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Prerequisites, Overview and Module Objectives

Prerequisites
Prior to starting this training, we recommend that you complete the following modules:

Navigation for Shoppers (Registered Users)
Personalizing

Searching for Shoppers (Registered Users)
Shopping

These modules will provide some valuable tools and helpful suggestions to assist you in learning about the
GoCM Purchase Order.

If you would like to take these modules before starting Purchase Orders, please click on the All Modules
link in the left navigation bar.

Module Overview

This module is designed to teach you the purchase order process of GoCM. The numerical menu bar above
this text indicates which section of the module you are in.

Prerequisite, Overview and Course Objectives

Step-by-Step process with screen shots and demonstrations
Review and Try it Now

Helpful Tips and other Job Aids

PO~

While you can skip menu items, we recommend that you follow the natural progression of the course as it
will help you better understand how to work in the GoCM.

Objectives of this Module

The GoCM Purchase Order is designed to assist you in creating a purchase order for distribution to
suppliers from whom you will be purchasing items.

A demonstration is incorporated in this module to show you how to view and change a purchase order.

The objectives of this course are to allow users to:
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Search for a Purchase Order

Display a Purchase Order

Make changes to a Purchase Order
Preview, Print, and Save a Purchase Order

Additional purchase order tips are provided in the Helpful Tips and other Job Aids section of this module.
This includes information on:

¢ Downloading a Purchase Order
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Step-by-Step Process with Screen Shots and
Demonstrations

The following scenario will be used throughout this module to help you learn how to use the GoCM purchase
order:

*  You have created a shopping cart with two items: ECO conv - 2004 8.1L Chev Suburban/GMC and
a monitor. Now proceed to creating and viewing your purchase order. Note: Because both items
are part of separate Standing Offers, two Purchase Orders should be created.

Table of Contents

Searching the GoCM for a Purchase Order
Displaying your Purchase Order

Displaying your Header Data

Displaying your Item Data

Modifying your Purchase Order

Previewing, Printing and Saving your Purchase Order

Searching the GoCM for a Purchase Order
Once you have ordered your shopping cart, one or more purchase orders are automatically created.

You will need to remember the shopping cart name and number in order to retrieve your purchase order.
The cart number is automatically generated by the system.

Go Shopping My Purchase Orders My Reports

Search for Goods | Check Order Status

Action performed successfully Hel

Shopping Cart Crealed with NameMNumbey ORDER OME - nov 1 [ 1000004259

g 3 Hems in Shopping Cart

Required
on

Toner Cariridge -FP200ZZIV230/240025002 10 each Printer and facsimie and photocopier supplies 04.11.2008 358.40 CAD

Taner Carrdge -HL 10301200 SERESHM44 10 sach Prvler and facsemds and photocopier supphes 04112008 1.507.30 CAD

Toner Canridge -F-80/85M11-450004700°-1 10 sach Printer and faceimis and photocopier supphes 04112008 72210 CAD

GoodaServices Descrigtion Quantity Category Walse

) 2,597.50
Total Value (Net) : CAD
Tax Amount: 166.87 CAD
. 2,T836T
Total Value (Gross) : CAD
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Go to the My Purchase Orders tab and click on Process Purchase Order to retrieve your purchase order.

Note: GoCM is not connected with your department/agency's back end procurement tool. You will need to
ensure that you have entered the information you need to in your procurement tool as well.

There are two ways of searching for purchase orders. The simple search allows searching based on
Purchase Order Number, Purchase Order Name, Status and/or Timeframe as to when the purchase order
was created. The image below demonstrates a simple search.

Purchase Order Help

Create PO
Purchase Order with Transaction Type: we| | create

Search for Purchase Order
Purchase Order Number Purchase Order Name Status Time frame

[Stant]  Extended Search

Enter your search criteria then click Start.

Note: You must click on the Start button. Pressing Enter on your keyboard will not work.

If you get a list of purchase orders, click on the purchase order number or Details icon (magnifying glass) to
display the purchase order information.

Purchase Order Helo
Create PO
Purchase Order with Transaction Type: | m
L e
Search for Purchase Order
Purchase Order Number Purchase Order Name Status Timaframs
% Ordersd m m

[Stan] Extensed Search

Search Result: 99 Purchase Orders
Wy ikt Mg rich, Do i fa] Purch, Grous Total Wl Saatips I Act
* | AR0OO000ES ECSHOPODZ 13.00. 2006 10:24 GoCM Purchasing Organization PAWWGSC Purchasing Groug 31.40 CAD Oroered ‘J,
* AP0OODOIST te-1 jearier ZE-sep loner and monkor GoCM Purchasing Organization PWGESC Purchasing Groug | 31 .232.00 CAD Ordersd
b 400000006 Explore - JCarter I-sep Clans 3 CoCM Purchasing Organization PWESC Purchasing Groug Q.00 CAD Ordered 'N-], #

You can also click on the Change icon to modify the purchase order information. This will be discussed a
little later in the module.

If you only get one result from your search (e.g. if you search based on purchase order number), the result
list will display the purchase order along with all purchase order line items as illustrated below.
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Purchase Order

Create PO
Purchase Order with Transaction Type: | v | | Create

werssst. [2F]

Search for Purchase Ordor
Purchase Oroer Husber Parchage Qroer Hame: Sinlus Time frame:
£ | ORDER ONE - ngw 1 Ordened "1 :""-_l

[Stn]  Extended Search

Search Result: 1 Purchase Order |
Humber laos Burch Qrganization Burch, Groug TotalVal Slabey  Action

- 4000000653 OROER ONE - nov 1 Goll Pyrchasing Organizaton PGSC Purchasing Group L5780 CAD  Owdered ‘J\. .m

Bem Descrgbon Product Calwgary Cluantty et Prica Contra

1 Foner Cartridge -FR200/2202 3024028052 44103100 Prnber and facsimis and photocopler suppies 10 each 3 88 CAD Per 1 each
& Toner Cartrdge -HL 10301200 SERES 44 4410300 Prinber and feceimds and photoooper suppbes 10 aach 150.73 CAD Per 1 sach
2 Toner Cartridge -F-£0/850- 450008 TOOA-1 44103100 Prnter and facsimie and phofocopier supples 10 each 7221 CAD Per 1 each q};?

Similar to viewing specific information about the purchase order, you can click on the item number or Details
icon on the purchase order item line to go directly to the purchase order line item information.

You can also click on the Change icon on the on the purchase order item line to modify the purchase order
line item information. This will be discussed a little later in the module.

The other way to search for a Purchase Order is by extended search. The extended search provides the
capability to search on various other purchase order data elements.

Note: Both search methods will limit the purchase order search result list to your own purchase orders, only
administrators can view/modify purchase orders that belong to others within the department.

To search using the extended search, click on the Extended Search hyperlink next to the Start button as
seen below.

Purchase Order Hisks

Create PO

Purchase Ovder with Transaction Type: v: Create
workst. (]

Search for Purchase Orgder

Purchase Order Number Purchase Qrger Name it ] Temaframs

= (]

The search screen will open up many different fields to help you refine your search.
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e Drders

Purchase Order Heig
Create PO
Purchase Omser with Transaction Type: _v'_. _Crm

[woriint| (PR

Search for Purchase Order
Furchuse Order Number Purchass Crder Hame Stabus Tengframe
= ™
Purchasing Organizaton Purchasing Group endor Requester
o= o= #
Goods Recipient Prefemsd Vendor Eam Description Prodsct
o L
Wendir Product Musbar Product Catagery Apesanl Assignmasnt Cat Account Assn
v] |
Conbract Humbar Debvary Dabec From Delivery Daila: To Reguanemani Nui
] s} s

Enter your search criteria and click on Start. You may have to scroll to the bottom of the screen to locate the
Start button.

You may have to scroll down to view your search results.

Displaying your Purchase Order

Once you have found the purchase order you were looking for, click on the purchase order number or details
icon to display your purchase order.

Note: As the graphic below demonstrates, separate purchase orders will be automatically created for items
under different standing offer agreements. They will still remain part of the same shopping cart. However,
your print output will display the number of different standing offers which your shopping cart contains.

ltems A, B and C are a part
of Standing Offer 1
Item A Purchase
Order 1
(ltems A, B
ltem B I - L L
Shopping
Item C is ordered through
a Procurement Gard Cart
Item C
Purchase
Order 2
Item D {ltem D)
Item D is a part of
Standing Offer 2
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As you can see in the graphic below, you can view your purchase order by Header Data or Item Data.

Header data provides details about the entire purchase order. ltem data provides details about each line
item within the purchase order.

Purchase Orders My Reports

Display Purchase Order
:’."".e.'. :-:.". [ i;ia-.-. .?%:sfs. [ Complele |Refresh| Back to Initis| Screen
|Dutputhuiew]|anniuad|';;_'.1."

Purchase Order Name ORDER ONE - nov 1 Number 40000006853

_Emf

Sasic Data|| Documents | Pavment | Quiput | Status | Document History | Approval | Versions

Document Date 01.11.200&

Total Value 2,597 80 Canadian Dollar
Tax Value 155.67 Canadian Dollar
Transaction Type ECPO Purchase Order

Purchasing Organization GoCl Purchasing Organization

Purchasing Group PWGESC Purchasing Group Q
Amendment Number

Amendment Amount 0.00

Backend PO Number

Displaying your Header Data

In the Basic Data tab, you can view all of the following information:

1. The administrator responsible for the purchasing group/department;
2. Vendor contact information;
3. Requestor and/or Goods Recipient contact information; and
4. Ship-To Address details.
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Bazic Data || Documents | Payment | Qutput | Status | Document History | Approval | Versions

Document Date
Total Value
Tax Value

Tran=saction Type

Purchazing Organization GoCM Purchasing Organization -

01.11.200&

2,597.80 Canadian Dollar
155.87 Canadian Dollar
ECPO Purchase Order

Purchazing Group PWGSC Purchasing Group % i
Amendment Number
Amendment Amaunt 0.00
Backend PO Number
Partner Overview
Function Humber Mame
Vendor | 2 53 KERR NORTONM
Regquester 3 33 Tim ECSHOPOO2Z
Goods Recipient 33 Tim ECSHOPOQO2

Ship-To Address

4

50127

oo L L

To view the departmental administrator, click on the display icon next to the Purchasing Group field. You
can also view other details about Vendor, Requester, Goods Recipient, Ship-To Address and Invoicing
Address by clicking the magnifying glass to the right of the Function. This is shown in above graphic.

If there is an e-mail address maintained with the master data, you will notice that the mail icon is enabled.
Click on the e-mail icon to launch your email software and send an email to the recipient.

If you have made changes to your purchase order, you can view the changes by clicking on the Display
Change Documents button at the bottom of the screen, as seen in the graphic below. You may need to
scroll down to view the button.
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|Basic Data | Documents | Payment | Output | Status | Document History | Approval | Versions

B3
Ei

PWGSC Purchasing Group

The graphic below is the result of clicking Display Change Documents.

7-e.doc Page 9 of 24
2007-05-22



SAP Helg
ORDER OME - nov 1

Changed Since Changedby  Changes Within Version Rem Number

w N [ ey (aaly]

Soried By

.tnanged On, Hewest First EI

Description Oid Valse New Value ChangedBy Changedon Changed Al Version
Awaiting Approval indicator; Status Is inactive X WFR-BATCH 01112006 112113 2
Ordered Newly Added WF-BATCH D.11.20068 11:21:13 2

In Documents under the Header Data tab, you view text that was manually entered on the purchase order.
To see text entered with the shopping cart, you must go to Documents under the Item Data tab.
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Header Data [T

Basic Data | Documents|| Payment | Qutput | Status | Document History | Approval | Versions

Vendor Text Vendor Text was entered manually.
Internal Note Internal Note was entered manually.
Approval Note Approval Mote was entered manually.
Comments from Vendor

e Vendor Text was entered manually.

|Add]

D - Y Typ n
€ Supplier Notes Standard Aﬂmhrrmt [~ ECSHOPO02 22.05.2007 14:05:09

Note: Since the text from the shopping cart does not appear with the header information on the purchase
order, this tab does not normally contain any information.

Note: When approval workflows are used, this text will contain comments from the approver. Since GoCM
does not use approval workflows, this text would normally be blank (unless text was added manually after

the purchase order was generated).

Click on the Descriptions of the attachment you wish to view. The attachment is displayed in a new window.
Attachments manually added to the purchase order are displayed here. Attachments created on the
shopping cart and copied on to the purchase order are displayed with the purchase order line item.
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2] http://cmodcazd13.gocm-mdge. sakmsdev. ge. ca: 8002/sap/ebp/docserver/Supplier%20Notes.doc?a... - | 0 /E4

Fle Edit View Insert Format Tools Table GoTo Favorites Help -l..-i'
\-._.-:'II \_.-"I ."ﬂ I"ﬂ . h ' ) Search \:;*:-" S EI ﬁﬂ ¢ F =
! Address .ﬂ hm:f,-'umdcazdIJ.Mwﬂgc.sdmmdev.gc.carBJ)ﬂE{saprehpvaHﬁm:r%mtts.duc?att:gzt3 Gﬂ' ks ™

L .m...,...1....._.2...,.._3...,...;...,...5....3
- I&“acnmtlﬂ:

- Purchase Order: ORDER ONE - nov 1

Notes: Spoke with supplier and theyv agreed to ship after 4pm

2
o
. S
=Ec@ T4 | il

ﬂ Linknown Zone

The Payment tab fields are not a relevant at this time since invoicing capabilities are not used and since
procurement card information is not kept.

My Reports

Display Purchase Order
[Order]| [Hoild I[:he-::k Change |Z ':;Ia;--“:els‘.f. Complete| [Refresh|  Back to Initial Screen

| Output Preview | | Downlcad | [ Upload |

Purchase Order Name ORDER OME - nov 1  Number 4000000883

) e

Basic Data | Documents | Payment | Qutput | Status | Document History | Approval | Versions

Terms of Payment  PTRM Pay in 30 days
Incoterm

Procurement Card of

Card Number

Walid To

Candholder

The Output tab contains a complete log of all attempts to send the purchase order to the supplier. Since
GoCM does not send purchase orders electronically to suppliers, the Output tab is not relevant to GoCM.
This module will discuss how to print, preview and save purchase order for options on outputting GoCM
purchase orders.
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h1'_.- Heports

Display Purchase Order
:;:':5'_ | Hold | Check :Z splay | _:Eii'.i: _-?:-‘.":‘:5_ Refresh Back to Initial Screen

|Output Preview | [Download| | Upload |

Purchase Order Name ORDER OME -nov 1  Number 4000000853

Header Data L L

i ta | Documents | Paymentl] Output | Status | Document History | roval | Version:
Mersuons

Last Sent on
With Qutput Medium

Addtional Output Reguestad via
O Printer
) Fax §13 249 2109

O E-Mal grder_from_me{@kerrnorton.ca

(= xmL

The Status tab contains a complete history of all changes to the purchase order status. When a purchase
order is initially created or when a change to a purchase order is processed, the system will automatically
set the status codes as illustrated below with the final status being set to Ordered.
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Go Shopping My Purchase Orders My Reports

Process Purchase Orders

Display Purchase Order

| =I:r35:'| | Hold | | Check| | Changel | Dizplay

elete | | Complete |

resh | Back to Initial Screen

| Cutput Preview | | Download | | Upload |

Purchase Order Name ECSHOPOOZ 25.04.2007 13:45  Number 4000000942

Bazic Data | Documents | Pavment | Output | | Status || Document History | Approval | Versions

System Status

Complete

Created

Document Completed
Ordered

The Document History tab contains the history of the original shopping cart, the purchase order and all

follow-on documents created for the purchase order. The history only shows shopping carts that have been
ordered.

Since there are no goods receipts or invoice postings in GoCM, the shopping cart and purchase order are
the only documents displayed in the Document History.
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Basic Data | Documents | Payment | Output | Status || Document History || Approval | Versions

Shopping Cart 1000004299 Approved
Created on 01.11.2008 SROCLNT100

Purchase Order 4000000663 Ordered
Created on 01.11.2006

You can click on Display as Table to display the Document History in table format as demonstrated below.

! ORDER OME - nov 1 :

Basic Data | Documents | Payment | Output | Status || Document History || Approval | Versions

The Approval tab contains a complete history of all purchase order approvals.
Note: Since GoCM does use workflow approvals, the purchase order is approved automatically; therefore,

approval preview will always indicate that the workflow was started and approved.

7-e.doc Page 15 of 24
2007-05-22



S temoee

Basic Data | Documénts | Payment | Output | Status | Docurment History || Approval || Varsions

Add QEx-ns.'.-Er| Add Approver

Ho Approval Reguired

as Tab

In the Versions tab, all versions of the purchase order are maintained. In addition to the audit trail
maintained for all changes to the purchase order, when certain key fields are changed, a new purchase
order version is created. For example, a new version is created whenever changes affecting the dollar value
or delivery date are made. The purchase order versions can be displayed and compared using the Versions
tab. Refer to How track purchase order changes for instructions on viewing change documents and
comparing purchase order versions.

To compare two versions of a purchase order, click on the purchase orders you wish to compare using the
checkboxes.

Basic Data | Documents | Payment | Output | Status | Document History | Approval || \Versing

[Compare]

Sedect two versions that yvou wish to compare

Selection Version Doc./\Version Type Created on Doc. Name Action
Active Doc. 01.11.2006 11:21.07 ORDER ONE - nov 1

4
3 Historical Viersion  01.11.2006 14:30:16  ORDER ONE - nov 1

£ Historical Version |01.11.2006 14:19:21 ORDER OMNE - nov 1

2L L L

Historical Version |01.11.2008 11:21:14¢ ORDER ONE - nov 1

I—-|

If you have more than one version of the purchase order, you can compare the various versions by clicking
on the Compare button.

Below is the result of clicking the Compare button.
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Versions: Details 4 and 3:

Only the data that iz different in both versions i displayed

| Expand A [Culﬂpse A.I]

Header Data - No Changes Exist
= tem Data
= Material: Item (1)
* Prices
Condition Field Version 4 Version 3
Price (Cataleg) COND_MNACTIVE A
Price (Manual) No Record Exists Record Exists

* Material: Item (2)

* Prices
Condition Field Version 4 Version 3
Price (Cataleg)  COND_INACTIVE Y
Price (Manual) No Record Exists Record Exists

Displaying your Item Data

You can also view various details about the items in your purchase order by clicking on the Item Data tab.

Digplay Purchase Order Heig
| Geder | | Hold | E‘ | Deprlay | | Dielefie | | Eomplete | | Amtresh | Backlp indnl Sorean

Purchase Order Name ORDER ONE - nov 1 Number 4000000553

A [!eml:la:u

R Rem Cat Descricton Product Product Cabegory  Quanily  GrossPrice  NelPrice Pequieden Assigned ko Bation
! Materal Toner Cartrige FEHO2ZIDLNTINT 44103100 0 Edeach 384 CAD Peri B84 CAD 04112008 Cost Center 001 ok [ W
2 Material Toner Cartridge -HL 10301200 SERES/44 48103100 0 EAeach 150.73 CAD Per 1 15073 CAD. 04112008 Coat Center 001 b [T 1
d Eatenal Teaer Carindpe -F-S0850-45004T00A -1 4410100 10 Es ench 7221 CaDPer1 7221 CA0 04.11.2008 Cost Center A001 q_ o M

Toital Val: 2,597.80 CAD Tax Vialue: 15587 CAD

If you click on the item number of the purchase order you can view the following information about that line
item as seen below:
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Purchase Order Hame ORDER ONE -nov 1 Number 4000000883

Header Dala Itm Data

Burchage

ELLES I Noruments | SEEBUEE Folew-0f " shpping  Schedul o L
Data || 2D | Prices | Documents Assignment | gocuments Statstics M':_rn lotification Loes Previous Mext »
efn 1: Tgner Cartpdge -FP2Q0VZ202I02402502 ?

112113 4 9 6 7 8 9 10

Produwct

Product Type Materal

Chusaritity 10 i

Grivas Price 3584 CAD Per 1 each

et Price 36,84 CaD

Net Valse 368.40 CAD

Required on 04.11.2006

Incoterm

Product Category 44103100 Prinber and facsimie and photocopier supples

Catalog GoCM Catalog (al | Display Preduct in Calalog |

The different types of tabs are defined below.

Basic Data: Provides details about the line item. You can also view the item in the catalog. It is
here that you can view if the item was purchased on a procurement card (the P-Card Indicator flag
will be checked off).

Partner: Provides detailed contact information.

Prices: Displays detailed line item pricing information. All prices should reflect the catalog price.
Additional prices (e.g. manual price, discounts) may appear if this information was added manually
after the purchase order was generated from the shopping cart.

Documents: Text and attachments entered with the shopping cart line item can be viewed here.
By default the Vendor Text is displayed.

Account Assignment: Shows accounting information. The Account Assignment Overview is
displayed showing all account assignment line items. Note: If the accounting information was spilit
across several accounting codes (e.g. the line item was charged to multiple cost centers), Multiple
would appear in the Assigned to column on the Account Assignment Overview screen.
Follow-up Documents: Shows the document control information (e.g. whether a purchase order
response or a shipping notification is expected from the vendor) followed by the document flow
display. The document flow displays the original shopping cart/shopping cart line item and the
purchase order/purchase order line item. Note: Since there are no goods receipts or invoice
postings in GoCM, the shopping cart and purchase order are the only documents displayed.

The last four items will not contain any information:

7. Statistics: If goods receipts and/or invoices were entered in GoCM, this tab would display the total
quantity and total amount confirmed and invoiced.

8. Purchase Order Response: If suppliers were sending a POR confirming receipt of the electronic
purchase order, this tab would display the POR details.

9. Shipping Notification: If suppliers were sending shipping notifications when items are shipped,
this tab would display the shipping notification details.

10. Schedule Lines: Schedule Lines can only be completed before a purchase order has been
ordered. Since purchase orders are automatically set to Ordered in GoCM, this functionality cannot
be used.
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Modifying your Purchase Order

If you need to change any information in your purchase order, you can do so by clicking on the Change
button in the Display Purchase Order screen.

Go Shopping My Purchsse Orders My Reports

Process Purchase Orders

Display Purchase Order
:'2':-7.’\__'-.'71_3 5:-3;__':5—:-'..

|0utput Prw't.w] | annhud| :u';,': ad |

1]

i

1]
I

1]

5

1]
a

-

Purchase Order Name ORDER ONE - nev 1 Number 40000008583

In the Header Data tab, under Basic Data, you can manually enter an Amendment Number, Amendment
Amount and Backend PO number (taken from your department/agency's procurement system) as seen
below.

My Purchase Orders My Reports

Process Purchase Orders

Change Purchase Order

[orer] 5] [chick][crane) [y (o] [cormpee [Roiosh]  ack ot Screen

| Output Preview | | Download | | Upload |

Purchase Order Name ORDER OME - nov 1 Number 2000000653
Header Data i Gk 1]
-Ba$|l;DaEa.| Locuments | Paymeat | ODutput | Status | Document Hstory | Approval | Versipns
Document Date 01.11.2006
Total Value 2 co7 &0 | Canadian Dollar EJ
Tax Vikie 155.87 Canadian Dollar
Transaction Type ECPO Purchase Order

Purchasing Organization | GoCM Purchasing Organization 7|

Purchasing Group FWESC Purchasing Group E| "}5

Amendment Number

Amendment Amount 0.00

Backend PO Number
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If you go into the Item Data tab, you can also make amendments to the items in your purchase order.

For example, if you decide that you need to change the quantity of your order, in the Item Data tab, select
the line item you want to add to, go to the Quantity field and make your change. Only click Add Iltems if you
want to add a new line item.

M.wm:ﬂﬂﬂ[ﬂ OME - now 1 Humber 4000000883
Agd Shopping Cart hem Add Catalog It
Humbar of Shopping Cart kem _ Find in Catalog

[] tem ®emCat Description Product Product Category Quantity

0o Material Toner Cartridge -FP20 # [es103100 | o [10 | [Eaeacn [v] 3684
0 2 Material Toner Cartrasge -HL 1 | 43103100 H 10 | E& each |» 180.73
0O a Materal Toner Carvidgs F50 oh | 44103100 10 :E.u.ea:n w 7221
O 1 [watere ] o # ]

O 5 | msteriol (] o o v

Once you have completed your changes, click on Check to check your order. Once everything is ok, you
can click on the Order button at the top left hand corner to create a new purchase order. You may also
choose to hold or save the change for another time.

Change Purchase Order

mmw.gmggm_nnv| . Mumber £000000853
Add Shopping Cart Hem Add Catalog It
Number of Shopping Cart| | Bem | Find in Catalog

[ eem EemcCal Deserighion Product Product Categary Cuantity

B Materisl Toner Cartridgs -FP2i # |a4103100 | #4010 | | E& each 36.84

0l z Materisl ‘Toner Cartridge -HL 1| # (22102100 | 10 | | Ea each ] 150.73
[0 2 Material Toner Cartrioge -F-50/ | | [a4103100 H0 | [Eaeach [v] 722

Previewing, Printing and Saving your Purchase Order

Go to the Header Data tab and click on the Output Preview button to preview your purchase order.
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My Purchase Oriers

Process Purchase Orders

Display Purchase Order

|C|':Er| | Hold | | Check | | C1ange| | Display | | Celete

Comgplete | |REfI'EE|‘ |

Outpu: Preview | Cownload | | Upload |

Purchase Order Hame ORDER ONE - now 1 Number 2000000663

Note: The Download button is designed to download purchase order information into your

department/agency's backend system. The output is technical in nature and it is recommended that it not be
used unless you are transferring data to your system.

Adobe Acrobat will open up with your purchase order in view. Here you may select to print the document or

save to your computer. Depending on the GC Agreement Type the form displayed in the preview window will
be either the 942 or the 9200-11.

® GoCM Form 942 is used to display an order where the order items are for type SO (Standing Offer)

£] http://cmodcazd13. gocm—mdgc sahmdw.g:.ca.ﬂﬂﬂifnp{l:ﬂ TSUQIMZFETKIOJTNROOTPRE. .. | - [ .
- L * ua: D
Bll=® # | - & 21 [© [ @ (15
T
iLd
de] Goppmeres -"‘:W"“:;"’ Call-up Against a Standing Offer Page: -]
I I @ anazs Aiaraz Commande subséquente 3 une offre 3 commandes 112
P e T s e iR S =
l.',:ompa-'r'.- EC Root - “ v DEEI
KERR NORTON L 299900 -
HERH NGMDN Cariiad - P meeee mw" nwm-'nu:___:aw:m :*‘E:ﬂr“
MAUDREIL-CARRIER QC Tim ECSHOPOO2 008-11-01
[=AMNADA
T — e L L LT LDl Bl TR B = vt e
2004-11-04
813 246 2109 G132 240 2109
Furchjse order text
e Deseriphon. u.afi
Na.
N'da U.de
Fart g
1_[anae Cartridos SRINAIFETURLTANI ST KYFA1IE Fa M
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e GoCM Form 9200-11 is used to display an order where the order items are for type SA (Supply
Arrangement)
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Review and Try it Now

Review
In this module you learned how to find a Purchase Order by using the search functionality.

You also learned the various fields within the Purchase Order screen, how to make changes to your existing
Purchase Order and how to print and save your Purchase Order.

Additional training tips on GoCM Purchase Orders can be found in the next section - Helpful Tips and
Other Job Aids.

You are now ready to move on to the next module: GoCM Reporting (Reporting 100).

Congratulations, you now have the skills to manage Purchase Orders in the GoCM!

Try it Now

You now have the option to complete an exercise on your own in GoCM. Try this exercise on creating a
purchase order.

Log on to GoCM to complete this exercise.

You have created a shopping cart with two items: ECO conv- 2004 6.0L Chev Silverado/GMC and a battery
(need to make sure they are two different SOs). Now proceed to creating and viewing your purchase order.
Note: Because both items are part of separate Standing Offers, two Purchase Orders should be created.

1. Create and order a shopping cart with a ECO conv- 2004 6.0L Chev Silverado/GMC and a battery.
(Save the cart with a name that is familar to you).

2. Go to the My Purchase Orders tab
3. Search for your PO by Timeframe. Select Today from the drop down menu and click Start.
4. Select your Purchase Order
5. Go through the tabs to ensure the information is correct.
6. Once you are satisfied, click on the Output Preview button. Adobe Acrobat will open up with your
purchase order in view. There should be two separate purchase orders.
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Helpful Tips and other Job Aids

FAQs

How to search for a purchase order?
How to display and change a purchase order's amendment number and amount?

How to display and change a purchase order's goods recipient, invoicing and ship-to addresses, for
all line items?

e How to display and change a purchase order's vendor text, special instructions and attachments?

¢ How to display and change a purchase order's quantity, price and delivery date?

e How to display and change between a purchase order's procurement card indicator and invoicing?

e How to display and change a purchase order's goods recipient, invoicing and ship-to addresses, for
one line item?

e How to display and change a purchase order's item level attachments?

e How to copy and insert an account assignment for one item and all items?

* How to preview the printed version of a purchase order?

e How to print a purchase order?

e How to save the purchase order output as a PDF?

¢ How to download a purchase order as an Excel spreadsheet?

e How to delete a purchase order?

e How to display and enter your departmental purchase order number on your GoCM purchase
order?

e How to add and/or delete an item in a purchase order?

e How to track purchase order changes?

e Special Instructions for First Right of Refusal Purchasing Process

¢ How purchase order forms are selected
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