
Amt

Schedules Personalize | Find | View an| | First ‘4" 10of1 ‘% Last
Details || Statuses | Shipment | Matching || Receiving | Freight | BTV | [FEN

Sched *Due Date *5hip To PO Gty Price Mprdrmngrni Status

i B (03082019 W (1TO-CENTRL | (& 1.0000 100.00000 100.00] Acthve % od B E

#Add ShipTo Comments
nsave | ||a™ Return to Search =] Motify || =* Refresh + Audd ale
14. The Distributions for Schedule 1 window displays. Adjust Chartfields as necessary.
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15. Select OK.

Distributions for Schedule 1

Hi
Unit ¥WA170 Supplier AFT COPE-DOZ
POID 0000003205 tem 050-80 Ficture Frames and Framing Sup
Line 2
Schedule 1 Status Active
"Distribute By Schedule Qty 1.0000
"Liquidate By [Amount ] Merchandise Amount 10000 USD
SpeedChart @ Mubi-SpeedCharts Doc. Base Amount 100.00 USO
Distribution Personakze | Find | View Al [ | B Fest 4 1071 (& Last
Chartfieids || DetadsTax | Assetinformation | ReqDetal | Statuses || Budget nformation | [FTTH
Dist Status Percent PO Qty Me'c':::;‘; Currency "GLURIt  "Account Oper Uit Fund Dept Class gr}:n“ Eila”!'
1 Open [100.0000] T 1.0000 100.00 USD WAI70]Qy (1000070 JQy [7171 |Q [448 [Q [10504 ]y 014 |y N Q, |
< >

Cancel Refrash

16. The Distributions for Schedule 1 window disappears. Select Return to Main Page link.

< Manager Self Service Purchase Order

Maintain Purchase Order

Schedules
Unit WaA1T0 Supplier AFT COPE-002 PO Status Open
POID 0000003205 PO Date 030672019

Return to Main Page

Lines Find | View Al First ‘4 20f2 "}’ Last

Line 2 hem 050-80 Picture Frames and Framing Sup PO Gty 1.0000 EA Merchandise 100.00 USD

Amt

Schedules Personalize | Find | View a1 V| B First 4 10f1 & Last

Details || Statuses | Shipment | Matching || Beceiving || Ereight | BTV

Sched *Due Date *Ship To PO Gty Price Lo m‘:;‘; Status

i B [oaoez019 i 170-CENTRL |q [ 10000 10000000 100.00 Active B o & B = (=
Add ShipTe Comments

nlSave | (&M Return to Search =] Notify | 2% Refresh L» And Update/Display

17. The Purchase Order page displays.
18. Select the Save button.
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< Manager Self Service Purchase Order

Purchase Order

Business Unit WAITO
POID 0000003205

Copy From v O Hold From Further Processing

PO Status Open & B X
Budget Status  Not Chi'd = @

v Header 7
» Doc Tol Status Valid
*PO Date 02082019 (] Supplier Search o v
*Supplier AFT COPE-002 Q Supplier Detais

*Supplier 1D V000000001 @ American Federation of Teachers, AFL-CIO flecelpt Status. 1ot Recvd
i Prin
*Buyer CTC_BRAMIREZ @ Bil Ramirez Method | Print o

PO Reference Amount Summary ¢
Header Detais Activity Summary Merchandise 10,600.00 ————
PO Defauts Add Comments FreightTaxMisc. 0.00 &

Total Amount 1060000 USD

PO Activities Add ShipTo Comments
Reguisitions. Document Status Encumbrance Balance
= Actions

Add tems From 7 Select Lines To Display 7

Catalog ftem Search
Purchasing Kit

Search for Lines Line @ To Q Retrieve

Pensnn.gnzelfinn|\.r.cw,\\|||:_"'|El First ‘4 1-20f2 b La

Lines 7
Detads || Ship To/Due Date | Statuses || Reminformation | Attributes || RFQ | Contract | Receiving | [T

) ! ) Inspection Close
Line e Description Receiving Required ey Inspect ID o
1 B [0s0-59 @ [Paper, Ant, Various Types: [ Required . [} O =
2 B [os0-s0 @ [Picture Frames and 2 [Reguirea | | O +] =
View Printable Version Close Short All Lines *Goto [ More . ]

e Add 7] Update

6" Return to Search | |[=]Notify | |22 Refresh |

19. Process complete.

Video Tutorial

The video below demonstrates the process actions described in the steps listed above.
There is no audio included with this video. Select the play button to start the video.

A VIDEOS COMING SOON!

Video Tutorial Via Panopto

View the external link to Update Existing Purchase Order. This link will open in a new tab/

window.
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