Purchase Order (PO) Workflow
Training Session
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Learning Objectives

® Understand the new Purchase Order (PO) Workflow process

® Process standard PQO'’s for orders greater than and/or less

than $25,000 (before tax) C)

® Process Lease PO'’s for orders greater than and/or less than
$25,000 (before tax)

® Resolve and make changes to a rejected Purchase Order
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What i1s PO Workflow?

® PO Workflow is built into SAP and streamlines the existing
Purchase Requisition to Purchase Order Process

® Effective August 1, 2018, PO Workflow replaces the |
existing FIS electronic Purchase Requisition to Purchase ( SAPA

Order Process for all departments within St. George roworriow
Campus

® The new workflow includes standard Purchase Orders
and Lease Purchase Orders regardless of dollar value
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Which Departments are Impacted?

® All units within St. George Campus will be using the PO workflow
process from August 15, 2018 onwards

® UTSC, UTM and Capital Projects will NOT be using the PO workflow
process, and will continue to follow the current process.

Note: Orders of radioisotopes, regardless of value, will still require a
Purchase Requisition as per current process.
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How Does it Work?

Purchase Orders and Lease Orders equal to or greater than $25,000
will be automatically electronically routed to central Procurement
Services for compliance review.

automatically be released, and not be reviewed by Procurement

Services. (
T
1

® Purchase Orders and Lease Orders valued less than $25,000 wiill E

® Itis now mandatory for supporting documentation to be attached in 1

AMS for PO’s equal to or greater than $25,000.

® Ifreleased, either automatically or by Procurement Services, the PO L]
creator will receive an email notification with a soft copy (PDF) of the =
PO in the email.

® If rejected, the PO creator will receive an email notification with the _
reason(s) why. The PO creator will then resolve the issues and re-submit
the PO to Procurement Services for review.
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PO Workflow Process

PO is routed to
Workflow Initiated Procurement Services
for review

PO Created

PO Created PO returned to end user
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What are the Benefits?

¢ Streamlines current process by eliminating the Purchase Requisition
step when creating Purchase Orders greater than $25,000

® Provides a central repository for document storage
® Increases compliance and provides an auditable workflow
® Provides a soft copy of the Purchase Order to the end user via email

® Users can track their Purchase Orders through each stage of the
process through workflow reporting
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Scenarios

Standard Purchase Order valued less than $25,000 (before tax)
Standard Purchase Order equal to or greater than $25,000 (before tax)
Lease Order less than $25,000 (before tax)

> W o

Lease Order equal to or greater than $25,000 (before tax)
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Standard Purchase Orders under PO Workflow

What's New?

1. Use WNB: Standard WF PO Document Type (update defaults in
Personal Settings)

2. PO’s Greater than $25,000:

a. Will automatically be routed to Procurement Services for review.

b. Attach all supporting documents (i.e., min. 3 competitive quotes)
to workflow PO document (see simulation for instructions).

3. PO creator will receive an email confirmation with a soft copy (PDF)
of PO once it is released.

. Reporting/history of the status of the Workflow PO.
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Scenario 1; Standard PO valued between $5,000 and

$25,000 (before tax)

Requires a minimum of 2 quotes,
unless using an approved supplier

Department creates the PO in AMS o
using Document Type NB: Standard
PO and does not need to contact

Before August 1st

Procurement Services

PO is automatically printed on the
default departmental printer.

Department forwards to PO to the

vendor

WEF PO.

After August 1st

® Requires a minimum of 2 quotes,
unless using an approved supplier

Department creates the PO in AMS
using Document Type WNB: Standard

® An email will be sent to department
with a PDF of the PO attached. The PO
will also automatically print on the
default departmental printer.

® Department forwards PO to the vendor
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Scenario 2: Standard PO equal to or Greater than
$25,000 (before tax)

Before August 1st

Requires a minimum of 3 quotes, unless
using an approved supplier

Department creates the Purchase
Requisition (PR) in AMS and emails all
supporting documents (e.g., quotes) to
Procurement Services for review

If released, Procurement Services adopts
PR into a PO. PO is then automatically
printed on the default departmental printer.

Department forwards the PO to the vendor.

If rejected, Procurement Services notifies
department by email. Procurement will
review and adopt the PR into a PO once the
reason for the rejection has been
addressed.

After August 1st

Requires a minimum of 3 quotes, unless using an approved
supplier

Department creates the PO in AMS using Document Type
WNB: Standard WF PO, and attaches supporting documents
(e.g. quotes).

PO is then automatically routed to Procurement Services for
review.

If released, an email will be sent to department with a PDF of
the PO attached. The PO will also automatically print on the
default departmental printer.

If rejected, the PO creator will receive an email notification.
The PO creator will then proceed to SAP Inbox to amend the
PO as required.

Once change is made to PO, it is automatically re-submitted to
Procurement Services.

Once rejected PO is released, a confirmation email will be
sent to department with a soft copy (PDF) of the PO attached.
The PO will also automatically print on the default
departmental printer.

Department forwards the PO to the vendor
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Scenario 2: Standard PO equal to or Greater than
$25,000 (before tax)

=

Click Services for Object Attachi ng

S =LA E AR, Click Create
B Held R iane 3. Click Store business Documents

A

pll Create... Store business docume
= document
Send » 10157507 = Vend
|&) ‘ _ _ -
=1 Workflow » FIShort Text @ | 3l HCa@ BHRB ODOD FF QB
Hy Objects : 93:52 Ee —— Held WNB:Standard WF PO 4500157507 Created by Rames Paramsothy
— xecutive e
: : i ]
Dolphin AP Services » = P
Help for obje:ct s‘erwces E . ' : _— Lookin: |, Purchase Order -Quotes o 2
t T || Document Type | | : - -
=" & PO Form - Goods (PDF) B =5 [ m— . Stor Location_ Reqmt N}
-- ) PO Invoice (PDF) = = [ Quote1 - Patrick Cassidy LSl IV e dohe Adiahet D e | JR.. [ACCT.PAY. CO..
) PO Letter of Intent/Award (PDF) [ Recent Pla_|§ 2iQuote2 L Ao Aot D Sk JR. ACCT.PAY. CO
'E Quote 3 8/25/2017 251 PM  Adobe Acrobat D... 56 KB = =

JR.. ACCT.PAY. CO..
JR..JACCT.PAY. CO..
JR.. JACCT.PAY. CO..
i JR..JACCT.PAY. CO..
Libraries § — - |Em

8 PO Non-Competitive Procurement Justifica
@ PO Other Suppomng Documents (HTML)
------ ents (PDF)

- Do

4. Double-click applicable
Document Type (e.g., PO C
Quotation)

5. Locate and select relevant
supporting documents (i.e., T

6. Click Open NOTE: Supporting documents can only be attached to a PO once

it has been placed on HOLD.

Computer

S,
Wl Q&\ Iandiiion.Cor'btroi L R Ih ITIMEI

:.-.' uotatlon (alternate 3) (PDF) Network
6
ance

@ Quotatlon (selected) (PDF)

Files of type: Al Files (*) =]

B Rejection reason document (PDF)
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Lease Purchase Orders under PO Workflow

What's New (All Lease POs)?

1. Itis required to enter the cost of the equipment if the department were to

purchase it outright in the Equipment Acquisition Value field. This can be
found in the Master Lease Agreement or Lease Schedule.

Department will now enter the expected future lease commitment for all future
years in the Lease Value field for all line items.

NOTE: The new Lease Value field is used for reference purposes, to trigger
PO workflow and for reporting. This field does NOT reserve/commit funds.

In the new fiscal year, the department can now update the Net Price from the
$1 placeholder to the periodic payment amount without having to contact
Procurement Services.

Lease PO’s greater than $25,000: Attach all supporting documents (i.e., min. 3
competitive quotes) to workflow PO document (see simulation for instructions).
This step is also recommended for leases valued less than $25,000.
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Scenario 3: Lease PO less than $25,000 (before tax)

Before Auqust 1st

Requires a minimum of 2 quotes, unless
using an approved supplier

Department creates the PR in AMS and
forwards supporting documents (e.g.,
lease schedule) to Procurement Services
for review

If rejected, department is notified by email

If released, Procurement Services adopts
PR into a PO

In new FY, department contacts
Procurement Services to update the value
of each periodic payment.

Note: It is recommended that departments attach

any supporting documents to lease PO in AMS.

After August 1st

Requires a minimum of 2 quotes, unless using an
approved supplier

Department creates the lease PO in AMS using
new document type WLS: Lease WF Order. There
IS no need to contact Procurement Services.

An email will be sent to department with a PDF of
the PO attached. The PO will also automatically
print on the default departmental printer.

Forward lease PO to vendor.

Department updates the value of periodic lease
payment from $1 placeholder in the new FY.
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Scenario 4. Lease PO equal to or Greater than $25,000
(before tax)

Before August 15t After August 15t
® Requires a minimum of 3 quotes, unless ® Requires a minimum of 3 quotes, unless using an approved
using an approved supplier supplier

® Department creates the lease PO in AMS Creates PO using new
document type WLS: Lease WF Order and attaches any
supporting documents (e.g., lease schedule). PO is then routed
to Procurement Services for review

® Department creates the PR in AMS and
forwards supporting documents (e.g., lease
schedule) to Procurement Services for

review
) ®* If released, an email will be sent to department with a PDF of
the PO attached. The PO will also automatically print on the
default departmental printer.

® If rejected, department is notified by email
® |If released, Procurement Services adopts

PR into a PO ®* If rejected, department will receive an email notification.

. Proceed to SAP Inbox to view reason for rejection, and make
Department forwards PO to vendor changes required to get it released.

® In new FY, department contacts ®* Once rejected PO is released, a confirmation email will be sent
Procurement Services to update the value to department with a PDF of the PO attached. The PO will also

of each periodic payment. automatically print on the default departmental printer.

® Department updates the value of periodic lease payment
from $1 placeholder in the new FY,
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New Workflow Document Type for Lease
Purchase Orders

@@ LHRE D0oD BF @@
Create Purchase Order
' Document Overview On | [ /& Hold && | ¢ Print Preview = Messages [ & Personal Setting

Vesor | | pocdae 20072016

73 | { Capital Projects PO
= |DFPS, Int. Ord. Type

|
Select NEW Lease || |gahnypurchase order

Framework order
PO Document E_ LS:Lease Order ﬂ
. NB:Standard PO
Ty p e. RP:Recurr. Pay.Order

Stock transport ord.

WLS: Lease WF [WLS Lease WF Order__JI]

ZNBIntrnl PO to MDC [~

NOTE: WLS: Lease WF PO is used for ALL lease PO’s regardless
: of total dollar value. '

s
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Lease Purchase Orders under PO Workflow
(Equipment Acquisition Value)

Click the Lease &
History tab within the
Header section.

@ n| Create Purchase Order

Document CQverview Cn | D ¥ Hold u"fz | tﬁ Print Preview | Messages B & Personal Setting

WLS:Lease WF Order @ - Vmior 110365 Ricoh Canada Inc
= Delivery/lnvoice L Conditions L; Texts L Address L. Con‘mumcahon ..

Pariners | Additional Data | Org. Data | Status

| Doc.date | 07.12.201f]
5§l Lease & History

Equipment Acquisition Value: I

Workflow History Report: |

2

s

Enter Equipment
Acquisition Value
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(Lease Value)

Lease Purchase Orders under PO Workflow

Create Purchase Order

EIE

Document Overview On | B Iﬂ Hold @| fiiyy Print Preview = Messages Personal Setting

WLS Lease WF Order @ Vendor 110365 Ricoh Canada Inc. | Doc date 07 .12 :291?:
71| Header
| :lﬁ? S _|itm A |[Matenal Short Text PO Quantity OUn|Deliv. Date  |Net Price Curre |Per OF._ . !
| [al K Aficio MP C2500 Printer UT 2EA |01.81 2018 1 EA REMINDER' antlnge to enter
ap Kk Aficio MP C2500 Printer UT | 4EA |o1.01 2019 1 ea | $1 in the Net Price field for all
a3 K Aficio MP C2500 Printer UT . 4EA |p1.01 2020 - i
ala K Aficio MP C2500 Printer UT ., 2EA o101 2021 1 = | lines related to FUTURE FISCAL
E YEARS
=0 ] [ e

Lease Value: 1700 2

sfa|2| o|slsflo|=]a]F] ) _Defaut Values _|

ftem [ 4] Aficio MP C2500 Printer UT555-425FY2021 & | |||
. QuantiiesWeights | Delivery Schedule | Delivery | Invoice | Conditions | AccountAssignment | Texts | Delivery Address | Confirmations

Enter expected future lease
commitment for a particular
FISCAL YEAR in the Lease Value
field.

Example: quarterly payments of $425
($1700)

tcmmcmwif L

Click the Lease tab within the
ltem Details section.

NOTE: This step is done for ALL

lines.
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1. Released:

2. Rejected:

Status of Submitted Purchase Orders over 25K

Procurement Services has reviewed all supporting documentation and
released the Purchase Order after initial submission, OR after re-
submission of a PO that was initially rejected.

NEW! Processor will receive a confirmation email with a PDF copy of
the Purchase Order to send to the Vendor.

Procurement Services has rejected the submitted Purchase Order, and
notified department by email.

Proceed to the SAP Inbox to determine reason for rejection, and
address issues so that PO can be re-submitted to Procurement Services

for review.

UNIVERSITY OF
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PO Rejection Notification

Sam p I e N O t I fl C atl O n Tue 11/14/2017 9:36 AM
(sent to PO creator) John Doe

Patrick Cassidy & Associates Inc § PO: 4500157512 approval request has been rejected

Ven d or N ame To  Eric Foremsk

Rejected by: John Doe
Rejection Reasons:

1) - Competitive quotes missing or not comparable

Reason(s) for Rejection 3] - adilitonal commants

Additional Information

Flease attach a third quote

Please take the necessary actions as noted above and return as soon as possible.

Additional
Comments/Information
about Rejection Reason

If you have any questions, John can be reached at JOHMN.DOE@UTORONTO.CA

NEXT STEP: Go to SAP Inbox to get more information about reasons for
rejection and resolve issues in AMS.

UNIVERSITY OF
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Using the SAP Inbox to Resolve PO issues

What is the SAP Inbox (i.e., SAP Business Workplace)?

A mailbox within AMS used for workflow communication.

When will you need to access the SAP Inbox?

ONLY to amend a rejected PO, and once the issue has been resolved
Indicate the reason for re-submission.

Once re-submitted through the SAP Inbox, the PO will be re-routed back to
Procurement Services for review and release.

g}: TORONTO Financial Services



Accessing the SAP Inbox

@ T a Ic@aaﬁﬂ\&ﬁ@ﬁtl@
SAP Easy Access University of Toronto Menu

1. SAP Inbox
(i.e. SAP Business Workplace)

P (3 Favorites
“« ” : . 7 SAP M
2. Open “Inbox” >> 3. Double-click the title of S SAF Mer
“Workflow” to the relevant PO to go to b {3 Logistics|
view all PO the PO and make the
Workflow items necessary changes.
e Edit /G to Folder Environment Settings System Help
| f] =08 ce@ CHE anos AR @6
Business Worgplace of Rames Paramsothy
ew mesghge [ Find folder [E} Find document [ Appointment calendar S Distribution i
AlSce, Ramgs Paramsothy FEEREREERAERER RN EEREIER
ts 0 Inbox
Class [Ti tatu5|Date received 7|Time recew__|Author Forwarder
| Furchase Order 4500157512 sent back originator | @ 11.12.2017 10:11:26
Deadline Messages 0
Incorrect entries 0

UNIVERSITY OF
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Tracking the Status of Purchase Orders

Within a Workflow PO, you can locate the status and change history
associated with a standard or lease PO valued over $25,000.

Accessing the Workflow History Report:

SAP Easy Access University of Toronto Menu
BE| &S| EHB 2| v a

[ (3 Favorites
= ¥ SAP Menu
[ (3 Office
=~ & Logistics
=~ {2 Materials management
= & Purchasing
= &3 Purchase Order
% ME21 N Create Furchase Order

[ [:I L|5tD|5pIay5

I (3 Reporting

[ (J Follow-On Functions =
(3 MESSEQES §N  UNIVERSITY OF

TO RONTO Financial Services




Tracking the Status of Purchase Orders

After displaying the desired PO:

WNB:Standard WF PO 4500161596 Created by Rames Paramsothy
Document Overview On | O % 5 | & Print Preview | Messages Personal Setting

WNB:Standard WF PO B 4500161596 Vendor 100533 Patrick Cassidy & Associate.. Doc. date 20 .07 _20818
5 Delivery/invoice E Conditions E Texts k Address E Communication E Partners E Additional Data E Org. Data E Status E Release strategy. ' Lease & History
Equipment Acquisition Value: b.oe )
— Click the Lease &
Workflow History Report: B . . . .
o Click the Workflow History tab within the
History Report button Header section

UNIVERSITY OF
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Tracking the Status of Purchase Orders
(Workflow History Report)

Task Action The total value AMS USERID of the
: i or WF PO rocessor who: L.
Date and Time | | (.., WF PO Name of the . P Rejection/
iicular ste started focessor submitted to  Released/Approved REsSDONSE
] .
a par _'Cu a P reviewed or p and released by  Rejected P
or action was 4 (.e. creator (i.e.,Approved « Responded (i.e. fixed Reason
taken returned 1o or reviewer) amount) cause of rejection
end user) Procurement | + Reserved the PO
Procurement Qervices Workflow Seryices Report Services (i.e., Procurement
staff reviewing PO)
‘Workflow Hstory for PO: 450076159
Date: 26.07.2018 |
ElEEEE ?!algaﬁ%ﬂiﬁu 2 3 4 D @
@ WF no WI No|Step Date Rec | Time Re WTask Action MName Doc Date §Submitted Am Approved Am_Q@Reserved By Approved By Rejected By Reponse By Rejection/Response Reason
_J10385443 10385443 | 1820.07.2018 |16:31:44 RNorkflow started Rames ParamsothylZD.[}?.Emsl 72.249.40
10385443110385447 220072018 |16:31:49 FProcurement agent PO reviewlEric Foremski |20.D?.2[}18| T72,249.40 \ FOREMERI Competitive quotes missing or not con
| |/10385443|10385447 220072018 |16:31:49 FProcurement agent PO reviewlEric Foremski |20.[}?.2[}18| 72,249.40 \ FOREMERI Additional comments
10385443 10385450 w2007 2018 [16:32:20 BPO returned to end user Rames ParamsuthleD.D?.ZMBl 72,249.40 \ PARAMRANMS Competitive quotes attached
| ||10385443 110385454 420072018 |16:33:01 Procurement agent PO reviewEric Foremski |20.[}?.2[}18| 72,249.40 \ FOREMERI
10385443 10385457 020072018 |16:33:14 BPS release PO orkflow "System___lZD.D?.zmsl 72,249 40 \
10385443 10385461 o8 20.07.2018 [16:33:20 BWWorkflow completed orkflow "System §20.07 2018 72.249.40]

UNIVERSITY OF
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Making Changes to a Standard or Lease
Workflow Purchase Order

Who can make changes to a standard or lease PO after it has been released?

® The department

What happens if | make a change to the PO amount for a PO over $25,000 that was previously released
by Procurement Services?:

® Anytime a PO exceeds its previously “approved amount” it will be routed back to
Procurement Services for another review

What occurs if a PO was initially valued at less than $25,000 when it was created, but after making a
change it is now greater than $25,0007?

® PO workflow process will be activated, and the PO will now be routed to Procurement
Services for review for compliance. Note that supporting documentation is now
mandatory.

What if the PO was initially valued at greater than $25,000, but after a change it is less than $25,0007?

® No communication/routing to Procurement Services will be required.

Bl UNIVERSITY OF
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Watch and Learn!

Links to PO Workflow Simulations

® Standard PO between $5,000 and $25,000

® Standard PO equal to or greater than $25,000
®* Lease PO between $5,000 and $25,000

® Lease PO equal to or greater than $25,000

® Using the SAP Inbox to Resolve Issues with Workflow PO

Reference Guide:

® Set Personal Settings (changing default Document Type)

- s
»
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https://sapdocs.easi.utoronto.ca/ucontent/423ac19047b241238c780a99979d599c_en-US/simulation/html/sim_auto_playback.htm
https://sapdocs.easi.utoronto.ca/ucontent/2cf1163e79e34e8f9933fca794fb7eca_en-US/simulation/html/sim_auto_playback.htm
https://sapdocs.easi.utoronto.ca/ucontent/4f4b687f36ed458e937a12fb3f8e6c31_en-US/simulation/html/sim_auto_playback.htm
https://sapdocs.easi.utoronto.ca/ucontent/401a36c6f19d4b119601436d8ad14dab_en-US/simulation/html/sim_auto_playback.htm
https://sapdocs.easi.utoronto.ca/ucontent/a0046ab6b850484ebbcd815368b69931_en-US/simulation/html/sim_auto_playback.htm
https://finance.utoronto.ca/wp-content/uploads/2015/11/Set-Personal-Settings-PO-Converted.pdf

Who do | Contact for PO Workflow Support?

® Purchasing Policy & Workflow questions: purchasing.help@utoronto.ca

® AMS Processing questions: fast.nelp@utoronto.ca

OR

Your FAST Team representative

g}: TORONTO Financial Services



mailto:purchasing.help@utoronto.ca
mailto:fast.help@utoronto.ca
https://finance.utoronto.ca/fast/fast-team-contacts-and-faculty-representatives/




