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All Fields Marked in Red MUST be filled in. Field Not UsedRequired Field
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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.

 

.

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

Summary StepsSummary Steps
1.

 

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

2.

 

PO Number:  Enter

 

A

 

for Add if this is a 
new purchase order or
Enter purchase order number or 
vendors name for     maintenance

3.

 

► 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.

4.

 

Requisitions:  Enter

 

Req. Number(s)

5.

 

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

•

 

Vendor Id
•

 

Name
•

 

Address
•

 

City, State, and Zip code

6.

 

Ship To:  Verify data or enter

 

information 
from lookup table

7.

 

Ship via:  Enter data from lookup table

8.

 

Buyer:  Enter

 

your Datatel Id

9.

 

AP Type:  Enter

 

from Lookup Table

10.

 

Terms:  Enter

 

from Lookup Table

11.

 

Line Items:  Detail

 

to POIL screen for 
summary list of line items.

► 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

•

 

PO Done:  Enter

 

Y (Yes)

►

 

If this step is skipped Datatel will still 
assign a number to the PO, but the status is 
changed to “In Process”

15. Save & Update

16. Appendix
►

 

Alert box messages :  Page 14

SUMMARY STEPS AND INFORMATION

http://www.datatel.com/support/documentation/techdoc/collr18.0/48869.cfm
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Original Function Keys

Shift >

Process

 

Help
Function

 

Help
Window

 

Insert
Window

 

Page

 

Jump

Window

 

Back
Field

 

Back
Element

 

Back
Cancel Exit Refresh Clear

 

EOL
Screen

 

Back

Field

 

Help
Detail Window

 

Jump
Field

 

Jump
Window

 

FWD
Field

 

FWD
Element

 

FWD
Direct

 

Access
Finish Update Screen

 

Jump
Screen

 

FWD

F1 F2 F3 F4 F5 F6 F7 F8 F9 F10 F11 F12

Using the Guide

1.

 

Actions are

 

Bold.
2.

 

Data to enter is

 

“Italic”.
Notes are bulleted.

Field Codes
3.

 

Field Names

 

are underlined.
4.

 

Click means use the mouse.
5.

 

Enter means use the keyboard.
6.

 

Press means use the keyboard.

ExitSave

Save Cancel CancelSave

 

All
Delete

 

Record
Menu

 

Tree
Field 
Help

Execute 
Button

Enter Mnemonic

 

or Select from 
Dropdown

Task Bar

SCROLL

 

–

 

Indicates more than one selection is 
allowed. Click Arrows

 

to scroll up or down.  This 
example shows #1 is level 100.

DETAILS

 

–

 

Click Icon

 

to open a new window 
to display or record more details for the field.  
When done, click Save.

CALCULATOR

 

–

 

Click 
Icon.  Click or press 
calculator keys.  Click 
Enter.  Or just type 
number into field.

CALENDAR

 

–

 

Click 
Icon. Click Arrows

 

to 
scroll to month and year.  
Click Date.  Or type the 
date MMDDYY-072106.

First

 

Record
Previous

 

Record
Next

 

Record
Last

 

Record

DROP DOWN LIST

 

–

 

Click Icon,  Click item

 

on the list.

SCREEN SHORTCUTS AND GUIDE OVERVIEW
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Step 1. Login to Datatel

1.

 

Double

 

Click on the Datatel Icon.
2.

 

Enter your “User ID” and “Password”
Database should be [collive]

3.

 

Click

 

OK.
4.

 

At the Datatel Menu Bar, Click on

 

Apps
5.

 

Click CF
6.

 

In the Quick Access area, enter

 

POEM
7.

 

Click Go

STEP BY STEP INSTRUCTION

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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Step 4.   Requisitions:    Enter 
requisition number  from the  REQM 
screens

► The following  fields will self 
populate based on information 
entered on REQM and VEND
• Vendor Id
• Name
• Address
• City, State,  Zip

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

• Click on accurate entry

• Save

Step 7   Ship Via: Use Lookup (…)  
function for list of acceptable data 
entries

• Click

 

on accurate entry

• Save
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• Approvals:  Self Populates

Step 8    Buyer:  Enter

 

your Datatel Id

►Initiator:   Self Populates from REQM screen

Step 9   AP Types:  Use Lookup (…) function
• Select from table
• Save

Step 10   Terms:   Use Lookup (…) function 
to select available terms



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

9/12/07 Job Aid: Purchase Order Maintenance - POEM 8 of  14

Step 11  Line Items:  Detail to the POIL screen to 
Add, Adjust, Delete individual line items

POIL

 

is a summary screen that will show
• Header Block

•PO number  (if one has been assigned)
• PO status
• PO status date

•Vendor
•Req. Number

• Individual  line items 
• Individual item status
• Unit price

Step 12    Detail

 

on line item to POIM

 

screen
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► Note there are three 
screens open pertaining to 
this Purchase Order

►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.

http://www.datatel.com/support/documentation/techdoc/collr18.0/48870.cfm
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All Fields Marked in Red MUST be filled in. Field Not UsedRequired Field

SCREEN OVERVIEW

Optional  Field Auto fills

POIM –

 

PO Item Maintenance

POIM

3.
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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.

 

.

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

Summary StepsSummary 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:

•

 

Vendor
•

 

Desc
•

 

Price Ordered
•

 

Qty Ordered
•

 

Unit of Issue
•

 

GL Account No
•

 

Percent
•

 

Quantity
•

 

Requisition
•

 

Item Status
•

 

Vendor Part
•

 

Initiator
•

 

Comments
All of these fields can be edited

 

by 
the purchasing agent

 

EXCEPTEXCEPT

 

Requisition

Reasons for Editing a PO line item:

•

 

Miss spellings
•

 

Better price per unit
•

 

Quantity changed
•

 

Wrong GL number entered
•

 

Item Status changed
•

 

Vendor part changed

If you Detailed

 

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

•

 

Vendor
•

 

Item Status
•

 

Initiator

Adding items to this PO can now take place

SUMMARY STEPS AND INFORMATIONPOIM

Step 3  Comments:  Detail and 
type reasons  for changes

Step 4   Date/ Time/Login:

 

Signature of purchasing agent 
making changes  

Step 5    Save & Update

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

http://www.datatel.com/support/documentation/techdoc/collr18.0/48869.cfm
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This screen is the results of:
Detailing  from the POIL screen on a BLANK line

The following fields auto filled:
Vendor

• Item Status
• Initiator

Adding items to this PO can now take place

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

Vendor

 

Desc
Price Ordered

 

Qty Ordered
Unit of Issue

 

GL Account No
Percent

 

Quantity
Requisition

 

Item Status
Vendor Part

 

Initiator
Comments

All of these fields can be edited

 

by the purchasing 
agent

 

EXCEPTEXCEPT

 

Requisition

POIM
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►Any time a change is made to a Purchase Order it 
must be documented in the Comments field and the 
purchase agent should use the time and date stamp from 
the toolbar as signature. 

Step 1    Comments:  Detail and type reasons  for 
changes in this Purchase Order

Step  2   Date/ Time / Login:

 

Signature of purchasing 
agent  making changes  

Step 3   Save & Update

Step 4   Cancel  (back to POIL screen)

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

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

POIM
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Alert Messages that might appear:

1 and 2.   This purchase order has had Item 
Status changed from Outstanding on the 
POIM screen.  Check on the PINQ screen to 
see what the Status is:

1.

2.

3.

4.

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
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