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Quick Reference Tip Sheet

Task

Process Information

Associating a Contract to a Dispatched PO

Note: If additional assistance is needed, please
contact the respective AOC Department staff or the
JIS Service Desk.

The association of Contracts to PO line(s) gives the Judiciary the ability to
accurately track expenses against contracts.

GEARS Navigation

Purchasing > Purchase Orders > Add/Update Express
POs

Favotes ~ ManMenuw  » Puchasing» » PurhaseOrdersv »  AddUpdats Express POs

Process

This document is intended to provide a quick reference to completing standard transactions within GEARS.

STEP ACTION

DETAILS

1. Select the Find an Existing Value tab.
Enter the PO number and click
Search

Favorites - Main Menu - > Purchasing + > Purchase Orders - >

ORACLE

Express Purchase Order

Enter any information you have and click Search. Leawve fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Business Unit[= | MDJUD
PO 1D begins with ~J[/0000059790
Purchase Order Date| = ~

PO Status|= ~]
Short Vendor Na’ne
Vendor ID[ begins with W]
“endor Na"ne
Buyer|begins with V|
Buyer Na"ne

PO Type[= ~] ] ~

Purchase Crder Re:erence

Hold From Further Processing O

pPPpPpLL| B P

[ case Sensitive

2
Clear Basic Search & Save Search Criteria
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Click on the Contract Search icon “,
on the PO line(s) that you want to
associate with a contract.

Express Purchase Order
Purchase Order

Business Unit MDJUD
PO ID 0000053790

copyFrom[ ]
Header (7
=PO Date |10/21/2016 [ Vendor Search

*Vendor SHURAING-001 Vendor Details

“Vendor ID 0000013507 SHURA

C

*Buyer FIELD_BUYER
PO Reference F00d Services Court Process Wk

Header Details Activity Summary

PO Defaults ‘Add Comments
PO Activities Add ShipTo Comments
Requisitions. Document Status
- Actions

Add ltems From (7
Catalog Item Search
Purchasing Kit

Lines (2

Line Item Description

Food Services for Court
neess Winds Groin

B S
212 characters remaining

1 e

PO Status Dispatched
Budget Status  Valid

Al X

[IHold From Further Processing

Backorder Status Not Backordered

Create BackOrder
Receipt Status Not Recvd
“Dispatch Method Dispatch
Amount Summary (7
Merchandise 125.00
Freight/Tax/Misc 0.00 CEELED
Total Amount 12500 USD
Encumbrance Balance 000 USD
Select Lines To Display (2
Search for Lines
Line aQ To o Retieve
Find  Fist @ 10f1 & Last
POQl “UOM  Category Merchandise Amt  tatus
10000 [EA | [D4D1 qQ 5000 pproved E21E

Enter the Contract number and click

Contract Search

View Printable Version View Approvals

(@ Returnto Search || [=] Notify || 2 Refresh

Goto ... More ...

"+ Add

Help
Search . Search Criteria
SetiD, ‘Vendor SetlD SHARE
Note: You can also search for the Contract Style Q Htom SetiD SHARE
icki i ContractProcessOption[ ] Item 1D Q
contract by clicking on the search icon 3
Description Item Description [Food Services for Court Process Work Gro|
Q . Master Contract ID Q Category |0401 Q
Contract Reference Type Corporate Contract| v
i . PO Date 10/21/2016
Select the contract line by checking the —
. oK
bOX E and then C|ICk . Contract Details Personalize | Find | View All |20 | B First (0 1071 @ Last
Item Detail Contract Reference Contract Detail
Contract  Contract -
Select Contract ID Version Reference Category Item ID Item Description Contract Base Price Use Contract Base Price
Type
K16-0064-25 1 Cat Cnfrct 0401
Cancel Refresh
= *Buyer FIELU_BUYER
4. Click jﬂ Save . PO Reference Food Services Court Process Wk Amount Summary (2
Header Details Activity Summary Merchandise 125.00 Caculte
PO Defaults Add Comments Freight/TaxiMisc. 0.00
PO Activities Add ShipTo Comments Total Amount 125.00 USD
Requisitions Document Status Encumbrance Balance 000 USD
~ Actions
Add Items From (7 Select Lines To Display (7
Note: Please repeat the above steps for
— Catalog Item Search Search for Lines
all lines on a multi-line PO. Purchasing Kt Lie[ | To[ o Refieve
Lines (2 Find First ‘&' 10f1 (&) Last
Line Item Description POQty *UOM  Category Merchandise Amt  statys
1 % andfﬁe[\/\g?s&rfﬁ:uﬁ c@a 1.0000 EA 0401 Q WZS,ODO Approved a »1‘»:‘
212 characters remaining
Expand All Collapse All
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5. If the PO Status reverted back to

“Approved”, you will need to
the PO again.

Dispatch

[ Po status Approved | X
Budget Status alid

(I Hold From Further Processing

Receipt Status Mot Recvd
*Dispatch Method | Print v Dispatch

You’ve completed the steps necessary to associate a Contract to a PO line.

@ End of Document
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