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Use the Maintain Distributions Search

Use the Maintain Distributions search page to find the distribution information on an individual
purchase order in your Business Unit. You can update the ChartField information if you have
permissions. This guide describes the steps to use the Maintain Distributions page.

Steps to complete

e Step 1: Navigate to the Maintain Distributions page
e Step 2: Enter selection criteria to get results.

Steps to use the Maintain Distributions search page

Step 1: Navigate to the Maintain Distributions page

1. Navigate to the Maintain Distributions page.

Navigation Option Navigation Path

Navigation Collection Procurement, Purchasing, Purchase Order, Left menu, Maintain Distributions
page.

2. On the Search Criteria page, enter values in the search fields such as Buyer ID. Then, press the
Search button.

! Maintain Purchase Orders ~
Maintain Distributions

Add/Update POs Enter any information you heve and click Sesrch. Leave fields blznk for a list of all values.

Buyers Workbench Find an Existing Value
Frint POs * Search Criteria
Maintain Distributions Business Unit | =[¥] G1om Q
POID | begins with ]
I PO Inquiry v
Line Number | = []
| Stage/Source Requests ~ Schedule Number | = ]
SetiD | begins with 7] Q
Contract ID | begins with[~] Q
PO Status | = [+ ~]
Short Supplier Name | begins with[w | Q
Supplier ID | begins with[v] Q
u Supplier Name | begins with[ ]
begins with 7] q

PO Reference | begins with[™]
More Information | begins with[™ |

n | begins with[v]

[ case Sensitive

Cloar | BasioSearch E° Save Search Criteria
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Step 2: Review the search results

1. SWIFT opens up the Search Results section at the bottom of the page. Press the PO ID of an
individual purchase order you wish to view.

— ]
Searcnl] | Clear | ososeasn & Sme searh crtera

Search Results

Only the frst 300 results can be displayed.

View All

Business Line  Schedule Release PO Short Supplier . . Buyer

en Number Numper  SetiD Contract ID | &b e Supplier ID Supplier Name Buyer e PO Reference
G007

SHARE | {olank) o Open BARNES £ N-002 | 0000371748

BARNES & NCBLE BOOKSELLERS ING | 01104230 X,

a.Nalee | Bool

ks for Ldr training StrengihFinder

SHARE | (alank) [\ Open BARNES & N-00; BARNES & NOBLE BOOKSELLERSING | 011842 Ldr training Good to Great

Approved | CARBON DAY-001

CARBON DAY AUTOMOTIVE 011842

CTRIC VEHICLE FOWER SUPFLY | ELECTRIC VEHICLE SUFPLY EQUIPMENT

2. SWIFT opens up the Maintain Distributions page for that purchase order. Review and update
the ChartField information as needed.

e Press the Save button if you update the purchase order.
e Select the Return to Search button to get back to the Maintain Distributions search page.

Maintain Distributions

Business Unit  G1001 Status  Open

POID 3000004722 PO Reference  Books for Ldr training

Supplier BARNES & N-002

Buyer  Xong.MNalee

Line 1 [Stengihrnded

Schedule Qty 10.0000
Schedule 1 Merchandise Amount 22400 USD
Distribute By ~ Quaniity Doc. Base Amount 224.00 USD
Distribution
=
1-1af1[v] Wiew All
Q J
Chartfields | Details/Tax Asset Information Req Detail Statuses Budget Information | [I*
Dist Status Fercent FO Gy Merchandise Amt Curr *GL Unit Fund Fin DeptiD Appropriation ID {CF3} *Account Sub Acct  SW Cost :?;'1:: B g
1 Open 100.0000 10.0000 22400 USD mnont Q| (100 QU Ganon Q@ G100001 Q| 41300 Q Q Q Q
< >

I Save || I Return to Search I Previous in List Next in List Notify

You have successfully reviewed the Maintain Distributions page.
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