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This overview contains information about changes to the Purchase Order module with the SWIFT
Limited Upgrade, including:

e New left menu options
e Ease of Approvals

e PO Close Short

e Global Search

Note: There may be some changes to this information since SWIFT Limited Upgrade testing is
still in progress. Questions? Contact us at: SWIFT.project@state.mn.us.

New Left Menu Options

The Purchase Order module offers a new look and feel with the same functionality. It will feel familiar to
you.

The new left menu on the Purchase Order module allows agencies to easily access the Buyers
Workbench and to print purchase orders.

The new left menu also provides an easy way to find reports to better manage purchase orders
such as the Activity Summary and Document Status reports.
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Ease of Approvals

The Approval tile on the home page allows approvers of purchase orders to easily find and review
purchase orders.
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PO Close Short Workbench

Agencies can use the new PO Close Short Workbench to maintain purchase orders. It allows buyers to
avoid needing to review each line of the multiple line purchase order that is not fully received and not
fully vouchered. This process does not create a change order.
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Global Search

The new Global Search may help you find purchase orders more quickly.

e Select the Global Search icon in the top bar and enter your search criteria. In the example
below, the search is limited to looking for records with a specific PO ID.

e Launch the search. Records matching your search criteria display on the Search Results page.
e Select a record in the search results to view more information.

Search Results

Purchasing/Procurement ¥ | 3000156099

View Search Results
1 results for keyword: "3000156089"

Purchase Order - R2901 | 3000156099

Supplier | Date: 2019-09-09 | Status: Dispatched | Amount: 10 USD |Buyer | PO Reference: *| Hold From Processing: N [ A12
Type: CRO | Asency Reference:

You can view information where you have roles and permissions.
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