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Course Overview

PO1 Create and Update Purchase Orders for Agency Buyer Roles course provides an overview of creating
and maintaining purchase orders that may or may not reference contracts. These contracts may be master,
statewide or agency-wide contracts. The purchase orders covered in POL1 are typically for the purchase of goods
and non-professional/technical services.

This course starts with an overview of purchasing. Then, the course covers the purchase order basics. These
basics include entering and processing purchase orders in the State-Wide Integrated Financial Tools (SWIFT)
Purchasing module. The course provides an overview of the different purchase order document types and how to
set them up. It also includes how to update, find, correct, cancel and close purchase orders related to the
following purchasing document types:

Blanket Purchase Agreement (BPA)

Blanket Purchase Order against a Contract (BPC)
Blanket Targeted Purchase Order (BTG)
Contract Release Order (CRO)

Department Purchase Order (DPO)

Direct Targeted Purchase Order (DTG)
Emergency Purchase Order (EMR)

Field Purchase Order (FPO)

Master Services Order (MSO)

CoNoUA~ALONE

There is a separate course and user guide for other types of purchase orders. PO4 Create and Update
Purchase Orders for Contract Encumbrance Roles course provides an overview of purchase orders that are
not dispatched to vendors. These purchase orders are created to encumber funds related to an individual
contract. They are usually related to Professional and Technical Service Contracts.

How to Use this Course and User Guide

This guide is set up as a reference to help buyers easily find information about purchase order fields and
processes within SWIFT. Most of them default based on the purchase order document type used. Buyers do not
need to use every field described here. Use this information for purchase orders that are not typical. Also, check
with your agency about policies and practices for creating and updating purchase orders.

Buyers always need to make sure that the following defaulted values are accurate for each purchase:
e Assets Profiles
e State and Local Sales and Use Taxes
e Accounting Distribution ChartField Values

Released 01.08.2016 (Version #1)
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Purchasing is the process that enables State agencies to procure goods or services.

State agencies record and track financial transactions in SWIFT. SWIFT incorporates all of the administrative
functions across state agencies, including financial, procurement, reporting and the current SEMA4 (human
resources/payroll) system. Purchasing is an expense account in SWIFT’s general ledger (GL). This account
documents what the State of Minnesota agencies have encumbered for purchases of goods or services.

Purchasing refers to the SWIFT system used to enter requisitions, regular purchase orders, and contract
purchase orders into a shared system. A unique system-generated ID number is assigned to each requisition,
purchase order, receipt, and voucher to provide tracking through each of the stages of the purchasing life cycle.

The Purchasing module in SWIFT is not the same as procurement. Minnesota's Office of State Procurement
(OSP) facilitates the procurement of goods and services for the State of Minnesota and other governmental
entities. OSP concentrates on the bid solicitation process, term contracts, acquisitions, etc.

There is a high level of integration between purchasing and all of the other SWIFT modules.

Payables ' Receivables Billing Man(a:;es:nent Inventory
General :
Ledger Purchasing
Commitment Control
: Time and Labor
Budgeting
Payroll R:;or:?cr;s Expenses Grants » Projects

Once the state legislature approves a budget bill and it is signed into law, the budget is entered into Commitment
Control in SWIFT. Commitment Control enables you to control expenditures actively against predefined,
authorized budgets. SWIFT requires that an expenditure budget exists before there is any expense activity.
Expense activities are requisitions, purchase orders, vouchers and journal entries. There must be sufficient funds
available to process a transaction.

SWIFT uses Commitment Control to act on transactions that exceed your budget limit via the budget check
process. Transactions and future obligations that exceed the budget are exceptions. Commitment control warns
you of these exceptions.

Released 01.08.2016 (Version #1)

Page 2



f -

-

¥

S
f?‘* "E?:%&State of Minnesata
ety

Statewice Integrated Financial Toois

PO 1 Create and Update Purchase Orders for Agency Buyer Roles

Key Terms in Purchasing

Buyer is a state agency staff person who administers contracts, encumbers funds and creates purchase
orders.

A contract is an agreement with specific terms between two or more persons or entities. Generally, the
terms include an obligation for one party to offer goods and services. The other party is obligated to pay
for them.

Encumbrance is a special type of accounting transaction that anticipates a future expenditure. Funds are
encumbered, or set aside, in a particular appropriation budgetary account for a specific future purchase.
The document used to record an encumbrance is called a purchase order.

eProcurement: The eProcurement module is used to create pre-encumbrances for future purchases, as
well as to order stock material from an Inventory Center by specific state agencies.

Pre-encumbrance is done with a requisition. It is designed to hold the funds for a specific purpose.
Procurement consists of the activities required to obtain goods and services from suppliers or vendors.

Purchase Order (PO) authorizes the state agency to purchase specific goods or services at a certain
price. Itis sent to the supplier (vendor). When the vendor accepts the purchase order, it becomes a
contract in which both parties are expected to fulfill. The purchase order establishes key information that
carries through the Accounts Payable system such as the Vendor ID. Purchase orders create
encumbrances. If a requisition is referenced, the purchase order liquidates the pre-encumbrance.

Requisition is an internal document by which a using agency requests the purchasing department to
initiate procurement (a purchase).

Vendor is the supplier of the goods or services. Vendor Location is a 3-digit code in SWIFT. lItis linked
to many items including the General/Ordering Address Sequence Number, the Remittance Address
Sequence Number, the payment method and the bank account for vendors receiving ACH payments.
Vendors may have multiple Doing Business As (DBA) names. As a result, they will have multiple
Location codes. Each Location code may have a different address, payment method and/or bank
account tied to it.

Voucher is an electronic version of a paper invoice received by a vendor. Vouchers are the mechanism
by which the State of Minnesota electronically pays for goods and services.

Released 01.08.2016 (Version #1)
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SWIFT ChartFields

The Chart of Accounts is comprised of informational fields that provide the basic structure to segregate and
categorize transactional and budget data. Each Chart of Account field is called a ChartField. There are several
required ChartFields, that when combined define the funding source being used. Understanding these fields will
assist in any potential errors that may appear during the budget check step. These ChartFields are required to
define the appropriate funding source:

1. Statewide ChartFields are:

Fund, Financial Department ID (also known as Fin DeptID), Appropriation ID and Account
2. Agency Reporting ChartFields are:

Statewide Cost, Agency Cost, SubAccount, Agency Cost 1 and Agency Cost 2
3. Project/Grant Reporting ChartFields are:

PC Business Unit, Project, Activity, Source Type, Category and Sub-Category

Statewide Reporting Agency Reporting
| I
r L Ll

Display Name Fund Fin ApproplD | Account | Statewide Sub Agency Agency

DeptiD Cost Account Cost Cost 2
Field Length 4 & 7 & 3 4 5 5

Required Optional
Project/Grant Reporting
PC Business Projact Activity Source Type Category Sub-Category
Unit

Released 01.08.2016 (Version #1)
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Purchasing Stages

1. STATE AGENCY

Requisition Pre-Encumbrance

Purchase Order Encumbrance

A4

‘nve nto ry! !sset

Receipt Management/Validation

A

4. ACCOUNTS PAYABLE

Voucher/Journal Entry Expenditure/Payment

Stage 1: State Agency: When purchases are over $10,000, state statute requires that the funds become pre-
encumbered and a strategic sourcing event occurs. The SWIFT Strategic Sourcing module enables state
agencies to solicit bids and proposals from outside vendors. This online process is called an event. To pre-
encumber the funds, a requisition needs to be created, approved and budget checked. This process creates the
pre-encumbrance balance and holds the funds in a budget. The requisition is forwarded to purchasing staff, who
copy it into the Strategic Sourcing event and put it out for formal bid.

Stage 2: Purchasing: Staff, usually a buyer, in the purchasing department of that agency contacts the vendor.
Once the transaction is negotiated and agreed upon, the buyer receives approval to create a purchase order.
After it is budget-checked, a commitment to pay the vendor now exists. The pre-encumbrance is liquidated. An
encumbrance is created for that budget. A contract may also be negotiated and signed.

Stage 3: Receiving: There is documentation that the goods or services were received, either partially or fully.
In SWIFT, a receipt tracks the quantity or amount received against a purchase order. Receiving includes
determining if the purchase is an asset. An asset is an owned item of value. It has a value of great than zero
and a useful life of greater than one year. Contact your agency’s asset manager about how your agency
determines and manages its assets. There is information about managing assets on the SWIFT Training and
Support Resources website. http://mn.gov/mmb/accounting/swift/training-
support/reference-quides/purchasinggrg.jsp

Stage 4: Accounts Payable: Accounts Payable staff members create a voucher, or electronic invoice, for all or
part of this purchase depending upon receiving or contract requirements. The voucher is matched against the
purchase order and/or receipt (if there is one). Then it is budget-checked. The encumbrance is reversed. A
journal entry records that expenditure against the budget and payment is sent.

Released 01.08.2016 (Version #1)
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After payment, there are processing actions for the purchasing documents.

1. Purchase Order Reconciliation:
Each agency has someone designated to reconcile its purchase orders, requisitions, and receipts. This
involves running inquiries and reports to determine which items should be closed and removed from the
active file.

2. Purchase Order Close:
This is the process to remove purchase orders that are received in full, canceled, or have been decided
against further processing.

Purchase Orders

A purchase order is a formal document given to vendors. The purchase order includes a list of goods and/or
services that are to be purchased. It is legally binding. Purchase orders are created to cover different types of
procurement. Purchase order documents encumber funds. Purchase orders may have a relationship to a
contract, a requisition and/or solicitation document. The document type is associated with the different types of
procurement and the process flow in SWIFT.

A purchase order can be created by:

e Direct Entry:
A purchase order that is entered directly or copied in SWIFT from a purchasing document

e Sourcing from a Requisition (which liquidates the pre-encumbrance):
An internal document an agency uses to request the purchasing department to initiate a purchase.

e Strategic Sourcing Event:
The SWIFT Strategic Sourcing process enables state agencies to electronically solicit bids (RFBS),
information (RFIs) and proposals (RFPs) from outside vendors online using what is known as an event.

e Supplier Contract Release:
The purchase order is created referencing a previously created Contract Release Order for that purchase.

Encumbrances

An encumbrance is the funds that have been reserved when a purchase order is created. When a requisition is
processed, funds are placed aside for that transaction. Those funds are no longer available for use in other
transactions until the encumbrance is removed. The purpose and main benefit of encumbrance accounting is
avoiding budget overspending.

An encumbrance allows you to track your expenditures according to your purchase approval process. You can
better control your planned expenditures. You can set up separate encumbrance types for each stage in your
purchasing cycle to track your spending at each level.
There are two types of encumbrances.

1. Commitments (Requisition Pre-Encumbrances):

A pre-Encumbrance represents funds that have been reserved when a purchase requisition is created. When
a requisition is processed, funds are placed aside for that transaction.

Released 01.08.2016 (Version #1)
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2. Obligations (Purchase Order Encumbrances):

A purchase order encumbrance represents a legally binding purchase. Purchasing in SWIFT subtracts
purchase order encumbrances from funds available when you approve a purchase order. If you cancel a
purchase order, SWIFT creates appropriate reversing entries in your general ledger. Purchase order
encumbrance is also known as obligation, encumbrance, or lien.

Requisitions

A requisition is a request by the users of a good or service to the agency’s purchasing department. It generally
includes the item, description, quantity and the required delivery date. Not all agencies use SWIFT for
requisitions. A requisition in SWIFT’s eProcurement is an online form for requesting items or services. After you
enter and submit a requisition, you can route it for approval. Use requisitions for Real Estate Remodeling (RMO)
OR Construction Contract Encumbering Orders (CEOAgencies using SWIFT’s Inventory module also use ePro
requisitions when drawing from their inventoried items.

Approved requisitions are then sourced to either:

¢ A material stock request in SWIFT's Inventory module where warehouse personnel can fulfill the order.

e A purchase order in SWIFT'’s purchasing module. The purchase order is dispatched to the vendor who
fulfills the order by shipping the requested items.

Life Cycle of a Requisition

IE |
-5’

Payment

7 e

@g{,. 3
Change Rec c.'.é;ng Returns
Request =

Inventary

Request Lifespan:

Course Lessons
The Lessons in the PO1 Create and Update Purchase Orders for Agency Buyer Roles course include:

Purchase Order Basics - Creating a Purchase Order
Steps in Creating Purchase Orders

Purchasing Document Types

Updating Purchase Orders

Closing Purchase Orders

o g & w N oPE

Viewing Inquiries, Queries and Searches
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Lesson 1: Purchase Order Basics

Lesson Overview

This lesson reviews the basic information about purchase orders using SWIFT in detail. In SWIFT, you can
create a purchase order online, in the background or from another system that transforms purchase requests into
purchase orders.

After completing this lesson, you should be able to:

e Understand the components and structure of a purchase order
e Understand the four basic pages required to create a purchase order
e Understand the fields within each of these required pages

e Gain an overview of how to process and dispatch a purchase order after it has been created.

Released 01.08.2016 (Version #1)
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Purchase Order Structure and Components

Purchase Order Structure
A purchase order in SWIFT has a tree structure whose key components are a header, lines, schedules and
distributions. Each purchase order must have a header and at least one line. That line must include at least one

schedule and one distribution. There can be several lines. Each schedule can have several distribution lines. A
purchase order is identified by an ID that is unique within a SWIFT purchasing business unit.

Header
Line 1 J— Line 2

Schedule 1 Schedule 1

for Line 1 for Line 2

Distribution 1 for Distribution 1 for
Schedule 1 Schedule 1

Distribution 2 for
Schedule 1

Released 01.08.2016 (Version #1)
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Purchase Order Components

There are four key components in each purchase order in SWIFT. All four components must be completed in
order to create a purchase order.

1. Header: Contains information that applied to the entire purchase order.
e Document Type
e Vendor
e Comments

2. Line: Contains details about what is being ordered/encumbered
e |tem or Description/Category
e Price
e Comments

3. Schedule (On the Line): Where the Due Date, Ship To address and Unit Price are stored for each item
on the order.
e Shipping Information
e Sales and Use Taxes
e Miscellaneous Charges

4. Distribution (On the Line): Where the accounting information is entered.
e ChartField String

e Budget Date
o Verify Asset Information as needed

Fields on the Required Components

Each component of a purchase order has several fields. Not all fields are required for all purchase orders. For
more information about these requirements, view the Document Types User Guide.

1. Header Section

The header is required for all purchase orders. The header contains information that applies to the entire
purchase order.

Above the Header Line on a Purchase Order

Maintain Purchase Order

Purchase Order

Business Unit: G1001  Origin: 514 Management Services PO Status: Dispatched A B x
PO ID: 3000003043 Approval Exception Budget Status: Valid
Copy From: v Hold From Further Processing

57

Released 01.08.2016 (Version #1)
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Fields on the Purchase Order Header. Required fields are marked with an asterisk (*).

Field Name

Field Description

*Business Unit

The Business Unit identifies the agency responsible for the purchase
order. It generally represents a legal entity. For the state of Minnesota,
the Business Unit typically corresponds to an agency with the exception
of the General Ledger (GL). The GL Business Unit is at a statewide level
(i.e., MNOO1)

PO ID A purchase order is identified by an ID that is unique within a business
unit. The default for a new purchase order is “NEXT” until the purchase
order is saved.

Copy From Use this drop down menu to copy information from a contract, purchase
order or requisition. It will override the original document.

*Origin This three-digit field represents a division, district or regional level within

the agency and is the level directly below the business unit. The origin is
a required field that exists on the header level of requisitions, purchase
orders, contracts and strategic sourcing event documents.

Approval Exception

When a purchase order is created, it is not verified against the Authority
for Local Purchase (ALP) of the buyer. If a purchae order violates the
ALP guidelines or those from the Document Type standards, this
exception must be created. For more information, see the Create
Approval Exception Form on the next page.

PO Status

Where the purchase order is in the process.

e Initial: A new purchase order without any fields completed

Open: It has not been saved or approved.

Pending Approval/Approved: It is waiting for approval.

Approved: It has passed the approval process.

Dispatched: It has been dispatched.

Pending Cancel: It was canceled but has not completed the

overnight batching process.

Canceled: It was canceled.

e Complete: Itis closed. There were payments against it but it no
longer can be used.

Budget Status

SWIFT indicates the status of the budget in the budget checking process.

e Not Chk’d: Itisin the initial status. The budget has not been
checked.

e Valid: The purchase order passed the budget check.

e Error: The purchase order failed budget checking.

Hold from Further
Processing

This checkbox can be checked to stop the purchase order from being
approved, budget checkd, dispatched, cancelled or closed. Use if there
is any further work that needs to be done on the purchase order. The
purchase order will not be processed by daily or overnight batch jobs.

Change Order icon

A process to amend an original purchase order. Change orders are only
for those purchase orders that have been previously dispatched.

Released 01.08.2016 (Version #1)
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Field Name Field Description

Create Document Allows you to access the Create Document page to define document
details and author a related contract document.

Cancel PO icon Clicking this button cancels the entire purchase order. You may not see
this button if you do not have access to it. There are implications for
canceling a purchase order that will be covered more fully under
Document Types.

Create Approval Exception Form

Use this form only if there is an exception. Select an Exception Type and complete the required Justification.
Click OK when you are done.

Create Approval Exception

Business Unit  G1001 PO Number 3000003043

Exception Type: I Q

Cance

Exception Type Fields

Exception Type Justification

ADMIN: Admin Commissioner Delegation | List the delegation name and delegation number.

EMR: Emergency List the agency head name and date.
INAGY: Inter/Intra-Agency Order Enter “IA Order” as the justification.
OSP one-time approval List the name of the individual who approved the

delegation and date.

POL: Policy Exception List the policy number and exception.

SSINF: Single Source Interface PO Interface Use Only.
Blanket Approved by OSP

STAT: Statutory Delegation List the statute citation that allows exception.

Released 01.08.2016 (Version #1)
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Buttons Associated with the Header

After your purchase order is saved, several buttons appear on the top right of the Purchase Order page.

Maintain Purchase Order

Purchase Order

Business Unit: G1001  Origin:  |514 Management Services PO Status: Pend Appr A B x
PO ID: 3000003114 Approval Exception Budget Status: Not Chk'd ﬂ'_——i n(’_‘l

Change Order: 1

Buttons on the Header and their Purpose.

Description of Purpose of Button

Button

Blue Change an attribute on the purchase order line. This button and
Triangle (Change functionality are available only if the purchase order is

Order) in Dispatched status. If approval is required before dispatching it to the

vendor, the change order must go through the approval process.

Yellow Box with Access the Create Document page where you can define document
Star (Create details and author a related contract document.

Document)

Red X (Cancel PO) This button is available if the purchase order status is Dispatched. If you

cancel a dispatched line, a change order is created. This button is also
available when the purchase order status is Approved, but only if the
purchase order was previously dispatched, changed and approved. If
you do not have the authority to cancel a purchase order, the Cancel PO
button is not available.

Yellow Box with This is the process of checking source transactions against control
Looking budget ledgers. This process creates and relieves encumbrances and
Glass (Budget pre-encumbrances.

Check)

Yellow Box with This process performs the budget checking and edits that it normally
Glasses (Pre-Budget | does when a budget or transaction is posted. It does not commit the
Check) changes to the general ledger.

Released 01.08.2016 (Version #1)
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Below the Header Line on a Purchase Order

v

*PO Date: Vendor Search

Expiration Date:
“Vendor ID:

Vendor Details

"Vendor:
*Buyer:

MINNESOTA -307
01136301 Savino,Diane M

PO Reference: MME Senior Staff Retreat

*Billing Location: G104THFLOD Billing Address

Header Details Activity Summary
Document Status
Add Comments

Add ShipTo Comments

PO Activities

Purchasing Kit Catalog tem Search

MINNESOTA HUMANITIES CENTER

Receipt Status: Not Recvd Doc Type:| DPO-Departmental Purchase Order v
7777777777777777777777 *Dispatch Method: |Email hd Dispatch
Merchandise: 600.00
FreightTax/Misc.: 0.00 Calculate
Total Amount: 600.00 USD
Encumbrance Balance: 600.00 USD

Response Documentation  pge Tol Status: walid Agency Reference: Laury Anderson

Backorder Status: Mot Backerdered Create BackOrder

Q To: Q| Retrieve

Line:

Fields Below the Purchase Order Header. Required fields are marked with asterisk (*).

Field Name

Field Description

* PO Date

Defaults to current date. The PO Date must be within the Start and End
date of the contract.

Expiration Date

Optional field. The purchase order expires on this date. This field is
required with some contract document types. The Expiration Date must
be within the Start and End date of the contract. The Begin and End
dates must not cross fiscal years.

*Vendor ID

SWIFT unique identification number for vendor. The vendor location and
address will default when this is selected. The Vendor ID is required. If
the vendor name is entered first, the Vendor ID will be populated. The
vendor location and address will default. They can be changed on the
Vendor Details link.

Vendor

Allows you to search for the vendor by Short Vendor Name and Vendor
Name. The vendor location and address will default when Vendor is
selected.

Vendor Search link

Provides more fields to search to find a vendor in SWIFT. You can also
use the magnifying glass on the Vendor ID field to find a vender.

Vendor Details link

Allows you to see more information about the vendor such as the vendor
location, address, contact and payment terms.

* Buyer

Buyer is required. Purchase orders may be entered on behalf of buyers.
It will default to the Employee ID and name of the person entering the
purchase order. The buyer must have the appropriate authority for the
purchase order being created.

PO Reference

This optional field is used to add any agency-specific information. It will
not print on the purchase order. But you can search for information
based on this field.

* Billing Location

Address of the state agency where the invoice is sent.
based on the business unit.

It may default

Released 01.08.2016 (Version #1)
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Field Name Field Description

Header Details link Includes details that have previously been entered on the purchase order
such as the PO Type (GEN), Billing Address, Location and Process
Control Option. Do not change fields here.

PO Defaults link This page can be used to enter schedule and distribution information that
will apply to all lines of the purchase order. They are used with purchase
orders with multiple lines and multiple distribution lines.

CAUTION: When you update your purchase order default settings, it
carries for future purchase orders. You need to update the defaults
before you add the purchase order lines. You can select which fields you
want to apply to all lines (e.g., ChartFields, Ship To and Location).

Add/Edit Comments | Comments and attachments can be made at the header level (for the
link entire purchase order). They can also be added to the line level.
Checkboxes include:

¢ Inactivate: Comments no longer apply.

e Send to Vendor: Comments will appear on purchase orders
dispatched to vendors. Clear this checkbox to keep the comments
internal.

e Show at Receipt: Comments will appear on the receipt documents.
e Show at Voucher: Comments will appear on the voucher.
e Add a Row: Comments can be made selectively
e Attach: Use to add a document or other attachments.
Add/Edit Ship To Comments can be added to a specific Ship To location. Checkboxes
Comments link include:

e Inactivate: Comments no longer apply.

e Send to Vendor: Comments will appear on purchase order
dispatched to vendors. Clear this checkbox to keep the comments
internal.

e Show at Receipt: Comments will appear on the receipt documents.
e Show at Voucher: Comments will appear on the voucher.
e Add a Row: Comments can be made selectively
e Attach: Use to add a document or other attachments.
Doc. Tol. Status Document tolerance checking compares the balance of all distributions

tied to the requisition distribution. It is based on a tolerance tied to a
specific ChartField.

Backorder Status If you have created a backorder, this field displays the backorder details
for the vendor, business unit, item or buyer. Values include None,

Backorder and BO Recv (backorder received).

Released 01.08.2016 (Version #1)
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Field Name

Field Description

Receipt Status

This field provides information about the receipt.

Open: one or more of the receipt lines are in Open status

Received: all lines are Received or Canceled

Hold: Receipt is on hold

Moved: This receipt has been processed and moved

Closed: All receipt lines have been moved and matched. No further
processing is required.

e Canceled: Alllines are canceled. Canceling cannot be reversed.

Dispatch Method

You can dispatch purchase orders using any of the following dispatch
methods: print, phone, email, or electronic data exchange (EDX). The
EDX dispatch method can be used with or without a linked supplier. The
fax option is not used.

Agency Reference

Agencies specify what, if any, additional information is added to the
purchase order. It will print on it.

Create BackOrder

Not used for purchase orders.

*Doc Type This field allows you to specify the type of purchase order being created.
When the purchase order is saved, the Doc Type selected will be verified
against the requirements for that Doc Type. Doc Types are covered in
detail in the Document Type User Guide.

Response This field is required when creating a Department Purchase Order (DPO).

Documentation It is used to indicate the results of informal bids that are required on some

purchases. These requirements are based on ALP guidelines.

Merchandise This field is the amount of the merchandise being purchased. It

populates from the Details tab on the lines section.

Freight/Tax/Misc. Any extra fees attached to the merchandise will appear after the

information is entered on the Details tab on the lines section.

Total Amount This totals the Merchandise and Freight/Tax/Misc. fees. It will appear

after the information is entered on the Details tab on the Lines section.

Response Documentation Form

These are the required fields for each of the bids that were received. Click OK when you have entered the bids.

e Vendor ID:
Enter the SWIFT Vendor ID number. If a bid is received from a vendor that is not in the SWIFT vendor
file, use PLACEHOLDR (for “Placeholder”). If PLACEHOLDR is used, add comments to document the
vendor and bid information.

e Location:
Enter the vendor location. This is a series of business rules agreed to between the vendor and the state
entity. Locations enable a user to indicate the different types of addresses a customer has in SWIFT. For

Released 01.08.2016 (Version #1)
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example, address can include one to receive bills, another for shipping, a third for postal deliveries, and a
separate street address. Each of these addresses has a different location number.

e Bid Amount:
The amount of the bid from this specific vendor.

e Bid Date:
The date you received the bid from this specific vendor.

Record your vendor response here

Business Unit: G1001 PO Number: 3000003043
Response Documentation Personalize | Find | B | 2
Seq# Vendor ID Short Vendor Name Location Bid Amount Bid Date
IR Q g a | 0.000 (042172015 |G =

2. Lines Section

One or more purchase order lines are required for all purchase orders. The purchase order line section
contains details about what is being ordered or encumbered.

e Each purchase order must have at least one line that includes at least one schedule and one distribution.
Enter information in left to right order to avoid errors.
When creating a contract-based purchase order, use the Contract Search button on the Contract tab to
pull in the contract information.

e You can use the plus or minus icons (e.g., “+" or “—*) on every tab to add or subtract lines as needed.

These tabs, icons and links on the Lines section of a purchase order are described as follows.

a) Go to: More drop down menu
b) Line Details Icon

¢) Contract Tab

d) Details Tab

e) Item Information Tab

f) Receiving Tab

g) Statuses Tab

h) RFQ Tab

i) Attributes Tab

j) Ship To/Due Date Tab

Released 01.08.2016 (Version #1)
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Go to: More drop down menu

Below the lines section is a Go to: More section. This menu provides quick access to various data about the
purchase order. Most of these options are not used. Use the Header, Misc. Charges option to ADD freight

and other charges.

B 4] 0

Ship To/Due Date Statuses ltem Information Adtributes RFQ Contract Receiving
Line Item Description~ PO Gty *UOM  Category Price Mem;?;gddii Status
B E[:BE{J’;"Q'”Q”Q“CQ& 2} 1.0000 EA 81101707 [[1,500.00000 150000 Approved || [ =

Close Short All Lines *Go to: ... More .. L

More Options Data/Report Fields.

Field Name

Field Description

01 — Activity Log

Displays any activity on the purchase order such as the date and user
who entered, edited or approved it.

02 — PO Dispatched
History

Information about this purchase order’s dispatched history (e.g., vendor,
location, date dispatched, method and user).

03 — Category
Search

Displays the Catalog ID and a description of the categories if they were
selected for this purchase order.

04 — View Category
Hierarchy

Allows you to see a list of categories by agency catalogs (e.g., DEED
Items, MDH Furniture, MDH Lab, MDH SSC, and MNDOT). You can
select one agency category and drill down to the items within these
categories.

05 — All RTV (Return
to Vendor)

SWIFT does not use this feature.

11 — Matching

Provides the match status and which match rules apply to this purchase
order. The values are To Match, Part Matched, or Matched. These
values are based on the extent to which the matching process has been
completed for the purchase order.

13 — Header Misc.

Allows you to add a miscellaneous charge to be prorated on the purchase

Charges order lines. The types of charges include freight, miscellaneous, and
excise. Ensure any added charges fall within contract terms.

14 — Freight SWIFT does not use this feature.

Calculation

15 - Budget Check

Clicking on this item runs a budget check to see if there are errors or
warnings attached to this purchase order.

Released 01.08.2016 (Version #1)
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Field Name

Field Description

16 - Budget Status —
Prorated

This option brings you to the Commitment Control Details page for this
purchase order. You can see the Budget Checking Header status and
Commitment Control Amount Type, Tran ID and Tran Date. There is
access to the Transaction Override Checkbox if there is not a valid
budget check.

17 - Budget Status —
N Prorated

This option brings you to the Commitment Control summary page for this
purchase order. You can see the Source Transaction Type, Budget
Checking Header Status and Commitment Control Amount Type. There is
access to the Transaction Override Checkbox if there is not a valid
budget check.

18 — Doc Tolerance
Checking

SWIFT does not use this feature.

19 — Doc Tolerance
Exception

SWIFT does not use this feature.

Line Details Icon

The Line Details icon occurs on each of the line tabs.

= 5
_Details Ship To/Due Date || Statuses Item Information | Aftributes || RF
Line tem Description
=T . Line, Tommer, Commercial
=h 003 3
1 |-_|Z| [f0003 A 'Round, .095, 3 Ib Roll, Orange

If you click on the Line Details icon, the Details for Line page is displayed. You can see all of the information
about a purchase order on one page. This includes the tabs such as Item Information, Contract and Receiving.

The top section of the Details for Line page displays details such as Line Status, Amount, Quantity and Amount

Summary.
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Details for Line 1

PO ID: 3000007702 Vendor: PITNEY BOW-004 O Recycled
Line: 1 Item 1D: 154.83 Quarterly AIN %
7261935

Line Details
Category: 80161800 Line Status: Approved x A
Description: Office equipment rental or lea Backorder Status: Not

Backordered
Category ID: os1ss
Amount to Receive: 619.320 UsD Merchandise Amount: 619.32 uso
Quantity to Receive: 1.0000 Doc. Base Amt: 619.32 usDh

Repair Type Cd: Work Order:

Transaction Item Description:
$154.83 Quarterly A/N 7261985

User Defined

Preferred Language Item Description:

Expand All Collapse All

The top section of the Details for Line page also provides some additional fields not found on the main purchase
order. These fields are rarely used.
e Recycled Content: The checkbox allows you to list if the purchase was made from recycled products and
the percent of recycled content.
e Repair Type: This text field allows you to check out any repairs on state assets related to this purchase.
e Work Order: This text field allows you to see if there are any work orders attached to state assets related
to this purchase.
e User Defined: Agencies and Office of State Procurement can define custom fields. They do not print as
part of the purchase order fields. However, you can report on them.

Iaintain Purchase Order
Details for Line 1

PO ID: 3000003287 Vendor: MATERIALS -002 ] Recycled

Line: 1 Item ID: Electronic Recyeling

Hazardous. HAZARDOUS
ATERIALS: USED

ELECTRONIC AND

ELECTRONIC
COMPOMNENT RECYC
Line Details
Category: 76122305 Line Status: Approved 3 A
Description: Recycling of computer based pr Backorder Status: Mot
Backordered
Category ID: 01126 Amount Summary
Amount to Receive: UsD Merchandise Amount: 155.77 usD
Quantity to Receive: Doc. Base Amt: 15597 usD
| Repair Type Cd: | | |Work Order: | |
| User Deﬁnedl

e The lower section of this page displays the tabs such as Item Information, Contract and Receiving. If
you click on “Expand All”, the tabs will open up.

Released 01.08.2016 (Version #1)
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Expand All Collapse All
* Item Information
* Attributes

* RFQ
* Contract

* Receiving

=TS

e For example, you can find out information about the contract associated with a purchase order.

~ Contract

Contract SetlD: SHARE

Contract 1D: |000000000000000000004822? |

Contract Version: 1 GPOID:
Contract Line: 2 GPO Contract:
Category Line Number:

Group ID:

Contract Details

Milestone Line:

Release: 523

Rebate ID: | Q

Details Tab

Quantity versus Amount-Based Purchase Orders:

e Once you choose Quantity or Amount on a purchase order, you cannot change this option once the
purchase order is dispatched.

e If you have a purchase order with multiple lines and it is distributed by Quantity, the allocation of the
amounts will be difficult to change.

e For example, a purchase order line is set up with a Quantity of “1” and dollar amount of “5,000.00". If it is
receipted at another amount, such as $4,879.90, you need to determine a percentage to it to match
exactly (e.g., .97598).

Description or Item:
When you add line Information on the Details tab, you can either enter a Description or select an ltem.

e Description: This option most often used. Depending on the type of contract,
a Description or Category may default from the contract to the purchase order line. Validate any defaulted
fields. Add the following fields.

Personaiize | Find | View 21l | B | ¥ Fist & 1 of

[ | Ship To/Due Dete || Statuses || ltem Information || Attributes || RFQ || Cortract || Receiving

e e
1 B o amant Processing Services ) 1.0000LC 84111700 |[35,00000000 | [ 35,000.00 Approved | O [
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Fields on the Details Tab. Required fields are marked with asterisk (*).

Field Name Field Description

Description The description of what is being purchased.

* PO Quantity The number of items being purchased.

*UOM How the item is measured. This may default from the Item or the contract.
* Category This is a grouping of similar goods or services for reporting purposes and

spending analysis. This will default from the Item, if it is populated. If not,
the Category Code must be entered. The category follows the standard
classification of products and services represented by the United Nations
Standard Products and Services Code (UNSPSC).

* Price Validate or update the price. It may default from the contract. If the contract
has fixed pricing, the price will not be able to be updated.

Item: The Item field is used by a few state agencies that use SWIFT’s Inventory module. Items are set
up for goods that are purchased frequently and stocked in an agency’s Inventory Center. Once you
choose an item, the Description, Unit of Measure (UOM) and Category are populated. Quantity and Price
must be entered. Depending on the type of contract, an Item ID may default from the contract to the
purchase order line.

Confirm any defaulted fields. Required fields are marked with asterisk (*).

E |

Ll L
B sh ip Te/Due Date Statuses Item Information Aftributes RFQ Contract Receiving
: — N - Merchandise -
Line | Item | Eescrlptlon | PO Qty Category el M

Cnsite, Face to Face, Sign

Language Interpreting for Elise

Knopfduring the Emerging

Leaders Institute (ELI) course Ea 1.0000|LO 82112000 10,440.0000C 10,440.00 Approved [ =]
sponsored by Enterprise Learning &

Item Fields on the Details Tab. Required fields are marked with asterisk (*).

Field Name Field Description

* Item ID A SWIFT number assigned to the product being purchased.

Description The description of what is being purchased. It will default from the Item ID.
* PO Quantity The number of items being purchased.

* Unit of Measure How the item is measured. This may default from the Item on the contract.
(UOM)
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Field Name

Field Description

* Category

This is a grouping of similar goods or services for reporting purposes and
spending analysis. This will default from the Item if it is populated. If not,
the Category Code must be entered. The category follows the standard
classification of products and services represented by the United Nations
Standard Products and Services Code (UNSPSC). Refer to the Appendix
for more information.

* Price

Validate or update the Price. This may default from the Item or the contract.
If the contract has fixed pricing, the price will not be able to be updated.

Status Field

This value indicates the status of the purchase order in the workflow
process. Both Description and Item types of purchase orders have a Status
field.

Line Comments lcon:

The Line Comments page is set up the same as the header level comments. It allows you to add comments and

attachments on this line. The Line Comments icon is on the right of the Details tab.

Ship To/Due Date || Statuses

ltem Information

Atrributes |( RFQ | Contract | Receiving | [=)

Merchandise

item Description PO Qty *UOM  Category Price Amount | Status
. Line, Timmer, Commercial S ——
1 & (10003 € Round, .095, 3 Ib Roll B 1.0000 |EA (@ 21101708 |25.00000 25.00 Open ()
Orange i

Add/Delete Line Icon:

The Add/Delete Line icon allows you to add or delete lines on the purchase order. Use the plus or minus icons

(e.g., “+" or “—*) on every line.
= = = =

5= -9 Ship To/Due Date Statuses Item Information Aftributes RFQ Contract Receiving il’“")
Line ftem Descriptiona PO Gty *UOM  Category Price Mercr,é\a#glilslﬁ Status
— Fy 16 Cable service - Admin & =)
1 = i €, 10000LO 83111801  |[200.00000 | | 200.00 Approved | (| [E)
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Ship To/Due Date Tab

This tab gives you information about when the product is due, where it will be received and price. It also displays
the icon to get to the Schedules page. The Ship To information defaults from the information entered on the
main entry page.

Details __;tatuses ||_ltem Information || Attributes | RFQ | Contract | Recewing |

Line Due Date Ship To Price

0710172015 5 [E104THFLOD I [1.500.00000 = =l

Ship To/Due Date Fields used on the Lines. Required fields are marked with asterisk (*).

Field Name Field Description

* Due Date The Due Date will default from the Item or the Category lead time (amount
of time needed to ship). The field can be edited. If there is no default Due
Date, SWIFT calculates one by adding the lead-time days to the Purchase
Order date. You can override the due date for each schedule as long as it is
not earlier than the purchase order date.

* Ship To e The Ship To is the location where the goods are delivered. It defaults
from the purchasing document or direct entry.

e The Ship To has tax implications. If a one-time Ship To is needed, users
can select 'SEE BELOW', add the address in comments and update the
tax destination.

e Ship To is where the work will be performed.

e To ship to multiple locations, use the Schedule page.

Price SWIFT calculates the price for the items. If there is a contract associated
with the line, SWIFT uses the contract rules to determine the price. Contract
rules include whether to use the contract base price or the vendor price for
the unit of measure on the purchase order. Contract rules also determine
which sets of price adjustments the system considers (contract price
adjustments and vendor base price adjustments) and in what order.

Statuses Tab

This tab is rarely used. Use the Statuses tab to make some changes to a purchase order. You can cancel a
line or change the schedule. It allows you to see the status of a backorder if it is chosen for this purchase.

e To make a schedule-level change, click the Create Schedule Change button on the Statuses tab.

e To access this page, click the Schedule button from the Details tab on the lines section. The fields that
trigger change order generation become available for entry.

e Adding a line automatically creates a change order for the line and new schedules are added.

e If you change the quantity on a purchase order line, and only one schedule exists, the system
automatically creates a change order for the schedule.

You do not have to click the Create Line Change button to make changes to the purchase order line quantity.
The line quantity serves as a work field on the purchase order, so changes to its value are not tracked as
changes. However, SWIFT creates a schedule-level change order.
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After you create a change order online, dispatch it as you would a regular purchase order.

Details Ship To/Due Date

B | |[tem Information Attributes RFQ Contract Receiving

Line Status

1 Approved

Backorder Status

Mot Backordered & x El

Fields on the Statuses Tab.

Field Name

Field Description

Status

Displays the status of the entire purchase order. Valid status values are:
Initial, Open, Pending Approval, Approved, Dispatched, Canceled and
Complete. Review the Appendix, for more information about the Purchase
Order Header Status Values.

Backorder Status

This allows you to see if this item was on backorder and its status.

Create Schedule
Change icon (blue
triangle)

Click this icon to change an attribute on the purchase order schedule. This
button and functionality are available only if the purchase order is

in Dispatched status. When you save the purchase order, a change order is
created. If approval is required before dispatching it to the vendor, the
change order must go through the approval process.

Cancel Line icon (red
X)

Click this icon to cancel the purchase order line.

Item Information Tab

If you select Item instead of Description on the Details tab, you can find the item information on this tab.
The Item Information tab will show you the Vendor Item ID and Manufacturer IDs if they exist. For more
information, refer to the Appendix, Manufacturer Information for Purchase Orders.

Line | Item | Description
T ide, JET, ium Lift,
1 % RE Q :I?;s_ﬁzri-:ower Medium Lift,

Dtsils Ship To/Due Date Statuses  MTCUNL TR | Attributes RFQ Contract Recaiving I=p

Vendor ltem 10 Vendor's Catalog |Man|.rﬁ1|:1'urer o Manufacturer's [tem (D

o

[ [TorRO Q, |[44-6250

Fields on the Item Information Tab.

Field Name

Field Description

Vendor Item ID

This functionality is currently not used.

Vendor’s Catalog

This functionality is currently not used.

Manufacturer ID

SWIFT ID for the manufacturer

Manufacturer’s Item
ID

SWIFT ID for the value that the manufacturer uses to identify an item.
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Field Name

Field Description

UPN ID

This functionality is currently not used.

Replenish Code

This functionality is currently not used.

Stockless

This functionality is currently not used.

Device Tracking

This functionality is currently not used.

Attributes Tab

This tab provides basic purchasing information for an item. It is not typically used except for price adjustment

dates.
| Details | ; Ship To/Due Date _gtathes Item Information RFQ Caontract " Recening '
Line Physical Nature *Price Qty *Price Date Amount Onky
Physical Goods ¥ | || Line Quantity v :_DL_!E v "

The document type determines the fields in the Attributes tab.

Fields on the Attributions Tab. Required fields are marked with asterisk (*).

Field Name

Field Description

Physical Nature

Physical Goods or Intangible Goods (service)

*Price Qty The quantity that SWIFT uses to determine minimum order quantities and
price adjustment quantities for contracts. Select Line Quantity or Schedule
Quantity.
e If you set up an item-vendor relationship for the purchase order line
item, there is a specific price for the item with that vendor, as well as a
minimum quantity that you are required to purchase.
e If you have set up price adjustments for the item and vendor, they may
depend on the purchase order quantity.
*Price Date Use this field for price adjustment dates and minimum order dates.

e PO (Purchase Order): Price adjustments are based on the date the
purchase order was placed.

e Due (Scheduled Due Date): Price adjustments are based on the date
that the purchase order is due to be received.
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Field Name Field Description

Amount Only Allows the user(s) to receive the purchase order line by Amount instead

of Quantity. Amount Only forces the purchase order line to “1”. This allows
multiple receivers to use this purchase order until the full purchase order
amount has been expensed.

The line amount that you enter becomes the schedule price and amount.

If you have an existing purchase order quantity value, line amount,

schedule amount, and schedule price, and then select this option, each of

these values is reset:

e The purchase order quantity value is overridden with value of 1.

e The line amount, schedule amount, and schedule price are reset to the
unit price of the item on the line but can be overridden.

e These values default from the main page information.

RFQ Tab

This function is not used in SWIFT.

Details Ship To/Due Date Statuses Item Information Aftributes m Contract Receiving

Line RFQID RFQ Line

1

Contract Tab

If you are creating a contract-based purchase order, enter information about the contract before entering
information on other parts of the purchase order.

e If you are not working with a contract, skip this section.

e When creating a contract-based purchase order, the contract must be referenced on each line. The
contract should always be located using the Contract Search button.

e Use this tab to manually enter contract lines. You can also view contract details for the purchase order.

e DO NOT use the Contract ID field to enter the contract number. It will not pull the contract information
into the purchase order correctly using this method.

Details Ship To/Due Date Statuses ltem Information Attributes RFQ

Receiving

Line Item Description SetlD Contract ID Contract Version

= FY 2016 Community Bank -
1 B Depository Services Contract Searc} SHARE 0000000000000000000099549

Released 01.08.2016 (Version #1)

Page 27



15 State of Minnesota

Statewice Integrated Financial Toois

PO 1 Create and Update Purchase Orders for Agency Buyer Roles

Fields on the Contract tab.

Required fields are marked with asterisk (*).

Field Name

Field Description

Contract Search

Always start with the Contract Search button to search for the
appropriate contract. Various search criteria can be entered to narrow the
search (e.g., Buyer, Iltem, Vendor Name, Category, and PO Business Unit).

Ensure that the contract effective date is within the purchase order date.
The system displays a message if the dates are not compatible.

* Contract ID

SWIFT assigns each contract with a unique identifier. Find the Contract ID
from the contract administrator for your agency or use the Office of State
Procurement Division’s (OSP) website.

SetID

It defaults to “SHARE". Set ID is a high-level key identifying a set of data
rows in SWIFT. They are “set” for a business unit or for the ability to share
data across business units.

* Contract Line

For each product that you select onto a contract, SWIFT generates a new
contract line with an active status. After selecting the Contract ID, select
from the contract lines available.

Category Line

SWIFT retrieves specific category agreements for the category lines. After
you enter the Contract ID, this field displays the category line number to
which this line item belongs.

Item ID

A SWIFT number assigned to the product being purchased.

Item Description

The description of what is being purchased. Check with your agency’s
policies on the description requirements.

Contract Version

Contract Versions enable you to create and maintain multiple versions of
the contract in the system and to view information in older contract version.
Contracts can only have one current version. The version that appears in
this field is the version at the time that it was selected for the purchase
order.

Release This field displays the release number for the release. A release is the
transaction for the contract. For example, a one-year lease contract with
monthly payments would have 12 releases. This field appears for purchase
order event types only.

Group ID Only for Strategic Sourcing. It displays the line group to which this line item

belongs. A line group is a bundle of items that buyers use in SWIFT to
obtain better pricing for items.
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Using Contract Search

e Most of the time you will use the Contract ID to search for the contract.

e Enter the Contract ID. Click Search.

e The Contract Details section will appear with options related to your search criteria. The Contract
Details page provides information such as the Vendor ID, Vendor Name, Contract Process Option and
dates.

e Check the Select box of the contract you wish to reference.

Fields on Contract Search. NOTE: If you do not know the Contract ID and wish to use other search criteria, the
table below explains these fields.

Field Name

Field Description

Contract ID

SWIFT’s unique identifier for a contract.

Contract Process
Option

Enables you to determine a specific contract process that you use

throughout the entire contract life cycle. Contract process options include:

e Purchase Order: Allows for purchase orders.

e General Contract contracts: Allows for both purchase order and
voucher releases.

The other options are not used in SWIFT.

Description

Searches on the Description field of contracts.

MMD Contract
Release Number

This field is used to search for SWIFT Contracts that are tied to Office of
State Procurement Division’s Contract releases.

Contract Reference
Type

The following Contact Reference Types are used to narrow your results

when searching for contracts.

e Cat Cntrct (category contract): Searches all contracts with Category
Lines assigned to them.

e Line ltem: Searches for all contracts with Contract Item lines assigned
to them.

e Open Item: Used primarily to search for contracts with Open Items that
are used by Office of State Procurement.

Buyer/Administrator

Staff person who administers contracts, encumbers funds and creates
purchase orders (e.g., Employee ID).

Item ID

A unique identifier assigned to a particular item. An item is any product,
material or service established and maintained in the Item Master. Items
tend to be specific and used for repetitive purchases.

Item Description

Descriptions for a specific item.

Category

This is a grouping of similar goods or services for reporting purposes and
spending analysis. It is represented by the United Nations Standard
Products and Services Code (UNSPSC) in SWIFT.

Corporate Contract

Corporate contracts are available for all state agencies to use.

e If you check “Yes”, then you can see all corporate contracts

e If you check “No”, then you are limiting your search to contracts within
your business unit(s).
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On the Contract Search page, enter the following.

PO Business Unit and the Contract ID. Click Search.
The Contract Details section will appear with options related to your search criteria. The Contract

Details page provides information such as the Vendor ID, Vendor Name, Contract Process Option and

dates.

Check the Select box of the contract you wish to reference.

Contract Search

~ Contract Details

Search Criteria
SetiD: SHARE Buyer/Administrator: [ .
Contract ID: | Vendor ID:
Contract Process Option: | | tem setiD: SHARE
Description: | ftem ID: I—Q
MMD Contract Release Number/T- | Q, Item Description: |
Number:
Contract Reference Type: | \a Category: Q
PO Date: 07/28/2015 EWQ Corporate Contract: I:I
| Search | Clear |

" Item Detail || Contract Reference |fJlel o 00
Contract MMD Contract Contract
Select Contract ID T Vendor ID  Vendor Name Release NumberT-  Process Begin Date Expire Date
Number Option
— REGENTS CF THE Purchase
0000000000000000000097124 1 ﬂDDmg?BSaUNIVDFMINN Order 07/24/2015 | 12/31/2016

§ First El 1-10 of 3495 I L oat

Personaie | Find | View 100 | B |

Click OK at the bottom of the page.

The purchase order will be populated with information from the Contract ID you selected.

Iaintain Purchase Order

Purchase Order

PO Reference: |DENTAL ACCESS

HI2BILLTO |Q

Aclivity Summary

*Billing Location: Billing Address

Header Details

PO Defaults
Add Comments
PO Activities Add ShipTo Comments

Add tems From

Business Unit: Hi201  Origin:  [B87 @ Rural Health / Primary Care PO Status: Open 4

POID: NEXT Approval Exception Budget Status: Not Chik'd

Copy From: ["J Hold From Further Processing

*PO Date: 07/28/2015 [f) YendorSearch Response Documentation poc Tol Status:  Valid Agency Reference: |
Expiration Date: El

“Vendor ID: 0000197383 @, REGENTS OF THE UNIV OF MINN Receipt Status:  Not Recvd Doc Type:| ———— v]
*Vendor: REGENTS OF 003 ¢ VendorDetails *Dispatch Method: (st

*Buyer: 01087463 @ Cunningham MeComb.Shelia M | Amount Summary |

Merchandise: 119,995.00
FreightTax/Misc.: 0.00 [ Calculate |
Total Amount: 11999500 UsD

Purchasing Kit Catalog Item Search
" Details || Ship To/Due Date | Statuses || ltem Information || Attributes | RFQ ' Receiving |
Line SetlD  Contract 1D Contract Version ~ Contract  Galegory pease  Milestone Line  Group ID Rebate I
1 | Contract Searci SHARE [0000D0D00000000000DDST 124 @, 1 1a Q

Released 01.08.2016 (Version #1)

Page 30



Fn State of Minnesota

SWIFT >

Statewice Integrated Financial Toois

PO 1 Create and Update Purchase Orders for Agency Buyer Roles

Receiving Tab

Follow your agency’s policies about receiving. Receiving documents the confirmation that your agency received
the goods or services that were ordered.
Personaize | Find | view 41| B | 3 Frst KT 40
Diztails Ship To/Due Date Statuses Item Information Attributes RFQ Contract |5

Line *Receiving Required Inspection Required Inspect 1D Close Short

1 |Required ]

Fields on the Receiving Tab. Required fields are marked with asterisk (*).

Field Name Field Description

* Receiving Required | The values are:
e Do Not (do not receive).
e Optional — Do not use this option.
e Required (receiving is required).
SWIFT defaults to “Required” (e.g., a receipt transaction in SWIFT).

Inspection Required Used to indicate that inspection is required for the line item.

Inspect ID Inspect IDs contain instructions for inspecting an item.

Close Short This functionality is not used.

3. Schedules Page

The Schedules page is required for all purchase orders. It allows for bulk ordering for price break and
delivery to different place, time, or date. You are able to view the schedules for all lines at the same time. Make
sure that any changes are made to the correct line.

e Access the Schedules icon on the Details and Ship To/Due Date tabs.

e The Schedules page displays header information for the purchase order, such as the PO ID, Due Date
and Status. The page also displays schedule details for purchase order lines such as Ship To location. It
is also used to add charges for a line. You can adjust tax information and specify accounting information
here.

e Check the tax setting default on every purchase. Refer to the Appendix for more information about sales
and use tax.

Personalize | Find | View Al |
Ship To/Due Date Statuses Item Information Aftributes RFQ Contract Receiving EI’*""J

ftem Descriptiona PO Qty *UOM  Category Price Mercm:f:ﬁ Status

- Fy 16 Cable service - Admin &
A l-:f%l Insurance E

1.0000LO 83111801  [200.00000 | | 200 00 Approved | (2 |8 =
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Tabs on the Schedules Page

There are seven tabs on the Schedules page. Many of them are not needed for most purchase orders. The
information on these tabs may be covered on other main tabs on the lines section of a purchase order. The
following tabs, icons and links on the Schedules page of a purchase order are previously described in this
lesson.

a) Details

b) Statuses — No unique information on this tab
c) Shipment

d) Matching

e) Receiving

f) Freight

g) RTV — Not being used.

Maintain Purchase Order

Schedules
Unit: G100 Vendor PO Status: Imitial
POID: NEXT PO Date: 071272015

Return to Mamn Paos

| Lines Fandd ) View All - First KX 4 orq B3 gt

Line: 1 Item: Descrption PO Qty: Merchandise Ami:

Detaits. Statuses Shipment Maiching Recaiving Erelght BTV (]

Schad *Dus Date *Ship To Ship 1o GLN *PO Qty Price Mercmll_: Status

1 m W Q | 0.00000 0000 Active | T & & L =

Add ShipTo Comments
& save | [Z] Notity [EsAgo & UpdareiDrspiay

Details Tab on the Schedules Page

The Details tab on the Schedules page enables you to define basic schedule information for the purchase order
line.

B Fiesl B 9 o7 1 M Lt

: Statuses [ Shipment [ Mstching | Receiving |( Freight | RTV
=

Sched *Due Date *Ship To Ship to GLN *PO Gty Price Merchandise

Amount

1 R (07012015 G104THFLOD = 1.0000 150000000 | [ 150000 Actve | o | 5D

Status

o]
[*]
[T

Fields on the Details Tab on the Schedules Page. Required fields are marked with asterisk (*).

Field Name Field Description

Schedule Details Brings you to the Details for Schedule page. You can find details about

icon the line such as matching status, match tolerances, freight terms and freight
calculation. See Example on the next page.
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Field Name

Field Description

* Due Date

Defaults from purchasing document or direct entry. The Due Date will
default from the Item or the Category lead time (amount of time needed to
ship). The field can be edited. If there is no default Due Date, SWIFT
calculates one by adding the lead-time days to the Purchase Order date.
You can override the due date for each schedule as long as it is not earlier
than the purchase order date.

* Ship To

Defaults from purchasing document or direct entry. The Ship To is the
location where the goods are delivered. The Ship To has tax implications. If
a one- time Ship To is needed, users can select 'SEE BELOW!', add the
address in comments, and update the tax destination. Ship To is where the
work will be performed. To ship to multiple locations, use the Schedule

page.

Ship to GLN (Global
Location Number)

Tied to a purchasing document. The Global Location Number (GLN) is the
industry-wide identification number for business locations (physical location
or legal entity) across the globe.

Ship to Address icon

Provides the details of the Ship To Address of which state agency will
receive the purchase.

*PO Qty

Defaults from purchasing document or direct entry.

Price

Defaults from purchasing document or direct entry. Can be updated here.

Merchandise Amount

Defaults from purchasing document or direct entry. Can be updated here.

Status

Displays the status of the purchase order line schedule. Defaults to
“Active”. Other statuses include Closed, Denied, Hold open, Pending
Approval and Canceled.

Price Adjustment
icon

This is not being used.

Miscellaneous
Charges icon

Add a miscellaneous charge to be prorated on the lines. The types of
charges include freight, miscellaneous, and excise. Ensure any added
charges fall within contract terms. Miscellaneous charges can also be
added at the Main PO Page - Go To Option

Sched Sales/Use Tax
icon

Sales/Use Tax is calculated based on the tax code associated with the Ship
to Address. Tax can be updated by changing the ship to address or by
updating the tax information on this page. See the Sales/Use Tax
Information for Schedule 1 Example for the tax code options.
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Field Name Field Description
Distributions/ e Access to the Distributions for Schedule 1 page. This page brings
ChartFields icon you to the Distribution page to enter and access ChartField information.

e On the Distribution page, direct the cost of the purchase order line to
one or multiple ChartField strings.

e You can split the distribution based on quantity or dollar amount using
the Distribute By option.

e Use SpeedCharts to expedite the entry of accounting information.
Some of the accounting information defaults depending upon how your
agency sets them up. Not all agencies use SpeedCharts.

e Enter the accounting information as necessary. Fund, DeptID, AppropID
and Account are required for all transactions. The Account defaults
from the Category. Determine the Category first. These fields can be
edited to another value shown on the drop down menu if necessary.

e Project ChartFields may be required. Enter PC Bus Unit, Project,
Activity and Source Type.

Details for Schedule Page

The Details for Schedules page provides the ability to see all of the information about a purchase order on one
page. This page allows you to review or add schedule details to the selected schedule line. You can access it in
several places, especially on the tabs on the Schedules page. For more information about this page, refer to the
description of the Lines Section, Line Details icon.

There are three sections on the Details for Schedule page.

e Header: Displays information such as the Business Unit, PO ID, Vendor and Status.
e Schedule Details: Provides details about the shipping and price of the merchandise.
e Other Menus: You can Expand All or Collapse All to view this information.

Maintain Purchase Order
Details for Schedule 1

wie Header G001 Vendor: US BANK NA-
005
016

POID: 3000003285 Hem:

Line:

Schedule: 1 Status:

Schedule Details

Due Date: 06/30/2016 Custom Price - No Override
Time Due: Zero Price Indicator No Charge
Frozen (Planning)

Ship To Location: G104THFLOO
Ship to GLN:
. 90112015
Original Promise Date: 09/01/2015 |[H) Schedule Qty: 10000
Ship Date: B Merchandise Amt: 20,000.00 USD
: IGRQUND 3 d
Ship Via: A Ground poc Base Amount: 20,00000 USD
Freight Terms: FOB_PALLOW|  FoB
Destination
Prepd &
Allow
Attention To:
Distribute By: Amount
Expand All Collapse All
B
; Other Menus

[
[
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Sales/Use Tax Information for Schedule Page

Buyers are responsible to know the tax information on a purchase order. Tax is related to the PO Date.

e Click on the Sales/Use Tax icon on the Schedules page.

Personalize | Find | \iew A1 | B | # First B 4 of ¢

Schedules
Statuses | Shipment |[ Matching |[ Receiving |[ Ereight | BTV | [F=EM
- - = -

Sched *Due Date *Ship To Ship to GLN “PO Qty Price Merchandise  status  Sales/Use Tax icon
1 B2 081812015 G104THFLOD = 1.0000] | 91.80000 91.80 Active B o || =

e Check the tax setting default on every purchase. Refer to the Appendix for the Sales Tax Settings
on Purchase Orders Quick Reference Guide.

Maintain Purchase Order

Sales/Use Tax Information for Schedule 1

Unit: 50210 Vendor: TOSHIBA BU-001

PO ID: 3000000718 Item: MULTI-FUNCTION DEVICE-RENTAL|

Line: 1 48 month contract| i

Schedule: " Status: Active Effective April 1. 2013 - March 30. 2017

Tax Destination: WQ Calculate SUT

Direct Pay v

[ [ Include VAT

Exception Type: Direct Pay ¥/ Include Freight

SUT Excptn Cert: 1114 ¥/ Include Misc Charges

Tax Code: 1943 Q Merchandise Amount: 16,023.84

Tax Basis Amount: 16,023.84 Rate: 7.6250 Use Tax Amount: 1221.82
Total Tax: 1,221.82
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Fields on the Sales/Use Tax Details Page on the Schedules Page.

Field Name Field Description

Tax Applicability Allows you to view the different taxing options

e Direct Pay: Sales and local tax are calculated in the system but are not
shown on the authorized purchase order document. Using the state’s
Direct Pay Permit, sales and local tax are paid directly to the Dept. of
Revenue (DOR). This is the most common setting on taxable goods
and services, and what generally should be used.

e Sales Tax Applicable: Sales and local tax are calculated and shown
on the purchase order and paid to the vendor. Only items not covered
by the state’s Direct Pay Permit are applicable; no other taxes such as
hotel or telecommunications.

e Exempt: No tax is calculated on the purchase order because either the
item is not taxable or there are other taxes, such as those for hotel or
telecommunications (any type of tax other than state and local) paid to
the vendor. These other taxes can be added as a separate purchase
order line or incorporated into the cost of the goods or service.

e Purchaser Is Exonerated: The purchasing Budget Unit (BU) is tax
exempt. No tax will be assessed.

e Use Tax Applicable: Sales and local taxes are assessed and sent
directly to DOR. This is relevant only if the vendor should have charged
for sales tax but did not. This code should be used sparingly.

Ultimate Use Code Provides reasons why a purchase line is non-taxable. Any Ultimate Use

Code applied will make the line exempt.

e Blank: Ultimate Use Code does not apply to the purchase order line.

e Dirpayex: The purchase order line is excluded from the state’s Direct
Pay Permit. Tax will calculate and display on the purchase order for the
vendor to bill the state for the tax.

e Excise: Tax Code will default to 0000, state tax at 6.875%. Tax
Applicability will update to Sales Tax Applicable. The tax will calculate
and display on the purchase order for the vendor to bill the state for the
tax.

e Exempt: The purchase order line is exempt from tax; no tax will
calculate and the Tax Applicability will update to Item is Exempt.

¢ Included: Taxes have been included in the cost of the PURCHASE
ORDER line; no taxes will calculate. Tax Applicability updates to Item is
Exempt.

Statuses Tab on the Schedules Page

All of the items on the Statuses tab on the Schedules page are available on other tabs.

Lin.e: 1 Item: rinter Maintenan Supplie PO Qty: 1.0000 EA Merchandise Amt:
Details :l Shipment IMatching || Receiving Freight RTV | =

Sched *Due Date *Ship To Status

1 B 07012015 G104THFLOO Active A 4 EE'J
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Fields on the Statuses Tab on the Schedules Page. Required fields are marked with asterisk (*).

Field Name Field Description

Schedule Details Brings you to the Details for Schedule page. You can find details about

icon the line such as matching status, match tolerances, freight terms and freight
calculation.

* Due Date Defaults from purchasing document or direct entry. The Due Date will
default from the Item or the Category lead time (amount of time needed to
ship). The field can be edited. If there is no default Due Date, SWIFT
calculates one by adding the lead-time days to the Purchase Order date.
You can override the due date for each schedule as long as it is not earlier
than the purchase order date.

* Ship To Defaults from purchasing document or direct entry.

Status Displays the status of the purchase order line schedule. Defaults to

“Active”. Other statuses include Closed, Denied, Hold Open, Pending
Approval and Canceled.

Create Schedule
Change icon (blue
triangle)

Click this icon to change an attribute on the purchase order schedule. This
button and functionality are available only if the purchase order is in
Dispatched status. When you save the purchase order and click on this
icon, a change order is created. If approval is required before dispatching it
to the vendor, the change order must go through the approval process.
Each change order is numbered in chronological order.

Pegging Inquiry icon

SWIFT does not use this feature.

Shipment Tab on the Schedules Page

Use the fields on the Shipment tab to add or update shipment information. There is a field on the Shipment tab
on the Schedules page to specify the "Attention To" name for the delivery. This could also be noted in the Ship
To comments on the main purchase order page. Check with your agency about updating information on this

page.
Line: 1 Item: Printer Maintenance & Supplies PO Qty: 1.0000 EA Merchandise Amt:
Dietails Statuses Matching Receiving Freight BRIV F’)
Original
Sched *Due Date *Ship To Attention To Time Due Promise Ship Date Clgj;sig;m gﬁ;‘; EPFHE%?:Q] Ship Via
Date
1 EZ 07/01/2015 | G104THFLOD | |priot20iE) | il v [GROUND @

.
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Fields on the Shipment Tab on the Schedules Page. Required fields are marked with asterisk (*).

Field Name

Field Description

Schedule Details
icon

Brings you to the Details for Schedule page. You can find details about
the line such as matching status, match tolerances, freight terms and freight
calculation.

* Due Date

Defaults from purchasing document or direct entry. The Due Date will
default from the Item or the Category lead time (amount of time needed to
ship). The field can be edited. If there is no default Due Date, SWIFT
calculates one by adding the lead-time days to the Purchase Order date.
You can override the due date for each schedule as long as it is not earlier
than the purchase order date.

* Ship To

Defaults from purchasing document or direct entry.

Attention To

Displays the person to whom, or place to where the services or goods are
to be delivered. If the purchase order's scheduled shipment originated from
the requisition, the Attention To field value is carried onto the purchase
order. When the purchase order distribution is manually entered, this field is
blank.

Time Due

Displays the time that the shipment is due.

Original Promise
Date

Displays the vendor's original promised delivery date. Use this field to track
when the vendor promised delivery against the date that the goods were
actually received. Alternatively, you can use the due date on the schedule
as the date against which to compare the receipt date for vendor
performance tracking.

Ship Date

Displays the actual date on which the line item was shipped by the vendor.

Custom Price

Select this check box to indicate that you entered a custom price on the
schedule.

Zero Price

Select to indicate that the price for this item is zero.

Frozen (Planning)

Select to prevent SWIFT from changing the schedule. The two schedule
changes that SWIFT can recommend include rescheduling the due date to
ensure supply is on hand for a particular demand and canceling the
schedule if demand does not exist.

Ship Via

Displays the ship via code for a carrier or method of shipment. Options are:

e 2" Day

e BestWay

e Ground

e Overnight

e Pick Up/Will Call
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Matching Tab on the Schedules Page

Most of the items on the Matching tab on the Schedules page are available on other tabs. You can
see Matching information about this purchase order such as the Match Status and various Price Tolerances
allowed for this purchase.

Price Tolerances:

When you use matching to verify vendor charges, SWIFT uses price tolerances to determine whether the
purchase order and voucher prices are within the tolerances. SWIFT also uses price tolerances to determine
whether the purchase order and purchase order voucher match. For more information about tolerances, view
the Purchase Order Defaults document in the Appendix.

Matching tolerances in SWIFT have been set at the following defaults.
A buyer may set lower tolerances on each purchase order line but cannot set a higher tolerance. Check with
your agency about changing any match tolerances.

e Price Tolerance Over: 99999999.99999

e Price Tolerance Under: 99999999.99999

e 9% Unit Price Tolerance Over. 999.99

e 9% Unit Price Tolerance Under: 999.99

e Ext Price Tolerance: 50.00

e Ext Price Tolerance Under: 99999999.99999

e 9% Ext Price Tolerance: 10.00 %

e Ext Price Tolerance Under: 999.99
LII]B‘ 1 Item: Printer Maintenance & Supplies PO Qty: 1.0000 EA Merchandise Amt: B -1‘:'DE‘--E_-E- us
| Details | Statuses [ Shipment ]:] )| Receiving || Freight | RTV | ()
Sched *Due Date *Ship To Match Status Matching E%:efance EEEE?HCE ﬁz%?:ﬁcnece ?Jﬁtéz%r?c[:? E:fle':;ir?ge EE%EE;CEE - ?;F;_gﬁg:e i‘.-%iilel:rice Tolerance
1 F;' 07/01/2015 G104THFLOO Mot Matched  Full Match 139999999 992 199999999.99¢ || 9959.99 || 99999 ] 199999999, 95 | | 999,99

Fields on the Matching Tab on the Schedules Page. Required fields are marked with asterisk (*).

Field Name Field Description

Schedule Details Brings you to the Details for Schedule page. You can find details about

icon the line such as matching status, match tolerances, freight terms and freight
calculation.

* Due Date Defaults from purchasing document or direct entry. The Due Date will

default from the Item or the Category lead time (amount of time needed to
ship). The field can be edited. If there is no default Due Date, SWIFT
calculates one by adding the lead-time days to the Purchase Order date.
You can override the due date for each schedule as long as it is not earlier
than the purchase order date.

*Ship To Defaults from purchasing document or direct entry.
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Field Name

Field Description

Match Status

Values are:

e ERS (Evaluated Receipt Settlement): SWIFT matches the line based
on the purchase order header match control.

e Full Match: SWIFT matches the line based on the purchase order
header match control. This is the default.

e Not Matched: SWIFT does not match the line.

Matching

Values are To Match, Part Matched, Fully Matched, and Unmatched. These
are set based on the extent to which the matching process has been
completed for the schedule.

Price Tolerance
Over/ Price
Tolerance Under

Amount over and under the individual item price that you plan to allow on
the voucher and still have the transaction qualify for a match.

% Unit Price
Tolerance Over/
Tolerance Under

Percent over and under the individual price that you plan to allow on the
voucher and still have the transaction qualify for a match.

Ext Price Tolerance
Over/Tolerance
Under (extended price
tolerance over/
tolerance under)

Amount over and under the extended item price (price multiplied by
quantity) that you plan to allow on the voucher and still have the transaction
qualify for a match.

% Ext Price
Tolerance Over/
Tolerance Under

Percent over and under the extended item price (price multiplied by
quantity) that you plan to allow on the voucher and still have the transaction
qualify for a match.

Receiving Tab on the Schedules Page

Use the Receiving tab on the Schedules page to view and maintain receiving tolerance information. Check with
your agency about changing any receiving tolerance information.

Line: 1 Item: Printer Maintenance & Supplies PO Qty: 1.0000 EA Merchandise Amt:
Details Statuses Shipment Matching Freight RTV E’)
| '* 'k . [ Reject Gty Over Close Under Quantity
Sched Due Date Ship To Tolerance Qty Rcvd Tolerance % T
1 F‘;‘l 07/01/2015 G104THFLOO =]l =
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Fields on the Receiving Tab on the Schedules Page. Required fields are marked with asterisk (*).

Field Name Field Description

Schedule Details Brings you to the Details for Schedule page. You can find details about the

icon line such as matching status, match tolerances, freight terms and freight
calculation.

* Due Date Defaults from purchasing document or direct entry. The Due Date will

default from the Item or the Category lead time (amount of time needed to
ship). The field can be edited. If there is no default Due Date, SWIFT
calculates one by adding the lead-time days to the Purchase Order date.
You can override the due date for each schedule as long as it is not earlier
than the purchase order date.

* Ship To Defaults from purchasing document or direct entry.

Reject Qty Over Reject Qty Over Tolerance (reject quantity over tolerance)
Tolerance

Qty Rcvd Tolerance Qty Rcvd Tolerance % (quantity received tolerance percentage)
%

Close Under Close Under Quantity Percent

Quantity Percent

Freight Tab on the Schedules Page

Use the Freight tab on the Schedules page to view and update information about freight terms for this
schedule. Add freight on the Go to: More section on the bottom of a purchase order.

Lines Find | View All
Line: 1 Item: Printer Maintenance & Supplies PO Qty: 1.0000 EA Merchandise ,.B:mt:_n)
Details I Statuses I Shipment li Matching Eecltlai‘.fing 5 IE=H
Sched .*Due Date .“ Ship To Freight Terms Arbitration Charge Method Freight Charge Override
1 F‘;‘l 07/01/2015 G104THFLOD FOB_PALLOW | a v

Fields on the Freight Tab on the Schedules Page. Required fields are marked with asterisk (*).

Field Name Field Description

Schedule Details Brings you to the Details for Schedule page. You can find details about the

icon line such as matching status, match tolerances, freight terms and freight
calculation.

* Due Date Defaults from purchasing document or direct entry. The Due Date will

default from the Item or the Category lead time (amount of time needed to
ship). The field can be edited. If there is no default Due Date, SWIFT
calculates one by adding the lead-time days to the Purchase Order date.
You can override the due date for each schedule as long as it is not earlier
than the purchase order date.

* Ship To Defaults from purchasing document or direct entry.

Freight Terms Displays the freight term code that applies to the schedules for this
purchase order. Freight terms will default to FOB_PALLOW for all orders,
meaning the vendor should not bill separately for freight. If the vendor will
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Field Name Field Description

be billing for freight, then the Freight Terms must be updated
to FOB_PADD to allow accounts payable to process a payment for freight.

Arbitration Displays the freight and transportation arbitration plan for this business unit.

Charge Method Displays the method by which freight is charged for the purchase order.
This value can be overridden for the schedule on the Details for Schedule
page. Values are:

e Volume: Freight is charged by the volume of the shipped item.

e Quantity: Freight is charged by the number of packages.

e Value: Freight is charged by the value of the order.

o Weight: Freight is charged by the weight of the items

Freight Charge Select this check box to override the freight charge set on the Purchase
Override Order Defaults page with the values entered on this page.

RTV Tab on the Schedules Page

SWIFT does not use the RTV (Return To Vendor) tab and functionality.

4. Distributions for Schedule Page

Distributions are required for all purchase orders. The Distributions for Schedule page is where you enter
the accounting details of the purchase order. Access this page from the Schedules page via
the Distribution/ChartFields icon. There are several tabs on the Distribution page:
e ChartFields
Details/Tax
Asset Information
Req Detail
Statuses
Budget Information

Maintain Purchase Order

Distributions for Schedule 1

Unit: G1001 Vendor: METRO SALE-001

PO ID: 3000003136 Item: Prnter Maintenance & Supplies

Line: 1

Schedule: 1 Status: Active

*Distribute By: Amount ¥ Schedule Qty: 1.0000
Merchandise Amount: 1,500.00 USD

SpeedChart: Doc. Base Amount: 1,500.00 USD

)| DefailsTax  Assetinformaton || BegDefail | Statuses | Budgetinformation l_”
Dist Status Percent gﬂ;;cu:atndlse Currency *GL Unit Fund Fin DeptiD égg¥1 *Account g\;vsl égg{z ApproplD EE[IBL'S
1 Open [ 1000000 [  1.500.00 |USD Mno01|@ [B200lq |G1031E00le, [ @ [#1s001 Q a [ o [cwoose | @
»
OK Cancel
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ChartFields Tab on the Distribution Page

ChartFields are the individual accounting components (fields) that when combined make up the Chart of

Accounts.

Distribution details include the Status, Percent and Merchandise Amount. It also includes accounting details such
as the GL date, charge accounts and project information.

e Onthe Distributions for Schedule page, the cost of the purchase order line can be directed to one or
multiple ChartField strings.

e Distributions can be split based on quantity or dollar amount using the Distribute By option.

e SpeedCharts can be used to expedite the entry of accounting information.

e Some of the accounting information may default in depending on the information that is specified in your
user preferences.

e Fund, DeptID, ApproplD and Account are required for all transactions. The Account defaults from
the Category. It may be edited to another value shown on the drop down menu.

e Project ChartFields may be required. If they are required, enter PC Bus Unit, Project, Activity and Source

Type.

NOTE: If you scroll to the right, other Distribution fields appear.

Dist Status

1 Open

)| Details/Tax Asset Information || Req Detail Statuses || Budgst Information =W
; el Source 7 Fund
Percent Project Activity Type Category Subcategory Affil Affil Sub Acct
100.0000 Q Q Q Q Q Q Q

Fields on the ChartField Tab on the Distribution Page. Required fields are marked with asterisk (*).

Field Name Field Description
Status Displays the distribution line status related to the budget checking
process:

e Complete: The distribution line has met requisition reconciliation
criteria and has been closed.

e Open: The distribution line is open and is available for sourcing. This
value is open by default when the Requisition Status option is set to
open on the Requester Setup page.

e Canceled: The distribution line has been canceled and is not
available for sourcing. Strategic sourcing is used primarily for buy
and sell events (i.e., solicitations). Vendors and customers could then
bid and be awarded electronically through the supplier portal.

e Processed: The distribution line is available for sourcing and is in
process or complete. This status implies that the line has already
been processed.

Percent Enter the percentage of either the quantity or the amount that you want

distributed on the distribution line. The value in the Amount or Req Qty
field, depending on the distribution method, is calculated based on the
value that you enter.

Released 01.08.

2016 (Version #1)

Page 43




@f.’f"%ﬂam of Minnesata

*S/SWIFT >

d Integrated Financial Tools

PO 1 Create and Update Purchase Orders for Agency Buyer Roles

Field Name

Field Description

Merchandise
Amount

Enter the total amount that you want distributed on the distribution line.
The value in the Percent field is calculated based on this value. This field
is available for entry when you distribute by amount.

*GL Unit

The General Ledge Unit defaults as MNOO1, which is for the State of
Minnesota.

*Fund

Assures that dollars are used to meet specific activities in accordance
with legislative intent, special regulations, restrictions and limitations.
Fund examples include 1000 (General Fund; 2000 (Restricted Misc.
Special Revenue); 3000 (Federal).

* Fin/DeptID

An 8-character alphanumeric identifier (Financial Department Identifier)
represents the organizational function to which revenues and other
activities must be applied.

* Account

The Account code classifies the nature of a transaction such as “cash”
and “supplies”. The values in this field determine whether it is an asset,
liability, equity, revenue or expenditure.

* ApproplD

An appropriation ID is a 7-character alphanumeric identifier. It indicates a
single appropriation account that controls the total amount of an agency’s
expenditures.

An appropriation is an account of any governmental agency that receives
a credit for the purchase. It legally authorizes spending or the collection
of receipts as specified in session laws or state statutes.

Agcy Cost 1
Agcy Cost 2

The Agency Cost 1 and 2 are optional fields that agencies may use for
reporting purposes. This ChartField is a classification used to track
revenue or expenditures associated with a particular event or activity that
is defined by the Agency.

SW Cost

The SW Cost (Statewide Cost) ChartField provides classification and
reporting capability for activities that cross agencies. These activities are
directed toward accomplishing a set of recognizable objectives such as
disaster relief. It allows the state to collect all costs related to the activity
and is used to request reimbursement (e.g., FIMA relief).

PC Bus Unit

A Business Unit (BU) in Projects identifies major subsets throughout the
state such as Agency level. It enables the State to organize information to
facilitate project management, analysis, reporting, and accounting.

Category

Category refers to the level at which the budget is controlled: Category 1
is payroll and benefits; Category 2 is all other budgeted expenditures;
and Category 3 is all non-budgeted expenditures. This is not the same
as Category Codes.
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Field Name Field Description

Subcategory Subcategories are a smaller breakdown of the class of transaction.
Agencies define these. It is also a project costing ChartField.

Affil Not used in SWIFT.

Fund Affil Not used in SWIFT.

Sub Acct The Sub Account ChartField is used by agencies for a more detailed level
of revenue reporting than the Account ChartField values provide.

SpeedChart SpeedCharts simplify the process of generating ChartField entries and
ensure consistency and accuracy of recording miscellaneous cash
receipts. Not all agencies use them. They are set up for your agency and
when entered will automatically populate the valid combination of
ChartFields.

The Project ChartFields are used to capture additional information useful for grant and project accounting.

Project ChartFields consist of the following fields.

Project Field Name

Project Field Description

PC Business Unit

A Business Unit (BU) in Projects identifies major subsets throughout the
state such as Agency level. It enables the State to organize information to
facilitate project management, analysis, reporting, and accounting.

Project

The Project ID is the unique identification code for a particular initiative in
an agency. They are used to track project and grant transactions. A
number of attributes may be associated to a Project ID. Some of the
attributes include project status, project type, project dates, both for
reporting and transaction control, and project title for additional reporting.
The Project ID may be used for incoming grants, capital projects, and
agency directed projects.

Activity

Activity IDs may represent specific tasks, items, or programs within a
Project ID. Each Project ID is required to have at least one Activity ID.
However, a Project ID may be associated with multiple Activity IDs. Users
add transactions and budgets to a project only at the Activity ID level. The
Activity ID can be associated with an activity type, dates, descriptions and
other attributes for additional reporting

Source Type

Source Types are used on individual transactions to identify the purpose.
This field can be configured within a given Project Costing Business Unit. It
allows for flexible configuration to meet the needs of each agency
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Category Category refers to the level at which the budget is controlled: Category 1 is
payroll and benefits; Category 2 is all other budgeted expenditures; and
Category 3 is all non-budgeted expenditures.

Subcategory Subcategories are a smaller breakdown of the class of transaction.
Agencies define these. It is also a project costing ChartField.

Details/Tax Tab on the Distribution Page

Check the tax setting default on every purchase. This tab provides details about the item that are used in
factoring taxes. It includes information about the base currency, receiving location and merchandise amount. This
information defaults in from the header details link from the main purchase order page. Refer to the Appendix

for Sales Tax Settings on Purchase Orders.

Chartfiekds : Asset Information Req Detail Statuses || Budget Information
; Merch Amt Base . : : T :
Dist Stafus Percent s Currency Curmrency Location IN Unit Statistics Code Consigned
Open [ 100.0000 20,000.00 USD Currency & [z104THFLOD @ | a

Fields on the Details/Tax Tab on the Distribution Page. Required fields are marked with asterisk (*).

Field Name Field Description
Status Displays the distribution line status related to the budget checking
process:

e Complete: The distribution line has met requisition reconciliation
criteria and has been closed.

e Open: The distribution line is open and is available for sourcing. This
value is open by default when the Requisition Status option is set to
open on the Requester Setup page.

e Canceled: The distribution line has been canceled and is not
available for sourcing.

e Processed: The distribution line is available for sourcing and is in
process or complete. This status implies that the line has already
been processed.

Percent The percentage of the amount assigned to this distribution line. Used to
calculate sales tax.

Merch Amt Base The amount of the merchandise
Base Currency USD (United States Dollar) is the default
Currency Purchase order currency information
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Field Name Field Description

Sales/Use Tax icon Sales/Use Tax is calculated based on the tax code associated with the
Ship to Address. Tax can be updated by changing the ship to address or
by updating the tax information on this page. This icon brings you to

the Sales/Use Tax Details for Distribution page.

Location This is the internal destination of an item such as the state agency where
the item will be received. This can be different from the Ship To Location
of the Schedule. For example, the Ship To Location of the Schedule
could be the agency’s address. The Distribution Location could be a
particular floor's supply room.

IN Unit (Inventory The presence of an Inventory Business Unit value in this field causes the
Unit) items to be received and recorded to the selected Inventory Unit. An Item
ID is required on the line for the material to be received into inventory. If
you do not want the items to be received into inventory, clear this value.

e |If the item on the requisition line is an inventory item and the Defaults
Inventory BU check box is selected on the Requester Setup page,
the Inventory Business Unit defined at the Ship To level is supplied to
the distribution.

e |If the Item ID on the purchase order line is an inventory item and the
check box is deselected, SWIFT does not provide a default value.

o If the item on the purchase order line is not an inventory item, this
field is unavailable for entry.

Statistics Code This code identifies a value that you use to identify non-monetary
amounts. Examples might be workdays or floor space.

Consigned This functionality is not used.

Asset Information Tab on the Distribution Page

ALWAYS check the Asset Information tab to make sure the line is correctly labeled as an asset based on
the category.

An asset is any item that is owned by the State of Minnesota. Assets can be tangible such as computers,
vehicles, or office equipment. They can also be intangible such as internally developed software, intellectual
property and water or timber rights.

Certain categories will automatically be flagged as an asset and details will be displayed on this tab. All of the
information that you enter on this page is passed to Asset Management (AM). The AM Unit and Profile ID will
default from the category or item. It may be updated as needed. If the item is not an asset, clear out the AM
Unit and Profile ID.

Check with your agency about how to define and record assets. For more information about assets, review
the Asset Management Reference Guides.
http://mn.gov/mmb/accounting/swift/training-support/reference-guides/asset-management.jsp
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Chartfields Details/Tax

Eeq Detail Statuses

w et

o _Personalize | Find | View 4il | 1 |
Budget Information =y

Cost

Dist Status Percent AM Unit  Profile ID CAP # Sequence Tag Number Empl ID Capitalize Type Description
1 Open [ so0000 G465y |[HARDWAREQ | &y [ ley | 10 Q [ &
2 Open [ 50.0000 [G46Cy |HARDWARER [ & [ e | Q [ &

Fields on the Asset Information Tab on the Distribution Page.

Field Name Field Description
Status Displays the distribution line status related to the budget checking
process:

e Complete: The distribution line has met requisition reconciliation
criteria and has been closed.

e Open: The distribution line is open and is available for sourcing. This
value is open by default when the Requisition Status option is set to
open on the Requester Setup page.

e Canceled: The distribution line has been canceled and is not
available for sourcing.

Processed: The distribution line is available for sourcing and is in
process or complete. This status implies that the line has already
been processed.

Percent The percentage of the amount assigned to this distribution line. Used to

calculate sales tax.

AM Unit (Asset
Management)

This is the business unit associated with the asset item.

Profile ID (Asset
Profile ID)

Each asset has a unique Profile ID. The Profile ID tells SWIFT that this
purchase is an asset that should be processed into the Asset
Management Module. If a Profile ID is defaulted or entered for the
purchase order line, an asset will be created.

Profile IDs determine values in the Asset Management Module, such as
the Asset Type, Asset Category, Useful Life, Depreciation Method /
Status, and Salvage Value.

CAP# (Capital
Acquisition Plan)

This field is required only if the asset item is capitalized.

e Capital assets include land, structures, equipment, intellectual
property (e.g., software) and information technology (including IT
service contracts).

e Capital acquisition means the acquisition of a capital asset and the
management of that asset through its life-cycle after the initial
acquisition.

e The capital acquisition planning functionality in SWIFT handles the
management of capital plans when they involve a single asset. It
also accommodates acquisitions that span several phases and
involve many different components. For more complex acquisitions,
SWIFT has the capacity to define a master plan with an unlimited
number of subsidiary plans.
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Field Name

Field Description

Sequence

This is the series of numbers associated with a capital acquisition plan.
Using a sequence number as a subidentifier, the asset capitalization and
depreciation amounts can be allocated to one or many distribution lines.

Tag Number

Assets can be tagged with a tag number to keep track of them. Enter the
asset tag information into SWIFT as soon as it becomes available. Follow
agency guidelines on timing the entry of this information.

Empl ID

Select an Employee ID of the custodian for this item. This information
corresponds to the Employee ID number on the Asset
Custodian/License/Manufacturer page.

Capitalize

Designates a capitalized item. A SWIFT Asset Management Business
Unit must be selected in order for this check box to be enabled. If the item
is capitalized, it can be depreciated before being paid.

Cost Type

Select the cost type associated with the item purchase, if applicable. Cost
types represent components of the cost of an asset, such as materials,
labor, and overhead. For example, you can differentiate between the cost
of building an asset and its market value by allocating production cost to
one cost type and the profit margin to another. Cost type, in combination
with asset category and transaction code, determines which accounts the
costs are entered into in the general ledger.

Description

A description of the Asset Profile.

Req Detail Tab on the Distribution Page

This tab is not required for all purchasing. It can be used to view the details of the requisition, if one exists,
from which the purchase order distribution originated. You can view the requisition’s Business Unit, Line,
Schedule, Distribution and other information.

i Qhanﬂglds Qgt_aileﬂ'ax 5ssetlnf0r|‘13tian_ Statuses Eudget_lnformation E)ﬁl
Dist Status Percent ggﬁed Req Dist Open Gty Requester Requester Name Requisition Name Attention To Phe
1 Open [100.0000)

A requisition is a document that an agency uses to initiate the purchase of a good or service. When budget-
checked and approved, it creates a pre-encumbrance transaction. The pre-encumbrance “holds” funds in a
budget. It is sent to purchasing staff in that agency.
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Fields on the Req Detail Tab on the Distribution Page.

Field Name Field Description

Status Displays the distribution line status related to the budget checking
process:

e Complete: The distribution line has met requisition reconciliation
criteria and has been closed.

e Open: The distribution line is open and is available for sourcing. This
value is open by default when the Requisition Status option is set to
open on the Requester Setup page.

e Canceled: The distribution line has been canceled and is not
available for sourcing.

Processed: The distribution line is available for sourcing and is in
process or complete. This status implies that the line has already
been processed.

Percent The percentage of the amount assigned to this distribution line. Used to
calculate sales tax.

Req Sched Displays the schedule line number that includes this requisition line.

Req Dist Displays the distribution details for this requisition.

Open Qty Displays the quantity remaining to be sourced to a purchase order.

Requester The Employee ID of who is requesting the requisition.

Requester Name The name of the employee who is requesting the requisition.

Requisition Name This is a description of the request to help identify a requisition as it flows
through SWIFT.

Attention To The individual who will receive the items or services. Once the shipment
is received, this individual records the receipt, enabling the buyers to
track the quality and promptness of the vendor.

Phone The phone number of the individual who will receive the items or
services.

Fax The fax number of the individual who will receive the items or services.

Statuses Tab on the Distribution Page

All of the items on this tab can be found on other tabs. The Status tab on the Distribution page reflects the
budget status and budget information. On this tab, you can view the distribution line status and ChartField status.

Dist

1

Chartfields

Details/Tax Asset Information
Status Percent
Open

|| Reg Detail Eu:lgetlnrormatian .E]l i :
Chartfield Status Peg Status
"100.0000 Valid Not Pegged b 4
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Fields on the Statuses Tab on the Distribution Page.

Field Name Field Description
Status Displays the distribution line status related to the budget checking
process:

e Complete: The distribution line has met requisition reconciliation
criteria and has been closed.

e Open: The distribution line is open and is available for sourcing. This
value is open by default when the Requisition Status option is set to
open on the Requester Setup page.

e Canceled: The distribution line has been canceled and is not
available for sourcing.

Processed: The distribution line is available for sourcing and is in
process or complete. This status implies that the line has already
been processed.

Percent The percentage of the amount assigned to this distribution line. Used to
calculate sales tax.

ChartField Status This field can be used to ensure that all ChartFields are entered. The two
values are “Valid” or “Recycle”. A Recycle status will prevent the entire
purchase order from budget checking.

Peg Status Not being used in SWIFT

Cancel Distribution Clicking this button cancels the entire distribution for this purchase order
icon (Red X) line.

Budget Information Tab on the Distribution Page

All of the items on this tab can be viewed on other tabs. On this tab, you can see the Budget Status, Budget
Date and Encumbrance Balance. The Budget Date drives the fiscal year of the encumbrance.

The Budget Date should be changed for the correct fiscal year when using funding other than the current

year funding.

Chartfields | DefailsTax | Assetinformation | ReqDetail  Staluses _

Commitment
: Budget Encumbrance Encumbered Base Expensed To
Dist Status Percent status Budg Dt Hatance Currency Hies pigomrn Currency Date Conlﬁalglr)se
1 Open [ 100.0000 Warning [p7io12015 |5 1500.00 USD 1,500.00 USD 0.00

Released 01.08.2016 (Version #1)

Page 51



ﬁ!f" 4) State of Minnesota
g? ﬁ Statewics Inuqraluu Nn.n:lal Toois

PO 1 Create and Update Purchase Orders for Agency Buyer Roles

Fields on the Budget Information Tab on the Distribution Page.

Field Name

Field Description

Status

Displays the distribution line status related to budget checking:

» Complete: The distribution line has met requisition reconciliation criteria
and has been closed.

» Open: The distribution line is open and is available for sourcing. This
value is open by default when the Requisition Status option is set to open
on the Requester Setup page.

» Canceled: The distribution line has been canceled and is not available
for sourcing.

* Processed: The distribution line is available for sourcing and is either in
process or complete. This status implies that the line has already been
processed.

Percent

The percentage of the amount assigned to this distribution line. Used to
calculate sales tax.

Budget Status

When commitment control is on, the system displays whether this
distribution has been budget checked. Values for the field include “Not
Chk’d” and “Valid”.

Budget Date

Displays the date used by commitment control to determine the budget
period to which this item cost belongs.

Encumbrance Displays the encumbrance balance when commitment control is installed.

Balance When you create a purchase order, commitment control liquidates the
pre-encumbrance balance from the requisition and establishes an
encumbrance for the purchase order.

Currency Defaults to “USD” or U.S. Dollars. Displays the Currency Code for the

encumbrance amount at the distribution level of the purchase order.

Encumbered Base
Balance

When commitment control is on, the system displays the encumbrance
balance in base currency.

Base Currency

Defaults to “USD” or U.S. Dollars. When commitment control is on, the
system displays the base currency of the encumbrance balance.

Expensed to Date

Displays the amount that reflects the total expensed to date, not the
remaining expense balance. This creates a relationship to the
encumbrance balance.

Commitment Control
Close Flag

Displays as “Selected” when the purchase order associated with the
requisition has been fully liquidated. This indicates that the outstanding
pre-encumbrance has also been fully liquidated. This option can also
display as “Selected” when the distribution has been canceled.
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Approving and Processing a Purchase Order

In order to move a new or updated purchase order into SWIFT, it must be successfully processed through SWIFT
workflow processes prior to dispatching.

Workflow refers to the way in which work flows through the multiple steps of business processes. This workflow
process includes notifying the different people involved via email or worklist updates that they are required to take
the next step in a process.

The steps to process a purchase order prior to dispatching are: Save, Approval and Budget Check
1. Save:

To save a purchase order, click the Save button at the bottom on the purchase order page. If there are any
issues with the purchase order, SWIFT will display either an error message or warning. You must resolve the
error and then click the Save button again.

NOTE: Some agencies save the document as soon as the first line on the main page is completed. This way
their work is not lost if SWIFT times out. Once the PO ID populates, staff can return to the draft purchase order to
complete the remainder of it.

After you save the new purchase order, SWIFT will run several processes depending upon the item you are
saving. For purchase orders:
e SWIFT will assign a PO ID. It includes the purchase order in the Workflow.
e SWIFT confirms that the Budget Date is within the valid open period date range for the general ledger
business unit.
e The lines, schedules and distribution lines are saved for this purchase order.

e If you are reserving a block of purchase orders, the PO ID of the first purchase order in the sequence
appears.

The statuses of the newly saved purchase order will be PO Status “Open” and Budget Status “Not Chk’d".
Purchase Order

Business Unit: G1001 Origin: 509 'Q_  Accounting Services PO Status: Open T
PO ID: 3000003383 Budget Status: Not Chk'd Lt';t ]
Copy From: ¥ Hold From Further Processing

2. Approval:

When a document, such as a purchase order, is created and enters the workflow within SWIFT, one or more
approvers must approve it. To submit the saved purchase order for approval, click the Submit for Approval
icon (green check).

Maintain Purchase Order

Purchase Order

Business Unit: 31001 Origin: 309 @ Accounting Services PO Status: Open B
PO ID: 3000002812 Approval Exception Budget Status: Mot Chk'd ﬂa @
Copy From: r Hold From Further Processing
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Once a purchase order is ready for approval, SWIFT sends an email to the approver. Or, an approver can
directly access the purchase order by checking on the Worklist tab. SWIFT allows for a self-approval option if the
approver is authorized for the DeptID used. Multiple distributions on a purchase order using different DeptIDs
may require multiple approvers.

Financial Management Syster

Main Menu
-

Favorites
-

[My Page” Dashboards ]

Once an approver reviews the purchase order, there are three possible actions you can initiate from the Approval
page:

Approver Action Description
1. Approve The purchase order has been reviewed and approved.
2. Deny There were discrepancies found during the review. Selecting Deny routes the

request back to the originator. Comments must be provided describing the
reason for the denial.

3. Pushback This action is only available if multiple reviewers are required for the approval
of the payment. Selecting Pushback will return the request to previous
approvers for review. Comments are provided describing the reason for its
pushback.

The approver submits it for approval.

Purchase Orders
To approve or deny one or more POs, select the appropriate action from the dropdown and click Submit. To view the PO details, click the PO ID link.
< Expand All P Collapse All
ActioniStatus PO ID PO Date Buyer PO Reference PO Total Vendor ID Vendor Name
= B Pending 3000002812 08/M7/2015 01106198 DPO 900.00 USD 0000195572 SAND CREEK-003
Summary: 1 0f 1 Lines Pending Total Pending: $900.00 USD
Justification:
No justification entered by buyer. /@
Line  Schedule Distribution *ActioniStatus Description Quantity uom Price  Merchandise o ctory Amount  Cumency  Percent B
[c] 1 1 Approve | |EAP seminar 1.0000|EA 600.00000 900.00 600.000 USD 100.0000 |N
Mark All: o hoprove @Deny

e The approval process is re-initiated for changes to existing purchase orders. These changes include
increasing the amount, adding/increasing freight, adding miscellaneous charges and/or sales tax, and
changing the funding string values.

e The purchase order will need to be processed to the “Approved” status again before it may be budget
checked and dispatched.

e After submitting the purchase order for approval and it is approved, the PO Status will become
“Approved”. ltis ready to be budget checked.
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3. Budget Check:

The budget life cycle includes pre-encumbrances, encumbrances, and expenditures, all of which are tracked
against a designated budget. SWIFT deducts each type of financial obligation from the budget and tracks it
according to obligation type. This tracking enables you to determine how many dollars you have committed in
pre-encumbrances, encumbrances, and expenditures.

SWIFT’s budget check process allows agencies to:
e Act on transactions that exceed its budget limit.
e Get warnings about activities that may send its budgets over their approved amounts
o Determine the budget date to ensure the purchase is completed in the correct fiscal year.
e Check individual purchasing transactions independent of the batch transaction creation processes.

If a purchase order does not pass the budget checking process, SWIFT will indicate the type and possible
solutions for any exceptions. Exceptions must be corrected before SWIFT will allow a successful budget check.
Look at this user guide’s Appendix for the Budget Check Exceptions Quick Reference Guide.

To run a budget check, click on the Budget Check icon.
Note: the Pre-budget Check icon next to it will give you information about the budget, but it will not budget
check the purchase order.

IMaintain Purchase Order
Purchase Order

Business Unit: G1001  Origin: 509 |Q Accounting Services PO Status: Approved Ex x
PO ID: 3000002812 Approval Exception Budget Status:  NotChk'd @@
Copy From: v Hold From Further Processing

After completing the budget check, your purchase order will have a PO Status of “Approved” and a Budget Status
of “Valid”. You are ready to dispatch the purchase order.

Maintain Purchase Order

Purchase Order

Business Unit: G1op1  Origin: 309 L Accounting Senvices PO Status: Approved
POID: 3000003385 Budget Status: _ "/alid
Copy From: b Hold From Further Processing

Batch Processing for Purchase Orders:

e Buyers may choose to schedule budget checking for a batch of purchase orders. The SWIFT batch
process to budget check approved purchase orders runs at noon.

e The SWIFT overnight batch process for purchase orders starts at 6 pm. Approved purchase orders run
through budget-check. Purchase orders that are in a pending cancellation status will be processed.
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Dispatching the Purchase Order

Dispatching is the method of sending the purchase order to a vendor. With SWIFT, you can dispatch and print
purchase orders individually or in volume. You can dispatch purchase orders by printing, fax, phone, email, or
electronic data exchange (EDX). You can also dispatch them from the online pages or through a batch process.
The method used to dispatch a purchase order is determined from the vendor record or the document type.

e Before dispatching a purchase order, the PO Status must be “Approved” and the Budget Status must be
“Valid". The Dispatch Method defaults from the Vendor ID. Vendors select their preferred dispatch
method when they set up their SWIFT profile.

e To dispatch a purchase order, click on the Dispatch button.

=

Maintain Purchase Order
Purchase Order

Business Unit: G1001  Origin:  [509 |Q  Accounting Services PO Status: “approved B x

PO ID: 3000003211 Approval Exception Budget Status: Valid

Copy From: [ v "/ Hold From Further Processing

*PO Date: 08/07/2015 [ VendorSearch Response Documentation poc Tol Status: walid Agency Reference: ,7

Expiration Date: [

*Vendor ID: ’70000195572 @, SAND CREEKGROUP LTD THE Receipt Status: Not Recvd Doc Type:| DPC-Departmental Purcha

*Vendor: SAND CREEK-003_|@__Vendor Details “Dispatch Methoa: | Email M| [ Dispaccn |

The Dispatch Options page displays. The Process Control Options section will only display when email or fax
is selected as the Dispatch Method. The Dispatch Options section allows you to customize the dispatch. The
default email address will be listed. If it is not specified, or the dispatch should be sent to a different email
address, it can be specified in the One Time Fax/Email section.

Dispatch Options

Fax Cover Page: |:| ! Test Dispatch

“ Print Terms and Conditions

Server Name: I I Print Duplicate on PO

Print Changes Only

*QOutput Destination Type: | WEB v

¥/ Print PO Item Description
Output Destination Format: | PDF v L Print Copy
Template ID: | Q

ok ] camel.

e For email dispatch, confirm the vendor email address or enter one time address.
e Click the OK button.
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A message appears asking you to wait for the confirmation of the dispatch.

Would you like to wait for confirmation that the PO Dispatch process has completed? (10208 44)

“four reguest is currently in process. If you choose to wait, once the process has completed, you will be returned to the updated PO. If you choose not to wait, please check the Process Monitor to verify that the scheduled
process has completed before accessing the PO being dispatched.

G

e Click Yes to wait for the dispatch process to complete. Or, click No to run the dispatch process later and
continue working.

When the dispatch has been successfully processed, the PO Status will be “Dispatched.”

Maintain Purchase Order
Purchase Order

Business Unit: G1001  Origin:  |508 Accounting Services PO Status: Dispatched N B x
POID: 3000003211 Approval Exception Budget Status: Valid
Copy From: v "/ Hold From Further Processing

Lesson Summary

Having completed this lesson, you should now be able to:
e Understand the components and structure of a purchase order
e Understand the four basic pages required to create a purchase order
e Understand the fields within each of these required pages
e Have an overview of how to process and dispatch a purchase order after it has been created.
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Lesson 2: Steps in Creating Purchase Orders

Lesson Overview

As purchase orders proceed from entry to dispatch, SWIFT tracks details and collects analysis information to
facilitate future purchases. SWIFT’s purchasing module provides purchase order line information to the payable
module for invoice payment via vouchers.

This Lesson will cover different ways to create a purchase order:

(1) Purchase Orders not referencing a Contract

(2) Purchase Orders Referencing a Contract

(3) Purchase Orders Created using the Copy From Feature.

(4) Purchase Order with Multiple Lines

After completing this lesson, you should be able to:

¢ Understand the process steps to enter a purchase order that does not reference a contract.
e Understand the requirements, options and fields involved in those process steps.

e Create a purchase order that does not reference a contract.

e Create a purchase order that does reference a contract.

e Create a purchase order by copying an existing purchase order.

e Create a purchase order with multiple lines.
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Process Steps for Creating Purchase Orders

This topic covers the process steps to enter purchase orders that do not reference a contract.

NOTE: Not all purchase order types follow these steps in this exact order. For more information about the
individual types of purchase orders, review Lesson 3 on Document Types.

e Step 1: Add Header Information

e Step 2: Complete the Lines Section

e Step 3: Add Schedules Information

e Step 4: Add Distribution Information

e Step 5: Save, Budget Check and Dispatch the Purchase Order
Preparation for Creating Purchase Orders

Determine whether the item or general service needed is currently available from a State agency or on a State
contract. www.mmd.admin.state.mn.us/process/contract/index.asp. To search for a product or general service on
a State contract, go to the OSP website. Log into the secure area and click on the Contract Search Page.

Materials Management Division

ﬁ_}/nin/x MMD Secure Area
innesoia

MATERIALS MANAGEMENT DIVISION ¥
north sta?l

About MMD | Contact Us | Admin Home Search North Star

Home | Acquisitions | Construction  Professional/Technical Contracting =~ Vendor Information | Cooperative Purchasing | MMCAP

Your access code is valid.
Click here te go to the Contract Resources For Flood Emergencies (PDF format)...

Click here to go to the Contract Resources For Flood Emergencies (MS Excel format)...

Click here to go te the Contract Resources For Flu and Other Health-Related Resources (PDF format)...

Click here to go to the Contract Resources For Flu and Other Health-Related Resources (MS Word format)...

| Click here to go to the Contract Search Page... |

Source: Authority for Local Purchase Manual, Section 2.2. www.mmd.admin.state.mn.us/pdf/alpmanual.pdf

Step 1: Add Header Information.

The header contains information that applied to the entire purchase order. The example below demonstrates
adding a Blanket Purchase Order.

For more detailed information about the fields on the header, refer to Lesson 1.

1. Create a new purchase order.

e Navigation: Purchasing, Purchase Orders, Add/Update POs.
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On the Purchase Order page, the Add a New Value tab defaults. On this page, enter the Business
Unit and click on the Add button.

Fa

F

PO 1D: NEXT

vorites |~ Main Menu > Purchasing > Purchase Orders > Add/Update POs

urchase Order

Eind an Existing Value |

Avcd

Enter or confirm the REQUIRED fields on the Header of the Maintain Purchase Order page.

These fields are described in detail in Lesson 1.

PO Date: Defaults to the current date.

Vendor ID: Choosing the SWIFT identification number for vendor will populate the Vendor Location
and Vendor Address. NOTE: The vendor may have more than one location. Confirm the correct one.
Vendor: Either the Vendor ID or the Vendor field may be populated first. This field reflects the name of
the vendor with a short title.

Buyer: Defaults to the person entering the purchase order.

Billing Location: May default based on the Business Unit chosen.

Dispatch Method: Select an option to dispatch the purchase order. It may default based on the Vendor ID
and/or Doc Type.

Doc Type: Select the Doc Type that is valid for this purchase.

Origin: While Origin is required, it is entered when you are ready to save your newly created purchase
order.

Enter or confirm the other fields on the Header of the Maintain Purchase Order page.

Depending upon the type of purchase order to create, check to see if these fields are also needed for your
document type or business need.

Approval Exception

Hold from Further Processing

Expiration Date

PO Reference (Agency-Specific): Optional. Does not print on the purchase order.

Response Documentation (for vendor bids): May be required depending upon the document type used
and the amount of the purchase.

Agency Reference: Optional. Prints on the purchase order.

Add Comments: Optional. Internal use only.

Add Ship To Comments:
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Maintain Purchase Order
Purchase Order

Business Unit: G1001  Origin: QU PO Status: Open E‘vf
PO ID: MEXT Approval Exception Budget Status: Mot Chk'd
Copy From: | v Hold From Further Processing

~ Header

D/0S/2015 [ VendorSearch  Response Documentation  poc Tol Status:  Valid Agency Reference: | |
Expiration Date: [

= Receipt Status: Mot Recvd Doc | v
endor 10 0000391438 @ METROTEK MN Type:

“Vendor: METROTEK M.001 |@, Vendor Details “Dispatch Method:| Emai il Hiepaich

[:Buyer: 01087452 @ Cunningham McComb, Shelis 1 il i B e ———————————
PO Reference: | Merchandise: 0.00

Billng Add FreightTax/Misc.: 0.00 Calculate

B fon: G104THFLOD Biling Address
Billing Location: Q Total Amount: 000 USD

Header Details Activity Summary

PO Defaults

Add Comments
PO Activities Add ShipTo Comments

4. Use the links of the lower part of the purchase order’s header as needed.
The links provide the ability to add or view other information as needed.

e PO Defaults: to enter schedule and distribution information that applies to all lines in the purchase order.
e Add Comments (Optional). Does not print on the purchase order.
e Add Ship To Comments: Can add attachments here.

Step 2: Complete the Lines Section.
The purchase order line tabs all you to input details about what is being ordered or encumbered.

e To add or subtract lines, use the plus or minus icons (e.g., “+* or “=*) visible on every tab.

e NOTE: Some agencies save the document as soon as the first line on the main page is completed. This
way their work is not lost if SWIFT times out. Once the PO ID populates, staff can return to the draft
purchase order to complete the remainder of it.

For more detailed information about the fields on the lines, refer to Lesson 1.

1. Details tab:

You will enter most of the line information on the Details tab if you are not referencing a contract.

Description or Item.

PO Quantity

UOM (Unit of Measurement): Defaults if Item is selected
Category: Defaults if Item is selected.

Price

@I=" 0| ShipTo/Due Date || Statuses || ltem Information | Aftributes |( RFQ | Contract || Receiving

Line |ltem Description |POQ‘W | | uom | [category | price_| Merc:i:\odk'::? Status
1@ a | B & Cla [ Ja oooopen QO [
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After entering information on the Details tab, click on the Receiving tab. Select options depending upon
your agencies policies on receiving.

e Receiving Required: Select either “Required” or “Do Not”. Do not choose “Optional’. SWIFT
defaults to “Required”.
¢ Inspection Required/Inspect ID: Check the box if inspection is required for this purchase.

i

Personalize | Find | \iew A1l | B | 3
Details | Ship To/Due Date | Statuses | ltem Information | Attributes || RFQ | Contract |l M|

; -~ - ; Inspection Close
Line Item Description Receiving Required Required Inspect ID Short

Subscription renewal - The New Yark
1 = Times, term 7/27/2015 - 10/18/2015 [Required v | OJ O [=]

First K12 of 2 I3 | ast

3. Item Information tab:
If you selected Item in the Details tab, you can use this tab to enter more information about the item as
needed.

e Manufacturer ID
e Manufacturer’s Item ID
e Vendor Item ID

Detais Ship To/Due Date Statuses MR Aftributes RFQ Contract Recenving

Line ltem Description rlendcl Item 1D Vendor's Catalog M 1D M s ltem ID

Y Q| el a | Q

Step 3: Add Schedules Information.

On the Schedules page, you can add and view the schedules for all lines at the same time. It allows for bulk
ordering for price break and delivery to different place, time, or date.

For more detailed information about the fields on the Schedules page, refer to Lesson 1.

Access the Schedules icon on the Details and Ship To/Due Date tabs.

Frst K 10

o
I T

Personaiize | Find | View Af | B | #E

M Dt Dale. || ( Siahses | (em nformation. ) ( Atrbutes. ) ( RFQ.) ((Conbact) ({Resening

Line Item Description PO Qty *UOM Category Price Mem:i“;g:ﬁ Status

1R Q | A2 &l [ a] QP el W [ | S

There are seven tabs on the Schedules page. Many of them are not necessary for creating most purchase
orders.
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1. On the Details tab on the Schedules page, enter the following information:

Field Name Field Description

Due Date Defaults from purchasing document or direct entry. The Due Date will
default from the Item or the Category lead time (amount of time needed to
ship). The field can be edited. If there is no default Due Date, SWIFT
calculates one by adding the lead-time days to the Purchase Order date.
You can override the due date for each schedule as long as it is not earlier
than the purchase order date.

Ship To Defaults from purchasing document or direct entry. The Ship To is the
location where the goods are delivered. The Ship To has tax implications. If
a one- time Ship To is needed, users can select 'SEE BELOW!', add the
address in comments, and update the tax destination. Ship To is where the
work will be performed. To ship to multiple locations, use the Schedule

page.

2. You can also access the Schedule/Use Tax and Miscellaneous Charges pages on this tab.

Check the tax setting default on every purchase. Refer to the Appendix for Sales Tax Settings on Purchase

Orders.

. Find | View Al First K11 of 1 I st

Line: 1 Item: Description PO Qty: Merchandise Amt:

— -
Personaize | Find | View A1 | B | 3 First K1 4071 I st

Details Statuses Shipment Matching Receiving Freight RTV

Sched [DueDate |‘_5I'||p To | Ship to GLN PO Gty Price Merchandise  status

1 B | Q = [ 000000 ooo0 acive | w[@ ] 5 =

Add ShipTo Comments

3. Use the Freight tab on the Schedules page to view and update any information about freight terms for this
schedule. IMPORTANT: Freight should be added on the Go to drop down menu on the bottom of the main
page. Use the Schedule page to change terms of the freight.

Statuses Shipment Matching Receiving |8 am | B
= |

Sched *Due Date *Ship Te Freight Terms Arbitration Charge Method Freight Charge Override

B | 5 | Q [FoB_PALLOW @ | a | v =

Add ShipTo Comments
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Step 4: Add Distribution Information.

The Distributions for Schedule page is where you enter the accounting details of the purchase order.

For more detailed information about the fields on the distribution page, refer to Lesson 1.

1. Access this page from the Schedules page via the Distribution/ChartFields icon.

[Re——. “Find | View Al First &8 1 of 1 24 Lasl
Line: 1 Item: Description PO Qty: Merchandise Amt:

™ ( Statuses || Shipment || Matching || Receiing |( Ereight || BTV
=

Merchandise
Amount

4 E%| Ell Q = [ 0.00000 0,000/ Active "@.@.@. ==

*Due Date *Ship To Ship to GLN *PO Qty Price Status

There are several tabs on the Distribution page. Most of the required fields are on the ChartFields tab.
Q, Multi-SpeedCharts Doc. Base Amount: 0.000

Personalize | Find | View A1 | B | B8 First 50 071 T Last

Details/Tax Asset Information Req Detail Statuses Budget Information
e ————————

Merchandise
Amount

PC Bus

Dist Status Unit

Project Activity TS::;"E

1 Open MNDDT a | a | a | Q Q | a | Q Q

1| | b

*GL Unit und Fin DeptlD ApproplD *Account

|_ Ok | Cancel |

2. Enter the following distribution details:

e *Fund
* Fin DeptID
* ApproplD
* Account
PC Bus Unit (only if agency is using projects)
Project (only if agency is using projects)
Activity (only if agency is using projects)
Source Type (only if agency is using projects)
Agcy Cost 1 (only if agency is using projects)

There may be SpeedCharts available to populate this transaction.

The Asset Information tab should always be checked to record if this is an asset. All agencies have different
policies for assets. If the item is not tracked at your agency, you need to remove the AM unit and Profile ID.

Click OK when you are done.
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Step 5: Save, Get Approval, Budget Check and Dispatch the Purchase Order.
For more detailed information about these processes, refer to Lesson 1.

1. Save the Purchase Order.
e Return to the Main Purchase Order page. Click the Save button.
e After you save the new purchase order, SWIFT will assign a PO ID for it. The PO Status is “Open”.

ETNew Window 7
Maintain Purchase Order

Purchase Order

Business Unit: 31001 Origin: 214 |Q Management Services PO Status: Open 4 E

|PD D: 3000003210 | Approval Exception Budget Status: Not Chi'd ﬁa @

Copy From: l:l ") Hold Frem Further Processing
~ Header

*PO Date: DG/ME2015 ) VendorSearch Response Documentation poc Tol Status:  Valid Agency Reference: | |
Expiration Date: 1
*Vendor ID: 0000307255 | @, BUYERS HEALTH CARE ACTION Receipt Status: Not Recvd Doc Type:| BPA—EIanket Purchase Agreement v
*Vendor: BUYERS HEAD01 |@ VYendor Details *Dispatch Method: | Phone M | Dispaich
“Buyer: . Q LAmount Summary
PO Reference: Health Care Coordination Merchandise: )
ST0aTHFLOD Billing Address FreightTax/Misc.: 0o Calculate
*Billing Location: Billing Address :
¢ e Total Amount: . usb
Header Details Activity Summary
PO Defaults

Edit Comments
PO Activities Add ShipTo Comments

Add tems From
Catalog ltem Search

Personaize | Find | view 21 | B | First K1 42012 1 ast
Ship To/Due Date Statuses Item Infermation Aftributes RFQ Contract Receiving
Line Item Description PO Qty *UoM Category Price Mercg:’a'r;dl::i Status
1 = Q. (FY13-HeatthCare 3 Ef 10000 L0 (@ [8211150(Q El I | Open [ =]
2 B[ @, [Fri4-Health Care | 430 |€] 10000 O]q, ([211150lQ, | ..-.J " Open @] [ES] =
View Printable Version P - .
. Close Short All Lines *Go to: ... Mare .. v
View Approvals
=] Noity |

[ Add Update/Display

2. Get Approval for the Purchase Order.

Click the Submit for Approval green checkbox on the header to submit it for approval.

SWIFT changes the PO Status from “Open” to “Pend Appr” (Pending Approval) or “Approved” if the

buyers’ security role includes self-approval. If the agency uses online approvals instead of authorizing a
buyer to self-approve, SWIFT will route the purchase order for review and approval.

3. Budget Check the Purchase Order.

The PO Status must be “Approved” before budget checking. Click the Budget Check icon to run the budget
check process.

Purchase Order

Budget Check icon
Business Unit: 31001  Origin: 309 | & Accounting Services PO Status: Approved B
PO ID: 3000003383 Approval Exception | Budget Status: Not Chicd | il ii=!
Copy From: | v

! Hold From Further Processing
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e When SWIFT completes the Budget Check process, it will change the Budget Status to “Valid” and the

purchase order is ready to dispatch.

Maintain Purchase Order

Purchase Order
Business Unit:

ity . .
508 |4 Accounting Services
Approval Exception

v

&1001  Origin;
PO ID: 000003385

Copy From:

PO Status:
Budget Status: /alid

Approved

Hold From Further Processing

4. Dispatch the Purchase Order.

In order to dispatch a purchase order, the following tasks must be successfully completed.

e PO Status is “Approved”
e Budget Status is “Valid”

To dispatch a purchase order, click on the Dispatch button.

Maintain Purchase Order

Purchase Order
Business Unit: G1001  Origin:  [509 |Q Accounting Services b0 Status: “Approved £ x
PO ID: 3000003211 Approval Exception Budget Status: Valid
Copy From: v Hold From Further Processing
*pO Date: Dem7ROE @ Wendor Search ~ Response Documentation  pge Tol Status: Valid Agency Reference: ,_
Expiration Date: [
*Vendor ID: 0000195572 @, SAND CREEK GROUP LTD THE Receipt Status: Not Recvd Doc Type: | DPC-Departmental Purcha:
*Vendor: SAND CREEK-003 |G Vendor Details *Dispatch Method: | Email A

For email dispatch, validate the vendor email address or enter one time address.

Click the OK button.

[ )
e Click Yes to wait for the dispatch process to complete. Or, click No to run the dispatch process and

continue working.

When the dispatch has been successfully processed, the PO Status will be “Dispatched.”

Maintain Purchase Order
Purchase Order

Business Unit: G1001  Origin: 509 Accounting Services PO Status: Dispatched
POID: 3000003211 Approval Exception Budget Status: “alid
v Hold From Further Processing

Copy From:
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Process Steps for Creating Purchase Orders Referencing Contracts
This topic covers the process steps to enter purchase orders that reference contracts. The purchase order
document types covered in this course include:

e Blanket Purchase Order against a Contract (BPC)

e Contract Release Order (CRO)
NOTE: Not all purchase order types follow these steps in this exact order. For more information about the
individual types of purchase orders, review Lesson 3: Document Types.

e Step 1: Enter Contract Information

e Step 2: Add Header Information

e Step 3: Complete the Lines Section

e Step 4: Add Schedules Information

e Step 5: Add Distribution Information

e Step 6: Save, Budget Check and Dispatch the Purchase Order
Preparation for Creating Purchase Orders

Determine whether the item or general service needed is currently available from a State agency or on a State
contract. www.mmd.admin.state.mn.us/process/contract/index.asp. To search for a product or general service on
a State contract, go to the Office of State Procurement website. Log into the secure area and click on

the Contract Search Page.

Materials Management Division

»
N MMD Secure Area

MATERIALS MANAGEMENT DIVISION nonh ;tah

About MMD | Contact Us | Admin Home Search North Star|

Home Acquisitions Construction Professional/Technical Contracting Vendor Information | Cooperative Purchasing | MMCAP

Your access code is valid.
Click here to go to the Contract Resources For Flood Emergencies (PDF format)...

Click here to go to the Contract Resources For Flood Emergencies (MS Excel format)...

Click here te go to the Contract Resources For Flu and Other Health-Related Resources (PDF format)...

Click here to go to the Contract Resources For Flu and Other Health-Related Resources (MS Word format)...

| Click here to go to the Contract Search Page... |

Source: Authority for Local Purchase Manual, Section 2.2. www.mmd.admin.state.mn.us/pdf/alpmanual.pdf
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Step 1: Add Contract Information on the Contract Tab.

Start all purchase orders that reference contracts on the Contracts Tab. Information will transfer over to the
purchase order based on what is contained in the contract. Contract information will override any other data. For
more detailed information about the fields on the Contract tab, refer to Lesson 1.

1. Access the Purchase Order.

e Navigation: Purchasing, Purchase Orders, Add/Update POs. Add a New Value.
2. Add the Contract Information.
¢ Onthe Maintain Purchase Order page, scroll down to the lines section and click on the Contract tab.

e Onthe Contract tab, always start with the Contract Search icon.

Details || Ship To/Due Date |[ Statuses | ltem Information || Aftributes || RFQ m Receiving =¥

Line Item Description SetlD Contract 1D

1 FI%| & | / Contract Searcl | SHARE | q,

e On the Contract Search page, enter search criteria to find the contract.

Buyers mostly enter the Contract ID to search for the contract. Use the other search fields if you do
not have the Contract ID.

e Click the Search button.

Contract Search
Search Criteria
ellD: SHARE Buyer/Administrator: Q
Contract ID: pDDDDDDDDDDDDDDDDDDDS‘3944 12 Vendor ID:
Contract Process Option: v ltem SetiD: SHARE
Description: | Item ID: Q
MMD Contract Release Number/T- | Q ltem Description: |
Mumber:
Contract Reference Type: v Category: Q
PO Date: 01/04/2016 PO BU: &} Corporate Contract: M

Fields on the Contract Search page.

Search Field Search Field Description

Contract ID SWIFT's unique identifier for a contract.

Contract Process Enables you to determine a specific contract process that you use

Option throughout the entire contract life cycle. Contract process options in SWIFT
include:

Purchase Order: Allows for purchase orders.

General Contract contracts: Allows for both purchase order and voucher
releases.

SWIFT does not use the remaining options.
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Search Field

Search Field Description

Description

Searches on the Description field of contracts.

MMD Contract
Release Number

This field is used to search for SWIFT contracts that are tied to Material
Management Division’s contract releases.

Contract Reference
Type

Use these types to narrow your search for contracts.

Cat Cntrct (category contract): Searches all contracts with Category Lines
assigned to them.

Line Item: Searches for all contracts with Contract Item lines assigned to
them.

Open Item: Used primarily to search for contracts with Open Items that are
used by Office of State Procurement.

Buyer/Administrator

Staff person who administers contracts, encumbers funds and creates
purchase orders (e.g., Employee ID).

Item ID

A unique identifier assigned to a particular item. An item is any product,
material or service established and maintained in the Item Master. ltems
tend to be specific and used for repetitive purchases.

Iltem Description

Description for a specific item.

Category

This is a grouping of similar goods or services for reporting purposes and
spending analysis. It is represented by the United Nations Standard
Products and Services Code (UNSPSC) in SWIFT.

Corporate Contract

Corporate Contracts are available for all state agencies to use.

If you check “Yes”, then you can see all Corporate Contracts

If you check “No”, then you are limiting your search to contracts within your
business unit(s).

In the Contracts Details tab, you will see a list of all contracts that reference your selection criteria

(e.g., Contract ID). Check the box of the contract line you wish to refer to and click OK.

0000000000000000000056944

0000000000000000000056944

OKI

Cancel

COMPUTER RELATED SERV
(NOT PITHNOT OTHERWISE
CLASSIFIED)

1/Line ltem 81111812 0.00000

COMPUTER INSTALLATION &

1Lineltem 81111812 SEE i e 0.00000)

e If you need to add another line for the same vendor to this purchase order, scroll to the far right side of

the lines section. Click the Add a New Row button (+). Add one line at a time for each contract you wish
to refer to for this vendor.

Inspection

Required Inspect 1D

Close
Short
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Step 2: Add Header Information to the Purchase Order.

The contract has been pulled into the purchase order on the Maintain Purchase Order page. Confirm the values

added on the purchase order.
For more detailed information about the header fields, refer to Lesson 1.

Update the header information.

o Some fields will be populated from the contract. On the header,
Buyer and other fields have been populated.
e Enter the Billing Location, Origin and Doc Type on the header.

the Vendor ID, PO Reference,

Maintain Purchase Order

Purchase Order

209 |Q  Accounting Services

Business Unit:

G1001 Origin: PO Status:
POID: NEXT Approval Exception Budget Status:
Copy From: v
~ Header
*PO Date: D2/122015 5 VendorSearch Response Documentation poc Tol Status:

El

Expiration Date:
Receipt Status:

“Vendor ID: 0000364343 @ VYERACODEING

*Vendor: VERACODE 001 |@_ Yendor Details *Dispatch Method:
*Buyer: . BuyerD @ BuyerName

PO Reference: Merchandise:

|App|icati0n Security Testing S
|G1D4THFLDD Q Billing Address

| *Billing Location: |

Total Amount:

00
FreightTax/Misc.: 0.00 |

T4

Cpen
Not Chk'd

! Hold From Further Processing

Valid Agency Reference:
Not Recvd CRO-Confract Release Crder v
Email v [ Dispateh—— |

Calculate

000 USD

Step 3: Complete the Line Details Tab.

The purchase order line tabs allow you to input details about what is being ordered or encumbered.

For more detailed information about the line details tab fields, refer to Lesson 1.

e You can use the “+“or “~"signs on every tab to add or subtract lines as needed.

e NOTE: Some agencies save the document as soon as the first line on the main page is completed. This
way their work is not lost if SWIFT times out. Once the PO ID populates, staff can return to the draft
purchase order to complete the remainder of it.

1. Details Tab:

Some of the fields will be populated from the contract you selected. Make sure the following fields are

entered have information in them.

Description or Item.

PO Quantity

UOM (Unit of Measurement): Defaults if Item is selected
Category: Defaults if Item is selected.

Price: May default if Item is selected.

“ersonaice | Fnd | e 1) 81 | 3y K1

‘ Ship To/Due Date Statuses ltem Information Attributes RFQ Contract Receiving
Line |ltem Description | |PDQ‘W | [Cuom ] [Category |  [price | Merc:?::._::‘: SR
v B[ | B &l [ la[ ap cooen O @
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2. Receiving Tab:

This information may not be needed depending upon your agency’s policies and the type of document.
Enter the following as needed:

e Receiving Required
¢ Inspection Required/Inspect ID

Personalize | Find | view A1l | BV | 3 Fi

Details Ship To/Due Date Statuses Item Information Attributes RFQ Contract Receiving [F==H
Line ltem Description *Receiving Required Inspection Inspect ID

Required

Maintenance/Repair Services for Ricoh
C431N color printer, ID 105169, Maintenance
plan includes toner, developer,

1 Fé, drumiphotoconductor & 9,000 biw Required v L
imanesinuater All overages hilled at$

3. Item Information Tab:
If you selected Item in the Details tab, you can use this tab to enter more information about the item as
needed.

e Manufacturer ID
e Manufacturer’s Item ID
e Vendor Item ID

Detals | Ship To/Due Date | Statuses |l il Attributes | RFQ |( Contract | Receiving

Line ltem Description rlendcl Item 1D Vendor's Catalog M 1D s ltem ID

Y al_ @& | a | Q

Step 4: Add Schedules Information.

On the Schedules page, you can add and view the schedules for all lines at the same time. It allows for bulk
ordering for price break and delivery to different place, time, or date. For more detailed information about the
Schedule page fields, refer to Lesson 1.

Access the Schedules icon on the Details and Ship To/Due Date tabs.
Tt ‘Personaiize | Eind | view 1 | B [ 3 st © 4

M Dt Dale. || ( Siahses | (em nformation. ) ( Atrbutes. ) ( RFQ.) ((Conbact) ({Resening

: i 5 = Merchandise
Line Item Description PO Qty UoM Category Price P Status
1 =] a | P EI 5 a | Q (b 0.000 Cpen £y ES

There are seven tabs on the Schedules page. Many of them are not necessary for creating most purchase
orders.

1. Onthe Details tab on the Schedules page, enter the following information:

e Due Date (defaults to the current date)
e Ship To (may default depending upon the Buyer’s access)
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2. You can also access the Schedule/Use Tax and Miscellaneous Charges pages on this tab.

Check the tax setting default on every purchase. Refer to the Appendix for more information about sales and

use tax.
Lines Find | View Al First K1 1 071 I Last
Line: 1 Item: Description PO Qty: Merchandise Amt:
— -
Personaize | Find | view A1 | B | 5 Frst 14 op 1 O Last

=" | statuses | Shipment || Matching || Receiing |[ Ereight |[ BTV |
-

Sched [Due Date [FshinTo | Ship to GLN lPCIQty | Price Merchandise  giatus
1 B Sl Q = [ 0.00000 voo active | B[@[B] B =

Add ShipTo Commenis
3. Use the Freight tab on the Schedules page to view and update any information about freight terms for this
schedule.

IMPORTANT: Freight should be updated on the main page of the purchase order. Use the Go To menu on the
bottom of the purchase order. Freight terms are updated on the Freight tab.

Find | View Al First & 4071 12 Las
Merchandise Amt:

Line: 1 Item: Description PO Qty:

H
| B gt

First L 4 oF4

Personsize | Find | Vicw A1l | B

| Details Statuses Shipment Matching Receiving
= =
Sched *Due Date *Ship To Freight Terms Arbitration

1 Fé, [ il i .|FOEI_PALLDW Q '|

Charge Method Freight Charge Override |

a | all @ alls

Add ShipTo Commentis

Step 5: Add Distribution Information to the Purchase Order.

The Distributions for Schedule page is where you enter the accounting details of the purchase order. For more
detailed information about the distribution fields, refer to Lesson 1.

Access the Distribution tab from the Schedules page via the Distribution/ChartFields icon.

Find |'Vieuw Al First &5 9 o 1 24

Las

Line: 1 Item: Description PO Gty: Merchandise Amt: |
Personsize | Find | Vicw A1 [ B | 8 Frst £ 1071 1 Lo

@™ Statuses || Shipment || Mstehing || Receiing | Freight | BTV
- .

Merchandise Status

|

[

ISched | .'Dne Date ‘.ShipTo .ShiploGLN . *PO Gty .Prioe | Amount L |
=l [ o000 0000 Active | & | B =||

[ B B Q

There are several tabs on the Distribution page. Most of the required fields are on the ChartFields tab.

SpeedChart: Q, Multi-SpeedCharts Doc. Base Amount: 0.000

Personaize | Find | View A1 | B | 28 Firet B 4 o7 1 0 Lot

Distribution
' DetailsTax |[ Asset Information | Req Detail |[ Statuses || Budget Information |
e ———

Dist  Status  yechandise g yng und  FinDeptiD  ApproplD  *Account TCBUS  Project Activity ?:::*

1 Jopen o [ e[ la Jal[  Ja| | a | al la
1| | 3

I OK I Cancel |

Released 01.08.2016 (Version #1)
Page 72



State of Minnesaota

SWIFT >

o Integrated Financial Toois

PO 1 Create and Update Purchase Orders for Agency Buyer Roles

Enter the following distribution details:

e *Fund
* Fin DeptID
* AppropID
* Account
PC Bus Unit (only if agency is using projects)
Project (only if agency is using projects)
Activity (only if agency is using projects)
Source Type (only if agency is using projects)
Agcy Cost 1 (only if agency is using projects)

There may be SpeedCharts available to populate this transaction.

The Asset Information tab should always be checked to record if this is an asset. All agencies have different
polices for assets. If the item is not tracked at your agency, you need to remove the AM unit and Profile ID.

Click OK when you are done.

Step 6: Save, Get Approval, Budget Check and Dispatch the Purchase Order.
For more detailed information about these processes, refer to Lesson 1.

1. Save the Purchase Order.
e Return to the Main Purchase Order page. Click the Save button.
e After you save the new purchase order, SWIFT will assign a PO ID for it. The PO Status is “Open”.

] New wndow 7

Maintain Purchase Order
Purchase Order

Business Unit: G1001  Origin: 814 |Q Management Services PO Status: Open E( 4

|P0 ID: 3000003210 | Approval Exception Budget Status: Mot Chk'd ﬂﬁ @

Copy From: III ") Hold From Further Processing

*PO Date: D8/06/2015 [5) VendorSearch Response Documentaion poc Tol Status:  Valid Agency Reference: | |
Expiration Date: 5
*Vendor ID: D000307255  |@ BUYERS HEALTH CARE ACTION Receipt Status: Mot Recvd Doc Type:| BPA-Blanket Purchase Agreement v |
“Vendor: BUYERS HEA-001 |qy, Vendor Details *Dispatch Method: | Fhone M Dispaich
*Buyer: . a
PO Reference: Health Care Coordination Merchandise: )

Billing Add FreightTax/Misc.: 0.00 Calculate
*Billing Location: G104THFLOD Billing Address I
¢ Q Total Amount: . usD
Header Details Activity Summary
PO Defaults
Edit Comments
PO Activities Add ShipTo Comments

Add ltems From
Cataloc ltem Search

Personalze | Find | view A1l | B | 3 First K 1 2072 I Laat
Ship To/Due Date | Statuses || Item Information || Aftributes || RFQ |( Contract || Receiving
Line Item Description PO Gty *UOM Category Price Merckmdl::e‘ Status
1 B | Q [FY13-Heatncare & I 1.0000 L0 @ [s211150iQ N I " Open = =
2 = Q [Fri4-HealthCare 43 |6 100000l [pzt11s0le . ..--d [ . Jlopen (S I =

View Printable Version

Close Short All Lines *Go to: ... Maore .. v
View Approvals

=] oty

[Bv add | |7 UpdateiDisplay |
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2. Get Approval.

e Click the Submit for Approval green checkbox on the header to submit it for approval.

e SWIFT changes the PO Status from “Open” to “Pend Appr” (Pending Approval) or “Approved” if the
buyers’ security role includes self-approval. If the agency uses online approvals instead of authorizing a
buyer to self-approve, SWIFT will route the purchase order for review and approval.

3. Budget Check the Purchase Order.
The PO Status must be “Approved” before budget checking. Click the Budget Check icon to run the budget
check process.

Purchase Order Budget Check icon
Business Unit: 51001 Origine 309 @ Accounting Services PO Status: Approved Ex
PO ID: 3000003383 Approval Exception | Budget Status: Not Chk'd | ity @
Copy From: v Hold From Further Processing

e When SWIFT completes the Budget Check process, it will change the Budget Status to “Valid” and the
purchase order is ready to dispatch.
Maintain Purchase Order

Purchase Order

Business Unit: G1o01  Orgin:  [B0% QU accounting Services PO Status: Approved
PO ID: 3000003385 Approval Exception Budget Status: “alid
¥ Hold From Further Processing

Copy From:

4. Dispatch the Purchase Order.

In order to dispatch a purchase order, the following tasks must be successfully completed.

e PO Status is “Approved”
e Budget Status is “Valid”

To dispatch a purchase order, click on the Dispatch button.

=
Maintain Purchase Order
Purchase Order
Business Unit: 61001 Origin: (509 | Accounting Services PO Status: “approved B x
PO ID: 3000003211 Approval Exception Budget Status: Valid
Copy From: v Hold From Further Processing
e
*pO Date: 08/07/2015 [ VendorSearch Response Documentation poc Tol Status: walid Agency Reference: ,7
Expiration Date: ]
“Vendor ID: D000195572 @ SANDCREEK GROUP LTD THE Receipt Status: Not Recvd Doc Type:| DFC-Departmental Purcha
*Vendor: SAND CREEK-003 @ Vendor Details *Dispatch Method: | Emall v

e For email dispatch, validate the vendor email address or enter one time address.

e Click the OK button.
Click Yes to wait for the dispatch process to complete. OR, click No to run the dispatch process and

continue working.

When the dispatch has been successfully processed, the PO Status will be “Dispatched.”

Maintain Purchase Order

Purchase Order
Business Unit: G1001  Origin:  [509 Accounting Services PO Status: Dispatched AE x
POID: 3000003211 Approval Exception Budget Status: “alid
Copy From: r Hold From Further Processing
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Creating a Purchase Order Using the Copy From a Purchase Order

There are three different methods for copying existing documents into a new purchase order.

1. Purchase Order: SWIFT's Procurement Team recommends only using the Copy From Purchase Order
option here.

2. Requisition: There are certain circumstances that require sourcing a requisition directly into a purchase
order. For that scenario, refer to the Expedite Requisition process. This process is described in the
Requisition Process Quick Reference Guide.

3. Contract: Copy contract information at the individual line level of the new purchase order. Use the
Contract Search feature on the Contract tab. This process is described previously in this lesson.

These purchasing reference guides can be found on the SWIFT Training and Support web pages:
http://mn.gov/mmb/accounting/swift/training-support/

Be very careful when copying an existing purchase order into a new purchase order.
Make sure that everything copied correctly. Also, check the fields that may be different.

ChartFields may have changed between fiscal years.

Doc Types impact the information on a purchase order.
Update any Descriptions that refer to a previous fiscal year.
Taxes may need to be updated.

Make sure to check for attachments and delete old ones.

For more detailed information about any of these fields, refer to Lesson 1.
Copy from Another Purchase Order

e Navigation: Purchasing, Purchase Orders, Add/Update POs. Add a New Value

1. Access the Copy From field on the header. Select “Purchase Order”.

Viaintain Purchase Order
Purchase Order

Business Unit: 1001 Origin: Q
PO ID: MNEXT Dprov
|Cop1,r From:l r

2. Onthe Copy Purchase Order from Purchase Order page, enter the PO ID of the purchase order to use
for copying. Click Search.
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Maintain Purchase Order

Copy Purchase Order from Purchase Order

o in: 3000003216_|Q, | PO Date: i

Vendor: Q Status: |:|

Vendor ID: & Origin: I_Q

Buyer: | & Item 10 | Q
PO Reference: | Category: | Q

3. Onthe Select PO page, click the Select button of the desired purchase order. Click OK.

First K1 4.of 1 13 oot

[ Details WY e=Cog i (e

Select POID PO Date PO Status Vendor 1D Vendor
[« 3000003216 08Mas2015 Dizpatched 0000195572 SAND CREEK-DD3
fold Cancel

e You may receive a message. Click OK.

Copying from a PO will overwrite the existing PO, Continue? (10200,44%)

If you continue, the system will overwrits the existing PO Header, Lines, and Schedules. If you do not wish to do this, sslect 'Cancel.

QK Cancel

4. The details of the original purchase order are copied over. Some fields will return to the default when
copied.

Always verify the copied data for accuracy.

5. Depending on the type of document you copied from, follow the instructions previous described in this
Lesson.

6. Here is an example of an initial purchase order created by copying another purchase order. All of the
relevant fields were populated. Most of the relevant fields are open for updating.

Released 01.08.2016 (Version #1)

Page 76




. State of Minnesaota

SWIFT >

o Integrated Financial Toois

PO 1 Create and Update Purchase Orders for Agency Buyer Roles

Maintain Purchase Order
Purchase Order
Business Unit: Gioo1  Origin: 313 /R Management Analysis & Deviopmt PO Status: Open [
PO ID: MEXT Approval Exception Budget Status: Mot Chk'd
Copy From: Hold From Further Processing
# : /05/2015 3 \endor Search Response Documentation . sl
PO Date: 08/05/2015 |2 VeEndor Search Doc Tol Status:  alid Agency Reference:
Expiration Date: [
i : IMWK-Master ProfiTech Work Ord v
*Vendor ID: DODOZ05037 @, WILDER AMHERST H FOUNDATION, F Receipt Status: Mot Recvd ‘[I'J:ge- [ aster ProfTech Work Order ¥ |
. ; ; . [Ph v Dispatch
“Vendor: [WILDER AMH-001 |Q, Vendor Details “Dispatch Method: [Phone v | i
*Buyer: D1108578 Q. Edwards Margaret £ e e
PO Reference: Pm 5102 Merchandise: 52,365.00
Biling Add FreightTax/Misc.: 0.00 Calulate
*Billi ion: G10MADDDDD Lilling ACOress
Billing Location: = Q Total Amount: 5238500 USD
Header Details Activity Summary
PO Defaults
Add Comments
PO Activities Add ShipTo Comments
Catalog ltem Search
Lines Persornsize | Find | View Al | B | 3 First Kl 42 072 DY Lot
m Ship To/Due Date || Statuses Item Information Attributes | RFQ Contract || Receiving =0
Line tem Description PO Gty SUOM  Category Price M“;";’n":ﬁ Status
1 [ Q |[2015-102 FY18 AR B 1.0000[E4 |@ |[R0101600Q, | 28085.00000 28,085.00 Open oS EE
2 B Q@ ||2015-102 P EL 1.0000 [EA | |[e0101600CY, [24280.00000 24,280.00] Open O E =
\iew Printable Version 5
Close Short All Lines *Go to: ... More .. v
\iew Approvals
& Save | |[=] Notify [Es Add | | ) Update/Displ

Creating a Purchase Order with Multiple Lines and/or Distribution Lines

This topic covers the process steps to enter purchase orders with multiple lines and multiple distribution lines into
SWIFT. You can add multiple distribution lines to split the cost of a purchase

NOTE: Not all purchase order types follow these steps in this exact order. For more information about the
individual types of purchase orders, review Lesson 3 on Document Types.

e Step 1: Add Header Information.

e Step 2: Complete the Lines Section.

e Step 3: Add Schedules Information.

e Step 4: Add Distribution Information.

e Step 5: Save, Budget Check and Dispatch the Purchase Order

Depending upon the type of purchase order you are entering, follow the steps described earlier in this lesson. For
this topic, we will create a purchase order without referencing a contract.

For more detailed information about any of these fields, refer to Lesson 1.
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Step 1: Add Header Information.

The header contains information that applies to the entire purchase order. This example demonstrates adding a
Blanket Purchase Order.

1. Create a new purchase order.
e Navigation: Purchasing, Purchase Orders, Add/Update POs.

e On the Purchase Order page, the Add a New Value tab defaults. On this page, enter the Business
Unit and click on the Add button.

2. Enter or confirm the required fields on the header of the Maintain Purchase Order page.

e These fields are described in detail in Lesson 1.
e Enter the Vendor ID. Select the Doc Type (e.g., “DPO" for this example). Enter the Billing Location.

Purchase Order

Business Unit: G1001  Origin:  [ONL |G PO Status: Open 4
POID: MNEXT Approval Exception Budget Status: Mot Chi'd
Copy From: A "/ Hold From Further Processing

~ Header

*PO Date: 12M16/2015 [ VendorSearch Response Dotumentation poc Tol Status:  Valid Agency Reference: |
Expiration Date: 21

*Vendor ID: 0000307255 @, BUYERSHEALTH CARE ACTION Receipt Status: Not Recvd Doc Type: BF’A—EIankel Purchase Agreement M
*Vendor: BUYERS HEA-D01 |@, Vendor Details *Dispatch Method: | Phone v i |
*Buyer: [TEST_TRN1 Q TestTraier 1 R —
PO Reference: | Merchandise: oo
- FreightTax/Misc.: 0.00 Calculate
*Billing Location: Billing Address ;
. Total Amount: 000 uUsD

Step 2: Complete the Lines Section.

The purchase order line tabs allow you to input details about what is being ordered or encumbered. You can use
the “+“or “—“signs on every tab to add or subtract lines as needed.

NOTE: Some agencies save the document as soon as the first line on the main page is completed. This way
their work is not lost if SWIFT times out. Once the PO ID populates, staff can return to the draft purchase order to
complete the remainder of it.

1. Enter Line information on the Details Tab.
You will enter most of the line information on the Details tab if you are not referencing a contract.

Select Description or Iltem

PO Quantity

UOM (Unit of Measurement): Defaults if Item is selected
Category: Defaults if Item is selected.

Price: May default if Item is selected.

Personaiize | Find | View A1 | B | 38 First 1 42072

Ship To/Due Date Statuses Item Informaticn Adtributes RFQ Contract Receiving

Line Item PO Gty |Priae Me“’:i:‘:dﬁ Status
1 B Q (Fri4-HealthCare | 1 £ 1.0000 [LO |@ [e211150(¢, ([1.000.00000 1,000.00/ Open o = =
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2. Add a New Row:
Click the Add a New Row button to add additional lines to the purchase order.

Lines
5 To0im O

Sistuses || ltem Information || Aftibutes || BFQ | Contract || Recewing | [C0W)

Line Item Description | PO Qty SUOM  Category Price e | Stts
11 =N @ ||EAP Seminar A8 | B 1.0000 |[EA |@ |js100000@ |[500.00000 S00.00 Open [} E&

A new window pops up. It prompts you on how many rows you wish to add. Enter the number of rows you wish
to add. Click OK.

Enter number of rows to add:

1

0K | Cancel |

3. The second row appears in the line section. Enter the line details for Line 2. Click the Schedule
button.

Personalze | Find | Visw Al |™" | Hii Fist B {-20f 2 14 { asf

[FFF W ship To/Due Date | Statuses | [tem Information || Aftributes | RFQ || Contract | Receiving

Merchandise Status

Line Ttem Description PO Gty *UoM Category Price s
1 Bl Q ([Fri4-Heatthcare | 4@ |BY 10000 L0 @ |[217150iq [[1,000.00000 | [ 1.000.00) Open o = =
2 = @ |FYi5-Heathcare | 3 B 100000 |G [B211150iG [1.20000000| | 120000 @pen (D = E =

4. Onthe Lines page, you can review

Step 3: Add Schedules Information.

1. Click on the Schedules icon for Line 1 to get to the Schedules page for Line 1. Then repeat for Line 2.

Personaize | Find | View &1 | B 1 3 mra 5 2012 0 o

@™ "8 ' Ship To/Due Date Statuses || ltem Information || Aftributes || RFQ || Contract Reteiving

Merchandise g b o Schedules icon |

Line Ttem Description PO Gty *UoM Category Price A it
1 = /@ [Fris-Heamncare | G € 1.0000|L0 (@ ([211150(Qy, |[1,000.00000 | 1,000.00] Open o - Eli

2. Add Schedule information for each line.

Schedules
Unit: 1001 Vendor: HEIMRICH E-001 PO Status: Dispatched
PO ID: 3000003221 PO Date: DRIDS/2015 Change Order: 1

Return to Main Page
Lines Find | View A8l Fir=t | 1 or2 O e

Line: 1 Item: Printed Envelopes: TM-C-1, 9 x 12 open side PO Qty: 1.0000 Ea Merchandise Amt: 2317.80Us0
'ti1 ooklet. Verfical poly window — (4 x2 %L 2 B
3 ey - v

T s _sosmen | yaowg | Besves || Emgn | mv | (=

Sched *Duge Date *Ship To Ship to GLN *PO Qty Price SR

" B |osw0sr2015 G104THFLOD = 1.0000] 2,317.60000 2,317.60| Active G ol | 2B & Eli
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ANOTHER OPTION: if you click on the Add a Row icon within the Schedules page, you can create a hew

schedule line. Each line of the purchase order will create its own schedule.
Lines

Find |view1 First K 4 2072 13 (o
Line: 1 ftem: 26848 PLATE SOIL.GUARDRAIL PO Qty: 1.0000 EA Merchandise Amt: 1,00000 USD

Personaizs | Eind | View Al B | 2 First K01 ort D gt

7P  Statuses || Shipment || Matching | Recening | Freight || RTV
= L

Sched *Due Date *Ship To Ship to GLN *PO Oty Price Mechandise [statis

1 E pon7rois |5 | Q e 1.0000/ | 1,000.00000 1,000.00 Active T o B =

Line: 2 ftem: 35611 POST 48 CRAY-BLKW/SOIL ANCHORSAFE- PO Qty: 1.0000 EA Merchandise Amt: 70000 USD
HIT SH348GPR-MKV12

| Personaiize | Find | View AT | pe KD g o g 13 Last
EEET3R ( Staiuses | Shipment | Matehing | Receiving || Freight | RTV |
: il |

& P c . = Merchandise
Sched Due Date Ship To Ship to GLN PO Gty Price ABOnE Status
1 B (penvzo1s 5 | Q E| 1.0000 700.00000 700.00 Active o B B =

e Make sure you are adding the schedule lines in the correct section.

e Update the Schedule information such as the Ship To.

3. Click on the Distributions/ChartFields button for each schedule line.

Lines Find | View Al First - 1 0f 2 Ld |as
Line: 1 Item: FY14 - Health Care Manuals PO Qty: 1.0000 LO Merchandise Amt: 1,000.00 UsSD

Personskize | Find | View Al | B | 3% First K1 1071 D Last
(L) statuses | Shipment | Matching | Receiving | Freight || RTV | Distribution/ChartFields icon
Sched *Due Date “Ship To Ship to GLN *PO Qty Price Merchandise  status

1 B (1211612015 | |[G104THFLODJR, = 1.0000 1,000.00000 | [ 1,000.00] Active

Step 4: Add Distribution Information to the Purchase Order.

Enter in the ChartField information on all lines and distribution lines. When you have completed, click on OK to
return to the Schedule page.

T
Personaiize | Find | iew 21 [ B | 3 First KTy

L S OB DetailsTax || Asset Information | Req Detail | Statuses || Budget Information |
= = = =

Dist  status  percent  MerChandise oo gy Agey Sw o Agey
1 Open 100.00000 | 1,000.00 USD MNO01)@, |2001)q [B1037200Q, || q 411304 o [ o Q, |[z1oo01gq,
|

4

[C=&1 || cancel |

Splitting the Distribution

On the Distribution/ChartFields page, you can split the distribution in several ways: based on a percent, a
specific quantity or a specific dollar amount. The default is Quantity or Percent.

e To change the distribution to a dollar value or percent, change the Distribute By to “Amount”. This will

open up the Merchandise Amount field, which can be edited. Some types of purchase orders cannot be
changed.

e If you change one field (e.g., percent, quantity or amount), the other fields will be adjusted.

Released 01.08.2016 (Version #1)

Page 80



Fn State of Minnesota

SWIFT >

Statewice Integrated Financial Toois

PO 1 Create and Update Purchase Orders for Agency Buyer Roles

¢ All distribution lines must total 100% and match the total quantity or dollar amount for the schedule.

Distribution Type

Quantity The purchase order is being created using Item on the Details line.

e The PO Qty defaults from the Price added in the lines section.
e Merchandise Amount is grayed out.

e Description, Unit of Measure (UOM) and the Category are populated
from the Item code.

Amount The purchase order is being created using Description on the Details line.

e The purchase order dollar amount
e Quantity is grayed out. Could update the Dollar Amount.

# First Kl 120f2 1 Last

5 5
Detsils/Tax || Asset Information || Req Detsil |( Statuses |[ Budget Information | [T
= A—

Dist Status Percent rl_enr;l::trldise [Currency *GL Unit Fund Fin DeptlD 2221 *Account (s;.:st gggz ApproplD PC Bus Unit  Proj
1 Cpen | 72,0000 | 52,560.000 psD MMO01 1000 G1034000 411553 G10DDD4
2 Open | 28.0000 | 20,440.00 JJSD TAMO01 2001 51024000 411553 G100012

Once the schedule and distribution line information is complete, click on the Return to Main Page link.
[RETm o Wal Page |

Line: 1 Item: FY14 - Health Care Manuals PO Gty: 1.0000 LO Merchandise Amt: 1,000.00 USD

Statuses || Shipment || Matching || Recehing | Freight || RTV
-

Sched *Due Date *Ship To Ship to GLN PO Qty Price Mo e Status
1 B 12162015 |3 [B104THFLOOGQ = 1.0000 [ 1,000.00000 [  1,000.00] Active T & B = =

On the Main Page, add the Origin.

Purchase Order
Business Unit: G1001 509 |Q PO Status: Open 4
POID: NEXT Approval Exception Budget Status: Not Chk'd
Copy From: | v | Hold From Further Processing

Step 5: Save, Get Approval, Budget Check and Dispatch the Purchase Order.

1. Save the Purchase Order.
Return to the Main Purchase Order page. Click the Save button.
e After you save the new purchase order, SWIFT will assign a PO ID for it. The PO Status is “Open”.

2. Get Approval for the Purchase Order.
e Click the Submit for Approval green checkbox on the header to submit it for approval.

e SWIFT changes the PO Status from “Open” to “Pend Appr” (Pending Approval) or “Approved” if the
buyers’ security role includes self-approval. If the agency uses online approvals instead of authorizing a
buyer to self-approve, SWIFT will route the purchase order for review and approval.
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3. Budget Check the Purchase Order.
The PO Status must be “Approved” before budget checking. Click the

check process.

Budget Check icon to run the budget

Budget Check icon

Purchase Order
Business Unit: 31001 Origine (309 | Accounting Services PO Status: Approved B
PO ID: 3000003383 Approval Exception | Budget Status: Not Chicd | iz i=|
Copy From: M Hold From Further Processing

[ )
purchase order is ready to dispatch.

When SWIFT completes the Budget Check process, it will change the Budget Status to “Valid” and the

Maintain Purchase Order

Purchase Order
508 |QL  Accounting Senvices

Business Unit: 1001 Origin:
PO ID: 3000003385 Approval Exception
L

Copy From:

PO Status: Approved

Budget Status: /alid
Hold From Further Processing

Dispatch the Purchase Order.

e PO Status is “Approved”
e Budget Status is “Valid”

To dispatch a purchase order, click on the Dispatch button.

In order to dispatch a purchase order, the following tasks must be successfully completed.

Maintain Purchase Order
Purchase Order
Business Unit: G1001  Origin:  [509 |Q  Accounting Services PO Status: Approved B x
PO ID: 3000003211 Approval Exception Budget Status: Valid
Copy From: v Hold From Further Processing
*PO Date: D&I07/2015 [ VendorSearch Response Documentation  pec Tol Status: Valid Agency Reference: ,_
Expiration Date: 1]
*Vendor ID: 0000195672 @, SAND CREEK GROUF LTD THE Receipt Status: Not Recvd Doc Type:| DPG-Departmental Purcha
“Vendor: SAND CREEK-003 | Vendor Details *Dispatch Method: | Email v

[ )
e Click the OK button.
e Click Yes to wait for the dispatch process to complete. Or,

continue working.

When the dispatch has been successfully processed, the PO Status will be “Dispatched.”

For email dispatch, validate the vendor email address or enter one time address.

click No to run the dispatch process and

Maintain Purchase Order

Purchase Order
Business Unit: 31001 Origin: 509 Accounting Services PO Status: Dispatched A E x
POID: 3000003211 Approval Exception Budget Status: “alid
Copy From: ¥ Hold From Further Processing
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Lesson Summary

After completing this lesson, you should be able to:

e Gain an overview of the process steps to enter a purchase order that does not reference a contract.
e Understand the requirements, options and fields involved in those process steps.

e Create a purchase order that does not reference a contract.

e Create a purchase order that does reference a contract.

e Create a purchase order by copying an existing purchase order.

e Create a purchase order with multiple lines.
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Lesson 3: Purchase Order Document Types

Lesson Overview

Document Type is a field within the Procurement module in SWIFT. This field differentiates among the functions
for a requisition, solicitation, contract or order. This lesson will help you determine which Document Type to
select.

This lesson provides an overview of the purchase order document types that may or may not reference contracts.
These contracts may be a master, state-wide or agency-wide contract. A purchase order generated from these
contracts is a legal document. This legal document creates a request for goods and sometimes services as well
as an obligation to pay for them. The purchase orders typically are likely to be for the purchase of goods.

The purchase order document types covered in this lesson are:
Blanket Purchase Agreement (BPA)

Blanket Purchase Order against a Contract (BPC)
Blanket TG/ED/VO Purchase Order (BTG)

Contract Release Order (CRO)

Department Purchase Order (DPO)

Direct TG/ED/VO Purchase Order (DTG)

Emergency Purchase Order (EMR)

Field Purchase Order (FPO)

Master Services Order (MSO)

CoNooA~AWNE

After completing this lesson, you should be able to:

e Gain an overview of the various purchase order document types

e Be able to determine which purchase order document types fit which transactions.
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Purchase Order Document Selection Guide

The Purchase Order Document Selection Guide provides an overview of the factors to explore before selecting
the correct purchase order document. Use this checklist of items to consider for selecting purchasing
documents. Follow the flow chart to help you determine which type of document fits the purchasing transaction.

—'I APK |—’| Entered azainst an APK contract |
_4 MWK |—’| Fntered against an MWK contract |

»  KEO Entered against all other ‘encumbering contacts':
— (ASK, EAK, GRK, 1AK, JPK, LDK, LSK, PPK, PTK, RWK)

Rece ve approved
purchase request

Yes .
—_— CEO |—™ Entered against contract related contract (e.g., BBC, OCC, RWC)

—Il-l CRO |—b| Entered against AGC, ASC, IAC, JPC, PPC, SAC, 5CC and S5C contracts |

Yes —4 DTG |—’| Entered against ACG or ASC contract |

_.l BPC |_’| Blanket against AGC, ASC, IAC, JPC, PPC, SAC, SCC and SSC contract |

Contract?

—Pl BPASBTG |_’| Blanket to one vendor/TG Vendor use AGC, ASC or PTK contract |

Yes
Blanket or g | BPM |—’| Blanket to multiole vendors (usine PLACEHOLDR vendor) |
emergency?
—.l EMR |—.| Emergency Purchases |
_.l DPO |—"| ALP-related DPO =< 510,000 |
Mo

—l"l FPO |—|"| al P-related Field PO =<85. 000 |
—h-l S50 |—Iv-| Single Source Purchase Orders |

|
™ RMO |_"‘| Real Estate Remodel PO between $2,500.01 and $8,000.00 |

| Strategic Sourcing I *  POR —F'l Formally Bid PO |

NOTES:

® ALP refers to Authority for Local Purchase, which is a procurement certification process for agency
buyers managed by the Department of Administration.

e Purchase Order Document Types not covered in PO1 Create and Update Purchase Orders for Agency
Buyer Roles User Guide are covered in PO4 Create and Update Purchase Orders for Contract
Encumbrance Roles User Guide.
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Purchase Order Categories

There are three categories of purchase orders used in SWIFT. Within these categories are document types
associated with these purchase orders. This lesson explains these document types.

1. Non-Blanket Purchase Orders:
These are the standard purchasing documents for procuring within a buyer’s Authority for Local Purchase
(ALP) limit. They are also used for purchasing from established state contracts. Orders must name the
vendor and the specific commodities and quantities involved. These documents are dispatched to the vendor
unless otherwise stated. You may exceed the original order amount at time of payment within statewide
matching tolerances (10% or $50, whichever is less).

The document types used for non-blanket purchase orders are:
Contract Release Order (CRO)

Department Purchase Order (DPO)

Direct TG/ED/VO (DTG)

Emergency Purchase Order (EMR)

Field Purchase Order (FPO)

2. Blanket Purchase Orders:

Use this purchase order type to encumber funds for multiple purchases or multiple vendors. They are not
dispatched to the vendors. These purchase orders are typically used for annual recurring purchases such as
utilities. Use them to specify the commaodities involved and the total dollar amount being set aside for that
purpose. Blanket orders default to Amount Only and a Quantity of “1”. This allows for payments less than the
unit price and a total Quantity received of greater than “1”. Multiple payments are expected, with varying
voucher amounts. Use a change order if the purchase exceeds the original blanket order amount.

The document types used for blanket purchase orders are:
e Blanket Purchase Against a Contract (BPC)

e Blanket Purchase Agreement (BPA)

e Blanket TG/ED/VO (BTG)

3. Encumbering Purchase Orders:
They are used only to encumber money against professional/technical, grant and construction type
contracts. These purchase order document types are covered in PO4 Create and Update Purchase
Orders for Contract Encumbrance Roles.
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Process Steps to Create Purchase Orders

NOTE: Not all purchase order types follow these steps in this exact order. For more information about these
steps, review the PO1 User Guide: Creating Purchase Orders. Lesson 2 covers Steps for Creating Purchase
Orders.

Steps for Creating Purchase Orders that Do Not Reference a Contract.

Step 1: Add Header Information.

Step 2: Complete the Lines Section.

Step 3: Add or Update Schedules Information.

Step 4: Add Distribution Information.

Step 5: Save, Route for Approvals, Budget Check and Dispatch the Purchase Order.

These purchase order document types do not reference a contract.

e Department Purchase Order (DPO)
e Emergency Purchase Order (EMR)
e Field Purchase Order (FPO)

Steps for Creating Purchase Orders that Reference a Contract.

Step 1: Enter Contract Information.

Step 2: Add Header Information.

Step 3: Complete the Lines Section.

Step 4: Add Schedules Information.

Step 5: Add Distribution Information.

Step 6: Save, Route for Approvals, Budget Check and Dispatch the Purchase Order.

These purchase order document types reference a contract.

Blanket Purchase Against a Contract (BCP)
Blanket Purchase Agreement (BPA)
Contract Release Order (CRO)

Master Service Order (MSO)
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Purchase Order Document Types

Some Purchase Order Document Types reference the need to search the Office of State Procurement (OSP)

website for contract releases. www.mmd.admin.state.mn.us

1. Blanket Purchase Agreement (BPA)

This type of purchase order is used to set up an “umbrella amount” of money with a single vendor for a specific

purpose. Blanket Purchase Against Multiple Vendors (BPM) is used for multiple vendors. The purchase order

only needs to be established once each fiscal year. Receipts and vouchers are recorded against it. SWIFT will
print a file copy. These purchase orders are not dispatched to the vendor.

Preparation prior to entering this type of purchase order

e Always search the Office of State Procurement website to see if there is a contract. If the purchase is a
blanket purchase order that references a contract, use Blanket Purchase against a Contact (BPC).

Use the Steps for Creating Purchase Orders that Do Not Reference a Contract to enter these purchase
orders.

Make sure that the Document Type is BPA.

Adding Comments on the header is recommended.

The purchase order will default to Amount Only on the lines section.
The default Dispatch Method is “Phone.”

2. Blanket Purchase against a Contract (BPC)

A BPC encumbers funds. It is used to set up an “umbrella amount” of money against existing State Commodity
(SCC), Agency Goods (AGC), State Service (SSC), or Agency Service (ASC) contracts. It may also be used
against an Interagency Contract (IAC), Joint Powers Contract (JPC), Public/Private Partnership Contract (PPC) or
Software License/Maintenance Contract (SAC). The purchase order only needs to be established once each
fiscal year. Receipts and vouchers are recorded against it. SWIFT will print a file copy. These purchase orders
are not dispatched to a vendor.

Preparation prior to entering this type of purchase order

e Search the Office of State Procurement (OSP) website for contract releases. The contract release will
provide the contract number and vendor number.

e The contract release will also identify any distributors that are listed on the contract.

e Make sure the contract has a valid effective date. If it is expired, you cannot use it.

Use the Steps for Creating Purchase Orders that Reference a Contract to enter these purchase orders.
e Make sure that the Document Type is BPC.

The Contract and Contract Line Numbers must be referenced.

SWIFT will validate that a Contract ID is referenced on every line of the BPC purchase order.

The purchase order will default to Amount Only on the lines section.

The default Dispatch Method is “Phone.”
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Used only for purchases from TG/ED/VO vendors under the Equity Select program. TG/ED/VO vendors are
Targeted, Economically Disadvantaged and Veteran Owned. Use this type of purchase order to set up an
“umbrella amount” of money with a single vendor for a specific purpose that ranges from greater than $5,000.00
up to $25,000.00. The vendor is from a Targeted Group (TG), Economically Disadvantaged (ED) or Veteran
owned. They are Amount-based. You can change the Price but not Quantity. The purchase order only needs to
be established once each fiscal year. It can be used for contract and non-contract purposes. BTG purchase
orders that reference a contract are not dispatched to the vendor. BTG purchase orders that do not reference a
contract are dispatched to the vendor.

o If referencing a contract, use Contract Document Types AGC,ASC, or PTK.

Preparation prior to entering this type of purchase order:
e The vendor is currently TG, ED or VO certified.
The purchase order total amount is $25,000 or less and no other bids were solicited.
Make sure that the Document Type is BTG.
Adding Comments on the header is recommended.
The purchase order will default to Amount Only on the lines section.
The default Dispatch Method is “Phone.”

4. Contract Release Order (CRO)

The Contract Release Order (CRO) is used on purchase orders where there is a contract referenced in all lines of
the purchase order. A CRO is used for each purchase against the contract. Receipts and vouchers are recorded
against it. The contract and contract line number must be referenced. The purchase order is typically dispatched
to the vendor.

e The CRO is used to place orders against existing State Commodity (SCC), Agency Goods (AGC), State
Service (SSC) or Agency Service (ASC) contracts.

e It may also be used for an Interagency Contract (IAC), Joint Powers Contract (JPC), Public/Private
Partnership Contract (PPC) or Software License/Maintenance Contract (SAC).

Preparation prior to entering this type of purchase order

e Search the Office of State Procurement (OSP) website for contract releases. The contract release will give
the user the contract number and vendor number.

e The contract release will also identify any distributors that are listed on the contract.

e Make sure the contract has a valid effective date. If it is expired, you cannot use it.

e Make sure the Category Code is accurate for the purchase.

Use the Steps for Creating Purchase Orders that Reference a Contract to enter these purchase orders.

e Make sure that the Document Type is CRO.

5. Department Purchase Order (DPO)

DPOs are typically dispatched to the vendor. They are used for purchases within your ALP authority up to and
including $10,000.00. If the DPO is over that amount, use an Open Market Requisition (OMR) requisition
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document. Learn about requisitions on the SWIFT Training Reference
Guides. http://mn.gov/mmb/accounting/swift/training-support/reference-quides/index.jsp

Preparation prior to entering this type of purchase order

e Prior to entering the purchase order in SWIFT, users must search the OSP website for contract releases
to assure no contract exists. If a contract exists, choose CRO as the Document Type.

¢ Response Documentation is required for low dollar bids (between $2500.01 and $10,000.00). Bids for
DPOs must be obtained and are entered on the response documentation page. One bid for $5,000 or
less, two bids for $5,000.01 to $10,000.

e The Response Documentation page tracks the informal bids that were received per the ALP buying
procedure. When two bids are required, the winning vendor (vendor used on purchase order) and the
additional vendor are entered.

Use the Steps for Creating Purchase Orders that Do Not Reference a Contract to enter these purchase
orders.

e Make sure that the Document Type is DPO.

e Adding Comments on the header is recommended.

e The Exception Type field is used in cases where OSP has granted approvals to purchase above the
buyer's ALP (by statute, OSP delegations, one-time approvals, etc.). Additionally, the field is used for
emergency purchases.

o If an Exception Type is used, include the reason for the exception and a justification for it. The
reason for the exception is entered in the Comments on the header.

If using Response Documentation, enter information about the bidding results. Enter the Bid
Amount and Bid Date.

6. Direct Targeted Purchase Order (DTG)

Used only for purchases from TG/ED/VO vendors under the Equity Select program. TG/ED/VO vendors are
Targeted, Economically Disadvantaged and Veteran Owned. Use this type of purchase order to set up a specific
amount of money with a single vendor for a specific purpose that ranges from greater than $5,000.00 up to
$25,000.00. The vendor is from a Targeted Group (TG), Economically Disadvantaged (ED) or Veteran

owned. DTGs are typically dispatched to the vendor. They are Quantity-based. You can change the Quantity
but not the Price. It can be used for contract and non-contract purposes. DTG purchase orders that reference a
contract are not dispatched to the vendor. DTG purchase orders that do not reference a contract are dispatched
to the vendor.

o If referencing a contract, use Contract Document Type AGC or ASC.
Preparation prior to entering this type of purchase order:

The vendor is currently TG, ED or VO certified.

The purchase order total amount is $25,000 or less and no other bids were solicited.
Make sure that the Document Type is DTG.

Adding Comments on the header is recommended.

The default Dispatch Method is “Email.”
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7. Emergency Purchase Order (EMR)

The EMR Doc Type is used for an emergency purchase according to the Department of Administration’s
emergency purchasing policy. EMRs are used only when there is a threat to public health, welfare, or safety that
threatens the functions of government, the protection of property, or the health or safety of people. The use of
this purchase order type bypasses the Human Rights certification. These purchase orders are typically
dispatched to the vendor.

Preparation prior to entering this type of purchase order

¢ Make sure the requested transaction falls within the definition of an emergency before proceeding.

e Prior to entering the purchase order in SWIFT, users must search the OSP website for contract releases
to assure no contract exists. If a contract exists, choose CRO as the Document Type.

Use the Steps for Creating Purchase Orders that Do Not Reference a Contract to enter these purchase
orders.

Make sure that the Document Type is EMR.

Select an Exception Type of emergency.

Include a Justification.

The forms are located on the ALP Manual on the Department of Administration website.

8. Field Purchase Order (FPO)

The FPO limit is $5,000.00, both a policy and system limit. Use should be in accordance with Policy 2 of the ALP
Manual. FPO documents encumber; will print a file copy; receipts and vouchers are recorded against it. One bid is
required. These purchase orders are not typically dispatched to the vendor.

Preparation prior to entering this type of purchase order

e Prior to entering the purchase order in SWIFT, users must search the OSP website for contract releases
to assure no contract exists. If a contract exists, use the CRO Document Type.

Use the Steps for Creating Purchase Orders that Do Not Reference a Contract to enter these purchase
orders.

o Make sure that the Document Type is FPO.
e The Dispatch Method is phone.

9. Master Services Order (MSO)

MSOs are rarely used. The Master Services Order (MSO) is used for services against Master Contracts (MSC).
Master Contracts are set up to address potential non-professional/technical service needs. They cover generally
identifiable tasks in measurable blocks of service for definable outcomes under specified vendors. One vendor is
responsible for all statewide services for a specific purpose (e.g., snow removal services). The Department of
Administration’s Office of State Procurement (OSP) can set up Master Contracts for all agencies to use.
Agencies may also set up their own Master Contracts. Receipts and vouchers are recorded against the MSO.
The contract and contract line number being used are entered. MSQO’s encumber funds to a specific vendor
identified on the master contract.

Released 01.08.2016 (Version #1)

Page 91



,,.'f“ 4) State of Minnesota

An individual Master Contract is entered for each vendor involved. Master Contracts do not encumber. They may
run for multiple years. A Master Contract is a fixed price contract.
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Lesson Summary:
After completing this lesson, you should now be able to:

e Gain an overview of the various purchase order document types

e Be able to determine which purchase order document types fit which transactions.
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Lesson 4: Updating Purchase Orders

Lesson Overview

Before you dispatch a purchase order, you can modify it. Once a purchase order has been created, dispatched
to the vendor and needs updating, it may require a change order.

Change orders are modifications for a purchase order.

e A change order is created when a material change is made to a previously dispatched purchase order.
e Materials changes are those that impact the vendor (e.g., price, quantity, item and description).

e These changes require that you re-approve, re-budget check and re-dispatch these updated purchase
orders.

e A change order is related to a material change after the initial dispatch.
Limitations to changes to purchase orders once it has been dispatched.

Vendor: Cannot be changed unless it is a DPO and no payments have been made.
Vendor Location: Can be changed if no payments/receiving has been made
Document Type: Cannot be changed

Quantity: If the purchase order has been partially or fully received, the quantity cannot be reduced below
the received quantity.

The majority of updates to purchase orders can be done directly on the purchase order. Use the Buyer's
WorkBench to close purchase orders or purchase order lines. This is covered in Lesson 5.

After completing this lesson, you should be able to:

e Make a Change Order
s Process Cancellations

s Print a Purchase Order
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Make a Change Order
Topic Overview

Once a purchase order has been created and dispatched to the vendor, it may need to be changed. A change
request can come from a variety of sources, a phone call with a vendor, through e-mail, or in-person. Change
orders are only for those purchase orders that have been previously dispatched.

In this topic you will learn:

The steps to create a change order.

The sections on the dispatched purchase order where change orders occur.

A summary of the fields of a dispatched purchase order that can be updated.

How to update a previously dispatched purchase order.

How to re-budget check and re-dispatch the purchase order after changes have been made.

Update the Purchase Order

Make all changes to purchase orders in SWIFT’s Maintain Purchase Order page. A change order created from
the Maintain Purchase Order page will produce a duplicate of the original purchase order to send to the vendor
only if it is needed. It also includes the requested changes. Not all changes to purchase orders are sent to the
vendor. It will only be sent to the vendor if the dispatch is set to email and the vendor email is listed.

Steps to Create a Change Order.

1. Search for and Select the Applicable Purchase Order.

e Navigation: Purchasing, Purchase Orders, Add/Update, Find an Existing Value
e Enter the PO ID and click the Search button.

Purchase Order

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

| | Add a New Value

>

[Business unit] = v G100 Q
EOT0:] begins with v |[3000003255

Origin: begins with Q
Purchase Order Date: = v E;J

PO Status: = v v
Short Vendor Name: Q.
Vendor ID: begins with v Q
Vendor Name: begins with ¥ Q
Buyer: begins with Q

Buyer Name: begins with * Q

PO Type: = r v

Purchase Order Reference:| begins with v

Case Sensitive

Search Clear | Basic Search Save Search Criteria
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2. Update the Purchase Order or Purchase Order Line.

e Use the Change Order icon on the header (e.g., blue triangle).

Purchase Order

Business Unit: G1001  Origin:  [S09 Accounting Services PO Status: Dispatched IE' & x
PO ID: 3000003255 Approval Exception Budget Status: “alid
Copy From: r Hold From Further Processing

e Update the purchase order (e.g., Quantity or Price).

3. Process the Purchase Order.
e Click the Save button at the bottom of the purchase order.

0 The purchase order is saved with the updates.
0 The PO Status is “Open”.
0 The Budget Status is “Not Chk'd”.

e Make sure the purchase order is approved.

o If you are not set up for self-approval, you will need to make sure it passes approval during the
batch processing. The PO Status is “Pend Appr” (pending approval).

o If you are set up for self-approval, the PO Status will be “Approved”.

IMaintain Purchase Order
Purchase Order

Business Unit: 1001 Origin: 574 Management Services PO Status: Pend Appr | AE x
PO ID: 3000003256 Approval Exception Budget Status: Nat Chk'd ﬂa @

e When the purchase order is ready for further processing, the PO Status is “Approved”. The Budget
Status is “Not Chk'd”. There is a new field, Change Order, which has a value of “1". This means that one
change order has been processed on this purchase order.

aintain Purchase Order
Purchase Order

Business Unit: 31001 Origin: 509 Accounting Services PO Status: Approved N B x
PO ID: 3000003218 Approval Exception Budget Status: Not Chkcd iy @

I Change Order: 1 |

4. Click the Budget Check button.

Maintain Purchase Order .
Purchase Order BUdget CheCk iIcon
Business Unit: 31001  Origin:  |509 Accounting Services PO Status: Approved A B x
PO ID: 3000003218 Approval Exception Budget Status:  Not Chicd |

Change Order:

e When the PO Status is “Approved” and the Budget Status is “Valid”, you can dispatch it.
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5. Confirm the Dispatch Method and click the Dispatch button.

Maintain Purchase Order
Purchase Order
Business Unit: G1001  Origin: Accounting Services PO Status: Approved A B X
PO ID: 3000003218 Approval Exception Budget Status: “alid
Change Order: 1
Copy From: |:| [l Hold From Further Processing
~ Header
*PO Date: 08/18/2015 ‘VendorSearch  Response DOCUMENtAlion  poc Tol Status:  Valid Agency Reference: | |
Expiration Date: El Backorder Status: NotBackordered Create BackOrder
*Vendor ID: 0000195572 SAND CREEK GROUF LTD THE Receipt Status: Mot Recvd Doc Type:| DPO-Departmental Purchase Order v
*Vendor: SANN CREEK.OND Vendor Details [Dispatch Method: ] | Phane v [ Dispatch__]

e The Dispatch Options page appears. Typically, you will not need to change any of the options. Click
the OK button.

Dispatch Options
Dispatch Options
Fax Cover Page: |:| LI Test Dispatch

#! Print Terms and Conditions

Server Name: Q Print Duplicate on PO

[ pri
*Output Destination Type: WEB ¥ - Print Changes Only

¥/ print PO tem Description
Output Destination Format: FOF v | print Copy
Template ID: | Q,

1 ok | cancel |

o SWIFT will display a message about waiting for the confirmation that the dispatch was complete.

0 Click Yes to wait for the dispatch process to complete.
0 Or, click No to run the dispatch process and continue working.

Would you like to wait for confirmation that the PO Dispatch process has completed? (10208 44)

Your requestis currently in process. If you choose to wait, once the process has completed, you will be returned to the updated PO. If you choose notto wait, please check the Process Monitor to verify that the scheduled
process has completed before accessing the PO being dispatched.

e When the purchase order was dispatched, the PO Status is “Dispatched” and the Budget Status is
“Valid”.

Maintain Purchase Order
Purchase Order

Business Unit: G1001  Origin: Accounting Services PO Status: Dispatched N B x
PO ID: 2000003218 Approval Exception Budget Status: Valid
| Change Order: 1
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You have successfully processed a change order on a purchase order.

Sections on the Dispatched Purchase Order where Change Occurs.

1.

On the Header (top section):

Change Order:
You can see if there were previous changes made to a purchase order and how many changes.

Change Order Icon:
Use if you want to change fields that are grayed out. This icon does not appear if the purchase order has
not been dispatched.

Hold From Further Processing Check Box:

This checkbox allows you to hold a purchase order if all of the information needed to make the changes
to the purchase order is not available. Place a purchase order in hold status until you obtain all of the
information. By selecting this check box, you cannot:

o Dispatch a purchase order
o Cancel a purchase order
0 Close a purchase order

The purchase order will not be processed by daily or overnight batch jobs.

Maintain Purchase Order

=

Purchase Order Change Order Icon
Business Unit: G1001  Origin:  |514 Management Services PO Status: Dispatched E Ef x
PO ID: 3000003211 i i Budget Status: Walid
Fhange Order: 1 |
Copy From: v Hold From Further Processing |

2.

On the Header (bottom section):

The following items can be modified.

PO Date: To change the date, click on the Calendar icon.

Expiration Date: Optional field except for APK and MWK document types. The purchase order expires on
this date. The Expiration Date must be within the Start and End date of the contract release order. The
Begin and End dates must not cross fiscal years.

Vendor Details: Use to change the vendor location only if there has been no activity on the purchase
order. If the purchase order has been partially or fully received, using this option may have undesirable
effects.

Buyer: Use to change the buyer.

PO Reference: Any agency-specific information about purchase orders

Billing Location: Address of the state agency where the invoice is sent. It may default based on the
business unit.

Agency Reference: Any agency-specific information
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~ Header
PO Date: 08/03/2015 [ VendorSearch Response Documentation poc Tol Status: valid Agency Reference: .
Expiration Date: 10/30/2016 |[5) Backorder Status: Mot Backordered Create BackOrder
*Vendor ID: 0000203673 @ METRO SALES INC RICHFIELD Receipt Status:  Partial Doc Type:| BPC-Blanket Purchs AgnstA Confret v
*Vendor: METRO SALE-D01 EendorDetails | *Dispatch Method: | Phone v | Dispatch |
*Buyer: : Q Amount Summary
PO Reference: [FYi8MainRiconiDs 105169 &103084 Merchandise: 133000
Billing Add FreightTax/Misc.: 101.42 Calculate
“Bil ion: G104THFLOO illing Address -
Billing Location: Q Total Amount: 143142 USD

3. Onthe Lines: The following items can be modified. However, once payments have been made, you cannot
decrease the quantity or amount below what has already been received or paid.

e Details Tab: Any changes that you make on this page apply only to the selected line. On this tab, you
can access and update the following fields or tabs.
0 Line Details (Access to this page)
Price
Merchandise Amount
Line Comments
Schedules (Access to this page)

O O0O0O0

—
E

First K1 1.2 of 2 D' ast

Personalize | Find | View Al | B | #H

Ship To/Due Date |( Statuses | ltem Information | Aftributes | RFQ | Contract |[ Receiving
Line item Description PO Gty ‘UOM  Category | Price Merchandise | status
Line Details icon Maintenance/Repair Services for Ricoh .

C431N color printer, 1D 105169. Line Comments ~ Schedules page
Maintenance plan includes toner,

1 developer, drum/photoconductor & 9,000 E& 1.0000 LO 81112306 550.00000 580.00 Approved @ E|
biw imagesiquarter. All overages billed at
$ .0237/page & color images billed at$

e Ship To/Due Date Tab: On this tab, you can access the following fields or tabs.
Line Details (Access to this page)

Due Date

Ship To

Price

Schedules (Access to this page)

Oo0o0OO0O0

Personaize | Find | View A1 | B |

Statuses || ltem Information [ Aftributes | RFQ | Contract | Reteiving
Line Item Description Due Date Ship To Price
Line Details icon Maintenance/Repair Services for Ricoh C431N Schedules page
color printer, 1D 105169. Maintenance plan pag
= includes toner, developer, drum/photoconductor =
L E 89,000 bAw images/quarter. All overages billed °2/302018 [y [c104THFLOO @ [560.00000 ES

e Statuses Tab: On this tab, you can access and change the following fields or tabs.

0 Line Details (Access to this page)
o0 Change Line icon
o0 Cancel Line icon

Personaiize | Find | View A [ B |58 Fret Bl 12012 13 (ag
Details || Ship To/Dus Date ' Item Information | Attributes | RFQ | Contract |[ Recewving | [F=¥

Line Item Description Status Backorder Status
) im Change Line icon  Cancel Line icon
Line Details icon Maintenance/Repair Services for Ricoh C431N color -
printer, ID 105169. Maintenance plan includes toner,
1 developer, drumiphotoconductor & 9,000 biw Approved Mot Backordered El

imagesfguarter. All overages billed at$ .0237/page &
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Item Information Tab: If the purchase order was created using Item, you can update or change these

[ )
fields.
o Vendor Item ID - this will change the description when you tab out of this field.
o Manufacturer ID
o0 Manufacturer’s Item ID
e Attributes Tab: On this tab, you can access the following fields or tabs.
0 Line Details
0 Physical Nature
0 Price Qty
0 Price Date
Personaiize | Find | View Al | B | First K1 1.2 of 2 1 L ast
Details Ship To/Due Date Statuses Item Information Aftributes RFQ Contract Receiving
Line Item Description Physical Nature *Price Qty *Price Date Am:.;‘nt
Maintenance/Repair Services for Ricoh C431N
color printer, ID 105169. Maintenance plan
1 B includes toner, developer, drum/photoconductor & | Physical Goot v | |[Line Qui v | |[Due v s =
9,000 bfw images/guarter. All overages billed at &
0237/page & color images billed at § .0992/page.
e RFQ Tab: No items to modify.
e Contract Tab: On this tab, you can access the following fields or tabs.
o Contract Search: Use this only when you are adding a new line to the purchase order.
o Contract Version: Use this to update the contract version if one has been created. This field can be
updated without creating a change order.
Defals |/ ShipToDueDete | Statuses | feminformation || Attributes || RFQ Owlrad Receiing Contract\iers!on =l be
. updated here if one is
Lines~ Item Des cription SetlD Contract ID available. " Contract Version
1 =) g%ﬁﬂ%%?}%[?“ Contract Search SHARE  0000000000000000000048193 \4-~ 1
2 W AN ContractSearch SHARE 0000000000000000000048123 3 1
e Receiving Tab: On this tab, you can access the following fields or tabs.

Details

0 Receiving Required — May not be possible to change this field if there has already been a receipt
processed against this purchase order. If there is activity, this field cannot be changed.
0 Inspection Required/Inspect ID

Personalize | Find | View 21 | B |

Ship To/Due Date Statuses ltem Information Attributes RFQ Contract Receiving

Line

. . . Inspection
Item Description *Receiving Required Required Inspect ID

Maintenance/Repair Services for Ricoh
C431N color printer, ID 105169, Maintenance
plan includes taner, developer,

B drumiphotoconductor & 9,000 biw |Required T J

imanesinuater All overanes hilled at
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e Schedules Page: Access the Schedules page from the Details tab or the Ship To/Due Date tab.

e
Personaiize | Find | View Al | B | 3 First K1 4 o1 4

Statuses | ltem Information | Aftributes | RFQ | Contract | Reteiving
Lime ltem Description Due Date Ship To Price
Ricoh MPCZ2003 Digital Imaging System -
Quantity Cne @ % 4920.00 SChEdUIeS Page
= Specifications, full service & supply program =
=1 o
U l-_||§' per Metro Sales, Inc. quote dated Oct. 19, |1D’12‘”2E|15 & |G1D4THFLDD Q |4'99D'DDDDD £l
2015.

On the Schedules page, you can access the following tabs: Details, Statuses, Shipment, Matching, Receiving,
Freight and RTV.

Schedules
Unit: G1001 Vendor: METRC SALE-001 PO Status: Dispatched
PO ID: 3000003358 PO Date: 10/21/2015 Change Order: 1

Return to Main Page

Lines Find | View Al First EI 1 of 1 I3 Last

Line: 1 Item: Ricoh MPC2003 Digital Imaging System - PO Qty: 1.0000 LO Merchandise Amt: 4.990.00 UsSD
Quantity Cne 4990.00
Specifications. full service & supp

Personalize | Find | View Al | B | 3 First B q0r1 O Lot

P9 Statuses |[ Shipment | Matching || Receiving | Freight | RTV
=

Sched *Due Date *Ship To Ship to GLN PO Qty Price Merchandise  status

1 EE (1022112015 G104THFLOD = 1.0000 499000000 | | 4,990.00 Active T @ B = =]

On the Details tab of the Schedule page, you can update the following: Price, Merchandise Amount or
Description

Save, Get Approval, Budget Check and Dispatch the Purchase Order

Follow the Process Steps for Creating Purchase Orders described in Lesson 2. These process steps are Save,
Submit for Approval, Budget Check and Dispatch.

1. Save the Updated Purchase Order.

When you have completed all of the changes on the existing purchase order, click on the Save button. Once
a change order is saved, it will be noted on the purchase order.

e The Change Order fields will reflect the number of changes.
e The PO Status will change to either “Approved” or “Pend Approval” once the purchase order is saved.

= [f there are decreases in the Amount or Price, it will go to “Approved”. Or, if the buyer is self-
approved, it will go to “Approved”.

= [f there are increases in the Amount or Price, it may go to “Pend Approval”.
e The Budget Status is “Not Chk'd”.
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Depending upon changes that were made, other areas will be updated.

e Onthe Amount Summary section, the Total Amount may have been updated. However,
the Encumbrance Balance will remain the same until you re-budget check this purchase order.

Merchandise: 150.00
FreightTax/Misc.: 11.44
Total Amount: ]
Encumbrance 113.01
Balance:

2. Click the Submit for Approval green checkbox on the header to submit it for approval. Use this only if there
were increases to the amount or the price. It will be approved if there were decreases.

Business Unit: 1001 Origin:  |511 Human Res Mgmt&Insurance PO Status: Approved A B x
POID: 3000003246 Approval Exception Budget Status: Not Chi'd ﬁa @
Change Order: 1

3. Budget Check the Purchase Order.

e When the PO Status is “Approved”, click the Budget Check icon to run the Budget Check process.
e When SWIFT completes the Budget Check process, it will change the Budget Status to “Valid” and the
purchase order is ready to dispatch.

Maintain Purchase Order

Purchase Order

Business Unit: 1001 Orgin: P09 QU aAppounting Services PO Status: Approved
PO ID: 3000003385 Budget Status:  “alid
Copy From: v Hold From Further Processing

4. Dispatch the Purchase Order.
In order to dispatch a purchase order, the following tasks must be successfully completed.

e PO Status is “Approved”
e Budget Status is “Valid”

To dispatch a purchase order, click on the Dispatch button.

NOTE: You may not need to send the updated purchase order to the vendor if the change is happening after
payment has been processed or if it is not relevant to the vendor.
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Process Cancellation Requests

Topic Overview

Once a purchase order has been created, all or part of it may no longer be needed. A buyer may choose to
cancel an existing purchase order, purchase order line, schedule or distribution lines. Depending upon the status,

purchase orders can be cancelled. Once a purchase order has been cancelled, it cannot be reversed.

Cancelling a purchase order or a purchase order line is possible only if the purchase order or line has not been
received or vouchered.

Close versus Cancel a Purchase Order

Cancel Close
When to use? Purchase order has not been received | Purchase Order has been received or
or vouchered. vouchered.
Reversal No. Not likely at agency-level.
Possible?
Impact on Budget | Releases funds after budget check and | Releases funds immediately after
overnight batch processing (e.g., budget check.
Pending Cancel status).
Reports? Can filter out cancelled purchase Purchase order or PO line appears on
orders. reports.
Impact on None. Funds likely will not automatically roll
Contracts? back to the original funds. Reduce itto
what has been paid and close it after
the reduction.

In this topic you will learn about:

Typical cancellation errors

Cancelling a purchase order that has been dispatched but not received or vouchered against.
Cancelling a purchase order line

Cancelling a purchase order that has a requisition attached to it.
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Typical Cancellation Errors

SWIFT will prevent the cancellation of purchase orders that have been associated with a receipt or voucher. You

will get an error message. SWIFT will provide information about the reason for the error.

e Example 1: The line has been received.

Maintain Purchase Order

Cancel Purchase Order

Business Unit: T7a901 PO ID:; 3000000003 Vendor; CLEMENT CO-001

Return to Main Page

LI
Customize | Find | view 20| BV 8 mra Bl q20r2 10 Laer

Line Sched Distrib Message

1 1 1 Line has been received, you may not cancel line/schedule/distribution.

e Example 2: There is a voucher attached to this purchase order.

Return to Main Page!

¥/
Personaize | Find | view Al | B | # First BT 43013 0 ot

Line Sched Distrib Message

1 1 1 Line has been received, you may not cancel linefschedule/distribution.

The PO Line is tied to an active Vioucher, therefore it may not be
canceled.

Cancelling a Dispatched Purchase Order that has not been Received or Vouchered
Against
1. Search for and select the applicable purchase order.
e Navigation: Purchasing, Purchase Orders, Add/Update, Find an Existing Value
e Make sure that the purchase order can be cancelled.
If there is no activity on the purchase order, it can be cancelled when the following is true:
e The PO Status is “Dispatched.”

e The Receipt Status is “Not Rec’vd”. It may also be “Do Not Receive”.
e The Contract tab does not display a contract.
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Maintain Purchase Order
Purchase Order

Business Unit: 1001 Origin: Management Analysis & Deviopmt PO Status: Dispatched A B x
POID: 3000003250 Approval Exception Budget Status: “alid
Copy From: "I Hold From Further Processing
~ Header
*PO Date: 08/17/2015 Vendor Search  Response Documentation  pog Tol Status: Valid Agency Reference: ||
Expiration Date: 06/30/2016 |[5) Back atys: MNotBackordered Create BackOrder
*Vendor ID: 0000828831 SYSTEMS FURNITURE LG Receipt Stafus: |  NofRecwd  Doc Type:| BPA-Blanket Purchase Agreement v
*Vendor: SYSTEMS -006 Vendor Details *Dispaich Method: | Phone v [ Dispaten |
*Buyer: 01106879 Edwards Margaret E L e ——————
PO Reference: [Comer Wedge in mig-ane Merchandise: S
FreightTax/Misc.: po0 | Calculate |
*Billii jon: G10MADODDD Billing Address R
Billing Location Total Amount: 5231 USD
Encumbrance 5231 uUsD
Header Details Activity Summary Balance:
PO Defaults DoCUment Stails
Reauisiions Add Comments
PO Activities Add ShipTo Comments
Add items From Select Lines To Display
Purchasing Kit Catalog ltem Search Line: Q, To: O Refrieve |
" Details || Ship To/Due Date || Statuses | ltem Information | Aftributes || RFQ | [ Receiving
Line Item Description SetlD  Contract ID Contract Version  Contract Line E;‘:“"W Release
1 B Comer Wedge in mid-tone | ContractSearc] SHARE

e The Encumbrance Balance should be equal to the Total Amount.

e Click on the Activity Summary link to see if there are any vouchers attached to it. On the Invoice Tab,

view the Amt Invoiced field. It should be “0.000".

Personalize | Find | \iew All | B4 | =

" Details || Receipt |m Matched | RTV | [F==H

Line Item Item Description uomM Amount Only Amt Inveiced |Currency R:::::m

Currency

1 FI% Corner Wedqge in mid-tone EA v 0.000usD 52.310(USD

e Change the Dispatch Method to “Phone” or “Print” before cancelling if needed.

Once a purchase order is cancelled, it will automatically be re-dispatched to the vendor. If it should not be sent,
change the Dispatch Method.

2. Cancel the purchase order.

e Before you cancel the purchase order, click on the Add Comments link. Provide the reason for the
cancellation before the cancellation is completed. Click OK.
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Purchase Order

Business Unit: G1001  Origin: Management Services PO Status: Dispatched # @

PO ID: 3000003214 Approval Exception Budget Status: “alid

Copy From: [ZJ Hold From Further Processing
~ Header
*P0 Date: 08/03/2015 “endor Search  Response Documentation  pgc Tol Status: valid Agency Reference: -
Expiration Date: 10/302016 |[H Backorder Status: NotBackorderad Create BackOrder
“Vendor ID: 0000203072 METRO SALES INC RICHFIELD Receipt Status:  NotRecvd Do Type:| BPC-Blanket Purchs AgnstA Contret v
*Vendor: METROSALEDD1 |  VendorDetails Dispatch Method) | Fhiere " (miiaei5imr |
*Buyer: 01136301 Savino Diane W Amount Summary

PO Reference: [FrigRicohMain/RepriuliiCopiers Merchandise: 9¢2040 000

FreightTax/Misc.: 75643 | Calculate |

*Billii ion: Billing Address L

Billing Location: G104THFLOD Total Amount: 10676.83  USD

Encumbrance 10676.83 UsSD

Header Details Activity Summa Balance:

PO Defaults Document Status

Requisitions

PO Activities Edit ShipTo Comments

[ ]

The PO Header Comments page is displayed. Enter your comments on this page.

Click OK when you are done with comments.

PO Header Comments

Business Unit: G1001 PO ID: 3000003250 Vendor: SYSTEMS -006
¥ Retrieve Active Comments Only | Retrieve |
*Sort Method: [Comment Time Stamp v *Sort Sequence: Ascending v [pson

Find | View Al First KNy or1 O oy

Use Standard Comments Comment Status:

|
OFFICE PART NO LONGER NEEDED. BUYER'S NAME. BUYER'S PHONE NUMBER. DATE] |

Active |

Inactivate

|
B4

[ send to Vendor
() show at Voucher

[_J Show at Receipt
() Approval Justification

Associated Document

Attachment: | Atach || view [[ Delste |

Email

From -= PO G1001-3000003250

[ok ] cancel |

On the top of the page, click the Cancel PO button (e.g., red X).

SWIFT displays a message. It will not allow further changes to a purchase order once cancelled. Click Yes.

Canceling a purchase order will commit any changes made and prevent further changes. Continue? (10200,515)

‘When you mark a purchase order as canceled, the system does not allow any further changes to the purchase order. Any changes made, however, will be stored on the purchase order.

J[—No—|
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3. Run the Budget Check.

Running the budget check allows the release of an encumbrance for this purchase order. After SWIFT
processes the cancellation, the Cancel Purchase Order page is displayed.

e The purchase order has a “Pending Cancel” status.

e Click the Budget Check button for the budget check to run. If you click OK, SWIFT will automatically run
the budget check process during its regularly scheduled process run.

Cancel Purchase Order

PO has 'Pending Cancel' status, but requires a budget check. Press the Budget Check button below to run
the budget checking process. Otherwise, click OK to continue without budget checking the PO.
Also, PO has "Pending Cancel' status. Dispatch PO to set the status to 'Canceled'.

|_Budgetcheck | . Ok

Goto: View Budget Status- Prorated  Budget Status- Mon Prorated

4. Check to ensure the purchase order was cancelled.

SWIFT returns you to the Find an Existing Value page. Enter the PO ID to see if the purchase order was
cancelled. No matching values are found. Your purchase order was cancelled.

Cancelling a Dispatched Purchase Order Line.

1. Review the purchase order to ensure it is the correct one to be cancelled.

e Navigation: Purchasing, Purchase Orders, Add/Update, Find an Existing Value
e Search for and select the applicable purchase order.

2. Make sure that the purchase order lines can be cancelled.

e The PO Status is “Dispatched.”
e There is no activity against that line.

3. Cancel the lines.

¢ Inthe lines section, click the Line Details icon on the line to cancel.

@570 ( ship To/Due Date | Statuses |[ ltem Information |( Attributes | RFQ |( Contract [ Receiving
= e e == . . e |

Line Item Description PO Gty *UOM  Category Price Mem:?::d:‘i Status

1 = COFFEEFORTRAINING  E3 [ 10000 EA 50000000 [10.00000 1000 Approved (3 [T

e Onthe Details for Line page, click the Cancel Line (red X) button.

Details for Line 1

PO ID: 3000003302 Vendor: STARBUCKS-001 [ Recycled
Line: 1 Item ID: COFFEE FOR TRAINING %

Category: 50000000 Line Status: Approved A

Description: Food Beverage and Tobacco Prod Backorder Status: Nat
Backordered

Released 01.08.2016 (Version #1)

Page 106



i State of Minnesaota

SWIFT >

T ol Toe PO 1 Create and Update Purchase Orders for Agency Buyer Roles

e Onthe message, click the Yes button.

This action will cancel line 1 for this purchase order. Continue? (10200,229)

The action that you are taking will cancel this line for this Purchase Order. If you do not want to cancel this line, then you cannot perform the action at this time.
Yes I No

4. Savethe purchase order.
e On the bottom of the main purchase order page, click the Save button.

0 The purchase order is saved with the update.
0 The Budget Status is “Not Chk'd”.
0 The PO Status is “Approved”.

Purchase Order

Business Unit: G1001  Origin: 509 Accounting Services PO Status: Approved A B X
POID: 3000003302 Approval Exception Budget Status: Mot Chik'd ﬂﬁ @

Change Order:

5. Budget check the purchase order.

e On the header of the purchase order, click the Budget Check button. When the budget check is
complete, the updated purchase order is ready to be dispatched.

Maintain Purchase Order

Purchase Order

Business Unit: 1001 Origin: (508 QL Accounting Services PO Status: Approved
POID: 2000003385 Approval Exception Budget Status: Valid
Copy From: r Hold From Further Processing

6. Dispatch the purchase order.

Select or validate the Dispatch Method
Click the Dispatch button.
Click the OK button.

continue working.

Click Yes to wait for the dispatch process to complete. Or, click No to run the dispatch process later and

e SWIFT returns you to the purchase order page. You can see that the Change Order number has been

increased.
Purchase Order
Business Unit: G1001  Origin:  |509 Accounting Services PO Status: Dispatched A Y
POID: 3000003302 Approval Exception Budget Status: “alid
Copy From: ¥ Hold From Further Processing
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Cancelling a purchase order that has a requisition attached to it.

Not all state agencies track their requisitions in SWIFT. Use this feature if your agency uses SWIFT'’s requisition
module.

1. Review the purchase order to ensure it is the correct one to be cancelled.

e Navigation: Purchasing, Purchase Orders, Add/Update, Find an Existing Value
e Search for and select the applicable purchase order.

2. Make sure that the purchase order with a requisition can be cancelled.

A purchase order can be cancelled when the following is true:

The PO Status is “Dispatched.”

The Receipt Status is “Not Rec'vd”.

The Contract tab does not display a contract.

The Encumbrance Balance should be equal to the Total Amount.

Click on the Activity Summary link to see if there are any vouchers attached to it. On the Invoice Tab,
view the Amt Invoiced field. It should be “0.000".

3. Cancel the purchase order.

e Before you cancel the purchase order, click on the Add Comments link. On the PO Header Comments
page, provide the reason for the cancellation. After adding comments, click OK.
e Change the Dispatch Method to “Phone” or “Print” before cancelling if needed.

Once a purchase order is cancelled, it will automatically be re-dispatched to the vendor. If it should not be sent to
the vendor, change the Dispatch Method to “Phone”.

e Click the Cancel PO button (e.g., red X).

SWIFT displays a message. It will not allow further changes to a purchase order once cancelled. Click Yes.

4. Determine if you want to resource the requisition.

If there is a requisition open for a purchase order, the Cancel Purchase Order page appears.

Maintain Purchase Order

Cancel Purchase Order

Business Unit: B2201 PO ID: 3000000055

Would you like to open the Requisition quantity(ies) to be sourced again?
C‘Yes, Re-Source all Reqs

® No, Do Not Re-Source Reqs
O specify Regs to Re-source

Continue

[5] save | (G ReturntoSearch | |[=] Notify
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You have three options on how to handle the requisition. After you select the option, click Continue.

Option Description

Yes, Re-Source all This option allows you to keep this requisition and use it on a new purchase

Reqgs order or strategic sourcing event as needed. . It reopens the requisition
and allows you to reuse it. It may be useful if the vendor needs to be
changed.

No, Do not Re- The requisition will not be available to be reused on another purchase order

Source Reqs or strategic sourcing event.

Specify Regs to be This option allows you to specify which of the associated requisition lines

Re-Sourced are needed. Uncheck the lines you do not wish to reuse.

5. Run the Budget Check.

o If you are resourcing some or all of the requisition, the budget check will release the unused
encumbrance and re-establish the pre-encumbrance on the requisition.

e If you are not resourcing any of the requisition, the entire encumbrance will be released for this purchase
order. The pre-encumbrance balance on the requisition will be relieved.

Cancel Purchase Order

PO has 'Pending Cancel' status, but requires a budget check. Press the Budget Check button below to run
the budget checking process, Otherwise, click OK to continue without budget checking the PO.
Also, PO has 'Pending Cancel' status. Dispatch PO to set the status to 'Canceled".

Budget Check Ok

Goto: View Budget Status- Prorated Budaget Status- Mon Prorated

6. Check to ensure the purchase order was cancelled.

After you cancel or purchase order or line, SWIFT returns you to the Find an Existing Value page.

o Enter the PO ID to see if the purchase order was cancelled. Or, look to see if the lines were removed
from it.

e The PO Inquiry will be “Pending — Cancel” until after the nightly budget check. Then, no matching values
should be found. Your purchase order or lines will be cancelled.
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Print a Purchase Order

This section covers how buyers can print a purchase order using these methods.

Dispatch a Purchase Order and Use the Report Manager (authorized version).

Enter a Purchase Order and Print It (unauthorized version).

Use the Purchase Order Inquiry to Print the Purchase Order (unauthorized version).

Use the Print POs Page to Print a Purchase Order after it was Dispatched (authorized version).

NOTE: Buyers can enter their email during the dispatch process. SWIFT will email the authorized version to
them. An authorized version of a purchase order is viewed as an official document. An unauthorized version is
for internal use only. It is not meant to be sent to a vendor.

Dispatch a Purchase Order and Use the Report Manager to Print Purchase Orders

Buyers must have the approved SWIFT roles to use the Report Manager to print purchase orders. Certain
purchase orders are set up to not print authorized versions. They include blanket purchase orders and
encumbering orders. As soon as you dispatch a purchase order, go to the Report Manager to print an authorized
version of it.

1. Access the Purchase Order using the Report Manager.

e Navigation Links: Reporting Tools, Report Manager.
e Select the Administration Tab.

o Inthe Type field, select “Bl Publisher”.

0 Inthe Last field, enter “30” or another number that best fits your needs. The Last Number of Days
field allows you to search for recent purchase orders.

0 Click the Refresh button to display the results.

0 Onthe Report List section, recent purchase orders are displayed. Select the correct purchase

order to print (e.g., “PO_DISPATCH — PO_DISPATCH.pdf").

List Explorer | | Archives
UserID:  |FISKADI [ Type: Bl Publisher - [Cast - 30 Days -

Status: ¥ Folder: * Instance: to:

= b |

Report rcs L Request _
Select o _Instance Description DateTime Format Status Details
. | 1712503 1907601 O BISEATEH - BE Dispircii pag | 101412015 Acrobal o 04 Details

10:13:40AM  (*.pdf)

10/01/2015  Acrobat
[ 1712362 1907423 PO _DISPATCH - PO DISPATCH.pdf 3:32:43PM | (.pdf)

Posted |Details

e A PDF version of the purchase order will be displayed. This authorized version contains the name of the
person who dispatched the purchase order.

Issuer certifies that funds have been encumbered Issued By:
and appropriate approvals have been obtained. Tina Skala

2. Print and save the purchase order.
e Select File — Print from the menu to print the purchase order using your local printer.

e As an option, you can save the purchase order using the File — Save As functionality.
Released 01.08.2016 (Version #1)
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Enter a Purchase Order and Print It

If you did not print a dispatched purchase order when you created it, you can print an unauthorized version of it
later.

1. Access the Purchase Order on the Maintain Purchase Order Page.
e Navigation: Purchasing, Purchase Orders, Add/Update POs
e Onthe Find an Existing Value tab, enter the Business Unit and the PO ID. Click Search.

e The Maintain Purchase Order page is displayed.

2. Print the Purchase Order.

On the Maintain Purchase Order page, enter all of the required items to set up a purchase order. There are two
ways to be able to print an unauthorized purchase order on this page.

e Option 1: On the Dispatch Methods field of the header, change the Dispatch Method to “Print". Click
Save. The buyer must be connected to a printer for this option to work.

*PO Date: 08/18/2015 Vendor Search  Response Documentation  pgge Tol Status: valid Agency Reference: ,—
Expiration Date: [#] Backorder Status: Mot Backordered Create BackOrder
*Vendor ID: 0000198572 SAND CREEK GROUP LTD THE Receipt Status: Not Recvd Doc Type:| DPO-Departmental Purchasd
*\landnar: SAND CDCCE On Vendar Details L_-Dispatch Methad: [P0t v ] Dispatch

e Option 2: Below the lines, click on View Printable Version.

m Ship To/Due Date: Statuses ltem Information Adtributes RFOQ Confract Receiving
N o ‘ : Merchandise
Line Item Description PO Gty UOM  Category Price ATy Status
1 B EAP Seminar 7Y 10000, EA  |[B610000iQ, [900.00000 900.00 Approved | (D [ =

A PDF version of the purchase order will be displayed. It will be an unauthorized version.

Issuer certifies that funds have been encumbered Unauthorized
and appropriate approvals have been obtained.
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Use the Purchase Order Inquiry to Print a Purchase Order

Any user with purchase order inquiry roles can print an unauthorized version of the purchase order. You can
print it directly from the purchase order page.

1. Access the Purchase Order on the Maintain Purchase Order Page.

e Navigation: Purchasing, Purchase Orders, Add/Update POs
e Onthe Find an Existing Value tab, enter the Business Unit and the PO ID. Click Search.

Find an Existing Value Add a New Value

~ Search Criteria

:BusinessUnil: = v [z1001 Q
PO ID: | begins with ¥ ||

Origin: begins with ¥ || aQ,
Purchase Order Date: . v | B
PO Status: = L v
Short Vendor Name: begins with ¥ || Q
Vendor ID: begins with ¥ || Q
Vendor Name: begins with ¥ || Q
Buyer: begins with ¥ || Q
Buyer Mame: begins with ¥ || Q
PO Type: = v

Purchase Order Reference:| pegins with v |

I Case Sensitive

Search Clear |Basic Search E Save Search Criteria

2. Print the Purchase Order.

e On the Purchase Order, click on the View Printable Version.

Details & Ship To/Due Date | Statuses Item Information Attributes RFQ Contract Receiving
= = = = —

Line Item Description PO Gty *UOM  Category Price: llercjl
= FY 2016 Community Bank -
=

1 = Depository Services Eq 1.0000|LO 84111700 44 79855000 4

FY 2016 - Amount refunded

2 B by W.F. per inv# Ea 1.0000|LO 54111700 5,150.30000

15070056765

View Printable Version

e You will receive a message that says, “Do you want to print the purchase order with distribution details?”

o If you select Yes, it will print the funding information on the purchase order.
o If you select No, it will print the purchase order without the funding information.

A new window displays the unauthorized PDF version of the purchase order.

Issuer certifies that funds have been encumbered Unauthorized
and appropriate approvals have been obtained.
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Use the Print POs Page to Print a Purchase Order after it was Dispatched

If you did not print an authorized version of the purchase order after it was dispatched, use Print POs from the
Review PO Information page to access it and print it.
1. Enter the Run Control ID to access the Print POs page.

e Navigation Links: Purchasing, Purchase Order, Review PO Information, Print PO.

e Onthe Purchase Order Print page, create or enter an existing Run Control ID.

0 Tocreate a Run Control ID, click on the Add a New Value tab. Enter a name that will help you
remember it (e.g., Report, Print PO and Your Initials). Click Add.

Find an Existing Value

Run Control ID:|Report, Print FO, ABC]

0 OR, enter an existing Run Control ID on the Find an Existing Value tab. Click Search.

I | Add a New Value

o

Run Control ID:| hegins with I?ep::urt. Frint PO, ABE

Case Sensitive

Search Clear |Basic Search Save Search Criteria

2. Enter values on the Print POs page.

e Enter the Business Unit in both fields. Enter the PO ID.
e Check the Print PO Item Description box on the Miscellaneous Options section.
e Click Save. Click Run.

Released 01.08.2016 (Version #1)
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Print POs
. ReportManager  Process Run
Run Control ID: Report ) 7 IMonitar |
Language: English ¥ | ® specified Language ' Recipient's Languag
Report Request Parameters Statuses to Include
[Business Unit: (G007 | To:  @1007 R Approved Dispatched Canceled
Open Pending Completed
m 3000003215 |Q Select Purchase Crder Onti
s ———
Contract SetiD: l:l
*Hold Status: [ On Hold AND Not On Hold v
Contract ID: | | |
*Chartfields: Recycled AND Valid Chartfields T
Release: l:l
From Date: I:l Change Orders: [ Changed and UnChanged Orders v
Through Date: l:l — P o e # Print Terms and Conditions
¥ Print PO ltem Description
Tint Duplicate
Buyer: | | Mumber Of Copies: 1
Template ID: | (&} Sort By: |Sorl by Line Number v |
Bsae] = notw | [Evacs |/ Updateimispiay |

3. Update the Process Scheduler Request page.
After you run the Print POs page, the Process Schedule Request page is displayed. Click OK.

Process Scheduler Request

UserID: 01087483 Run Control ID: Report
Server Name: v Run Date: [10/15/2015 El
Recurrence: | v Run Time:|1:DS:5‘|F'rv1 | Resetto Current Date/Time |

Time Zone: Q,

Select Description Process Name Process Type *Type *Format Distribution
#  PrintPurchase Orders M_POXMLP PSJob [(None) v |[i{None} v | Distribution

e e

4. Access the Report Manager.

After the Print Purchase Orders was processed, the Print POs page is displayed.

e Click on the Report Manager link.

Print POs

" . ReportManager| Process [ Run|
un Control ID: Report ) ) Monitor ——
anguage: English ¥ | ® Specified Language '’ Recipient's Language Process

Instance: 15772095

Report Request Parameters
Business Unit: G001 /@ To: |G1001 |Q Approved Dispatched Canceled
Open Pending Completed
PO ID: 3000003215 |Q, ggject purchase Order -
E—

Released 01.08.2016 (Version #1)

Page 114



Fn State of Minnesota

& SWIFT

o Integrated Financial Toois

PO 1 Create and Update Purchase Orders for Agency Buyer Roles

e Onthe Report Manager, select the Administration tab.

e Onthe Administration tab, find the most recent purchase order.
0 You can see it on the Request Date/Time field. The Status field should be “Posted”.

0 Inthe Description field, click the hyperlink of the purchase order. It will be “POXMLP PRINT-
BOXMLP PRINT.pdf”.

List Explorer Administration Archives

View Reports For
UserlD:  |D1DB7463 Type: v | Last v 1  Refresh
Status: | r | Folder:| v | Instance: | fo: |

1 # First KD 1071 DY (st
Select l%em I':‘%;Hm Description %ﬁ‘;ﬁe Format [Status | Details

14348080 15772007[FOXMLE_PRINT - POXMLP_PRINT paf] | 01 58/2015| Acrobatis o\ 4

1:07:41PM | (*.pdf) Detalls

A PDF version of the purchase order will be displayed. This authorized version contains the name of the
person who dispatched the purchase order.

Issuer certifies that funds have been encumbered Issued By:
and appropriate approvals have been obtained. Tina Skala
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Common Errors on Purchase Orders

The following items are the most common errors that are brought to the SWIFT Help Desk. The error is described
and possible solutions are provided.

1. Human Rights Error

Category Code Issues

Update Tax Settings

Change Buyer/Restart Workflow
Budget Check Exceptions

o g A~ w DN

SWIFT Error Messages: Recycled Status and Page Inconsistent with Data

1. Human Rights Error.

A Human Rights Error appears when a vendor has not completed the Certificate of Compliance through the
Minnesota Department of Human Rights (MDHR). SWIFT will not process the purchase order until the vendor
completes the compliance process and it approved. There are no guarantees of approval. The process can take
up to 15 business days. Use the MDHR Request Form to request a new or change in MDHR status for a vendor.
A MDHR certification is required when encumbering a purchase order over $100,000. Exemptions are possible.

View the SWIFT vendor record to see if the vendor has completed the MDHR certification.

e On the purchase order header, click on the Vendor Details link.

-

*PO Date: 07/29/2015 Vendor Search  Response Documentation
Expiration Date: 07/31/2015  |[5)

“Vendor ID: 0000256310 NATIONAL ASSOC OF STATE BUDGET
*Vendor: NATIONAL A-D67 Vendor Details

e Onthe Vendor Details page, click on the Vendor Information link.

Vendor Details -- NATIONAL ASSOC OF STATE BUDGET

Business Unit: G1001 PO 1D: 3000003206 Vendor: NATIOMAL A-D6T

*Location: 001

Vendor GLN: |‘v’endor Information |
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e Onthe Vendor Information tab, open up the Government Classifications field. You can see the
MDHR Certification.

Summary Identifying Information SNl e Contacts Location Custom

SetlD: SHARE *Vendor Name 1:
Vendor ID: 0000258661 Vendor Name 2:
“VWendor Short Name: |DELOITI'E DELOITTE-OO1
*Classification: [ Outside Party v Check for Duplicate
HCM Class: | v
“Persistence: | Regular v |
*Vendor Status: |Appr0\red v |
“Vendor Type | (2-Business v | Attachments (0)

Vendor Relationships

O Corporate Vendor
Corporate SetlD: |SHARE | InterUnit Vendor ID:

Corporate Vendor ID: |0000258-EE1 | DELOITTE

Create Bill-To Customer
[ Create Bill To Customer

' Additional ID Numbers

* Duplicate Invoice Settings

~ Government Classifications

EEOQ Certification Date: | @

Government Sources

|"Certificati0n Source MDHR v Human Rights Certification |

e To learn more about the Certificate of Compliance, view the Contract Compliance Services
information from MDHR. http://mn.gov/mdhr/ or contact them via email:
compliance.mdhr@state.mn.us

e Agencies need to fill out the MDHR Request Form and send it to MDHR. You can access the form on
MMB'’s website. http://mn.gov/mmb/accounting/swift/forms/

MDHR Request Form
The MDHR Request Form should be used when requesting a new or change in MDHR status for a vendor. A MDHR
Overview certification is required when encumbering a purchase order over $100,000. For more information, please visit:
http://www.humanrights.state.mn.us/
Vendor's Current MDHR To find the current MDHR status for a vendor, please run the following query:
Status M_PO_GBL_VENDOR_MDHR_SETTINGS - Vendor MDHR Settings

Note: Please see the following documentation on how to run a query in SWIFT.

http://mn.gov/mmb-stat/documents/swift/training/referenceguides/query-viewer-advanced-grg. pdf
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2. Category Code Issues

A Category Code error appears when there is not a valid Category Code or when the wrong Account is chosen for
a Category. The Category Code field in SWIFT is required on all purchasing documents. It must accurately
represent the type of purchase. A Category is a grouping of similar goods or services for reporting purposes and

spending analysis. It is represented by the United Nations Standard Products and Services Code (UNSPSC) in
SWIFT.

Categories and Accounts are related. Accounts are attached to specific Categories. Select the Category first,
then Account on Distribution Line. To find the correct Category Code, use the Category Code Search. Category
Codes Overview is described in more detail in the Appendix of this user guide.

e Navigation: Items, MDC Item Maintenance, MCD Searches, MDC Item Categories
e Enter search criteria. Click Search.

ltern Category Search
SetiD[SHARE| QL Keyword ] ¢ [Contains v | putterfy J
FLEX FIELD | @
FLEX FIELD | @
Search |
Fmal| [ B R s o T Search Results |
SetlD Market Code Category Cd  CategoryID  Eff Date Long Description Keyword
Insect equipment = Agricultural and forestry and
landscape machinery and equipment = Farming
SHARE |UN/SPSC ||21102400 00239 orM12011 and Fishing and Forestry and Wildiife Machinery INSECT EQUIPMENT BEEKEEPING SILKWORM BUTTERFLY BREEDING BEETLE
and Accessories
. R T WVALVES MEEDLE PNEUMATIC SAFETY RELIEF HYDRALULIC BALL FLAP
“alves = Fluid and gas distribution = Distribution
SHARE |UN/SPSC 40141800  |0O73S O7HERD11 and Conditioning Systems and Equipmentand |50 1= 1 LG PATTERN ORIFICE FILCT PINCH PLME SIDER Shinic CHECK
Compenents AIRLOCK CALVE SEAT STEM

e Onthe Search Results page, click on the Category Cd link to see the Accounts attached to it.

_Qatﬂgnry Drefinition
SetlD: SHARE CategoryID: 0023% Code: 21102400
Account Restrictions Personalize | Find | B | #F Fist & 7077 17 Last
Account Description
1) 413001 Supplies, Materials, And Parts
2 4410M Aid Paid To Clients
3 441004 Special Costs Paid To endors
4 441102 Cther &id Paid To Clients
I 441103 0 Svc/Cost Fer Cint Pd To vend
S| 470505 Equipment-Capital
7| 471606 Equipment-Mon Capital
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3. Updating Tax Settings

Buyers are responsible to know the tax information on a purchase order. Check the tax setting default on every
purchase order. The tax is related to the PO Date on the purchase order. The tax setting on the Category field
defaults based on Revenue’s recommendation and/or the setting most often used in state purchases.

e Sales Tax is for taxes paid to the vendor (excluded from the state’s Direct Pay Permit).

e Use Tax represents taxes paid directly to the Department of Revenue (included in the State’s Direct Pay
Permit).

The tax settings is described in Lesson 3 of this user guide. It is located on the Schedules line of a purchase
order.

e Navigation: Purchasing, Purchase Orders, Add/Update POs, Maintain Purchase Order

e Create the purchase order with applicable line(s) or select an existing purchase order.

e Click on the Schedule icon on the lines section of the purchase order.

Line: 1 ltem: Facility rental at Saint Paul College for MM State PO Qty: 1.0000 EA Merchandise Amt: 1,120.00USD

etirement >eminar spon sored b',' EEIEI'DFISE
Learn

EEE0) ( Sisivses || Shipment || Maiching || Receiving || Fright || BTV | [F=W

- s . £ : Merchandise
Sched Due Date Ship To Ship to GLN PO Qty Price R Status

1 B [07/29/2015 G104THFLOO E| 1.0000 || 1,120.00000 1,120.00 Active T B =

e The Sales/Use Tax Information page is displayed. The settings will vary depending upon the purchase.
Verify the values in the Tax Destination and Tax Applicability fields. Review the Calculation Parameters. Make
sure that the Include Freight and Include Misc Charges boxes are checked. Click OK.

Sales/Use Tax Information for Schedule 1

Unit: G1001 Vendor: PUBLIC SAF-001

PO ID: 3000003434 Item: G104THFLOD

Line: 1

Schedule: 1 Status: Active

Tax Destination: G104THFLOD | Calculate SUT
icabiljty: Item is Exempt v Calculation Parameters

Ultimate Use Code: EXEMPT J Include VAT

Exception Type: None

¥/ Include Freight
SUT Excptn Cert:

¥ Include Misc Charges

Tax Code: l:l Merchandise Amount: 550.00
Total Tax
Tax Basis Amount: 550.00 Rate: 0.0000 Sales Tax Amount:
Total Tax:
| OK | Cancel

Released 01.08.2016 (Version #1)

Page 119



%5, State of Minnesota

SWIFT >

o Integrated Financial Toois

PO 1 Create and Update Purchase Orders for Agency Buyer Roles

4. Change Buyer/Restart Workflow

Agency staff can temporarily assign a staff person to process and approve purchase orders in their absence. Set
up Temporary Approvals for Purchase Orders is described in more detail in the Appendix of this user guide.

Levels of Approval for each Purchase Order:

e PO Approver Level: An approver with authority to approve purchase orders for the FinDept ID.

e Buyer Approver Level: A buyer with the final approval to encumber the funds and dispatch the
purchase order.

For planned reassignment, use the Self-Service Portal.

If you wil be temporarily unavailable, you can select an alternate user to receive your routings.
|Alternate User ID: |UD389314 a

From Date: [11/2512015 |5 (example:12/31/2000)
To Date: 12/04/2015 [[] (exampler12/21/2000)
Workflow Atiributes

1#/ Email User ¥ Worklist User

Primary Email - )
Account Email Type Email Address
Ld Business | @state.mn.us

Activate changes to this page by prassing Save.

For unplanned reassignment, update the Buyer field on the purchase order. Enter the Employee ID. Make sure
that you follow the directions outlined in the Appendix.

*P0 Date: 08M18/2016 E;J “endor Search  Response Documentation
Expiration Date: [#1]
“Vendor ID: 0000208505 @, DENTAL HEALTH PRODUCTS INC

*Vendor: DENTAL HEA-0D4 Vendor Detalls
I
*Buyer: TEST TRN1 Q  Test Trainer 1

Lesson Summary

Now that you completed this lesson, you should be able to:

e Make a Change Order
s Process Cancellations

e  Print a Purchase Order
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Lesson 5: Closing Purchase Orders

Lesson Overview

This lesson covers the ways that agency staff can manually close purchase orders. The purchase order close
process is used to close purchase orders that are no longer needed. The purchase order may have an
encumbrance balance. Or, it may have been paid in full but not finalized.

Agency staff can manually close purchase orders by:

e Using the Buyers Workbench to close an individual purchase order
e Creating a Change Order to close an individual purchase order
e Using CSV Files in the Buyers Workbench to close purchase orders in bulk

There are benefits of closing purchase orders.

e Anyremaining encumbrances are released. The funds are removed from this purchase order. The funds
are not being held.

e Completed purchase orders no longer appear on the list of available purchase orders when searching for
purchase orders.

e They are not available where reporting options in SWIFT are set to exclude completed or canceled
purchase orders.

¢ Removing completed purchase orders improves system performance. It decreases the time required to
find purchase orders you need to modify.

What happens after you manually close a purchase order?

You can still find and view the purchase order through the Purchase Order Inquiry. You cannot modify it.
Purchase orders cannot be reopened after they have been closed.

You will not be able to reopen an order from a prior year when its budget is closed.

If it is in the current year and there are funds available, you can create a new purchase order.

SWIFT will close purchase orders that are canceled or fully received and fully vouchered against. Every year in
the spring, MMB runs a purchase order reconciliation process for all state agencies. This process looks for
purchase orders with a zero balance and no “Hold” marked on them.
e Canceled:
SWIFT will change the Order Status from “Canceled” to “Complete”. The encumbrance was released
when the purchase order was cancelled.
e Fully Received and Fully Vouchered Against:
These purchase orders have $00.00 in their encumbrance. SWIFT will change the Order Status from
“Active” to “Complete”.

After completing this lesson, you should be able to:

¢ Close an Individual Purchase Order Using the Buyer's WorkBench
e Close a Purchase Order by Change Order
e Close Multiple Purchase Orders Using CSV Files
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Close an Individual Purchase Order Using the Buyer’'s WorkBench

Topic Overview

The purchase order close process allows you to close purchase orders that are no longer needed. The purchase
order may have an encumbrance balance. Or, it may have been paid in full and finalized. The Buyer’s
WorkBench enables you to view purchases for a vendor. You can adjust existing purchase orders such as
closing, dispatching, budget-checking or approving them.

NOTE: If the purchase order being closed references a contract, the closed amount may not be available on the
contract until the daily purchase order batch update process has been run. The funds may not be available on the
contract until the following business day.

Close versus Cancel a Purchase Order

Cancel

Close

When to use?

Purchase order has not been received
or vouchered.

Purchase Order has been received or
vouchered.

Reversal
Possible?

No.

Not likely at agency level.

Impact on Budget

Releases funds after budget check and
overnight batch processing (e.g.,
Pending Cancel status).

Releases funds immediately after
budget check.

Reports? Can filter out cancelled purchase Purchase order or PO line appears on
orders. reports.

Impact on None. Funds likely will not automatically roll

Contracts? back to contract. Reduce it to what has

been paid and close it after the
reduction.

In this topic you will learn:

e How to enter the Buyer’'s WorkBench to Locate a Purchase Order

e How to use the Buyer's WorkBench to Process and Close a Purchase Order
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Process Steps

Step 1: Enter the Buyer’'s WorkBench and Locate the Individual Purchase Order.

1. Navigation Purchasing, Purchase Orders, Buyer's Workbench

2. Search for and select an available Workbench ID or create one by selecting Add a New Value if needed.

o Enter the WorkBench ID on the Find an Existing Value tab. Click Search.

e Or,onthe Add a New Value tab, enter the Business Unit and a WorkBench ID that will allow you to
access it. Enter a short name that will you remember it (e.g., CLOSEPO). WorkBench IDs are

reusable. You do not need to keep adding new ones.

Buyer's WorkBench

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

[ Find an Existing Value JgECtENCIRZITCHN
~ Search Criteria

Business Unit| [= = [1001 Q
WorkBench IDf| begins with ¥ |[CLOSEFO
Description:  |pegins with ||

Case Sensitive

Search Clear |Basic Search Save Search Criteria

3. Onthe Filter Options page, clear all fields. Enter search criteria (e.g., Purchase Order ID). Scroll to the

bottom of the page and click on Search.

Buyer's WorkBench
Filter Options
Business Unit: G1001 WorkBench ID: CLOSEPOQ
Description:
Enter search criteria and click on Search. Leave blank for all values. Goto Search by File

EErs
Origin: Q
| purchase orger: | [zooo003277 | To: 3000003277 |Q

4. Onthe List of Purchase Orders section, locate the individual purchase order you wish to close.

Step 2. Process the Purchase Order to Close it.

1. Enter information in the Description field
2. On the Detail tab, click on the Select check box. Click the Close button.

e If the purchase order has multiple order lines, individual lines can be selected or unselected by clicking

the Lines icon in the far right column.
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L'!II'N'E'WT
Buyer's WorkBench
Business Unit: G1001 WorkBench ID: CLOSEPO
Select FOs for Further Frocessing .
List of Purchase Orders Personaiize | Find | View Al | B | Download  First K1 1 0r 1 I Last
=W other | [=H
Purchase Doc - Match Change Blanket 2
Order Status PO Status Hold PO Date Last Activity Vendor ID Buyer Action Order PO Lines
30000032?? Dispatched N 09/08/2015 08/31/2015 0000257685 | Sawino,Diane M| Standard =

Select All O clear Al

Action: Apprave Unapprove Cancel | Close |

Dispatch | | Preview | |  BudgetCheck | |  BudgetPre-Check

3. The Processing Results page is displayed. This page is where you will close a purchase order.

e Purchase orders are “qualified” to be closed based on their status and any activity associated with them.
Purchase orders with a cancelled status or those without active receipts or vouchers associated with
them are qualified to close.

e Purchase orders displayed in the left column are not qualified to be closed at this time. With caution, you
can manually override those who are not qualified to be closed.
Processing Results

Business Unit: 1001 WorkBench ID: CLOSEFC
*Description: |CLOSE_ PO

Select POs for Further Processing

Accounting Date for Action: 10M19/2015 |5
Update Budget Date Equal to Accounting Date
:::iﬁed Personaize | View Al | B First K1 1 o7 1 I Lot Qualified Personaize | View Al | B First K 1 0714 I Last

POID Line Sched Distrib Line
PO ID Log

]
0 3000003277 =l

e To see why a purchase order cannot be closed, click on the Log icon.

Purchase Order Logs

Business Unit: G1001 WorkBench ID: CLOSEPO
Description:
PO Number: 3000003277

Line Sched Dist Message Text

4 1 POs with Receiving Required On though
not received.

2 1 POs with Receiving Required On though
notreceived.
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4. You can sometimes manually override those who are not qualified to be closed. Use this feature with
caution. Click on the Override button and the purchase order is moved to the Qualified section.

Accounting Date for Action: Im@
Update Budget Date Equal to Accounting Date
Iview At | Bl First E1 4 o7 1 O st
POID Log ID POID Line Sched Distrib Line
= ) 3000003211 =]

Step 3: Close the Purchase Order.

1. When you are ready to close an individual purchase order, click on the Yes button at the bottom of the page.
You will receive a confirmation message. Click Yes to continue to continue.

Continue to Close POs. (10224,10)

Tes ] Mo

2. You will receive another confirmation message stating that the closing process is completed. Click OK.

Completed the Closing Process. (30000.47)

Completed the Closing Process.

The purchase order is now closed. Its status is now “Complete”. The closed purchase order no longer
appears on the Buyer’'s WorkBench page.
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Step 4: Run the Budget Check.

1. Always run the Budget Check. Save it when you are done.

sy
Buyer's WorkBench

Business Unit: G1001 WorkBench ID: CLOSE

*Description: [close

Select POs for Further Processing
List of Purchase Orde

." Detal | Cther
g:";z?ase SPa‘t,::s PO Status Hold PO Date Last Activity Vendor ID Buyer K‘g:g:‘ g:’a:’ge Egnkei Lines
3000003226 Approved [N 08102015 08/06/2015 0000197383  Savino,Diane M | Standard =

Select All O clearall

Action: Approve Unapprove Cancel Close
Dispatch Freview m Budget Pre-Check
Go To: Setfilter options Process Request Options
Process Monitor View Processing Results
Save

2. You will be returned to the Buyer’'s WorkBench page if you wish to close or process other purchase order.
The closed purchase order no longer appears in the Buyer’'s WorkBench. As an option, you can view it
using the Purchase Order Inquiry.

e Navigation: Purchasing, Purchase Orders, Review PO Information, Purchase Orders
Now that you completed this topic, you should be able to:

e Enter the Buyer's WorkBench to Locate a Purchase Order

o Use the Buyer's WorkBench to Process and Close a Purchase Order
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Close a Purchase Order Referencing a Contract Using a Change Order

Topic Overview

Use a change order when you wish to reduce and close a purchase order that references a contract. Before
you close it, you must first reduce the purchase order to what has been paid. The change order allows the
purchase order to be reduced and then closed on the Buyer's WorkBench. Then, funds flow back to the contract.

Typically, it is not necessary to reduce blanket purchase orders or other purchase orders not referencing
contracts. These purchase orders can be closed directly from the Buyer’'s WorkBench.

Change orders are modifications of the specifications of a purchase order. A change order is created when a
material change is made to a previously dispatched purchase order. Materials changes are those that impact the
vendor (e.g., price, quantity, item and description).

Limitations to changes to a purchase order once it has been dispatched:
e Vendor: Cannot be changed unless there are no payments or receipts against it
e Vendor Location: Can be changed
e Document Type: Cannot be changed
e Quantity: If the purchase order has been partially or fully received, the quantity cannot be reduced below
the received quantity.

In this topic, you will learn:

e How to reduce the encumbrance on a purchase order that references a contract
e How to create a change order to update the purchase order

e How to process an updated purchase order
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Process Steps
Step 1: Locate the Individual Purchase Order.

1. Navigation: Purchasing, Purchase Orders, Add/Update POs
2. Onthe Find an Existing Value tab, search for and select the purchase order to reduce and close.

e Enter the Business Unit and PO ID or other search criteria as needed.
e Click Search.
e Click on the individual PO ID, on the Search Results page.

i )l Add a New Value
™ Search Criterk I,
Business Unit: = v [P7801 Q,
PO ID: contains v |[G0280
Origin: begins with v || Q
Purchase Order Date: = v | 1]
PO Status: = A v
Short Vendor Name: begins with v || aQ,
Vendor ID: begins with v | Q,
Vendor Name: begins with v || Q
Buyer: begins with v | Q,
Buyer Name: begins with v || Q,
PO Type: = r L
Purchase Order Reference:| pegins with v |
Case Sensitive
Clear |Basic Search Save Search Criteria
Search Results
Wiew All
Business Unit PO ID Origin Purchase Order Date PO Status Short Vendor Name Vendor ID Vendor Name
P7801 0000602804979 08192015 Approved DENTAL HEA-004 0000208906 DENTAL HEALTH

Step 2: Update the Purchase Order.

1. Onthe Purchase Order, review the Amount Summary section.
e Look for the Encumbrance Balance. In the following example, the buyer originally set up the purchase
order to purchase two items. Only one item is needed. The buyer will create a change order to reflect
this need.

e The merchandise Total Amount was $7,302.75. $3,651.38 remains on the Encumbrance Balance.
$3,651.37 was vouchered. ($7,302.75 - $3,651.38 = $3,651.37)
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Purchase Order

Business Unit: P7801  Origin: Mn Department Of Corrections PO Status: Dispatched A B x
POID: 3000080280 Approval Exception Budget Status: alid
Copy From: [ Hold From Further Processing
~ Header
*PO Date: 08/19/2015 Vendor Search  Response Documentation poc Tof Status:  Valid Agency Reference: 1634101 4110¢cro 1
Expiration Date: 5 Backorder Status: Mot Backordered Create BackOrder
“Vendor ID: 0000208906 DENTAL HEALTH PRODUCTS INC [EEEpieEiEe [l gec¥bed CRO Coniract Release Order T
*Vendor: DENTAL HEA-004 Vendor Details *Dispatch Method: | Emall v Dispatch
*Buyer: o . Amount Summary
PO Reference: [130327 xray machine ~AFEITTES s
FreightTax/Misc.: 469.77 Calculate
*Bill ion: P720000436 Billing Address !
Billing Location: Total Amount: 730275 USD
Encumbrance 365138 USD
Header Details Activity Summary Balance:
PO Defaults Document Status

2. Scroll down to the lines section of the purchase order. Determine what action is needed. Reduce the Price
field (Amount Only orders) or the Quantity to the Amount vouchered. Reduce the purchase order, which
reduces these fields for all lines.

13 First Kl qor1 I an

Personalze | Find | View 1 | B |

Ship To/Due Date || Statuses | ltem Information || Aftributes || RFQ | Contract || Receiving

2 S . Merchandise
Line Item Description PO Qty *UOM  Category Price P Status

Dental X-ray machines
MFG: GENDEX,

1 Fl% P/N: EXPERTDC75 £ 2.0000 |EA 42150000 3,416.49000 6,832.98 Approved @ =]
Description: Expert DC Intraoral X Ray
75" Reach With Wall Plate

3. Inthe example, the PO Qty was reduced to “1.0000", since the amount vouchered was for one item instead
of two items. Click Save.

A
Personaize | Find [ view A1 | B | 3 First B0 g 071 [ Loy

Details Ship To/Due Date Statuses Iltem Information Aftributes RFQ Contract Receiving

N am | = Merchandise

Line Item Description PO Gty UOM  Category Price o Status
Dental X-ray machines
MFG: GENDEX,

1 B PIN: EXPERTDCTS £ 1.0000 |EA 42150000  [3.416.49000 3.416.49 Approved ES] =]
Description: Expert DC Intraoral X Ray

75" Reach With Wall Plate

4. Respond to the message confirming the need to create a change order. Click Yes.

This action will create a change arder. Continue? (10200,27)

The action that you are taking will cause the system to create a change order. Ifyou do notwantto create a change order, then you cannot perform the action at this time.

e ]

5. Review the Amount Summary on the purchase order. The purchase order is updated to reflect the reduced
Qty.

Step 3: Process the Updated Purchase Order.

1. Approval Step: Resubmit the updated purchase order for approval. The PO Status is now “Open” and the
Budget Status is not “Not Chk'd”. Click the Approve PO icon.

e NOTE: if the purchase order was set up for self-approval, you can skip this part of the process.
Released 01.08.2016 (Version #1)
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v [
PO Status: Open L 5 X
Budget Status:  Not Chkd ]

2. Budget Check Step: After the purchase order has been approved, the PO Status is now “Approved”. The
Budget Status remains “Not Chk’d".

PO Status: Approved A E x
Budget Status: Mot Chi'd @ n;j

e The purchase order now needs to be budget checked. Click the Budget Check icon.

e NOTE: The purchase order must be at an approved status before it can be budget checked. Once it is
approved and valid then continue with step 3

o After the budget check passes, the PO Status is “Approved” and the Budget Status is “Valid”.

PO Status: Approved A B x

Budget Status: Walid

Return to the purchase order and review the Account Summary. The Total Amount now reflects the amount
vouchered on the purchase order. The Encumbrance Balance is “0.00".

Purchase Order
Business Unit: P7801  Origin: 979 Mn Department Of Corrections PO Status: Approved A B x
POID: 3000060280 Approval Exception Budget Status: Valid
Change Order: 1
Copy From: T Hold From Further Processing
PO Date: 08/19/2015 vendor Search  Response Documentation  poc Tol Status: valid Agency Reference: [1634101 4170 cro 1
Expiration Date: 5 Backorder Status: Mot Backordered Create BackCrder
*Vendor ID: 0000208906 DENTAL HEALTH PRODUCTS INC Receipt Status: Received Doc Type:| CRO-Contract Release Order M
*Vendor: DENTAL HEA-DD4 Vendor Details *Dispatch Method: | Email v Dispatch
*Buyer: 01141408 Sullivan.Deborah §  amount summary |
PO Reference: [130327 xray machine Merchandise: 3416.49
Billing Address FreightTax/Misc.: 23468 Calculate

*Billing Location: P780000436 Billing Address

o : Total Amount: 365137 USD

o | Encumbrance Balance: 0.00 UsD |

Header Details Activity Summary

There is a zero dollar Encumbrance Balance. It has been reduced to what has been paid. This
purchase order referencing a contract now must be closed in the Buyer’s WorkBench.

Step 4. Use the Buyer’'s WorkBench to Close the Purchase Order.

Review the previous lesson in this chapter to use the Buyer's WorkBench to close a purchase order.
e Navigation: Purchasing, Purchase Orders, Buyer's WorkBench.

Now that you have completed this topic, you learned:

e How to reduce the encumbrance on a purchase order that references a contract
e How to create a change order to update the purchase order

e How to process an updated purchase order
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Close Multiple Purchase Orders Using CSV Files

Topic Overview

You can close multiple purchase orders by using Comma Separated Values or Comma Delimited (CSV) files.
This lesson provides an overview on how to upload eligible purchase orders directly to the Buyer's WorkBench.
This process is often used at the end of a fiscal year.

Comma Separated Values (CSV) file format allows the data (e.g., purchase order information) to be formatted on
a spreadsheet. Each record or purchase order has its own line and is separated with commas. SWIFT will load
the file into the Buyer's WorkBench.

In this topic you will learn:

e How to create a CSV File using Microsoft Excel
e How to use the Close Multiple Purchase Orders using the Buyer's WorkBench.

Process Steps
Step 1: Use Microsoft Excel to Create a CSV File of the Purchase Orders to Close.

1. Line up the columns in this order.

e Column 1 = Business Unit
e Column 2 = Purchase Order ID
e Column 3 (Optional) = Line Number.

If a line is selected, only that line/lines will be closed.
If you are closing all lines on the purchase order, leave the Line Number field blank. All lines will be selected for

close. If the entire purchase order is entered, all lines on it that are not “Closed” or “Cancelled” status will be
closed.

2. Select “CSV (Comma delimited)” under the Save as Type option. Name and Save your file.

A B C p ||| 7 Favorites j 10/8/20151:34 PM  File folder

G1001 3000003253 1 B Desktop j 6/5/ 41 PM File folder
G1001 3000003275 3 & Downloads File folder
G1001 3000003255 15| Recent Places File folder
51001 3000003256 y File folder
51001 3000003257 |l Libraries v . - SminmEna? e e
G1001 3000003258
G1001 3000003259 File name: | [@Ro ol EX<N -

8 Save as type: [CSV (Comma delimited) (*.csv) v]

9

o Authors: Tags: Add atag Title: Add a title

L1

E “+ Hide Folders Tools = I Save I ’ Cancel ]
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Step 2: Access the Buyer’'s WorkBench.

Navigation: Purchasing, Purchase Orders, Buyer's WorkBench
Search for and select an available WorkBench ID or add a new value if needed.

3. Enter the WorkBench ID on the Find an Existing Value tab. Click Search.
Or, on the Add a New Value tab, enter the Business Unit and a WorkBench ID that will allow you to access it.
Enter a short name that will you remember it (e.g., CLOSEPO). WorkBench IDs are reusable. You do not
need to keep adding new ones.
e Click Search.

Buyer's WorkBench

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

Find an Existing Value Add a New Value

~ Search Criteria

Business Unit:| = « [31001 Q

WorkBench ID:| begins with v [|[CLOSEFQ|
Description: | begins with ¥ ||

L Case Sensitive

Search Clear  |Basic Search E Save Search Criteria

Step 3: Upload the CSV File in the Buyer’'s WorkBench Filter Options Page.

1. The Buyer’'s WorkBench Filter Options page is now displayed. Click the Go to Search by File link on the
right side of the page.

Buyer's WorkBench

Filter Options

Business Unit: G1001 WorkBench ID: CLOSEPC

Description: CLOSE_PO

Enter search criteria and click on Search. Leave blank for all values. [_Goto Search by File]

2. Onthe Search by File section of the Filter Options page, click the Load File button.

Buyer's WorkBench
Filter Options
Business Unit: G1001 WorkBench ID: CLOSEPO
Description: CLOSE_PO

Search for Purchase Orders to close from File

I Load File I File Loaded:
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3. The File Attachment window is displayed. Click the Choose a File button.

" File Attachment

“? Help

| Choose File | Mo file chosen
i Uploadi Cancel

4. Your network’s browser is displayed. Enter the spreadsheet you created in Step 1. Click Open.

File name: CLOSE_PO_2015.csv -~ | AllFiles -

I Open |vl ’ Cancel ]

5. The File Attachment window is updated with the spreadsheet. Click Upload.

File Attachment

? Help

Cheoose File | CLOSE_PO_2015.csv
: Cancel

6. The file is now loaded. Click Save to WorkBench.

Filter Options
Business Unit: G1001 WorkBench ID: CLOSEFPOQ
Description: CLOSE_ PO

Search for Purchase Crders to close from File
Search by File

| LoadFile | File Loaded: CLOSE_PO_2015.csv

First Kl 1.7 0r 7 I3 Last

Business Line
Unit O Number

1/G1001 3000003253

PO Not Eligible

2/G1001 3000003255
3|G1001 3000003256
4/G1001 3000003257
5/G1001 3000003258
6(G1001 3000003259

7/G1001 3000003275

[Saveto WorkBencl] | Return to Buyer's WorkBench |
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Step 4: Process the CSV File in the Buyer’'s WorkBench.
The Buyer’'s WorkBench is displayed with the list of purchase orders loaded.

1. Onthe List of Purchase Orders section, you can see that there are multiple records. Click the View All link

to see all of the purchase orders loaded.

Buyer's WorkBench
Business Unit: G1001 WorkBench ID: CLOSEFPO
*Description: |c|_os|5_ PO

Select POs for Further Processing

Personaize | Find | View Al | B2 | pownioad First |1 1 017 1| ast
=W Ciher | [0

gtllnr‘ca?ase S&iﬁg PO Status Hold PO Date Last Activity Vendor ID Buyer m%r:‘ g:’a;ge Eg" = Lines
[« 3000003253 E] Dispatched N 08172015 10M5/2015 0000345269 2 .|Standard =

2. Confirm that these are the correct purchase orders and purchase order lines to be closed.

e To stop any purchase orders from being processed, uncheck the checkbox in the first column.
e To uncheck any purchase order lines from being processed, click the Lines icon in the last column.
e Add a Description. Use the description from the WorkBench ID if you selected an existing one.
e Onthe Action section, click the Close button.
foesciption: CLosEPosFY2016 |
Select POs for Further Processing
List of Purchase Orders Personaize | Find | View 1 | B | Download First = 1-10 of 10 I | 2st
Detail Cther
Purchase oG PO Status Hold PO Date Last Activity VendorID Buyer Maren Change | Blanket Lines
|v| 2000076432 Complete N 06/03/2015 10/20/2015 0000198793 Standard 1 =
|v| |2000076433 B Dispatched N 06/03/2015 06/03/2015 0000282530 Standard =
|v| 2000076435 Dispatched N 06/03/2015 09/03/2015 B040000000 Standard 2 =
|#| |2000076470 Dispatchead N 06/04/2015 08/05/2015 0000223741 Standard =
|v| |2000076526 Dispatched N 07/01/2015 06/25/2015 0000195357 Standard =
|v| 2000076546 Dispatched N 06/04/2015 08/04/2015 450000000 Standard =
|v| 2000076554 Dispatchad N 06/05/2015 07/14/2015 0000192765 Standard 3 =
[#| |2000076576 Dispatched N 06/05/2015 08/06/2015 450000000 Standard =
|v#| 2000076577 Dispatched N 06/05/2015 08/11/2015 G450000000 Standard =
|v| |2000076651 Dispatched N 06/08/2015 10/13/2015 0000274788 Standard 1 |§|
W Pelect Al [0 clearall
Action: Apprave Unapprove Cancel Close
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3. The Process Results page is displayed. Review the Not Qualified purchase orders.
You may be able to move purchase orders from the Not Qualified column to the Qualified column.

e Click the Log button to see why the purchase order is in the Not Qualified column.
e Depending upon the reason, you may click the check box next to them and click on the Override button.

s, ersonaize | View Al 1B st 1 o7 7 14 153 ‘Qualified Personaize | View Al | B Frst
POID Line Sched Distrib Line
POID 58 »
3000003253 ug] =
3000003255 [ug]

POID Line Sched Distrib Line
ol
= 3000003255
3000003256 B
J 3000003257 B 3000003253
SelectAll  [CClear Al
Proceed: | ves | No | Returnto Buyers WorkBench

e A message appears asking you if you wish to continue. Click the Yes button.
Another message appears telling you that the closing process is completed. Click OK.

e  SWIFT will return you to the Buyer's WorkBench.

Step 5: Run the Budget Check.
On the Action section of the Buyer’'s WorkBench, click the Budget Check.

e Onthe Processing Results page, click the Proceed: Yes button. It will budget check the items in the
Qualified section.
Processing Results

Business Unit: R2501 WorkBench ID: POCLOSERZ29

*Description: |CLOSE FOs FY 2016
Select FOs for Further Processing

Accounting Date for Action: 10/23/2015 |5

Update Budget Date Equal to Accounting Date

mlmulﬂ F'rstn1—2nfsug Qualified Per!nmizel‘\flewAllL Frstn1—2n-f2uLast

POID Line Sched Distrib Line
PO ID Log
3000076432
(] 3000076435 BE El
3000076433
L 3000076470 E3 El
Proceed: Yes ||  No | Returnto Buyers WorkBench
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e A message appears to continue to Budget Check POs. Click Yes.

e After successfully processing the budget check, the updated Buyer’s WorkBench page appears. The
PO Status is “Complete” for those purchase orders that were just processed.

Personalize | Find | View 1 | B | Download Firs

Purchase Deoc . Match Change  Blanket
Order Status PO Status Hold PO Date Last Activity Vendor ID Buyer et Oeies PO

[w 3000003253 Complete N 08172015 102002015 0000345269 - Standard

|+ 2000003255 Complete N 08M82015 10/20/2015 0000254225 - Standard

Now that you completed this topic, you should be able to:

e Create a CSV File using Microsoft Excel.

e Use the Close Multiple Purchase Orders using the Buyer's WorkBench.

Lesson Summary
Now that you completed this lesson, you should be able to:

e Close an Individual Purchase Order Using the Buyer’'s WorkBench
e Close a Purchase Order by Change Order
e Close Purchase Orders in Bulk Using CSV Files
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Lesson 6: Viewing Inquiries, Queries and Searches

Lesson Overview

When there are questions about the status or details of purchase orders, SWIFT provides several tools to find up-
to-the-minute information about them. You can find information about individual purchase orders or groups of
purchase orders in various stages of the purchasing life cycle. You can determine if there are any errors so that
you can correct them.

This lesson introduces the terms and general steps for getting real-time information from SWIFT using purchasing
reporting tools: inquiries, queries and searches.

1. Inquiry:
An inquiry is an online data lookup that is geared to data in a specific SWIFT module. An inquiry features
fields used to specify the needed data. SWIFT presents the results online as rows and columns of data.
Use Review PO Information to access these inquiries.

Financial Management System

Favorites | Main Menu > Purchasing > Purchase Orders > Review PO Information
- - - - -

2. Query:
A query is a customized data lookup in SWIFT using the Query Viewer under the Reporting Tools
menu. The resulting data may be viewed online or downloaded to Excel. You will not be able to drill down
using the data presented online.

Financial Management System

Favarites : Mzin Menu > Reporting Tools » Query > Query Viewsr

3. Searches:

SWIFT offers a wide range of reporting possibilities. These reporting capabilities enable you to access the
data you need and present it in the form that is most useful for you.

There are several common inquiries, queries and searches used by SWIFT purchasing staff and administrators.
All of these will be described in this lesson as well as others that may be useful to you.

After completing this lesson, you should be able to:

e Locate the appropriate reporting tools.
e Input data parameters (data limits).

¢ Run the needed purchase order inquiries, query and search.
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Many of the purchase order inquiries are accessible through the Review PO Information submenu. In general,
they follow the same steps:

e Step 1: Navigate to the Inquiry Page Using the Review PO Information Page.
e Step 2: Use the Inquiry Results to Review and Select Purchase Orders.

e Step 3: Review the Appropriate Purchase Order for the Information that You Need.

The most commonly used inquires for purchase orders are: Purchase Order Activity Summary, Document Status
and Purchase Order Inquiry. They are highlighted later in this topic.

Inquiry Type Purpose

Document Status Displays all of the transactions associated to an individual purchase order
(e.g., contracts, receipts, requisitions, payments, vouchers, or events).

PO Accounting Displays all transactions for a purchase order by distribution.

Entries

Purchase Order Used to inquire or view information on a previously created purchase order.
Inquiry You can view vendor details, purchase order header details, billing address

details, comments and procurement documents.

NOTE: There are other “inquiries” available on the header of a purchase order.

Inquiry Type Purpose

Activity Summary Provides a summary of activities for an individual purchase order. You can
also find details regarding the original purchase order, receipts, invoices
and matching.

Comments Allows you to view comments and attachments.

Purchase Order Total | Click on the Freight/Tax/Misc field. View price adjustments broken down
Amount Details into individual amounts, such as freight, sales and use tax, miscellaneous
charges, and value-added tax.

Review Change It states whether changes exist.
Orders

Released 01.08.2016 (Version #1)

Page 138



Fn State of Minnesota

SWIFT

Statewice Integrated Financial Toois

PO 1 Create and Update Purchase Orders for Agency Buyer Roles

Purchase Order Activity Summary

Topic Overview

The Purchase Order Activity Summary pages are used to view the receiving, invoicing, matching and returning
activities that were performed on the selected purchase orders to date. It also displays the total purchase order
merchandise amount, and the merchandise received, vouchered, and matched.

Step 1: Navigate to the Activity Inquiry Page using the Review PO Information Page.

e Navigation: Purchasing, Purchase Orders, Review PO Information, Activity Summary

e Onthe PO Activity Summary page, enter the Business Unit and PO Number. Click Search.

PO Activity Summary

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

~ Search Criteria

Business Unit: = ¥ I51001

PO Number: begins with |3|:||:||:||:||:|32BT
Origin: begins with ¥ ||

Purchase Order Date: = r

Purchase Order Reference:| hegins with
Vendor ID: begins with

-

o mp p

-

I Case Sensitive

” Clear | Basic Search E Save Search Criteria

Step 2: Use the Inquiry Results to Review and Select Purchase Orders.

On the Search Results page, click on the PO Number.

Search Results

Wiew All First |i—| 1of 1 m Last
Business Unit Origin| PO Number | Purchase Order Date Purchase Order Reference Vendor ID
1001 514 13000003284 09/0272015 Electronic Recycling Hazardous 0000203155

Released 01.08.2016 (Version #1)

Page 139



15 State of Minnesota

Statewice Integrated Financial Toois

PO 1 Create and Update Purchase Orders for Agency Buyer Roles

Step 3: Review the Purchase Order for the Information that You Need on the Activity Summary Page.

Header: The header contains basic information about the purchase order and a summary of the various
document totals.

Activity Summary

Business Unit: G1001 PO Status: Dispatched

Purchase Order: 3000003287 Vendor: MATERIALS PROCESSING CORP
Merchandise Amount: 55.77 UsD Origin: 514 Management Services
Merchandise Receipt: 5577 UsD

Merchandise Returned: 0.00 UsD

Merchandise Invoice: 55.77 UsD

[Merchandise Matched: 5577 USD

The header fields are described below.

Field Description

Merchandise Amount | Total dollar amount of the purchase order.

Merchandise Receipt | Total dollar amount of all receipts associated with the purchase order.

Merchandise This functionality is not used in SWIFT.
Returned

Merchandise Invoice | Total dollar amount of all vouchers associated with the purchase order.

Merchandise Total dollar amount of all matched vouchers associated with the purchase
Matched order.

Lines: The lines section provides specific details about each of the associated documents.

There are five different tabs that can be viewed individually. Or, details can be seen all at once on the Line
Details page. Each of these tabs contains the Line Details icon.

i 4] ]
I ) " Receipt | Invoice | Matched RTY
Line Item Item Description uoMm Order Gty Amount Ordered Currency Amount Only
1| Electronic Recyeling Hazardous LO 1.0000 186770/ USD

e Line Details: Clicking on the Line Details icon brings you to the Details for Line page. You can see
activity associated with this line. This activity includes amounts related to receipts, invoices and
matching. View each section by clicking the section. Or, you can click the Expand icon to open all
sections at once.
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Activity Summary

Details for Line 1

PO Number: 3000003287 PO Status: Dispatched
Line Number: 1 Vendor: MATERIALS PROCESSING CORP
ftem 1D: Electronic Recycling Hazardous
Qty Ordered: 1.0000 UOM: LO Amount Ordered: 155770 USD
Expand All

e Details: contains information about the original purchase order.

Item/Item Description: Item ID number and description of the line item from the purchase order.
UOM: Unit of measure for the line item from the purchase order.

Order Qty: Line quantity from the purchase order.

Amount Ordered: Total dollar amount for the purchase order line.

Currency: Currency will always be USD.

Amount Only: A checked box indicates the purchase order is Amount Only.

OO0o0OO0O0OO0

NOTE: Determining Amount versus Quantity is very important on a purchase order.

Personalize | Find | View Al ] | et K gor1 I Lo

™ Receipt | Invoice || Matched || RTV

Line Item Item Description uom Order Gty Amount Ordered Currency Amount Only

1 % Electronic Recycling Hazardous LO 1.0000 185770 USD v

e Receipt: displays details about the receipt(s) associated with the purchase order. The Item ID,
Description and UOM default from the purchase order so they should be the same as the Details tab.

0 Qty Received: The quantity delivered and the UOM in which it was received.
o0 Qty Accepted: The quantity received less the quantity rejected.
o Open Quantity: Displays the amount that is open or has not been received.

NOTE: If the purchase order is Amount Only, receiving will be based on dollar amount, not the quantity. The
fields on this tab will reflect this.

N e W

Line item Item Description uom Amount mm Open Amount  Currency
1 [ﬁ% Electronic Recycling Hazardous LO 155770 0.0000 0.000 USD

Released 01.08.2016 (Version #1)

Page 141



#n State of Minnesaota

/' SWIFT 3

o Integrated Financial Toois

PO 1 Create and Update Purchase Orders for Agency Buyer Roles

o Click the Receipt button to see more specific details of the receipt.

The receipt line details the Business Unit ID number of the Receipt ID as well as some additional details.
0 Vendor Receipt Qty: Quantity of items received from the Vendor Unit of Measurement (UOM).
0 Vendor Reject Qty: Quantity of items rejected expressed in the Vendor UOM.
0 Merchandise Amount: Total price of the items.

Sched Receipt

BU Recv  Receipt No Status Seq VndrRcptQty VndrRejectQty  Merchandise Amt Curmency

Num Line

1 G1001 0000009391 1 Received 1 1.0000 0.0000 185770 USD [=]

Clicking the Receipt ID will link you to the Receipt Inquiry page. There are three tabs.

0 Receipt Lines will show the price of the item, the quantity that was received and whether something
was rejected on the receipt. Comments made on the receipt can also be seen by clicking
the Comments icon.

0 More Line Data shows you details such as Accepted Qty, Net Receipt, Ship To, Due Date and
Vendor UOM.

0 Optional Input displays the Line Number Rejection Reason and Action, Line Number, Invoice Number
and Packing Slip Number. RMA is not used by the state.

Unit: G1001 Receipt No: 0000009391 Source: On-line Receipt Status: Moved
More Line Data Opticnal Input
=
Sel Item Description Price funt Recv Gty HECY Reject Gty Device Track
Only uom
Electronic Recycling Hazardous 155.77000 v 1.0000 Lo Q
Header Details Line Details Manufacturer Info Asset Information
Document Status Header Comments Display RTV Information Line Status
Distribution Putaway Information Device Tracking

e Invoice: Shows all related vouchers, except for those that have been deleted. Details include the ltem
ID and Description, UOM, Quantity, if the purchase order was Amount Only and the Currency.

0 The un-invoiced quantity is the difference between the quantity on the original purchase order and
what has been invoiced.

0 The un-invoiced amount is the difference between the dollar amount on the original purchase order
and what has been invoiced.
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Personatze | Find | View a0 | B | 38 moat B0 g o I L

Un-invoiced

Line tem Item Description uocm Amount Only Amt Invoiced Curmrency Amount Curmency
1B Electronic Recycling Hazardous  |LO v 155770 USD 0.000 USD

o If you click on the Invoice icon, you can see accounts payable information. This includes Business
Unit, Voucher ID, Quantity Invoiced (quantity listed on the specified voucher line) and the Amount
Invoiced (which is the dollar amount listed on the voucher line).

o Clicking the Voucher ID link will open the Voucher Inquiry page for more details of the voucher.

Unit: 1001 PO Mo.:3000003287 Line 1 ftem 1D
Personalize | Find | View A1 | B | 35 First B 4 071 10 Last

Sched Num AP Unit Voucher Line Amount Invoiced
1 G1001 00014551 1 155770 E|

e Matched: provides matching information about the purchase order.

o0 Matching will compare the purchase order, receipt and invoice to determine if the whole quantity has
been matched. It shows the Item ID and Number, UOM, Qty Matched (Quantity for the purchase
order line that has been matched) and the Amt Matched (the amount of the purchase order line that

has been matched).

Personaiize | Find | view A1 | B [ 3 mrs B g or 0 I Lo

| Detais || Receipt || Invoice mwm RTV

Line ltem ltem Description oM Oty Matched Amt Matched Currency
1 Fél Electronic Recycling Hazardous Lo 0.0000 155.770/USD

o Clicking on the Match icon, you can see the quantity and amount matched as well as the voucher
accounts payment unit and ID. If you click on the Voucher ID, SWIFT brings you to the Voucher
Inquiry Results page. You can get details about the voucher.

Unit: G1001 PO No.: 3000003245 Line 1 Item 1D
Sched Mum AP Unit Voucher Line Cuantity Matched Amount Matched
131001 | DDD14568 1 0.0000 252.500 =]

e RTV: SWIFT does not use this feature.

You have now completed the Purchase Order Activity Summary inquiry.
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Document Status

Topic Overview

Use the Document Status Inquiry to find out all of the documents associated with a purchase order. These
transactions include receipts, requisitions, vouchers, contracts, payments and events attached to a purchase
order. It also provides information about the accounting entries associated with it. You can also access

the Document Status Inquiry from within each individual transaction.

Step 1: Navigate to the Activity Inquiry Page using the Review PO Information Page.

e Navigation: Purchasing, Purchase Orders, Review PO Information, Document Status

e Enter the Business Unit and PO Number. Click on Search.

Purchase Order Document Status

Enter any information you have and click Search. Leave fields blank far a list of all values.

Find Existing Wal

~ Search Criteria

Business Unit: = v (51001 Q
PO Number: begins with ¥ |3|:||:||:||:||:|0325

Purchase Order Date: = v 1
Origin: begins with v || Q

Purchase Order Reference:| begins with v ||

Case Sensitive

Clear . |Basic Search [g] Save Search Criteria

Step 2: Use the Inquiry Results to Review and Select Purchase Orders.

o If you entered PO Number “contains” or another search criteria, it brings you to the Search Results page.
Click on the PO Number. It brings you to the purchase order you selected.

Search Results

Wiew All First |ﬂ 1of1 |ﬂ Last

Business Unif PO Number urchase Order Date Origin|Purchase Order Reference
1001 3000000325 l]EI.-'EIE.-'EEIH 514 |Computer Equipment, SAW & Sernv

Or, if you entered the PO Number, SWIFT brings you directly to the Document Status page.
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Step 3: Review the Purchase Order for the Information that You Need on the Document Status Page.
SWIFT brings you to the Document Status page.

e Click on any Doc IDs to get details about the related transaction.
e The PO ID link brings you to the Purchase Order.

e The Document Status Inquiry icon brings you to a page that shows you associated documents such as
a purchase order, voucher or payment.

Document Status

Business Unit: G1001 POID: 3000003211

Document Date: 08/03/2015 Status: Dispatched

Currency: usD Document Type: Furchase Order

Buyer: Savino,Diane M Merchandise Amt: 1,330.00
Budget Status: Walid

Personalize | Find | View All| 1 |

Related Info

SetiD E:;‘"e“ ?;::"’e”‘ | DOC ID | Status Document Date  Vendor ID Location

SHARE Contract 0000000000000000000084340 Approved 10/01/2014 0000205972 &
G1001 Receipt 0000009254 Moved 08/M14/2015 0000203973 & oo1
G1001 Receipt 0000009344 Moved 08/01/2015 0000203973 & oo1
G1001 “Woucher 00014325 FPosted 07/01/2015 0000203973 & oo1

o If the purchase order was created by referencing a contract, there will be a contract document. Click on
the Contract ID to see a list of the events attached to this contract for that line. If you check the Sel
(Select) box and scroll to the bottom of the page, you can view Contract ID information.

0000000000000000000025962 Vendor ID: 0000201272

First EI 1-406 of 406 I |

F't:mnmil:lFlldILEI-IEEEE

Type BU [0} Status Reference Release Amount Currency
1 PORelease B2201 3000165282 Dispatched Replacing PO 95433 379 1,191.01 USD
()] 1|PO Release H5501 3000038083 Dispatched FY16 CO Barb Geiger Cracle ren 511 25263296 UsSD

View Contract ID Line

View Contract ID Category

e The Receipt ID brings you to any receipt lines associated with the purchase order. It displays
the Receipt Number that was entered; quantity received and accepted; and rejected shipment quantities.
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Unit: G1001 Receipt No: 0000009254 Source: On-line Receipt Status: Moved
Personalize | Find | /isw A1l | B I" First &0 4 a7 4 L
Sel Item Description Price Amt  pecv Gty Recy Reject Qty Device Track
| I I jOnty | po ! !
B 1 Maintenance/Repair Services fo 145.00000 v 11.0000 LO Q
Header Details Line Details Manufacturer Info Asset Information
Document Status Header Comments Display RTV Information Line Status

e The Voucher ID brings you to the Voucher Inquiry Results page. Scroll to the bottom of the page. You
can get more information about the voucher attached to the purchase order.

0 The Voucher Details tab shows the Voucher ID associated with the purchase order, Invoice
Number, Invoice Date and Entry Status.

PR e Delas || Vervio Detaie | [

Accounting  Match Match

= - Payment
Voucher 1D Invoice Number  Invoice Date Vendor 1D Entry Status Entries Shaius WorkE frebon iy

Short Vendor Name

G1001 Doo14737 Renewal 201516 06/15/2015 DOD0200SB0 Postable = Matched = MATIONAL A-D86

o Click the Payment Information button to learn about payment for this voucher. Click on
the Payment Reference ID link.

First K 4 of4 IX (ast

|Bank  Bank Bank Payment gﬁp.”“d Applied S Payment Payment Voucher Faid
| SetlD Code Account Reference |D un;rness Voucher ID Amount | Currency Amount

i > :
ElSHﬁ'«HE LS00 WF Do02815171 10052015 7,500.00 USD 7,500.00 Paid

Payment Status

o0 It brings you to the Payment Inquiry Results page. Scroll to the bottom of the page. You can
see whether this line was paid.

e Click on the Accounting Entries icon that is on the Voucher Details tab.

Fist & 1.0f 1

[TOPTSWIS  Amounts || More Details || Vendor Details | [E=°W)
= =

Business 2 . Accounting Match Match Payment
Unit Voucher 1D Invoice Number Invoice Date Vendor 1D Entry Status Entrios s WorkB Infor e Short Vendor Mame
G1001 DCO14737 Renewal 201516 D61 5/2015 DOD0200980 Postable Matched % m MATIOMNAL A-DBS

Released 01.08.2016 (Version #1)

Page 146



State of Minnesaota

SWIFT >

PO 1 Create and Update Purchase Orders for Agency Buyer Roles

You can see the ChartFields associated with this voucher.

Voucher Accounting Entries

Business Unit: G1001 |Q Voucher ID: 00014727 Q4 Invoice Number: Renewal 2015-16
Accounting Line View Option: | Standard bl ! Show Foreign Currency Search
Invoice Date: 0612013 Vendor ID: 0000200980 Vendor Name: MATIOMAL ASSOC OF STATE TREASUR
Accounting Information Find | View All First
Posting Process: AP Accrual GL Dist Status: Distributed
Parsonslize | Find | view a1l | B | 7 Fist £ 4
FITraTerar —= Suilx . Agency Agency .
Tac Authorit]  FU" peporiment E:"Fg""’p"““" D account |  Account é{;sm!i{;e , (Costi  Costz PC Business  project Activity
Eeiz ID (Class) °8l o) (CF2)
1000 51039000 100009 200003
1000 1039000 100009 411804
1000 G1035000 G100005 200003
1000 1035000 100005 411804

e Click the Match Workbench icon on the Voucher Details tab.

Voucher Inquiry Results

Vioucher Details Armounts More Detsils \endar Details =»

Business = x Accounting  Match Match Payment
Unit Voucher |DV Invoice Number  Invoice Date Vendor 1D Entry Status Entrics St WorkB Infor cn Short Vendor Name
G1001 DD014737 Renewal 2015-16 D61 5/2015 DODO200280 Postable [Etfl Matched |1§| MATIOMAL A-086

0 You can view detailed information about matched documents for the selected voucher while still
reviewing the Voucher Inquiry Search results.

0 The Inquiry page you access is dependent on the match status of the voucher. It also explains

the line details and gives a breakdown of the match rules that were applied towards the purchase
order.

Matched Vouchers

Business Unit: G1001 MMB Voucher: 00014325 Invoice: INV206885

Vendor: 0000203973 Vendor SetiD: SHARE Vendor Location: o001

Vendor Name METRO SALES INC Match Due Date: 08M14/2015 Invoice Date: 07/01/2015
RICHFIELD

Updated By: FIBYEDT Due Date: 07/31/2015 Matched Date: 08/14/2015

Terms: 30 MNet 30 Origin: OMNL Match Status: Matched

Gross Amt: 145.000 Uso Control Group: Match Type: Auto - Matched

Header Match Rules
Document Details

Eind | View All_First

Voucher Line Number: 1 Rule: User Criteria
PO Business Unit: 51001 PO Number: 3000003211
Line Number: 1 Schedule Number: 1
View Document: | Purchase Order v |
Line Document Details Document Id: [ 1001 3000003211 v | Go

You have now completed the Document Status Inquiry.
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Purchase Order Inquiry

Topic Overview

Use the Purchase Order Inquiry to inquire or view information on a previously created purchase order. You can
view Vendor Details, purchase order header details, billing address details, comments and procurement

documents.

The Purchase Order Inquiry page is an inquiry version of the Maintain Purchase Order — Purchase Order
page. This is a view-only page that allows users to:

e Inquire about purchase orders.
e View purchase order activity.
e Review purchase order accounting line entries.

NOTE: This inquiry is the only place to see details from purchase orders with a PO Status of “Complete” or
“Cancelled”.

Step 1: Navigate to the Activity Inquiry Page using the Review PO Information Page.

¢ Navigation: Purchasing, Purchase Orders, Review PO Information, Purchase Orders

e Onthe Purchase Order Inquiry page, enter the Business Unit and PO Number. Click Search.

Purchase Order Inquiry

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

~ Search Criteria

Business Unit: = v 51001 &}
POID: begins with v |[3000003255
Origin: begins with ¥ || Q
Contract ID: begins with v || Q
Release Number: - v |
Purchase Order Date: . v 1
PO Status: = v | v
Short Vendor Name: begins with v || Q
Vendor ID: begins with ¥ || Q
Vendor Name: begins with v || Q
Buyer: begins with ¥ || Q
|

Purchase Order Reference:| pegins with

Case Sensitive

Search Clear |Basic Search Save Search Criteria
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Step 2: Use the Inquiry Results to Review and Select Purchase Orders.

e Onthe Search Results page, click on the PO ID.

Search Results

View All Firg
Business - Contract Release Purchase Order Short Vendor Purchase Order
Unit Origin PO ID SetiD Contract ID Nl FPO Status N VendorID  Vendor Name Buyer POT[QEW
G1001 514 |3000003255 SHARE |0000000000000000000047760 4587 08/18/2015 Dispatched VERIZON WI-001/0000254225 VERIZON WIRELESS B|01136301|General |FY 16 Wireless |

Step 3: Review the Purchase Order for the Information on the Purchase Order Inquiry Page.

Purchase Order Inquiry
Purchase Order

Origin: 14 1 ic
Business Unit: 1001 PDgStatuS' 514 Management Services
i ) Dispatched
POID: 3000003255 Budget Status: WValid
| Header
PO Date: 08/18/2015 Doc Tol Status: valid Agency Ref: FY 16 Wireless Services
Vendor Name: 1 Backorder Status: Not Backordered
Vendor ID: 0000264225 vendor Defalls Receipt Status: Partial Doc Type:  BPG
Buyer: Savino,Diane Response Documentation Hold From Further Processing
[l
PO Reference: FY 16 Wireless Services Amount Summary
- . - Merchandise: 5,700.00
Billing Location: G104THFLOO Billing Address
FreightTax/Misc.: 0.00
Document Status Total: 570000 UsD
Header Details All RTV
Encumbrance Balance: 4.859.76 USD
Header Comments Matching
Change Order Activity Summany

Wiew Printable Version

Personaiee | Find | View A | B | 38 First £ 4 o7 0 I Lagt

Line Item 1D Item Description Category PO Qty uom mroc:::dise Status
1 % FY 16 MMB Depts. Wireless Serv 83111603 1.0000 |EA 5,700.00|USD Approved Q @

View Approvals

Header: The header contains basic information about the purchase order. Some of the links provide detailed
information.

Links/lcons Description

Vendor Details This includes payment terms, date, address details information and contact
information.

Response This provides information about a bid (if required) and details about the

Documentation bidder response.

Billing Address View the billing address that was listed on the purchase order.

Header Details Shows all of the information that was placed on the header of the purchase
order. This includes PO Details, Currency and Process Control Options.

Header Comments Shows any comments that were written on the purchase order at the time of
creation. It will also display where the comment was sent to or where it
appeared.

Released 01.08.2016 (Version #1)

Page 149



@f}.’rﬂ%mm of Minnesota
“/SWIFT 3

PO 1 Create and Update Purchase Orders for Agency Buyer Roles

Links/Icons

Description

e Send to Vendor: Selected if the comments appeared on purchase
orders and were dispatched to vendors.

e Show at Receipt: Selected if the comments appeared on the receipt
documents.

e Show at Voucher: Selected if the documents appeared on the
voucher.

Attachments are also viewable.

Change Order

This page shows the change order history associated with a purchase
order’s header, line or ship to. It will include a description of the change
made, the value that was changed, the user that made the change and the
date. It contains three tabs: Header Changes, Line Changes and Ship
Changes.

All RTV

SWIFT does not use this feature.

Matching

Displays the Match Status of the purchase order. The match values are “To
Match”, “Part Matched” or “Matched”.

Document Status

Access and review documents associated with the purchase order. For
more information about documents, see the, see the Document Status
Inquiry topic in this lesson.

Activity Summary

View the receiving, invoicing, matching, and returning activities that have
been performed on the selected purchase order. For more information, see
the Activity Summary Inquiry topic in this lesson.

View Printable
Version

Yes: The distribution details display on the document.
No: The distribution details do not display on the document.

Lines: View the line information.

Links/Icons

Description

Line Details icon

This page allows you to review a summary of the line details that were

entered for the line on the purchase order. You can also click on:

e Contract Details to get to the Contract Entry page with contract
details.

e User Defined to create customer user fields for your agency.

PO Lines Comments
icon

Shows any comments that were written on the purchase order line at the

time of creation. It will also display where the comment was sent to or

where it appeared.

e Send to Vendor: Selected if the comments appeared on purchase
orders and were dispatched to vendors.
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Links/Icons Description

documents.

e Show at Receipt: Selected if the comments appeared on the receipt

e Show at Voucher: Selected if the documents appeared on the voucher.

purchase order.

e Schedule Details
Ship To Address
Price Adjustment
Miscellaneous Charges
Schedule/Use Tax
Distributions/ChartFields

section, click on Budget Information.

Schedule icon You can access the schedule and distribution details related to the

To get the Budget Date for this purchase order, go to the Distribution

Below the Lines:
e Click on View Approvals.

You can see the approval status for the purchase order. You can access the following pages: View Printable

Version, Edit the PO, View Line Details and View/Hide Comments.

View Approvals
Business Unit: G100 Document Type: BFC
POID: 3000003255  iew Printable Version PO Status: Dispatched
PO Total: 5,700.00 USD PO Date: 08/18/2015
Vendor ID: 0000254225 WERIZON WIRELESS B Budget Status: “alid
Buyer: 01136301 Justification:
PO Reference: FY 16 Wireless Services No justification entered by buyer. ]
' EditPO '
P

Perconaize | Find | view A1 | B | 2

Merchandise

Line Schedule Number Distribution Line  Hem Description Quantity UOM Price e Monetary Amount

FY 16 MMB Depts.
1 1 Wireless Services 1.0000 EA 5,700.00000 5,700.00 5700.000 1
4 | 3

Ll Select All / De-select All [ Wiew Lines Details
* Review/ Edit Approvers
PO Approval

b Line 1 Schedule 1 Distrib 1 :Approved & viewmide comments
F* 16 MME Depts. Wireless Services -

Return to Purchase Crder Approval History

You have now completed the Purchase Order Inquiry.
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Queries
A query is a customized data lookup in SWIFT using the Query Viewer under the Reporting Tools menu.

Query Viewer enables you to:
e Run queries and have results sent to a separate browser window.

e Download and format the data in an Excel worksheet and/or in an XML format.

e Schedule queries to run at predefined times or on recurring schedules (e.g., first thing in the morning).
The results of these scheduled queries are routed to your Report Manager in SWIFT.

Query Viewer provides several fields that can be used to locate queries. You can search for a query using the
basic or advanced search options.

e Basic Search Option: Search using only the “begins with” condition.

e Advanced Search Option: Search using one or more search criteria and selecting from a choice of
conditions for each criterion (e.g., “contains”).

e Wildcards (%) can be used in any of the fields to refine or broaden a search.
Query Naming Conventions

To use a query to retrieve data from SWIFT, you will need to now its name or a part of its name. The naming
convention for SWIFT is M_XX_GBL...

M is for Minnesota.

XX represents the two-letter SWIFT module abbreviation (e.g., PO for Purchase Orders).

GBL is for Global. It displays if all users have access to this query.

Characters that appear after XX or GBL describe the kind of data the query will locate. For example, the
query M_PO_DEFAULTS_BY_VENDOR will show information associated with the Vendor.

e Use capital letters and the underscore symbol.

After completing this topic, you should be able to:
e Navigate to the Query Viewer to find and run queries based on criteria you select.
e Use the data from the query you ran.

e Schedule queries.
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Common Queries Used for Purchase Orders

Query Name

Purpose

M_CG_GBL_CAT_VNDR1

Finds vendors by United Nations Standard Products
and Services Code (UNSPSC).

M_AP_GBL_1099

List of Account Codes in SWIFT that are 1099
reportable.

M_CG_GBL_CAT_VNDR_TG_ED VO

Vendors by UNSPSC and TG/ED/VO

M_CG_GBL_FIND_UNSPSC_BY_ACCT

Find the Category by Accounts.

M_PO_GBL_DBA_NAME

Find the correct vendor and location for businesses who
may be conducting business under various names (e.g.,
Doing Business As).

M_PO_GBL_LOOKUP_TG_ED

Vendor lookup for TG/ED

M_PO_GBL_OPEN_ORDERS_BY_
BUYER

Find open purchase orders by buyer.

M_PO_GBL_PO_LINE_ASSET_RELATED

Find purchase order lines with asset information.

M_PO_GBL_OPEN_ENCUM_BALANCE

Find open encumbrances based on a budget date
range. You can search by Fund, Fin Dept ID and
Approp ID.

M_PO_GBL_POS_WITH_0_ENCUM_BAL

Find open purchase orders with zero encumbrance
values.

M_SS_GBL_ACTIVE_REG_VNDR

The list of Vendor IDs that are active in SWIFT.

M_VENDOR_INQUIRY

Find all locations and addresses by vendor.

M_VND_CAT_INCTV_LIST

Finds vendors with locations that are inactive.

M_CATEGORY_LOOKUP

Look up Category Codes (e.g., UNSPSC).

M_AP_GBL_PYMTS_BY_PO

Lists vouchers against a purchase order.

M_PO_GBL_PO _DETAILS_BY_PO_
DATE

Lists the details of a purchase order. Some agencies
run this report every quarter per buyer for large
purchases.

M_PO_GBL_PO_DETAILS BY_
VENDOR

List of purchase orders for a particular vendors.

M_PO_GBL_POS_WITH_0_ENCUM_BAL

List of purchase orders with a zero balance. Helps with
year-end planning.

M_SC_GBL_CNTRCT_RELEASES_BY_BU

List of contract releases by business unit. Includes the
buyer.
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Process Steps for Using the Query Viewer
Step 1. Enter Information into the Query Viewer.

e Navigation: Reporting Tools, Query, Query Viewer

e Enter the Query Name in the basic search. NOTE: It must follow the naming conventions. Click Search.

Query Viewer

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

“Search By [aquery Name v | begins with _VENDOR_INQUIRY

Advanced Search

e Or, click on the Advanced Search link and enter information (e.g., PURCHASE ORDER) in
the Description field.

Query Viewer

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

Query Name |beginswith v |
[Description | begins with v | [PURCHASE ORDER|

Uses Record Name |Deginswith v | |

Uses Field Name |beginswith v

|
Access Group Name |beginswith v | | Q.
Folder Name [beginswith v | |
*Query Type = User v
Owner = A
‘When using the IN or BETWEEN operators, enter comma separated values without quotes. i.e. JOB EMPLOYEE JRNL_LN.

[ Clear | Basic Search

Step 2: Look at the Search Results to Find the Individual Query.

e Onthe Run to section, choose a Run to method (e.g., HTML, Excel or XML). If you select “Excel”, you
will get a spreadsheet that you can filter the results. SWIFT opens up a separate window or report with
your data.

[ Search Results |

*Folder View |— All Folders — v

Personalize | Finet 1view a0 1B 1 35 gt 10 4 10 07 10 I Last

Run to Run to Run fo

Query Name Description Owner Folder T e chedule For(i;ea
BTF_PURCHASE_ORDER Purchase Order Public HTML Excel XML Schedule Eavorite
FINQA_AP_PO_HDR Purchase Order Header | Public HTML |Excel XML |Schedule | Favorite
FINQA_AP_PC_LINE Purchase Crder Ling Public HTML |Excel XML |Schedule Eavorite
M_PO_GBL_POS_ON_HOLD Purchase Crders on Hold | Public EEEEEASE HTML |Excel XML |Schedule | Favorite
M_PO_GBL_PO_DETAILS_BY_VENDOR  [urchase OrderDetalsby e FURCHASE i Excel XML Schedule | Favorite
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Step 3: Enter Information into the Query that You Selected.

e Each query will have different parameters. Most require the Business Unit. You can see the fields that
will be populated. Enter in the required information. Click on View Results.

CAUTION: Be careful in choosing search parameters. If the results are large or if there is a lot of activity
in SWIFT, it may slow down your system.

M_PO_GBL_PO_DTLS_BY_BUDGET_DT - Purchase Order Dtls by Bdgt Dt

PO Bus Unit (% for all BUs): |:_;1‘ 001 @,

Budget From Date: 07/01/2015 |[5)
Budget Thru Date: 11/09/2015 [[#]

i e
o

PO | Bus - . .
Bus| Unit PO| Doc Origin Origin| PO |Budget| Hold |Receipt|Match |Dispatch| PO

Agency| PO|Vend
Unit|Descr L EnE

Descr|Status | Status | Status| Status |Status| Mthd |(Date| Ref |Ref| ID

Step 4: View the Report from the Query.

Depending upon which Run to method you chose, you will get a report.
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Searches

Topic Overview

SWIFT provides many ways for purchasing staff to get the information they need. For example, there is the
magnifying glass on fields throughout SWIFT. You can use the magnifying glass to access tables that hold
allowable values. The fields with the magnifying glass will bring up search criteria to find what to enter.

This topic covers common questions by purchasing staff and searches that enable them to get the information
they need. Specifically, this topic will cover:

e Amount encumbered on a single purchase order
e Category Code Search

e Multiple encumbrances by ChartFields
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Amount Encumbered on a Single Purchase Order

When a purchase order is budget checked, the dollar amount is encumbered to hold the funds for it. You may
need to determine how much of the original encumbrance remains.

1. Access the purchase order using the Purchase Order Find an Existing Value page.

e Navigation: Purchasing, Purchase Orders, Add/Update, Find an Existing Value
e Search for the purchase order by entering search criteria such as the Business Unit and the PO ID.

Purchase Order

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

L ——
Find an Existing Value
———

~ Search Criteria

Add a New Value

Business Unit: = v G1001 Q

0ID: contains ¥ |[3255

Crigin: begins with Q
Purchase Order Date: - Yl

PO Status: = A A
Short Vendor Name: peginswith /[ q
Vendor ID: begins with v &}
Vendor Name: begins with ¥ Q
Buyer: begins with liq

Buyer Name: begins with ¥ [}

PO Type: = T A
Purchase Order Reference:| begins with v

) Case Sensitive

| Clear |Basic Search B Save Search Criteria

Search Results

Miew All

Business Unit Origin Purchase Order Date PO Status | Short Vendor Name VendorID  Vendor Name Buver Buyer Name PO Type Purchase Order Reference Hold
G1001 000003255]514 | 08/18/2015 Dispatched VERIZON WI-001 0000254225 VERIZON WIRELESS B|01136301) Savino.Diane M General FY 16 Wireless Services N

2. Onthe purchase order, look at the Amount Summary located on the right side of the header.

There are four lines to pay attention to in the Amount Summary:
e Merchandise: The total dollar amount of all lines.
e Freight/Tax/Misc.: The total of all taxes and other non-line item charges.
e Total Amount: The total of the Merchandise and Freight/Tax/Misc lines.
e Encumbrance Balance: The total remaining encumbrance for the purchase order.

'~ Header
*pP0 Date: D8MB/2015 Vendor Search  Response Documentation  poc Tol Status: “alid Agency Reference: [FY 16 Wireless Servi
Expiration Date: 06/30/2016 |5 Backorder Status: Not Backordered Create BackOrder
*Wendor ID: 0000254225 VERIZON WIRELESS B Receipt Status: Partial Doc Type:| BPC-Blanket Purchs Agnst A Contrct v
*Vendor: VERIZON W-001 Vendor Details *Dispatch Method: | Phone v Dispatch
*Buyer:
PO Reference: [F¥ 16 Wireless Services Merchandise: 5700.00
Silling Add FreightTax/Misc.: 0.00 Calculate
*Billi ion: G104THFLOD Silling Address L
Billing Location Total Amount: 570000 USD
Encumbrance 485976 UsD
Balance:

As vouchers are processed against the purchase order, the encumbrance balance will be reduced. You can use
the Document Status Inquiry to get details about the vouchers or other related transactions.
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Category Code Search

This search allows you to look up Category Codes and Accounts associated with them. SWIFT Category Codes
are based on the United Nations Standard Products and Services Code (UNSPSC). The flex fields allow you to
select the field to search. Two common flex fields are Keyword and Long Description. Keyword search allows
you to input a value in plain language. Long Description searches categories by the official UNSPSC description.

Step 1. Access the Category Code Search.

e Navigation: Items, MDC Item Maintenance, MDC Searches, MDC Search Item Categories
e Onthe FLEX FIELD, scroll down and select a field. This example uses “Keyword”.
e Switch the next field to “Contains”. Enter a keyword.
e Click Search.
ltem Category Search
i ———————
SetlD [SHARE | Q || Keyword v| ¢ [Contains ¥ ||'3Uﬂ9rﬂ¥ |
[ FLEX FIELD v
| FLEX FIELD v |

T

Step 2: Find the Category Code and Select it.

e Onthe Search Results, find the correct Category Code and click on it.

Code Category Cd  CategoryID  Eff Date Long Description Keyword

Insect equipment = Agricultural and forestry and

landscape machinery and equipment = Farming
UNISPSC | 21102400 00239 07112011 and Fishing and Forestry and Wildlfe Machinary INSECT EQUIPMENT BEEKEEPING SILKWORM BUTTERFLY BREEDING BEETLE

and Accessories

Valves > Fluid and gas distribution = Distribution WALVES NEEDLE PNEUMATIC SAFETY RELIEF HYDRAULIC BALL FLAP

i BUTTERFLY LUG PATTERN ORIFICE PILCT PINCH PUMP SLIDER SWING
SHARE UN/SPSC | 40141600 00735 07H62011 gl;?ﬂ%ggg::lgnmg Systems and Equipment and CHECK FLOAT POPPET FOOT AIR SLUICE COMPRESSED SEGMENT

MAGNETIC RCTARY AIRLOCK CALVE SEAT STEM

Step 3: Review the Category Details.
e Onthe Category tab, you can see the description of it and the primary account associated with it.

Category Definition ] Category Definition 2 Account Restrictions

SetiD: SHARE Category ID: 00239 Code: 21102400
Header Find | View Al First 1 1 074 O Last
*Market Code: UN/SPSC v Effective Date: |07/11/2011 |[5] Status: FH[=
*Long Description: INSE¢t 2auipment > Agricultural and forestry and *Short Desc: insectequ

landscape machinery and equipment = Farming and

Fishing and Forestry and Wildlife Machinery and =]

Accessories

4
Primary Buyer: [00319480 Q. Allram Renee D
Usage Code: Q
Lead Time Days: 0 *Physical Nature:
“Currency: USD Q. Dallar
“Account: 313004 a AT Default
VAT Service Treatment Setup

Asset Profile ID: Q
Keyword INSECT EQUIPMENT BEEKEEFING SILKWORNM BUTTERFLY BREEDING BEETLE
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On the Account Restrictions tab, you can see the Accounts associated with it in SWIFT.

Category Definition Category Definition 2
SetlD: SHARE Category ID: 00239 Code: 21102400
Personalize | Find | B | 7 First £ 17017 I st
Account Description

1413001 Supplies, Materials, And Parts

2 441001 Aid Paid To Clients

3441004 Special Costs Paid To Viendors

4 449102 Cther Aid Paid To Clients

5 441103 O Svc/Cost For Cint Pd To Vend

G 470606 Equipment-Capital

7471606 Equipment-Non Capital
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Multiple Encumbrances by ChartFields.
Step 1. Access the Purchase Order using the Budget Details Page.

¢ Navigation: Commitment Control, Review Budget Activities, Budget Details
e Search for the purchase orders by entering ChartField criteria.

Business Unit: MNOO1 (for all state agencies)

Ledger Group: KK EXP BUD (Use “Expense Budget Ledger Group” for Encumbrances)
ChartFields or ChartField String:

Budget Period:

O O0O0Oo

Budget Details

Enter any infarmation you have and click Search. Leave fields blank fora listo
Find an Existing Value

¥ Search Criteria

Business Unit: =¥ [MNOD1 Q
Ledger Group: =¥ KK_EXP_BUD aQ
Account: begins with ¥ ||41300 Q
Financial Department ID:| pegins with ¥ |[20237200 Q
Fund Code: begins with ¥ |[5100 Q
Sub Account (Class): begins with » | (&}
Statewide Cost (Prog): | begins with v || Q
Affiliate: begins with v || Q
Fund Affiliate: begins with v || Q
Agency Cost1(CF1):  [beginswith 7 | Q
Agency Cost 2 (CF2): begins with ¥ || Q,
Appropriation ID (CF3): [ pegins with ¥ [[G021903 Q,
PC Business Unit: begins with » | (&}
Project: begins with | Q
Activity: begins with v || Q
Source Type: begins with v || Q
begins with v |[2014 Q
Statistics Code: begins with v || Q

Search Clear |Basic Search B Save Search Criteria
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Step 2: View the Commitment Control Budget Details Page.

SWIFT displays the Commitment Control Budget Details page.

Commitment Control Budget Details

Business Unit Ledger Group Budget Period Fund Fin DeptlD

ApproplD Account
MMNDD1 KK_EXP_BLD 2012 5100 G0237200 G021503 41300
Fund:Fleet Service Fin DeptlD: Flest Services ApproplD: Fleet Services
Account: Supplies
Display Chart i Drill to Activity Log
Ledger Amounts
Max 100
Budget: ,805,000.00 USD & Rows:
Aftributes
Expense: 5,568,164.38 USD @ <y Parent { Children
Assoriated Budgets
Encumbrance: 0.00USD [ ]
Pre-Encumbrance: 0.00USD & E ]

Associate Revenue:

ppp  YSD
Available Budget
Without Tolerance:

1235835625  USD Percent: (18.16%) 7
With Tolerance:

1,235.83562 8 ushD Percent: (18.16%) &
Budget Exceptions

Exception Errors: ] Exception Warnings: ] Budget Exceptions

The total encumbrance amount is shown on the first page in the Ledger Amounts section. There are four
values to be aware of in this section.

e Budget: The total budgeted dollar amount for the ChartField combination.

e Expense: The total budgeted expenses for the ChartField string.

e Encumbrance: The total encumbrances designated for the ChartField string.

e Pre-Encumbrance: The total pre-encumbrances designated for the ChartField string.

Step 3: Drill to the Activity Log.

To find details of the specific transactions this amount encompasses, click the Drill to Activity Log button. Scroll
to the right to see all of the fields. The Activity Log displays the following information:

e Transaction Type

e Document ID

e Document Line

e ChartField information

e Budget information
Activity Log

Ledger: KK_EXP_BUD

Personaiize | Find | View 21 | B | 2 Fre K0 g orq 12 o

Tran Document Ref
e Label Document ID Bdgt? Jourmnal Class Fund Fin DeptiD Account ApproplD Budget Period Year |

11|Journal ID: | 0001099967 N BUD 5100 G0237200 41300 G021903 2014 2014
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There are two icons on the left: Drill Down and Drill into Activity Log Inquiry

e Drill Down (Budget Journal Line Drill Down)

Displays Transaction Line Identifiers, Additional Source Information, Transaction Line Details (ChartField), Line
Status, Budget Date and Line Amount.

Budget Journal Line Drill Down
Transaction Line ldentifiers
Business Unit: MMOD1 Journal ID: 000109996 Date: 07/01/2013
Line: 1
Date Posted: 06M17/2013
Budget Header Status: Fosted
Journal Line Description: Supplies
Fund Code Financial Department I  Appropriation 1D (CF3) Account
5100 G0237200 G021903 41300
Line Status: Valid
Budget Date: 07/01/2013
Line Amount: 5,624 179.00 usD

View the Related Links button opens up the budget journal information for that encumbrance.

e Drill Down into Activity Log Inquiry (Commitment Control Activity Log)
Displays the Activity Log Inquiry Criteria and the Commitment Control Activity Log Lines.

Commitment Control Activity Log
Activity Log Inquiry Criteria

Inquiry: PS_AUTC_DR Description: \

*Transaction Type: mq Ledger Group: ’7(1

Application Business Unit: e

Journal ID From: [ooo1o9ae7 @ Journal D To: [poo1oases? q
Journal Date From: ] Journal Date To: T E

Tran ID: Doigsas088 |Q Tran Date: pen7zots |H

Process Status: ‘ v] Process Instance: Q

Maximum Rows: [ 100

Personaiize | Find | View A1 [ BV First K1 15107 51 1|

Referenced

Line Ledger Group Ledger QEP GL Bu Journal ID Journal Date Budg Fund Fin DeptiD ApproplD Account
1 @ [ CTLKK EB |CTL_EB_BUD MNDO1 MNOO1 0001098967 | 2013-07-01 N 5100 G0237200 G021903 PAYRLL
1 & FE‘ KK_ALLOT KK_ALL_BUD MNOO1 MNOD1 0001099967 2013-07-01 N 5100 G0227200 G021903 PAYRLL
1 @ [ KK_EXP_BUD |KK_EXP_BUD MNDO1 MNOO1 0001098967 | 2013-07-01 N 5100 G0237200 G021903 41000

2 @ [y CTLKK_EB |CTL_EB_BUD MNDO1 MNOD1 0001098967 | 2013-07-01 N 5100 0237200 G021003 PAYRLL
2 @ By KK_ALLOT KK_ALL_BUD MNOO1 MNOO1 0001099967  |2013-07-01 N 5100 G0227200 G021903 PAYRLL
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Lesson Summary
After completing this lesson, you should now be able to:

e Locate the appropriate reporting tools.
e Input data parameters (data limits).
¢ Run the needed purchase order inquiries, query and search.

Course Summary

The Lessons in the PO1 Create and Update Purchase Orders for Agency Buyer course include:

Purchase Order Basics — Creating a Purchase Order
Steps in Creating Purchase Orders

Purchasing Document Types

Updating Purchase Orders

Closing Purchase Orders

o g M w bh e

Viewing Inquiries, Queries and Searches
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Appendix

Appendix A: Key Terms for Creating Purchase Orders

Term Name

Term Description

Account

The account identifies whether an accounting line is classified as a balance
sheet, revenue, expenditure, or statistical transaction. The Account
classifies specific transactions according to the nature of the receipt,
expenditure, or effect on the financial position of the fund. All accounting
transactions in SWIFT have an Account.

Acquisition

The act of acquiring goods and services (including construction) for the use
of a governmental activity through purchase, rent, or lease. Includes the
establishment of needs, description of requirements, selection of
procurement method, selection of sources, solicitation of procurement,
solicitation for offers, award of contract, financing, contraction
administration, and related functions.

Activity ID

Activities are specific tasks that make up a project. Users can add
transactions and budgets to a project only at the Activity level. Additionally,
the work breakdown structure can be used to setup tasks under a summary
activity. The activity can be coded with an activity type, dates, descriptions
and other attributes for additional reporting. Activities can have summary
and detail activities for further breakdown.

Agency Cost 1

The Agency Cost 1 ChartField (CF1) is an optional field that may be used
for reporting purposes. This ChartField is a classification used to track
revenue or expenditures associated with a particular event or activity that is
defined by the Agency.

Agency Cost 2

Agency Cost 2 (CF2) is used for Agency reporting such as location, region,
or other administrative sub-unit related to the operation of an Agency.

Amount Only

Allows the user(s) to receive the purchase order line by Amount instead

of Quantity. Amount Only forces the purchase order line to “1”. This allows
multiple receivers to use this purchase order until the full purchase order
amount has been expensed. The line amount that you enter becomes the
schedule price and amount.

Approp ID

This ChartField represents appropriation unit. Itis used as a key to various
budget levels to create unique budgets when all other key ChartFields are
the same.

Asset

An asset is an owned item of value. It has a value of great than 0 and a
useful life of greater than one year.

Authority for Local
Purchase (ALP)

The authority for local purchase (ALP) is a delegation to certain individuals
to directly purchase certain goods and services. The delegation is from the
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commissioner of Administration. It is granted to an individual who has
successfully completed all requirements established by the Office of State
Procurement of Administration. There are several ALP levels: Up to
$2,500; Up to $5,000; Up to $25,000 and Special Delegations for in excess
of $25,000.

Batch Process

A process that is run to process multiple transactions. Batch processes can
be scheduled to run at various times throughout the day on a pre-defined
batch schedule.

Blanket Order

A purchase order that is used to cover multiple purchases or multiple
vendors. A contract under which a vendor agrees to provide goods or
services on a purchase-on-demand basis. The contract generally
establishes prices, terms, conditions and the period covered (no quantities
are specified); shipments are to be made as required by the purchaser.

Back Order

This feature allows you to place an order for a product that is temporarity
out of stock.

Budget Check

In Commitment Control, this is the processing of source transactions
against control budget ledgers. Transactions can pass, fail or pass with a
warning. This process creates and relieves encumbrances and pre-
encumbrances.

Budget Period

The interval of time (such as 12 months or 4 quarters) into which a period is
divided for budgetary and reporting purposes. The ChartField allows
maximum flexibility to define operational accounting time periods without
restriction to only one calendar.

Business Unit

Purchasing Business Units primarily represents State agencies in SWIFT.

Buyer

A Buyer is an agency staff person who administers contracts, encumbers
funds and creates purchase orders.

Buyers Workbench

The Buyer Workbench enables you to view purchases for a supplier and
adjust orders to meet supplier commitments and constraints.

Catalog

An internally defined group of Items with Item ID that can be searched via
the eProcurement module of SWIFT.

Category Code

This is a grouping of similar goods or services for reporting purposes and
spending analysis. It is represented by the United Nations Standard
Products and Services Code (UNSPSC) in SWIFT.

Change Order

A process to amend an original purchase order. A change order is related
to a material change after the initial dispatch.

Chart of Accounts

The Chart of Accounts (i.e., Funding String) is comprised of informational
fields that provide the basic structure to segregate and categorize
transactional and budget data. Each Chart of Account field is called a
ChartField. There are several required ChartFields, that when combined
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define the specific transactions. Understanding these fields will assist in
any potential errors that may appear during the budget check step.

ChartField The individual components (fields) that when combined make up the Chart
of Accounts (COA).
ChartField The process of editing distribution lines for valid ChartField combinations

combination edit

based on pre-defined rules.

Commitment

This is the process of setting aside funds in response to a purchase
requisition. Funds remain committed or encumbered until the good or
service is paid for. This converts the encumbrance into an expenditure.

Commitment Control

Commitment Control enables state agencies to control expenditures actively
against predefined, authorized budgets. Commitment control can be used
to track expenses against pre-defined control budgets as well as to track
recognized revenue against revenue estimate budgets

Contract This is an agreement with specific terms between two or more persons or
entities. The terms include an obligation from all parties to offer goods or
services.

Contract ID SWIFT’s unique identifier for a contract.

Dashboard Use this page to manage various task-based roles assigned to a specific

user. The Dashboard can be configured by role and/or user and displayed
in different layouts per the configuration.

Department ID

See FinDept ID.

Direct PO A purchase order entered directly into SWIFT'’s purchasing module. It does
not go through the ePro module.

Dispatch This is the process of sending a PURCHASE ORDER to the vendor. The
default dispatch method is email.

Distribution The section of the requisition or purchase order that captures the
accounting information.

Doc Type In Purchasing and ePro, the Doc Type identifies the characteristics of the
purchase and defines the rules for the purchase.

Due Date The date the items are scheduled to arrive at the Ship To locations. The

Due Date will default from the Item or the Category lead time (amount of
time needed to ship). The field can be edited. If there is no default Due
Date, SWIFT calculates one by adding the lead-time days to the Purchase
Order date. You can override the due date for each schedule as long as it is
not earlier than the purchase order date.

Emergency Purchase

A purchase made quickly to meet an emergency. It does not follow the
normal purchasing procedure in goods or services.
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Encumbrance An Encumbrance is a special type of accounting transaction that anticipates
a future expenditure. Funds are encumbered, or set aside, in a particular
appropriation budgetary account for a specific future purchase. The
document used to record an encumbrance is called a Purchase Order.

eProcurement This SWIFT module used to initiate some procurement transactions via a

requisition. The requisition can be sourced to a purchase order or to
Strategic Sourcing. These requisitions pre-encumber funds.

Expiration Date

Optional field. Purchase order expires on this date. It field is required with
some contract document types. The Expiration Date must be within the
Start and End date of the contract. The Begin and End dates must not
cross fiscal years.

Fin DeptIlD

The Fin Dept ID (or Department ID) represents an organizational function to
which expenditures and other activities are identified. The Department
ChartField classifies transactions according to a defined organizational
structure. Combined with other ChartField values, Department IDs form the
basis for department budgets that track revenues and expenditures.

Fiscal Year

The 12 months between one annual settlement of financial accounts and
the next; a term used for budgeting, etc. The fiscal year for the U.S.
Government is October 1 to September 30; the fiscal year for the State of
Minnesota is July 1 to June 30.

Freight Terms

This code represents any freight terms, such as where possession is taken
and if freight is allowed.

Fund Funds are self-balancing sets of accounting records that are segregated for
the purpose of carrying on specific activities or attaining certain objectives in
accordance with specific regulations, restrictions, or limitations.

Goods All types of personal property including commaodities, materials, supplies,
and equipment.

Header Summary level data relating to the entire transaction.

Invoice A list of goods or services sent to a purchaser showing information including
prices, quantities and shipping charges for payment.

Item Any product, material or service established and maintained in the Item
Master. Items tend to be specific and used for repetitive purchases. ltems
contain a variety of Purchasing Attributes. An item of supply or service
specified in a solicitation for which the vendor must specify a separate price.
Appears at the line level.

Item ID A unique identifier assigned to a particular item.

Keyword A word or phrase that may be used to help search for Items and Categories.
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Line The detailed information about what is being purchased (e.g. Iltem,
Category, Price, Quantity).

Location (Vendor) A location is a series of business rules agreed to between the vendor and
the state entity. Locations enable a user to indicate the different types of
addresses a customer has, e.g., one to receive bills, another for shipping, a
third for postal deliveries, and a separate street address. Each of these
addresses has a different location number.

The vendor location defaults. It can be updated to a different vendor
location associated with the correct vendor address.

Match Exceptions Match exceptions occur on a voucher if the purchase order, Receipt ID and
Voucher ID are not within all of the pre-defined match tolerances and rules.
Two-way match validates the purchase order and Voucher. Three-way
match validates the purchase order, Receipt and Voucher.

Office of Responsible for all functions of acquisition, standards, quality control and
State surplus property management for the State of

Procurement Minnesota. www.MMD.admin.state.mn.us

Manufacturer Indicates the manufacturer of the item, which is assigned on the

Manufacturer’s Item page.

Manufacturer 1D Identifies the manufacturer of the item in SWIFT. This value is supplied
from the Vendor's Manufacturer’s Info page.

Manufacturer’s Item This is the value that the manufacturer uses to identify their item.

ID

PC Business Unit A Business Unit (BU) in Projects identifies major subsets throughout the
state, such as Agency level. It enables the State to organize information to
facilitate project management, analysis, reporting, and accounting.

PO ID A purchase order is identified by an ID that is unique within a business unit.
The default for a new purchase order is “NEXT” until the purchase order is
saved.

PO Origin This code represents a division, region or district within an agency that
originated a purchase order. This code is used for reporting and is available
on search pages.

PO Reference This optional field is used to add any agency-specific information. It will not
print on the purchase order. However, you can search for information
based on this field.

Pre-encumbrance The amount that you expect to spend, but which you have no legal
obligation to spend. A requisition is a typical pre-encumbrance transaction.

Price The amount of money that will purchase a definite quantity, weight, or other

measure of a commaodity.
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Process Monitor A page where you can view the status of submitted process requests.

Procurement This is the process of obtaining goods or services. It includes all activities
from the preparation and processing of a requisition, through receipt and
approval of the final invoice for payment. It also includes the acts of
preparing specifications, making the purchase and administering contracts.

The combined functions of purchasing, inventory control, traffic and
transportation, receiving, inspection, store keeping, and salvage and
disposal operations.

Professional or These are services that are intellectual in character, including consultation,

Technical Services analysis, evaluation, prediction, planning, programming, or
recommendation, and result in the production of a report or the completion
of a task.

Project ID The Project ID is the unique identification code for a particular initiative or

project. It can be coded with many attributes including project status,
project type, project dates, and project title for additional reporting. The
Project ID may be used for grants, capital projects, and agency directed
projects. This field is required on Project/Grant transactions.

Purchase Order A purchase order (PO) authorizes the state agency to purchase specific
goods or services at a certain price. It is sent to the supplier (vendor).
When the vendor accepts the purchase order, it becomes a contract in
which both parties are expected to fulfill.

Query SWIFT capability that allows end-users to extract data from the system and
database repositories based on the specific parameters the user enters.

Receipt Transaction in SWIFT that tracks the quantity or amount received against a
Purchase Order.

Recycled Content The portion of a product that is made from materials directed from the waste
stream; usually stated as a percentage by weight.

Recycled Product A product that contains the highest amount of post-consumer material
practicable, or when post-consumer material is impracticable for a specific
type of product, contains substantial amounts of pre-consumer material.

Requisition An internal document by which a using agency requests the purchasing
department to initiate procurement (a purchase).

Retention The difference between the amount earned by the contractor on a public
contract and the amount paid on the contract by the public contracting
agency. Compensation withheld under a contract (generally a specific
percentage) until the agency head or delegate determines that the
contractor has satisfactorily fulfilled the terms of the contract.

Sales Tax A levy on a vendor’s sale by an authorized level of government.
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Schedule

Section of the requisition or purchase order that captures shipping
information such as Ship to and Due Date.

SetID

A SetlID is used to identify various configuration values that can be used
when entering a transaction. For instance, calendars are assigned to a
SetID. In turn, each Business Unit is linked to a SetID for use in processing.
Therefore, multiple Business Units can use the calendars configured under
a specific SetlD.

Ship To

The Location Code that indicates where the vendor should deliver the items.
Defaults from purchasing document or direct entry. The Ship To has tax
implications. If a one- time Ship To is needed, users can select 'SEE
BELOW!', add the address in comments, and update the tax destination.
Ship To is where the work will be performed. To ship to multiple locations,
use the Schedule page.

Ship Via Code

This Code identifies how an order is shipped. The buyer typically
negotiates the best method of shipping.

Sole Source

An award for a commodity or service to the only know capable supplier,

Procurement occasioned by the unique nature of the requirement, the supplier, or market
conditions.

Solicitation This is the process of requesting or seeking a bid. It does not indicate the
intention to enter into a binding agreement or contract.

Source Type Source Types are used on individual transactions to identify the purpose. To
best meet their accounting needs, PC Business Units can configure these
codes. This field is required on Project/Grant transactions.

SpeedChart SpeedChart codes can be defined with multiple accounting distributions and

are used by entering the SpeedChart code during data entry instead of the
individual ChartField combinations. SpeedCharts greatly increase data entry
efficiency by reducing the number of keystrokes required to enter frequently
used ChartField combinations.

Split Distribution

This field indicates how expenses are allocated or divided among multiple
ChartField strings.

Strategic Sourcing

Strategic sourcing is used primarily for buy and sell events (i.e.,
solicitations). Vendors and customers could then bid and be awarded
electronically through the supplier portal.

Tax Authority

Defines the various types of taxes that the State of MN may be required to
pay (e.g. State, Local, Transit).

Tax Code

A tax code contains one or more Tax Authorities and is the total amount of
tax charged on a transaction. Tax Codes default from the Ship To, but can
be updated on purchase orders if a different tax needs to be reflected.
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Ultimate Use Code

This code designates that a purchase is exempt from taxes. The code may
default from the Item or Category. The code can be updated on purchase
orders as necessary.

United Nations
Standard Products
and Services Code

United Nations Standard Products and Services Code (UNSPSC) is global
classification system of goods and services that is used for procurement.

(UNSPSC)

Vendor A person or organization that has a business relationship with the State
and/or has registered and been added as a part of the Vendor File.

Vendor ID A ten-digit identification number assigned to a Vendor.

Voucher A Voucher is an electronic version of a paper invoice received by a vendor.
In SWIFT, vouchers are the mechanism by which the State of Minnesota
electronically pays for goods and services. When you wish to purchase
goods or services, you usually set up a purchase order to ensure that funds
are encumbered and the purchase follows state and agency policies.

Workbench A page used to view, inquire and update transactions so that a user can
define more specific search parameters (e.g., Buyer's Workbench, Event
Workbench and Match Workbench).

Workflow Workflow refers to the way in which work flows through the multiple steps of

business processes. For example, when a purchase order is entered into
the system, the invoice will go through approval, budget check and dispatch
processes. This workflow process includes notifying the different people
involved via email or worklist updates that they are required to take the next
step in a process.
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Appendix B: Add Freight and Miscellaneous Charges to a Purchase Order

This guide provides an overview of the Freight and Miscellaneous Charges recorded in SWIFT. It lays out the
process steps to add these charges on a new or existing purchase order.

Overview of Freight and Miscellaneous Charges

These costs reflect non-merchandise charges related to getting items to the state for receiving. They include
freight, taxes and fees other than Sales and Use Tax. Examples of these fees include Ground Water Tax or
Hazardous Material Fee.

Freight is the most common miscellaneous charge recorded in SWIFT. Freight is the goods transported to state
agencies and their method of transportation. Freight terms used on purchasing documents determine two things:
e When ownership of the goods passes to the state as the buyer
e Who pays the freight charges

Freight terms in SWIFT start with FOB or “Free on Board”. FOB determines when the title for the merchandise
passes from the Vendor to the State/Agency.

FOB Destination is ALWAYS used in SWIFT. It means the following:
e The vendor retains the title and control of the goods until they are delivered.
e The vendor selects the carrier and is responsible for the risk of transportation.
e The vendor is responsible for filing claims for loss or damage.

Freight Terms Code | Description

FOB_PADD: FOB Destination, Freight Prepaid and Added:

FOB Destination, The vendor itemizes shipping cost separately from product cost in its solicitation

Prepd & Add response.

FOB_PALLOW: FOB Destination, Freight Prepaid and Allowed:

FOB Destination, The vendor includes the cost of shipping in the product cost in its solicitation response.
Prepd & Allow This Freight Term Code is the most commonly used.

For more information about shipping terms, review the Authority for Local Purchase (ALP) manual from the
Minnesota Department of Administration. www.mmd.admin.state.mn.us/alp.htm

Process Steps to Add Freight Terms on a Purchase Order

Freight and miscellaneous charges are entered at the Header Misc. Charges page. Find this page on the Go
To drop down menu. ltis at the bottom, right side of the purchase order page.
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B, =
Perscnalize | Find | View Al | Bl | ¥ First 4] 10f1 [} ] Last

" Ship To/Due Date | Statuses || ltem Information | Attributes | RFQ |[ Contract | Receiving |

_ S I 5 Merchandise
Line Item Description PO Qty UoM  Category Price Amount | Status
N —Y gl e comopen O fm |8

View Printable Version
View Approvals

Close Short All Lines |“Go to: | More . v

Step 1: Create or Update a Purchase Order.

1. Navigation: Purchasing, Purchase Orders, Add/Update POs

2. Select the Correct Tab:
e Add a New Value to create a new purchase order.
o Enter the information to create a purchase order with the applicable line(s).
e Or, Find an Existing Value to update the Miscellaneous Charges an existing purchase order.

Step 2: Add or Update the Freight Terms on the Schedules Page.

1. Access the Schedules icon on the Details and Ship To/Due Date tabs.

2. Onthe Freight tab of the Schedules page, update the Freight Terms to FOB_PADD.

View All First K1 g

Line: q ltem: Auto Filters PO Qty: 2.0000 EA Merchandise Amt:

Detsil= || Ststuses | Shipment || Mstching | Becsiving m BV | R

Sched *Due Date *5hip To Freight Terms Arhitration Charge Method Freight Charge Crverride

1 B (1252015 B |[1paTHFLOD @ |FOB_PADD | < a | v |

Step 3: Enter Freight or Miscellaneous Charges.

1. Click on the Go To drop-down menu. It is located on the Main Purchase Order page below the lines
section.

Ship To/Due Date | Statuses | [ ltem Information | [ Attributes || RFQ | Contract || Recewving | [F=M

ez Item Description PO Gty "OM  Category  Price Merchandise gy,

Ref Job |D: 225361 & 225362
N
1 B scheduled for today, 8/17/2015. ﬁ

Onste Face to Face Sign 1.0000(LO 82112000  |[240.00000 240.00) Approved | (2 B8] =
Language Interpreting
“igw Printable “/ersion 5
Close Short All Lines *Go to: ... More ... v
“iew Approvals

2. Select 13-Header Misc. Charges.

e Click on the Miscellaneous Charges link.
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Maintain Purchase Order

Header Misc. Charges

Business Unit: G1001 POID:
Return to Main Page

|l-.-1lscellanecu9 Charges
Charge:

Charge Amount:

NEXT Vendor:

Allocation Method:

3. Onthe Header — Miscellaneous Charges page, click on the Miscellaneous Charge icon.

Select a Miscellaneous Charge. Typically, you will select “FREIGHT".

Field Description

FREIGHT This field is the most commonly selected. It is the charge for goods
Freight Charge transported to state agencies.

GRND WATER Use this field for fees and surcharges related to agricultural pesticides.

Ground Water Tax

e There is no ground water tax in Minnesota.

e Ground water tax is often seen on invoices from agricultural pesticides
sales.

e Minnesota Department of Administration recommends removing
ground water tax from invoices. Replace it with Minnesota Gross
Sales Fee and ACRRA Surcharge on your invoices.

HAZARD
Hazardous Material
Fee

This field can be used for hazardous waste fees. Minnesota Pollution
Control Agency and several metropolitan counties charge a fee or require
a license to use their hazardous waste facilities.

MISC State agencies may use it for their tracking and reporting purposes.

Miscellaneous Charge

SOLIDWASTE This field is used for waste management services. The Solid Waste

Sold Waste Tax Management (SWM) Tax applies to services for both mixed municipal
solid waste and non-mixed municipal solid waste.

STEEL This field is rarely used. It may be used to reflect purchases related to

Steel Surcharge Fee steel processing firms that recover and refine steel.

TIVEXCISE This field is used to reflect fees on the purchase and acquisition of motor

Transit Improvement
Vehicle Excise Tax

vehicles.

Step 4: Allocate the Miscellaneous Charges.

1. Choose an Allocation Method and add the Amount. The Amount is related to the Allocation Method

you select. SWIFT uses this field to allocate the amount to selected lines on the purchase order.

Field

Description

Matl Value

Allocates by value (e.g., material value).
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Field Description
Quantity Allocates by quantity (e.g., how many items).
Volume Allocates by volume (e.g., amount of space that the object occupies in a

shipping container).

Weight Allocates by weight (e.g., how much the item weighs).

2. Verify that the Merch Vendor checkbox is selected. The RTV Credit checkbox is not selected.
SWIFT does not use the RTV functionality.

o If adding a multiple Miscellaneous Charge, click the + button to add a new line(s). Repeat the steps
outlined above for all of these new lines.
e Click OK.

Header - Miscellaneous Charges

Business Unit: G1001 POID: NEXT Vendor:

Template ID: Q,

Personaize | Find | View A1 |8 | #E First B 4 071 T Last

*Miscellaneous . Allocation | | -
Description m Amount Merch Vendor RTV Credit

1 |FREIGHT @, |Freight Charge | Watl value | | "] O =]

e The updated Header — Miscellaneous Charges page appears.

3. Allocate each of the charge(s).

e Click the Sel checkbox on each line for which the charge(s) will be allocated.
e Click the Allocate button and validate that the charge is populated in the Amount field.
0 Repeat these steps for each miscellaneous charge added.
0 When adding multiple miscellaneous charges, use the Allocate All Charges button instead of
allocating each charge separately.

Charge Amount:

Amount
30.00

[Select Al [JClear All Allocale

Find | View Al First Kl 1071 I Last
Quantity

First K1 1 0f 1 I Last

30.00 uUsD Allocation Method:
Personalize | Find | \iew /il | B |

POQty  Merch Amt  Cumency  Lacking  Weight  Packing o e yom

Sel Line Item 1D Description Weight uom Volume

] 1 LAW BOOKS 10.0000 4,950.000 USD

e After you allocate these costs, SWIFT updates the Amount and Charge Amount fields to reflect these
costs.

e Click the Save button.

e Click the Return to Main Page link.
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Process Steps to Add Freight Terms on an Existing Purchase Order

1. Access the Schedule page.
e Onthe Line Details tab, click the Schedule icon

5T
&

Personaiee | Find | View A1 | B | 3 Fr B 4 o

SN chip ToDue Date || Statuses | ltem Information || Attributes || RFQ | Contract || Receiing

Line ftem Description PO Gty *UOM  Category Price "“""’:?l:';’“‘:‘: Status

Y al B & [ a| a P ' oooopen O | @]

e Onthe Schedule page, click the Freight tab to review and update the freight terms as needed.
o Freight Terms default to “FOB_PALLOW?". If you update it to “FOB_PADD", click Save.
o Click the Return to Main Page link.
Wisw All
Auto Filkers H g Merchandise Amt:

St | oy somry (EITR BV
| Ew B
Sched *Due Date *5Ship To Freight Terms Arbitration Charge Method Freight Charge Override

1 B (1252015 B |[1paTHFLOD @ |FOB_PADD « | a v o
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Appendix C: Approve Purchase Orders using the Approval Workflow

This reference guide provides a comprehensive view of SWIFT’s Approval Workflow process for purchase orders.
It includes the following topics related to the Approval Workflow process.

Overview of SWIFT’s Approval Process

Process Steps to Approve a Purchase Order using Approval Workflow

Add an Ad Hoc Approver or Reviewer

Use the Worklist and Email Notifications to Find Purchase Orders Pending Approval

Use the Purchase Order Approval page to review and then approve or deny purchase orders.
Update Your Preferred Notification Delivery Method

View the Reason for Denied Purchase Orders

Re-Initiate the Approval Process for Changes to a Purchase Order

Overview of SWIFT's Approval Process

SWIFT requires that all purchase orders except Emergency Purchase Orders (EMR) and inter-faced purchase
order transactions use PO Workflow.

It is a two-step approval process based on:
1. The FinDept ID used on each distribution of the order.
2. The Buyer entered on the purchase order.

Multiple distributions on a purchase order that use different FinDept IDs may require multiple approvers
depending upon your agency’s roles.

SWIFT also allows for a self-approval option.

SWIFT will create these self-approvals. The Approval Status is set to “Approved” if the person entering the order
is an authorized approver for the FinDept ID used on the order distribution(s).

The approval process is re-initiated for changes to existing purchase orders that increase the amount,

add/increase freight, add/increase miscellaneous charges and/or sales tax, and when the funding string values
are changed.

Process Steps to Approve a Purchase Order using Approval Workflow
Step 1: Create and Save the Purchase Order
Navigation: Purchasing, Purchase Orders, Add/Update POs

1. Enter the items required to create a new purchase order.

2. Save the purchase order.
Optional: Click the Budget Pre-Check icon to validate the funding information entered. The Status of “Prov
Valid” means the funding string is provisionally valid and the necessary funds are currently available.

Note: Funds are not encumbered or set aside from the pre-check. Funds available during the budget pre-check
may not be available when the budget check is run after the approval process.
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Purchase Order

Business Unit: 51001 Origin: WQ Accounting Services BL{! QHQ ET EQHRE Cl_qgcé

POID: 3000003366 Approval Exception Budget Status: Mot Chk'd nﬁ

Copy From: | v "/ Hold From Further Processing

Step 2: Submit the Purchase Order for Approval.

1. Click the Submit for Approval icon when the purchase order is complete and ready to send to the

approvers.

Purchase Order
Business Unit: G1001  Origin:  [509 @ Accounting Services PO Status: Gpen WV | & x
PO ID: 3000003368 Approval Exception Budget Status: Nat Chk'd ﬂa ﬂg
Copy From: | M ! Hold From Further Processing

2. After you submit the purchase order, the PO Status will update. Its update depends upon your agency’s
approval access and/or user’s approval authority.
0 “Pend Appr”: The purchase order is waiting for the next approver to take action.
o “Approved”: The person entering the order is authorized to approve purchases against the FinDept
ID(s) used on the order. All approvals are complete.

Purchase Order
Business Unit: G1001  Origin: 309 | Q  Accounting Services | PO Status: Pend Appr | B x
POID: 3000003366 Approval Exception Budget Status: MNot Chk'd ﬁa @

e Optional. Use the View Approvals link to view the approval path(s). Itis located below the lines.

i Ship To/Due Date N Statuses Item Informaticn Attributes RFQ Contract Receiving =ITH
Line Item Description PO Gty oM Category Price
1 % | Q ||TEF.'18 PURCHASED 4@ E&. 3.0000 |EA G |4323EIEIEIIQ |‘15.DEIEIEIEI

View Printable Version - : :
- Close Shart All Lines *Go to: ... More ...
| View Approvals | - :

¢ In the following example, the person entering the purchase order has approval authority for the FinDept
ID used on the order. The first approval step is self-approved. The purchase order is waiting for the
second approval step to be processed.
PO Approval
Line 1 Schedule 1 Distrib 1 :Pending meca e pan
Bamm purihaped AT B O Seedn !
First Fath

Sell Approved Panding

Smen Dave M_ES EC DUVER £ | [
PO Approves y @ Buyer
Cn0E ) - 0 A

e When approvals are complete and the PO Status is “Approved”, the purchase order may now be Budget
Checked.

Step 3: Budget Check the Purchase Order. Click on the Budget Check icon.
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POID: 3000003386 Approval Exception Budget Status: Mot Chik'd i;,

Copy From: T Hold From Further Processing

o |If the Budget Check returns a “Not Chk’d” status, verify that the PO Status is “Approved”. Purchase
orders must be approved before Budget Check will run successfully.

e NOTE: Changes to the purchase order at the “Approved” status may re-initiate the approval process
depending on the updates made.

Step 4: Dispatch the Purchase Order.
Add an Ad Hoc Approver or Reviewer

An order entry person, a buyer or an approver may enter an ad hoc approver or reviewer to a purchase order
before it is fully approved. An ad hoc approver or reviewer role allows an agency to assign an additional approver
or reviewer on a case-by-case basis. For example, the purchase of new computer equipment may require the
approval or review of MN.IT staff. The ad hoc approver must have an active User ID in SWIFT.

Agencies that have given authority to all FinDept IDs to all users will not be able to add ad hoc approvers. In this
case, the purchase order will be built at the “Approved” status.

Process Steps to Add an Ad Hoc Approver or Reviewer to a Purchase Order.

Step 1. Access the View Approval Page.

After the purchase order has been submitted for approvals, click on the View Approvals link at the bottom left of
the purchase order.

i Ship To/Due Date || Statuses Item Information Attributes RFQ Contract Receiving
Line Item Description PO Gty *UOM Category Price
E% Q, [ITEMS PURCHASED 4 E). 3.0000 |[EA & ([43230001Cy |15.00000

View Printable Version :
; Close Short All Lines *Go to: - Mare |

Step 2: Add an Ad Hoc Approver on the PO Approval Page.

e Click on the green plus icon to open the Insert Approver or Reviewer window.

PO Approval
Line 1 Schedule 1 Distrib 1 :Pending [ testias il ]
Bema purchased _:] T P P o
Firsf Path
Pending Hot Routed
Comment History

e Onthe Insert Approver or Reviewer page, add the User ID, which is the SEMA4 Employee ID#.
e Select “Approver” or “Reviewer”. Approver must approve or deny the transaction. A reviewer is notified
the purchase order is available to review. No action is required by this person.
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e Click Insert.

Insert additional approver or reviewer

Choose an approver or resiewer lo insert

Ingert Cancal

Step 3. Apply the Approval Changes.

The PO Approval phase been updated to include the ad hoc approver or reviewer.

e Click the Apply Approval Changes button to save the updates.

PO Approval

=~ Line 1 Schedule 1 Distrib 1 :Pending

Rems purchased

First Path

Pending Not Routed E

Multiple Approv
(@© luttiple Approvers | g § &

PO Approver

ViewHide Comments
Start New Path

Not Routed

Erik Fernstrom - M_FS PO _BUYER 2

Inserted Approver

I Comment History
Apply Approval Changes

approved.

Buyer

You should now see an approval box with the user’'s name. The status will be “Not Routed” and the status
will update to “Pending”. SWIFT will route the purchase order to the user when all prior approvals are

Use the Worklist and Email Notifications to Find Purchase Orders Pending Approval

Depending on a SWIFT approver’s setup, he or she will receive a worklist entry and/or an email that states that a
purchase order is waiting for their approval. Also, buyers who entered the purchase order can also view the

approval status of purchase orders.

Example 1: Worklist Notification

Favorites Main Menu > Woarklist > Worklist

Detail Wiew

Worklist

Erom Date From Work ttem
Strith, Dave D1/062013 SPprovEl
' Routing

Financial Management System

Warklist for M_FS_PO_BUYER_2: M_FS_PO_BUYER 2

Work List Filters: |

Worked By Activity

Approval Workflow

Priority

Link
FurchaseCrder,

523

FurchaseOrder,

BUSIMNESS LIMIT

1901-01-01, M, 0

.G0201

FO 1030000074

EL]

Home

| Print

# ppst K 42072 O Lact

Mark \Warked

MutiChanne

(A0 Mewy Windo

Reassign
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Example 2: Email Notification

PO ID "3000001498" Business Unit "Department of Administration” Has Been "Denied”
MMB.TECH@state.mn.us

Fri1/11/2013 235 PM

Smith, Dave (MME)

The fallowing purchase order has been "Denied".

Business Unit: Department of Administration

PO ID: 3000001498

PO Reference:

PO Date: 2013-01-06

Buyer: M_F5_PO_BUYER_2

You can navigate directly to the approval page by clicking the link below.

https://portal.swift.state.mn.us:7435/psp/porwfig/EMPLOYEE/ERP/c/MANAGE PURCHASE ORDERS.PO APPROVAL.GBL?
Page=P0 APPROVAL&Action=U&BUSINESS UNIT=G0201&P0 ID=30000014398

e Click the Worklist or the email link for the View Approvals page. The Purchase Order Approval page is

displayed. Use this page to review and then approve or deny purchase orders.

Use the Purchase Order Approval Page to Review and then Approve or Deny Purchase

Orders.

Depending upon one’s security roles, you can review the purchase order on the Purchase Order

Approval.

1. Click the View Printable Version link. It will open a new tab and display the unauthorized copy of the

purchase order as a PDF file. Here you can view the purchase order, as it will be sent to the vendor.
2. The Edit PO button opens up the PO Add/Update page.

e Users with the add/update security role can use the PO Add/Update page to view the purchase order.

Purchase Order Approval

Buandri s L 1701
PO a1t

PO Staius Pand Agp
P41 Teass 20100 USO PO Dt
v o & IR e e I a2
§ I N T & )
Earpin FIEEX2 Junbie aton
B0 Bl pranc EHCLE REMTAL - LOCHL S W0 jusBEcabon entened Oy Duyw
B P I

Note: Changes made to the purchase order from the Add/Update page may re-trigger the approval process.

e Users with inquiry security role will be taken to the PO Inquiry page where they can view the entered

data.

3. Use the Review Lines section to review and approve or deny purchase order lines.

e To select the lines to be approved or denied use the checkbox under the Select column for each

distribution line of the purchase order.

Released 01.08.2016 (Version #1)

Page 181



e e State of Minnesota

SC/SWIFT 3

Statewice Integrated Financial Toois

PO 1 Create and Update Purchase Orders for Agency Buyer Roles

e If the checkbox is missing or cannot be selected, then approval is not requested for that distribution line.

You may use the Select All/De-select All checkbox to select all lines.

4. The View Lines Details button works the same as the View Printable Version link above. Clicking the

button will open a new tab and display the unauthorized copy of the purchase order as a PDF file.
5. Click the Approve or Deny button for the selected line(s).

e The Approve button will update the Approval Box status to “Approved”. If this is the final approval

needed, the PO Status is updated to “Approved”. Otherwise, the next approver is notified and the
approval box status is updated to Pending.

e The Deny button will set the PO Status and the Approval Box status to “Denied” and “Terminated”

status for any remaining approvals. The user that entered the purchase order will be notified that it was

denied.

e Approval Comments are required when a purchase order is denied.

PO Approval
Line 1 Schedule 1 Distrib 1 :Fanding
ALTO BENTAL Ll
Fuat Path
Pomding Mgt Rsistaedd Mot Roaisd
LR B @ mobin @ g e @
Comment History
Appioval omiments
\v’

View the Reason for Denied Purchase Orders

When a purchase order is denied, the person who entered the order is notified of the denial via email, worklist or
both. The PO Status is updated to “Denied” status. Depending on the reason for denial, the purchase order may

be canceled or changed. To view the reason entered for the denial:

e Click on the worklist entry link or the link in the received denial email; this will take you to the View
Approvals page for that purchase order.

e Click the View/Hide Comments link or the triangle to the left of the Comments box to view the
comments entered by the approver who denied the transaction.

e Make corrections as necessary or cancel the purchase order.
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View Approvals
Business Unit: G170
POID: 3000000211  \Misw Frntable Vession PO Status:
PO Total: 401.00 USD PO Date: 2
Vendor 1D 0000218973 ENTERPRISE LEASING CO OF MN Budget Status: Mot Chik'd
Buyer: 0275632 Justification:
PO Reference: VEHICLE RENTAL - LOCAL SE No justification enterad by buyer | &
Edit PO
[+ Review L
|~ Review | Edit Approvers
PO Approval
Line 1 Schedule 1 Distrib 1 :Denied
ALTO RENTAL
First Path
Approve Approved Denied Terminated
na K Smith. Dave M _FS PD APPROVER 2 Weidal.Gaoiging K
3 - » LG
v 2] f Ingerted Approver 0 Ingerted Approver x Buyer
DAM4M3 - 402 PM D143 - &:01 BM BIMAN3 - £16 PU

DCommsnts

» Comment History
Baturn 1o Warklis) Approval History

e Once a corrective action is taken and the purchase order is saved, SWIFT will resubmit the purchase

order for approval. Approvals may also be built if there are other updates besides the denied lines.

Approvers Can Update Their Preferred Notification Delivery Method

To view and/or update the delivery preference for system notifications, each approver must update their own

preference by logging into SEMA4 Self Service. Once logged in, click the My Profile link.

Home SEMA4 Self Service

Enterprize Menu

[ My Favarites

[» FMS Year End Reporting

[» Learning Management Access
[+ State of MN Self Service

[» MN Messages

[» SWIFT Data Warehouse Access
[+ Portal Administration

[ Warklist

[ Tree Manager

[» Reporting Tools

[» PeopleTools

— Financial Supply Chain Access

— SEMAd Euiglugee Access
Iy Profile

u
T

3w

e Onthe General Profile Information page, check or uncheck the boxes under Workflow Attributes.
Update them based on your preference for the notification method. Activate the changes by clicking the

Save button.
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Note: This change affects all notifications in SEMA4 and SWIFT, not only for purchase order approvals.
General Profile Information

Smith,Dawd S

e st st 8 i o et b e Al S bt

r- Screen Reader Accessibiity Mode Access Options

[ sutomaticaily Collapse Menu

AENS SREHI

If you will bo bemporanty unavalable, you can Beiect 80 aemale UNeT 10 MECEE Your mutngs

Alternate User i

From Date: eacanpilac 127312000

To Date: example 1 212000

Flemail User  [Z] Worklist User

Re-Initiate the Approval Process for Changes to a Purchase Order

Changes to an approved or dispatched order may re-initiate the approval process depending on the change.
Increases to the amount, adding or increasing freight charges, miscellaneous charges or sales tax and/or
changing funding string values will return the PO Status to “Pend Appr”. The purchase order will need to be
updated and reapproved to change the PO Status to “Approved”. Then, the purchase order must be Budget
Checked and Dispatched.

Here are some implications of re-initiating the approval process.

e IMPORTANT: When changing an existing purchase order and saving those changes, the approval
process can be initiated when you save it. It depends upon the change. Have all the necessary
information ready to complete this purchase order. Once the purchase order is saved, it is rerouted for
approval if needed.

e Changes can be made to the purchase order while the PO Status is “Pend Appr”. When the new
changes are saved, the existing approvals will be canceled and the approvals are re-initiated upon saving
the changes if needed.

e To view the approval history of any updated purchase order, click the Approval History link on the View
Approvals page.
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' View Approvals

Business Unit: G170 Document Type: CRO

PO ID: 3000000212  Miew Printable YVersion PO Status: Pend Appr

PO Total; 1,20300 USD PO Date: 0111812012

Vendor 0 0000218073  ENTERPRISE LEASING CO OF MN Budget Status: Mot Chid

Buyer: 00275632 Justification: s

PO Reference: VEHICLE RENTAL - LOCAL SE No justification antered Dy buyer =
Edit PO

+ Review Lines

PO Approval
= Line 1 Schedule 1 Distrib 1 :Pending E Z:bl‘-'mwn*lm Comments
AUTO RENTAL dew P
Firat Path
Pending Not Routed
Waigall Geglging K Waidell Georging K
G PO Approver & = Buyer G
I Comment History
Retum te Purchase Crder Approval History

e Ad hoc approvers and reviewers that were added when the purchase order was created are not
automatically re-built on changes to the purchase order. These ad hoc approvals or reviewers must be

added back again. See the Add Ad Hoc Approvers or Reviewers section of the guide to see how to
add them.
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Appendix D: Budget Check Exceptions

Transactions with errors stop at the budget check stage. They do not proceed until they are corrected or
overridden and are budget checked again.

Exception

Description

Possible Solution(s)

Budget is on Hold

The budget for this ChartString
has been placed on hold.

Validate that the budget string is correct.
e Contact the SWIFT Help Desk.

Exceeds Budget

The requested transaction

e Verify that the ChartString is correct.

Tolerance exceeds the available e Add money to the budget.
budget. There is not enough e Change the expense to another budget.
money at the DEPTSUM level.
Failed MN e Transaction exceeds the e This message can occur if you have
Spending remaining spending exceeded your spending authority for this
Authority authority at the appropriation.

appropriation level.
e The transaction was input
in the incorrect fiscal year.

e You may also receive an Exceeds Budget
Tolerance message.

e Some appropriations allow agencies to
spend only what they have collected. In this
case, you may need to wait for additional
receipts to be collected.

e Check the fiscal year.

Insufficient Funds

The ChartFields references a
budget with insufficient funds

o Verify that the ChartString is correct.
e Add money to the budget.
e Change the expense to another budget.

No Budget Exists

e There is a ChartField error.
e The ChartFields reference
a budget that has not yet
been established or is from

the wrong fiscal year.

o Verify that the transaction is coded correctly.

e Change the funding on the transaction to
ChartFields that have a budget.

e Check the fiscal year.

e Connect with the budget coordinator to
follow up with budget issues.

Ref'd Doc has
been Finalized

The purchase order line has
been finalized.

e Create a new purchase order.

e Create a new purchase order line.

e Reference a purchase order line that has
not been finalized.
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Appendix E: Category Codes Overview

Category codes group similar purchases together for analysis. The Category Code field in SWIFT is required on
all purchasing documents. It must accurately represent the type of purchase. SWIFT has an easy-to-use search
tool to help locate the correct Category Code for a purchase. This tool is located in the Minnesota Data Center
(MDC) area of SWIFT. This reference guide describes how to access and use the Category Code search tool. It
also provides a breakdown of how the Category Codes are organized. This organization helps you to find the
correct code to describe a purchase.

Access and Use the Category Code Search

1. Access the Category Code Search

e Navigation: Items, MDC Item Maintenance, MDC Searches, MDC Search Item Categories

2. Enter a Search Value in one or more of the Flex Fields.

e Each of the three Flex Fields can be populated with a value to search by. Common search values are
Keyword and/or Long Description. Keywords were added to SWIFT's Category Codes to make it
easier to locate the correct code. Results are more accurate using the Long Description field.

e Users can search by just one criteria or up to three. Use a “contains” search when prompted for best
results.

e Use the Clear Field icon to change your search values.

e Click the Search button.

T THET TVITTaOTY TTTET

tem Category Search
SetlD SHARE | Q Long Description v|¢ |Contains ¥ FISH P
FLEXFIELD |
FLEX FIELD v
View 100 Search Results I
ip  Market Category Cd  CategoryID  Eff Date Long Description Keyword
Watershed management = Land and soil management =
Land and soil preparation and management and protection |PT P/T SERVICES WATERSHED MANAGEMENT PREPARATION
SR RIS ESC 705G (HGY TT{lpIeIvil] ~ Farming and Fishing and Forestry and Wildlife Contracting | PLANNING CONSTRUCTION SOIL RUNOFF
Services

‘Water well maintenance or management services = Irrigation SERVICES
SHARE |UN/SPSC 70471707 00031 07122011 = Water resources development and oversight = Farming
and Fishing and Forestry and Wildlife Contracting Services

WATER WELLS MANAGEMEMNT MAINTENANCE
CONSTRUCTION DEVELOPMENT

NOTE: The search displays 100 rows at a time. Look at the top menu bar to see if there are more rows to view.

Setl D Market Code Category Cd — Category 1D Eff Date Long Description Heyword
o . __ |SERVICES FISHING FISHERY FISHERIES HATCHERIES HATCHERY NETTING
SHARE |UN/SPSC (70100000 00759 021612015 Fisheries and agquaculture > Farming and Fishing 711 |G RESEARCH RESOURCES STORAGE SONAR POND FARMING

and Feorestry and Wildlife Contracting Services STOCKING WALLEYE MUSKELLUNGE

Released 01.08.2016 (Version #1)

Page 187




Fn State of Minnesota

o Integrated Financial Toois

PO 1 Create and Update Purchase Orders for Agency Buyer Roles

3. Use the Results of the Search.

e Click on an individual record to see if it desribes the purchase. You can view the Account, tolerances and
receiving controls.

Category Definition 2 Account Restrictions

SetlD: SHARE Category ID: 00176 Code: 20110000

*Market Code: UN/SPEC ¥ Effective Date: P7/17/2011 |3 status: | Active v =]

Well drilling and operation equipment = Mining and

lel]l Cirillines hdsrbinery and Arreconriss

*Short Desc: Well dril

*Long Descripti un:|

e Onthe Search Results page, you can click on the Download icon to download the results in an Excel
spreadsheet.

SeflD Market Code Category ©d  Category 1D Eff Date

SHARE [UN/SPSC. 10101700 DO7Tes 02162015

Category Codes in SWIFT
Users can run query M_CG_GBL_UNSPSC_TAX_STATUS to see the complete list of active Category Codes.

In general, Category Codes that begin with 1-6 represent a physical good, something you can touch. Codes
beginning with 7, 8 and 9 generally represent a service type of procurement.

In a few cases, a Category Code to describe a particular kind of purchase does not exist. For those purchases,
there are specific Category Code to use.

e Administrative hearings or judges, use 92101800

e All Grants, regardless of purpose, use 84101501

o Data sharing agreements, use 93151500

e Direct or Indirect costs, use 93151600

e PCard and Fleet Cards, use 84141700
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Appendix F: Manufacturer Information for Purchase Orders and

Requisitions

This guide covers how to use the manufacturer information on purchase orders and requisitions that are Item-
based. It describes how the Manufacturer and Manufacturer Item ID fields impact purchase orders as well as

requisitions through ePro.

This guide covers the following topics:

pONE

Definitions for Item-Based Purchases

How the Default Manufacturer Information impacts Item-Based Requisitions

How the Default Manufacturer Information impacts Iltem-Based Purchase Order

How the Manufacturer’s Item ID displays on Dispatched and Printed Versions of Purchase Orders

1. Definitions for Iltem-Based Purchases

Purchase order and requisition lines require the use of either a Description or an Item. These fields are set up on
a purchase order’s Detail tab. The type of purchase determines which field to use.

e Description: Text entered by the user defining the material to be purchased. For example, “21 inch Dell

computer monitor”

e |tem: A predetermined code used to represent repetitive purchases of the same thing. In SWIFT, these

codes, or Item IDs, are set up in the SWIFT Item Master. They are only used for Inventory purchases.

(description)

Field Name Field Description

Item Any product, material or service established and maintained in the Item
Master. Items tend to be specific and used for repetitive purchases. Items
contain a variety of Purchasing Attributes. An item of supply or service
specified in a solicitation for which the vendor must specify a separate
price. Appears at the line level.

Item ID A unique identifier assigned to a particular item.

Manufacturer Indicates the manufacturer of the item, which is assigned on the

Manufacturer's Item page

Manufacturer ID

Identifies the manufacturer of the item. This value is supplied from the
Vendor's Manufacturer Info page.

Manufacturer’s Item
ID

This is the value that the manufacturer uses to identify their item.
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2. How the Default Manufacturer Information impacts Item-Based Requisitions

When a Requisition Line is populated with an Item 1D, which is configured with default manufacturer information,
the manufacturer information defaults on the requisition line.

Default functionality rules for Item-based Requisitions: Below is how this default functionality works:

NOTE: These rules only apply to Item-based requisition lines. For Description-only requisition lines (non-item
based), the user can populate any of the Manufacturer fields as needed or leave them blank.

e The Manufacturer ID, Manufacturer (description), and Manufacturer’s Item ID information default
from the Item Definition.

e The Manufacturer and the Manufacturer’s Item ID fields can be updated as needed. If updated, the
following rules apply:

o If the Manufacturer ID is updated, the default Manufacturer’s Iltem ID is removed. A new value
must be entered / selected.
o Ifthe Manufacturer’s Item ID is updated, the Manufacturer ID remains but can be updated as

needed.
o If the item does not have any default manufacturer information, the fields can be left blank or
populated.
Create Requisition
Line Details
Line: 1 Baal Waker T80 136 B Line Status: Open

Merchandise Ami: 0.00 ush Repair Type Cd:
Category: 24141700 Wienw Hisrging by Work Order:
Description: Patkaging tubes and cores and
Biyer: 00165757 @, Buyer Infiprmalion
Vendor: a, User Defined
Vendor Location: Q
Suggested Vendor:
Vendors Catalog:
Vendor ltem ID:
Manufacturer 10 ADVANCED MAILING SYSTEMS Q PN 1D
Manufacturer: ADVANCED MAILING SYSTEMS
- AMS-T =TI

Manufacturers item 10z 5-TABS-TL aQ, Recycled
Physical Nature Prysical Goods [=] o
| RFQ Required Zero Price Indicator | Amount Only

Device Tracking Stockless Mem "l inspection Required

Configuration nfo

o If one of the Manufacturer fields is left blank for an Item-based requisition line, the following error
message displays when the requisition is saved:

| Message

Line 1 is missing either a Manufacturer 1D or a Manufacturer's ltem 1D, (25000,255)

When using an Inventory Item 1D and providing Manufacturer information, ensure that both Manufacturer ID and Manufacturer's Item 1D are populated.

e To address the error, return to the specified line and populate the applicable Manufacturer information.
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3. How the Default Manufacturer Information impacts Item-Based Purchase Order

When a purchase order line is populated with an Item ID, which is configured with default manufacturer
information, the Manufacturer Information defaults on the purchase order line.

Default functionality rules for Item-based Purchase Orders: Below is how this default functionality works:

e NOTE: These rules only apply to Item-based purchase order lines. For Description-only requisition lines
(non-item based), the user can populate any of the Manufacturer fields as needed or leave them blank.

e The Manufacturer ID, Description and Manufacturer’s Item ID information default from the Item
Definition.

e The Manufacturer and the Manufacturer’s Item ID fields can be updated as needed. If updated, the
following rules apply:

o If the Manufacturer ID is updated, the default Manufacturer’s Item ID is removed. A new
value must be entered / selected.

o Ifthe Manufacturer’s Item ID is updated, the Manufacturer ID remains but can be updated as
needed.

o If the item does not have any default manufacturer information, the fields can be left blank or be
populated.

Maintain Purchase Order
Details for Line 1

PO ID: 3000003642 Vendor BOR SOM CO-001 [ Recycled
Lina: i ttem I0: 10094 BLADE STIHL 5

41127134100
Category: 21101708 Line Status: QOpen A
Description: Mower pars of JCoessories = A Backorder Status: Hol Backordered
Category I 00185
Amount o Receive: 50.000 uso Merchandise Amount: £0.00 usD
Cuantity 1o Receine: 10,0000 Doc. Base Amt: =0.00 UsD
Lo Aty Repair Type Cd: Work Order:

L f Dafinad

Transaction ltem Description:
BLADE, STIHL 41127134100

Preferred Language lem Description:

BLADE STIHL 41127134100
Expand All Collapse All
Vendor's Catabog: Stockless item
Darvice Tracking
Vendor em I0:
Manufacturer i ICOM aQ
Description: ICOM
Manutacturers lem ID: 102307 - 2810 - BLADE aQ
UIPHN 1Dz L Withholding
Replenish Codea: Standard Withhodding Code: aQ
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o If one of the Manufacturer fields is left blank for an Item-based purchase order line, the following error
message displays when leaving the PO Line Details page:

Line 1 is missing either a Manufacturer ID or a Manufacturers Item ID. (25000,255)

When using an Inventory Item ID and providing Manufacturer information, ensure that both Manufacturer ID and Manufacturer's Item ID are populated.

e To address the error, return to the specified line and populate the applicable Manufacturer information.

4. Manufacturer’s Item ID Displays on Dispatched and Printed Version of purchase
order

The Manufacturer’s Item ID label is on the Dispatched and Printed versions of purchase orders. When the
Manufacturer information on a purchase order line is populated, the manufacturer information also displays on the
dispatched and printed version of the purchase order.

This is how the Manufacturing Information is displayed:
e MfgItmID

e Manufacturer Name
e Manufacturer’'s Item details

Department of Administration Open Email Dispatch
Commissioners Office Purchase Order Date Revision Page
G0201-3000003536  05/1112015 1ef 1
Payment Terms Freight Terms  Ship Via Event 1D
Net 30 FOBFAlow  Ground
Buyer Phaone Currency Agency Reference
Tom Bart Uso
Vendor: Ship To: Attention: Bill To:
0000277057 DAIRY & FOOD DIV FERGUS Mot Specified Public Faciiies Authority
ICESERG TECH GROUP STATE HOSPITAL GROUND Public Faciiies Authority
1275 RAMSEY ST 2100 PO BOK 481 ACCOUNTS RECEIVABLE BILLING
SHAKOPEE MM 55375 FERGUS FALLS MM 55533 United States
United States United States
Tax Exempt? Tax Exempt ID: Replenishment Option; Standard
Line-Sch  Mem/Description Manufacturer | Quantty UOM POPrice  Extended Amt Due Date
[ Mg fm 1D HName
1-1 LINE .095,3% SPOOL 1005, WEEDEATER.  300M 10000 EA 150.00000 15000 05112015
008
| BLADE # 100307 - 128372 |
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Appendix G: Purchase Order Header Status Values

Like all header values, the Purchase Order Header Status (i.e., PO Status) applies to an entire purchase order.
The PO Status is a high-level indication of where the purchase order is in its life cycle. A typical purchase order
does not go through every PO Status.

How the PO Status Values Change as the Purchase Order is Processed:
e Initial: A purchase order has a PO Status of “Initial” when you add information to a new purchase order.
e Open: The PO Status changes to “Open” after you have added the required components and saved it.

e Pending Approval/Approved: After a purchase order is saved and submitted for approval, the PO Status
changes to either “Pending Approval” or “Approved” depending upon if the agency uses self-approvals.

e Approved: When the purchase order is approved, the PO Status changes from “Pending Approval” to
“Approved”.
O Submit the purchase order for budget checking. When it passes the budget check, the PO Status
remains “Approved”. The Budget Status changes from “Not Chk’d” to “Valid”.
0 When the PO Status is “Approved” and the Budget Status is “Valid”, you can dispatch it.

e Dispatched: When you dispatch the purchase order, the PO Status becomes “Dispatched”.

After you update a purchase order, the PO Status can change to the following options:

1. Change Order: When you create a change order, the PO Status needs to return to “Approved”.
o |If the change decreases the price or amount, the status remains “Approved”.
e If the change increases the price or amount, the purchase order needs to be resubmitted for approval
— unless the agency is set up for self-approvals.
e Re-dispatching a purchase order to the supplier will create a change order. Budget checking is
required.

2. Complete: Closing a purchase order changes the PO Status to “Complete”.
3. Pending Cancel: Canceling a dispatched purchase order changes the PO Status to “Pending Cancel”
until the budget check occurs during the nightly batch runs. Then the PO Status is “Canceled”.
Receipt and Match Statuses:

The PO Status impacts the Receipt and Match Statuses. Receipt Status is the extent that a purchase order has
been received. Match Status is the extent that matching process has been completed for a purchase order.

Purchase Order Status Value Receipt Status Match Status

Initial Not Received N/A

Open Not Received To be Matched

Pending Approval/Approved Not Received To be Matched

Approved Not Received/Partially Received | Partially Matched

Dispatched Not Received/Partially Partially Matched/Fully Matched
Received/ Received

Canceled N/A N/A

Pending Cancel N/A N/A

Complete Partially Received/Received Partially Matched/Matched
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Appendix H: Sales Tax Settings on Purchase Orders

Use this reference guide to help choose the right sales tax settings.

SWIFT uses Sales Tax for taxes paid to the vendor (excluded from the state’s Direct Pay Permit). Use Tax
represents taxes paid directly to the Department of Revenue (included in the State’s Direct Pay Permit). The tax
setting on the Category field is defaulted based on the Department of Revenue’s recommendation and/or the
setting most often used in state purchases. The tax setting of “Taxable” or “Not Taxable” is a default only. It must
be reviewed and updated for each purchase.

Enter Sales Tax on a Purchase Order

1. Navigation: Purchasing, Purchase Orders, Add/Update POs, Maintain Purchase Order
2. Create the purchase order with applicable line(s) or select an existing purchase order.

3. Click on the Schedule icon on the lines section of the purchase order.

o i N BV B K1 W o YD T

8 Ship To/Due Date Statuses Item Information Attributes RFQ LContract Receiving

Item Description PO Gty *UOoM Category Price Merc:i;\odlj:et Status
B g[j;ﬁire“s"a‘me”a”’ce& & 10000/ EA (81101707 |[1,500.00000 1,500.00] Approved | =
4, On the lines section of the Schedules page, click on the Sched Sales/Use Tax icon.

“Fand | View A Fust K o4 X [
Printer Maintenance & Supplies PO Qty: 1.0000 EA Merchandise Amt:

T Statuses Shipment Matching Receiving Freight RTV
—

Merchandise

Sched *Due Date *Ship To Ship to GLN *PO Qty Price BEnE Status
2 07/01/2015 G104THFLOD =B 1.0000(| 1,500.00000 | 1,500.00 Active T o = =]
5. The Sales/Use Tax Information page is displayed. The settings will vary.

Settings are based on the Category field used on the Commodity line and the Ship To field on the Schedule line.
e Category determines taxability: “Yes” or “No”.

e The Ship To field determines the rate, sales tax and any local, county or transit taxes.

Steps to verify or update Sales/Use Tax

Step 1: Verify or update the Ultimate Use Tax

Step 2: Verify or update the Tax Applicability

Step 3: Verify or update the Tax Code

Step 4: Verify or update the Freight and Miscellaneous Charges
Step 5: Calculate the SUT (Sales and Use Tax)
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Unit: G0210

POID: MNEXT

Line: 1

Schedule:

Tax Destination: G104THFLOD |Q
Tax Applicability: 2 Direct Pay
Ultimate Use Code: 1 aQ
Exception Type: MNoneg

SUT Excptn Cert:
Tax Code: 3 1943 Q,

Tax Basis Amount:

| OK | Cancel

Sales/Use Tax Information for Schedule 1

Vendor:
Item: Description
Status: Active
5 Calculate SUT
v
Include VAT
4 #| Include Freight
¥ Include Misc Charges

Merchandise Amount:
Rate: 0.0000 Use Tax Amount:

Total Tax:

Step 1: Verify or update the Ultimate Use Tax.

To change the Ultimate Use Tax code, click on the magnifying glass. Select the correct value

Ultimate Use Code Field Description

Values

Blank Ultimate Use Code does not apply to the purchase order line.

Dirpayex The purchase order line is excluded from the state’s Direct Pay Permit.
Tax will calculate and display on the purchase order for the vendor to bill
the state for the tax.

Excise The Tax Code will default to “0000”. The state tax at 6.875%. Tax
Applicability will update to Sales Tax Applicable. The tax will calculate
and display on the purchase order for the vendor to bill the state for the
tax.

Exempt The purchase order line is exempt from tax. No tax will calculate. The
Tax Applicability will update to “ltem is Exempt”.

Included Taxes have been included in the cost of the purchase order line. No
taxes will calculate. Tax Applicability updates to “ltem is Exempt”.

Step 2: Verify or update the Tax Applicability.

Verify the Tax Applicability field defaulted or updated correctly for the purchase order line. It is based on the

Ultimate Use Code you selected.

To change the Tax Applicability value, click the drop down menu and select the correct value.
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Tax Applicability

Field Description

Values

Direct Pay Sales and local tax are calculated in the system. They are not shown on
the order document. Using the state’s Direct Pay Permit, sales and local
tax are paid directly to the Department of Revenue (DOR). This is the
most common setting on taxable goods and services. In general, use this
value.

Sales Tax Sales and local tax are calculated and shown on the purchase order.

Applicable They are paid to the vendor. Only items not covered by the state’s Direct
Pay Permit are applicable. It does not include other taxes such as hotel
or telecommunications.

Exempt No tax is calculated on the purchase order either because the item is not

taxable or there are other taxes, such as those for hotel or
telecommunications. These are any type of tax other than state and local
paid to the vendor. These other taxes can be added as a separate
purchase order line or incorporated into the cost of the goods or service.

Purchaser is

The purchasing Budget Unit (BU) is tax exempt. No tax will be assessed.

Exonerated
Use Tax Sales and local taxes are assessed and sent directly to DOR. This is
Applicability relevant only if the vendor should have charged for sales tax but did not.

This code should be used sparingly.

Step 3: Verify or update the Tax Code.

To change the Tax Code, click on the magnifying glass to look up the options. Select the correct code for the
purchase order line. Hint: click the Description to sort the list in alphabetical order.

2 Help
SetlD: SHARE
Tax Code:| begins with
Look Up Clear Cancel |Basic Lookup

Search Results

Only the first 300 results can be displayed.

View 100 First ] 1-300cf300 [} Last
= (S )

Tax Code

0ooon State of MM Tax

0101 Ada

pD102 Adams

Step 4: Verify or update the Freight and Miscellaneous Charges

On the Calculation Parameters section, verify that the Include Freight and Include Misc Charges are checked or

unchecked as appropriate.

Note: Value Added Tax (VAT) is not used in Minnesota. It should not be checked.

NOTE: The State of Minnesota does not use the Calculate SUT (Sales and Use Tax) feature.
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Appendix |: Set up Temporary Approvers for Purchase Orders

This reference guide is for purchase order approvers to temporarily assign another approver in their absence. It
can be for approvers or buyers in their approval roles. This guide describes process steps for two scenarios:

o If the approver has planned a temporary approval reassignment.

o If the approver has not planned a temporary approval assignment.
Levels of Approval for each Purchase Order:
1. PO Approver Level: An approver with authority to approve purchase orders for the FinDept ID.
2. Buyer Approver Level: A buyer with the final approval to encumber the funds and dispatch the purchase
order.
Ideally, there are at least two SWIFT approvers with authority to approve purchasing transactions for each
FinDept ID used. If an approver needs to be out of the office, he/she needs to inform the other assigned
approvers and buyers assigned to the FinDept ID so that they can approve transactions. Once purchase orders
have been approved by another assigned approver, the worklist natification is removed from all other approvers’
worklists.

If there are no approvers available, an approver may be able to set up a temporary approver to review and
approve purchase orders for them. The temporary reassignment is done via the Self-Service pages.

A temporary approver must already have the same SWIFT approver roles.

Steps to Temporarily Assign Approvers for Purchase Orders — if Planned
Step 1. Find the Name and/or User ID of the Temporary Approver.
In order to review and approve or deny a purchase order transaction, the temporary user you assign must have:
1. The PO(jApprover role and/or Buyer Approver role for approvals depending upon the level of approval
required.

2. The authorization for the FinDept ID on the purchase order distributions.

If you are not sure who to assign, talk with your agency’s SWIFT Security team. You can find out who else has
the correct roles for purchase order approvals.

If you do not know who your Agency’'s SWIFT Security team is, contact the SWIFT Help Desk’s email:
swifthelpdesk.mmb@state.mn.us
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Step 2: Login to Self-Service.

Access Self-Service either from the Administrative or Self-Service Portals. Click on the My Profile link.

Administrative Portal

Favorites | Main Menu

Home SEMA4 Self Service

Enterprise Menu

[ My Favorites

[» FMS Year End Reporting

[ Learning Management Access
[ State of MN Self Service

[> MN Messages

[> SWIFT Data Warehouse Access
[ Portal Administration

[= Worklist

[> Tree Manager

[- Reporting Tools

[: PeopleTools

— Financial Supply Chain Access

— SEMA4 Employee Access
iy Profild _

Step 3: Update the Alternative User Section on the General Profile Information Page.

Fa*.fovrites Main_Menu > My Profile

Home SEMA4 Self Service

General Profile Information
Last Name, First Name

Update the Alternative User section of the General Profile Information page.

e Alternative User ID: Enter the User ID of the staff person who will approve purchasing transactions in
your absence. Note: you can use the magnifying glass to search by User ID or Description (Name).

e Enter a From Date and To Date. Both of these date fields are required.

e Click the Save button.

| Atternate User
If you will be temporarily unavailable, you can select an alternate user to receive your routings.
Alternate User ID: [p03E9314 Q,

From Date: [112512015 |5 {example:12/31/2000)
To Date: 12/04/2015 [[5] {example:12/31/2000)

Workflow Attributes

[# Email User ! Worklist User

Primary Email

Account Email Type Email Address
Ld Business | @state.mn.us

Activate changes to this page by pressing Save.

B
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The person entered in the Alternate User ID field will be notified of a purchase order waiting for their approval
for the date range selected. The notification method is dependent upon their preferences in Self-Service.

IMPORTANT: Only the alternate approver receives the notification and must approve or deny the transaction.
The original approver is no longer notified or able to approve it.

Example of a Planned Reassignment for a Second Level of Approver (Buyer Approver).

In the example below, the person entering the purchase order self-approved the first approval level (PO Approver
Level). The Buyer approval level was built for the alternate approver.

View App rovals
Business Unit: 170 Document Type: DFO
POID: 3ooonopzt7  ew Printable Version PO Status: Pend Appr
PO Totak 1,203.00 WsSD PO Date: 0172652013
Venddor 10 0000218973 ENTERPRISE LEASING CO OF MN Buclget Status: Mot Chik'd
Buryer: FINOROZ Justification: -
PO Reference: No justification artened by Diser. | &
Edit PO
F Review Lines
+ Review | Edit Approvers
PO Approval
ﬂ:ﬂ;ﬁﬁ:hadule 1 Distrib 1 :Pending  @sa1 ew patn
First Path
Self Approved
Erik Femstrom Srmith, Dave Tor Moring, Dan
v PO Approver O Busyer L
D1/2603 = 7.27 AM

Steps to Temporarily Assign Approvers for Purchase Orders — if Not Planned

There may be times when a buyer is absent, a purchase order needs this level of approval and the approval
cannot wait for the buyer’s return. If the buyer has not assigned an alternative approver, a change
order in SWIFT is required to create a temporary approval reassignment. Since SWIFT allows only

one buyer on a purchase order, the new buyer must change the buyer to his or her Employee ID to get it
approved.

This example illustrates how to update the buyer on a purchase order that is waiting for buyer approval but the
buyer is absent.
View Approvals

Elsiness Lnit 170 Dooamment Type:

e o0 . i | Py Sl r'-"II:INII-'l
PO Totak 1,2 USE [ET 0P B 2
Vs 10: 000157027 HEWLETT PACKARD CORP Busges S Mot i
B 0aresn: st aeion:

PO Foterence: COMPUTER HARDWARE/SOFTWA MO LAl SN 41 Bl 0

EEETTTNEEEEEEEEEEEEEEEE—
[~ Fonbeows 1 Fo0 RpOUOORROGCS_______________________________|
PO Apprav
Line 1 Schedule 1 Distrib 1 :Pending EEF;'-,.'E
P ANCTAAASABA HP COMPAG LAZDOSAD 22-NCH WIDESOREEN LOD MORITOR HPAWECA QUOTE FISEd & CONTIACT I LOC DIMooe s E:'::
Fiewt Path

Appasved Mondiag
il Wl Ty » ‘iR Usrang K
S . S0 A
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Step 1:

Find the Name and/or User ID of the Temporary Approver.

The updated buyer must have the PO Approver role and FinDept ID assigned to him or her.

Step 2:

If you are not sure who to assign, talk with your agency’s SWIFT security administrator(s). The
administrator can determine who else has the correct roles for purchase order approvals.

If you do not know who your Agency’s SWIFT Security administrator is, contact the SWIFT Help Desk’s
email: swifthelpdesk.mmb@state.mn.us

Access the Purchase Order in SWIFT.

Navigation: Purchasing, Purchase Order, Add/Update Purchase Order, Find an Existing Value
Enter the Business Unit and PO ID. Click Search.

Find an Existing Value Add a New Value
~ Search Criteria
Business Unit| = v G1001 Q,
PO ID: contains ¥ 3000003246
Origin: begins with ¥ Q
Purchase Order Date: = L El
PO Status: = v v
Short Vendor Name: begins with ¥ Q,
Vendor ID: begins with v Q
Vendor Name: begins with ¥ Q,
Buyer: begins with v Q
Buyer Name: begins with v Q
PO Type: = v v
Purchase Order Reference: begins with
) Case Sensitive
Clear |Bzsic Search 5] Save Search Criteria

Step 3: Update the Buyer on the Purchase Order.

1. Click the Change Order icon on the purchase order header.

Purchase Order
Business Unit: G1001  Origin: |51 Human Res Mgmt&Insurance PO Status: Dispatched B X
PO ID: 3000003246 Approval Exception Budget Status: Walid
Change Order: 2

2. Update the Buyer field.

The Change Order opens up the purchase order. You can change the buyer. Use the magnifying glass to find
and enter the appropriate alternative buyer.

~ Header
*P0O Date:

07/01/2015 &) “endor Search  REesponse Documentation

Expiration Date: D6/30/2016 |[]

*Vendor ID:
"Vendor: HUMAN SERV-001 Vendor Details
[Buyer: [D1136301 ¢ Last Name, First Name

IMPORTANT: Make all needed changes to the purchase order before saving it.
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e Changing only the buyer value will not re-initiate approvals.
e Changes to existing purchase orders are initiated at Save. Making sure you have the final changes prior
to saving will avoid sending out multiple emails.
3. Save the Purchase Order.
e After changing the buyer and making all needed changes, click on Save.
4. Click the View Approvals link to see the updated Buyer.
| StioToue Dale 1 Statteee || _lton informateon_)_iiics ) CREG | Cotaet )| Receiing
Line Item Description PO Qty *UOM Category Price Memg?ﬂx Status
B i 7} 1.0000/EA 56101500 [1419.71000 141971 |Approved  |O| Td
Close Short All Lines *Go to: ...More ... L

e Onthe View Approvals page, the buyer approval should now have the updated buyer as the approver.

View Approvals

Business Unit: G1701 Document Type:

POID: 3000000200 Vigw Printable Version
1,792.27

0000197027

PO Total: usD

Vendor ID: HEWLETT PACKARD CORP
Buyer: FISmIO2
PO Reference:

EditPQ

COMPUTER: HARDWWAREIS OF TWiA,

5
e
PO Approval
= Line 1 Schedule 1 Distrib 1 :FPending
First Path

Hot Routed
g, Smith.Dave
o @ ot @

Pending
© Horling, Dan
PO Approver

I Comment History

Returnto Purchaze Order Approval Histary

PN W27 4 2 ABA HP COMPAG LA2205AG 22-NCH WIDESCREEN LCD MONITOR HPAWSCA GUOTE #7563619 CONTRACT #48238 LOC ID#10047223

PO Status: Pend Appr

PO Date: 071182012
Budget Status: Mot Chi'd
Justification:

Mo justification entered by buyer. =

Wiew/Hide Comments
Start Mew Path

If the buyer approval does not reflect the updated buyer, the approvals must be reinitiated.

You will need to change a value that will retrigger the approval process.

e Change the Quantity or Amount to a lower value. Then, save the purchase order. Then change the
value back to what it was. Decreasing these values will not trigger the approval process. Increasing the

Step 4.

value back to what it was will retrigger this process.
Click the View Approvals link to verify the approval is built for the updated buyer.

(Optional) Change the Buyer Back to the Original Buyer on the Purchase Order.

e Change the buyer back to the original buyer if desired. Changing only the buyer will not reinitiate the

approval process.

e The buyer printed on the dispatched purchase order is the buyer currently entered in the Buyer field. To
dispatch the purchase order with the original buyer, update the buyer value before dispatching the

change order.
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Appendix J: SWIFT Procurement Document Types

SWIFT Procurement Document Types

This table lists document types for creating Requisitions, Purchase Orders, Contracts and Professional/
Technical Contracts.

Requisition Types

All requisitions pre-encumber funds. This is done through the Budget Checking process. Requisitions are not
dispatched.

Doc Type Title Description
OMR Open Market Normally used for items costing over $10,000 and need to be bid
Requisition out via a Strategic Sourcing event. Goes through the SWIFT

solicitation process, resulting in a Purchase Order (POR). OMRs
will be entered in ePro and will be further processed through
Strategic Sourcing by OSP or the agency (depending on their ALP

authority).
CEO Contract Encumbering | Pre-encumbers funds; does not print. Can be used to set up an
Order estimated amount of money for Building Construction (BCC), Other

Construction (OCC) or Roadway Construction (RWC) contracts.
Upon award of the contract the CEO requisition is sourced, a CEO
order encumbrance is created and the CEO requisition is relieved.

Purchase Order Types

There are basically three types of purchase orders:

1. Non-Blanket Purchase Orders which are the standard purchasing documents for procuring within your
Authority for Local Purchase (ALP) limit and purchasing from established state contracts. Orders must name
the vendor along with the specific commodities and quantities involved. These documents are dispatched to
the vendor unless otherwise stated. You may exceed the original order amount at time of payment within
statewide matching tolerances (10% or $50).

2. Blanket Purchase Orders also encumber (not pre-encumber) money. Blankets are used for annual
recurring purchases. Requires specific commodities involved and the total dollar amount being set aside for
that purpose. Blanket orders default to Amount Only and a Quantity of 1 allowing for payments less than the
unit price and a total quantity received of greater than 1. Multiple payments are expected, with varying voucher
amounts. If exceeding the original blanket order amount you must enter a change order.

3. Encumbering Purchase Orders are used only to encumber money against professional/technical, grant
and construction type contracts. The order must reference a contract and contract line. These orders will
default to dispatch type of “Phone”.

Doc Type Title Description

Released 01.08.2016 (Version #1)

Page 202



@f}.’rﬂ%mm of Minnesota
“/SWIFT 3

PO 1 Create and Update Purchase Orders for Agency Buyer Roles

APK

Annual Plan Contract

The Annual Plan Contract (APK) is an order document referencing
an Annual Plan Agreement (APK contract) that pre-establishes
authority to obtain professional/technical services on demand for
specific purposes within an approved dollar limit. A T number
tracks this agreement. The Annual Plan Contracts (APK) order
may be placed with a specific vendor or use “PLACEHOLDR" as
the vendor for blanket use. Funds are encumbered within a single
fiscal year; the contract and contract line numbers must be
referenced.

BPA

Blanket Purchase

Agreement

Encumbers funds; will print a file copy. Used to set up an
“umbrella amount” of money with a single vendor for a specific
purpose. The order only needs to be established once; receipts
and vouchers are recorded against it.

BPM

Blanket Purchase
Against Multiple

Vendors

Encumbers funds; will print a file copy. The order does not have a
one-to-one relationship with a particular vendor, so the vendor
number defaults to ‘PLACEHOLDR’. An “umbrella amount” of
money is set up for a specific purpose to be spent with multiple
vendors. The order only needs to be established once; receipts
and vouchers are recorded against it.

BPC

Blanket Purchase

Against a Contract

Encumbers funds; will print a file copy. Used to set up an
“umbrella amount” of money against existing State Commaodity
(SCC), Agency Goods (AGC), State Service (SSC), or Agency
Service (ASC) contracts. May also be used against an Interagency
Contract (IAC), Joint Powers Contract (JPC), Public/Private
Partnership Contract (PPC) or Software License/Maintenance
Contract (SAC). The order only needs to be established once;
receipts and vouchers are recorded against it. The contract and
contract line numbers must be referenced.

BTG

Blanket TG/ED/VO
Purchase Order
*Targeted, Economically

Disadvantaged and Veteran

Owned programs.

Used to set up an “umbrella amount” for orders to TG, ED and VO
certified vendors for purchases that range from greater than
$5,000.00 up to $25,000.00. Use this document for purchases
under the Equity Select program when no other bids were solicited.
This document may or may not reference a contract in SWIFT. If
referencing a contract, use Contract Document Types AGC,ASC,
or PTK.

CEO

Construction Contract

Encumbering Order

Encumbers funds; will print a file copy. Used to set up an
“umbrella amount” of money against existing Building Construction
(BCC) or Other Construction (OCC) contracts. May also be used
against a Roadway Construction (RWC) contract. The order only
needs to be established once; receipts and invoices are recorded
against it. Direct enter a CEO order if not creating a CEO order via
ePro to pre-encumber funds earlier.

CRO

Contract Release
Order

Used to place orders against existing State Commodity (SCC),
Agency Goods (AGC), State Service (SSC), or Agency Service
(ASC) contracts. May also be used against an Interagency
Contract (IAC), Joint Powers Contract (JPC), Public/Private
Partnership Contract (PPC) or Software License/Maintenance
Contract (SAC). A CRO is entered for each purchase against the
contract; receipts and vouchers are recorded againstit. The
contract and contract line number must be referenced.
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DPO

Department Purchase
Order

Used for purchases within your ALP authority up to and including
$10,000 (if over that amount should use an OMR document) that
are not on contract. Bids must be obtained and are entered on the
response documentation page. One bid for $5,000 and less, two
bids $5,000.01 to $10,000.

DTG

Direct TG/ED/VO*
Purchase Order
*Targeted, Economically

Disadvantaged and Veteran

Owned programs.

Used for purchases to TG, ED and VO certified vendors that
ranges from greater than $5,000.00 up to $25,000.00. Use this
document for purchases under the Equity Select program when no
other bids were solicited. This document may or may not reference
a contract in SWIFT. If referencing a contract, use Contract
Document Type AGC or ASC.

EMR

Emergency Purchase
Order

Emergency purchases (use according to emergency purchase
policy). Bypasses Human Rights certification.

FPO

Field Purchase Order

The FPO limit is $5,000, both a policy and system limit. Use
should be in accordance with Policy 2 of the ALP Manual. FPO
documents encumber; will print a file copy; receipts and vouchers
are recorded against it. One bid is required.

KEO

P/T Related Contract

Encumbering Order

Orders created for encumbering funds against P/T related
contracts. Defaults to Amount Only and distribute by amount.
Validates the contract is referenced on all line(s). Used to
encumber against contracts that end in a K (except for MWK &
APK contracts). Defaults dispatch method to ‘Phone’ as these are
not sent to vendors. Can print a file copy.

MSO

Master Services Order

Used to place orders against Master Service (MSC) contracts;
receipts and vouchers are recorded against it. The contract and
contract line number being used are entered. MSO’s encumber
funds to a specific vendor on the contract.

MWK

Master
Professional/Technical
Work Order

Master Contract Work Order (MWK) documents are the
encumbrances against the individual MWK contracts placed with
vendors under the Master Contract (MPK). An MWK order
document encumbers the funds for a specific vendor and may run
for multiple years.

POR

Purchase Order

A Purchase Order (POR) is the order document created when an
Open Market Requisition (OMR) is processed through Strategic
Sourcing and awarded. The requisition’s pre-encumbrance is
relieved and an encumbrance is created.

RMO

Real Estate

Remodeling Order

Used for remodeling of leased space if the cost is between
$2,500.01 and $8,000. For amounts up to $2,500, use a DPO.

The lease number should be entered on the order for tracking
purposes. For improvements above $8,000, amend the RMK (Real
Estate Remodeling) contract first then use a KEO order to
encumber.

SSO

Single Source Order

Used when only one vendor can provide the good or service.
Contact an Acquisition Management Specialist at OSP if unsure.
An SSO requires completion of the Single Source Justification
Form, which must be attached to the order at the header level.
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Local Purchase) authority.

Contract Types

Contract types are classified as contracts that are for various types of construction, goods and/or services
(services must be non-professional/technical in nature). These contracts do not encumber funds; rather the
orders placed against them are the encumbering documents. SWIFT documents track the use, and maintain
the integrity of the contract line items; specialized contract forms are used as the actual contract agreement.
Contracts may be set up by Office of State Procurment (OSP) or by agencies if within their ALP (Authority for

Doc Type

Title

Description

AGC

Agency Goods
Contract

Contracts used for the acquisition of material goods for specific
agency use; agencies may set up this contract if within their ALP
(Authority for Local Purchase) authority. Contracts may be set up
for a fixed price or discount percentage. A CRO (Contract Release
Order) or BPC (Blanket Purchase Against A Contract) order is set
up against these contracts to encumber the funds. Under the
Equity Select program a BTG (Blanket TG/ED/VO) order or a DTG
(Direct TG/ED/VO) order to a certified TG/ED/VO vendor may be
used up to $25,000. The contract may run for multiple years.

ASC

Agency Service
Contract

Contracts used by agencies for the acquisition of non-
professional/technical services (not intellectual in nature)
traditionally put in place for specific agency use; agencies may set
up these contracts if it falls within their ALP (Authority for Local
Purchase) authority. Contracts may be set up for a fixed price or
discount percentage. A CRO (Contract Release Order) or BPC
(Blanket Purchase Against A Contract) order is set up against
these contracts to encumber the funds. Under the Equity Select
program a BTG (Blanket TG/ED/VO) order or a DTG (Direct
TG/ED/VO) order to a certified TG/ED/VO vendor may be used up
to $25,000.

BCC

Building Construction
Contract

Used by Department of Administration’s Real Estate and
Construction Services (RECS) or state agencies to construct, erect
or remodel a building by or for the state or an agency. Contract is
a fixed price contract. CEO (Contract Encumbrance Order)
documents are set up against these contracts to encumber the
funds. May have had an associated CEO (Contract Encumbering
Order) pre-encumbrance.

IAC

Interagency Contract

Arrangements between two or more state agencies to share
resources, do work for each other, share work, etc. BPC or CRO
order documents are placed against these contracts to encumber
funds.

JPC

Joint Powers Contract

Arrangements between a state agency and another governmental
entity to share resources, do work for each other, share work, etc.
BPC or CRO order documents are placed against these contracts
to encumber funds.
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MSC

Master Contract

Contracts set up to address potential non-professional/technical
service needs. They cover generally identifiable tasks in
measurable blocks of service for definable outcomes under
specified vendors. An individual Master Contract is entered for
each vendor involved. Master Contracts do not encumber, and
may run for multiple years. The Department of Administration’s
Office of State Procurement (OSP) has set up several Master
Contracts for all agencies to use. Agencies may also set up their
own masters. Contract is a fixed price contract. Master Service
Order (MSO) documents are individual contracts (orders) that are
placed with vendors under the Master Contract (MSC). MSO
documents encumber funds.

OCC

Other Construction
Contract

Used by Department of Administration’s Real Estate and
Construction Services (RECS)or state agencies for construction
unrelated to highway or building construction. Contracts are a
fixed price contract. CEO (Construction Contract Encumbrance
Order) documents are set up against these contracts to encumber
the funds. May have had an associated CEO (Construction
Contract Encumbering Order) pre-encumbrance.

PPC

Public/Private
Partnership Contract

Contracts that are a combination of professional/technical services
and material goods. MNDOT is the only agency authorized to use
this type of contract at this time. BPC or CRO order documents
are placed against these contracts to encumber funds.

RwC

Roadway Construction
Contract

Used by MNDOT to construct or maintain road construction
projects. Contract is a fixed price contract. CEO (Construction
Contract Encumbrance Order) documents are set up against these
contracts to encumber the funds.

SAC

Software
License/Maintenance
Contract

Contracts that involve the licensing or maintenance of computer
software. These contracts are a joint effort of the vendor and the
Attorney General’s office. It is the purchase of the rights to use
that software. BPC or CRO order documents are placed against
these contracts to encumber funds.

SCC

State Commodity
Contract

Contracts used for the acquisition of material goods, put in place by
OSP (Office of State Procurement ) for statewide or specific agency
use. Agencies may set up Agency Goods Contracts

(AGC) for their own use if within their ALP (Authority for Local
Purchase) authority. Contracts may be set up for a fixed price or
discount percentage. A CRO (Contract Release Order) or BPC
(Blanket Purchase Against A Contract) order is set up against
these contracts to encumber the funds.

SSC

State Service Contract

Contracts used for the acquisition of non-professional/technical
services (not intellectual in nature) put in place by OSP (Office of
State Procurement ) for statewide or specific agency use.
Agencies may set up Agency Service Contracts (ASC) their own
use if within their ALP (Authority for Local Purchase) authority.
Contracts may be set up for a fixed price or discount percentage.
A CRO (Contract Release Order) or BPC (Blanket Purchase
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Against A Contract) order is set up against these contracts to
encumber the funds.

Professional/Technical Contract Types

P/T type contracts encumber funds based on the document type used. There are also several P/T contract
types that do not allow funds to be encumbered under them. SWIFT documents are meant to encumber funds
and/or track the contract; specialized contract forms are used for the actual contract agreement between the
agency and the vendor. Multiple fiscal years may be encumbered under the same contract number using the
same order to encumber. Multiple payments are made against these amounts. Certain P/T documents require
entry of a T-number (Annual Plans, Master P/T Contracts and Master Work Order Contracts).

Doc Type

Title

Description

APK

Annual Plan Contract

The Annual Plan Contract (APK) is an agreement that pre-
establishes authority to obtain professional/technical services on
demand for specific purposes within an approved dollar limit. AT
number tracks this agreement, and it is the memo agreement that
is entered into SWIFT. Annual Plan Contracts (APK) are
processed outside SWIFT under this Agreement. Funds are
encumbered using an Annual Plan Contract (APK) order within a
single fiscal year.

ASK

Agency P/T Service
Contract

These contracts are used by state agencies for intra-agency P/T
services. Funds are encumbered under a KEO (Contract
Encumbering Order). This contract may run for multiple years.

EAK

Easement Agreement

Contracts that involve the acquisition of specific land rights,
whether for conservation or construction purposes. Funds are
encumbered under a KEO (Contract Encumbering Order).

GRK

Grant Contract

Grant contracts are a class of contracts that provide funding to an
outside entity to provide services or support to a third party who is
not employed by the state. Funds are encumbered under a KEO

(Contract Encumbering Order) to a specific vendor; contract may

run for multiple years.

IAK

Interagency Contract

Arrangements between two or more state agencies to share
resources, do work for each other, share work, etc. Funds are
encumbered under a KEO (Contract Encumbering Order) using
the agency’s vendor number, and may run for multiple years. For
non-P/T services, use IAC (Interagency Contract).

JPK

Joint Powers Contract

Arrangements between a state agency and another governmental
entity to share resources, do work for each other, share work, etc.
Funds are encumbered under a KEO (Contract Encumbering
Order) to a specific vendor, and may run for multiple years. For
non-P/T services, use JPC (Joint Powers Contract).

LDK

Departmental Real
Estate Lease

Office and storage space leases that involve the Department of
Administration as the lessor and a state agency as the lessee.
Handled through the Department of Administration’s Real Estate
and Construction Services (RECS). Funds are encumbered using
a KEO (Contract Encumbering Order) under the agency’s vendor
number, and may run for multiple years.
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LSK

Commercial Real Estate
Lease

Are for leases of square footage (e.g. office), acreage (e.g. land),
or use (e.g. radio tower) that involve the state as the lessee and
an outside vendor as the lessor. Primarily handled through the
Department of Administration’s Real Estate and Construction
Services (RECS). Funds are encumbered under a KEO (Contract
Encumbering Order) to a specific vendor. It may run for multiple
years.

MPK

Master
Professional/Technical
Contract

Contracts set up to address potential Professional/Technical
needs. A T-number tracks the agreement. They cover generally
identifiable tasks in measurable blocks of service for definable
outcomes under specified vendors. An individual Master Contract
(MWK is entered for each vendor involved. Master Contracts do
not encumber, and may run for multiple years. The Department of
Administration’s Office of State Procurement (OSP) has set up
several Master P/T Contracts for all agencies to use, as has OET
(Office of Enterprise Technology). Agencies may also set up their
own masters. Master Contract Work Order (MWK) documents are
individual contracts that are placed with vendors under the Master
Contract (MPK). MWK contract documents are encumbered by
entering a MWK order.

MWK

Master
Professional/Technical
Work Order Contract

Master Contract Work Order (MWK) documents are individual
contracts that are placed with vendors under the Master Contract
(MPK), in essence “procuring work” under the Master. MWK
orders are placed against the MWK contract to encumber the
funds. The T number assigned to the Master MPK Contract must
be referenced on the MWK work order contract. The MWK
contract may run for multiple years.

ONK

Non-Encumbering
Informational Record

One method used to establish the record of a contract allowing for
tracking and reporting of these contracts by the agency. The ONK
document does not encumber funds. The contract could
encompass virtually anything that agencies want to track and does
not need an encumbrance record. Examples for usage include
MOUs and MOAs, data sharing agreements and non-disclosure
agreements.

PPK

Public/Private
Partnership Contract

Contracts that are a combination of professional/technical services
and material goods. MNDOT is the only agency authorized to use
this type of contract at this time.

PTK

Professional/Technical
Services Contract

All consultant, professional and technical service (intellectual in
nature) contracts to which the state is a party. Funds are
encumbered under a KEO (Contract Encumbering Order) to a
specific vendor or a BTG (Blanket TG/ED/VO encumbering order)
to a targeted vendor up to $25,000 under the Equity Select
program. The contract may run for multiple years.

RMK

Real Estate Remodeling
Contract

Used for remodeling of leased space if cost is over $8,000. The
lease number should be entered in the Agency Ref field for
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tracking purposes. Funds are encumbered under a KEO
(Contract Encumbering Order) to a specific vendor; contract may
run for multiple years. Improvements between $2,500.01 and
$8,000 should be entered as a RMO (Real Estate Remodeling
Order) document type instead. Improvements up to $2,500 should
be entered as a DPO.

RPK

Revenue Producing
Contract

One method used to establish the record of an Income Contract
allowing for tracking and reporting of these contracts by the
agency. The RPK document does not encumber funds. An
Income Contract could encompass virtually anything that produces
income for the State.

SLK

State Loan Contract

These are loans specifically created by statute and disbursed by a
mandated formula. These are automatically disbursed by
arrangements between the controlling agency and MN
Management and Budget, MMB. SLK documents are one method
used to establish a record of the contract for reporting and
tracking. The SLK does not encumber funds.

Conversion Document Type

Doc Type

Title

Description

CNV

(View Only) Used for
orders converted to
SWIFT

This document type is temporary and is to be used only for
purchase order documents converted from MAPS. These
documents should only be paid or closed out; they are not meant
to be ongoing.
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Appendix K: Use Dashboards to Manage Purchases

Dashboards are an easy, convenient way to see a variety of purchasing data on your SWIFT home page. This
reference guide provides an overview of dashboard options that are typically available for purchasing staff. It
also illustrates ways to customize the content and layout of your personal dashboard.

Overview of Purchasing Dashboard Options

Security Access
The dashboards you are able to access depend on your security access. Currently, only users with buyer
authority are able to access the purchasing dashboards. These roles are:

e M_FS_EPRO_BUYER

¢ M_FS PO _BUYER

e M_FS_PO_CONTRACT_ENCUMB

e M_FS_PO_AMS_CENTRAL

To request security access, submit a completed Request for Access to SWIFT Statewide Systems form to your
agency security administrator: http://www.mn.gov/mmb/accounting/swift/security/security-forms.jsp

Dashboards are available on SWIFT's home page.

e Click on the Dashboards Tab.
e Scroll to the right and click on Personalize link. There are two options to customize: Content and

Layout.
Financial Management Systerm e ey
[ Favorites @ Main Menu
| [[iPass |[pashboards| . .
| I Personalize Content | Layout I

Customize the Content on your Personal Dashboard

On the Personalize Content: Dashboards page, view the reporting options available to you. These reports are
called pagelets. Typically, the Supply Chain pagelets are displayed for staff with purchasing roles.
e Click the checkbox next to the pagelet(s) you would like displayed on your dashboard.

Personalize Content: Dashboards

Tab Name Dashboards

Welcome Message Hello Diane

Simply check the items that you want to appear on your homepage.
Remember to click "Save” when done.

Choose Pagelets:

Arrange Pagelets: Goto Personalize Layout

Cross-Supply Chain
Activity Manitor
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Cross-Supply Chain Pagelets

Spend by Period

orders assigned to the specific buyer. Amounts are bucketed by
period, using the scheduled due date on the purchase order.

Cross-Supply Usage View By
Chain
Pagelet Name
Activity Monitor Displays worklist entries assigned to the buyer or manager. Buyer or
Manager

Dispatched Displays a list of recently dispatched purchase orders. Buyer
Purchase Orders
Live Sourcing Displays a list of recent sourcing event activity. Buyer
Events
Manager PO Displays purchase order contract spend for all buyers that report to a Manager
Contract Spend manager.
Manager PO Displays total purchase order spend by purchase order date for all Manager
Spend by PO Date buyers that report to a manager.
Manager Spend Displays historical spending and future purchases for all buyers that Manager
by Category report to a manager by item category. Summarizes and displays

spend for all buyers that report to a manager by item category.
Manager Spend Displays historical spend and future purchases by vendor. Manager
by Vendor Summarizes and displays spend for all buyers that report to a

manager for all vendors.
Manager Total Displays total schedule spend for all buyers that report to a manager. Manager
Schedule Spend
Overdue Purchase | Summarizes purchase order schedule amounts where the due date is | Buyer
Orders prior to today’s date and the schedule has remaining quantity to be

received. You can view and analyze data by Business Unit, Vendor,

Category, Buyer, Ship To and Item. It retrieves data via query against

real-time transactions.
PO Displays purchase orders that do not yet have a corresponding Buyer
Acknowledgement acknowledgement from the vendor, or those purchase orders that
Status have acknowledgements and are awaiting review.
PO Contract Displays the percentage of purchase order amounts that originated Buyer
Spend by Period from a contract by period.
Requisitions to be | Displays approved requisitions that have not yet been sourced to a Buyer
Sourced purchase order.
Spend by Displays historical spend and future purchases for the buyer by item Buyer
Category category. Summarizes and displays spend for the buyer for all

categories.
Spend by Vendor Displays historical spend and future purchases by vendor. Buyer

Summarizes and displays spend for the buyer for all vendors.
Total PO Spend Displays the total purchase order monetary amount (spend) by Buyer
by PO Date purchase order date assigned to the specific buyer. Amounts are

bucketed by purchase order date and total purchase order amount.
Total Schedule Displays the total schedule monetary amount (spend) for purchase Buyer

e When you are done selecting pagelets, scroll to the bottom of the page. Click the Save button.
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SWIFT returns to your Dashboard tab. It now displays any pagelets you selected.

Financial Management Systen_

Favorites | Main Menu
b i -

My Page Dashhoards]

Q
-]
4

Activity Monitor

Motification Mot
Worklist = Assignad

Worklist Entry

0.0 0.2 0.4 0.6 0.8 1.0

Count

Customize the Layout on your Personal Dashboard

On the Personalize Layout: Dashboards page, view the layout options. Layout options include: viewing in two

or three columns and selecting the order in which the pagelets appear.

e Step 1: Select the Basic Layout of 2 or 3 columns.

e Step 2: Add Pagelets.

e To change the order of pagelets, click on a pagelet. Once highlighted, use the arrows to right of the
column list to move it on the list. You can move it up or down. You can move it from one column to

another.

You can also click the Delete Pagelet button to remove it from your list.

When you are done, click Save.

Personalize Layout: Dashhoards

Tab Name Dashboards

| Basic Layout: | ® 2 columns 3 columns

Add Pagelets:

== Raquirad - fx2d pIsiton pagaet
* = Raquirsd - moveatia pagEat

el By Period
reed

Your home page will now display the new customized layout.
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Buyers are responsible to make sure correct values are entered into all of the fields of a purchase order. Some
fields on purchase orders default to predetermined values. Review default values to ensure that they fit the
requirements of your purchase orders.

This reference guide describes the fields on purchase orders with defaults and their default values. It also
describes how to review and update each of the fields with defaulted values.

Fields on Purchase Orders with Defaults

Fields with Defaults Default Values
Account Code Defaults from Category.
e AM Unit (Asset Both default from Category if configured. Verify that the item is an asset.
Management Business
Unit)/
e Asset Profile ID
Freight Terms Defaults from Business Unit.
Matching Tolerances Defaults from Category. Tolerances are set to 10% or $50, whichever is
less.
Payment Terms Defaults from Business Unit. It will always be “Net 30"
Receiving Defaults from Category. All categories set to “Receiving Required”.
Sales Tax Defaults from Ship To Location.

Review and/or Update Default Fields on Purchase Orders

General Information about Updating Default Fields
Navigation: Purchasing, Purchase Orders, Add/Update POs, Maintain Purchase Order
NOTE: Use the magnifying glass to see what values are available for the field you are updating.
¢ Make sure that you check the defaults for each line of the purchase order.

1. Account Code: The account code defaults from the Category Code.

a. Review and/or update the Account Code. ltis located on the Distribution/ChartFields area of
a purchase order. Click the Schedules icon on the Line Details tab of the purchase order.

= K na
| Ship To/Due Date Item Information Attributes RFQ Contract Receiving S h d I
Lines Item Description« PO Qty *VOM  Category Price Memglﬁ:ﬂii Statusp e u es
1 By @, |[Provide consultingto | & | B 1.0000 |LO |G ([2111500¢ [3,000.00000 3,000.00 | Approved | (2 [=]

e Onthe Schedule page, click the Distributions/ChartFields icon.
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Personalize | Find | view 21 | B | 3 First B 1 of 4

=9 ' Statuses |( Shipment | Matching | Receiving | Freight | RTV |
= = = —
Qty

Distribution/ChartField

= Amount

Sched« *Due Date *Ship To< Ship to GLN *PO

1 B [10142015 [ |[G104THFLOOQ = 1.0000[3,000.00000 |  3,000.00] Active L RN =

¢ Onthe ChartFields tab, verify the correct Account Code for the purchase order.

e The Category/Account relationship restricts the number of valid accounts for a given category.
You can only select a valid Account.

 pssetInformation | ReqDetail | Statuses | Budget Information
. . e I
“Account | Dista Statusa Percent  yoonandiS€ cypency  sGLUnt  Fund  Fin DeptiD ApproplD
411304 |Q@| |1 Open  [100.0000 [ 300000 USD MNOO1|Q [1000q [G103%000 @ [G100008 @

Personaize | Find | View A | BV | 8 Fret K1y or 4 1 Laat

Ship To/Due Date |( ltem Information || Aftributes | RFQ |( Contract || Receiving

|Linea ltem  Descriptiona PO Oty *UOM  [category | Price Merhmdiee  Stauss
1 B [ la [Provide consuttingto | A | B 1,0000 L0 |@_[[82117500 @] [2.000.00000 3,000.00 Approved | (O | 5] =

b. Review and/or update the Category Code. Itis located on the lines area of a purchase order.

2. AM Unit and Profile ID: The AM Unit and Profile ID default from the Category Code if configured.
a. Review and/or Update the AM Unit and Profile ID: They are located on Asset Information on

the Distribution tab of the Schedules page.

e Start by clicking on the Schedules icon on the Line Details tab of the purchase order.

A P
Personaiize | Find | View All | B | B First K1 q o7 4 I Laet

Merchandise Sia§5ACh edu Ies

S Ship To/Due Date || ltem Information | Attributes | RFQ |[ Contract || Receiving |

Linga Item Description« PO Qty *UOM  Category Price AT
1 By Q, |[Provide consultingto | | B 1.0000/|LO |@ [2111500¢, [2,000.00000 [ 3,000.00 Approved Q =]

e Onthe Schedule page, click the Distributions/ChartFields icon.

Personaiize | Find | view A1 | B | 3 Firee B8 4 o5 4

"™ Statuses | Shipment || Matching | Receiving | Ereight || RTW |
= - = =

— ... Distribution/ChartField

Scheda *Due Date *Ship Toa Ship to GLN *PO Oty Price P

B [10142015 |5 |[G104THFLDOQ = 1.0000[3,000.00000 | 3,000.00] Active T o | B

-

¢ Onthe Asset Information tab, verify the correct AM Unit and Profile ID for the purchase order.

CAUTION: You may wish to consult with your agency’s asset management office before updating asset
information. Verify the AM Unit and Profile ID or remove them if the item is not an asset. The Tag Number

should be blank. Capitalize should not be checked. Employee ID is typically used if an asset is assigned to a

specific employee.

—_—
A== o= DetaisTax | Req Detail |[ Statuses || Budgst Information

|*Account AM_ ProfikelD Capitalize  Tag Mumber  EmplID
[oa i |l la [ o | | Q
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b. Review and/or update the Category Code: Itis located on the lines area of a purchase order.

Personaize | Find | View Al | B | # Frat BT 4 o1 1 T ast
Ship To/Due Date | liem Information || Attributes || RFQ | Contract | Receiving
= S i 2 Merchandise
Linea Item Descripfion PO Qty uom Category Price Amount | Status«
By a, !__E’_[_n_\{i_d__g_gglj_sy_l}!gg__t_q____éﬁ B 1.0000 [LO @, |[52111500@) |[3,000.00000 3.000.00 Approved | O | [E8 =

3. Freight Terms: Defaults from Business Unit.

Freight terms will default to “FOB_PALLOW?" for all purchase orders. This means that the vendor should not bill
the state separately for freight. If the vendor will be billing for freight, then update the Freight terms to
“FOB_PADD". This allows accounts payable to process a payment for freight.

a.

Review and/or Update the existing Freight Terms: They are located on Freight tab of the

Schedules page. Start by clicking on the Schedules icon on the Line Details tab of the
purchase order.

Personaize | Find | view A1 [ B | 8 First T 4071 1 Lagt
| Details Ship To/Due Date Item Information Adtributes RFQ Contract Receiving h d I
Linea ltem  Descriptiona PO Qty *UOM  Category Price M"“’R’:‘;‘o‘ﬁ:‘: m§9 eauies
1 B @, ([Provide consultingto | & | 1.0000/[LO | [52111500¢, [3.000.00000 [ 3,000.00 Approved | =

On the Freight tab, enter a value in the Freight Terms field.
o0 “FOB_PADD?” allows accounts payable to process a freight payment.

0 “FOB_PALLOW?” is the default. It does not allow the vendor to bill for freight.
Click the Save button. Click the Return to Main Page link

Details Statuses Shipment Matching

Receving G 3R | RTV
Sched *Due Date *Ship To= Ereight Terms
1 B [10/14/2015 [ |[G104THFLOD |Q |

b. To Add Freight Terms: Freight Terms are entered on the Header Misc. Charges page. Find
this page on the Go To drop down menu. It is located at the bottom, right side of the purchase

order.

Lines Personaize | £
m Ship To/Due Date ltem Infermation Attributes RFQ Contract Reteiving
Linea Item Descriptiona PO Gty *UoMm Category Price R
1 B [ |a [Provide consultingto | BB 1.0000 [LO |@, 2111500, ([3.000.00000 [
Wiew Printable Version 5

i Close Short All Lines *Goto: More

View Approvals

For more information, review the Add Freight and Miscellaneous Charges to a Purchase Order
reference guide. It is located on the SWIFT Training and Support Resources web

page: https://mn.gov/mmb/accounting/swift/training-support/reference-quides/purchasinggrg.jsp

4. Matching Tolerances: Defaults from Category. Tolerances are set to 10% or $50, whichever is less. A
buyer may set lower tolerances on each purchase order line. The buyer cannot set a higher tolerance.

Matching Tolerances allow you to define value and percent tolerances to override exceptions generated
by the match rules. SWIFT’s matching process uses match tolerances when comparing the prices and

amounts. If a match exception exists and the voucher is within the tolerances, the matching process
automatically overrides the exception.
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Defaults for Matching Tolerances:

Price Tolerance Over - 99999999.99999
Price Tolerance Under - 99999999.99999

% Unit Price Tolerance Over — 999.99

% Unit Price Tolerance Under — 999.99

Ext Price Tolerance — 50.00

Ext Price Tolerance Under - 99999999.99999
% Ext Price Tolerance — 10.00

% Ext Price Tolerance Under — 999.99

e o6 o o o o o o O

=

Review and/or Update Matching Tolerances: They are located on Matching tab on the on the
Schedules page. Start by clicking on the Schedules icon on the Line Details tab of the
purchase order.

— .
Pumuim|Fnd|\MAl|Lﬂ-|==== Frstn 1of1“Last

"= "B| Ship To/Due Date |( ltem Information || Aftributes |[ RFQ [ Contract || Receiving
T hedul
Line« ltem  Descriptiona PO Gty *UOM  Category Price Me”’:f::d:‘: Sta§sp eauies

1 B @, [Provide consultingto | J&0 | R 1.0000||LO |@, ([s2111500¢, ([3,000.00000 [ 3,000.00 Approved

SEEIE

e Onthe Matching tab, verify the tolerances. Lower tolerances can be set for any field.

S0 Receiving FEreight BTV
Price: Price % Unit Price % Unit Price = Ext Price = =
*Ship To Match Status Matching Tolerance Tolerance Tolerance Tolerance - .E:};;ﬁeoe Tolerance - ?o%;:aﬁgge %UE“;;“‘)E Tolcmce
Over Under Over Under Under E
G104THFLOD NotMatched  Full Match [99999999.90 (999999000 | 999.99 | 999.99 | 5000000 [@9990900.0 | 10.00 999.99

5. Payment Terms: Defaults from the Business Unit and will always be “Net 30".

a. Review and/or Update the Payment Terms: They can be updated on the Vendor Details link
on the header of a purchase order.

~ Header
Vendor Search

*PO Date:

Expiration Date:

10/23/2015
06/30/2016 |[5]

Response Documentation

*Vendor ID: 0000215298 STEELCASEINC
*Vendor: STEELCASE-D01 | Vendor Details |
*Buyer: 01106579

e Onthe Vendor Details page, verify the value in the Terms field. Use the magnifying glass to

search for other payment terms. Click OK if you updated the payment terms. Save the update.

Vendor Details -- LEADING EDGE COACHING &

Business Unit: G1001 PO ID: 3000003348 Vendor: LEADING ED-001

*Location: lnmiq

Vendor GLN: Vendor Information

*Address: li'lq . Show Address Details |

Contact: Q. Show Contact Details__ Terms: 2 S et

6. Receiving: Defaults from Category. All Categories are set to “Receiving Required”. A buyer may
update from “Required” or “Do Not”. Do not use “Optional”.
a. Review and/or Update the Receiving terms: They can be updated on the Receiving tab in the
lines section of a purchase order.
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Details Ship To/Due Date Statuses Item Information Attributes RFQ ‘Contract

Line Item Diescription *Receiving Required '“5“‘."59“ Inspect 10 Close Short

=h "Business Writing Fundamentals™ - Sept. 23, 2015 T —
i & 8:30 am - 4:40 pm, loe: ELD Trng. Ctr. |F.'equ|red—‘l'| =

b. Review and/or update the Category Code: Itis located on the lines area of a purchase order.

Personaize | Find | iew A1 | B8 | # feat K 4 011 1 (ot

Ship To/Due Date || ltem Information || Attributes || RFQ |( Contract || Receiving

Merchandise

Linea Item Descripfion PO Qty *UOM  |Category Price Amount | Statuss
B @, [Provide consuttingto | @ | B} 1.0000|LO | @, [[B2111500@) [3.000.00000 3.000.00 Approved | (| [E§ =

7. Sales Tax: Defaults from the Ship To Location.

a. Review and/or Update Sales Tax: Itis located on Sched Sales/Use Tax icon from the
Schedules page. Start by clicking on the Schedules icon on the Line Details tab of the
purchase order.

e Start by clicking on the Schedules icon on the Line Details tab of the purchase order.

ke

Personalze | Find | View Al | B |

Merchandise mﬁphedu Ies

Linea Item Descriptiona PO Gty *UOM  Category Price Rmount

1 B Q, [Provide consultingto | & | B 1.0000[LO @ [B2111500@Q, |[3,000.00000 | 3,000.00 Approved | =l

F'rstn 1of1 uLast

| E—
" ship To/Due Date || Item Information || Attributes | RFQ || Contract || Receiving

e Onthe Schedules page, click on the Sched Sales/Use Tax icon.

Sllillie Personaize | Find | View A1 | B | 5 First B 1 o
(779 Statuses |( Shipment | Maiching || Retsiving || Freight || BTV

— _ _ Sched Sales/Use
Scheda *Due Date *Ship To+ Ship to GLN *PO Qty Price el Status

1 B [10M4/2015 |5 [G104THFLODQ, = 1.0000(3,000.00000/ | | 3,000.00 Active | S | o &

e Onthe Sales/Use Tax Information for Schedule page, verify both the Ultimate Use Code and
the Tax Applicability field for each line on the purchase order.

= Verify the Ultimate Use Code. Click on the magnifying glass to select the correct value.
Ultimate Use Code Field Description

Values
Blank Ultimate Use Code does not apply to the purchase order line.
Dirpayex The purchase order line is excluded from the state’s Direct Pay Permit.

Tax will calculate and display on the purchase order for the vendor to bill
the state for the tax.

Excise The Tax Code will default to “0000”. The state tax at 6.875%. Tax
Applicability will update to Sales Tax Applicable. The tax will calculate
and display on the purchase order for the vendor to bill the state for the

tax.

Exempt The purchase order line is exempt from tax. No tax will calculate. The
Tax Applicability will update to “ltem is Exempt”.

Included Taxes have been included in the cost of the purchase order line. No

taxes will calculate. Tax Applicability updates to “ltem is Exempt”.
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Verify the Tax

Applicability field defaulted or updated. It is based on the Ultimate Use

Code you selected.

Tax Applicability

Field Description

Values

Direct Pay Sales and local tax are calculated in the system. They are not shown on
the order document. Using the state’s Direct Pay Permit, sales and local
tax are paid directly to the Department of Revenue (DOR). This is the
most common setting on taxable goods and services. In general, use this
value.

Sales Tax Sales and local tax are calculated and shown on the purchase order.

Applicable They are paid to the vendor. Only items not covered by the state’s Direct
Pay Permit are applicable. It does not include other taxes such as hotel
or telecommunications.

Exempt No tax is calculated on the purchase order either because the item is not

taxable or there are other taxes, such as those for hotel or
telecommunications. These are any type of tax other than state and local
paid to the vendor. These other taxes can be added as a separate
purchase order line or incorporated into the cost of the goods or service.

Purchaser is

The purchasing Budget Unit (BU) is tax exempt. No tax will be assessed.

Exonerated
Use Tab Sales and local taxes are assessed and sent directly to DOR. This is
Applicability relevant only if the vendor should have charged for sales tax but did not.
This code should be used sparingly.
= Verify that the Tax Code is correct for the purchase order line.

Verify the Include Freight and Include Misc Charges are checked.
Click the OK button.

Sales/Use Tax Information for Schedule 1

Unit:
PO ID:

Line:
Schedule:

Tax Destination:

Tax Applicability:

Ultimate Use Code:

Exception Type:

SUT Excptn Cert:

Tax Code:

Tax Basis Amount:

G1001
3000003764

G104THFLOD 3y

Direct Pay
Q
Direct Pay
114
1043 o}
3,300.00

Vendor: DENTAL HEA-DD4
ftem: 130327 XRAY MACHINE: MFG: GENDEX. P/N!
EXPERTDCT75 DESCRIFTION: EXPERT OC INTRORAL
XAY 75" REACH WIT]
Status: Active
Calculate SUT
Include VAT
#|linclude Freight
#/linclude Misc Charges
Merchandise Amount: 3,300.00
Rate: 75250 Use Tax Amount: 25163
Total Tax: 25163
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Unit: G1001

PO ID: 3000003600
Line: 1
Schedule: 1

Tax Destination:

ax Applicability:
Ultimate Use Code:

Exception Type:

SUT Excptn Cert:

Tax Basis Amount:

Cancel

G104THFLOD |Cy

Direct Pay
[ a

Direct Pay

1114

1943 Q

65.55

Sales/Use Tax Information for Schedule 1

Vendor:
Item:

Status:

Rate:

NEW YORK T-001

Active

Calculate SUT

U Include VAT
clude Freight
¥ nclude Misc Charges
Merchandise Amount: 65.55
7.6250 Use Tax Amount: 5.00
Total Tax: 5.00
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