Purchase Orders
Agency/Higher-Ed



How will | use a Purchase
Order?

B



Purchase Order Purpose

» Purchase Orders

» Used to Support:
» Contract
» Change Order

» Miscellaneous Commit: Acts as a contract in

OAKS ClI for vendors whom will not hold a contract in
OAKS CI.




When do | create my PO in
OAKS CI?

» Once you sign the Contract or Change
Order in DocuSign, you will then:

1. Create your Purchase Order in your own
financial system of record then:

2. Record your Purchase Order information in
OAKS ClI




Recording a Purchase Order

» To record your s
Purchase Order in
Oaks Cl navigate
to:

» Logs -> Purchase
Orders

» Click New




Record a Purchase Order

» Complete the
General block

» All required fields
are marked with a
Red *

» The PO must be in

“Dispatched” status

» Select PO Purpose

» Select Financial
System of Record \

» Under PO Type
select the \
appropriate record
type (only pick one)
then click select to

choose your record




Record a Purchase Order

» In the PO Details
section- Ensure you
plug in the Purchase

] Not Yet!
Order number into

the Record.

» Do NOT plug in the
PO amount until
adding Distribution
Lines (see next slides)




Fund the PO

» Click the PO Distribution Lines Tab

BN

» Click Add

-




Fund the PO

» Click Select to choose the appropriate fund code

» Note: If you do not see any funds to choose from, call OAKS CI
» Enter a Short Description and Dollar Amount

» When finished entering information, click OK

-




Fund the PO

» When all lines are added, your lines will show up in the PO Distribution
Lines tab
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Finish the PO

Go back to the
upper form by

clicking the O
General tab —"

Now, type in the
dollar amount of
your PO that you
entered into the
Line ltem

The difference
should be SO

Add any necessary
Attachments

Click Finish Editing
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Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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