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Recording the Purchase Order

Create the Purchase Order in your own financial
system of record. Follow the instructions in these
slides to record the Purchase Order in OAKS CI.




When do | create my PO in OAKS CI?

For Miscellaneous Commits:

When the Miscellaneous Commit reaches the “Funding Certification” step and
you receive a task, you will create your Purchase Order in your financial system
then record it in OAKS ClI

For Contracts and Change Orders:

When the contract or change order reaches the DocuSign step in OAKS Cl, you
will receive a notification that you have been copied on the record.

When you receive that notification, you will create your Purchase Order in your
own financial system, then log into OAKS Cl and record the Purchase Order
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Recording the Purchase Order (Owner Financial)
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Record a Purchase Order

ORACLE’ Primavera Unifier (Test)

#®  company work. .. OAKS CI Traini... No Cost Sheet ...

» To record your Purchase Order e s

E-Signatures

Potential Costs K12

in OAKS Cl navigate to: =

Information
U Title

Cost Manager

Data Manager

Nacument Manager

» Logs -> Purchase Orders K12
Action Items K12
Applications for Payment K12
Closeout - Professional Services K12
. Contract K12
3 C I I C k C re ate Contract Modfication K12

Confract Schedule of Values K12
Field Reports K12
Fund Release K12
Fund Transfers K12
Meeting Minutes K12
Miscellaneous Change Order K12
Miscellaneous Commit K12
Miscellaneous Invoice K12
PS Acquisition K12
Potential Costs K12
Purchase Orde’s K12
Request for Qualifications K12

Subconfractor/Supplier Declarations K12

Viouchers K12

B Reporis
Total: 0




» Enter the Title and
select the Vendor for
the Purchase Order

» Status: “Dispatched”
» Select: PO Purpose

»  (Agreement, Amendment,
Contract, Change Order or
Msc. Commit)

Record a Purchase Order

General PO Distribution Lines

4 General
Project Number
SFC-080001.01

Project Name
©Oak Hills Local Building Project

School District

Create New Purchase Orders K12

E Create New Purchase Orders K12 - Project No. SFC-080001.01 - Goegle Chrome

@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/upok/10867__uref=uuu163268504t5

Record Number

Creator
Matthew Weber

Creation Date

Ny,
] *
Facility Name Status *
|Dispatched v |
Title * PO Purpose *
K12 Purchase Order Example 1 | Contract v |
Vendor Name
Joe General Contractor
4 PO Type
NOTE: Only pick one PO TYPE per record.
Contract Name Amount ($)
| Test Contract 3 50,000.00
Change Order Name Amount ($)
‘ Type a Titfe. 0.00
Miscellaneous Commit Name Amount ($)
0.00

| Ty¥pe a Record Number.

Attachments

b v

e

Submit Save

Comments Linked Records

Information

No Attachments.
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ecord a Purchase Order

[S) Create New Purchase Orders K12 - Praject No. SFC-080001.01 - Google Chrome = [} >

@ ohic-uat-unifier.oracleindustry.com/bp/med/bp/record/new/upok/10867__uref=uuu163268504t5

Create New Purchase Orders K12 - Project No. SFC-080001.01 - Goegle Chrome
= L a Contract K12 X

@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/upak/1
Search | Find on Pags

Create New Purchase Orders K12 Original Contract

. M Contract No. « Contractor Name Title Completion Date
a) CI ICk the SE|eCt|0n General PO Distribution Lines

Contractor SOV Test2 Bob Network Co Contractor SOV Test2
b T71220-1 Joe General Contractor Test- CMR 1
u tto n n eXt to A General 123456 Joe General Contractor Test Contract 3
C N Project Number Record Number 072215 Joe General Contractor Test - CMR
O n t ra Ct a l I I e SFC-080001.01 001 Steve's Electrical Contracting Morris Test
Project Name Creator
b) Choose Contra Ct Oak Hills Local Building Project Matthew Weber
School District Creation Date
C) CI ICk Select Facility Name Status *
Dizpatched
Title PO Purpose * ]
K12 Purchase Order Example 1 | | Contract Total: 5

Vendor Name
Joe General Contractor

4 PO Type Mo Attachments.
NOTE: Only pick one PO TYPE per record.

Contract Name Amount ($)
| Test Contract 3 v @ 50,000.00

Change Order Name Amount ($)
‘.-'; e 2 Title. v = | 0.00

Miscellaneous Commit Name Amount ($)
vy = | 0.00




Record a Purchase Order

E] Create Mew Purchase Orders K12 - Project No. SFC-080001.01 - Google Chreme = O X
@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/upok/10867__uref=uuu163268504t5
Create New Purchase Orders K12 Submit Save = v
} I n t h e P O D eta I IS General PO Distribution Lines
Secti O n . Attachments Comments Linked Rec : :
. 4 PO Type —_—
NOTE: Only pick one PO TYPE per record.
Contract Name Amount (8) E -
|TestC0ntract3 - 0'.-:| 50,000.00
e) Enter the Pu rchase Order |Change Order Name | Amount (5)
Tvpe a Title. v W 0.00
number into the Record
| Tvpe a Record Number v = | 0.00
f) Choose the Fi na nCia I |Misce||aneous Change Order Name | Amount (S)
Type a Title. v W 0.00
System of Record _
Miscellaneous Expense Name Amount {S)
| Type a Vendor Name... v = | 0.00 o
: Information
» Do NOT plug in the PO °0 Detis ,
Not Yet!
amou nt until adding AKS PO No. * lOAKS PO Amount ()
.o Ll Ll L3 | | - |
Distribution Lines (see
I'd | 10/0172020 E |
neXt s I es) Date Dispatched Total Amount ($)
MMDDIYYYY — | 0.00
Line Item Total (%)
0.00
Difference ($)
0.00




Fund the PO

» Click the PO Distribution Lines Tab

» Click Add

E Create New Purchase Orders - Project No. OCI-080001 - Google Chrome

ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/upo1/10067__uref=uu
CreNg New Purchase Orders

General PO Distribution Lines
" Actions ¥

/ No. o il = Fund Code Fund Name

A
Total Amount ¥ - 0.00
Total: 0
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Fund the PO

.
a ) C I I C k S e I e Ct E Create New Purchase Orders - Project No. OCI-080001 - Google Chrome

@& ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/upo1/1006?__uref=uuu387999349t2

— O X

E Create New Purchase Orders - Project No. OCI-080001 - Google Chrome — O X

b ) C h O O S e t h e a p p ro p ri a te @ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/upo1/1006?__uref=uuu387999349t2 Fund Picker %
Create New Purchase Orders Submit Save = v
fund code 1

Search | Find on Page

General PO Distribution Lines nd Code “ Fund Name Agency
. . X A DRC-State-Approp-C0003-DRC-xxsse Toled Correctional Rehab DRC
Add AETmS Line Item Details %
° N t . If d t DRC-State-Approp-C50136-DRC-0 Adult Correctional Building Fund ~ DRC
ote: IT you do not see any Moy 8 © Fundee .
-y General OCl-Local-Auxilliaries-OSUMC-0-0 OCI Local Funds Example o]e]]
fu n d S to C h O OS e fro m Ca I I Fund Code * 0OCI-Other-TestFund-0-OCI-1 OCI Test Fund ocl
’ CECREAEETIG T BT v o= OCI-Other-TestFund-0-OCI-Wave4 OCI Wave 4 Test Fund ocl
OA KS C I Fund Name OCl-State-Approp-DASGSDOCINNNN-DAS-GSD Fred Projects Funding OCI

OCI Test Fund
S Desciotion *

c) Enter a Short Description |

lAmount () *

and Dollar Amount | 00

inancial System of Record
[oaxsEm v Total: 6

d) When finished entering =
information, click Save i ,

Total: 0 4




Fund the PO

E Create New Purchase Orders - Project No. OCI-080001 - Google Chrome — O X

g W h e n a I I I I n eS a re @ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/upo1/1006?__uref=uuu387999349t2
ad d ed, yo ur Iines Wi I I Create New Purchase Orders suomit Save = v

General PO Distribution Lines

S h OW u p I n th e P O EE Add P —~ = v Q 5B Line Item Details Attachments Linked Records
Distribution Lines tab e Coro e | 4Gonera

001 OCI-Other-TestFund-0-OCI-1
Fund Code *

‘ OCI-Other-TestFund-0-OCI-1 v 9-’3

KA
3"

Fund Name
OCI Test Fund

*

Short Description

‘ Test Fund Description ‘

Amount ($) *

200,000.00 ‘

Financial System of Record
‘ QAKS FIN v ‘

Notes

e
Total Amount ¥ - 200,00000

Total: 1

EE N T




Finish the PO

e) Go back to the upper form
by clicking the General tab

f)  Type in the dollar amount of
your PO that you entered
for the Line Item

g) The difference should be SO
h) Click Submit

N\

Create Mew Purchase Orders K12 - Project No. SFC-080001.01 - Goegle Chrome

ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/upok/10867__uref=uuu16326850415

Create New Purchase Orders K12

General PC Distribution Lines

Tvpe a Vendor Name... v . | 0.00
4 PO Details 0

OAKS PO No. * QAKS PO Amount (§)
‘ 12345 ‘ 50,000.00
PO Date
‘ 10/01/2020 ﬁ‘
Date Dispatched Total Amount (5)

T = ‘ 50,000.00
Financial System of Record Line Item Total (%)
‘ OAKS FIN 50,000.00

ifference (3)
0.00

Notes
r

Attachments Comments Linked Recc ::

b~

Information

No Attachments.

s PN




Questions?

Please contact OAKS CIl Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211

W PN




	Slide Number 1
	Slide Number 2
	Recording the Purchase Order
	When do I create my PO in OAKS CI?
	Recording the Purchase Order (Owner Financial)
	Record a Purchase Order
	Record a Purchase Order
	Record a Purchase Order
	Record a Purchase Order
	Fund the PO
	Fund the PO
	Fund the PO
	Finish the PO
	Questions?

