Order History

Chapter 3

Copyright University of Pittsburgh. All rights reserved.

Department Buyer User Guide Order History
7/31/09
Chapter 3 - Page 1



Order History

Section Objectives

At the end of this section, you should be able to:
View requisition details
View the progress of requisitions through the apptand submission process
Print a copy of a requisition
View the approver on an order pending Departmermréyal
View Purchase Order History

Copy an existing cart to a new cart

Copyright University of Pittsburgh. All rights reserved.

Department Buyer User Guide Order History
7/31/09

Chapter 3 - Page 2



Order History

Requisition History

Purchase requisition history contains details abfm@irequisition process, including the items
ordered and the requisition approval process.

Recently submitted requisitions (within one mordtg all shown in a convenient
place — My Requisitions.

The progress of these requisitions can easily baded from this central place.

The name of the next approver can be found on eshgr @ending Department
Approval.

After one month, requisitions are removed fromNheRequisitions list. They are
still visible through PR History.

Details about any items that were rejected or agr@re found here.
Once a Requisition becomes a purchase order, thecda be found through Purchase
Order History, or by selecting the associated Riak#

Purchase Order History

Purchase order history contains details about tihehase order process including the items
ordered and the associated requisitions.

Information about order distribution is providedcluding when the order was sent to
the supplier.
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My Requisitions

View the History of the recent orders you have crdad.

1. Navigate to thélistory screen.

Panther Buy
N  History

New Search | SelectQuery || Save Query | Request Export |
Roculte parpage) 20° B Requisition{s) meeting the search criteria: 30 4 page|1 ™|of2 P legend 2
Status & Requisition No. < Requisition Name & Requisitioner < Requisition Date /Time ¥ Requisition Total
= 315303 2003-07-10 testdb0 01 DeptBuyerd, Test 7/28/2009 12:22 PM 4,671.66 USD
- 214816 2009-07-09 testdb0 01 DeptBuyerd, Test 7/28/2009 12:22 PM 216.20 USD
yir 317686 2005-07-20 testdb0 01 DeptBuyerd, Test 7/20/2003 9:17 AM 35.57 USD
2 317684 2005-07-20 tastdbd 01 DeptBuyerD, Test 7/20/2009 5:14 AM 4,593.00 USD
o 217682 2008-07-20 testdb0 01 DeptBuyerd, Test 7/20/2008 9:10 AM 104.88 USD
- 217680 2009-07-20 testdb0 01 DeptBuyerd, Test 7/20/2009 9:06 AM £9.72 USD
v 317414 2009-07-17 testdb0 01 DeptBuyerd, Test 7/17/2009 11:27 AM 1,502.00 USD
v 317410 2005-07-17 tastdbd 01 DeptBuyerD, Test 7/17/2009 11:15 AM 4,838.00 USD
- 216678 microscope DeptBuyerd, Test 7/15/2008 2:21 PM 6,256.53 USD
- 216376 desle chair DeptBuyerd, Test 7/15/2009 2:15 PM 538.00 USD
v 315770 2009-07-13 testdb0 01 DeptBuyerd, Test 7/13/2009 4:05 PM 900.00 USD
X 315769 2009-07-13 testdb0 01 DeptBuyerD, Test 7/13/2008 4:03 PM 0.00 USD
v 215768 2003-07-18 testdb0 01 DeptBuyerd, Test 7/12/2008 4:02 PM £97.20 USD
- 315363 2005-07-10 testdb0 01 DeptBuyerd, Test 7/13/2009 11:33 AM 958.25 USD
2 315508 2009-07-13 testdb0 01 DeptBuyerd, Test T/13/2009 9:13 AM 83.18 USD
v 315505 2003-07-13 testdb0 01 DeptBuyerD, Test 7/13/2003 8:51 AM 54.35 USD
A 215473 2008-07-12 testdb0 01 DeptBuyerd, Test 7/12/2009 10:26 PM 278.61 USD
v 313667 2005-07-07 testdb0 01 DeptBuyerd, Test 7/7/2009 12:36 PM 112.50 USD
v 313666 2005-07-07 testdb0 01 DeptBuyerd, Test 7/7/2009 12:33 PM 214.00 USD
v 313657 TEST ORDER 7/7/2003 DeptBuyerD, Test 7/7/2009 12:31 PM 6,229.04 USD
Results per page | 20 ¥ 4 Page|t ¥|ofz b

3. The following information displays
Status
Requisition pending approval

Requisition approved

X < m

Requisition rejected

Approved, but line item(s) rejected

|

Requisition withdrawn
£ Pending, but line item(s) rejected
- Requisition No.
- Requisition Name
- Requisition Date/Time
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My Requisitions

Requisition Total
4. View the contents of a requisition by clicking theRequisition #.

5. If account codes were entered for individuad liiems, to view the accounts click on the

| Accounting Codes |

Accounting Codes ta

6. If the order isCompletedapproved), you can view / print the Purchase ©Orde

General &

Status \f Cn_rnpleted _

(7/17/2009 11:29 AM)
Submittad F/17/2009 11:27 AM
Purchase Order PB252019 wiew | printF
Regquisition Name 2005-07-17 testdbO 01
Description
Prepared by Test DeptBuyerd
Department Med-Computational Biology
Approval Priority Mormal

7. If the order ifRRejectedclick on the History tab to see whether the sysbe an approver
rejected the order, and for what reason.

Requisition | PR Approvals ” Cormments ” Histary H

Summary Shipping | Billing | Accounting Codes | Internal Motes
Hide header

General ?
Status X Rejectad
(7/14/2009 11:20 AM)

Submitted 7/13/2009 4:03 PM
Requisition Mame 2009-07-13 testdb0 01
Drescription
Prepared by Test DeptBuyerd
Department Med-Computational Biology
Approval Pricrity Marmal
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My Requisitions

Requisition || PR Approvals |Historv\
5
| + Click to filter history I Export CSV
Results per page | 200 ¥ Records found: 11 < Page|1|¥|of1 | ?
Line Date/Time User = Step(s) Action = Field Name = From To Note
No = -
7/24/2008 System Message transmission to external system was successful.
2:29 PM
7/24/2008 System Intermediate Validation Requisition rejected
2:29 PM
Line 4 7/24/2008 System Intermediate Validation Requisition Line item rejected Invalid Account
2:29 PM
Line1 7/24/2008 System Intermediate Validation Requisition Line item rejected Invalid Account
Line 2 7/24/2008 System Intermediate Validation Requisition Line item rejected Invalid Account
2:29 PM
Line 3 7/24/2008 System Intermediate Validation Requisition Line item rejected Invalid Account
2:29 PM
7/24/2008 Department Buyerss Requisition submitted
Line 4 7/24/2008 Department Buyer55 Requisition Line item copied - draft CPM-13310 Requisition 207389
Line 3 7/24/2008 Department Buyer55 Requisition Line item copied - draft 6101-1702 Requisition 207389
2:26 PM
Line 2  7/24/2008 Department Buyers5 Requisition Line item copied - draft 6101-1900 Requisition 207389
2:26 PM
Line1 7/24/2008 Department Buyer55 Requisition Line item copied - draft 6117-4540 Requisition 207389

In the above example, the system rejected the sitigmi due to an invalid account number.

8. If the order i$?ending Department Approvailick on the PR Approvals tab to see what
step of the approval sequence the order is in.

Requisition IF‘R Apprnualsllpﬁ Preview || Comrents ” History |
| Summary | Shipping | Billing | Accounting Codes | Internal Motes
Hide header
General 2
= I |
Status £ Pending
Department Approval
Submitted 7/13/2009 2:21 PM
Requisition Name microscope
Drascription
Prepared by Test DeptBuyerd
Department Med-Computational Biclogy
Approval Priority Mormal
Requizition || PR Approvals ” PO Praview H Comments || Histary ‘
Current Step
Step 1 2 Step 2 £ Step 3 7 Step 4 2
Int diate Validati p: pp! I Final Validation [#é} Create PO .

~ - s
S z =d ” v - 1y
\ A Act: Fut e
Tast DaptBuyard pprov: - ctive uturs Futu Finish

7/15/2009 2:21 PM

- The Active step is the current step of the Apprgorakess.
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My Requisitions

To view the approver on this order, click the viepprovers link.

ilidation

Current Step

Step 2
Department Approval

Step 3

Future

Final Validation

Step 4
||i:||I Create P{

Future

Test Approver

Workflow Step Approvers {(Department Approval) ? X
Approver Group @ 1

dummypb@gmail.com

Close

+1 (412) 555-2424

9. If the status of the orderAgpproved, but line item(s) rejectestroll to the line items area

to see what was approved and what was rejected.

Status

Submitted
Purchase COrder
F.eguisition Name
Crescription
Preparad by
Ciepartment

Approval Priority

General

V)'-‘xpprnved, but line itemis) Rejected

(7/15/2009 8:56 AM)
7/12/2009 9:12 AM
PB252006 wiew | print
2009-07-13 testdb0 01

Test DeptBuyerl
Med-Computational Biology

Normal

?

Product Description

1 v Analog Video Camera, Upright  more info...

@ ASSIGN your account code here: values differ from header view/edit

Manufacturer Nova Instruments
Name

Manufacturer NI-SEN-1

Part Number

Maore http://www.vwrsp.com/catalog/produc...

Information
URL

UNSPSC

more infa...

42-20-00-00

2 X powerpack Kit more info...

Manufacturer Chisco
Name

Manufacturer 99135
Part Number

More http://www.vwrsp.com/catalog/produc...

Information
URL

UNSPSC

more info...

42-20-00-00

Catalog No
12778-268
(EA)
Taxable x
Capital Expense X
Commodity Code Scientific
fal
33500-762
(EA)
Taxable X
Capital Expense X
Commodity Code Scientific
Fxl

Size / Packaging Unit Price Quantity

Ext. Price []

1/EA 1,400.00 1EA 1,400.00 USD ]

Internal attachments

PO Clauses

1/EA 700.68 1EA 700.68USD [

Internal attachments

PO Clauses

Supplier subtotal 1,400.00 USD
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My Requisitions

Print a Copy of a Requisition

1. Click on History, My Requisitions, then the Resjion No. Notice the printer icon in the
right hand corner.

=
2. Click on the Printer Icon.

A copy of the document is placed in your browserdeiw.
3. Click on File, Print or a printer icon if it gilays in your browser window.

4. Close the browser window to return to the Paithg screen.

Remove an item from a multi-line order awaiting appoval
1. View the order to VWR for the video camera & mwpack.

2. Notice that the status is pending approval.

3. Scroll down to the Supplier/Line Item Detailgar

Click in the checkbox for the powerpack kit.
4. Click in the drop down menu at the top of tl@gion and seledVithdraw Selected Items.

For selected line items |lele TRl d=Ta B il ¥ | ol
5. ClickGo.
6. Enter a reason for withdrawing the item.

Add Note ?

-| Once a PR or line is withdrawn, it cannot be reinstated. Click
| OK to withdraw, or Cancel to leave the PR unchanged.

| PR Lines Withdrawal Reason
already have a powerpack in Tim's lab|

963 characters remaining expand | clear

Maximum allowed characters are 1000

Characters beyond the limit are not saved, i.e., the note is
truncated. Once the note is attached, it is accessible from the
History tab of the document.

T T T

Withdraw Line Itemi(s) | Cancel |
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My Requisitions

7. Click onWithdraw Line Item(s).
8. Scroll to the Line Items Details region.
9. Notice the symbol at the beginning of the liten.

Product Description Catalog No Size / Packaging  Unit Price  Quantity Ext. Price []
1 +powerpack Kit  mare infa.. 33500-762 1/EA 700,68 1EA 700.68USD M

10. The red arrow designates that the line has Wwé&bdrawn.

NOTE: An entire order that is awaiting approval can bthdriawn by selecting all of the
line items, and then selecting from the drop dovemuWithdraw Selected Items.

11. Return tdMy Requisitions.

PR History

1. Click on the PR History tm

2. ThePR Historyscreen can be used to search for a specific igqao(s).
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PR History

by PO Ho. || by Requisition

Reguisition Name

Requisition MNao.

i
|
Supplier Name |
|

Select Supplier
Catalog Mo, (SKU) |
Filter i
Check Filter if you want to use the filters below. D F[n:er ChECkbox
Results per page 20 ¥

Search I Request Export |

Filters
time frame.

My Orders My Submitted Orders Department Orders Orders I Reviewsd

Start Date [ 1/2005 ]@(mm!dd!'{wﬂ

[o7/z0i2 __-_| @ (mm/ddiyyyy)

Prepared for

Prapared by Select Use

PR |I| |I| Only Include PR's From These
Departments Departments

Custom Field Filter

Department

Entity

Job Number

Project

Purpose

Reference

Sub Code

3. Requisitions can be searched for by
Requisition Name
Requisition Number
Supplier Name
Catalog No.
Date Range

Account Number

If you are searching for a specific purchase document, include as many of the items below to narrow your results.

End Date — Search by Date Range

Search for Reqgs by Buyer

|
[
|
| Account Number Filter
I
|
|

To find your purchase documents quickly and easily, choose 3 date range to search for purchase documents placed during a specified
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PR History

4. Search for the requisitions you created by i atal end date.

5. Click in theFilter check box.

6 Enter a start and end date, using the calendaticun.

7. Click on theSearch

New Search |  Select Query Save Query

Request Export |

Results per page | 20 ¥

Status = Requisition No. =
X 224420
v 224064
yorh 223779
yorh 223442
v 223434

Requisition(s) meeting the search criteria: 15

Requisition Name =~
2008-07-24 dbt55 02
2008-07-23 dbt55 01
2008-07-23 dbt55 01
2008-07-22 dbt55 01
2008-07-22 dbt55 01

Requisitioner =
Buyer55, Department
Buyer55, Department
Buyer55, Department
Buyer55, Department

Buyer55, Department

Requisition Date/Time ¥

7/24/2008 2:28 PM
7/24/2008 12:45 PM
7/23/2008 4:03 PM
7/23/2008 8:39 AM
7/22/2008 6:19 PM

4 Page|1 ¥|of1 I | legend ?

Requisition Total
0.00 USD

90.51 USD
5,875.81 USD
1,400.00 USD

308.40 USD

8. Your search results will display.

Filter

by PO Mo. | by Requisition

If yvou are searching for a specific purchase document, include as many of the items below to narrow your results.
Requisition Mame

Requisition Mo.
Supplier Name

Catalog No. (SKU)

Check Filter if you want te use the filters below.

Results per page 20 (v

To find vour purchase documents quickly and eas 100
a specified time frame. 150

If the search will yield a large number of recorglsy can set the number of records
that display per page with tiiesults per pageption.

Select Supplier

Search I

30

gg Filters

se a date range to search for purchase documents placed during

200

My Submitted O“SOO

My Orders () Department Orders () Orders I Reviewed ()
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PO History

Once a requisition is approved the order can aBseed undeMy Purchase OrderandPO
History. The information you find in these two screensimsilar toMy RequisitionandPR
History.

My Purchase Orders

1. Click on the My Purchase Order tab.
2. The following information displays

Workflow status

PO No. (You would click here to open the PO)
Supplier

Creation Date/Time

PO Total

Requisition No.

Requisitioner

Supplier Status

Note: An order is assigned a PO number once it resadepartment approval. A PO will
display with the status of Requires Appro if:

- An order is over $5,000 and is awaiting PurchaSliagyices approval.

- An order is over $5,000 and is awaiting OK to Bpproval.

- An order is for radioactive substance(s) and iaiamg Radiation Safety approval.

- An order contains DHS Chemicals of Interest aralnaiting EH&S approval.

Copyright University of Pittsburgh. All rights reserved.

Department Buyer User Guide Order History
7/31/09

Chapter 3 - Page 12
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PO History

The PO History screen can be used to search joeafe requisition(s).

1. PO’s can be searched for by Purchase Orderaguifgon information:
Requisition name
PO or Requisition No.
Supplier Name or Catalog No. (by Requisition)
Date Range

Account Number
2. Search for the Purchase Orders you createddtgraand End Date

Enter dates using the calendar function

3. Click on the Search button.
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PO History

4. Your results will display.

5. Click on the PO No. to view PO details.

6. Click on the Tabs (Status, Purchase Order, P@ad\als, etc,) to review additional PO
details.
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PO History - Copy Cart

Copy an existing Cart to a New Cart

(NOTE: This can only be done with items from Hodt€atalog Suppliers)

TheCopy to New Carteature can be a time-saving way to create réypetirders or to edit a
rejected order.

1. Click onMy Requisitiongab.

2. View the order that has a status of Rejected.

Locate the Requisition and click on the Requisitdumber.

3. Click on theAvailable Actionslrop-down arrow.

4. SelecCopy to New Cart.

5. Click onGo.

6. A new Cartis created and a new Requisition ramabll be assigned.
7. Click onReview.

8. Edit the new document.

Correct the account no. by changing the EntityQ:
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PO History - Copy Cart

9. Submit the requisition.

10. Notice that a new requisition number has beeated.
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