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How to Authorise a Purchase Order

How to Authorise a Purchase Order

Until Workflow functionality has been configured, please continue to follow the instructions below to authorise
Purchase Orders Requisitions.

Step 1. Select the Search option

Step 2. Change the Search Criteria

Step 3. Select the Purchase Order Requisition to review
Step 4. How to authorise the Purchase Order

Step 1. Select the Search Option,

H-
@'é http://finance/MyPortal = c| fr &
& myPortal
File Edit View Favorites Tools Help
& v B v 0 dm v Pagew Safety~ Tools~ @~ {] (]
myPortal #% Home £ Accounting B Purchasing Sales (3 Reports {3} Settings @ Search &3 Log Out
Search
Step 2. The Search Criteria screen will appear, as shown below;
_ s
@'é http://finance/MyPortal/Documents/Search/JQ5SearchDocuments.aspx P~ 0| ﬂﬁ 53 {E}
& myPortal
File Edit View Favorites Tools Help
& v B v 0 d=m v Pagew Safety~ Tools~ @~ J @]
myPortal #% Home £ Accounting B Purchasing Sales (3 Reports {3} Settings @ Search &3 Log Out
F-....--..._., | .
> Select Purchasing
Application Mode: Purchasing e
Document Type: PORD - Purchase Ord V\}
Document Numbers: D s Select Purchase Order
Document Date: e =
User Field 1:
User Field 2:
User Field 3:
Supplier: A

Source Reference:

My Documents: Awaiting my authoris '% Select AWa|t|ng my Authorisation

Order: Descending)| -
D Search & Reset
% Show Column Picker I Open favourites list # Save as favourite

show 25 = records
Doc... & |Doc... & |[DocDate ¢ |Year...  Period ¢ |(Supplier & AuthU.. & |AuthSt.. o |PopSta.. g |UserlD & Source... & (UserFi... & |UserFi... & |UserFi...

0 - 0 of 0 records 9

Using the drop down boxes, change the following fields, as shown above;

e Application Mode Purchasing
e Document Type Purchase Order
e My Documents Awaiting my Authorisation
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All Purchase Order Requisitions awaiting your authorisation are returned and displayed in the fields underneath

the Search Criteria box, as shown below;

,e http://finance/MyPortal/Documents/Search/JQSearchDocuments.aspx

& myPortal

File Edit View Help

- v [ = v Pagew Safety~ Tools~ @@~ M| (]

Favorites  Tools

myPortal

E g Accounting @ Purchasing Sales [g/ Reports {@} Settings @J Search @ Log Out

Application Mode:
Document Type:
Document Numbers:
Document Date:
User Field 1:

User Field 2:

User Field 3:
Supplier:

Source Reference:
My Documents:

Order:

& Show Column Picker

Doc... « Doc... & DocD.. ¢ Year..  Period ¢ |Supplier g

UK

E37 Account

QE:'E' PORD 22/01/20... 2015/16 05

@ 5 PORD 896 22/01/20... 2015/16 05 Y

e http://finance/MyPortal/Documents/Search/JQ5earchDocuments.aspx

& myPortal
File

Edit View Favorites Tools

Help

[0 v [ @ v Pagev Safetyv Toolsv @+ M W

Purchasing i
PORD - Purchase Qrds ~

Enter Document Ni| ¥ [~ |Enter Document Ni| ¥ |~

Enter Date » |Enter Date >,
Enter UF1

Enter UF2

Enter UF3

Enter Value el

Enter Source Reference
iing my authorisation -
Descending -

A2 Search & Reset

1 Open favourites list # Save as favourite

Purchase Orders
Awaiting Authorisatio

AuthU... ¢ | AuthSt.. ¢ PopSt.. g |User

Purchas
Document - m st
Created -

Requisitions

Purchase
Document Lil
Created Sl LA (€]

Requisitions

Step 3. Select the Purchase Order Requisition to review using the Spyglass.

« Source._. & UserFi..

Show 300 =

e« UserFi_. 4 |Use

myPortal

E £ Accounting @ Purchasing  Ef Sales @ Reports @} Settings @J Search @ Log Out

Search Criteria

Application Mode:
Document Type:
Document Numbers:
Document Date:
User Field 1:

User Field 2:

User Field 3:

Supplier:

Source Reference:

View Document

My Documents:

Order:

s Show Column Picker

View Comments

Doc... & DocD... g |Year... ¢ Period g  Supplier g

UK

897 Account

22/01/20... 2015/16 05

@ E rorD 896 22/01/20... 2015/16 05 Y

Purchasing -
PORD - Purchase Ord¢ =

Enter Document Ni| ¥ |~ |[Enter Document Ni| v |«

Enter Date * |[Enter Date -
Enter UF1

Enter UF2

Enter UF3

Enter Value A

Enter Source Reference
iing my authorisation =

Descending -

£ Search & Reset

L Open favourites list # Save as favourite

Auth U... & |AuthSt... ¢ PopSt.. g UseriD
Purchase
Document ., m ot
Created S
Requisitions
Purchase .
Document Lil
Created @lilay LA (c]

Requisitions

To view any comments attached to the Purchase Order, select the View Comments symbol.
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Step 4. How to Authorise the Purchase Order

The Purchase Order can be;
e  Authorised
e Amended
e Returned unauthorised

°@| @ http://finance/MyPortal/Documents/Search/ShowDocument/ShowDocumentPurchase.aspx?dn=9038dt=PORD o~0
& myPortal | |

File Edit View Favorites Tools Help
- E ~ = mm v Page~ Safety~ Tools~ ﬂ' i,E @

myPortal # Home £ Accounting i@ Purchasing sales | () Reports | (G} Settings @ Search 3 Log Out

Purchasing (Awaiting Authorisation): Purchase Order 903

Company: PSFLIVEYMAIN

authorise Document  [Z. Attachments .. Document Events « Reports
Date: 26 January 2016 B
Period: January 2016

Input On: 26 January 2016 at 14:44 Authorise button
Last Changed By:

Mominal: RWS9500 - Purchase Ledger Control

Supplier: BENOD1PRFRWS - Ben Limited

Location: RWS - Robert Wilkinson Primary Academy
Reference: Heather
Status: POREQ
Document Auth Status: DOCUMENT CREATED
Awaiting Authorisers: CE

| I Ref IStuckTvpel Description I Quantityl Measurel Price I Net I Vat I Gross I Nominal I Account I Source I J
AT T T v v W W W AT T
1 ||}J|— | 1000007178| |A4 laminating puuch| 3.0D| | 3.50‘ LD.SU‘ 2.1U| 12.60| RWS4010 | EYROO1 | N/A |
| | | | | | | ‘ 10.50 ‘ 2.10 12.60
Further options can be found at the top of the Order, as follows;
a) Document
i Copy Document (creates an exact copy as a new purchase order requisition)
ii. Edit Document (use to amend any details contained within the document)
b) Attachments
i. Comments (add additional comments)
ii. Attachments (add attachments)

c¢) Document Events
i Document Links
ii. Document Events
iii.  Auth Events
d) Reports
i.  View Document (View the Purchase Order Requisition)
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