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Departmental requesters create a non-supplier catalog purchase requisition if:

» The total amount of goods or services purchased is greater than $5,000. This excludes
services from an individual, such as an independent contractor and purchasing
thresholds up to $25,000.

» The total amount of goods or services purchased is less than $5,000, but the supplier
requires a purchase order.

* There is a legal contract with terms and conditions for services. This excludes
agreements over what types of food will be served at an event or when the event will be
due to inclement weather.

Note: When considering a purchase of more than $5,000, it is helpful to first discuss your plans with
a purchasing agent in order to receive guidance and help manage costs. You can use the
Purchasing Engagement Tool to find the contact information for the appropriate agent.

For more information on making purchases under $5,000, use the Purchasing Method Selection
Tree.

Depending on the circumstances, the requisition is routed to the department, central office, or both
for approval. If the requisition is denied, the departmental requester can make changes to the
document and resubmit it. Once approved, all requisitions route to a purchasing agent. Purchasing
agents do one of the following:

« [f the requisition can be purchased on a State/University Term Contract (UTC), the
purchasing agent creates a purchase order, with reference to a State/UTC contract.

« |fa State /UTC contract does not apply, the requisition total exceeds $25,000, and sole
source is not provided, the purchasing agent creates a bid document to competitively bid
out the request.

« Ifthe order exceeds $25,000 and a sole source is provided, the purchasing agent send
the bid to the supplier to compete. The bid is not a competitive bid. When the response
comes in, the bid is awarded and a purchase order is sent to the supplier.

« Ifthe requisition is over $5,000 and the department has already received the goods, the
purchasing agent reviews the misuse information and then processes a confirming
purchase order to pay the supplier. The requisition for confirmation order should contain a
misuse statement signed by a Department head or Dean that includes:

» Why proper purchasing procedures were not followed.

« Why itis in the best interest of the state to pay the invoice.


https://finance.unc.edu/services/purchase-requisitions-processing/purchasing-category-managers/
https://finance.unc.edu/departments/procurement-and-strategic-operations/procurement-process-tools/
https://finance.unc.edu/departments/procurement-and-strategic-operations/procurement-process-tools/

» What controls the Department is implementing to prevent future occurrence of
unauthorized commitment.

The department denotes the receipt in the system . If the goods required inspection, the department
is responsible for conducting the inspection of the material and entering the receipt. The system
then creates a receipt with reference to the purchase order, and when the supplier submits an
invoice, a PO voucher entry is created to pay the supplier

For additional information about making purchases at the University, refer to the Finance Division's
Basic Spending Guidelines by Fund Source guide.



http://www.unc.edu/finance/fd/gen_docs/spending_guidelines_9_10.pdf

Purchase requesters can set defaults for their purchase requests. These default values are
established on the Requester Setup page. Once the default values are set up, they are used on all
supplier catalog and non-supplier catalog requisitions, and can be changed from requisition to
requisition.

Steps for Working With Your Requester Preferences

Follow these steps to set up or change existing requester preferences:

1. From the Admin WorkCenter home page, choose Finance WorkCenter >
BuyCarolina/Purchase Order > Requester Setup

2. Enter either of the fields:

In this field: Do the following:
Requester Enter your UNC Onyen.
Description Enter your first and last name.

3. Click the Search button.

Requester Setup

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Valus
w Search Criteria
Requester | begins with v | ||

Description | begins with v

Case Sensitive

‘ Search ‘ Clear Basic Search = Save Search Criteria

Result: The system displays the Requester Setup page.

4. Complete the required fields. You must enter a default for the following chartfields:



» Location Set ID (enter this field first)
» Ship To (same as Location Set ID)
» Location

* Phone

e GL Unit (Business Unit)

¢ Department

Note: Any field with a magnifying glass icon has a look up feature, which reveals answer
options when you click it. This can be helpful in finding the appropriate field.

Ship To || Q

5. Complete the fields for any other values you want to create for your requisitions.

Note: If you don't want to create a default value for any of the other fields, leave those fields
blank.

6. Click the Save button.

Requester Setup
Requester *Status | Active v
Requisition Defaults
ShipTo SetlD (UNCCH Q Ship To |563_25 Q
Requisition Status
“Location Setip |UNCCH Q “Location |563_25 Q Open
Pending Approval
PO Origin SetlD |UNCCH Q Origin |ONL
Currency USD Dollar Override Auto Item Substitute
Phone 919/962-5029 Use Only Assigned Catalogs Price Can Be Changed on Order
Eax Consolidate with other Regs Defaults Inventory BU
ChartFields
5 Q 1-1of1 v View All

Chartfields 13

PC Bus

GL Unit Fund Source Account Dept Unit Project Activity Program Cost Code1 Cost Code 2 Cost Code 3
UNCCH Q 27101 Q@ 14101 Q Q 214000 Q Q Q Q U
»
Catalog Information
B Q 1-1of1 v View All
Default “SetlD “Catalog ID Description
‘ Save ‘ Return to Search Notify Add Update/Display

Result: The system saves the default values, which fill in automatically when you create a
supplier catalog or non-supplier catalog requisition.



Requester Preferences Fields

In this field:

Do the following:

Location Set ID*

Ship To*

*

Location

Phone*
GL Unit*

Fund
Source

Account

Dept*

Program
Cost Code 1
Cost Code 2
Cost Code 3
Affiliation

Fund Affiliation

Before entering any default information, enter either UNCCH or UNCGA in this field.

Enter the ship to address or follow the steps below to search for the appropriate
address:

a. Click the Lookup (magnifying glass) icon.
Result: The system displays the first 300 ship to addresses.

b. Inthe Description field, change “begins with” to “contains.” Type a word
or two to describe your location and click Look Up.

c. Click the link for the ship to address you need.

Enter your location or follow the steps below to search for your location:
a. Click the Lookup (magnifying glass) icon.

Result: The system displays the first 300 addresses.

b. Inthe Description field, change “begins with” to “contains.” Type a word
or two to describe your location and click Look Up.

c. Click the link for the location you need.
Enter your phone number.
Look up, or enter, the business unit.

Look up, or enter, the fund.
Look up, or enter, the source.

Leave this field blank. The account value defaults based on the category code
chosen on the requisition, or from the supplier's website, though you can change it.

Look up, or enter, the department.

Look up, or enter, the program.
Look up, or enter, cost code 1.
Look up, or enter, cost code 2.
Look up, or enter, cost code 3.
Look up, or enter, the affiliation.

Look up, or enter, the fund affiliation.




* Required fields



Overview

Departmental requesters create purchase requisitions to request goods or services.

Purchase requisitions are required for any order over $5,000, whether or not the purchase is made
from a supplier in BuyCarolina. Every purchase requisition requires at least one quote to be
attached.

For orders less than $5,000:
« Ifthe supplier is listed in BuyCarolina complete your purchase there.
« [fthe supplier is not listed in BuyCarolina, use a P-Card to complete the transaction.

Note: Most Suppliers in BuyCarolina have purchasing thresholds of $25,000 and BuyCarolina will
create a purchase requistion automatically. However, the purchasing threshold for Amazon, Airgas,
Arc-3, Staples, Storris $5,000.

If you need to make several purchases, you need to create separate purchase requests for each
supplier you need to buy from. For example, you can purchase as many items as needed from a
single supplier, but if the items come from different supplier, you need to create separate purchase
requests. If you don't know which supplier the purchase needs to be made from (for example, if the
purchase will go out for bid), still list a supplier that could possibly carry the item(s) on the
requisition.

Note: In BuyCarolina, you can checkout with items from multiple suppliers in one transaction, this
will resultin a single PR.

Save Money by Planning Ahead

When considering a purchase of more than $5,000, reach out to a purchasing agent as early as
possible so they can guide you through the purchasing process. To identify an agent to contact:

1. Go to www.finance.edu > Procurement button > Purchasing Services

2. Click the blue Purchasing Engagement Tool

Related Reference

For information on canceling, copying, printing, editing, or finding an existing requisition, see
Managing a Requisition, page 47.

Creating a New Purchase Requisition

Follow these steps to create a new purchase requisition:


https://finance.unc.edu/services/purchase-requisitions-processing/purchasing-category-managers/

1. From the Admin WorkCenter home page, choose Finance WorkCenter >
BuyCarolina/Purchase Order> Requisition

Result: The system displays the Procurement Services page, showing the suppliers that are
listed in the catalog.

Note: If you haven't set up your required default values, the system displays the Requester
Setup page. If you have already entered these default values, skip to step 2.

2. If prompted, you must enter some default values on this page before you can create a purchase
requisition. Refer to steps 4 and 5 of the Setting Up Requester Preferences, page 5 instructions
for more information.

3. Click the Special Requests link.

& Home & My Preferences ‘@?-’Requisition Settings | B g Lines Checkout

Special Requests

ecent raere _(/- .
e 1 BuyCarolina

Purchasing made smarter.

Click to enter
BuyCarolina

Result: The system displays the special request section.

4. Complete the fields:

In this field: Do the following:

Item Description Enter a brief description of the item you want to add to the requisition.

Note: You can also enter the part number information here, if you know it.

Price Enter the price of the item.




In this field:

Do the following:

Currency

Quantity

Unit of Measure

Category

Due Date

Confirm that the currency is USD. US Dollars is the only option the system
allows.

Enter the quantity you want to order.

Search for and choose, or enter, the unit of measure that matches the price
you entered.

Enter the eight-digit category code, if you know it, or follow these steps below
to search for it..

. Click the Lookup (magnifying glass) icon.

a
b. Choose Description, Containsfrom the Search By list box.

c. Enter one or more words that describe what you are ordering.
d

. Click the Find button.

Result: The system displays a list of category codes that meet the search
criteria.

e. Select the appropriate category code number.
Result: The system displays the Add Items and Services tab.

If you want to specify the date you need the item by, enter that date.

11




12

In this field:

Do the following:

Supplier

Mfg ID

Mfg Item ID

Search for and choose your preferred supplier, or enter, the supplier number.
To search for the supplier ID:

a. Click the Lookup (magnifying glass) icon.
b. Enter the supplier name.
c. Click the Find button.

Result: The system displays a list of suppliers that match the criteria you
specified.

d. Choose the Supplier ID line that has the appropriate location
information.

e. Ifthe supplieris not listed in the system, refer to the Requesting
a New Campus Supplier, page 1 training documentation.

Caution: Do not select a supplier that has the letters EDX in the Default
Location column. These suppliers can only be used when purchasing from
the supplier catalog.

Note: Only one supplier per requisition is allowed.

Note: If you want, you can leave the supplier blank on every line, enter the
supplier by clicking the Requisitions Settings link, and apply it to all lines.
Refer to Creating a New Purchase Requisition , page 9 for more information.

Result: The system returns you to the Add ltems and Services tab with the
supplier you chose filled in.

If you want to, enter the manufacturer identification number.

If you want to, enter the manufacturer's item identification number.

5. Click the Add to Cart button.



../../../../../../Content/Accounts Payable/Vendors/Requesting a New Campus Vendor/Requesting a New Vendor.htm
../../../../../../Content/Accounts Payable/Vendors/Requesting a New Campus Vendor/Requesting a New Vendor.htm

Special Requests

Recently Ordered

@ Home A My Preferences Requisition Settings I e 0 Lines Checkout
Enter information about the non-catalog item you would like to order:
Item Details
*Item Description Printer
*Price 2500 *Currency uUsD

*Quantity 3 “Unit of Measure  |EA Q
*Category 45100000 Q Due Date

Supplier
Supplier ID  |0000030796 Q

IBM CORPORATION Q Suggest New Suppligr

Supplier Name
Supplier item ID

Manufacturer

Mfg ID Q
Manufacturer
Mfg Item ID
Additional Information
02
£
Send to Supplier [ Show at Receipt Show at Voucher

Request New [tem
O Request New Item

A notification will be sent to a buyer regarding this new item request.

| | Add to Cart

Result: The system updates the Shopping Cart on the top right corner of the page, showing
the number of items on the purchase request and the total amount.

Shopping Cart
Description
Printer

Total Lines
Total Amount (USD)

Close Checkout

x
Qty Uom
EA
1
T7500.00

Notes:

13




14

« To add more items to this requisition, repeat steps 4 and 5.

« Ifyou list a supplier, make sure to choose the same supplier for each requisition line.
6. Click the Checkout button.

Result: The system displays the Checkout and Submit page.

Note: In limited cases, additional steps are required before you can save and submit your
requisition. Once you have entered all of the requisition's line items, complete the steps for any
or all of the following, as applicable to your situation:

* Reporting a Misuse, page 15, if the requisition is being created after ordering and
receiving goods valued at more than $5,000 without first requesting a purchase order.

Important: Making Purchases greater than $5,000, outside BuyCarolina, without going
through the Purchase Requisition process is a direct violation of North Carolina Law.

* Indicating that the Order is Associated with a State Contract or University Term Contract
(UTC), page 16

» Attaching Documents to a Requisition, page 17 if the requisition is valued at more than
$5,000 and not part of a State Contract or UTC

* Adding Asset Information, page 19, if you are buying equipment that costs at least
$5,000.

7. Perform additional edits or add detail to your requisition prior to saving it by completing any or
all of the following:

* Naming a Requisition, page 20

» Entering Line Comments in a Requisition, page 21

» Changing the Default Information for a Requisition Line, page 22
» Deleting Items from the Requisition, page 26

» Entering Comments Applicable to the Entire Requisition, page 27

When you have finished editing your requisition, or if you don't need to edit or add comments to the
requisition, click the Pre-Check Budget button. If you receive an error message you will need to
select a new chartfield string or wait until funds have been added to that string.

Result: The system checks to see if enough budget is available on the chartfield string to cover
the purchase amount. If there is enough budget, the system doesn't display an error message.
If the system displays an error message, work with your business manager to move budget to
the chartfield string or to use different chartfield values.



8. Do one of the following:

« If you want to save the requisition to work on later, click the Save for Later approvals
button. When you are ready to finish the requisition, refer to the Managing a Requisition,
page 47 for information about finding and completing it.

« If you are ready to submit the requisition, click the Save & submit button.

Caution: You must Pre-Check the budget before you click the Save & submit button.

%% Check Budget B Pre-Check Budget B Notify

Save & submit Save for Later Add More ltems 63 Preview Approvals

Results:

« The system kicks off the approvals process by routing the document to the first approval
level.

« [fthe requisition includes account and category codes that indicate equipment is involved,
the requisition also routes to the Asset Management team for approval.

« Ifthere are problems with the requisition, the system displays an error message with a link
to the policies for purchases greater than $5,000.

Reporting a Misuse

You must create a purchase requisition for all goods and services totaling $5,000 or more. If you
already received $5,000 or more in goods or services, you must still create a requisition and report a
misuse.

1. Create arequisition for the items and add a note in the Requisition Comments and Attachments
section on the checkout screen to alert the buyer that it's for items that have already been
ordered and received.

Requisition Comments and Attachments
Enter requisition comments

Goods (or services) over £5,000 have already been received. Misuse letter attached

Send to Supplier Show at Receipt Shown at Voucher
Approval Justification

Enter approval justification for this requisition

15



2. Click the Attachments and Comments link to attach a letter documenting the misuse and why
it occurred. Also attach the invoice, if you have received it from the supplier.

Checkout - Review and Submit

Review the item information and submit the req for approval. N .
7 My Preferences L Requisition Settings Attachments and Comments (0)

Requisition Summary

Business Unit |UNCCH = Q UNC at Chapel Hill Requisition Name

Note: See Attaching Documents to a Requisition, page 17 for instructions about attaching
documents.

Indicating that the Order is Associated with a State Contract or University Term
Contract (UTC)

If the requisition is related to a State Contract or UTC, it still goes through the Department and
Central Office approval process. Once approved, it is transferred directly into a purchase order.

Attachments are not necessary for requisitions related to a State Contract or UTC, unless the
supplier has sent you a quote.

1. Toindicate to the buyer that your purchase is related to a State Contract or UTC, add a note in
the Requisition Comments and Attachments section on the checkout screen.

Requisition Comments and Attachments
Enter requisition comments
Iterns on this requisition are related to a State Contract. (Add any additional info you have about the contract.)

Send to Supplier Show at Receipt Shown at Voucher
Approval Justification

Enter approval justification for this requisition

2. If you have a quote from the supplier or any other documents to attach, click the Attachments
and Comments link.

Checkout - Review and Submit

Review the item information and submit the reg for approval. .
7 My Preferences ] Requisition Settings Attachments and Comments (0)
Requisition Summary

Business Unit |UNCCH @ UNC at Chapel Hill Requisition Name

Note: See Attaching Documents to a Requisition, page 17 for instructions about attaching
documents.

16



Attaching Documents to a Requisition

At least one quote is required and should be attached for any order greater than $5,000.
Attachments are required for State Contract or UTC Contract only if the supplier provided a quote.
Examples of attachments include:

» signed documents requiring review or a signature
* supplier quote

+ Customer Request or Brand/Vendor-Specific Waiver of Competition for if there is only
one specific supplier that you can use

« Data Protection Checklist, Business Associate Agreement and Trade-In documentation if
applicable

« any documentation that would be helpful

1. To attach a document, click the Attachments and Comments link on Checkout- Review and
Submit.

Checkout - Review and Submit

Review the item information and submit the req for approval 4
7" My Preferences @ Requisition Settings Altachments and Comments (0)
Requisition Summary

Business Unit |UNCCH @ Q UNC at Chapel Hill Requisition Name

Result: The system displays the Attachments page.

2. Click the Add Attachments button.

Header Comments x

Business Unit UNCCH Requisition Date  04/23/2019
Status  Open

Comments 1of1 ¥
+ -
Use Standard Comments Entered On:
1 k¥
s
Send to Supplier Show at Receipt Show at Voucher
Add Attachments
| 0K | Cancel

Result: The system displays the File Attachment box.

3. Click the Choose File button.

17
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File Attachment %

Help

{ Choose File || Mo file chosen

Upload Cancel

4. Choose the file you want to attach by finding the file on a local or network computer drive, and
double-clicking on the file name.

5. Click the Upload button.

File Attachment b
Help

Choose File | Test.docx

Upload Cancel

Result: They system displays the attached file's name and attachment ID.

6. To view the attachment and verify that it was uploaded correctly, click the View button.

Header Comments X

Help
Business Unit UNCCH Requisition Date  04/23/2019
Status  Open

Comments Q 1of1 v
+ -
Use Standard Comments Entered O 04/23/2019 10:04:26AM
1 [EL 2
4
Send to Supplier Show at Receipt Show at Voucher
Add Attachments :

¥ Attachments

5 Send to
Attached File User/Date Time View Supplier
2019-04-23
1 Testdocx 1057 40716 View -

Result: The file opens in a new window.




7. Close the window displaying the image.

Note: If the file isn't correct and you need to delete it, click the Minus button to the right of the
row, and then click OK to confirm that you want to delete the attachment.

Header Comments x

Business Unit UNCCH Requisition Date  04/23/2019
Status  Open

Comments Q 1of1 ¥
+ | -
Use Standard Comments Entersd On:  04/23/2019 10:04:26AM
A
1 )
P
Send to Supplier Show at Receipt Show at Voucher
Add Attachments

¥ Attachments
Send to

Attached File User/Date Time View Supplier
2019-04-23-
1) Testdocx 10.57.40.716 a—
0K Cancel

Delete currentselected rows from this page? The delete will occur when the transaction is
saved.

0K Cancel

8. To attach more files, repeat steps 1 through 7. When you are finished attaching documents,
click OK.

Result: The system returns to Checkout - Review and Submit.
Adding Asset Information

Asset information is used to track assets that the University owns for reporting and depreciation
purposes. These items are usually at least $5,000 and some type of equipment.

1. Toadd asset information for any line, click the down arrow to the left of the line you want to add
the information to.

Result: The system expands to show the chartfields.
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2. Click the Asset Information tab.

3. Complete the fields:

In this field:

Do the following:

AM Business Unit

Profile ID

Enter UNCCH.

Note: You must complete this field prior to entering the Profile ID.

Search for and choose 1 of the 50 profile IDs that represent the high level
asset category of the line item. To search for the profile ID.

a. Click the Lookup (magnifying glass) icon.

b. Click the category that matches the line item you are requesting.

Result: The system displays the profile ID you selected.

Requisition Lines (7

Line Description Item ID Supplier Quantity uomMm Price Total Details Comments Delete
M1 %}‘ Printer IBM CORPORATION 3.0000 Each 2500.0000 7500.00 % Q Add ﬁ
Shipping Line 1 *Ship To  [563_25 (&} ShipTo Quantity 3.0000 [+ [=]
Adelan . A0 - Comments/Attachments
0 Roberson Price 500.000¢ Price Adjustment
Roberson Street, 400-25 2900.0000
Cartboro, NC 27510 ESOA sy
Pegging Workbench
Attention To
Due Date
Accounting Lines
“Distribute By Qty v SpeedChart Q. *Liquidate By Qty v
Accounting Lines Personalize | Find | View All @I LE First ‘&' 10f1 ‘&' Last
Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information
AM Business Unit Profile ID Tag Number CAP# Sequence Empl ID
UNCCH  |@_ [PRINTERS @ Q Q Q [ =
Accounting Lines Parsonalize | Find | View All | 2 | E& First ‘4 10f1 ‘b Last
Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information
Capitalize Cost Type
v Q [# [=]

1.

Note: You must add asset information for the piece of equipment, as well as any associated
costs, including freight, installation fees, discounts, and trade-in values.

Naming a Requisition

If you want to be able to search for and locate this requisition by name in the future, complete
the field:



In this field: Do the following:

Requisition Name Enter a requisition name of five words or less. This field should not be left
blank. If the requisitions is of urgency note it in the Requisitions Name as
well.

Note: If you are creating this requisition as a change order, use this field
along with the header comments to list the PO number and to indicate that it
is a change order. Refer to the Managing a Requisition, page 47page for
more information about change order.

Requisition Summary
Business Unit UNCCH = Q UNC at Chapel Hill Requisition Name | For ABC Lab

*Requester || Q Priority | Medium v

*Currency  USD

Entering Line Comments in a Requisition

You can add comments to any or every line on your requisition. These comments are visible to
departmental approvers, Purchasing Services, and anyone who opens the document from the
Manage Requisitions page.

1.

Click the Comment icon to the right of the line item you want to comment on.

|Cart Summary: Total Amount 7,500.00 USD
Expand lines to review shipping and accounting details i Add More liems

Requisition Lines
Line Description Item ID Supplier Quantity uUom Price Total Details | Comments Delete

1 g Printer IBM CORPORATION 2.0000 Each 2500.0000 7500.00 =] O Add a

Result: The system displays the Line Comments page.

Enter the line level comment and mark the checkboxes to indicate where you want the
comment to be visible. You can mark as many checkboxes as necessary.

In this field: Do the following:

Send to Supplier Mark this checkbox if you want the comment to appear on the purchase
order that is dispatched to the supplier.

Show at Receipt Mark this checkbox if you want the comment to appear on the receipt
documentation.
Show at Voucher Mark this checkbox if you want the comment to appear on the voucher.

3. Click the OK button.
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Business Unit UNCCH
Line
Comments
Use Standard Comments
1| For Jane Smith|
Send to Supplier

Add Attachments

| K | Cancel

Line Comment

Help
Requisition Date 04/23/2019

Status  Open

Q 10f1 ¥

Entered Cn:

Show at Receipt Show at Voucher

Result: The system returns to the Review and Submit tab.

Changing the Default Information for a Requisition Line

The requisition line section displays information about each requisition line. The information
defaults from the selections you made on the Add New Items tab, but you may need to make a
change. For example, you may want one specific line shipped to a different location than the other
lines. Or you may have accidentally entered the wrong quantity for a certain line item.

1. On Checkout - Review and Submit, change the requisition information for any line, click the
down arrow to the left of the line you want to change and complete any or all of the following

fields:
In this field: Do the following:
Due Date Enter the date you want the item by.
Quantity Enter the quantity you want to order.
Ship To Enter the ship to location or follow the steps below to search for the

appropriate ship to location:
a. Click the Lookup (magnifying glass) icon.
Result: The system displays the first 300 ship to addresses.

b. In the Description field, change “begins with” to “contains.” Type
a word or two to describe your location and click Look Up.

c. Click the link for the ship to location you need.

Result: The system sends this line to the selected location.




In this field: Do the following:

Attention To Enter the name of the person to whose attention the shipment needs to be
sent.

Note: If you work in Auxiliary Services, enter the shop, job, and phase code
here, if applicable.

Requisition Lines (3)

Line  Description ltem ID Supplier Quantity Uom Price Total Details ~Comments  Delete
* | g» Printer IBM CORPORATION 3.0000 Each 2500.0000 7500.00 B @ Edit a
Shipping Line 1 *ship To 563_25 Q Add Shipto Comments Quantity 3.0000 + -
Rddress Price Adjustment
400 Roberson St
Roberson Strast, 400-25 Price  3500.0000 S——"
Carrboro, NC 27599 Pegging Workbench

Attention To Jane OaK

Due Date

Note: If a line needs to be received by Amount instead of Quantity, complete steps 2 through 4.
Otherwise skip to step 5.

2. Tomark aline as Amount Only, click the Line Details button.

(Cart Summary: Total Amount 7,500.00 USD

Expand lines to review shipping and accounting details i Add More lfems
Requisition Lines (7
Line Description Item ID Supplier Quantity uUom Price Total Details | Commenis Delete
4 g# Printer |BM CORPORATION 30000,  Each 2500 0000 7500.00 B O Add a

Result: The system displays the Line Details page pop-up.

3. Complete this step:

In this field: Do the following:

Amount Only Check this checkbox.

4. Then click the OK button.
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Line Details =

Ling Detalls (7

Hu by e
Line 1 p Prini Line 3igtug ~ Open

* Hem Detalic (7

RF@ Raquirad
Devios Traoking

Marchandlse Amouni TH00.00AED

Eem ID Zorc Prica Indlaator

Catsgory 45100000 = Amoumnt Only

Original 3ubsitbuted Ham incp=otion Fequinsd
Decoription
Phychsal Maburs Goods ¥
Buysr Annie Maph Q

Euyer Infiormaticn

* Contract infarmaticn (7

& Uee Conirast i Avallably

Coniraoct I Q i

Verclon

Contract Line Qa

catsgary Line Q

* Zupaller Informaticn (T

Eupplisr I | DOOOOZOTOE Q| \gm coRFORATION

Euppllar Location 1 Q Locaton - 1
Suggast Naw Supgliar
Buppilar Hem ID

Bupplier's Catslog
* Manufsotursr informetion (3)

Manutasturer I Q
Manufantursr

Manutsotarers Bsm 1D Q
UPHN Typs Q

UPN 1D 2

¥ 3ourning Controks (T

Concolidate with other Rege
Caloulsis Prios
* Override Buggosied Suppller

|

To modify chartfield information, click the gray triangle beside Accounting Lines.

Click the Chartfields2 tab.

Note: For information about chartfields, refer to the Chartfield Structure quick reference card.



counting Lines

*Distribute By Oty T SpeedChart Q *Liquidate By Cty ¥

Accounting Lines

m Q 1-10f1 ¥ View Al
Chartfields1 Chartfields2 Details Detsils 2 Asset Information Asset Information 2 Budget Information 1
Line Status Dist Type *Location Quantity Percent Merchandise Amt GL Unit Entry Event
1 Open 563_25 Q 3.0000 100.0000 750000 [UNCCH Q Q + -

Result: The system displays any default chartfields. You can change them and enter other
chartfields as necessary.

Accounting Lines

m Q -1af1 ¥ View A
Chartfisldst Chartfields2 Detsils Defsils2 || Asset Information Asset jnformation 2 Budget Information | I
Fund Source Account Dept PC BusUnit  Project Activity Program CostCode1 §ostCode  CostCode  ammiiate Fund Affiliate
Q Q| |sas210 Q| 214000 Q Qa Q Qa Q Q Q a Q Q + -

Entering a Contract or Grant Chartfield String with a SpeedChart

You can always use the instructions above to manually enter a chartfield string for a contract or
grant, but a quicker way is to just enter the Project ID into the SpeedChart field. When you do, the
system will fill in the rest of the chartfield string for you automatically.

In the Accounting Lines section, click the Chartfields2 tab.

*Distribute By Oty v SpeedChart Q *Liquidate By Oty v

Accounting Lines

m Q 1-1of1 ¥ iew Al
Chartfields1 Chartfields2 Details Detsils 2 Asset Information Asset Information 2 Budget Information 1
Line Status Dist Type *Location Quantity Percent Merchandise Amt  GL Unit Entry Event
1 Open 563_25 Q 3.0000 100.0000 750000 [UNCCH Q Q + -

Result: The system displays your default chartfield string or one that you've manually entered.

Accounting Lines

m Q ety
Chartfieldst Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information | I
Fund Source Account it Dept PCBusUnit  Project Activity Program Cost Cade1 5“5‘ Code ;’“5‘ Code  piliate Fund Affiliate
a Q 545210 Q 214000 Q, a Q a Q a a a Q Q -+ —

2. Enter the Project ID for the contract or grant in the SpeedChart field.

Note: You may need to click into another field on the requisition to get the chartfields to update.
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+ Accounting Lines

*Distribute By Oty r SpeedChart Q

Accounting Lines

m Q
LCharthelds1 | | Chartfields2 | | Details | Dietails 2 | | As=zet Information | | A
Fund Source Account Dept PC Bus Unit Project
Q Q | ||s45210 Q. | ||214000 Q Q

Result: The chartfield string is updated based on the Project ID you chose.

« Accounting Lines

*Distribute By City b SpeedChart | 3100030 Q

Accounting Lines

m Q
Chartfields1 | | Chartfields2 | | Details MHEE | | Asset Information | | Asset Information 2
Fund Source Account Dept PC Bus Unit Project Activity

25210 Q 40100 Q 545210 4 623100 G CHOSR Q 3100030 9 1

3. If necessary, update the Account field.

Note: The SpeedChart does not update the Account field and keeps the default value. You can
change the Account manually if you need to.

Deleting Items from the Requisition

If you need to remove one or more lines from your requisition, you can delete them before saving
and submitting the requisition.

1. Mark the checkbox in the row that you want to delete.

2. Click the Delete Selected link.

Reguisition Lines (%)
Line  Description tem ID Supplier Quantity UoM Frice Tota Defsils Comments  Delete

B g Printer |BM CORPORATION 3.0000 Each 2500.0000 T500.00 [ @ Edit o

® Select All/ Deselect All Select lines to: ke Add to Favorites B8 Add fo Template(s) [ Delste Selected '8, Mass Change

3. When prompted, click the Yes button to confirm that you want to delete the selected lines.



Ara you Swre you wank o delete

Yes

the salacted linas)? [ 1BO36,2315)

No

Result: The system removes that line and, if all lines are deleted before the requisition has
been saved, displays the Add Items and Services tab.

Note: If the requisition has already been saved, the system shows an error message if you try
to delete every line. You must leave at least one line or start a new requisition from scratch.

Entering Comments Applicable to the Entire Requisition

If you need to, you can enter comments that apply to the entire requisition, rather than individual
lines on the requisition. If this is a change order for an existing purchase order, you must enter
"Change Order for PO = 2XXXXXXXXX" in the header comments.

1. Enter general information about the requisition in the Comments field.

» contactinformation of a potiential supplier

* any deposits that are required

« iflines need to be recieved by amount only

2. Under the Comments field, mark the checkboxes to indicate where you want the comment to be
visible. You can mark as many checkboxes as necessary.

In this field:

Do the following:

Send to Supplier

Use Standard
Comments

Show at Receipt

Shown at Voucher

Mark this checkbox if you want the comment to appear on the purchase
order that is dispatched to the supplier.

Click this link if you want to choose a pre-defined standard comment, such as
Change Order, Check with Order, and so on.

Result: The system displays the Standard Comments page.

a. Search for and choose, or enter, the appropriate Comment
Type.
b. Click the OK button.

Result: The system returns you to the RFQ Header Comments page.

Mark this checkbox if you want the comment to appear on the receipt
documentation.

Mark this checkbox if you want the comment to appear on the voucher.
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Header Comments

Business Unit UNCCH Requisition Date  04/23/2018
Status  Open
Comments Q

Use Standard Comments e

|| For ABC project]

Send to Supplier Show at Receipt Show at Voucher

Add Attachments

| oK Cancel

3. Click the OK button.
Result: the system returns your to Checkout- Review and Submit.

Approval Justification

Enter approval justification comments in the Approval Justification section.

Approval Justification

Enter approval justification for this requisition

™ Check Budget B Pre-Check Budget EJ Nty

Save & submit Save for Later Add More Items &2 Preview Approvals

Budget Error Notification

Procurement document creators will receive email alerts when the chartfield strings used in existing
purchase requisitions and purchase orders contain budget errors.

The email alert includes: document type, document number, a link to a training video of how to
correct the budget error, and a link to the transaction detail.

A sample of the email alert is below:
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Message 1:

Explanation:

Supplier:
Requisition:

Entered On:

Training:

Alerts - Requisition Budget Errors (30003,7)

0000063408 - GIOMAYAL SA DE CV
UNCCH.1000165106

2016-06-22

Budget Emrors QRC

Query Name:NC ALERT EP KK ERROERSGo To:Transaction Detail

Linktoc Common Budget Check
Exceptions training designed to

provide you with details for

correcting the budgeterror.

29




Entering a Contract or Grant Chartfield String with a SpeedChart

You can always manually enter a chartfield string for a contract or grant, but a quicker way is to just
enter the Project ID into the SpeedChart field. When you do, the system will fill in the rest of the
chartfield string for you automatically.

1. Inthe Accounting Lines section, click the Chartfields2 tab.

+ Accounting Lines

*Distribute By City b SpeedChart | 2100030 Q

Accounting Lines

m Q
Chartfields1 Chartfields2 Details Dedails 2 Asszet Information

Line Status Dist Type *Location Cluantity

1 Open 563_Z5 Q 2.0000

Result: The system displays your default chartfield string or one that you've manually entered.

= Accounting Lines

*Distribute By City ¥ SpeedChart Q

Accounting Lines

5 Q

LCharthields1 Chartfields2 Details Details 2 Aszet Information A
Fund Source Account Dept PC Bus Unit Project
25210 Q | ||40100 Q| |545210 Q| ||833100 Q4 Q

2. Enter the Project ID for the contract or grant in the SpeedChart field.

Note: You may need to click into another field on the requisition to get the chartfields to update.
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+ Accounting Lines

*Distribute By City r SpeedChart Q

Accounting Lines

m Q
Charthelds1 Chartfields2 Details Detfails 2 Aszet Information it
Fund Source Account Dept PC Bus Unit Project
Q Q | ||545210 Q| ||214000 Q Q

Result: The chartfield string is updated based on the Project ID you chose.

= Accounting Lines

*Distribute By City ¥ SpeedChart | 2100030 Q

Accounting Lines

m Q
Chartfields1 Chartfields2 Details Defzils 2 Asset Information Asset Information 2
Fund Source Account Dept PC Bus Unit Project Activity

25210 Q 40100 Q 545210 Q 623100 G, CHOSR @ 3100030 Q 1

3. If necessary, update the Account field.

Note: The SpeedChart does not update the Account field and keeps the default value. You can
change the Account manually if you need to.

Requisition Settings
Overview

For purchase requisitions that will include multiple items, the Requisitions Settings allows you to
save time by first entering information into certain fields that will not be cleared out each time that
you click Add to Cart.

Using the Requisition Settings link is optional and is intended to save you time when entering
lengthy requisitions.

Using Requisition Settings Link

Follow these steps to use the Requisition Settings link:

1. From the Admin WorkCenter home page, choose Finance WorkCenter >
BuyCarolina/Purchase Order> Requisition
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Result: The Create Requisition Page will automatically display the Supplier Catalog.

2. Click the Requisition Settings link.

& Home My Preferences @Requisition Settings I 2 0 Lines Checkout

Special Requests

ecent rdere -/- .
e 1l BuyCarolina

Purchasing made smarter.

Click to enter
BuyCarolina

3. Select Override and then complete any of the remaining fields that you want to remain in the
form after each time you add an item to the requisition.

Note: You can leave as many of the fields blank as you want but will want to complete each of
the fields that will be the same for all of the items that you will add to the purchase requisition.

In this field: Do the following:

Supplier Click the Lookup (magnifying glass) icon to search for the supplier

Buyer Leave blank.

Supplier Location Leave blank.

Category Leave blank as most of the items on the purchase requisition will fall under

different categories.

Unit of Measure Select a Unit of Measure if one unit of measure can be applied to all of the
items that will be included on the Purchase Requisition.

Note: "EA" (Each) will work for most items.

Ship To You do not need to change the default information that appears in this field
unless you want all of the items to be shipped to an alternate location. Click
the Lookup (magnifying glass) icon to change locations if needed.




In this field: Do the following:

Due Date If you want to specify a date that you need all of the items by, enter that date.

Attention If all items will need to be sent to the same person, enter that person's name
here.

Pct Leave blank.

Location If you want the Location for all of your items to be different from your default
location, enter it here.

GL Unit If you want the GL Unit for all of your items to be different from your default,
enter it here.

Fund If you want the Fund for all of your items to be different from your default,
enter it here.

Source If you want the Source for all of your items to be different from your default,
enter it here.

Account Leave blank. This field is automatically updated based on the Category you
select for each item.

Dept If you want the Dept for all of your items to be different from your default,
enter it here.

PC Business Unit If you want the PC Business Unit for all of your items to be different from your
default, enter it here.
Note: Only enter this field if you also enter a Project ID.

Project ID If you want the Project ID for all of your items to be different from your default,
enter it here.

Activity If you want the Activity for all of your items to be different from your default,
enter it here.
Note: Only enter this field if you also enter a Project ID.

Program If you want the Program for all of your items to be different from your default,
enter it here.

Cost Code 1 If you want the Cost Code 1 for all of your items to be different from your
default, enter it here.

Cost Code 2 If you want the Cost Code 2 for all of your items to be different from your
default, enter it here.

Cost Code 3 If you want the Cost Code 3 for all of your items to be different from your
default, enter it here.

Affiliate

If you want the Affiliate for all of your items to be different from your default,
enter it here.
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In this field: Do the following:

Fund Affiliation If you want the Fund Affiliation for all of your items to be different from your
default, enter it here.

4. After completing any of the fields that you want to remain in the form after each time you add an
item to the requisition, click the OK button.

Requisition Settings x

Business Unit | UNCCH @ UNG at Chapel Hil Requisition Name | For ABC Lat]
*Requester Q Priority | Medum ¥
*Cumrency usD

Default Options @
Default If you sebect this option, the defaults specified below will be applied to requisition lines when there are no predefined values for these
fislds.
® Override If you selact this opfion, the defaults spacified below will cvarride any pradefined values for these fields,anly non-blank values are sssigned.

Line Defaults (7)

HNate: The Information In this page doss not refiact the data in the sslectad requiaition Nnes. When the ‘0K’ button Ia clicked, the data entared on this page will raplace the data In the comaeponding felda on the
eelactad inss that are avallable for sourcing.

Supplier | 0000000002 Q Category a
Supplier Location |3 Q Unit of Measure Q
Buyer Q

Shipping Defaults

ShipTo | 36225 Q
Due Date i Attention
Distribution Defaults
SpeedChart Q

Accounting Defaults

B Q 1-1o0f1 ¥

Chartfields1 Datails Asset Information | Ik
Dist Percent Location GL Unit Fund Source Account Dept PC Bus Unit Project Activity
1 100.0000 | (562 25 Q| |junccH Q| |ze1 Q| 1 Q Q| 214000 Q qQ Q
»
OK Cancel

5. Click the OK button to start creating purchase requisition.
Result: The fields that were completed on the Requisition Settings are already entered
in the Special Special link and will remain in the form each time that you click Add to

Cart to add another item.

6. Click the Special Request link.



B pome A My Preferences & Requisiton Seftings I B o Lines Checkout

Special Requasts

Enter information about the non-catalog item you would like to order:
Recently Ordersd \tem Datalls

*ltem Description

*Price =Currency usD

*Quantity *Unit of Measure Q

Due Date al
*Category Q =

suppllar

Supplier [0 | 0000000002 Q

Supplier Name FISHER SCIENTIFIC CON | QU FISHER SCIENTIFIC COMPANY Suggest Mew Supplier
LLc

Supplier ltem I
Manutacturer
Mg I Q
Manufacturer

Mg Hem I

Additional Information

Send to Supplier Show at Receipt Show at Vioucher

Request New Hem

Request New Item A notification will be sent to a buyer regarding this new item request

Add to Cart

Splitting Funds for a Line of the Requisition

To use multiple chartfield strings on any line, click the down arrow to the left of the
line you would like to split fund.

2. Click the +icon.

Eccounﬁng Lines
*Distribute By Qty A SpeedChart Q *Liquidate By Oty M
Accounting Lines
m Q 1-10f1 ¥ ew A
Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Information I
Line Status Dist Type *Location Quantity Percent Merchandise Amt  GL Unit Entry Event
1 Opan 563_25 Q 2.0000 100.0000 7.500.00 | [UNCCH Q Q

Result: The system displays a second line.

3. Complete the fields, if necessary:
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In this field:

Do the following:

Distribute By

Liquidate By

Location

Quantity

Percent

Choose the option you want:

e Quantity if you want to split the funding by quantity.

e Amt if you want to split the funding by amount. Always
choose this option for services, so you can create a receipt by
amount.

Choose the option you want in the event that you end up
recapturing some or all of the money:

* Quantity if you want to liquidate by quantity.
« Amt if you want to liquidate by amount.

Note: If you chose to distribute by amount, you must liquidate by
amount. If you chose to distribute by quantity, you can liquidate by
amount or quantity.

Enter the location you are ordering from.

If you chose to distribute by Quantity, enter the quantity for each
line. If you chose to distribute by Amt, the system doesn't display
this field.

If you chose to distribute by Amt, enter the percentage to assign to
each line. If you chose to distribute by Quantity, leave this field
blank.

« Accounting Lines

*Distribute By ity

Accounting Lines

moQ
Chartfields1 Chartfelds2
Line Status Dist Typs
1 Open
2 Open

Select lines to:

ke Add to Favorites

SpeedChart Q *Liguidate By Qty o

Details Details 2 Asset Information Asset Information 2 Budget Information | Ik

*Location Quantity Percent Merchandise Amt | GL Unit Entry Event
583_25 Q 1.5000 50.0000 375000) lUNCCH Q@ Q +
583_25 Q 1.5000 50.0000 3750000 UNCCH Q@ Q -+
B8 Add to Template(s) [l Delete Selacted *E, Mass Changs
Total Amount 7.500.00 USD

Note: For information about chartfields, refer to the Chartfield Structure quick

reference card.

~ Accounting Lines

*Distribute By iy

Accounting Lines
m Q
Chartfielas1 Chartfields2 Details
und

Source Account

24101 Q| 101 Q| [s72

24101 Q| 1401 Q| |sar2

1 Q| |30 Q

1 Q| |318300Q

SpeedChart Q *Liquidate By oty v
12
Detsiz2 | | Asset Informti Aszet 2 idiget Inform; [
Dept PCBus Unit  Project Activity Program CostCodet §ostCode  CostCode  pjate Fund Affiliate
Q Q Q Q Q Q Q Q Q
Q Q aQ Q Q Q Q




Modifying Line, Shipping, or Chartfield Information and Applying it to the
Entire Requisition

If you want to make the same change to every line item, use the Mass Change link to
do so. Use this option to modify any of the following:

e supplier

e buyer

« category code

* shipping information

¢ accounting information

1. Inthe Requisition Lines section of the Checkout - Review and Submit page,
complete the field:

In this field: Do the following:

Select All /Deselect | Mark the checkbox.
All

2. Click the Mass Change link.

Requisition Lines ()

FISHER SCIENTIFIC 3.0000 Each 2500.0000 7500.00 ]
Lc

COMPANY

Shipping Line ¢ *Ship T Q Add Shipto Comments Quantity 20000 +
Pr

Address )
Price 2500.0000

Total Amount 7.500.00 USD

Result: The system displays the Edit Lines/Shipping/Accounting for Selected
Lines. All fields will come in blank, even if they have values associated with them.

3. Enter new information in any field. Leaving a field blank does not affect the original
value of that field. Remember that the information you enter affects every line item
on this requisition.

Note: For information about chartfields, refer to the Chartfield Structure quick
reference card.



38

Click the OK button.

Line Information (7)

Supplier ID

Buyer

Shipping Information
Ship To Location

Due Date

Comments

Accounting Lines

SpeedChart
Accounting Information

H Q

Chartfields1 Datails

| oK Cancel

Edit Lines/Shipping/ Accounting for Selected Lines

Hote: The information below doea not refiect the data in the eslectsd requisltion lines. When the '0K’ button le clicked, the data entered on thia page will replace the data
n the comeaaponding flelde on the selected lines that are avallabée for sourcing.

Supplier Location Q

Q Category

Attention

Q

Please enter GL Business Unit before selecting other charifield valuss

1-10f1 ¥

Asset Information | Ik

Dist Percent Location GL Unit Fund Source Account Dept PC Bus Unit

q

Load Values From Defaults

Help

Project

Result: The system displays the Distribution Change Options page.

Choose the appropriate option:

In this field:

Do the following:

All Distribution Lines

Matching
Distribution Lines

Replace Distribution
Lines

Mark this checkbox to apply changes to all distribution lines.

Mark this checkbox to apply changes to each existing distribution
line by matching the distribution line numbers.

Mark this checkbox to remove the existing distribution lines and
replace them with changed distribution lines.

Click the OK button.




Distribution Change Options

Far the selected requisition lines that are available for sourcing, apply distribution changes to

Apply changes to all existing distribution lines.

O Matching Distribution Lines
Apply changes to each existing distribution line by matching the distribution line numbers.

O Replace Distribution Lines

Remove the existing distnbution lines and replace with the distnbution lines changes.

==

Result: The system changes to the requisition header information and displays
the Review and Submit tab.
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When entering a requisition for a multi-year contract, it's important that you structure your requisition
correctly. This will greatly aid the buyer who is tasked with creating purchase orders from your
requisition and will help avoid potential errors. Here, we highlight the key things you need to do to
enter the requisition correctly. For general information about creating a purchase requisition, see
the Creating a Purchase Requisition section in this guide.

Follow these steps the request a multi-year contract:

1. From the Admin WorkCenter home page, choose Finance WorkCenter >
BuyCarolina/Purchase Order> Requisition

2. Click the Special Request link.

3. Complete the fields:

In this field:

Do the following:

Item Description
Price

Quantity

Unit of Measure

Category

Due Date
Supplier ID
Supplier Name

Additional
Information

Enter a clear description for the contract.
Enter the total cost for all years of the contract, not the amount per year.

Enter "1" in this field.
Enter EA for each.
Choose the appropriate category for your service.

Enter the date you need your goods or services. This field is optional.
Choose the Supplier ID from the lookup icon.
This will fill in automatically after you've chosen the Supplier ID.

Enter information that specifies the amount and length of the contract.
Make sure to enter when the contract will begin, end, and when it may
be time to renew the contract.




5 : i - .
B Home 4 MyPreferences #F Requisiion Settings ~ 0OLines Checkout

Spactal Requasts Enter information about the non-catslog item you would like to ordar

Recently Orderad

It Datalls
*Htam Description 3 Year Contract for Carpet Cleaning
*Price 30000.00 *Currency | USD
*Unit of
*Guandtity 1 Unit of Measure  |EA Q,
7130000 Due Date i
‘Category | 47130000 Q
Suppller
Supplier 1D =}
Supplier Name Q Suggest Mew Supplier

Supplier Hem D
Manufacturer
Mg 1D Q
Manufacturer

Mifg Hem 1D

Additional Information

2 yesr contract for $30,000.00 per year. Contract begins on 4172018 and ends on 12/31/2021| e

Send to Supplier Show at Receipt Show at Voucher

Request New lem

Request New ltem A notification will be sant to a buyer regarding this new item request

Add to Cart

Click the Add to Cart button.
Click the Checkout link.

If needed, make any necessary adjustments to the options on this screen, such as the
chartfield string.

If You Want to Receive by Amount Only Instead of Quantity: do not mark the Amount Only
checkbox. Instead, mention that you need the PR paid out by amount only in the Requisitions
Comments field.

Click the Attachments and Comments link and attach supporting documentation.

Note: It's very important to include adequate documentation and comments so the buyer
knows exactly how to structure the contract.

Click the Pre-Check Budget button.

Note: Pre-checking the budget only checks that there is enough budget on a chartfield string at
the time you check it. The system does not pre-encumber, or hold the money out of the budget.
Pre-encumbrances happen once the purchase requisition is approved, so it is possible that
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there won't be enough budget to cover the request once it's approved if another transaction
uses the budgeted money on the chartfield string first.

10. Click the Save and submit button.

Once the buyer processes your requisition, a separate purchase order will be created for each year

of the contract. The amount on each purchase order will only be the portion that will be used for that
particular year of the contract. In the example we used in the steps above, we asked for a three year
contract for $30,000. The buyer will create three $10,000 purchase orders, one for each year of the

contract.

Note: Be aware that future year POs with non-project-related chartfield strings for future
budget years will show budget a budget error of “Budget is Closed” or “Budget is On Hold.” This
is to be expected and will be rectified when the next budget year is opened. Project-related
chartfield strings don’t necessarily follow the fiscal year and therefore can have multiple budget
years open. Any budget errors on project-related POs will either be because the chartfield
string is over budget or the budget period for the project has ended.

Budget Error Notification

Procurement document creators will receive email alerts when the chartfield strings used in existing
purchase requisitions and purchase orders contain budget errors.

The email alert includes: document type, document number, a link to a training video of how to
correct the budget error, and a link to the transaction detail.

A sample of the email alert is below:

Message 1: Alerts - Requisition Budget Errors (30003,7)
Explanation:
Supplier: 0000063408 - GIOMAYAL SA DE CV
Requisition: UNCCH. 1000165106 -
Link to Common Budget Check
Entered On: 2016-06-22 = .. .
L. Exceptions training designed to
Training: Budget Errors QRC . . .
provide you with details for J

Query Name:NC_ALERT EP KK ERRORSGo To:Transaction Detail co rrecting the budget errar




When entering a requisition for a third-party staffing contract, it is important to structure your
purchase requisition correctly. Once this type of purchase requisition (PR) is approved as a
purchase order (PO) it will automatically be uploaded to the corresponding work order in the VDNLY
system. Then the worker will have the ability to complete their timesheet. After a third-party
employee’s timesheet is signed off by their manager/supervisor; the systems will automatically
match the timesheet to the correct purchase order associated with the employee to initiate payment
from Accounts Payable.

Note: Receiving for this type of purchase requisition is optional.

Here, we highlight the key things you need to do to enter the requisition correctly. For general
information about creating a purchase requisition, see the Creating a Purchase Requisition section
in this guide

Follow these steps to enter a requisition for Contingent Labor:

1. From the Admin WorkCenter home page, choose Finance WorkCenter >
BuyCarolina/Purchase Order> Requisition

2. Click the Special Request link.

3. Complete the fields:

In this field: Do the following:
Item Description Enter a the workers name and PID (Personal Identification Number)
Price Enter the total estimated payout based on the worker's estimated hours, billing

rate, and any anticipated overtime/expenses, as provided in the VNDLY system
for this specific worker.

Currency Confirm that the currency is USD. US Dollars is the only option the system
allows.

Quantity Enter 1 in this field.

Unit of Measure Enter EA for each.

Category Enter UNC00045 or UNC000047

Due Date Leave this field blank

Supplier ID Enter 0000147201
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In this field: Do the following:

Mfg ID Leave this field blank
Mfg Item ID Leave this field blank
Enter information about the non-catalog item you would like to order:
Item Details
*Item Description | |John Doe
*Price | | 35000| *Currency usp
“Unit of M |
“Quantlty 1| nit of Measure |EA Q |
“Category | |[UNC00045 Q| Due Date | |
Supplier
Supplier 1D | | 0000147201 Q
Supplier Name ENEXTSOURCE' INC | Q NEXTSOURCE. INC Suggest New Supplier
Supplier Item ID |
Manufacturer
MigiD | Q
Manufacturer
Mfg Item ID
Additional Information
| 2
il
) Send to Supplier Ll Show at Receipt L) Show at Voucher
Request New Item
[JRequest New Item A notification will be sent to a buyer regarding this new item request.
Add to Cart ‘

Click the Add to Cart button.
Click the Checkout link.

In the Requisition Name Field enter the name of the worker.

Checkout - Review and Submit

Review the item information and submit the req for approval.

7 My Preferences ## Requisition Settings
Regquisition Summary
Business Unit |UNCCH | @ UNC at Chapel Hil Requisition Namel John Doe \ |
"Requester | fin_campus01 2 FINANCE CAMPUSO01 Priority | Medium v

*Currency | USD

If needed, make any necessary adjustments to the options on this screen, such as the
chartfield string.



8. Click the Attachments and Comments link and attach supporting documentation.

" &5 o = i " - =
" My Preferences " Regquisition Settings Attachments and Comments (0)

Note: Add a Word Document that includes:
1. Name of the Worker

2. Anticipated start date on assignment.
3. The bill rate.

4. Anticipated end date of the assignment.

9. Setthe requisition as Amount Only, by clicking the Line Detail icon.

Requisition Lines (?)

Line Description tem ID Supplier Quantity uom Price Total Detalls ~ Comments Delete

1 g1 John Doe NEXTSQURCE, INC 1.0000 Each 350000000 35000.00 B @ Edit ]

10. Click the Amount Only box.

Line Details (3)

Ne Image a W
Line 1 #  JohnDoe Line Status  Open

¥ Item Details (3)

Merchandise Amount
Item ID

Category

Original Substituted Item
Description

Physical Nature

Buyer

35000.00 USD

UNC00045

Services v

bohlin Q
Buyer Information

Configuration Info

RFQ Required

Device Tracking

Zero Price Indicator
& Amount Only

O lInspection Required

11. Click the OK button.

+ Sourcing Controls (3)

“ (;E‘HI:EI ‘

Consolidate with other Reqs
Calculate Price
Override Suggested Supplier

12. Click the Pre-Check Budget button.

Note: Pre-checking the budget only checks that there is enough budget on a chartfield string at
the time you check it. The system does not pre-encumber, or hold the money out of the budget.
Pre-encumbrances happen once the purchase requisition is approved, so it is possible that
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there won't be enough budget to cover the request once it's approved if another transaction
uses the budgeted money on the chartfield string first.

13. Click the Save and submit button.

Results: From here, the requisition will route for financial approval. When that is complete, the

requisition will route to Purchasing where a PO will be assigned. PO data will be automatically
uploaded to the VNDLY system.
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Use the Manage Requisitions page to search for a supplier catalog order or non-supplier catalog
requisition that has already been created. Once you have found the requisition you can:

Copying a Requisition (not available for supplier catalog orders), page 48
» Printing a Requisition, page 49

* Viewing the Reason a Requisition was Rejected, page 51

* Modifying a Requisition , page 52

* Canceling a Requisition , page 54

e Returning ltems, page 54

» Viewing a Requisition's Life Cycle, page 55

Specific instructions for each of these actions is provided in the sections that follow.

For information on creating a new requisition, see Creating a New Purchase Requisition , page 9

Follow these steps to manage a requisition:

1. From the Admin WorkCenter home page, choose Finance WorkCenter >
BuyCarolina/Purchase Order > Manage Requisition

Before you can perform any of the Manage Requisition functions, you must search for and select
the requisition you would like to cancel, copy, print, or edit.

2. Onthe Manage Requisitions page, complete one or more of the fields:

In this field: Do the following:
Business Unit Enter the business unit associated with the requisition you are searching for.
Requisition Name If the requisition was given a name, enter the name of the requisition you are

searching for.

Requisition 1D Enter the requisition ID of the document you are searching for.
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In this field: Do the following:

Request Status Choose the appropriate status from the list box of the requisition you are
searching for.

Date From Use the Date From and Date To fields to search for requisitions created
within a specific date range.

Date To Use the Date From and Date To fields to search for requisitions created
within a specific date range.

Requester Enter the Requester ID of the person listed as the requester on the
requisition you are searching for.

Note: The requester is the department contact for the requisition.
Entered By Enter the ID of the person who entered the requisition you are searching for.

PO ID Enter the purchase order ID associated with the requisition you are
searching for.

3. Click the Search button.

Manage Requisitions

* Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Business Unit |UNCCH Q Requisition Name Q
Requisition ID Q Request State  All but Complete M Budget Status v
Date From | 04/16/2019 ) Date To | 0412372019 [l
Requester | Q Entered By Q PO ID Q
| Search | Clear Show Advanced Search

Result: The system displays the first 50 results that meet the criteria you specified. If you don't
see the requisition you are searching for within those results, enter more criteria in the search
fields and try again.

Requisitions (3

To view the lifespan and line items for a requisifion, click the Expand friangle icon
To edit or perferm another action on a requisition, make a selection from the Action dropdown list and click Go

Req 1D Requisition Name BU Date Request State Budget Total

1000438399 qpgo43nans UNGCH 04117/2019  Approved Prov Valid 7,000.00 USD|| [Select Action] M Go

4. Once you see the requisition you are looking for in your search results, refer to the steps below
to copy, print, edit or cancel that requisition.

Copying a Requisition (not available for supplier catalog orders)

Use the Copy Requisition feature to copy any existing non-supplier catalog requisition instead of
creating a new one from scratch. This can be helpful if a new requisition will be similar to one that



was already created.

The requisition you are copying can be in any status. When you copy an existing requisition, the
system:

» copies the information from the previously created requisition
» assigns a new Req ID to the new requisition
 displays the Checkout - Review and Submit page of the Requisitions page

You can modify your new, copied requisition before submitting it for approval.

1. Once you find the requisition you want to copy, complete the field:

In this field: Do the following:

Select Action Choose Copy .

2. Click the Go button.

Requisitions (%)

To view the lifespan and line items for a requisition, click the Expand friangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go

Req ID Requisition Name BU Date Request State Budget Total

1000439399 4000439399 UNCCH  04/17/2019  Approved Prov Valid 7,000.00 UsD] CoPY

Result: The system copies the requisition and displays the Checkout - Review and Submit
page of the Create Requisitions page.

3. Make any changes to the requisition, including updating the chartfield information, if necessary.

Note: The attachments are not copied from the original requisition to the new requisition. You
will need to attach documentation if the requisition's business rules require it.

4. Click the Save for Later button.
5. Click the Pre-Check Budget button.

6. Click the Save & submit button.

= Check Budget =] Pre-Check Budget =) Motify

Save & submit Save for Later Add More ltems

Printing a Requisition

Any printed requisition can display one of these levels of detail:

49



¢ Detailed chartfield information

» High-level summary information

1. Once you find the requisition you want to print, complete the field:

In this field: Do the following:

Select Action Choose View Print.

2. Click the Go button.

Requisitions @

To view the lifespan and line items for a requisition, click the Expand triangle icon
To edit or perform another action on a requisition, make a selection from the Acfion dropdown list and click Go

Req ID Requisition Name BU Date Request State Budget Total

1000439399 qppo439399 UNGCH  04/17/2019 Approved Prov Valid 7,000.00 UsD|| View Print

3. When the system asks if you want to print distribution details with the requisition, choose one of
the following:

* Yes to print all of the chartfield information for every line

» No to print only a high-level summary of the requisition

Do you want to print the reguisition with distribution details 7 [18036,11614)

Yes Mo

Result: The system opens a new window with a printer-friendly report.



PURCHASE REQUISITION
THE UNIVERSITY OF NORTH CAROLINA AT CHAPEL HIL

Date Received Dept. Contact Name and Phone Requisition
1000000343
919784 3-3069
Requisition Date Buyer Code Delivery Ne
41212014
Quote Bid No. Purchase Order No. Start Date
Deliver To Ship To Address End Date

University of North Carolina at Chapel Hill
221 E Cameron Ave

Vendor {0000027470) . y Count of At

IBM CORPORATION Chapel Hill NC 27514 1

P O BOX 643600 Header Comments

PITTSBURGH PA 15264-3600 N - Goods
N - State/

Line No. aty Unit Description

1 3 EA Prnter

BU Fund Src Acct Dept PCBU | Projld | PCID | Prog | CC1 | CC2

UNCCH | 221593 14001 545235 | 400101
Line Comments:

4. Use your browser's print functionality to print the requisition.
5. Close the new window your browser opened which displayed the printer-friendly requisition.
Viewing the Reason a Requisition was Rejected

Before modifying a requisition that has been rejected, it is helpful to view the comments from the
approver to find out why it was rejected.

1. Once you find the rejected requisition, complete the field:

In this field: Do the following:

Select Action Choose View Approvals.

2. Click the Go button.

BU Date Request State Budget Total
UNCCH 03/15/2019 Denied Prov Valid 80.97 usC | Approvals v Go
UNCCH 03/15/2019 Denied Prov Valid 20.45 usp | [Select Action] v Go

Result: The system displays the Approval Status page.
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3. Click the arrow to the left of Comments and view the comments.

Approval Status

Business Unit UNCCH
Requisition ID 1000439258
Requisition Name 1000439256
Requester
Entered on  03/15/2019
Status  Denied Total Amount 80.97 UsSD
Priority  Medium
Budget Status Provisionally Valid

Requester's Justification
extension cords for ILAB interlocks

View printable version
» Line Information &
* Review/Edit Approvers
Department Level Stage
Requisition 1000439256:Denied G View/Hide Comments

Departmant Path |

Denied
Jane Oaks
Res Depl Path | Sten |
031519 -2:10 PM

Comments

Jane Oaks 0315119 - 2:10 PM
modify Account To 537210

Budget Error Notification

52

Procurement document creators will receive email alerts when the chartfield strings used in existing
purchase requisitions and purchase orders contain budget errors.

The email alert includes: document type, document number, a link to a training video of how to
correct the budget error, and a link to the transaction detail.

A sample of the email alert is below:

Message 1: Alerts - Requisition Budget Errors (30003,7)
Explanation:
Supplier: 0000063408 - GIOMAYAL SADE CV
Requisition: UNCCH.1000165106 .
Linkto Common Budget Check
Entered On: 2016-06-22 ’ . .
.. Exceptions training designed to
Training: Budget Emmors QRC . . .
provide you with details for _
Query NameNC_ALERT EP KK ERRORSGo To:Transaction Detail co rrecting the budget error.

Modifying a Requisition

After submitting a requisition, circumstances may require you to change the requisition. Using the
Edit Requisition option, you can change the original requisition, such as to update the quantity
ordered, price, scheduled delivery date, or ship to location.

If the approval process has been started for this requisition, regardless of how complete the process
is, the system may require the approval process to be started again.



If any line of a non-supplier catalog requisition has been transferred to a purchase order, you need
to create a new requisition from scratch instead of modifying the existing requisition. Use the
Requisition Name field and the Header Comments field to list the purchase order number and to
indicate that the requisition is being created as a change order. In the header comments you must
enter "Change Order for PO = 2XXXXXXXXX."

The change order is subject to the same budget checking and workflow as the original requisition. If
you need to liquidate part or all of the encumbrance, notify the buyer and submit a change order
request to Purchasing Services (see Processing a Change Order Request).

1. Once you find the requisition you want to modify, complete the field:

In this field: Do the following:

Select Action Choose Edit

2. Click the Go button.

Requisitions (@

To view the lifespan and line items for a requisitien, click the Expand friangle icon
To edit or perferm another action on a requisition, make a selection from the Action dropdown list and click Go

Req 1D Requisition Name BU Date Request State Budget Total

1000439399 4000439399 UNCCH  04/17/2019 Approved Prov Valid 7,000.00 usp)| Edit M Go

Result: The system displays the Edit Requisition- Review and Submit page.

3. Ifthe requisition is pending approval you receive a message telling you that editing the
requisition may reinitialize the approval process. Click the OK button. Otherwise, skip this step.

4. Make the appropriate changes to your requisition.
5. Click the Save for Later button.

6. Click the Pre-Check Budget button.

7. Click the Save & submit button.

™ Check Budget B Pre-Check Budget B Notify

Save & submit Save for Later Add More Items 63 Praview Approvals

Result: The system restarts the approvals process by routing the document and sending a
notification to the first approval level.
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Canceling a Requisition

BuyCarolina is an electronic business-to-business system. This means that the orders are
transmitted electronically every hour. If a BuyCarolina order has not already been processed by the
supplier and you need to cancel, follow these steps.

1. Contact the supplier directly.

2. Once you have received confirmation of the cancellation, email the confirmation to
Procurement at eprovendors@unc.edu.

Result: Procurement manually relieves the encumbrance in ConnectCarolina.
Returning Items

If a BuyCarolina order is incorrect but has already been processed by the supplier, you will need to
contact the supplier to request a Return Merchandise Authorization (RMA).

Note: You will need to provide the supplier with purchase order number; suppliers do not know
anything about purchase requisitions. The supplier will then process an electronic Credit Memo
for the returned items.

Exception: Staples does not use RMAs. Staples can process returns two ways:
» Log into Staples within ConnectCarolina. Click on My Orders and then On-Line Return.
« Call Staples with the Purchase Order number.

To see your Purchase Order number:

1. From the Admin WorkCenter, choose Finance WorkCenter > BuyCarolina/Purchase Order
> Manage Requisition

2. Enter the appropriate search criteria to find your order and click the Search button.

3. Click the Expand button by your order.

| Req ID Requisition Name BU Date

! 1000439399 4ppp439399 UNCCH 04/17

4. Click on the Purchase Orders icon to view the Purchase Order number.

I'-['_r |



mailto:eprovendors@unc.edu

Note: The Purchase Orders icon will only be lit up if a Purchase Order has been created.
Viewing a Requisition's Life Cycle

1. To see all the other documents associated with a particular requisition, click the arrow to the left
of the requisition line.

Manage Requisitions
* Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.
Business Unit |UNCCH Q Requisition Name Q
Requisition ID Q Request State M Budget Status bl
Date From |04/01/2018 fzz] Date To | 04123/2019 ]
Requester Q Entered By Q PO ID Q
Search Clear Show Advanced Search
Requisitions (@
To view the lifespan and line items for a requisition, click the Expand friangle icon.
To edit or perform another action on a requisition, make a selecfion from the Acfion dropdown list and click Go.
Req ID Requisition Name BU Date Request State Budget Total
1000439399 4000439399 UNCCH 04/17/2019 Approved Prov Valid 7,000.00 usp | Edit hd Go
Result: The system displays all documents associated with the requisition.
2. Click on any document that is in color to view it.
Req 1D Requisition Name BU Date Request State Budget Total
1000439399 1000435399 UNCCH  04/17/2019  Approved Prov Valid 7,000.00 usp | Edit v Go
Requester Entered By Priority  Medium
Pre-Encumbrance Balance 0.00 usD
=% S B = 7

Request Lifespan:
Line Information

5 Q 1-20f2 ¥
Line Description Status Price Currency Quantity uom Supplier
1 #* | TestLine 1 Approved 3000.0000 UsSD 1.0000 EA FEDEX
2 #* | TestLine 2 Approved 2000.0000 UsSD 2.0000 EA FEDEX
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When shipments from a purchase order arrive, the purchased products must be reviewed and
inventoried to make sure they are the right item, in the right quantity, and in the right quality.

The invoice must also be submitted on the Vendor Invoice Submission page (VISP).

Receiving and the Vendor Invoice Submission page are only done against purchase orders. Do not
create a receipt or submit an invoice for supplier catalog, voucher, or P-Card transactions.

The supplier listed on the purchase order does not receive payment until you create the receipt in
the system and submit the invoice using the Vendor Invoice Submission page.

The systems sends an email reminder to create receipts for orders which will allow the system to
pay the invoice received from the supplier. The reminder process runs twice weekly — on Monday
and Thursday at 7 a.m. — and generates an email to users.

Sample email reminder:

If the goods are damaged or a return is necessary, contact the supplier directly and ask for a Return
Merchandise Authorization (RMA) number, or some other identifier that proves that your area
authorized to return the products.

Use the following steps to create a receipt for a purchase order. When creating the receipt, be sure
you know whether your PO is set up by quantity or by amount.

1. From the Admin WorkCenter, home page, choose Finance WorkCenter >
BuyCarolina/Purchase Order > Add/Update Receipts by PO

2. Onthe Add a New Value tab, click the Add button.



Receiving

Business Unit |UNCCH Q|

Receipt Number |NEXT

PO Receipt #

Find an Existing Value Add a New Value

3. Tosearch by PO number, enter the PO number in the ID field.

Note: Although searching by PO number is preferred, you can also search by Supplier Name.

To do so, click the Lookup icon on the right side of the Supplier Name field and select the

Vendor Name.

Be careful when searching by supplier. Be sure to select and receive the correct items from the

correct PO.

While it is not required, it may sometimes be helpful to also include a range of dates using the

Start Date and End Date fields.

4. Click the Search button.

Select Purchase Order
Search Criteria

PO Unit |UNGCH Q

D |Y195AG0562

Line / Schedule

Release

ltem 1D Q
Ship To Q
Ship Via Q

# Retrieve Open PO Schedules

Search

| OK | Cancel Refresh

Days +i- Today

—

Start Date

—

End Date

Supplier Name PREMIER COMMUI Q | |Supplier Lookup

Supplier ltem 1D Q
Manufacturer 1D
Manufacturer's Item ID
UPN ID Q
Receipt Qty Options
No Order Qty ® Ordered Qty PO Remaining Qty

5. Select the items to receive and click the OK button.
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Retrieved Rows
5 Q 12012 ¥ View All
u Selected Rows ‘Shipping Relaled More Details | [I»
Sel PO Unit POID Line Sched Release Due Date PO Qty Rsz;‘;: Item Description
c) UNCCH Y19SAGO562 1 1 03/1612019 1.0000 NI NFBKME: Nitrogen Microbulk
] UNCCH V195AGI562 2 1 031612019 1.0000 ZZRENT. MicroBulk Monthly Rent
¥ Select Al Clear Al
oK Cancel Refresh

5. Enter the date the goods or services were received in the Received Date field.

6. Do one of the following:

« Enter the quantity received in the Received Quantity field, if the line item was set up or
the PO to be received by quantity.

« [fthe line item was set up on the PO to be received by dollar amount, enter Received
Amountin dollars.

7. If you need to, you can click Header Comments/Attachments to add comments and/or
attachments at the header level

8. Ifyouneedto, click Line Comments to add comments and/or attachments at the line level.

9. When you are finished entering the informatin, click the Save Receipt button.

Receive Items
New Receipt
x

*Business Unit: UNECH Q
Receipt Status: Qpen Header Detalls
*Received Date: 0412412019 [ | Select Purchase Order Header Comments/Attachments
Receipt Lines (2

5 Q 120f2 ¥ View All
Line Item Id Item Description Currency Received Amount Iiszslisd ssnzul Details S Receipt Line Comments PO

Quantity Quantity Line
1 HI NFBKME: Mitrogen Microbulk uspD 5033.00000 1.0000 B & | 1.0000 =) X
2 ZZRENT: MicroBulk Monthly Rent | USD 6316.00000 1.0000 B L 10000 B X
Save Receipt

Adjusting or Canceling a Receipt

You can change or cancel an existing receipt for goods or services that have not yet been invoiced.
You cannot cancel a receipt that has already been matched to a voucher.

Always remember to click Save Receipt after making any changes. Once the system saves your
changes, you should receive a confirmation of the change.

Follow these steps to adjust or cancel a line of receipt:



-_—

From the Admin WorkCenter home page, choose Finance WorkCenter >
BuyCarolina/Purchase Order > Add/Update Receipts by PO

2. Click Find an Existing Value tab.

3. Search for the receipt you want to change or cancel. The most common ways to search are by
Receipt Number or by PO number.

4. Click the Search button.

Receiving

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

Find an Existing Value | | Add a Mew Value
= Search Criteria

Business Unit | = ¥ UMCCH Q

Receipt Number | begins with ¥

Bill of Lading | begins with ¥

PO Business Unit | begins with ¥ Q

ltem ID | begins with ¥ Q

PO Mumber | begins with ¥ | |Y16MTS 1408 Q

Ship To Location | begins with ¥ Q

Shipment Number | begins with ¥

I Supplier ID | begins with ¥ Q

Received Date | = ¥ '_'
Receipt Status | = ¥ r

UserID | begins with ¥ Q

Caze Sensitive

Search Clear Easic Search ._‘?' Save Search Criteria

Result: The system displays the search results in a list or goes directly to the Receive Items
page.
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If the search results are displayed in a list, click the receipt you want to change. Then the system
displays the Receive Items page.

Canceling a Line of Receipt

1.

Cancel Line column of the row assigned to the item.

If you want to remove an item/line that was previously received in error, click the X in the

Receive Items

Receipt No:
*Business Unit:
Receipt Status:

*Received Date:

¥18JHM0052
UHCCH Q

Fully Received
0772017

*®

Header Details

Select Purchase Order

Header Comments/Attachments Reject Shipment

Receipt Lines (@

5 Q 1-20f2 ¥ View All
Line Item Id Item Description Received Received Quantity Accep_t Details Cancel Receipt Line Comments PO
Amount Quantity Line
1 Fly Meat - D. melano 7.50000 | 6.0000 B ® 60000 -1 x
2 Shipping and Handlin 55.95000 1.0000 B 1.0000 B x

Save Receipt

Result: A pop-up message window will appear.

2. Click the Yes button.

Canceling Item cannot be reversed. Do you wish to continue? (10300,46)

Yes Mo

3. Click the Save Receipt button.

Changing the Quantity or Amount Received

1. If you want to adjust the received quantity or amount, select the previously received value and

change it to the correct value.

2. Then, click the Save Receipt button.




Receive Items
New Receipt
v x
*Business Unit: ||JNCCH Q
Receipt Status: open Saador Ovtetle
*Received Date: 041252019 [iH]| Select Purchase Order Header Comments/Attachments Reject Shipment
Receipt Lines (3
H Q 1-50f5 ¥ View All
= Received e = - Accept - Cancel a - Asset
Line Item Id Item Description Amount Received Quantity UoM Quantity Details Line Receipt Line Comments Status PO
1 SODIUM CHLORIDE, 0.9% WA 1L 18.38000| | 1 0000 Bl R ea a 1.0000 BOX (] (]
. 3M 17003 COMMAND HOOKS 1268000} [15 0000 g2 B |[m o P — B X o o
VALUE
3 ETHYL ALCOHOL 140 PROOF 4/CS 80.50000 | 1.0000 Bl B cs a 1.0000 B x o o
4 %’Pﬁgumm SN{ECH DR 75.38000| | 10000 B R A a 1.0000 BX o] Pending = @
SYRINGE OMLY LLOK SML g = ~ ~
5 kit 14.28000| | 1 0000 BB |k a 1.0000 -5 x o o
Save Receipt |
Add New Receipt Inquire Receipts
Notify Refresh Add Update/Display

Canceling a Receipt Completely

1. Tocancel a receipt completely, click red X next to the Receipt field. This is the Cancel Receipt

Receive Items
New Receipt
*Business Unit: UNCCH
Receipt Status: Open Header Details
“Received Date: 0412572019 Select Purchase Order Header Comments/Attachments Reject Shipment
Receipt Lines (B
5 Q 150f5 ¥ View Al
Line  Item Id Item Description Receled Received Quantity -uom gﬁ‘;’"‘"‘m Details (2! Receipt  Line Comments o PO
1 SODIUM CHLORIDE, 0.9% WiV, 1L 16.88000 |1 ppoo 2 B a a 1.0000 B X (o] [
5 3M 17003 COMMAND HOOKS 1263000 | 15,0000 s B | o - B x o o
VALUE
3 ETHYL ALCOHOL 140 PROOF 4/CS 80.80000 | 1_0000 2 B lles a 1.0000 B X o (e}

Result: The system displays a pop-up message asking if you're sure.

2. Click the Yes button.

Canceling Item cannot be reversed. Do you wish to continue? (10300,46)

| Yes | Mo |

3. Click the Save Receipt button.
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Submitting an Invoice

After receiving your items, you must also submit the invoice using the Vendor Invoice Submission
page so that payment can be released to the supplier.

Follow these steps to submit an invoice:
1. Toaccess the Vendor Invoice Submission page do one of the following:

* (o to https://vendor.itsapps.unc.edu/visp/vendor.

¢ From the Admin WorkCenter home page, choose Admin WorkCenter Links > Vendor
Invoice Submission Page.

Admin WorkCenter Links
TiM
Software Acquisiticn
Academic Calendar
Elue Course Evaluation System
Works P-Card
Vendor Invoice Submission Page
SPMS - Surplus Property
CBM
Eill Presentation
UAS

2. Using the information provided on both the purchase order and the invoice provided by the
supplier, enter information into each field on the page and click Validate.

Note: When you click Validate, the system verifies that there is a valid PO associated with the
Supplier ID/Vendor ID. It also checks that the invoice you are submitting hasn't already been
processed. If you receive an error, double-check the information you entered and click
Validate again.


https://vendor.itsapps.unc.edu/visp/vendor

il FINANCE DIVISION

_— UNIVERSITY of NORTH CAROLINA at CHAPEL HILL

UNC Vendor Invoice Submission Page

Validate Purchase Order

Enter PO and Invoice information and click Validate. AN fields are reguired.
UNC Business Area:

Vendor ID: |Do0D000017

PO ID: |2000029655

Invoice Number: |D1 0-23456-A

Invoice Date: (Ex: 09/30/2014) 0711212016 E1
Contact Name: [John Smith

Contact Email: |jsmiﬂ1@example.cc-m

Contact Phone: (Ex: 919 555-1212) |91 9-555-3333

. Validate | Clear

3. After the system recognizes the PO ID that you entered, the Vendor Invoice File Upload screen
will appear. Click the Browse button to select the file name that you assigned to the invoice and

click Open.

UNC Vendor Invoice Submission Page

Vendor Invoice File Upload

Business Unit: UNCCH
Vendor 10; 0000000021
POID: 2000376875
Invoice: 11
Invoice Date: 03/13/2019

Browse to Select Invoice file(s) and then click Upload.

Nole: Maximum fite size 1s 3 MB

Tip: To reduce size of larger POF files, use Adobe Acrobal Pro, or & similar free tool
Large MS Word or MS Excel files can also be saved to a reduced-size POF. For help, consuit your desktop support faam

Upload Clear

4. Click the Upload button.
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Upload Clear Invoice Complete

File Uploaded for Invoice:

File Nams File Type Size (KB) Ulpload Time

Test.docx docx 11.2 071172016 15:41:43 EDT

5. If you need to attach more files, repeat steps 3, 4, and 5.

6. When you are done attaching files, click the Invoice Complete button to submit the invoice.

Upload Clear Invoice Complete

Result: The Invoice Complete status changes to YES and the Invoice Complete Time shows a
timestamp with the date and time.

UNC Vendor Invoice Submission Page

Business Unit: UNCCH
- Vendor ID: 0000000021
Invoice Complete status now 5O ID: P0003TBETE

says complete with the date : 111
H Invai : 3132018
and time. mm i

Invoice Complete Time: 03/13/2019 16:15:19 EDT

File Uploaded for Invoice: 111
Fila Name Fita Type Size {KB) Ulpload Tirme
CBM Regression Testing - 2-25-2019.docx docx 334,22 03/13/2019 16:12:52 EDT

Submit Angther Invoice | Vendor Invoice File Upload | Quit

8. Atthis point, you can take a screenshot that shows the invoice is complete with the date/time it
was completed.

9. When you are finished working on the invoice, do one of the following.

¢ Click the Submit Another Invoice link.



Submit Another Invoice | Vendor Invoice File Upload | Quit

Note: Your work on the current invoice will be discarded if you have not already clicked Invoice
Complete.

* Click the Quit link.

I
| Submit Another Invoice | Vendor Invoice File Upload

Result: The system displays the main vendor invoice submission page and you can create
another invoice from here.
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When you need to make changes to a purchase order (PO), you need to submit a change order
request which is a new purchase requisition to communicate the changes to the buyer. On the new
purchase requisition, reference the PO you need changed and specify which lines need to be
adjusted. The requisition for the change order doesn't become a new purchase order, it is used
simply to notify the buyer of what to change on your existing PO. It is important to reference each
line from the PO that you want changed and to put in the amount of change for each line based on
whether you are increasing or decreasing a line or fully liquidating the PO. The buyer will adjust the
purchase quantities and amounts and will run a budget check when updating the PO. You can make
five different change order requests:

e Reducing the Amount or Quantity on a PO Line

* Increasing the Amount or Quantity on a PO Line

» Reducing a PO Line and Requesting Chartfield Changes for all Invoices Going Forward
* Increasing a PO Line and Requesting Chartfield Changes for all Invoices Going Forward
 Liquidating the Total PO Amount

Important: Before submitting the change order request we recommend that you contact the
buyer associated with the purchase order before submitting the change order request to
ensure that the PO and any related documents are updated properly.

Be sure you have completed any steps required by the UNC Purchasing policy and procedures.
This can include, but is not limited to, ensuring the order is canceled with the supplier and that no
outstanding invoices exist.

Also, prior to putting in a request to reduce any PO lines or totally liquidating the PO, you must
review all receipts and vouchers related to the PO and be sure there are no unbilled receipts or
vouchers that are unmatched or have match exceptions. Any issues related to receipts or vouchers
must be cleaned up prior to the submitting the change order request so the buyer can source the
request based on the requisition.

A PO thatis in completed status can not have a change order request added. If you need to make a
change to a completed PO, put in a new purchase requisition to create new PO.

Note: You can see the PO status in the upper right hand corner of the Purchase Order thru PO
Inquiry or by clicking the PO icon on the original requisition through Manage Requisitions.

Follow these steps to reduce the amount of an item or the quantity on a PO line:

1. From the Admin WorkCenter home page, choose Finance WorkCenter >
BuyCarolina/Purchase Order > Requisition


https://policies.unc.edu/TDClient/2833/Portal/KB/ArticleDet?ID=131433

2. Click the Special Request link.

3. Complete the following fields:

In this field:

Do the following:

Item Description

Price

Quantity

Unit of Measure
Category
Suppleir ID
Supplier Name

Additional Information

Enter the description of the item that needs to be changed. Be sure to use
the same description used on the original purchase requisition.

Enter $0.00.

Important: The system sets the Zero Price Indicator for you which allows
you to process the requisition with a price of zero. Make sure to enter zero for
the price.

Entera 1.

Note: You must enter a "1" if you enter a price of $0.00. This isn't related to
the actual quantity you want changed on the PO. Information about the
quantity should be described in the Item Description field.

Enter the unit of measure, such as EA for each.
Choose the category that most accurately describes the item.
Enter the supplier ID number.

Enter the supplier's name.

To reduce the dollar amount enter the following: "Reduce PO# XXXXX,
Line# XXXXX by $XXXX.XX. PO line is currently $XXXXX.XX and should be
SIXXXX.XX after decrease.”

To reduce quantity enter: "Reduce PO#XXXXX, Line#XXXXX) by quantity of
XXX. PO Line is currently quantity XXX and will be quantity XXX after
decrease.”

For example: "Reduce PO# 548329, Line 1 by quantity of 5. PO line is
currently quantity 15 and will be quantity 10 after decrease."
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Special Requests

Recently Ordered

@ Home A My Preferences -] Requisition Settings &' 0 Lines Checkout

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

Item Details

*ltem Description | Microscopes
*Price 0.00 *Currency  USD
*Quantity 1 *Unit of Measure  |EA Q
—n

*Category  [H111M719 Q Due Date =

Supplier
Supplier |D | 0000000009 Q,

Supplier Name

Supplier ltem ID

FISHER SCIENTIFIC Ol Q. {FHER SCIENTIFIC COMPANY
c

Manufacturer
Mg ID
Manufacturer

Mfg ltem ID

Q

Suggest Mew Supplier

Additional Information

Reduce PO#354532910, Line 1 by quanfity of 5. PO line is currently quantity 15 and will be 10 after decrease.

=

Send to Supplier

Request New ltem

Request Mew ltem

Show at Receipt Show at Voucher

A nofification will be sent to a buyer regarding this new item request.

Add to Cart

4. Click the Add to Cart button.

Result: The system displays a pop up message.

5. Click the Yes button.

Is there no charge for line 1 item? [1B026,6097)

You must set the zero price indicator to "as' when the item price is zero.

Press 'Yes' if this is a no charge ttem. The system will set this item's zero price indicator to "Yes'.

Press 'No' to go back to the previous page to change the price.

|"|’es|

Nﬂ‘

Result: The system refreshes and clears out the information on the Create Requisition page
for you to enter another line item, and the item you just finished entering is added to the

Shopping Cart box at the top right corner.



6. Click the Checkout button.

& Home My Preferences o] Requisition Settings - 1 Line Checkout

7. Inthe Requisition Name field, enter "Change Order for PO XXXXX."

8. Inthe Comments box, enter "Change Order for PO XXXXX."

9. Click the Pre-Check Budget button.

Checkout - Review and Submit
Review the dem information and submit the req for approval.
& Ny Preferences #  Requisiton Setfings Aftschments and Comments {0}
Requisiion Summary
Business Unit |UNCCH | Q UNG at Chapel Hi Requisition Name | Change Order for PO#854832810
*Requester  |joay Q Priority | Medum ¥
*Currency | YUSD
Cart Summary: Total Amount 0.00 USD
Expand fines to review shipping 2nd 2ccounting detaiis id Adi Mars Bams
Requisition Lines @
Line  Description ftem 1D Supplier Quantity uom Frice Tota Defsile  Comments  Delete
g Microscopes FISHER SCIENTIFIC 1.0000 Each 0.0000 =] @ Edtt L
1
COMPANY LLC
Selact All { Deselact All Select lines to: fe Add to Favorites & Add to Template(s) il Delste Selected %%, Mass Change
Total Amount 0.00 USD
Shipping Summary
#_ Edit for All Lines
Ship To Location 583_25
Address 400 Roberson S5t
Robersen Streat, 400-25
Carrboro, NC 27600
Attention To Jane Osk
Comments
[ s and
Enter requisiion comments
3
Change Order PO#354832910 I
s
Send to Supplier Show at Recsipt Shown at Voucher
Approval Justification
Enter approval justification for this requisition
=
A
"1 Creck Budgat Pre Chesk Sudget | ) natty
Save & submit | Save for Later || Add More Items. 63 Preview Approvals

10. When the following message appears, click the OK button.

Pre-Check Budget will save your requisition in an Open Status. {18036,11574)

In order to perform pre-check budget on this requisition, it must first be saved in an Open Status. Press OK Lo continue. Press Cancel to relurn to your requisition without pre-check
budget.

‘ 0K | Eancel‘
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11. Click the Save & submit button.

7 Check Budget

Save & submit

T Pre-Check Budget E potify

Budget Checking Status:Provisionally Valid

Save for Later Add More [tems €3 Preview Approvals

Result: The system displays a Confirmation page.

B. Increasing the Amount or Quantity on a PO Line

Follow these steps to increase the amount or quantity on a PO line:

1. From the Admin WorkCenter home page, choose Finance WorkCenter >
BuyCarolina/Purchase Order > Requisition

2. Click the Special Request link.

3. Complete the following fields:

In this field:

Do the following:

Item Description

Price

Quantity

Unit of Measure
Category
Supplier ID
Supplier Name

Additional Information

Enter the description of the item that needs to be changed. Be sure to use
the same description used on the original purchase requisition.

Enter the amount (or price per unit if increasing quantity) of increase.

Enter a "1" if receiving by amount. If receiving by quantity, enter the quantity
that you are increasing by.

Enter the unit of measure, such as EA for each.
Choose the category that most accurately describes the item.
Enter the supplier ID number.

Enter the supplier's name.

To increase the dollar amount enter: “Increase PO#XXXXX, Line#XXXXXby
SXXXX.XX. PO total amount is currently $XXXX.XX and should be
SXXXX.XX after increase."

OR

To increase the quantity enter: "Increase PO#XXXXX, Line#XXXXX by
quantity of XXX. PO Line is currently quantity XXX and will be quantity XXX
after increase.”

For example: "Increase PO#847624468, Line#1 by quantity of 5. PO line is
currently quantity of 10 and will be quantity of 15 after increase.”
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4. Click the Add to Cart button.

Special Requests

Recently Ordered

] Home 7 My Preferences Requisition Settings

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

Item Details

*Item Description

*Price

*Quantity

*Category
Supplier

Supplier ID
Supplier Name

Supplier ltem 1D

Microscopes

500.00

41120000 Q

0000000009 Q

FISHER SCIENTIFIC COh| Q

Checkout
*Currency usb
*Unit of Measure  |EA Q

Manufacturer
Mig ID
Manufacturer

Mtg Item 1D

Due Date

Suggest New Supplier

Additional Information

Increase PO#B84796254468, Line #1 by quantity 5. PO line is currently quantity of 10 and will be 15 after increase| J g

Send to Supplier

Request New ltem

Request New Item

Show at Receipt

Show at Voucher

A notification will be sent to a buyer regarding this new item request.

Add to Cart

Result: The system does one of the following:

« If you are increasing by amount, the system refreshes and clears out the
information on the Create Requisition page for you to enter another line item, and
the item you just finished entering will be added to the Shopping Cart box at the

top right corner.

« If you are increasing by quantity, the system displays a popup message.

5. Click the "Yes" button.
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10.

Is there no charge for line 1 item? (18036,8097)
¥ou must set the zero price indicater te 'Yes' when the item price is zero.

Press "Ves' if this is a no charge item. The system will set this item's zero price indicator to "Ves',
Press "Me' to go back to the previous page to change the price.

| Yes || Mo |

Click the Checkout button.

& Home / MyPreferences % Requisition Settings

Checkout

Click the Expand Section arrow on the left side of the screen and click Chartfields 2 to verify
that the existing chartfield string is the one that you want to use for the increase. (If you want to

use a different chartfield string for the increase, follow the steps in Section D.)

Requisition Lines ®
Lin tem 1D Suppler Quantty oM price Total Detals  Comments  Delete
1 FISHER SCIENTIFIC 50000  Each 5000000 2500.00 ) ©et O
GOMPANY LLG
Shipping Line 1 *shipTe (56325 a Add Stipto Comments  guangiy 5.0000 *|=
Address Price Adusiment
400 Roberson St
Roberson Street, 400-25 Feice 500.0000 Pegging Inquiry
‘Gamboro, NG 27599 Pegging Workbench
Attention To | Jane Oak
Due Date 5]
+ Accounting Lines
“Distribute By | Qly SpecdChart Q “Liquidatesy | Q
Accounting Lines
5 q ot v View Al
Chartfelds1 || Chartfields2 || Details || Detais2 || & 2 || & I
Fund Source Account Dept PCBusUnit  Project Activity Program Cost Codet Go3tCode  CostCode  affiliate, Fund Afiliate:
271 Q| (1401 Q| w720 Q) (214000 Q a a a Q Q Q Q Q Q +| -

After reviewing the chartfield string, click the Collapse Section arrow to close the expanded

section.

In the Requisition Name field and the Comments box, enter "Change Order for PO

XXXXXXXXXX."

Click the Pre-Check Budget button.



Checkout - Review and Submit
Review the item information and subemit the req for approval.

Requisition Summary

Business Unit | UNCCH Q

*Requester  |joak|

Shipping Summary
#_ Edit for All Lines
Ship To Location 563 25

Address 400 Roberson St

‘Carrboro, NC 27580
Attention To Jans Osk

Comments

C ts and
Enter requistion comments

Change Order for PO#B4705254468

Send to Supplier Show at Recsipt
Approval Justification

Enter approval justification for this requisiion

"2 Creck Budget B PreCheck Budget

UNC at Chapal Hill

Coriney Alston
*Currency | USD
Cart Summary: Total Amount 2,500.00 USD
Expand lines to review shipping and sccounting details
Requisition Lines (&
Line  Description ltem 1D Supplier
q B Microscopes FISHER SCIENTIFIC
COMPANY LLG
Select Al / Deseiact All Select lines to: e Add to Favarites

Roberson Streat, 400-25

Shown at Voucher

E) noty

7 My Breferancas #  Raquision Settings

Reguisition Name |Change Order POS84705254468

Cuantity

5.0000

BE Add to Template(s)

Save & submit | Save for Later

| ‘ Add More Itsms

Priority | Medium ¥

id Add Mare Bems

uomMm Price

Attschments and Comments (0

Tota Detsils  Comments Delete

Each 500.0000 2500.00 ) @ Eat o

M Delste Selected {8 Mass Change

Total Amount 2,500.00 USD

‘ 69 Preview Approvals

Result: The system displays a pop up message.

11. Click the OK button.

Fre-Check Budget will save your reguisition in an Open Status. {18036,11574)

budget.

‘ OK | Cancel ‘

In erder to perform pre-check budget on this requisition, it must first be saved in an Open Status. Press OK to continue. Press Cancel to returm to your reguisition without pre-check

12. Click the Save & submit button.

"2 Check Budget =]

Pre-Check Budget

B pyotiry

Budget Checking Status:Provisionally Valid

| Save & submit |

Save for Later

| | Add More ltems &9 Preview Approvals

Result: The system displays a Confirmation page.
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Follow these steps to reduce a PO line and request Chartfield changes for all invoices going

forward:

1. From the Admin WorkCenter home page, choose Finance WorkCenter >
BuyCarolina/Purchase Order > Requisition

2. Click the Special Request link.

3. Follow these steps to reduce the amount of an item or the quantity on a PO line:, page

66.

4. Forthe second line on the Change Order, complete the following fields:

In this field:

Do the following:

Item Description

Price

Quantity

Unit of Measure
Category
Supplier ID
Supplier Name

Enter the description of the item that needs to be changed.

Note: You're not allowed to use the exact same line description
that you used for Line #1 so you need to add "Chartfield Change"
to the end.

For example, if you entered "microscopes" for Line #1 you could
enter "microscopes Chartfield Change" for Line #2.

If you're receiving by amount, enter the total amount to pre-
encumber on the new chartfield string.

If receiving by quantity, enter price per unit.

Enter 1 if you're receiving by amount. If you're receiving by
quantity, enter the quantity that you are increasing by.

Enter the unit of measure, such as EA for each.
Choose the category that most accurately describes the item.
Enter the supplier ID number.

Enter the supplier's name.
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In this field: Do the following:

Additional Information Include the following statement:

"This line represents amount left to bill from PO Line #1 AFTER
factoring in a reduction of X and the amount that has already been
billed on the line X. The amount should be X against new
chartfield string."

For example: "This line represents amount left to bill from PO
Lines#1 AFTER factoring in a $20,000 reduction and the amount
that has already been billed on the line ($5,000). This amount
should be $25,000 against new chartfield string."

Click the Add to Cart button.

@ pome My Preferences Requisition Settings I = 0 Lines Checkout
Spsil Requests Enter information about the non-catalog item you would like to order:
Recently Ordered Item Details
*ltem Description Microscope Chartfield Change
*Price 25000.00 *Currency  USD
*Quantity 1 *Unit of Measure  |EA Q
“Category | 41120000 Q Due Date 5]
Supplier
Supplier ID  |0000000009 Q
Supplier Name |FISHER SCIENTIFIC COb Q Suggest New Supplier

Supplier Item ID
Manufacturer
Mfg ID Q
Manufacturer
Mfg Item ID

Additional Information

This line represents ameount left to bill from PO Line#1 AFTER factoring in & $20,000.00 reduction and the ameunt that
has already been billed on the line ($5,000.00). The amount should be $25,000.00 against new chartfield string.

de

Send to Supplier Show at Receipt Show at Voucher

Request New Item
Request New Item A nofification will be sent to a buyer regarding this new item request

Add to Cart
Click the Checkout button.
@ Home 7 My Preferences Reqguisition Settings | 2 2 Lines Checkout
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7. Inthe Requisition Name field and Comments box, enter "Change Order for PO XXXXX."

Checkout - Review and Submit

Review the item information and submit the req for approval

My Preferences ¥ Requisition Settings Attachments and Comments (0}
Requisition Summary
Business Unit  UNCCH | Q UNC at Chape! Hil Requisition Name | Change Order for PO#572456752
*Requester ‘JGEH Q Priority | Medury ¥
*Currency &S0
Cart Summary: Total Amount 25,000.00 USD
Expand lines o review shipping and scoourting detsils id Add More B
Requisition Lines ()
Line  Description ftem I3 Supplier Quantity oM Price Tota Detils  Comments  De
1 FISHER SCIENTIFIC 10000, Each 0.0000 ) © Agd o
COMPANY LLC
2 # FISHER SCIENTIFIC 250000000 Each 1.0000 25000.00 -] @ Edtt i}
COMPANY LLC
Select All | Deselect Al Select lines to: lo Add to Favorites 8 Add to Tempistais) [l Delate Selected 12, Msss Changs
Total Ampunt 25.000.00 USD

Shipping Summary
#_ Edit for All Lines
Ship To Location 563_25

i e The Requisition Name and

the Comments should
i contain the same text.

Requisition Comments and Attachments

Enter requisifion comments

Change Order for POR3T456752

v
Send to Supplier Show at Receipt Shown at Voucher
Approval Justification
Enter spproval jusiification for this requistion
4
"% Creck Budgat T PreCheck Budget B notify
Save & submit Save for Later Add More ftems. 68 Preview Approvals

a0 'RIC BEQ KOT WEK MOTIEY!.

8. To see the chartfield string to make sure that it is the same, click the Expand Section arrow to
the left of the first line.

Requisition Lines (7
Line  Description tem 1D Supolier Quantity ucm Frice Tota Detsis  Comments  Delste
4 g Miorescopes FISHER SCIENTIFIC 1.0000 Each 0.0000 ] Add Ll
COMPANY LLC
o g M croscopes Chartfield FISHER SCIENTIFIC 25000.0000 Each 1.0000 25000.00 ] Edit o
“hang= COMPANY LLG
Select All / Deselect All Select lines to ke Add to Favorites B8 Add to Tempiate(s) [0 Delete Selected {£, Mass Change
Total Amount 25,000.00 USD

9. Click the Chartfields2 tab to see the chartfield string for Line #1. The Chartfield string for Line
#1 should be the same chartfield string that was used on the original line. If it is not the same
chartfield string, enter the original chartfield string.

10. Click the Expand Section arrow again to minimize the section



+ Accounting Lines
*Distribute By oty A SpeedChart Q *Liquidate By Qiy v
Accounting Lines
m Q 110f1 ¥ View Al
‘ Chartelds1 | Chartfields2 | Details ‘ Details 2 || Asset Information H Assat Information 2 H Budget Information | I
Fund Source Account Dept PCBus Unit  Project Activity Program CostCodet §oStCode  GostCode  pffiiate Fund Affiliate
27101 Q| 14101 Q| 52720 Q| |214000 Q Q Q a Q Q Q a Q Q - o

11. To edit the chartfield string for Line #2, click the Expand Section arrow to the left of Line #2.
The chartfield string for Line #2 should be the new chartfield string that will be used for the

remaining monies.

Requisition Lines &)
Line  Deseription ftem 1D Supplier Quantity ucM Frice Total Defsis Comments  Delste
1 g Microscopes FISHER SCIENTIFIC 10000 Each 0.0000 = QO Asd o
COMPANY LLG
I:l 2§ ciecopas Chasticlc FISHER SCIENTIFIC 25000.0000 Each 1.0000 25000.00 -1 @ Edit o
hang= COMPANY LLG
Select All [ Deselact Al Select lines to [l Add to Favorites B# Add to Tempista(s) [ Delate Selectad {8} Mass Change
Total Amount 25,000.00 USD
12. On the Chartfields2 tab, enter the new chartfield string that will be used for the remaining
monies.
= Accounting Lines
*Distribute By Cty v SpeedChart Q *Liquidate By Qty v
Accounting Lines
5 Q 1-10f1 ¥ | View A
| Chartfeidst ‘ Chartfields2 | Details H Details 2 H Assat Information H Asset Information 2 ‘ ‘ Budget Information | ¥
Fund Source Account Dept PCBusUnit  Project Activity Program CostCodet  GostCode  CostCode  pggiate Fund Affiliate
27101 Q 537210 Q| (214000 Q Q Q Q Q Q a Q Q a L o
13. Click the Expand Section arrow again to minimize the section
14. Click the Pre-Check Budget button.
" Check Budget %  Pre-Check Bud get El n otify
Save & submit Save for Later Audd More Items b Preview Approvals
15. When the following message appears, click the OK button.
Pre-Check Budget willl save your réquisition in an Open Status. (18036,11574)
In order to perform pre-check budget on this. requisition, it must first be saved in an Open Status. Press OK [o continue. Press Cancel Lo reburn [0 your requisition withaut pre-check
budget.
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16. Click the Save & submit button.

= Check Budget L Pre-Check Budget == Motify

Budget Checking Status:Provisionally Valid

Save & submit Save for Later Add More ltems 63 Praview Approvals

Result: The system displays a confirmation page.

D. Increasing a PO Line and Requesting Chartfield Changes for
all Invoices Going Forward

Follow these steps to increase a PO line and request chartfield changes for all invoices going

forward:

1. From the Admin WorkCenter home page, choose Finance WorkCenter >
BuyCarolina/Purchase Order > Requisition

2. Click the Special Request link.

3. Follow these steps to increase the amount or quantity on a PO line:, page 70

Note: This particular type of Change Order requires at least two lines. If more than one
chartfield string change is requested, then the Change Order Request will require more than

two lines.

4. Forthe second line on the Change Order Request, include the following fields:

In this field:

Do the following:

Item Description

Price

Quantity

Enter the description of the item that needs to be changed.

Note: You're not allowed to use the exact same line description
that you used for Line #1 so you need to add "Chartfield Change"
to the end.

For example, if you entered "microscopes" for Line #1 you could
enter "microscopes Chartfield Change" for Line #2.

If you're increasing by amount, enter the total amount remaining
on the PO combined with the amount of increase.

If increasing by quantity, enter price per unit.

Enter 1 if you're receiving by amount.

If you're receiving by quantity, enter the quantity that you are
carrying over from the original PO combined with the quantity
you're increasing by.




In this field:

Do the following:

Unit of Measure
Category
Supplier ID
Supplier Name

Additional Information

Enter the unit of measure, such as EA for each.
Choose the category that most accurately describes the item.
Enter the supplier ID number.

Enter the supplier's name.

Include the following statement: "This line represents the amount
left to bill to new chartfield string from PO Line#XXXXX of
IXXXX.XX plus the amount of increase of $XXXX.XX. The
amount on this line should be $XXXX.XX."

For example: "This line represents the amount left to bill to new
chartfield string from PO line#1 of $6,500 plus the amount of
increase of $10,5000. the amount on this line should be $17,000."

5. Click the Add to Cart button.

Supplier

. % e - .

@ Home /" MyPreferences & Requisition Settings - 1 Ling Checkout
Special Requests Enter informaticn about the non-catalog item you would like to order:
Recently Ordered Item Details

*ltem Description Microscope Chartfield Change

“Category 41120000

Supplier Name FISHER SCIENTIFIC CON @ Suggest Mew Supplier

Supplier ltem 1D

Manufacturer

Manufacturer

Mfg ltem ID

Additional Information

This line represents the amount left to kil to new charifield string from PO Line #1 of $6.500.00 plus the amount of
increase of 510.500.00. The amount on this ling should be 517.000.00.

Send to Supplier Show at Receipt Show at Voucher

Request New ltem
Request New ltem A nofification will be sent to a buyer regarding this new item request

Add to Cart

*Price 17,000.00 *Currency  USD

*Quantity 1 *Unit of Measure EA Q

Q Due Date

Supplier ID  |0000000009 Q

Mfg ID Q

15

6. Click the Checkout button.
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@ Home P Iy Preferences Fequisition Settings | = 2 Lines Checkout

7. Inthe Requisition Name field and Comments box, enter "Change Order for PO XXXXX."

Checkout - Review and Submit

Review the item information and submit the req for approval

& _
s My Preferences L] Requisition Settings Attachments and Comments (0)
Requisition Summary

Business Unit UNCCH  Q UNC at Chapel Hill Requisition Name | Change Order for PO#8749654975

*Requester | joak Q Priority | Medium ¥

*Currency | USD

Cart Summary: Total Amount 17,000.00 USD

Expand lines to review shipping and accounting defails id

Add More ltems.
Requisition Lines (3

Line Description tem ID Supplier Quanity uomM Price Total Details  Comments Delete

1 g# Microscopes FISHER SCIENTIFIC 1.0000 Each 0.0000 =3 O add a
COMPANY LLC

2 g# Microscope Chartfield Change FISHER SGIENTIFIC 1.0000 Each 17000 0000 17000.00 2] @ Edit o
COMPANY LLC

Select All / Deselect Al Select lines to: [ Add to Favorites T3 Add to Template(s) i Delete Selected 1%, Mass Change

Total Amount 17,000.00 USD

Shipping Summary
. Editfor All Lines

Ship To Location 563_25

Address 400 Roberson St
Roberson Sireel, 400-25
Carrboro, NC 27599
Attention To

Comments

Requisition Comments and Attachments
Enter requisition comments

‘Change Order for POE8749654975

8. To view the chartfield string in order to make sure that it is the same, click the Expand Section
arrow to the left of the first line.

Requisition Lines @
Line Description Hem ID Supplier Quantity uom Price Total Details  Comments Delete
|:| 1 g Microscopes FISHER SCIENTIFIC 1.0000 Each 0.0000 B © add a
COMPANY LLC
2 g* Microscope Chartfield Change FISHER SCIENTIFIC 1.0000 Each 17000.0000 17000.00 21 @ Edit a
COMPANY LLC
Select All / Deselect All Select lines to: e Add to Favorites §8 Add to Template(s) 0 Delete Selected ‘2 Mass Change
Total Amount 17,000.00 USD

9. Click the Chartfields2 tab to see the chartfield string for Line #1. The chartfield string for Line
#1 should be the same chartfield string that was used on the original line. If it is not the same
chartfield string that was used on the original line, enter the original chartfield string.
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~ Accounting Lines
*Distribute By Qty v SpeedChart Q *Liquidate By Qty v
Accounting Lines
m Q 1-1o0f1 ¥ View Al
Chartields1 ‘ Chartficlds2 | Details || Defilsz || Assetinformation || Assetinformation2 || Budgetinformation | I
Fund Source Account Dept PC BusUnit  Project Activity Program CostCoder GostCode  CostCode  apmate Fund Affiliate
zrior Q| |40 @] [sarzi0 @ [21s000 @ q Q q a a a Q Q a + -

10. Once the original chartfield string has been entered, click the Expand Section arrow to
minimize the section.

Requisition Lines (&

Line  Description Item ID Supplier Quantity uom Price Total Details  Comments  Delete

1§ Microscopes FISHER SCIENTIFIC 10000  Each 0.0000 =] Q add a
GOMPANY LLC

2 g Microscope Chartfield Change FISHER SCIENTIFIC 1.0000 Each 17000.0000 17000.00 =3 @ Edit a
COMPANY LLC

Select All / Deselect All Select lines to: e Add to Favorites 2 add to Template(s) [ Delete Selected ‘B Mass Change

Total Amount 17,000.00 USD

11. To edit the chartfield string for Line #2, click the Expand Section arrow to the left of Line #2.

The chartfield string for Line #2 should be the new chartfield string that will now be used for the
line.

Requisition Lines (@

Line Description Hem ID Supplier Quantity uom Price Total Details  Comments Delete

1 g Microscopes FISHER SCIENTIFIC 10000 Each 0.0000 B @ Add a
COMPANY LLC

2 g# Microscope Charifield Change FISHER SCIENTIFIC 1.0000 Each 17000.0000 17000.00 B @ Edit a
COMPANY LLC

Select All / Deselect All Select lines to: e Add to Favorites 2 add to Template(s) [ Delete Selected ‘B Mass Change

Total Amount 17,000.00 USD

12. Onthe Chartfields2 tab, enter the new chartfield string that will now be used for the line.

~ Accounting Lines
*Distribute By Qty v SpeedChart Q *Liquidate By Oty v
Accounting Lines
m Q 110f1 ¥ View Al
Chartfields1 | Chartfields2 | Details || Detsis2 || Assetinformation || AssetInformation 2 Budget Information | I
Fund Source Account Dept PCBusUnit  Project Activity Program CostCodeq §ostCode  LostCode  amiiste Fund Affiliate
201 Q| [14101 Q] [ssrzi0 Q| [214000Q@ Q Q a Q LY a q a Q + -

13. Click the Expand Section arrow to minimize the section.
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Requisition Lines (%)
Line Descriplion Item 1D Supplier Quantity uoM Price Total Details  Comments
1 g Microscopes FISHER SCIENTIFIC 10000/  Each 0.0000 =) © add
COMPANY LLC
l:l 2 ¢ Microscope Chartfield Change FISHER SCIENTIFIC 100000 Each 17000.0000 17000.00 [:2% @ Edit
COMPANY LLC
Select All / Deselect All Select lines to: |4 Add to Favorites @ addto Template(s) [ Delete Selected 15 Mass Change
Total Amount 17,000.00 USD

Delete
a
i}

14. Click the Pre-Check Budget button.

M Check Budget B PreCheck Budget = Maotify

Save & submit Sawve for Later Add More tems &3 Preview Approvals

Result: The system displays a pop up message.

15. Click the OK button.

Pre-Check Budget willl save wour requisition in an Open Status. [18036,11574)

In order to perform pre-check budget on this requisition, it must first bz saved in an Open Status, Press OK to continue. Press Cancel Lo reburn Lo your requisition without pre-check
budget.

16. Click the Save & submit button.

=4 Check Budget |'|: Pre-Check Budget = Natify Budget Checking Status:Provisionally Valid

Save & submit Save for Later Add More ltems &9 Preview Approvals

Result: The system displays a Confirmation page.

E. Liquidating the Total PO Amount

Follow these steps the liquidate the total amount remaining on a PO:

1. From the Admin WorkCenter home page, choose Finance WorkCenter >
BuyCarolina/Purchase Order > Requisition

2. Click the Special Item link.

3. Complete the fields:




In this field:

Do the following:

Item Description

Price

Quantity

Unit of Measure
Category
Supplier ID
Supplier Name

Additional Information

Enter Entire PO.

Enter $0.00.

Important: The system sets the Zero Price Indicator for you which allows
you to process the requisition with a price of zero. Make sure to enter zero for
the price.

Entera 1.

Note: You must enter a "1" when entering a price of $0.00. This isn't related
to the actual quantity you want changed on the PO. Information about the
quantity should be described in the Item Description field.

Enter the unit of measure, such as EA for each.
Choose the category that most accurately describes the item.
Enter the supplier ID number.

Enter the supplier's name.

Enter the following: "PO#XXXXX has $XXXX.XX remaining and needs
complete liquidation.”

For example: "PO#8798625541 has $20,000 remaining and needs
complete liquidation."

4. Click the Add to Cart button.
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Special Requests

1

Enter information about the non-cataleg item you would like fo order:

Item Details

Supplier

*Price | 0.0)

“Quantity

Supplier ID 0000000009 la,

Supplier Name [FISHER SCIENTIFIC CON

Supplier Item 1D

*ltem Description  Entire PO |

*Currency USD

1 | Unit of Measure [EA al

DueDate [ |
*Category 1000000 [Y o )

Manufacturer

Mfg ltem ID

Mfg 1D | ey

Manufacturer

Suggest New Supplier

Additional Information

PO#3795625541 has 520 000 remaining and needs complete liquidation.

g

[ send to Supplier

Request New ltem

) Show at Receipt [Z) Show at Voucher

(] Request New ltem

A notification will be sent to a buyer regarding this new item request.

| Add to Cart

Result: The system displays a pop up message.

5. Click the Yes button.

You must set the zero price indicator to "Ves' when the item price is zero.

Press "Ves' if this is a no charge item. The system will set this item's zero price indicator to "Ves'.
Press '"Me' to go back to the previous page to change the price.

Is there no charge for line 1 item? (1B036,6097)

Lres || ™ |

6. Click the Checkout button.




& Home My Preferences o] Requisition Settings - 1 Line Checkout

7. Inthe Requisition Name field and Comments box, enter "Change Order for PO XXXXX."

8. Click the Pre-Check Budget button.

Checkout - Review and Submit

Review the item information and submit the req for approval.

A

My Preferences ¥  Reuisiton Settings Attschments and Comments {3
Requisition Summary

Business Unit |UNCCH @ Q UNC at Chapel Hil Requisition Name |Change Order for PO#3740054675

"Requester  |joak Q Priority | Medim ¥

*Currency | USD

Cart Summary: Total Amount 0.00 USD

Expand lines fo review shipping and accounting details i3 Add Mard kems
Requisition Lines (2

Line Deseription item 1D Supplier Quantity uom Price Tota: Detais  Comnments. Delata

1 B Entre PO FISHER SCIENTIFIC 1.0000] Each

0.0000 [ @ Edt o
COMPANY LLC

Select All ! Deselect All Select lines to: [k Acd to Favortes B8 Add to Tempiate(s) [l Delate Selected %, Mass Changs
Total wount 0.00 USD
Shipping Summary
¢ Edit for Al Lines.
Ship To Location 583_25
Address. 400 Roberson St -
Ribhiorsetncl: 40055 The Requisition Name and
Carrboro, NC 27508 the Comments should
Attention To contain the same text.
Comments
Ci and

Enter requisiion comments

=
Changs Order for POY8T40954675

Send to Supplier Show at Receipt Shown at Voucher
Approval Justification

Entar approval justification for this requisition

" Check Budget

Save & submit Save for Later | | Add More tems &8 Preview Approvals

9. When the following message appears, click the OK button.

Pre-Check Budget will save your requisition in an Open Status. (18036,11574)

In order to perform pre-check budget on this requisition, it must first be saved in an Open Status, Press OK to continue. Press Cancel Lo return Lo your requisition without pre-check
budget.

Cancel

10. Click the Save & submit button.
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Budget Checking Status:Provisionally Valid

"2 Check Budgst Tl Pre-Check Budget ) Notiy

| Save & submit | Save for Later | | Add More Items 83 Preview Approvals

Result: The system displays a confirmation page.



Returns of materials or equipment acquired with a purchase order require authorization from the
supplier and documentation in the purchase order system to receive credit for the return.

Returns of materials or equipment acquired with a purchase order require a return material
authorization (RMA) number from the suppleir. Once the RMA is received, a new requisition must
be created in ConnectCarolina. All data entry fields must be completed and the requisition must be
specified as a change order. The RMA number and the original purchase order number must be
referenced in the requisition header. The change order requisition notifies the appropriate
purchasing agent to contact the department about the details of the return.

Important: It is highly recommended that you contact the buyer associated with the purchase order
to ensure that PO and any related documents are updated properly.

Follow these steps to process a return:

1. From the Admin WorkCenter home page, choose Finance WorkCenter >
BuyCarolina/Purchase Order> Requisition

2. Click the Requisition tab.
3. Click the Special Request link.

4. Complete the fields:

In this field: Do the following:

Item Description Enter the description of the item you are returning.

Price Enter $0.00.

Quantity Enter the number of items you are returning.

Unit of Measure Enter the unit of measure, often EA for each.

Category Choose the category that most accurately describes the item.
Supplier ID Enter the supplier number.

Supplier Name Enter the supplier's name.

Additional Information | Enter the line number from the PO for the item you are returning.

5. Click the Add to Cart button.
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& Home * My Preferences & Requisiion Settings l - 0 Lines Checkout

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

Recently Ordered ftem Details
*ltem Description | Eleciron Microscope
*Price 0.0 *Currency ~ USD
*Quantity 1 *Unit of Measure |E-°-| Q | |
—
Due Dat FH
*Category 41120000 Q ue Date
Supplier
SupplierID | 0000000003 Q
Supplier Name  FISHER SCIENTIFIC cot | @ Suggest New Supplier
Supplier Item ID
Manufacturer
Mig ID Q
Manufacturer
Mfg ltem ID
Additional Information
PO Line #4 iz

Send to Supplier Show at Receipt Show at Voucher

Request New ltem
Request New ltem A nofification will be sent to a buyer regarding this new item request.

Add to Cart

Result: The system displays a pop up message.

Is there no charge for line 1 item? (18036,6097)
You must set the zero price indicator to "Yes' when the item price is zero.

Press 'Yes' if this is a no charge item. The system will set this item's zero price indicator to "Yes'
Press 'Ne' to go back to the previous page to change the price.

Yes Mo

Click the Yes button.

Caution: The system sets the Zero Price Indicator for you which allows you to process the
requisition with a price of zero. Make sure to enter zero for the price, otherwise the requisition
will encumber funds for whatever amount is entered on the chartfield string entered for the
item.

Click the Checkout button.



& Home My Preferences o] Requisition Settings - 1 Line Checkout

8. Inthe Requisition Comments & Attachmentsbox, enter the PO number and the RMA
number for the return you are processing.

R Ci and
Enter requisition comments

Returning item for PO#123456789 RMA# = 123456738]

9. Click the Pre-Check Budget button.

" Check Budget T Pre-Check Budget = Meotify

Save & submit | Save for Later | | Add Mare lems b4 Preview Approvals

10. Click the Save & submit button.

Budget Checking Status:Provisionally Walid

"% Check Budgst Tl Pre-Check Budget F potify

| Save & submit | Save for Later | | Add More ltems | B3 Preview Approvals

Note: It is recommended that you inform the buyer of the return and reference the PO number
as well as the requisition number for the return.
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Overview

InfoPorte is the principal reporting tool for finding balances, individual transactions, and various
other information. The purpose of this document is to show you how to sign on to InfoPorte and find
finance transactions.

This document is not intended to be the complete training on InfoPorte. To attain the necessary
understanding of InfoPorte, you need to attend the Financial Reporting with InfoPorte class.

Access to InfoPorte is controlled by your InfoPorte Administrator. Generally, you are granted access
to the pages and departments within the purview of your job. New users need to request access
through their InfoPorte Administrator.

To access the request form and to see the list of InfoPorte Access Administrators, go to:
https://infoporte.unc.edu/tools/data dictionary documents.php. In the first column, look for
Infoporte Admin/Access Request Coordinator list. In the column to the far right, click Download to
view the list in Excel.

Accessing InfoPorte and Finding Finance Transactions

Follow these steps to access InfoPorte and find finance transactions:

There are two ways to access InfoPorte. Choose either Step 1 or 2.

1. From the Admin WorkCenter home page, choose Finance WorkCenter, click InfoPorte from the

left menu.
! UNC Favorites v
I Accounts Payable v
J ePrO/PO v
] General Ledger v
} General Finance v
] Budgeting v
dlb Infoporte

2. Click the Login button.


https://infoporte.unc.edu/tools/data_dictionary_documents.php

3.

4.

are made continually by the Infoporte team. If you
have an idea or recommendation regarding our site
please contact us.

Login

Result: The buttons that you have access to appear in the top toolbar. A useful button is the
Tools button. This button contains the following tabs:

« Data Dictionary Data Dictionary > Account Mapping tab. This tab allows you to look up the
translation from an FRS account to the equivalent chartfield string in ConnectCarolina.

« Data Dictionary > Chartfield Lookup tab. This tab allows you to search for
ConnectCarolina chartfields by an alpha or numeric search.

» Data Dictionary > General Info tab. This tab contains a list of forms and files, such as the
Access Request Form for InfoPorte and a list of the InfoPorte Administrators

Click the Finance button.

BEBHEOODB

Home Inbox Finance Legacy HR  Tools Cores
Accounts

Result: The system displays the landing page for the Finance tab, which is the Dept
Accounting tab.

Click the Transactions tab.

DEPI A{countil"lg Financial Reporting OSR Finaneial Reparting Financial Request Budget Process Other Reporms

Ledger Rollups § Transactions | all GL Activity | Grants | Soft Encumbiances | ProgramCost Code | 1PT Cost Code | UNCEP

Maln Ledgers || OSR Ledger | Parent Ledgers || Capital Improvement

Result: The system displays the basic search fields. There is also an Advanced search field
section beneath the Basic search section, which allows you to search at an additional level of

detail.

5. Click the Advanced link to open the Advanced search section.

v Advanced
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6. The Fiscal Year, Budget Year, and Acct Period fields default to the current period. Change
these fields if you are looking for a transaction in a different accounting period.

Note: For each accounting period you select, you will see transactions for just those
accounting periods, rather than transactions life-to-date up to the period selected.

7. Complete the search fields per the table below. Keep in mind the following:

« The listin the table below focuses on finding each transaction type, but it is not an
exhaustive list of ways you can search. For example, you could search by a specific cost
code, but that is not listed in this table.

* Your complete set of search fields impacts your overall search results. For example, if you
select STAT_EX_EX ledger in the Basic search section, and then enter a journal ID in the
Advanced section that does not have a State fund, you will get no results.

« There is an optimal set of chartfield combinations for reconciling. Those combinations are
listed in the table at the end of this document.

To find this transaction

purchase requisitions
vendor catalog orders

Note: These requirements will have
an associated voucher if they have
been invoiced to the vendor.

From the Basic search
section, enter:

¢ one or combination of
pre-encumbrance
ledgers:

« F&A PRE

» OSR_
PRE

« STAT_
EX_PR

« TRST_
EX_PR

¢ your department

From the Advanced section,
enter:

REQ_PREENC in the Trans
Type field - to see all regs for
your dept

Requisition ID in the Trans ID
field - to see one specific
requisition

Acct Date From and Acct Date
To - to see requisitions within a
date range




vouchers

Note: This includes travel vouchers,
and purchase requisitions and vendor
catalog orders that have been
invoiced to the vendor.

Campus journals

expense from data collect batches,
such as FEDEX, medical insurance,
and core data fees

deposits

e one or combination of
pre-encumbrance
ledgers:

« F&A _PRE

« OSR_
PRE

« STAT_
EX_PR

« TRST_
EX_PR

e your department

¢ |eave blank
e one or combination of

pre-encumbrance
ledgers:

« F&A_PRE

« OSR_
PRE

« STAT_
EX_PR

« TRST_
EX_PR

e your department

e your department

AP_VOUCHER in the Trans
Type field - to see all vouchers
for your department

Voucher ID in the Trans ID field
- to see one specific voucher

Journal ID in the Trans ID field -
to search for a single journals

GL_JOURNAL in the Trans
Type field

AR_MISCPAY in the Trans tpe
field - to see all deposits

Deposit ID in the Trans ID field -
to see a specific deposit
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budget journals or transfers

¢ one or combination of
pre-encumbrance
ledgers:

« F&A_PRE

« OSR_
PRE

. STAT_
EX_PR

« TRST_
EX_PR

e your department

use any of the other search fields.

Click the Search button.

Ledger | STAT_EX_EX - DeptID | (show all -
Fiscal Year 2016 - Project
Budget Prd 2016 - Program
Acct Prd ]‘Iuh - Ar e ount
The defaultis the current period. Select } itz comma
more or different periods as needed.
ranced
Advanced
Cost Code 1 Cost Code 2
Allows %% as a trailing wildcard Allows 7% as a trailing wildcard
Acct Date from Acct Date to
Trans Type ﬂ Trans ID
Description Raferance. 1
These are key search fields to search for specific
Fayment Date From transactions and transaction types, but you can also

Result: The system displays the journals based on your search criteria. The table below shows
the information in key fields by transaction type.

Transaction
type

Description

Trans Type |Trans ID

Reference 1

Refrence 2




Purcahse
requisitions

vendor
catalog orders

Campus
vouchers

Travel
vouchers

Campus
journals

CABS

PCard

other data
collect batch
files, such as
fedex or core
data fees

depostis

budget
journals

VendorlD_
Vendor name

VendorID_
Vendor name

VendorlD_
Vendor name

Journal line
description, if
used

Journal line
description, if
used

Merchant
name

file
description

not used

not used

AP_
VOUCHER

AP_
VOUCHER

AP_
VOUCHER

GL_
JOURNAL

GL_
JOURNAL

GL_
JOURNAL

GL_
JOURNAL

AR_
MISCPAY

GL_BD_
JRNL

Voucher ID_Invoice #

Voucher ID_Invoice #

Travel ID_ Invoice #

Journal ID_ Journal
Date

Journal ID_ Journal
Date

Journal ID_ Posted
Date

Journal ID__ Journal
Date

AR Business Unit_
Depost ID

Journal ID_ Posted
Date

Payment Ref#
Payment Date

Payment Ref #_
Payment Date

Payment Ref#
Payment Date

Journal line
reference, if
used

Journal line
reference, if
used

Transaction date

not used

not used

Requisition
ID

not used

not used

not used

not used

not used

not used

not used

not used

Search fields for reconciling

When you reconcile, it is best to search for transactions by specific chartfield string. Below are
recommended chartfield combinations for reconciliation purposes.

Fund type
State
F&A
OSR

Trust

Chartfield combination
Fund- Source - Department ID
Source - Department ID

Source - Project ID

Source only, with two exceptions:

* Endowments: Enter fund and source to see principal and
income

e Trusts allocated across multiple departments: Enter source
and department ID
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