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Creating a Purchase Order (PO) with P-Card as the Payment Method and Dispatching PO 1.0

Supplemental Job Aid

Date: 07/15/2014 

Target Audience: Department Buyer, Department Advanced Buyer, and Department PO Processor

Purpose: The purpose of this supplemental job aid is to identify the steps for creating a PO with P-Card as the payment method and dispatching the PO in FI$Cal. 

Creating a Purchase Order (PO) with P-Card as the Payment Method and Dispatching PO 
In this example, a user will create a PO within FI$Cal and associate a P-Card as the payment method for the purchase and dispatch the PO in FI$Cal. 
Note: All purchases valued at $2,500.00 and over that are paid using a P-Card payment process must be executed using standard purchase documents (PO Process) in accordance with State Contracting Manual FI$Cal (SCM-F), Chapter 9.  



Step 1: Log in to FI$Cal as the Department Buyer 

Step 2: Open the Add/Updates POs page to create a new PO 
· Navigation Path: Main Menu  eProcurement  Buyer Center  Add /Updates POs
· Click the Add New PO link.
· Verify that the BU is defaulted as per user’s preference and PO ID is set to “NEXT”.
· Click the Add button.
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Step 3: Click the lookup prompt icon to select the Vendor ID 
· Verify the defaulted Department Buyer’s user preference.
· Click the lookup prompt icon to select the Acquisition Type.
· Click the lookup prompt icon to select the Acquisition Method.
· Enter the DGS Billing Code.
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Step 4: At this point, the Department Buyer will need to enter the line details for this PO on the Maintain Purchase Order/Purchase Order page. In the “Lines” section of this page, it defaulted to the “Details” tab.
· Enter the item description in the Description field.
· Enter the quantity in the PO Qty field.
· [bookmark: _GoBack]Click the lookup prompt icon for Unit of Measuer (UOM) and select the appropriate UOM code.
· Click the lookup prompt icon for Category and select the appropriate UNSPSC code.
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Note: Click the  +  sign to add additional lines if additional items need to be ordered on this PO.+Click the SB



Step 5: Click the Use Procurement Card link to select the P-Card for this PO
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Note: The Use Procurement Card link will appear when a vendor ID is selected. This will allow the user to select P-Card as the payment method.



Step 6: Select the appropriate P-Card to be used for the payment
· Click OK button when complete, to return to the Maintain Purchase/Purchase Order page.
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Step 7: Click the Save button to save the PO. Then click the Submit button (green check) to route PO for approval.

[image: ]
Step 8: The Department PO Approvers 1, 2, and 3 will log into FI$Cal and approve the PO, respectively. If the PO exceeds $50,000.00, the PO will need to be approved by the Department PO Approver 4 (unless the same staff is assigned both the level 3 and level 4 approver roles). 
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Step 9: Log in to FI$Cal as the Department Buyer to dispatch the PO
· Navigation Path: Main Menu  eProcurement  Buyer Center  Add /Updates POs
· Click the Add New PO link.
· Click the Find an Existing Value tab.
· Verify that the BU is defaulted as per user’s preference.
· Select the approved PO # from Step 7 above for the PO ID field.
· Click the Search button.
· Click the PO ID link for the selected PO ID. The Maintain Purchase Order/Purchase Order page is displayed with the PO details.
· Select Print as the Dispatch Method so this PO is not emailed to the Vendor by FI$Cal.
· Click the Dispatch button to dispatch the PO.  
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Step 10: Click Sign Out link to log off of FI$Cal.

You have successfully identified the steps for creating a PO with P-Card as the payment method and dispatching the PO in FI$Cal.
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