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Dispatch Purchase Order using One-Time Fax Number 1.0

Supplemental Job Aid


Date: 08/04/2015 

Target Audience:  Department Buyer / Department Advance Buyer


Purpose: This Supplemental Job Aid provides the Department Buyer instructions on how to dispatch the Purchase Order using One-Time Fax Number.     

Create an Encumbrance Only Purchase Order:
In this example, an Approved and Budget Check Purchase Order is being dispatched to Vendor using Fax Dispatch Method and One-Time vendor Fax Number.  


Step 1: Open an Approved and Budget Check PO.
Navigate to 
· Main Menu  Purchasing  Purchase Orders  Add/Update POs
· Click on Find an Existing Value tab.
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Step 2: Click Search.
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Step 3: Click on the PO ID, Change dispatch Method to Fax
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Step 4: Enter Vendor Fax Number
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Step 5: Click OK
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Step 6: Click Dispatch Button
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Step 7: Click OK 
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Step 8: Enter Fax Number in Telephone Field, same number as entered in Step 3
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Step 9: Click OK
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Step 10: Click No
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Business Purchase

Business po 1p urchase PO Status Short Vendor Name

3970 0000000830 06/30/2015 Approved HEYDAY-001
3970 0000000822 06/30/2015 Approved HORIZONCOM-001
3970 0000000790 06/11/2015 Approved CLAYTONOFF-001
3970 0000000751 0512172015 Approved HORIZONCOM-001
3970 0000000745 05/18/2015 Approved CITYOFMONT-005
3970 0000000744 05/19/2015 Approved SACRAMENTO-060
3970 0000000742 051472015 Approved SURVEYMONK-002
3970 0000000739 05/12/2015 Approved DDFLOORS-001

VendorID

0000000057
0000000010
0000000011
0000000010
0000008423
0000000028
0000000078
0000000015

3970 0000000737 05/11/2015 Approved CDWGOVERNW-001 0000000218

3970 0000000736 05/07/2015 Approved CAPITALDAT-001
3970 0000000735 07/01/2014 Approved 40THDISTRI-001
3970 0000000734 06/10/2014 Approved 40THDISTRI-001
3970 0000000733 01/20/2015 Approved ATTMOBILIT-001
3970 0000000732 07/01/2014 Approved CITYOFCOVI-003
3970 0000000731 06/18/2014 Approved USRUBBERRE-001
3970 0000000730 07/01/2013 Approved 40THDISTRI-001
3970 0000000729 04/11/2014 Approved 40THDISTRI-001
3970 0000000728 06/03/2014 Approved 40THDISTRI-001
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Vendor Name

COUNTY OF MARIPOSA
ANGELICA MAGANA

CITY OF CARMEL POLICE DEPARTMENT
ANGELICA MAGANA

GROVE CONSULTANTS INTERNATIONA
WEST LOS ANGELES COLLEGE
LIBERTY CONSULTING TEAM

'SYLVAN UNION SCHOOL DISTRICT
TOWN OF MAMMOTH LAKES

P2F2

KYLE RIZZO

KYLERIZZO

PHEASANTS FOREVER INC

Jennifer E Sozinho

Purchase
Buyer  BuyerName PO Type Order
Reference

10003588 Shelly Lewis  General (blank)
10003588 Shelly Lewis  General (blank)
10003503 Lisa Marquez  General (blank)
10003484 Lynelle Belardi  General (blank)
10003634 Wendy Roberson General (blank)
10003525 Vickie Duke  General (blank)
10003525 Vickie Duke  General (blank)
10003484 Lynelle Belardi  General (blank)
10003503 Lisa Marquez  General (blank)
10000048 Derek Lin General (blank)
10003634 Wendy Roberson General OPP5-14233
10003634 Wendy Roberson General TEA21-1361
10003634 Wendy Roberson General [T$14109
10003634 Wendy Roberson General OPP5-14023

CALIFORNIA DISABLED VETERAN BUSINESS ENT 10003634 Wendy Roberson General TIP1-13014

KYLERIZZO
KYLE RIZZO
KYLERIZZO
KYLE RIZZO
KYLE RIZZO

10003634 Wendy Roberson General TA1-130023
10003634 Wendy Roberson General DRR13053

10003634 Wendy Roberson General FR51-13006
10003634 Wendy Roberson General EA25-14016
10003634 Wendy Roberson General HD23-14009
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IT Services cas

IT Goods CMAS (requires offers)
Encumbrance Only Services are specifcally e
Encumbrance Only Senvices are specifically ex
T Goods. WSCA/Coop
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Encumbrance Only Services are specifcally e
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[0k ][ Cancel | Refresh |





image5.png
New Window | Person:

Maintain Purchase Order
Purchase Order
Business Unit: 2070 PO Status: Approved g X
POID: 0000000751 Budget Status: Valia
Copy From: =l I Hold From Further Processing [~ Dispute  Enter dispute information  Actity Log
~ Header
PO Date: 0512112015 2] Vendor Search valia a Exemption code: Q
“Vendor: HORIZONCOM-001]Q Vendor Details NON-T Goods
“Vendor ID: 10000000018 Q cuas Q
“Buyer: 10003484 Q 012359 Q 1gond: Q
PO Reference:
I Leased I Financed Not Recvd
PAA Number: DRRO2 Fax -] Merkur Delivery Information
Header Details Actty Summary
PO Defaults Document Status
Requisitions Add Comments
PO Actiites Add ShipTo Comments Merchandise: 250000

rogastis: siaey [ caemme ]

SBIDVBE Contracting Reportable Attachment





image6.png
 there is no Fax number available. (10

)





image7.png
R Lovel Fage. Y T TR
I™ Print BU Comments

Server Name: Q I~ Print Duplicate on PO
. I print Changes Only
~Output Destination [Wes =
fputpestaton ipe: ¥ Print PO em escription
Ouputbesthationformat.  [FoF 5] ¥ print Cony
‘Number Of Copies: 1]
Template 0: Q

< Process Control Option
Vendor/Contact Fax/Email
PhoneType:  Fax
Prefix:
Telephone:
Ext:
One Time Fax/Email
e folowing fax / -mail wil override the vendoricontact information above if specified.
Phone Type:  FAX
Prefix:
Telephone:
Extension:

oK Cancel || Refresh





image8.png
AR LUVEL Fant o
I™ Print BU Comments

Server Name: Q I~ Print Duplicate on PO
. I print Changes Only
~Output Destination [Wes =
fputpestaton ipe: ¥ Print PO em escription
Ouputbesthationformat.  [FoF 5] ¥ print Cony
‘Number Of Copies:
Template 0: Q

< Process Control Option
Vendor/Contact Fax/Email
PhoneType:  Fax
Prefix:
Telephone:
Ext:
One Time Fax/Email
e folowing fax / -mail wil override the vendoricontact information above if specified.

Phone Type:  FAX
Prefix:

Telephone:  [9165702400]
Extension:

oK Cancel || Refresh




image9.png
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