Creating a Purchase Order

Po, Requisition Process

File Options Functions  Help

92 o X2
Packets Department | 581 - / CI'Ck the . Create
Create Packet (4] Packet” button to

Suspended begin the process.

Rejected

Collapze Al

b.harriz




New Packet

@ New Packet @

| | « Name your new
Packet Name |STAPLES 581|
D epartrmert | 51 j p aC ket .

FPacket Type

 Fesia e The department

" Suzpended

number should be
v 0| |® corel | added here as well.




@ Requisition Process

File Options Functions  Help

T2 et X2

Input Information

« Highlight Packet you

|
want to add to.

Packets Department | 581 -

5 Regular
+- 1 42361 - BUYBOARD

FMBE] 47367 - STAPLES 521
Suzpended
Fejected

Collapze Al

b.harriz

-+ Click the “Input”
button.




ltem Tab

File Edit Functions Options Help

o e o e+ VVendor: 4228

Redquision Numper [ 10055557 Packe: [42367 STAPLES 5
s e a | o SumMmary Desc.: Dept
number

— Ship to: Dept Number

Ikemn ] Distribution] Misc. ] Applova\] CDmmentsx’Notes]

Vendar Set |01-PARKER COUNTY | Status
Vendor 2886 | 4O [STAPLES BUSINESS ADVANT| P.0. Nugb
Department

hip ta

Approved by
Ordered by

Deena Michals

lssuied

2 3 E

Est. Delivery
Summary Desc

P.0. Description

Internal Motes

W Ok | & Cancel |

E dit b harris




Distribution tab

e+ Enter Account Info

Riequisition Mumber I:l Packet |423B?-STAF'LES 531
Approval / Rejection - - -
B A A e pescription — ICe
/
lkern  Distribution ]Misc. ] Applova\] Comments £ Notes .
&2 Template Diescription |OFFICE SUPPLIES S u p p I I e S

-
|SUF‘PLIES IPUHCHA Units Price Amaount
Project l:l:lp Ordered | U-UUUH U.UUUH 'ID_DE|| ‘\
| = —e Amount - $10.00
u

ik ) ioh Arnourt

10 |5581-300-330 OFFICE SUPPLIES 0000 0.000 0.00

Account Budget | 2r500-°°| Available ‘ 177-75| Total

Group Budget | @- UU| Available ‘ Q- EIU|

W Ok | & Cancel |

E dit b harris




Requisition Approval

— e You can mark the PO

Pt /37/ as either Approve or

|Bu_l,lers | W dpprove [ Reject R . t
|P'un:hasing | [ [ eJ e C .
|L|nused

— o r « Marking it Reject lets
e us know that you

e e have not finished the
PO.




OFFICE DEPOT LOG IN

{Z Office Depat - Windows Internet Explorer

5\\:‘,’ A ‘Bhllps:#bsd‘Uff\cedepul‘tumﬁndex‘du v‘ %‘EHX‘ |GUUU‘5 HE
GOOg[E G o) ﬁ v @ v 3 Boknatse @Motk&d "?Check v o4 Autalink = ﬂﬁ\utoFi\l BSend v [ OSett\ngsv

s . ERErT Log In Name — your
. R NI
Office peroT N G

Business Solutions Division '.‘_ : "\. ey ' / / emall ad d reSS

Sign my company up About Office Depot- About BSD Tiouble logging In?

L em e Password - parker

Please enter your login name and password ’ ama...
Home Businzss
[1-15 Employees)

Login Name:
00 hiefi@parkercountytx.com Small Business

Password: m- (15-75 Employees)
LOGIN

. Medium Business

Autologin: ] (76-500 Employees)

Large Business
(501+Employees)

National/Global
Company

Government
ustomer

Forgot Your Password?

BSD Customer Service: 1-888-2-OFFICE (1-838-
263-3423) For Delivery, Order, and Product Related

Questions Healthcare Solutions

Education Solutions

BSD Technical Support Desk: 1-800-269-6888

Diversity Solutions

Make the Web work for you! Use Future Orders when
delivery of your order exceeds 3 weeks from today!

Place a Future Order

iktp: fw.officedepot, comfrender StaticPage, do7file={comp companyfacts) lake=pr OIntemet 100 - e




Office Depot Home Page

e Use the Search to
find items.

-+ Or you can order by
item number.

= Office Depot - Windows Internet Explorer

G - [ mumimacitmsen o T gk LT 10k 3

Coogle G- v oo B - - 07 boohmuise Datlced Pohedk =

GO | Office Depst

Office peroT

Business Sclutions Division

‘ech Depot Design & Print

Search for

Shopping Cart
T Messages From Office Depot

ESuiotal §0.00
Wigw Cart | Check Out |

Shopping Tools Office Depot is upgrading our Billing
Pl ’"'""""“PF“"@ experience — click here for more

stem to enhance the customer

Find a Store [+]
Ordar Tracking @
Order Appravals O
Order by ltem #
My Shopping Lists
My Profile L+
Cnline Reporting
Green Book Ondine )
Onlin Catalogs @

Future Order Q

Office

DEPOT.

The
SOLUTIONS i Office Depot®

Do & Irtemat




Ordering By ltem Number

2 Office Depot Online - Quick Order by Item Number - Windows Internet Explorer.

@\:/" ‘Eh»nwmnfrmpnm Jshapord & v‘%“’ X | ® E nter Ite m N u m ber
CGoogle Gl viood By Qv {7 oomalse Batoced P heck v v [ sendtov
* & {@OfﬁceDepotOnhne-QuickOrderbyItemNumber |_‘ & "B

Office pEroT

Business Solutions Division

e Enter quantity
e Click Add to Cart

Bullefin Board Tech Depot Design & Print
Office Supplies Furniture Technology Custom Prinfing Customer Senvicas Compar; info

Order by Item Number
Quickly add items to your shopping cart or custom shopping

Shopping Cart
0 temig) in Cart
Subtotal: 50.00

View Cart| Check Out | Cart” or "Add To List." You may change the qual

or Shopping Lists later.

Shopping Tools
Find Printer Supples Add Items to Your Cart

0 temwms

Fndastore @[ [1 (656

Comment

Order Tracking [} 2
Order Approvals @
Orderbyltemd &
My Shopping Lists & 4
My Profile O 5

L 1]

[

L 1]
Online Reporting &) 6 I:I

[

L 1]

]

L 1]

[

Green Book Online &
Online Catalogs @

Futwre Orders @ |8

UODOUOLOUOCE

] v

Dane @ mternet LI




View Cart

Dffice Depot Online - Add To Cart - Windows Int,

g = | ] hotps: e offioedepot comfshoniitens add.do Al WIREAES £o-
Coogle| G- v o B e @ O bomaise Daboced Fheck » o - [ Sendto () Sottings
G | Office Depsct Ordes - A4 To Cart B-8 i - |-k Page v () Took « =
~
Office peroT oot ]

Business Sclutions Division Welcoms JENNY GENTRY of

PARKER CNTY

Bullefin Board Tech Depot Design & Print

Search for

This Item Has Been Added

Shopping Cart

1 lemiy) in Cort )
O Sumtotat $293 Item number E"‘.“‘.’:‘u‘f"' List Price Our Price unmurvnf‘:::‘ed Total Price
View Cart| Chach Out | —mm———— 655266 655266 $11.40  §293  dozen 1 0 52.93

Shopping T BESTVALUE
nd

There are currently 1 item(s) in your cart. [ Vie

Suppd

cvorer ] @)
Fad s $tore ©| people buying this item have also bought:
Order Tracking 10 ™ d Pager® Correction Fluid
Orcler Approvals @) 2ack OF 12 Select
Orderbyltemt € ) ourerice: 55.13 o

- == zen

My Shopping Lists
My Profik L] = S :

L] Medeym Pont, Blye Barrel, Blye Ink, Box OF
Online Reporting @ "ET‘
Green Bock Online O Qur Price: §6.27
Onling Catalags @ | Unis: dogen

Future Order Q

 Make sure that all
items and quantities
are correct.

e Click Check Out when
ready to complete
order.



Check Out Page

— s <+ Check your ship to

S T —rerpr— P ~ & |+ x

Coogle| G- v o B e @ O bomaise Daboced Fheck » o = ] Autordl [ Sendiow

T 2 - ad d reSS
Monday - Fridsy | made to your existing information and choose one of the options at the bottom of the page o ] u

a:00am to B:00pm | complele the transaction.
et

DEPT 499
Name: JENNY GENTRY ALITO REGISTRATION
" 1112 SANTA FE DR
Phond: (817) 598-6136 WEATHERFORD, TX 76086-5855
usa
Cantact Our

Order Options

or please call —
1-B00- 265G E nber - 0B-16130

Payment

For more Typa: * Ascount Bilag ¥
assistance CONTACT - <+ i ;
Cost Center - 4a chE?M ,, E nte r CO ntaCt
FLOOR® - .
Contact:
Contact Phone: s -[s138
et
Comments: =

Fmail
Confirmation:

nter Cost Center
S nter Floor number

Wed, Aug 20, 08 &

For Future Delivery: »

& Irtemat oo -




Bottom Half of the Checkout Page

e Once you have
entered your info in
the top half of the
screen scroll down to
check your order.

Then click Place
Order




Order Confirmation Page

S— — Click on the printer

(€] = | i8] hitps: e offrosdepot com)chackout fop.da Al WIREAES £o-
Coogle| G- v o B e @ O bomaise Daboced Fheck » o - sh-EerdTo = () Settings = L] []
2 [ 28 S ow riendly version
b Al T Use the linksertfie left to quickly access A .
Shopping Too . . i1 lar Thi - informatiin about your account. You may
Find Printer Suppliss View Orier Gelailz fur Thiz Qrder theck the status of your order, view the
Tl - yiew Printer Friendly Order Detail order's detads, change tha information in
YOUIr SCCOUNE, OF View your previous orders.
Find a Store [+]

Yiew Your Order History
Ordar Tracking @

Order Approvals 3| | Yiew Your Account Information

Ordurbyltem @/ | georder
My Shopping Lists
My Profile L]

Online Reporting ©

Grewn Book Online @ | |2PRing Info:

DEPT 299 FLOORS: 1
Onling Catalogs O | [AUTO REGISTRATION PO Number: 08-16332
1112 SANTA FE DR Cost Center: 495
Future Orders  @| |WEATHERFORD, T2 76086-5855 CONTACT: JENNY
" |usa
Contact: Payment Tnfo:

JENNY GENTRY

(817) 598-6136 ext:0000 Account Billing

Comments:

.cxpucl.cd delivery date: 08/20/2008

[Ordar 1nfa: Amcunt
Order &: 440872863-001 Subtot. $2.93
Order Date: 08/19/2008 Delivery
08/20/2008 Charge: $0.00
08:30 AM - 05:00 PM Discount: 30.00
Mirs $0.00
Taxes: $0.00
Total: $2.93

Do & Irneemat o -




Printer Friendly

. Print this version for

@ S Trrapr—— J s 3

Coogle| G- v o B e @ O bomaise Daboced Fheck » o - L Sendto= () Settings =

w=2=yOUr records.

The click Return To
TR o - Home p ag e

Order Summary

G| Prnkable Confmation & B

Thank you for ordering with Office Depot Business Solutions Division

laced an hold.

FLOOR#: 1
PO Number: 0B-16222
Cost Center: 499

CONTACT:  JENNY

Payment Info:

Extended
[

Quantity  Back Ordered

658384 $2.01 dnzen 1 o $2.93
BICHreq; Soft Feelfreg; Retractable Ballpoint Pens, 1.0 mm, Medium Point, Black

ack Ink, Box Of 12 FFSTVALUE

44087 2863-001 Subtotal
08/19/2008 Delivery Charge
Misc
Tares:
Tatal

08/20/2008
08:30 AM - D5:00 PM

Beturn to homepa

£ Done @ Intermat * 10r% -




Finishing the PO
« Once again select

File Options Funckions Help
52 = X2

Packets Depattment [581 | yo u r pac ket .

e * Then click the Input
button.

W] 12367 - STAPLES 59
Suzpended
Rejected

Collapze All

b harriz




Getting back into the PO

@ pi0 Requisition Input
File Edit

)

Functions  Options  Help

Packet |423B?-STAF'LES 581
Approval / Rejection

Fiequisition Mumnber

Ikemn ] Distribution] Misc. ] Applova\] CDmmentsx’Notes]

Vendor Set |01-PARKER COUNTY | Status New

Yendar ‘ | | | P.0. Mumber l:l

=] _tien |

o] ] e0J 00 L) -4

Depatment || Shipta [340-REVENLIES

pppovedty [ owed [ ]
odeedty [ ] Ewpoivey [ |
SummayDess [ |

P.0. Description

Internal Motes

Keyp Entry b harriz

SPL Exit

e Click on the

Magnifying Glass Icon



Select the PO

2 Select Requisition Number

Packet  |EEETRATORCRL : » - /. H |g h I |g ht th e P O yo u
" wish to complete

P Then click the OK
button.

X
+ Ok | & Cancel |




Completing the Item Tab

@ pi0 Requisition Input
File Edit Functions Options Help

HE BRIXN

Requisition Mumber I:l

Packet

| 42367-5TAPLES 531

ﬂ New

Approval / Rejection

o[ sE] ] Bl B -E

Ikemn ] Distribution] Misc. ] Applova\] CDmmentsx’Notes]

Vendor Set |01-PARKER COUNTY | Status New -

‘endar \2585 | el |STAPLES BUSINESS ADVANT| PO, Number  |08-1400

Depatment I:I Ship to 581-Purchaszing Dept j

Approved by Deena Nichals Tued 5/16/2008 | %2

Ordered by Est Delivey  [5715/2008 | %
5517035908960

Summary Desc

F.0. Description | 7035908960

Put the order number

- In the Summary
Description field next
to the dept. number

A

Internal Motes

E dit

b harris

o Ok

| @ Cancel |

- In the PO
Description field.



Completing the Distribution Tab

@ pi0 Requisition Input
File Edit

HE BRIXN

Functions  Options  Help

Requisition Mumber I:l

lkern  Distribution ] Misc. ] Approval ] Comments / Notes

Account 5-581-300-330 & Template

[SUPPLIES [PuURCHA

o [ [ 1P
| I |

Diescription

Ordered |

Packet
Approval / Rejection

o] sR]

|423B?-STAF'LES 581 -

POl B

Units Price Armnount ]
0.000] | 0.000] | 50.04]

Account

iption

Arnourt

10 |5581-300-330 COFY PAPER 0000 0.000 10.00
Account Budget | 2,500 DD| Available ‘ 167. 75| Total
0-00]  Available | 0-09

Group Budget |

E dit

b harris

o Ok

| @ Cancel |

« Description: Item that
was ordered.

_» Amount: The price of

that particular item.



ltemizing the PO

e To itemize the PO you
must continue to tab until
you can enter the account

—— N number again.

tem Distrihutinn]Misc.]A pppppp \]C mmmmmmm / Motes DD B PD x x x . FOIIOW through With the
s [T toae] e second item as was done

[SUPPLIES [PURCH& ] Uk Price  Amount

e 5 P v ) B with the first.

* If there are more items
R S m—— continue the same
procedure.

N — == | _* Once you have entered

crove | e = rar |/ all items included in the
- order click OK.




Final Requisition Approval

Requisition Approval

Approval Status
- Bpproval Level -

I Rt e Now that the PO Is

e complete approve it
Unused | ¥ r by C“Cklng OK
e | 7 I~




Processing PO for Payment

After the PO is approved print it out

After the order Is received attach the
packing slip to the PO

After the Iinvoice Is recelved attach it to the
PO and Packing slip.

Then turn into the Auditor’s office for
processing. (make sure the PO Is signed)



Maintenance

It would be a good idea to maintain a file in
PO number order.
* Monthly review file of PO’s not sent in and

follow-up with Office Depot on Packing
slips, invoices, and orders not received.
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