PO-03 Manage Purchase Orders (Sourced from Oracle Requisitions)

Purpose

The purpose of this Quick Reference Guide (QRG) is to provide a step-by-step explanation of how to Manage
Purchase Orders in the North Carolina Financial System (NCFS).

Introduction and Overview
This QRG covers the steps to manage Purchase Orders and check the details for a specific Purchase Order (PO).

User Tip

The following are prerequisites to manage purchase orders in NCFS:
1. All NCFS Purchase Orders must be sourced from approved NCFS requisitions.

2. All Ariba POs will be interfaced in real time from Ariba into NCFS, and these cannot be modified directly in
NCFS. Instead, all modifications must be initiated directly from Ariba.

Manage Purchase Orders

To Manage Purchase Orders in NCFS, please follow the steps below. There are 18 steps to complete this process.


https://ncosc.gov/training/ncfs-system-training/ncfs-help-documents/po-03-manage-purchase-orders-sourced-oracle-requisitions

Step 1. Log in to the NCFS portal with your credentials to access the system.

Step 2. On the Home page, click the Procurement tab. Click the Purchase Orders app.
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Step 3. Click the Tasks icon. Under Orders, click Manage Orders.
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Step 4.

The Manage Orders page opens. Under the Search section, enter the required fields.

In this example, we choose Procurement BU as 0200 Administrative Office of the Courts, **Order as
02P%, and Include Closed Documents as Yes. Click the Search button.

Note: Delete any auto-populated details in the Buyer field.
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** At least one is required

** Keywords
Procurement BU
** Supplier

** Buyer

0200 ADMINISTRATIVE OFFICE OF THE COURTS
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Include Closed Documents
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Step 5.
Order.
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The Manage Orders Search Results page opens. In the Search Results section, click the Purchase



ew  Manage Orders x

Manage Orders @ [ Done |
Headers Schedules
P Search Advanced | Manage Watchlist | Saved Search  All My Orders b4

Search Resuits

Actions v View w Format w ra T Detach

Order Description Supplier Ordered Currency Status Life Cycle Change Order Creation Date

NTERNATION 25000000 USD  Open e 51623

02P0000014 NTERNATION 250.000.00 S pen 516723

ERN 10/23

A /23

B 1823

I 1823

ELON UNIVE 8/23

F 17723

Q o0 E 17723

Step 6. The Purchase Orders page opens. On the General section, check the PO Status, Funds Status,
Buyer, Total Amount, Description, Requisition, Supplier Name, and Supplier Site fields.

Note: To view the PO in PDF version, click the View PDF button.
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Overview Manage Orders x Purchase Order: 02P0000015 x

Purchase Order: 02P0000015 ®

Step 7.

Main
4 General
0200 INTERNATIONAL
Procurement ADMINISTRATIVE supplier BUSINESS Ordered 250,000.00 USD
BU OFFICE OF THE PP MACHINE
COURTS CORPORATION Total Tax 0.00 USD
0200
Requisitioning ADMINISTRATIVE Supplier Site  ¥0.02PT.01
BU OFFICE OF THE Supplier "afnziabmxd y Total 250,000.00 USD
COURTS Contact aarkhaaszn
Sold-to Leqal NCADMINISTRATIVE Communication Description
Old=10 LoGal  ~rFICE OF THE Method ''oN¢
Entity ~ouRTS
0200A0CNI-PO Requisition 02R0000020
0200 Bill-to Location BOX 2448
Billto By ADMINISTRATIVE Source
) OFFICE OF THE Ship-to 0200A0CNI-PO Agresment
COURTS Location BOX 2448 Suppiler
Order
Order 02P0000015
Status Open @
Funds Status Reserved
Buyer PTRAYWICK SIMPSON
Creation Date 5/16/23

Scroll down and validate the Lines section information. Check the Quantity, UOM, and Price fields.
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Step 8.
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Validate the Schedules section information. Check the Organization field.
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Step 9.
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Distributions

_}: 5 Freeze

Description

Test req 0200

= Detach wrap

Requested Promised
Location Delivery Date Delivery Date

0200A0CN 9119/23

Ordered St

250,000.00 Oy

= | Detach Wrap
Quantity UOM Price
250,000] |Dollar 1.00
UOM Life
Quantity Names Status  Funds Status Cycle
250,000 Doliar Open Reserved

4

Details Organization

0200A0CCNI

Pl

Validate the Distributions section information. Check the Charge Account and Budget Date field.



Lines gtﬂ&l!d-i—}‘él Distributions I

Actions w View w Fomatw 55 ¥ Freeze [w| Detach
. et Deliver-to ... UOM

Line Description Location Quantity Name Ordered PO Charge Account Budget Date Fui

1 Test req 0200 0200AOCN 250,000 Dollar 250,000.00 | 0200-022001-52120001 -0000000-0000000-0“5:‘12.-'23 Res

Note: If there are changes identified and required after validation of the information on the Purchase order page,
please follow the steps from step 10- 15. If there are no changes required in the PO, please skip to step 15.

Step 10. From the Actions drop-down choice list, select Edit.
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Overview Manage Orders x

Purchase Order: 02P0000015 x

Purchase Order: 02P0000015 @

Main

4 General

Procurement BU

Requisitioning BU

Sold-to Legal
Entity

Bill-to BU

Order

Status

- A ma_a

Step 11.

In this example we choose, to update Quantity - 25,000 in the Lines section.
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0200 ADMINISTRATIVE
OFFICE OF THE COURTS
0200 ADMINISTRATIVE
OFFICE OF THE COURTS
NC ADMINISTRATIVE
OFFICE OF THE COURTS
0200 ADMINISTRATIVE
OFFICE OF THE COURTS

02P0000015

Open ©

[

Supplier

Supplier Site

Supplier Contact

Communication
Method

Bill-to Location

Ship-to Location

Make the required edit in the Purchase Order.

INTERNATIONAL
BUSINESS MACHINE
CORPORATION

0.02PT.01

afnziabmxd y
aarkhaaszn

None
0200A0OCNI-PO BOX
2448

0200AO0CNI-PO BOX
2448

View PDF

Refresh

Actions ¥

Delete

Acknowledge

Communicate

Order

Total 1

To

Descripti
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Hold
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Lines Schedules Distributions

Actions w Vieww Fomatw = B / X 7 & Freeze [m| Detach Wrap

* Line ™ Type Edit Item * Description * Category Name Quantity UOM

5

B Rate Based Ser Test Req 0200 801015-Business ant | 25,0000 Dollar

4

Columns Hidden 23

Step 12. Click the Plus icon to add a new line to the Purchase Order.

Image

Lines Schedules Distributions

Actions v \iew w Format w» +1B A X & & Freeze |m Detach Wrap

* Line * Type Edit Item * Description * Category Name Quantity UOM

3

B (1 Rate Based Ser ¢ Test Req 0200 801015-Business ant | 25,000 | Dollar

i

Columns Hidden 23

Step 13. Enter the applicable details in the new line of the Purchase Order.
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Lines Schedules Distributions

Actions w Vieww Formatw o [ # X 7 B Freeze 1= Detach Wrap
* Line * Type Edit ltem * Description * Category Name Quantity UOM * Price  Ordere
2 Fixed F w V4 Test 801015-Busii Q 1.00 1
"B 1 Rate Based Ser rf‘ Test Req 0200 801015-Business am 25,000 Dollar 1.00 25,0001
q F

Columns Hidden 23

Step 14. Enter the value in *Description field.
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Overview Manage Orders x Purchase Order: 02P0000015 x

Edit Change Order: 1 ®

Change Order

Edit Document (Purchase Order): 02P0000015 x

1

* Description

Changes to PO J

Creation Date

4 General )

Procurement BU
Requisitioning BU
Sold-to Legal Entity
Bill-to BU

Order

5123123

0200 ADMINISTRATIVE OFFICE OF THE
COURTS
0200 ADMINISTRATIVE OFFICE OF THE
COURTS

NC ADMINISTRATIVE OFFICE OF THE COURTS
0200 ADMINISTRATIVE OFFICE OF THE COURTS
02P0000015

Step 15. Click the Submit button.
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Status Incomplete
Amount Changed -225,000.00 USD

Funds Status Not Applicable

INTERNATIONAL BUSINESS MACHINE

Supplier  ~RPORATION

* Supplier Site (o_ozptm v

Supplier Contact [aarl-:haaszn_ afnziabmxd

Communication Method | None +




Step 16.
button.
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NP @

Initiating Party Buyer

Initiator " TRAYWICK SIMPSON

Type Internal

if| O m

The Confirmation pop-up appears, the changes done to PO are submitted for approval. Click the OK



Actions ¥
« Confirmation X

The change order 1 for document Purchase Order number 02P0000015 was submitted for approval.

]

Supplier INTERNATIONAL BUSINESS
e e Ordered 250,000.00 USD

Step 17. Click the Done button.

Note: Change Order has been submitted for approval, and once reviewed and approved, it will be completed and
the PO will be updated as needed.
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Overview Manage Orders x

Purchase Order: 02P0000015

Purchase Order: 02P0000015 @

Main

- General|

Procurement BU

Requisitioning BU

Sold-to Legal
Entity

Bill-to BU

Order
Status

Funds Status

Step 18.

0200 ADMINISTRATIVE
OFFICE OF THE COURTS
0200 ADMINISTRATIVE
OFFICE OF THE COURTS
NC ADMINISTRATIVE
OFFICE OF THE COURTS
0200 ADMINISTRATIVE
OFFICE OF THE COURTS

02P0000015

Open ©

Reserved

it's status under the Status field.
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Supplier

Supplier Site

Supplier Contact

Communication
Method

Bill-to Location

Ship-to Location

INTERNATIONAL
BUSINESS MACHINE
CORPORATION

0.02PT.01

afnziabmxd y
aarkhaaszn

None
0200A0CNI-PO BOX
2448

0200A0OCNI-PO BOX
2448

Ordered

Total Tax

Total

Description

Requisition

Source
Agreement

Supplier Order

250,000.00 USD

0.00 USD

250,000.00 USD

02R0000020

You are now redirected to Manage Orders page. You can see the submitted PO in the Order field and



Overview Manage Orders x

Manage Orders @

Headers Schedules

b Search

Search Results

Actons v Vieww Fomatw < B # X 7 &

Order Description Supplier

0| 02P0000015 INTERNATION...
02P0000014 INTERNATION...
02P0000013 INTERNATION. ..
02P0000012 INTERNATION...

Wrap-Up

Manage Purchase Orders using the steps above.

Additional Resources

e Virtual Instructor-Led Training (vILT)
o PO102: PO Buyer

Advanced Manage Watchlist

Freeze

Ordered

250,000.00

250,000.00

250,000.00

250,000.00

i= Detach

Currency Status

usD

usD

usD

usD

Wrap

Open

Open
Open

Open

Saved Search | All My Orders

Life Cycle Change Order

Creation Date

5/16/23

5/16/23

5/10/23

5/9/23


https://www.ncosc.gov/training/ncfs-system-training/ncfs-course-catalog/po102-po-buyer-aoc-and-dpi-only
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