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	Create Purchase Order Without Reference
 Online Help Procedure


	



	Purpose

	Use this procedure to create a purchase without reference to a purchase requisition.

Trigger
Perform this procedure when an agency wants to obligate funds for the purchase of goods or service.

Prerequisites
· Funding

· Vendor Master Data Record

· WBS Element or Cost Center

· Material Group (BOC)

Menu Path
Use the following menu path(s) to begin this transaction:

· Purchasing [image: image1.png]


 Purchase Order Process [image: image2.png]


Process Purchase Orders [image: image3.png]


Create Purchase Order

Helpful Hints
The R/O/C column in the field description table represents the three types of data entry fields in FMMI.



         R is for required fields that must be populated to complete a transaction.

         O is for optional fields that are not mandatory to complete a transaction.

         C is for conditional fields that are dependent on population of related fields and specific transactional events.

 

On certain screens you may need to scroll to view additional data fields.

Data used in this procedure is a representative sample of the data that is available in the production environment. Actual transaction data in the production environment may vary based on your given scenario.




	Procedure

	1.
	Start the transaction by accessing the Purchasing tab.


	Maintain Vendor Master Data - FMMI Portal
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	2.
	Click the Purchase Order Process tab [image: image5.png]Purchase Order Process



.


	Process Purchase Orders - FMMI Portal
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	3.
	Click the Process Purchase Orders business activity link [image: image7.png]Process Purchase Orders



.


	Create Purchase Order - FMMI Portal
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	4.
	Click the Create Purchase Order task link [image: image9.png]Create Purchase Order



.


	5.
	Click the Vendor field [image: image10.png]


.
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	Indicate the vendor in which the goods or services will be provided by.


	Create Purchase Order
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	6.
	Click the Search button [image: image13.png]


.
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	To retrieve the vendor, the user can either enter the vendor number or click the Search button. This example demonstrates how to search for the vendor using the search functionality in FMMI.


	Search Criteria
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	7.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	Name
	R
	Denotes the field where you can enter the actual name of the vendor. 
Example:
BELL*
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	Any of the search criteria displayed can be used to locate a vendor record. This example uses the "Name" field and the wildcard feature to locate all vendors beginning with "BELL".

"*" is a wildcard which in this case allows the user to search for all vendors in which the 1st four letters of the name begin with Bell. This functionality is useful in cases in which the user is unsure of the exact spelling of the vendor name. The wildcard can be used on any of the search criteria displayed.


	8.
	Click the Start Search button [image: image17.png]‘Start Search




.


	Search Criteria Results
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	9.
	Select the appropriate option [image: image19.png]BELLSOUTH 28243  CHARLOTTE BELLSOUTH 1100000012
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	10.
	Click the Enter button  [image: image20.png]


.


	Create Purchase Order
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	11.
	Click the Header Expand button [image: image22.png]


.
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	The Header section contains the vendor's purchasing information; which is pulled from the vendor master data record. This information is pre-populated once the vendor number is entered. From the Header section the user can view the vendor's payment terms, delivery address, and any additional notes contained within the record.

The only tab requiring manual input is the Organizational Data tab. Notice this tab contains the Purchasing Organization, Purchasing Group, and Company Code; which is generally contained within the Line Item Overview section of the purchase requisition and purchase order with reference documents.  


	Organizational Data Tab
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	12.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	Purch. Org (Purchasing Organization)
	R
	Identifies the purchasing subdivision within the company. In FMMI, the Purchasing Organization will always be USDA.
Example:
USDA



	
	Purch. Group (Purchasing Group)
	R
	Example:
109
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	There are a total of 11 Purchasing Groups within USDA. Below is a list of the various Purchasing Groups. 

 101

Forest Services (FS) 

 102

 Food and Nutrition Service (FNS)

 103

 Farm Service Agency (FSA)

 104

 Rural Development (RD)

 105

 Food and Safety Inspection Service (FSIS)

 106

 Natural Resource Conservation Service (NRCS)

 107

 Animal & Plant Health Inspection Service (APHIS)

 108

 Agriculture Research Service (ARS)

 109

 Office of Procurement & Property Management (OPPM)

 110

 Office of the Inspector General

 111

 Integrated Acquisition System (IAS)






	13.
	Click the Item Overview Expand button [image: image26.png]


.
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	This action expands the line item overview section of the purchase order.


	Create Purchase Order - Item Overview
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	14.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	Itm (Item)
	R
	Number that uniquely identifies a line item within a purchase order.
Example:
10
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	Line items are numbered in increments of 10 (the first line item is 10, second line item is 20, and so forth).

 Since this is the first line item within the purchase order, the item number is 10.


	15.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	A (Account Assignment Category)
	R
	Determines the cost object (project or cost center) for the purchase requisition; specifies where the costs are to be accumulated from. Cost for purchases can be derived from one of the two cost objects:  
 

‘K’ indicates that the purchase is to be charged against a cost center. If this is selected, a Cost Center is required.

 

‘P’ indicates that the purchase is to be charged against project. If this is selected, a WBS Element is required.

Example:
K



	
	Short Text
	R
	Description of the line item (40 character max).
Example:
INTERNET AND PHONE SERVICE



	
	PO Quantity
	R
	If the purchase order is for goods, the quantity should specify the number of units ordered.
 

If the purchase order is for a service, the quantity should reflect the total dollar amount to be incurred for the service. For example, if the cost for lawn service is $500, the quantity for this line item would be 500.

Example:
225.00
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	Since this is a service, the quantity reflects the total dollar amount to be expensed for the service. This allows the recording of partial receipt as well as invoicing the service in the event that the vendor wishes to be paid for the service provided thus far.


	16.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	Order Unit
	R
	Specifies the unit of measure in which the goods/services are ordered (each, percentage, bulk, etc).
 

If the purchase order is for a service, the Order Unit is EA (each).

Example:
EA
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	If the purchase order is for a service, the Order Unit is EA (each).


	17.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	Deliv. Date (Delivery Date)
	R
	The date the goods are to be delivered or the service is to be performed.
Example:
08/21/2009



	
	Net Price
	R
	Price per unit
Example:
1
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	If the purchase order is for a service, the Net Price is $1.00 per item ordered (PO quantity). $1.00 per PO quantity equals the total price for the service. 

Total price for the services = quantity x $1 per unit

$2500 = 2500 x $1.00

 

If the purchase order is for a good, the Net Price should reflect the dollar amount per item ordered.   


	18.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	Order Price Unit
	R
	Indicates the unit of measurement to which the purchase order price relates.
Example:
EA




	Create Purchase Order - Material Group
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	19.
	Click the Search button [image: image34.png]


.
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	The Material Group can be directly entered, however this example demonstrates how to search for the material group as well as provides a sample list of some of the material groups within FMMI.

The Material Group is equivalent to the Budget Object Class (BOC).


	Create Purchase Order - Search Criteria
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	20.
	Select the appropriate Material Group[image: image37.png]Technical Sves
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	21.
	Click the Enter button  [image: image38.png]
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	Create Purchase Order - Item Overview
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	22.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	Plant
	R
	Represents the agencies and staff offices requesting the procurement of the goods or services
Example:
CF00




	23.
	Click the Item Overview Expand button[image: image40.png]


.


	Create Purchase Order - Account Assignment Tab
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	24.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	Cost Center
	R
	A Cost Center is an organizational unit of responsibility where costs can accumulate and be reported. This field is required if ‘K’ was selected as the Account Assignment Category.
Example:
CF00000000
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	This field is required since "K" was entered in the Account Assignment Category field. If this purchase order is to incur against a project (Account Assignment of "P"), then both the WBS Element and the Cost Center should be entered.


	25.
	As required, complete/review the following fields:


	
	Field
	R/O/C
	Description

	
	WBS Element
	C
	Structural element in a work breakdown structure with a one-to-one relationship with a Funded Program.  Leveraged to support direct change and cost allocation for financial, procurement, and reimbursable processes. This field is required if ‘P’ was selected as the Account Assignment Category.
Example:
CF.RA.PURC.00



	
	Fund
	R
	A Fund is a 10-digit alphanumeric naming structure.The format includes:
· An Agency Identifier

· High-level business area

· Agency defined naming structure

A Fund is a Funds Management Master Data element within FMMI that represents a set of specific accounting elements for recognition of obligation (budget) authority. A Fund is referenced whenever spending occurs.

Example:
CF0000014D



	
	BP (Budget Period)
	R
	A Budget Period is a 4-digit number which indicates both the beginning and ending budget fiscal years for a fund.  The naming structure starts with the beginning budget fiscal year and concludes with the ending budget fiscal year.  Each budget fiscal year begins October 1 and ends September 30.  They may be annual, multi year or no year budget periods.
Example:
0909
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	If the purchase order requires a goods receipt, the user must navigate to the "Delivery Tab" and check the Goods Receipt checkbox.


	26.
	Click the Check button [image: image44.png]Check
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	The Check button validates that all of the required fields have been entered correctly.

 

If the information is not valid, a pop-up box will display listing errors found within the purchase order and the "Park" button will not display. All errors must be corrected before the purchase order can be placed in parked status. If the user is unable to resolve the errors (due to lack of information) at the time of creating the document, simply place the purchase order in "hold" status. Holding the purchase order saves the information entered, allowing updates to the purchase order at a later time.

 

If the information is valid, the Park button will display indicating that all required fields were entered correctly.


	Create Purchase Order - Park
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	27.
	Click the Park button [image: image47.png]Park
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	Parking the purchase order indicates to the Purchase Order Approver that the document is ready for review.

The purchase order number is generated and displayed at the bottom of the screen.


	28.
	The transaction has been completed successfully. End of procedure.


	Comments

	Refer to the following additional materials.

· Create Purchase Order with Reference

· Change Purchase Order

· Release Purchase Order


	1
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