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[bookmark: _GoBack]Create a Discounted Purchase Order 1.0

Supplemental Job Aid

Date: 08/9/2016

Target Audience:  Department Buyer

Purpose: This Supplemental Job Aid provides the Department Buyer with instructions on how to enter a Purchase Order (PO) that reflects first the total dollar amount, the discounted amount, and the tax of the total prior to discount. This purchase order will not cover all details involved in creating a purchase order.

Reference: UPK PO 122 Processing Purchase Orders
Reference: UPK PO132 Managing Receiving, Creating a receipt

Title: Create a Discounted Purchase Order:
In this example, a PO is created for a multiple cell phones that will reflect the discounted amount via the price adjustment/discount page. Bonus Feature: In addition, this will be an example of a purchase that will also involve the unitization of the cell phones so that they will each have their own individual Asset ID for tracking as non-capitalized assets.




Step 1: Create a Purchase Order (PO) with Line 1 for the cell phone and pricing prior to discount. Click the Save button and document the PO ID.
Reference: UPK PO 122 Processing Purchase Orders
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Step 2: Click the Schedule icon, click the Distributions icon, then click the Asset Information tab and enter the AM BU and Profile ID as Non-Capitalized. These are assets that will be tracked. Click the OK button then click the Return to Main Page hyperlink.
[image: ]
Step 3: Click the Plus icon to create a second line. Then click the OK button in the Script Prompt box. A second line displays.[image: ]





Step 4: For Line 2, enter the line 1 description and add the word discount. Click the Details tab and then click the Schedules icon.
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Step 5: In the Schedules page, click the Price Adjustment icon.
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Step 6: In the Price Adjustments for Schedule 1 page, enter the price adjustment amount for each item by entering a minus before the discounted amount.
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Step 7: Click OK, then click the Return to Main page link. Line 2 displays the discounted amount.
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Step 8: For Line 2, click the Schedules icon, and then click the Sched Sales/Use Tax Icon. In the Sales/Use Tax Information for Schedule 1 page, click the Tax Applicability drop-down menu and select “Item is Exempt”. Click OK.
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Step 9: Click the Return to Main Page link. Then click Save. The Freight/Tax/Misc amount is applicable to the total dollar amount prior to the discount.
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Step10: Click the View Printable Version link to view the PDF copy of the purchase order. Click No to the message. The PDF displays the Line 1 without the discount, Line 2 displays the applied discount.
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Step 11: After all levels approvals and budget check status is valid, Dispatch the PO.


Step 12: After the PO has been dispatched and goods arrive/inspected, perform the Receipt transaction and Unitization for Line 1. Enter the ID number of the PO, then click the Search button. Check the Sel box of all PO ID Lines, then click the OK button. 
Reference: UPK PO132 Managing Receiving, Creating a receipt.
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Step 13: In the Receiving page, enter the Receipt Qty, then select the Interface Receipt box. For Line 1, select the Serial checkbox. Note: if the Serial Box is grayed out, check the purchase order to ensure these have been identified as assets per Step 2. If that is not the issue, check to ensure the Item has been set up for Serialization, if not you may have to open a ticket with the FI$Cal Service Center.
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Step 14: Click the Pending link. The Asset Management Information for Line 1 page displays. Click the View All to display all lines. Enter a Serial ID for each line.
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Step 15: Click the Save button. A message appears with the Receipt number and Process Instance number. Document the Receipt number then click the OK button.
Note: If you do not see the message, it means you did not check the Interface Receipt box and it will not be sent to Asset Management
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Receipt, 0000001123, is saved and Job, RECV_02, has been scheduled for process (Process Instance = 837005). (10300,263)

“This means the receipt s being updated by the receipt integration process. Any additional processing for this receipt will require
reopening the receipt in Update / Display mode.

D





image15.png
FSCal'\

One state. One system.




