SWI F STATEWIDE INTEGRATED
FINANCIAL TOOLS

QUICK REFERENCE GUIDE

Updated November 1, 2019

Convert a Contract Encumbering Order Requisition into
a Purchase Order

You can tie an existing contract shell to an existing Contract Encumbering Order (CEO) requisition using
the Manage Requisition feature. You can also use SWIFT to convert the CEO requisition into a purchase
order.

One of the benefits of SWIFT is that it follows the purchase through the various state requirements to
manage it. You can save time and data entry by tying an existing contract shell to an existing Contract
Encumbering Order (CEO) requisition using the Manage Requisition page. You can also use SWIFT to
convert the CEO requisition into a purchase order using the Expedite Requisitions page.

You will use three modules in SWIFT to complete this process: eProcurement, Supplier Contract and
Purchase Order.

IMPORTANT!

e As a best practice, create the requisition and contract on the same date.

e Make sure that the Items Description, Category, Price and Supplier ID match.

e Make sure the contract dates and requisition dates match or you will not be able to tie the
contract into the requisition.

e |norder to convert the CEO requisition into a CEO purchase order, the CEO requisition must
have a valid Budget Check Status.

e The supplier contract shell must have a supplier identified on it. You cannot use “Placeholder”
for the supplier.

e The contract must be in an “Approved” Status.

This reference guide describes how to convert a Contract Encumbering Order (CEO) requisition to pre-
encumber funds for a contract that will result in a CEO purchase order.

Steps to complete

e Step 1: Create a CEO requisition. In order to create the contract, SWIFT requires that you start
with a requisition and pre-encumber the funds. This step is described in a separate reference
guide.

e Step 2: Create a contract for the purchase. After you successfully complete the CEO requisition,
SWIFT requires that you create the contract for this purchase. This step is described in a
separate reference guide.

e Step 3: Edit the CEO requisition to add contract and approval information. Once you put the
contract in an Approved status, return to the requisition and reference the contract on it.

e Step 4: Convert the CEO requisition into a purchase order to establish the encumbrance. Use
the requisition to build a purchase order.
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e Step 5: Validate and dispatch the CEO purchase order. After you successfully create, budget

check, dispatch and finalize the purchase order, SWIFT relieves the pre-encumbrance and uses
the purchase order as the encumbrance.

Steps to convert a CEO requisition into a purchase order

Step 1: Create a CEO requisition

1. Navigate to the Requisitions Settings page in the eProcurement module

Navigation Options Navigation Path

Navigation Collection | Procurement, eProcurement, Requisitions, Requisitions Settings page
defaults.

SWIFT displays the Requisition Settings page. Complete the fields and process the requisition.
2. Check the Buyer on the Line Details page.

e If you create a requisition from copying from another requisition, make sure that you clear the
Buyer on the Line Details page for every line that you copy. Select the Details icon on each line.

Requisition Lines @
Line  Description ftem 1D supplier Quantity uom Price Tota Details | Comments Delete

04 g Coffee MORELLIS DISCOUNT 1 EACH 10.00000 10.00 B O acd i

LIQUOR MEATS & ITALIAN

e SWIFT opens up the Line Details page. Clear the Buyer field on the Item Details section.

= [item Details] @
Merchandise Amount 10.00 USD
ltem 1D
Category 10101500
Original Substituted Item
Description

Physical Nature Physical Goods v

Q
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3. Process the CEO requisition until your Confirmation page has a Status of “Approved” and a
Budget Status of “Valid”.

Confirmation

“our requisifion has been submitted.

Requested For Number of Lines 1

Requisition Name 1000003101 Total Amount 10.00 usD

Requisition I 1000003101 siasin
Pre-Encumbrance Balance 1003 ysp

Business Unit  R2009

Status  Approved

Priority  Medium

| Budget Status akd |

Step 2: Create a contract for the purchase

1. Navigate to the Contract Entry page

Navigation Options Navigation Path

Navigation Collection | Procurement, Supplier Contract, Create Contracts and Documents,
Contract Entry page defaults.

WorkCenter Procurement, Supplier Contract, Contract/Sourcing WorkCenter. Left

menu Links, Add/Update Contracts, Contract Entry page.

2. Create a supplier contract shell for an existing requisition. Make sure that the Item
Description, Category, Supplier ID, Price and Dates match.

3. Process the contract shell until the Contract Entry page has an “Approved” Status. If you have
questions about supplier contracts, please review the SWIFT Reference Guides.

Contract

SetlD  SHARE

Contract ID

Contract Style

Process Option

GRPO0OO00O0O0000O00000012
Group Single Supplier

Group Single Supplier

| *Status

Approved

]

Step 3: Edit the CEO requisition to add contract information

4. Navigate to the Manage Requisitions page in the eProcurement module.

Navigation Options

Navigation Path

Navigation Collection

Requisitions.

Procurement, eProcurement, Requisitions. Left menu, Manage
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5. Onthe Manage Requisitions page, enter search criteria (e.g., Requisition ID) to find the
requisition you wish to edit. Select the Search button.

Manage Requisitions
‘ Requisition Search | Keyword Search
¥ Search Requisitions
To locate requisitions, edit the criteria below and click the Search button
H12m Q Requisition Name Q Origin 657 Q Facilities Management
Requisition |D | 1000018189 Q Request State | All but Complete v Budget Status M
Date From Date To |09/1212019
Requester Q Entered By Qa POID Q
Clear Show Advanced Search
Requisitions @
To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make & selection from the Action dropdown list and click Ge.
Req ID Requisition Name BU Origin Date Request State Budget Total
1000018158 1000019198 H1201 657 0B/15/2019  Approved Valid 5,250.00 USD [ Eat M Go

6. On the Requisitions results section, select the Edit button next to the desired Req ID. Select Go.
e  SWIFT displays the Edit Requisition — Review and Submit page.

7. Go to the Requisition Lines sections. Select the Line Details icon to add the contract information
to it.

Cart Summary: Total Amount 5,000.00 USD

Expand lines to review shipping and accounting details L3 Add More Itzms

Requisition Lines @

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

Oy g* Truck-used MIDWAY FORD 1 EACH 5000.00000  5000.00 B O Add 1]

8. SWIFT opens up the Line Details page. Add the contract and supplier information to the
requisition.

e Open the Contract Information section. Use the Contract Search icon to find and enter the
Contract ID.

Line Details

Line Details (@

Mo imags 00
g Line 1 & Req#1000000005, Truck Line Status Approved

¥ Item Details (%)

w* Contract Information (7

4 Contract Search icon
E Use Contract if Available

Confract ID Q
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SWIFT opens up the Contract Search page. Enter the Contract ID and press the Search button.
IMPORTANT!

e There must be a one to one match between the requisition and the contract when you search
for a contract to add to the requisition on Item Description, Category and Supplier ID.

SWIFT will prepopulate these fields from the requisition. If you search for the Contract ID and the

contract doesn’t appear, erase these fields and try to search for the Contract ID again.

o Also, if the Requisition Date is outside of the Contract Date on the contract, the contract will
not appear on the search. If possible, consider updating the contract.

Contract Search

Search Criteria

SetlD SHARE Buyer/Administrator || Q |
00D000000D000000000 145446 Q Supplier ID| [0000193445 Q| uDway FORD
Contract Style Q Price Loc Q
Contract Process Option ll Item 5etlD SHARE
a
Description Item ID
OSP Contract Release NbriT-Nbr Q Item Description |  Reg#100000000%, Truck
Contract Reference Type ﬂ 25101307 Q
10/05/2018 Corporate Contract ﬂ
PO Business Unit Q

e SWIFT opens up the Contract Details section on the Contract Search page. Check the Select box
and press the OK button.

~ Contract Details
g Q 1-1 of 1[+] View All

Item Detail Contract Reference Contract Detail [[13

Contract

Contract Use Contract Baze
Version ice

Reference Category tem ID Item Description Contract Base Price P
Type

0000D0000000D0D0000145446 | 1 Line item 25101507 Req#1 000000005, Truck 0.00000 | Y
| oK || Cancel

Select Confract ID

e SWIFT returns you to the Line Details page. Open up the Supplier Information section. Enter or
verify the Supplier ID and Supplier Location.
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Line Details
Line Details (@
Ne Image i
- Line 1 & Reg#100000000S, Truck Line Status Approved
» ltem Details (7)
» Contract Information (%
w Supplier Information | ()
Supplier ID | 0000193445 MIDWAY FORD
Supplier Location | 001 MIDWAY FORD

Suggest New Supplier
Supplier Item 1D
Supplier's Catalog
» Manufacturer Information (7
‘! Sourcing Controls ()

» Custom Fields (%

Cance!

e SWIFT may open up a message. Select No to keep your defined values on the requisition.

A default buyer was found. Would you like to override the current Buyer |d with the default value? (10100,138)

Click 'No' fo keep the current Buyer Id you have defined.
Click "Yes' to override the current Buyer |d with the default value

Yes No

e Then, select the OK button at the bottom of the page.
SWIFT returns you to the Edit Requisition — Review and Submit page.

e Update any remaining lines to add contract information following the steps previously
described.

o Ifthe Budget Checking Status is “Not Checked”, press the Check Budget button.

e Then, select the Save and Submit button to save the updated requisition. SWIFT displays the
Confirmation page. The Status is “Approved” and the Budget Status is “Valid”.

Confirmation

"Y'our requigition hag been submitted.

Requested For Hussein Hussein M Number of Lines 1

Requigition Name Truck Total Amount 5.,000.00 uUso

Requisition ID 1000000005 Pre-Encumbrance Balance
Business Unit G1001

Status Approved

Priority Medium

Budget Status “ald

You are ready to expedite or build the CEO purchase order.
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Step 4: Expedite the CEO requisition into a CEO purchase order

1. Use the Expedite Requisitions page to locate the requisition and build a purchase order.

o Navigate to the Expedite Requisitions page in the eProcurement module.

Navigation Options Navigation Path

Navigation Collection | Procurement, eProcurement, Requisitions. Left menu, Expedite
Requisitions page.

e On the Expedite Requisitions page, enter search criteria such as Requester and Business Unit
to find the requisition you wish to expedite. Select the Search button.

i Create Requisitions . -
= q Expedite Requisitions

e Search Requisition Schedule Lines
5] Manage Requisitions

To locate requisition schedule lines that have been approved and are available for manual conversion into purchase orders, edit the criteria below and click the Search button
| Document Status

*Business Unit G1001 Q Category Q
Requisition 1D Q, Supplier Name Q,
5] Accounting Entries Requisition Name a

[+ Include Lines With No Supplier

[Reauester] Employee 1D *Q
] Expedite Requisitions Buyer Q
| Requester's Workbench Clear

o SWIFT displays all eligible requisition lines.
2. Build (e.g., expedite) the purchase order.

e On the Requisition Schedules Lines section, check the Include boxes on all of the lines you want
to expedite. Also, check the Include All/Exclude All box.

|Requi5iti0n Schedule Lines | Personalize | Find | View Al | | B Fist ‘4 1-30f3 '* Last
Sourcing Item Substitution
nclude Requisifion ID Ling  Sched Itsm Description Select  Supplier Nama Location PO Gty UoM  Price curr. Amount Onty
=] 1000003101 1 1 ,°r“ Cofiee MORELLIS-DD1 om 1.0DDD EA 10.00 USD ki
3:1 1000003099 1 15* Test MORELLIS-001 o 1.0000 EA 10,00 UsD i
o7 z 15 test ] q Q, 1.0000 EA 1.00USD v
I ] Include AllExciude Al | [ Select ANDeselec A

SWIFT will build a single purchase order for each instance of the expedite process. If you need a
separate purchase order for each line, run this process separately for each line displayed.
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. . . e .
e On the Build Purchase Order section, make sure a buyer is specified. Select Submit.
Requisition Schedule Lines Personalize | Find | View All | 2| B First ‘4 10f1 & Last
Sourcing || ltem Substitution
Include Requisition 1D Line  Sched Item Description Select Supplier Name Location PO Qty uom Price Curr. Amount Only
[ 1000000005 1 1 2 Truck - used FORD MCTOR-002 o 1.0000 EA 5000.00 USD Y
[inciude AExciude Al [ select AllDeselect All
L Q Apply Supplier to Selected Lines

Build Purchase Order

To send all included requisition schedule lines to the staging tables where they will be converted into purchase orders, select a default buyer and click the Submit button. The
default buyer is used on the purchase order only if another buyer is not found on the staging tables or default hierarchy, or if the transactions are consolidate by buyer.

Employee D &

[ Build POs as Approved

Preview

SWIFT converts the requisition (e.g., expedited). You are ready to create the purchase order.

3.

Verify that SWIFT sourced the requisition.

Navigate to the Manage Requisitions page.

Navigation Options Navigation Path

Procurement, eProcurement, Requisitions. Left menu, Manage
Requisitions page.

Navigation Collection

Enter the Business Unit and Requisition ID. Select Search.

i Create Requisitions

Manage Requisitions

|- Manage Requisitions Ruquisition Search | Keyword Search
T Document Status ~ Search Reguisitions
To loeaie nequisiion, gdit e criler blow wed chick the Saarch busisn
i Accounting Enines R q Rosipalaltion Masid =4 Ovialn
= 1000002451 a Fequest St | ATEU Complets - Budget Statis v
1 Expedie Requsions e =l 5 |OBE12018
5 Requester's Workbench Faquester a Emerea By Q PO L.

| #earch |
i Sourcing Workbench

i Administer Procurement

o  SWIFT displays the search results. Select the arrow next to the Req ID.

Requisitions .7

Tio view the Eespan and line #ems for a regesition. chck the Expand triangle con
T adit cr pariom another SCH0N On & requision, maks & selsction rom M Acton dropdoan list and cick Go

Req ID Requisition Name BU QOrigin  Date Reguest State Budget

Total

100000346 RIS01 Al OSG0NS  POjs) Created Vialid 50,000 00 Usp | [Seect Acson)

e SWIFT opens up the bottom of the page. Select the Purchase Orders link.
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Requisitions (¥

To view the ifespan and line #ems for a requisiion, cick the Expand Fiangls icon
T & O partoi: Sr0Ter SCI G 8 Tequislon, Make 3 sak bon o T ALBon dropdown et and clk Go
Req ID Requisition Name BU

Origin  Darte Reguest State Budget Total
JH00003451 R3O0 Al DSO02018 PO Crasted waid 50,000.00 uisp | et Acten] el oo
Requester  "Pirky” Entered By “Pinky”™ Priority  Medium
Pre-Emcumbrance Balance uso
: ik
B ' b Bt : 7
[rep— P—— S—— P basica Recening Retums » e
Request Lifespan:
Line Informatian
0n )

Line Description Satus Price Currency Ouaniity UOm Supplier

1 ¥ PO Craated 10000.00 usn 5 EA FARMERS COOR OF HAMSHA *

e The PO Number is listed on this page.

Business Unit  R2901
Requisition information Q of 1[] View All
Requisition 10 1000003461 Line Number 1
PO information Q ot 1] View Al
|PC Mumber 3000147398 | Buyer 01132716 Change Order
PO Date 0573172019 Supplier ID  DDD0192643 Terms 30 PO Status  Open
Lines
5 Q 1-1of 1[+] Wiew All

Lime Ttem 10 Description Merchandise Amt uoM PO Oty Status Line Details
1 Horsas 5000000 USD EA 1.0000 Open ;3]

Step 5: Validate and dispatch the CEO purchase order

1. Locate the purchase order associated with the requisition.

Navigation Options Navigation Path

Navigation Collection

Existing Value tab.

Procurement, Purchasing, Purchase Order, Purchase Order page, Find an

e On the Purchase Order page, enter the PO /D and select Search.
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Purchase Order

Enter any information you have and click Sesnch. Leave fields blank for a list of all values.

Find an Existing Value HKeyword Search Add a New Value

- Search Criteria

Business Unit | = [v] | R2em = @

:cntains [»]| | 137858

Origin | begins with [v |

H ]

Purchase Order Date | = []
PO Status | = [w] [v]

Short Supplier Name | begins with[%]
Supplier ID | begins with [v |

Supplier Name | beping with [v]
Buyer | begins with[v|

I Buyer Name | beging with [v]
PO Type | = ] ~]

R L 0 L |8

Purchase Order Reference | begins withll

Hold From Further Processing O

O case Sensitive

I Search | Clear Basic Search _*J Save Search Criteria

2. SWIFT displays the purchase order. SWIFT created most of the purchase order. Review it and
update the fields as needed.

a. Review the header information on the purchase order.

e Make sure that the Document Type is “CEQ”.

e Update the Billing Location if needed (on the main Purchase Order page).

e Onthe PO Reference field, you can see that it was sourced from the requisition (e.g., “Online
Src From Req”).

e The PO Status is “Open” and the Budget Status is “Not Chk’d”.
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Purchase Order

. o e =
Business Unit  R2001 Origin: [A12 Q@ Commissionars Dfice PO Status  gpen : i X
POID 3t 7 =0 Budget Status Mot Chid B EE R
3000127358 Approval Exception g S ST
Copy From ¥ [ Hold From Further Processing
* Header @
Valk
*PO Date 0Z1z01e t?‘ Responss Documentation Do Tol Status =
Expiration Date FE'.. Supplier Search Receipt Status  Not Recvd
*Supplier MORELLIS-001 Q| Supplier Details oot et o D——
______ " spatc lethio one
*Supplier ID 0000842214 Q MORELLIS DISCOUNT LIQUOR MEATS & ITALIAN
o a Document Type |CE0_ Q. Contract Encumbering Ordsr

| . Agency

CecReterence Driinz Sro From Req 1000002101 =
PP Reference Exempt From WFC
*Billing Location ARR2ZB010 Q Billing Addrass

Amount Summary (&

Header Details Activity Summary

FO Defaults Add Comments Merchandise 10.00 Calculate
Add ShipTo Comments
Document Status FreightTaxMisc. n.oo
W Actions
Total Amount 1000 UsD

Encumbrance Balance

b. Review the Lines section.

e Verify the PO Qty, Category and Price as needed for each line of the purchase order.
e Select the Schedules icon.

Lines &
i a +of1[¥]
| Details | Ship To/Due Date Statuses Item Information Aftributes RFQ Contract Receiving | II¥
Line tem Desaription [Poaty +uom Category Price o Stus Schedules icon
1 == [=} Coffes L3 2 10000 [Ea Q| |[wiois00 Q 10.00000 10.00| Open (] =

c. SWIFT displays the Schedules page. Verify or update it.

e Confirm that the Schedules information is correct for each line of the purchase order (e.g., Ship
To).

e Check the Sales/Use Tax icon to confirm that the tax information is correct.

Schedules

” Q 110f1[%]

| Details || Statuses | Shipment | | Matching || Recsiving | | Ereight || RTv | I

Sched *Due Date *Ship To *PO Gty Price  Merchandise Amount Status Sales/Use Tax icon

1 B |[ozmizoe = R201000221 =} B 1.0000 10.00000 10.00| Active % | & ]

e On the Sales/Use Tax Information page, confirm that the Tax Applicability and Ultimate Use
Code fields are correct for each line of the purchase order. The Tax Applicability field defaults to
“Item is Exempt”. Update this page as needed for sales and use taxes. Select OK.
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Sales/Use Tax Information for Schedule 1 x
Help
Unit  R2001 Supplier  MORELLIS-00M
POID 3000137358 ltem
Lime 1
Schedule 1 Status  Active
Tax Destination | 281000221 Q Calculate SUT
Tax Applicability | ltem is Exempt

Calculation Parameters
Ultimate Use Code EXEMPT

O inciude VAT

Exception Type O Include Freight
O Include Misc Charges

SUT Excpin Cert

Tax Code .
Merchandise Amount 10.00

Total Tax

Tax Basis Amount 10.00 Rate 0.0000 Sales Tax Amount

Total Tax

E Cancel Refresh

e  SWIFT returns you to the Schedules page. Select the Distributions icon.

Schedules
8 Q 110f1[+]

‘ Deiﬁila‘ Statuses Shipment Matching Receiving FEreight RTV | I¢

Sched *Due Date *Ship To *PO Gty Price  Merchandise Amount Status Distributions icon

1 B |[ozmizoe = R201000221 =} B 1.0000 10.00000 10.00| Active % & B

d. SWIFT displays the Distributions for Schedules page. Verify or update it.

You may need to update information on the Distributions for Schedules page for each line of the
purchase order. When you are sure that these fields are accurate, select the OK button.

Distribution
=24 a 11 of 1 View All
Chartfields | | DetsilsTax | | Asset Information | | ReqDetsil | | Statuses || Budgst Information | II*
Dist Status Ppncenli “und Fin DeptiD Appropriation ID [CF3)  *Account SubAcct  SW Cost ?‘E’S::' Cost 2‘{];:;;’ €05t b Bus Unit  Project Activity
1 Open 1000000 2000 Q.| [Rzearron Q| | [Ramsznz Q| [413001 Q Q [} Q Q| |Rzam Q| |RIEG4DCGFFYIT Q| |[ascem
< >

I oK Cancel Refresh

e  SWIFT returns you to the Schedules page. Select the Save button. Then, press the Return to
Main Page link.
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Schedules
Unit  R2001 Supplier  MORELLIS-001 PO Status  Opan
POID 2000137850 PODate 02112018
Lines Q 1of1[%] View Al
Line 1 liem Cofizz PO Gty 1.0000 EA Merchandise Amt 10.00USD
Schedules
5 = \
-1 of 1[¥] Wiew All
Q 1
| Details | Statuses || Shipment | | Matching || Recsiving | | Freight || RTV | I
Sched *Due Date *Ship To *PO Gty Price Merchandise Amount Status
1 2 |[o2r11i2me = R201000221 Q B 1.0000 10.00000 10.00] Active L o B B -
(Add ShipTa Comments
Return to Search Previous in List Next in List Notify Refresh Add Update/Display

2. SWIFT returns you to the Purchase Order page. Process the purchase order.

e Save the purchase order. On the bottom of the purchase order, press the Save button.

o Approve the purchase order. On the header of the purchase order, press the Approve PO

button.
NOTE: your agency may have internal approval processes prior to submitting purchase orders in SWIFT.
Once appropriate approvals have been made, the PO Status will show “Approved”.

Purchase Order

®
®

q PO Status  gpen

Origin: |A12 .
Commissionars Office

Business Unit R2001

-]

FOID 3000137858 Budget Status Mot Chi'd BB SR

3. Once the PO Status shows as “Approved”, budget check the purchase order. Press the Budget

Check icon.

Purchase Order

Business Unit R2901 g Commissioners Office Approved
POID 3000137850 Approval Exoepfion Budget Status ~ Not Chikd nj woR

SWIFT updates the Purchase Order page. Once the purchase order passes budget check, the
Budget Status shows as “Valid”. Note: If you added freight or taxes, SWIFT will update the

Amount Summary fields.
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Purchase Order
&l Q@ 5 X
Business Unit  R2904 Origgin: Commissionars Silcs PO Status  Appeowed
POND 3000137850 Agproval Excaption Budget Status  Vakd R
Cogy Fram [] U] Hald From Further Processing
~ Header &
Vald
*PO Date e Response Documentation Do Tol Status
Expiration Date Srpplid S Receiot Status Mot
*Supplier MORELLIS-001 n O Suppher Detmls
= Dispatoh Method  Prane | Owpach |
*Suppler 1D i Q MORELLIS DESCOUNT LIOUGR MEATS & ITALLAN
"Buyer Q Document Type |CE0 QL Conirsct Encurmisering Onder
= - -
PO Relerence Onllrels Sre: Froen Fiag 1000003101 Ay .
2 Refereince Exwmpt From WFC
"Billling Location ARRIIH Q iy Acicirerss
Amount Summary @
Haasdar Dwiaids A
A Merehandise 1m0 Calcubate
Dowument Status FreightTazMisc iy
Total Amount 000 UsSD
Encumbrance Balance 1000 ysp

4. Dispatch the purchase order. On the header, select the Dispatch button. SWIFT displays the
Dispatch Options page. Keep the defaults. Select OK.

Dispatch Options X

Help

Use One Ship To .
P Ship Te R281000221

Dispatch Options

Fax Cover Page [ Test Dispatch
»| Print Terms and Conditions.
severmame [ Q] Print Duplicate on PO
Print Changes Only
*Dutput Destination Type WEE 2 Print PO ttem b -
il m Description
O print Copy
Output Destination Format FCF
Template ID Q

|[ OK || Cancel ||  Refresh |

e  SWIFT displays a message asking if you wish to receive confirmation that the purchase was
processed. Select Yes if you want to wait for it to process.

Would you like to wait for confirmation that the PO Dispaich process has completed? (10208,44)
“our request is currently in process. If you choase to wait, once the process has completed, you will be retumed to the updated PO. If you choose not fo wait, please check the Frocess Monitor to verify that the scheduled process has completed before accessing the PO being dispatched

Yes No

o  When SWIFT dispatched the purchase order, SWIFT updates the PO Status to “Dispatched”.

Purchase Order

x

-5 3
— PO Status  Dispstched =

Business Unit  R2601 Origin: Commissioners Office

POID 2000137350 Approval Exeeption Budget Status ~ Vaid

oy
11

e
=]
25

You have successfully converted a Contract Encumbering Order requisition into a purchase order.
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