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AGENDA

e Review Procurement Policy and PO Business Process

 Characteristics of a PO Create Screen
* Applying Discounts to PO Headers and Line Items
e Using the Repeat Accounts Assignments

e Splitting the Line-ltem Cost between Multiple Accounts

e Determining the Status of the Purchase Order

e Reversing Goods Receipts and Invoice Receipts
 Foreign Exchange and Purchase Orders

* Paying a PO Invoice Receipt via Wire Transfer

e Determining the Status of a PO Invoice Payment

e USOURCE Purchase Orders and AMS
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LEARNING OBJECTIVE
7%

The objective of the session is to continue the exploration of some advanced functions that
are available when creating Purchase Orders, as well as tips on how to troubleshoot some
common questions and issues.

For more information on the University’s Procurement Policy that governs, please visit the Procurement
Services site.

For resources to assist with processing Purchase Orders and Purchase Requisitions, please see these
Documentation & Support pages on the Financial Services site.
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https://www.procurement.utoronto.ca/about-procurement/uoft-procurement-policy
https://www.procurement.utoronto.ca/about-procurement/uoft-procurement-policy
https://finance.utoronto.ca/fast/support-documentation/logistics/
https://finance.utoronto.ca/fast/support-documentation/logistics/

REVIEW PROCUREMENT POLICY AND PURCHASE ORDERS

The University’s Purchasing Policy governs all purchases valued $10,000 or
greater (before tax) and is administered by Procurement Services.

At St. George and UTM campus’ orders over $10,000 (before tax) require a Purchase
Order.

For those valued between $10,000 - $49,999.99, automatically get released, which
results in:

1. Funds getting committed against the FM account.

2. A confirmation email with a PDF copy of the PO sent to the processor. The
department will then forward this email to the vendor.

For those valued over $50,000, they get routed to Procurement Services for review.

Visit the Procurement Services website to learn more.
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https://www.procurement.utoronto.ca/about-procurement/uoft-procurement-policy

UNDERSTANDING THE ME21N - PO CREATE SCREEN

Within the ME21N -
Create Purchase
Order, you can
process standard
Pos (WNB) and
Lease Orders (WLS)
using the
appropriate Order

Type.

PO screen is separated into three sections:

1. Header (i.e., information relevant to the entire order)
2. Item Overview (line-item breakdown)
3. Item Details (enter account codes)

Visit the Purchase Orders Documentation & Support page for reference
guides and simulations.
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https://finance.utoronto.ca/fast/support-documentation/logistics/purchase-order/

APPLYING DISCOUNTS TO PURCHASE ORDERS

After you have entered your PO
information, you can apply
discounts to an entire PO or to
line items via the PO Header
or Item Conditions tab.

When a PO is printed, it will
show the net price after the
discount, so it's important that
you note the net price before
the discount in the Texts tab
within the Header or Item.

Under the Conditions tab, click
on the Condition Type icon to
select a discount type.

E.g., A 5% discount is applied
to the gross price of the PO
Conditions tab, which then
reduced the net price for the
line item from $1000 to $950
per item.

Watch this simulation for a step-by-step guide to applying discounts to Purchase Orders in AMS. |



https://finance.utoronto.ca/knowledgecentre/simulation-how-to-apply-a-purchase-order-discount/

USING THE REPEAT ACCOUNT ASSIGNMENTS

When multiple line items are charged against the same FIS accounts (i.e., Cost Center, Funds Center), use the
Repeat Account Assignment function in the ME21N - Create Purchase Order screen to copy the account

assignment details for each subsequent line.

IMPORTANT: The Repeat
function only works if

the button is

clicked after you enter the
account assignment details
for the first line, and it does
not work

retroactively (e.g., cannot co
mplete line 1 and 2, then go
back to line 1 to activate
repeat function).

Step 1: Click on the first Item line > Item
Detail tab > Account Assignment tab >
Click on the Repeat on icon

See this guide for step-by-step instructions on how to use the Repeat Account Assignment feature.’



https://finance.utoronto.ca/wp-content/uploads/2015/11/Repeat-and-Multiple-Account-Assignments-Converted.pdf

SPLITTING THE LINE-ITEM COST BETWEEN MULTIPLE ACCOUNTS

If you need to split the cost
of a line item between
multiple accounts, you must
do this immediately after
completing the line item.

Select and highlight the line
item, click on the Multiple
Account Assignment icon
and then choose the

distribution by quantity
or by percentage. Enter in D
the accounts and

press ENTER to save. Multiple/single account Select Partial Inv. Select Distribution
assignment button

Relevant Articles/Resources:
e Reference Guide - Repeat and Split Account Assignments (by percentage)

e Article — Splitting PO Line Items by Amount



https://finance.utoronto.ca/wp-content/uploads/2015/11/Repeat-and-Multiple-Account-Assignments-Converted.pdf
https://finance.utoronto.ca/knowledgecentre/ever-wondered-if-there-is-an-easier-way-of-splitting-amounts-across-multiple-funding-sources-when-creating-a-purchase-order/

DETERMINING THE STATUS OF THE PURCHASE ORDER

Use the ME23N screen to display the PO > Open the Header > Click the Release
Strategy tab for a quick view > Click the Lease & History tab for
a detailed workflow report.

Released: Either automatically release when under $50,000, or

Procurement Services has reviewed all supporting documentation and

released the PO. Processor will also receive a confirmation email with a PDF copy
of the PO to send to the Vendor.

Rejected: Procurement Services has rejected the submitted PO

and notified department by email. Address the issue(s) and proceed to the SAP
Inbox to amend documents and re-submit to Procurement Services for review.

Watch this simulation for details on how to track the status of a Workflow PO.
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https://finance.utoronto.ca/knowledgecentre/simulation-tracking-the-status-of-workflow-purchase-orders/

G THE WORKFLOW HISTORY REPORT TO TRACK THE
STATUS OF THE PO

The Workflow History report can be viewed through the ME23N — PO Display screen. It enables you to see a
chronological history of the Purchase Order through the workflow process.

“a4| WNB:Standard WF PO 4500191238 Created by Rames Paramsothy
Document Overview On  [Y €3 W @3 Print Preview Messages [i]| g1 Personal Setting

[ | WNB:Standard WF PO+ 4500191238 Supplier 100533 Patrick Cassidy & Associate Doc. Date 2506 .2024
%= | Delivery/invoice Conditions =~ Texts = Address | Communication | Partners  Additional Data | Org. Data | Status | Release strategy PECEEERA S5 6]y 1

L f

Equipment Acquisition Value: |_0 .00
Accessing the Workflow

Workflow History Report: L b ' Histo ry report

Report Output \\

Click here to learn more about the PO Workflow History report. o



https://finance.utoronto.ca/knowledgecentre/simulation-tracking-the-status-of-workflow-purchase-orders/
https://finance.utoronto.ca/knowledgecentre/simulation-tracking-the-status-of-workflow-purchase-orders/

USING THE SAP INBOX TO RESOLVE PO ISSUES

If a Purchase Order over $50,000 (before tax) has been rejected, use the SAP Inbox, also known as SAP
Business Workplace, to address the issues identified by Procurement Services (e.g., missing quotes or PPEJ

form).

Once you have resolved the issue(s) and indicated the reason for re-submission the PO will be routed
through the SAP Inbox to Procurement Services for review and release.

IMPORTANT: DO NOT use the ME22N — Purchase Order Change screen to resolve rejected POs. If you use ME22N,
the Purchase Order will not be resent to Procurement Services and resultantly it will be stuck in limbo.

I

Watch this simulation for a step-by-step guide to using the SAP Inbox to resolve PO issues.



https://finance.utoronto.ca/knowledgecentre/simulation-how-to-resolve-a-rejected-po-using-the-sap-inbox/

HOW TO LOCATE PURCHASE ORDERS WITH OUTSTANDING
BALANCES

It is important to review your commitments regularly, including outstanding POs to see if
any need to be released due to no further deliveries.

Here are a few reports that can be used to locate outstanding PO reserves:
e ZFIR055 — Open Commitment Carryforward report (use at the start of a new FY)
e ZFIRO79A — All Postings Line Items report (to get a list of outstanding POs)

e ME2K — PO List Display report — Purchase Documents per Account Assignment
(shows to be delivered and paid)

e ME2N — PO List Display report — by PO Number



https://finance.utoronto.ca/knowledgecentre/simulation-how-to-report-on-carried-forward-reserves-in-the-new-fy-operating-funds-centers/
https://utoronto-admin.ancileuperform.com/ucontent/320edac8341d4888957c474085793a66_en-US/simulation/html/sim_auto_playback.htm
https://utoronto-admin.ancileuperform.com/ucontent/bc7ff7567bed4fc08fac151ca667c7f6_en-US/simulation/html/sim_auto_playback.htm
https://utoronto-admin.ancileuperform.com/ucontent/6b127ff4685a4cb2be7c38ff3d7603c1_en-US/simulation/html/sim_auto_playback.htm

REVERSING GOODS RECEIPT

Goods Receipt is a formal acknowledgement in AMS that the department has received
goods or services that were procured using a PO.

A reversal of a Goods Receipt may be needed if for example, you need to return damaged

goods.

Use the MIGO - Goods Receipt Create screen to process a Goods Receipt or Reversal.

“a“| Goods Receipt Purchase Order 4500189631 - Rames Paramsothy

Show Overview [N  Hold

Check Post  [7]Help

Goods Receipt v Purchase Order v @ H RE return to vendor 122
%= Vendor 2&

Document Date 30.07.2024 Delivery Note RET 876876 Supplier Patrick Cassidy & Associates |

Posting Date 30.07.2024 HeaderText RET 876876

Del.Compl. Ind. Ref. Doc. A... Text
Set automa.v 5000650317 K revGR

Reason for Mvmt

, 876876, return damaged tables 3
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Unloading Point
215 Huron St

NOTE: If an invoice
receipt has already
been processed
against the Goods
Receipt, the Invoice
Receipt must be
cancelled before the
GR can be reversed.
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https://finance.utoronto.ca/fast/support-documentation/logistics/goods-receipt/

CANCELLING AN INVOICE RECEIPT

Invoice Receipt is a formal request for
payment relating to a PO. A reversal may be
needed if you processed a payment in error.
Use the MR8M - Cancel Invoice Document
screen to reverse an Invoice payment for a PO.

Record the FI Accounting Document number on
the source document. Submit a

request to Accounts Payable
(ap.fsd@utoronto.ca) to stop payment and/or
clear both FI documents (original & reversal).

For invoices that have already been cashed (i.e. cannot be reversed), please process
a PO - Credit Memo.

Visit the PO — Invoice Receipt Documentation & Support page for relevant reference
guides/simulations. -



mailto:ap.fsd@utoronto.ca
https://finance.utoronto.ca/fast/support-documentation/logistics/invoice-receipt/
https://finance.utoronto.ca/wp-content/uploads/2015/11/Create-Invoice-or-Credit-Memo-purchase-order-related-Converted.pdf
https://finance.utoronto.ca/wp-content/uploads/2015/11/Create-Invoice-or-Credit-Memo-purchase-order-related-Converted.pdf

FOREIGN EXCHANGE AND PURCHASE ORDERS

After a Purchase Order is created, departments can
locate the exchange rate that has been applied to the
funds reserved and actual expense postings in FIS.

As rates fluctuate daily, the exchange rate for the initial
PO likely will not be the same rate that will be applied

to the Goods Receipts and Invoice Receipts.

See article for more information.

Goods Receipt

[% .| Display Document: Data Entry View
é»'&‘ x@ i @ -

23 Display Currency  2F General Ledger View

Data Entry View

Document type

WE WE-PO Goods receipt

Purchase Order

% lJ) WNB:Standard WF PO 4500173200

Document Overview On [N & g &2 g Print Preview  Messages ¢ Personal Setting

WNB:Standard WF PO~ 45008173200 Vendaor 312703 WELLGENETICS INC. Doc. Date 30 .61 . 26020

m Delivery/Invoice Conditions | Texts | Address | Communication | Partners | Additional Data | Org. Data | Status

Payment Terms [YT[']EI Currency usb

Payment in 35 |days % | Exchange Rate [ 132380 I Fixed Exch.Rate
Payment in days %

Payment in days net

Invoice Receipt

[% . Display Document: Data Entry View
2 &2 iy & & [[]Taxes

Data Entry View

Ly Display Currency  9F General Ledger View

Document Number

= Document Header: UOFT Company Code

Document Date b - erEE PO Good .
ocumen e lE: oods recei
Reference Ve t= . - ot
Doc.Header Text Wellgenetics-T.Erclik
Currency
Card type Card no.
Doc Header Text
Request Number
Reference 066942 Document Date 18.11. 2020
l E”E”E”: Posting Date 18.11.2020
ItT .:;:;;:;t E:hsglptl Currency Usp 7 |CAD Posting period 07 [ 2621
g ol 1.36050 | i 18112626
3 £37000  Autornati Exchange rate - Translation dte 11
3 836610 Testing g Rl I1ansactn MKPF  Material document

Document type

Document NMumber

RN RM-PO Invoice receip

= Document Header: UOFT Company Code

Document Date —
L Document type [RNH:PC.) Invoice r.e-::eip
Doc Header Text WellGenetics-T Erclik
Currency
Card type Card no.
Doc Header Text
Request Number
Reference WGHEE942 Document Date 14.10. 2020
l EIE“E": Posting Date 26.11.2020
ltT ?f;;;; ! EEESEEEL' Currency usb |/ |cAaD Posting period 67|/ 26021
| f .
1. 30240 26.11.2020
OTING WHE ~ 5 537000 Automati tExchange rate ] Translation dte

4 537000 Automati Hef- Transactn RMRP | Invoice receipt


https://finance.utoronto.ca/knowledgecentre/how-to-locate-the-exchange-rates-within-a-purchase-order-goods-receipt-and-invoice-receipt/

PAYING A PO INVOICE VIA WIRE TRANSFER

You might need to make PO payments via wire
transfers in cases where the currency being paid
is different from the country's

domestic currency and the domestic currency
cannot be paid by cheque or draft (e.g. CAD to
Chinese Yuan). The currencies that can be paid by
cheque or draft are available for you to select in
FIS.

If you need to make a PO payment via wire
transfer, select the F-type payment method in
FIS. Complete the wire transfer request form and
include both the document number and vendor
number.

If you have questions regarding wire transfers, you
can contact ap.fsd@utoronto.ca and review this
article.
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https://finance.utoronto.ca/forms/processing/
mailto:ap.fsd@utoronto.ca
https://finance.utoronto.ca/knowledgecentre/outgoing-wire-transfers/
https://finance.utoronto.ca/knowledgecentre/outgoing-wire-transfers/

DETERMINING THE STATUS OF A PO INVOICE PAYMENT

Clearing field is not populated

Indicate the cheque, draft or EFT has not
left U of T accounts.

You can still:

Cancel the Invoice
Change certain fields
Add lines to the PO

Learn how to locate the Clearing field

here.

20XX

Clearing field is populated but the Encashment
field is not

Indicate that the cheque/draft has been sent.

Proceed to Environment to see Check Information. If there is
no Encashment Date, it means that the payment has not
been cashed.

You can still:

Request a stop payment by completing the Cheque/Draft

Re-issue or Cancel Request Form and send it to Accounts
Payable at ap.fsd@utoronto.ca

Process a Journal Entry

Add lines to the PO

Learn how to request a stop payment

on a cheque or draft here.

Clearing and the Check
Encashment fields are
populated

If the Clearing and the Check
Encashment fields are populated, the
recipient has cashed the
cheque/draft.

NOTE: The Amount Paid is the total for

the entire University against that
vendor in the cheque run.
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https://finance.utoronto.ca/knowledgecentre/simulation-determining-status-cheque-foreign-draft-electronic-funds-transfer/
https://finance.utoronto.ca/forms/processing/
https://finance.utoronto.ca/forms/processing/
mailto:ap.fsd@utoronto.ca
https://finance.utoronto.ca/knowledgecentre/how-do-i-request-a-stop-payment-on-a-cheque/

USOURCE PURCHASE ORDERS AND AMS

USOURCE is the University’s online marketplace, an eProcurement
platform that provides a one-stop-shopping experience that will save
time and money, offer more choice, and take the guess-work out of
routine purchases.

When placing orders through uSOURCE, a Purchase Order (i.e.
37XXXXXXXX) is created in AMS which reserves funds available.

However, any goods receipts, invoices and changes (e.g., release
reserves) to the uSOURCE order should be processed/submitted in
USOURCE.

For more information, visit the Procurement Services website for
resources or contact USOURCE@utoronto.ca.
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https://www.procurement.utoronto.ca/programs-and-services/usource
mailto:USOURCE@utoronto.ca

WHO DO | CONTACT?

For questions/clarification on questions related to processing and
troubleshooting Purchase Orders, Purchase Requisitions, Goods
Receipts and Invoice Receipts, contact your FAST Team
representative.

For questions regarding Procurement Policy, and related
Procurement form/templates, please contact
purchasing.help@utoronto.ca.
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https://finance.utoronto.ca/fast/fast-team-contacts-and-faculty-representatives/
https://finance.utoronto.ca/fast/fast-team-contacts-and-faculty-representatives/
mailto:purchasing.help@utoronto.ca
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