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Job Aid: Purchase Order Maintenance - POEM SCREEN OVERVIEW

ssmﬂl&: B dad X& 9 B @

POEM-Purchase Order Maintenance |

PO Mumber: PO Status Statuz D ate:

FO Date AP Type
R equizitions Maintenance Date
PO Aot
Yendor (D
Marne
Address
CsZ :I ] « 10
Eu:uuntr_l,l

Currency \\\\\\\\\\\\\\\\“ T ake Cazh Dizcount

6. I > Ship Ta
| Ship Via FOB | |
— 11.
! i Approvals Line Itemz E/
. BrLyer Printed Comments !]
8. _—1 Iritiator Comments Fle— 13
I Reference Mo NN FO Done
Inwn Shore R N !] Contract [ ate 14
MNew Record
Required Field All Fields Marked in Red MUST be filled in. Field Not Used
777 I
Optional Field Auto fills
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Job Aid: Purchase Order Maintenance - POEM

SUMMARY STEPS AND INFORMATION

Procedure Information:

Title: Purchase Order Maintenance
Mnemonic: POEM

File Name: JA_POEM.pptt
Application: APPS CF PUR POEM
Primary Dept:  Purchasing
Effective Date: September 12, 2007
Revision Date: Rev # 1

Purpose:
Use the Purchase Order Maintenance (POEM) form to create and maintain purchase orders.

If you create a purchase order from an outstanding requisition, Colleague defaults any
information from the requisition onto the purchase order. You can then change the information,
and add or delete line items as necessary. If a requisition has already been used to create a
blanket purchase order, you cannot also use it to create a regular purchase order.

Summary Steps

1.

Login to Datatel. Click APP, then Click
CF. Type “POEM™, click GO.

PO Number: Enter A for Add if this is a
new purchase order or

Enter purchase order number or
vendors name for maintenance

» Alert window: Date fall's beyond current
fiscal yr? Enter Y to accept date. This will
only happen until Accounting has closed
the previous fiscal year.

Requisitions: Enter Req. Number(s)

Following fields will self popular from data
entered on the REQM screen

Vendor Id

Name

Address

City, State, and Zip code

Ship To: Verify data or enter information
from lookup table

9/12/07

e PO Done: Enter Y (Yes)
7. Ship via: Enter data from lookup table
> If this step is skipped Datatel will still

8. Buyer: Enter your Datatel Id assign a number to the PO, but the status is
changed to “In Process”

9. AP Type: Enter from Lookup Table
15. Save & Update

10. Terms: Enter from Lookup Table

11. Line ltems: Detail to POIL screen for
summary list of line items. 16. Appendix

» Alert box messages : Page 14

» To make corrections (Add , Adjust, Delete
data from original requisition line items,
detail to the POIM screen page 11)

12. Save & Update

13. Comments: Enter reason for changes to
original requisition
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Job Aid: Purchase Order Maintenance - POEM SCREEN SHORTCUTS AND GUIDE OVERVIEW

Using the Guide

Task Bar
1. Actions are Bold. Guick Access v B =H X o =& E i [E @
2. Datato enteris “ltalic”.
> Notes are bulleted. Enter Mnemonic Execute Save Cancel Save Cancel Delete Menu Field
) or Select from Button All Record Tree Help
. Field Codes Dropdown
3. Field Names are underlined. |ﬁ| S |?| e
. ave t
4. Click means use the mouse. L) Cad o
5. Enter means use the keyboard.
6. Press means use the keyboard. — i —

Courze Levels | 100 Eeainning L v Courze Levels | 100 Beqinning L | =

100 Beginning Level . L
DROP DOWN LIST — 500 ﬁzgg:l';;% szal SCROLL - Indicates more than one selection is

Click Icon, Clickitem (- Continuing Ed allowed. Click Arrows to scroll up or down. This
First  Previous Next Last on the list. DEY Developrmental example shows #1 is level 100.
Record Record Record Record

B CALENDAR - Click @ | 0 —Cli
| j::t::ie v |IF) e= Icon. Click Arrows to Eﬁt_cglﬁ?kTgiresi“Ck
S sc.rollto month and year. nonE calculator keys. Click
DETAILS — Click Icon to open a new window s wmwnwe Click Date. Ortype the 2l 2]-] Enter. Orjusttype
to display or record more details for the field. 5 3% 3w =] daeMMDDYY-072106. [0 | -] number into field.
When done, click Save.

Original Function Keys

Process Function Window Window Window Field Element Cancel Exit Refresh Clear Screen

. Help Help Insert Page Back Back Back EOL Back
Shift > Jump ‘ x |

Field Detail Window Field Window Field Element Direct Finish Update Screen Screen

Help Jump Jump FWD FWD FWD Access Jump FWD

F1 @ F2 |!] F3 F4 F5 F6 F7 F8 F9 F10 |H‘ F11 F12
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Job Aid: Purchase Order Maintenance - POEM

Datatel Login
Enter & Uszer ID and Password:
UserID |

Quick Acces ur e B A X 7 @ @
TOOL -
= L CF = A1 5] WAL - Validation Cades
CORE —
=24 = ayable E] APDE - AP Parameters Definition
v | CF 0 . -
£ - Codes and Parameters Def E] CDSC - Change Discount Method

1) -

- ‘alidation Codes [5) APTF - AP Types

HR r

{ < Datatel - coldev - CF
COvT -[File Edit Apps Favorites Options Help
———

) APTF-2 Ouick Access POEM v 43T R da XxX& o @ @

™ meews rog L CF _J PLD -Purchasing Defaults/Codes Def
AP - Accounts Payable . WEN -Yendor Maintenance
_ BU - Budget Management _J APR - &pprovals
_d  FA-Fived Assets 4 RED - Requisitions
o GL - General Ledger o POM - Purchase Orders
—  IN - Inventary - BPM - Blanket Purchase Orders
_d PP -Physical Plant _J [5R - Goods and Services Receiving
i P - Purchasing D DING - Procurement D ates Inquiry

Purchaze Order LookUp or [&)dd

5 Select

STEP BY STEP INSTRUCTION

Step 1. Login to Datatel

No s

A <+

9/12/07

PO Mumber will be azzigned autarmatically upon campletion of PO

0912/07 falls beyond the current fizcal vear. Accept Date? [

Job Aid: Purchase Order Maintenance - POEM

Double Click on the Datatel Icon.
Enter your “User ID” and “Password”
»  Database should be [collive]

Click OK.

At the Datatel Menu Bar, Click on Apps
Click CF

In the Quick Access area, enter POEM
Click Go

Step 2. Purchase Order Lookup or Add: Enter
appropriate response

» If (new purchase order) Add Click OK
Alert box PO number will assign upon completion
Click Ok

» Alert box Date fall's beyond current fiscal yr?

Yes to accept date. THIS WILL ONLY APPEAR UNTIL
ACCOUNTING HAS CLOSED PREVIOUS FISCAL YR
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Job Aid: Purchase Order Maintenance - POEM

sPOEM. v B | B H@ X® § @ @

POEM-Purchase Order Maintenance |

Step 4. Requisitions: Enter
PO Number: PO091838 05 Outstanding Statuz Date:  05/11,/07 req u I S Itl on hum be r fro m th e R E Q M

PO Date | 05/11/07 AP Type screens
Requizitions 0099436 !] Maintenance Date EI
e FOAmouk [ 2:386.19] » The following fields will self

Vendor ID | (255625 Topes (1| Corporation |= populate based on information

Mame Michigan Lumber Compay | = nter n REOM and VEND
Address 1313 Clifford 5t [] = ente ed © Q a d

-
€52 | Flnt | 48503 | * Vendor Id

Country | USA LS4, Terms || ° Nam e
Curency P77 A A7 7] Take Cash Dizcount | | |
o * Address

* City, State, Zip

ShipWia ]

Approvals (1) MBEMNER
Buyer | Carol 0. Buford
Initiator | Jennifer & Young-Se

% Reference Mo =

Irven Stare

Step 6 Ship To: Verify data or
Detail for a list of locations

L+ Click on accurate entry

POEM-Purchase Order Mainteriance | POEM-Purchase Order Maintenance

e vos | @ d@ k.‘j’ D @
e e POSN.PD ST - [ File Resolution {Standard) /
POL

[ using SHIP.VIAS, View: SHIP.VIAS e Save A

 ¥ils Faroluticn (standazd) |
using SHIF.TO,CODES, View: SHIF,T0.CODES. O sex: 1tem m Dascri; ption |

(=
w
i
5
]
8

Daseripeion

) 1 oa US POSTAL SERVICE ~ . .
o o 4 0l e oxn soum ' Step 7 Ship Via: Use Lookup (...)
ol 5 comon Gcrics function for list of acceptable data
o o r e entries
o 5. 0 . L
O O 5 B <
Ivester Broom Cir = 10: I -
o8 i— O e emiscaic - » Click on accurate entry
O OF i & i st
O O
= 0

155 18 Uz United Parcel fervice 2 day
1e

: +can rvien - = @ a3 - e Save
TWESLISE LD Mseunion Puge /¢ (i) [ Comsrolier LookUp Resolusion Page 172 =
Seq Nunbaer, (F)leg, (5)0re/Selece: 1 | x
Lelji Lt Seq Wambex, (F)lag, (5] ort Select: | ] H
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Job Aid: Purchase Order Maintenance - POEM

5| POEM v| Beo B Hd@ X& T @

@

POEM-Purchaze Order Maintenance |

» Approvals: Self Populates

Reference Mo

s

1

I Stare !] J
’
7

’
4
YOs | @ a@ x® 9 0 @

FOEM-Purchase Order Maintenance | POSM-PO Ship To Maintenance

5| POEM

File Resolution {3tandard)

using AP.TYPEZ, View: AP.TYPES

PO Mumber: PO0
PO Date | 05411407 AP Type
Requisitions 0099436 !] Maintenance Date
E] PO Amourt
Vendor ID [ 0255625 Types
MName Michigan Lumber Compary =
Address 1313 Clifford 5t ‘ .
£52Z [ Flint | [ 48503 | 2
Courtry | USA LS A Temns |
Currency T ake Cash Dizcount
Ship Ta | TT Technology-RTC F ’ i
7 !
Approvals ’W‘B :: ALAineItems 27 0
Buyer | Carol D. Buford Printed Comments E]
Initiator | Jennifer &, Young-Se i Comments EJ

’

Step 8 Buyer: Enter your Datatel Id

» Initiator: Self Populates from REQM screen

PO Done
Contract Date

Step 9 AP Types: Use Lookup (...) function
» Select from table
Save

v Step 10 Terms: Use Lookup (...) function
A sew wmw E——— PO b Putchase Dice Halenance | POSHPD Shin To Mainenarce to select available terms
D 1: SPO STOCKLESS PURCHASE ORDER File Besolution (standﬁrd)
] 2: LPO LIMITED PURCHASE ORDER using VENDOR.TERMS, View: VENDOR. TERMS
I:l EH pa) STANDARD PURCHASE ORDER
|l 4: &P (Do Hot Use) X :
I:l &: EFPO EBLANKET PURCHASE OFDER [:]| SEq Tten 1D DESCrlptlUn
D E: DUP DIRECT WOUCHER PAYMENT
O
O e 1020
O z Het 23/10
O = m Net /20
O «= Hex/10
O & m» Frepaid
=
9/12/07
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Job Aid: Purchase Order Maintenance - POEM

<[POEM v| Beo B d@ X% 3§ @ @

POEM-Purchaze Order Maintenance

PO Mumnber: PO03 LR Outstanding Statuz Date:  05/411/07
PO Date | 05/11/07 AP Type | PO STANDARD PURCHASE OR
Requistions (1| 0099436 (] Maintenance Date | 05/11/07
) PO Amaunt 238619
N —— Types (T Comaraion i Step 11 Line Items: Detail to the POIL screen to
Nane: (1| Michigan Lumber Company = Add, AdJUSt, Delete individual line items
Address 1919 Clifford 5t IF =
C5Z | Flint Ml | | 48502
Countr | USA LU.S.&. Terms | 30 Met/30
Cumency Take Cash Dizcount
Ship Ta | TT Technalogy-RTC F
Ship Via | Bw Best way FOB | (P F 7P
Approvals (1) MBENNER F - Line Items a EE] POIL is a summary screen that will show
Buver | Carol D, Buford Frinted Comments Cuote =
Initiatar | Jennifer &, Young-Se Comments My 1 E] = ° w
% Reference N - : e
33| POEM v | e R Ad@ x& 7 B @
I Stal . .
POEM-Purchase Orcer Mainienance | POIL-Purchase Order Summary List | 4 *PO number (if one has been assigned)
» PO status
* PO status date
Wendor Zoom Technology 5 Expected Date [ﬂ
Commadity Requisitions 0093261 | =
*Vendor
Description Item Status Expected Date Ta=!
Ordered Accepted Fiemaining Unit Price: Femaining Price i Req . N um ber
lectronic: Sales: TRAM Outztanding
: 0.000 1.000 1,499.0000 1,499.00
IF] |GM 4LEOE (Early & Late] Dutstanding ¢ |Individual line items
1.000 0.000 0 125.0000 125.00 L. .
I [GM 4TEOE [Late 4 Dutstanding « Individual item status
1.000 0.000 1.000 125.0000 125.00 : .
[ ]
17 | GMA4TEEE /4T 40E /4T 45E Dutstanding Unit price
1.000 0.000 1.000 125.0000 125.00
] . . .
Step 12 Detail on line item to POIM screen
Femaining Taxes Amounts Femaining 1.874.00
Taxes 0.00
Tatal 1,674.00
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Job Aid: Purchase Order Maintenance - POEM

» Note there are three

W screens open pertaining to
PN v B | W dS this Purchase Order

<+ =
POEM-Purchase Order Maintenance | POIL-Purchase Order Summary List| POIM-PO Item Maintenance e

FO Murnber: POO

Status Date:  05/11/07

Wendar | Zoom Technology | = Requizition | D0S9261
Commodity |
I Item | Itern Status | Dutstanding
Desc Electronic Sales: TRANK E] = Fized Asset
Frice Ordered 1,459.0000 (2] Yendor Part | TRAMX2000
Price Accepted Farm/Box/Loc
Gty Ordered Initiatar | Mz Andretta Ne
Oty Accepted Expected Dt
Unit of [ssue Comments
Trade Disc Amt I:I
Trade Disc Pct
Extended Price
‘wiork, Or/Type/Fig w | | w |
Tax Codes | |
GL Account No Percent Quantity
(] #1-62584-28210 [F) [100.000]E] | 1.000 ~
GL Amt 1,433.00 [ [E] |J:| v
Proj D
Controller Desc Walue 1/2

9/12/07

» Use the PO Item Maintenance (POIM) screen to create new
purchase order line items and edit existing ones.

« If accessed by pressing DETAIL on an existing line item on the
Purchase Order Summary List (POIL) screen, that line item will
be displayed and can be edited.

« If accessed through DETAIL from a blank line of the POIL
screen, a new line item is created.
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Job Aid: Purchase Order Maintenance POIM SCREEN OVERVIEW

POIM — PO Item Maintenance

| POEM v| Bea B d@ X& 3§ @ @ ‘

POEM-Purchsse Order Maintenance | POIL-Purchass Order Surnmary List | POIM-PD Item Maintenance

PO Mumber: PO091339 PO Statugz: Outstanding

Wendor
Commodity

[I[x
o
o

£
=
=,
=
=

[ree [tem
Desc (1] = Fixed Asset

Frice Ordered Yendor Part
Frice Accepted Form/Box/Loc
Gty Ordered Initiatar
Oty Accepted Expected Dt
Unit of |3sue Comments (1] I!] < 3.
Trade Dizc Amt = I:I
Trade Dizc Pt mﬁ]
Extended Price I -
Work DType/F [SSnsy | S ] [ )
Taw Codes (1) “7
GL Account Mo Percent [uiantity
A
GL Amt p—w |»
Proj 1D

Controller Desc Walue 142

Required Field All Fields Marked in Red MUST be filled in. Field Not Used
AL SSSSSSISY. |
Optional Field Auto fills
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Job Aid: Purchase Order Maintenance

POIM

SUMMARY STEPS AND INFORMATION

Procedure Information:

Title: Purchase Order Maintenance

Mnemonic: POIM

File Name: JA_POEM.ppt

Application: APPS CF PUR POEM POIL POIM
Primary Dept:  Purchasing

Effective Date: September 12, 2007

Revision Date: Rev # 1

Purpose:

Use the PO Item Maintenance (POIM) form to create and edit purchase orders line items.

If you create a purchase order from an outstanding requisition, Colleague defaults any
information from the requisition onto the purchase order. You can then change the information,
and add or delete line items as necessary. If a requisition has already been used to create a
blanket purchase order, you cannot also use it to create a regular purchase order.

Summary Steps

1. From the POIL screen Detail on the Line
Item field

2. POIM-PO Maintenance Screen

» If you Detailed from a line item the
following fields will auto filled:

e Vendor

* Desc

* Price Ordered

e Qty Ordered

e Unit of Issue

e GL Account No

e Percent

e Quantity

* Requisition

e |tem Status

* Vendor Part

e Initiator

¢ Comments

All of these fields can be edited by
the purchasing agent EXCEPT
Requisition

9/12/07

Reasons for Editing a PO line item:

Miss spellings
Better price per unit
Quantity changed

Wrong GL number entered
ltem Status changed
Vendor part changed

If you Detailed from POIL on a BLANK line the
following fields will auto filled:

. Vendor
. Iltem Status
. Initiator

Adding items to this PO can now take place

Job Aid: Purchase Order Maintenance - POEM

Step 3 _Comments: Detail and
type reasons for changes

Step 4 Date/ Time/Login:
Signature of purchasing agent
making changes

Step5 Save & Update

Step 6 Go to Step 13 on page 3
to complete Purchase Order
requirements
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Job Aid: Purchase Order Maintenance

POIM

3| POEM | B

R Hdiad X& 7 B @

PO Number. PO031853

PO Status: Outstanding

POEM-Purchase Order Maintenance | POIL-Purchase Order Summary Listl POIM-PO ltern Maintenance |

Status Date: 0941107

Tax Codes |

GL Account Mo

Percent Quantity

POEM-Purchase Drder Maintenance | POIL-Purchase Oider Summary List| POIM-PO ltem Maintenance
PO Number: PO031853 PO Status: Outstanding Status Dater  09/11/07
Wendar ‘ FJ Grafik, Inc | = Requisition
Commadit | ‘
I Itenﬁ | Item Status | Outstanding . . .
Detsc \_ B Fixed Asset ThIS SCreen IS the reSU|tS Of
e e B T e - Detailing from the POIL screen on a BLANK line
Oty Ordered Initistor | Michelle L. Rob
Gty Accepted Expected Dt
o e - Commerts € The following fields auto filled:
er - <«——| Vendor
‘whark Or/Type/Flg | | v| ° |tem StatUS
I | * Initiator
GL Account Mo Percent Cluantity
5B E | E
GLamt |
Fal Adding items to this PO can now take place
Controller Desc MNoYalues

This screen is the results of :
Detailing from POIL screen on a Line Item from the PO

Vendor

Desc

oy L RS = e EN Price Ordered Qty Ordered
" Se (R " - | I Unit of Issue GL Account No
ppij:mE F\;;%:ftt || Percent Quantity
iy et " < Requisition ltem Status
ok etlesue - Famments B Vendor Part Initiator
Trade Disc Pot
e — Comments

All of these fields can be edited by the purchasing

Proj 1D

Controller Desc

(1) o1-38400-22750 7] [ 100.000 3.000 A
GLAmE | 232.20 | v

Walue 141

9/12/07

agent EXCEPT Requisition

Job Aid: Purchase Order Maintenance - POEM
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Job Aid: Purchase Order Maintenance POIM

5| POEM | ElGo B dia X& 7 @ @

POEM-Purchase Order Maintenance | POIL-Purchase Order Summary Listl POIM-PO ltem Maintenance

» Any time a change is made to a Purchase Order it
oy BT E F‘”“‘““m’””lgw‘ must be documented in the Comments field and the
purchase agent should use the time and date stamp from

Item Status | Dutstanding

Dese : Fired fissel :
Price O endor Part
Frice Accepted E FDImr"kxl’LDC I:l the tOOIbar aS Slg natu re

Initiator
Expected Dt

Qty Ordered
Oty Accepted

\ Step1l Comments: Detail and type reasons for

changes in this Purchase Order

# Datatel - coldev - CF

File N8 Favorites

Tools Help

0] Quic Cut
Copy
= = Paste Step 2 Date/ Time / Login: Signature of purchasing
agent making changes
Wide Edit
Field Delete Step 3 Save & Update
Date,Time,Login §tamp, 4

|

Step 4 Cancel (back to POIL screen)

Item Cof

Cancel record or Return to editing

[ Cancel ] Rieturn

/
Caomments ’

/
PC Software was added to ﬂon 3/18/07
Sep 18 2007 03:08pm NCOOK

Step 5 Save & Update ( back to the POIM screen)

Step 6 Go to Step 13 on page 3 to complete
Purchase Order requirements

Update recard, Cancel record or Retum to editing

s
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Job Aid: Purchase Order Maintenance - POEM

Only outstanding purchase orders can be modified Alert Messages that might appear:
1. !'m! [tem Status |[E
Fised Azzet
Vendor Part | Egg‘;s;gg“ﬂ' 1 and 2. This purchase order has had ltem
-omn/Box/Loe || |nvaiced Status changed from Outstanding on the
Initiatar (P Paid POIM screen. Check on the PINQ screen to
R Reconciled .
Expected DE [ 4 oq [ see what the Status is:
Commentz |C Clozed |
2. H Hold-on woucher

The madifiable iterm statuzes are outstanding, closed, voided and backordered

[,

3. WARNING: Yendor not approved 3.and 4. The entered Vendor has not been
set-up properly on the VEND screen.

Corrections should be made in VEND before
proceeding with Purchase Order

WARMIMG: This AP type is not azzociated with this vendaor
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