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Record Purchase Order




Purchase Order Purpose

» Purchase Orders
» Used to Support the following types of records in OAKS CI:
» Contract
» Professional Services Agreement
» Change Order
» Professional Services Amendment

» Miscellaneous Commit: Acts as a contract in OAKS CI for vendors who will
not hold a contract in OAKS Cl
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When do | record my PO in OAKS CI?

» There are two possible ways that you will be notified to
create a Purchase Order:

» Upon receipt of a Contract or Change Order in DocuSign

» Or Upon notification via email from in OAKS CI that you have a PS
Agreement or Amendment awaiting Funding, you will then:

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

2. Record your Purchase Order information in OAKS CI

3. Apply the Purchase Order to the Contract, Agreement, Amendment, Change Order or Msc.
Commit
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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.




Recording the Purchase Order
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Record a Purchase Order

» To record your Purchase Order
iIn OAKS CI navigate to:

» Logs -> Purchase Orders

» Click Create or New

ﬂ 0AKS Cl Training 4
-

ment Manager

(@ =7Na W= PRIMAVERA Unifier (Development)

Agency > OAKS Cl Training

Purchase Orders

Actions w | View | All Records

¥ DAKS CI Traini

Financial Ri
Fund Allocstion
Fund Release
Fund Transfers
Liens

sl Administration

Meeting Minutes

Purchase Orders
for Interpretati
Request for Qualificati

chedule Approv

sample

Total: 23

i Title Contract
Professional Services TEJ test editfi
CMR Purchsse Order test edit i
title Wednesd
Pallets
Highwsy 88 Revisited Katie's C
CADC Boiler Project #1 jim
DMR123 Training
Franklin Project! Test Agre]
17504 Test Agre]
PO 1 test edit i
PO #1 123Test 4
2817 Test Agre]
PO #1 Training
Po #1 marie cas|
PO-001 R Settsf
Greenlesf Test Agre]
csU Test Agre|
purchese order 1 Test Agre|
FO 0018722782 Test Agre]
Purchase Crder 1 Test Agre]
Monday testing Test Agre]
PO for Test #1 Test Agre]




Record a Purchase Order

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

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

N E nter the Tltle a nd Create New Purchase Orders Submit Save = v
select the Vendor for -
th e P u rC h a Se O rd e r Organization Record Number i~

Department of Administrative Services

Attachments Cc » ::

Project Number Creator
QCI-080001 Matthew Weber
bl |
s L ] ay Project Name Creation Date
Taa, > OAKS Cl Training 1
> LN ” =
a u S . I S p a C e Project Location Status
| Surface Road ‘ | Dispatched v ‘

Title PO Purpose *

» Select: PO Purpose [rorm NE= "]

Vendor Financial System of Record *
»  (Agreement, Amendment, |53m5 Decker Ltd v gr;\ | oaks FIN v | o
Contract, Change Order or p—— Information
MSC. Comm|t) | Select v ‘ No Attachments.

» Select: Financial
System of Record




Record a Purchase Order

B creat

@ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/upo1/10067?_uref=uuu387999349t2

g U n d er PO Type Create New Purchase Orders SR = v
S e I e Ct t h e General PO Distribution Lines
appropriate record —_

type (only pick one) PrcfessionalSENicesAgreemEntName Amount ($) - =
then click select to
choose your record o]

Change Order Name Amount ($)

0.00
Miscellaneous Commit Name t ($)
0.00
—
Miscellaneous Expense Name Amcunuslﬁ Create New Purchase Orders - Project No. OCI-080001 - Google Chrome - o x
T Ti v W @ ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record)) upo1/1006?2_uref=uuu387999349t2
Contract X
Search | Find on Page
Original
Contract Total Contract
‘ontract No. Contractor Name Title Completion Status
22-22222 F

Total: 23




Record a Purchase Order

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

» In the PO Details
section - Ensure you

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

. Create New Purchase Orders Submit Save = v
p I u g I n th e P u rc h a se General PO Distribution Lines
Order number into 4 PO Details aachmonts > | 53
th e Reco rd The OAKS PO No.should be a 10 digit number ex. 0000007825 Not Yet ! ——
’ OAKS PO No. OAKS PO Amount ($) HJ M
\$H 98765432100 |‘ I ","oj‘

OAKS PO Date

» Do NOT plug in the ooy oo ®

Date Dispatched

PO amount until [ w00 Yy s A %)
adding Distribution Crested by Intecration =

Lines (see next slides)

Local PO No. Local PO Amount ($)

| | o

Local PO Date

MM/DD/YYYY HH:MM AM B ‘

Information

No Attachments
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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
CreNe New Purchase Orders

General PO Distribution Lines
" Actions

/ No. o il ™ FundCode Fund Name

——
Total Amount ¥ - D00
Total: 0
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Fund the PO

. E Create New Purchase Orders - Project No, OCI-080001 - Google Chrome — ] X
a ) CI I C k S e I e Ct & ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/upo1/10067 _uref=uuu387999349t2
E Create New Purchase Orders - Project No. OCI-080001 - Goagle Chrome — O X .
Fund Picker X

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

b) Choose the appropriate Create New Purchase Orders

Search | Find on Page

Submit Save — ¥
fu n d C O d e General PO Distribution Lines nd Code 4 Fund Name Ageney
. . KA DRC-State-Approp-C0003-DRC-xxsse Toled Correctional Rehab. DRC
Add Actions w Line Item Details o
DRC-State-Approp-C50136-DRC-0 Adult Correctional Building Fund DRC
° N . I f d No.y 8 °° Funace OCI-Local-Auxilliarizs-0SUMC0-0 0OCI Local Funds Example ocl
ote: If you do not see any Gonera
Fund Code * OCI-Other-TestFund-0-OCl-1 OCI Test Fund ocl
fu n d S to C h OO Se fr‘o m Ca I I OCI-Other-TestFund-0-OCL1 v O= OCI-Other-TestFund-0-OCI-Waved OCI Wave 4 Test Fund ocl
’ Fund Name OCI-State-Approp-DASGSDOCInnnn-DAS-GSD Fred Projects Funding ocl
OAKS Cl
Shod Decadotion *

Test Fund Description ‘

c) Enter a Short Description ]
and Dollar Amount | o S

Cancel m

Notes

d) When finished entering _

Total Amount Al

information, click Save )
=n




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, you r‘ I | n eS W| I I Create New Purchase Orders submit Save = v

General PO Distribution Lines

show up in the PO —_— T
Distribution Lines tab R Cero e | 4 Gorera

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

‘ OCI-Other-TestFund-0-OCI-1 v 9-’;

KA
%'l

Fund Name
OCI Test Fund

*

Short Description

‘ Test Fund Description ‘

Amount ($) *

200,000.00 ‘
. Financial System of Record
: ‘ OAKS FIN v ‘
Notes
Total Amount ¥ 200,000.00
Total: 1 7~
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Finish the PO

a ) G O b a C k to t h e E Create New Purchase Orders - Project No. OCI-080001 - Google Chrome = a X
& ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/new/upo1/10067__uref=uuu387999349t2 &
U p pe r fO rl I l by Create New Purchase Orders a_e =~
C I i C ki n g t h e 9 . General PO Distribution Lines
3

. »
OAKS PO No. DAKS PO Amount ($) Attachments  Comm > | v
G I b 98765432100 I 200,000.00
eneral ta P ——
° Date Dispatched
b) Type in the S :
Created by Integration
dollar amount :
Local PO No. Local PO Amount ($)

of your PO that

Local PO Date

you entered : S |

- Information

into the Line

No Attachments

200,000.00

It Line Item Total (§)
e m o 200,000.00

Difference ($)
0.00

c) The difference
should be SO

d) Click Submit
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Apply PO to Record

» Go to Logs and find the
appropriate record (for this
example we are using the PS
Agreement)

» Double click on the Record

» Click Accept Task, if the task
has not already been
Accepted

Agency/Higher Ed Train X [@] Primavera - Cloud Portal X/ [@] Primavera Unifier x

€« 3/i-upsat?.

C | & Secure | https;//chio-unifier.oracleindustry.com/b

(@ F7Xa M=y PRIMAVERA Unifier

A Parking Lot
Closeout - Contrac.

Rhodes Tower Lal

e & Rho. DAS OPF Buildi. Lausche & Oca.

Agency > Departmentof Ad.. > Lausche & Rnode.

Closeout - Profess.

Fle Edt View Help

EHNew v BaCopy - FOpen QFind SrFiteredBy[ |- [¥Import

Professional Services Agreements - Current View All

Conract
Conract Schedule.
Conlractor Pay Re. 1 ttem(s)
EScrow Accounts

R Tite Professionel Sevices Provider  Agreement Type
Fund Allocation
Fund Release
Fund Transfers
Liens

w <ting Minutes
Miscellaneous Ch.
Miscellaneous Co.
Miscellaneous Inv.
Prevaiing Wage R
Professional Seri..
Professional Ser...
Professional Servi.
Professional Servi.
Professional Servi.

Program of Requir

SOCC South Uti.

Total Agreement Amount
5)

DAS OPF Buildi

COFee% | CAHous Staus

OFCC/Agency AGMT (Prater Enginee Ohio Facilfies Construction Commissi SAQ/Agency $196,607.92 0 0 Approved

DAS OPF Buildi

e - o0 x

*
Proxy for Deborah Ramsey v Sign Out
North High Com > v+

Record Number

Agree-0001

Switch to Standard View

Display

Items Per Page

E Professional Services Agreements - OCI General 080001-02 - Project Mo, OCI-080001 - Google Chrome - a

& ohio-unifier.oracleindustry.com/bp/mod/bp/record/opentask/

2603428?task_id

Professional Services Agreements

—p  :ccept Decline

General  Agreement Defails  Purchase Order

. Aftachments ~ Commenis  Linked Records  Linked Mail  Wor
4 Task Details _—

F N
rom [ -] Name & [ Tite
Matthew Weber
4 Published Attachments
To & i CH0-01-2019 MAR-AE .
Archana Alrey Malthev: Weber Rita Hichols; Shauna Hooks; Steve Mayo;Project Manager
Sent For
Funding Certification
4 General
Organization Record Number H
OAKS Cl Test Agree-0024
Project Number Creator
0CI-080001 Watthew Weber
Project Name Creation Date

Agency General Projects Test 04/14/2020 02.55 PM (UTC-5)

Totalz 1
Project Location Status

OAKS CI Administration Accepied

26034288&parent_id=0&viewOnly=08&project_id=10038model=upsa18_uref=u...
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Apply PO to Record

» In the General tab, scroll down to the
Purchase Order Details section:

a) Click the Select button next to PO Record =

Choose the PO Record
Click Select

b)

C)

8 ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/open/up|
{ Professional Services Agreements

{
| General Purchase Crder

—

Agreement Details

{

| | 4 Purchase Order Details - 1
PO Record

E Professional Services Agreements - OCl General 080001-05 - Project Mo, OCI-080001 - Go... — O *

8 ohio-uat-unifier.oracleindustry.com/bp/mod/bp/record/open/upsal/567/0/07srcid=567&mod...

Purchase Orders X
Search | Find on Page
OAKS PO Local PO
Title Contract Name No. No.
PO#123 nfract Test 1 98765432100
QCI General 080001-05- -contract testOCI General 0800...
CMR-DB Test B Test
Plumbing PO -McClellan Construction Agreem 0000010231
JFS-116011 PR1 fy Company
AGO-100005 My Company
AGO-090001 PR5 Agreement 00000252
Sample Purchase Order Bruce's Confract
Test Purchase Order BEN&JERRYS BPS SANITATION 1234567890
Purchase Order Sample Agreement $4 1234567890
Total: 70
coe [ s |

i OAKS PO No. OAKS PO Amount ($)
OAKS PO Date
Local PO No. Local PO Amount {§)

Local PO Date

| Total Amount (5)

[+ Name |
4 Unpublished Attachments
0.00 £+ v C-1.pdf ‘
I C-2.pdf
; |
0.00 ‘
- | ‘
0.00 Total: 2




Apply PO to Record

» Your task is complete! You have now funded your record

» You can now send the record forward to the next step




Questions?

Please contact OAKS CI Support Desk:

oaksci@ofcc.ohio.gov

614.644.2211
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