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Purchasing: PO Life Cycle



  


[image: image2.png]



[image: image3.wmf][image: image4.wmf]
[image: image5.wmf]                                                                         
[image: image6.wmf]                                                                                                                    
[image: image7.wmf]                                                                                                                                                                                                 

[image: image8.wmf]                                                                                                                                                  
[image: image9.wmf][image: image10.wmf]
[image: image11.png]



                                                                                                            


                                                            
Online (Manual) PO:


Purchase Order  Created in the Purchasing Module


Status: “Open”








PO Submitted for Approval:


Initial Status: “Pending Approval” 


Resulting Status: “Approved”


Amount: 		 ChartField:


Amt 1 (All POs)	PO Budget Approver


Amt 2 (>$10,000)





PO Budget Checked: 


Validates sufficient funds are available for the proposed purchase by coding string. If sufficient funds exist, an encumbrance is created for the PO.


Batch Frequency: 10am, 12pm, 2pm and once overnight.


Budget Status: “Valid”








PO Closed and Reconciled:


Closing a PO sets the status of the PO to “Complete” and signals that the PO is completely processed. Reconciling a PO releases any unused encumbrances associated with the PO. Agencies should perform this weekly: Status: “Complete”








PO Dispatched to the Vendor:


PO delivered to the vendor by fax, email, EDX, phone, or print method.


Status: “Dispatched”


Batch Frequency: 10am, 12pm, 2pm and once overnight.





Order delivered by vendor and received in Core-CT:


Both Goods and Services are received and keyed into Core-CT.


Resulting Status: “Received”





Return to Vendor:


Optional – If items delivered by the vendor do not meet State expectations, the items can be returned to the vendor.





Start





Invoice Processed by AP and Payment Issued to the Vendor:


The vouchers are created, approved and “Matched”. Additionally, the Pay Cycle Runs and payments are issued to the vendor.
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