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Creating a direct PO
	Step
	Action

	1. 
	Begin by navigating to the Add/Update POs page.
Click the Main Menu button.
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	2. 
	Click the Purchasing menu.
[image: image2.png]3 Purchasing





	3. 
	Click the Purchase Orders menu.
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	4. 
	Click the Add/Update POs menu.
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	5. 
	Start a new purchase order.
Click the Add button.
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	6. 
	Click in the DGS Billing Code field.
[image: image6.png]




	7. 
	Enter the desired information into the DGS Billing Code field. 

	8. 
	Add a vendor to the PO.
Click the Vendor Look up button to search for a vendor.
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	9. 
	Click the link of the desired vendor.

	10. 
	Use the Add Comments link to add funding information as well as terms and conditions comments.
Click the Add Comments link.
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	11. 
	Click the Use Standard Comments link.
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	12. 
	Click the Comment Type Lookup button.
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	13. 
	Click the Procurement link.
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	14. 
	Click the Comment ID Lookup button.
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	15. 
	Click the link for the desired comment.

	16. 
	Enter funding information then click the OK button when finished.
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	17. 
	Select the Send to Vendor checkbox for the standard comments to appear on the PO.

Click the Send to Vendor checkbox.
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	18. 
	Click the OK button.
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	19. 
	In the Lines section, click the Add multiple new rows button to add items to the PO.
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	20. 
	Enter the number of lines to add to the purchase order.

	21. 
	Click the OK button.
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	22. 
	Use the Description field to enter a description of the item being purchased.
Click in the Description field to enter the first item.
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	23. 
	Enter the item description into the Description field. 

	24. 
	Enter the quantity to purchase.
Click in the PO Qty field.
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	25. 
	Enter the quantity to order into the PO Qty field. 

	26. 
	Enter a Unit of Measure.

Click in the Unit of Measure field.
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	27. 
	Enter the unit of measure (EA for “each” is most common).

	28. 
	The categories used in FI$Cal are UNSPSC codes.
Look up the UNSPSC for this item.
Click the Category Look up button.
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	29. 
	UNSPSC codes may be searched using Category or Description. If you do not know the category, you can search using key words in the Description field. 
Click the Description list.
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	30. 
	Click the contains list item.
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	31. 
	Click in the Description field.
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	32. 
	Enter the UNSPSC description into the Description field. 

	33. 
	Click the Look Up button.
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	34. 
	Click the link corresponding to the desired UNSPSC.

	35. 
	Enter a price for this item.
Click in the Price field.
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	36. 
	Enter the price of this item into the Price field. 

	37. 
	Repeat steps 22 – 36 for each desired item being added to this PO.

	38. 
	Save the purchase order.

Click the Save button.
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	39. 
	The Submit button is used to submit the PO to workflow for approval. 
Click the Submit for Approval button.
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	40. 
	You have successfully created a direct PO in FI$Cal.
End of Procedure.
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