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Foreword 
 
 

The Integrated Financial System MTI/EZ Doc Book Purchase Order (PD) User Guide provides 
users with instructions on how to locate required data when ordering textbooks, instructional 
materials and supplemental materials, library books, other books, and admissions for approved 
activities from outside vendors and how to create, change, delete, modify, cancel and track 
Book Purchase Order (PD) transactions when using MTI/EZ Doc. 
  
The User Guide is intended for use by staff utilizing IFS MTI/EZ Doc. 
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PURCHASE ORDER (PD) ONLINE ORDER GUIDE 
 
The Book Purchaser Order (PD BPO) is a decentralized purchasing process that allows 
schools and offices to make direct purchases from vendors for textbooks, instructional 
materials and supplemental materials, library books, other books and admissions for approved 
activities.  There is no dollar limit on single orders and these instructional materials are exempt 
from formal competitive bids.  The BPO includes specific terms and conditions to protect the 
District’s interests when ordering State-approved textbooks. 
 
The BPO approval process differs from other purchasing transactions in that the number of 
approvals required is determined by the total dollar amount of the order.  If the transaction is 
$1,000 or less, the site administrator approves the transaction.  If the BPO is $1000.01 or 
more, it requires the Local District Procurement Services Coordinator’s approval in addition to 
the site administrator’s approval.     
 
CREATE A DECENTRALIZED PURCHASE ORDER 
• At the IFS start up screen, type 1 in the Command field and press Enter/right Ctrl to enter 

MTI/EZ Doc. 
 
 
                                                                                 
                        ////////\      //////////\     //////////\               
                        \\///\\\/     ///\\\\\\\\/    ///\\\\\\\\/               
                         /// /       /// /           /// /                       
                        /// /       /// /           /// /                        
                       /// /       /////////\      //////////\                   
                      /// /       ///\\\\\\\/      \\\\\\/// /                   
                     /// /       /// /                  /// /                    
                    /// /       /// /                  /// /                     
                 ////////\     /// /           ////////// /                      
                 \______\/     \_\/            \________\/  (RG)                 
                                                                                 
                      LOS ANGELES UNIFIED SCHOOL DISTRICT                        
             I N T E G R A T E D   F I N A N C I A L   S Y S T E M               
                                                                                 
                               1.  MTI       X.  EXIT                            
      COMMAND: 1                                                                   
                                                                                 
               USERID:                                                    
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PURCHASE ORDER (PD) ONLINE ORDER GUIDE, continued 
 
The General Messages (GMSS) screen appears.  Be sure to review this screen, as it is the 
bulletin board for users. 
 
 
 

                                                                                 
 ACTION: R  SCREEN: GMSS USERID: JSTT7             11/02/03   04:16:11 PM  
                                                                                 
                                                                                 
                                                                                 
                              GENERAL MESSAGES                                   
               ( TO ACCESS SCHOOL MENUS: ACTION = N SCREEN = BF00 )              
                                                                                 
 DATE: 11/ ** / 03                                         SCREEN NO: 01        
  
 _____________________________________________________________________________   
                                                                                 

 FOR ASSISTANCE PLEASE CALL THE TECHNOLOGY HEPDESK AT (866) 633-8110      
                                                                                 
                         
  

IFS ON-LINE HOURS:  MON-FRI 6:00 A.M. – 7:00 P.M.                         
     SATURDAY AND HOLIDAYS, WRITTEN ON REQUEST ONLY                      
         
                                                                                 
                                                                                 
                                  
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                                                                           

Purchase Orders are created from the Document Suspense (SUSF) screen.  To enter the 
Document Suspense screen: 
 
•  Type N in the ACTION field and SUSF in the SCREEN field. 
    Press Enter/right Ctrl. 
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PURCHASE ORDER (PD) ONLINE ORDER GUIDE, continued 
 
The Document Suspense (SUSF) screen appears. 
 
The Document Suspense screen is the starting point to create, scan, or process transactions. 
 
 
ACTION: S  SCREEN: SUSF USERID: IFSM                    10/02/02   05:30:24 PM  
 FUNCTION:                  SECID:                                               
                                                                                 
                       D O C U M E N T   S U S P E N S E                         
                                                                                 
 S      BATCH             DOCUMENT                                     PROCESS   
 E ---------------- ----------------------              LAST    LAST     DATE    
 L TRAN AREA NUMBER TRAN AREA   NUMBER     STAT  APPRV  DATE    USER   (YYMMDD)  
 - ---- ---- ------ ---- ---- -----------  ----- ----- ------ -------- --------  
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PURCHASE ORDER (PD) ONLINE ORDER GUIDE, continued 
 
• From the SUSF screen, enter the data in the following fields: 
 
   Action:  S  Function:  NEW 
 
• TAB to SEL line and complete the Document ID Field: 
 

TRAN: PD 
 
AREA: Three-Character Code of the Area creating transaction. 
 
NUMBER: BPO Identifies Book Purchase Order, G represents the district 

alpha code (Central Offices will use “X”), and the # symbol 
allows the system to generate the next available PD 
transaction number. 

 
• Press Enter/right Ctrl. 
 
ACTION: S  SCREEN: SUSF USERID: IFSM                    10/02/02   05:30:24 PM  
 FUNCTION: NEW              SECID:                                               
                                                                                 
                       D O C U M E N T   S U S P E N S E                         
                                                                                 
 S      BATCH             DOCUMENT                                     PROCESS   
 E ---------------- ----------------------              LAST    LAST     DATE    
 L TRAN AREA NUMBER TRAN AREA   NUMBER     STAT  APPRV  DATE    USER   (YYMMDD)  
 - ---- ---- ------ ---- ---- -----------  ----- ----- ------ -------- --------  
                    PD   WDF    BPOG#                                              
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PURCHASE ORDER (PD) ONLINE ORDER GUIDE, continued 
 
This displays a blank DECENTRALIZED PURCHASE ORDER INPUT FORM Screen.  Notice 
that a transaction number now displays in the DOCID field. 
 
The purpose of the Decentralized Purchase Order Input Form is to identify who is ordering the 
items and which expense budget lines are to be charged for the items ordered. 
 
 
FUNCTION:                 DOCID: PD   WDF   BPOG0000001     10/02/02 05:36:46 PM 
   STATUS:                BATID:                   ORG:                         
                  DECENTRALIZED PURCHASE ORDER INPUT FORM                        
 DATE:          ACCT PRD:       BFY:    ACT:   TRACK CO:   DEL DATE:             
 VENDOR CODE:               RESP AREA/ORG:                               TYPE:   
        NAME:                                 SHIP/BILL TO:         RECPT IND:   
     ADDRESS:                                    BLDG/ROOM:             TERMS:   
                                                  COMMENTS:               FOB:   
                                                 BLANKET #:              CONF:   
     CONTACT:                                  RESP PERSON:                      
         TAX:          LINK:       BS ACCT:                                      
 PO DISC CODE:    FREIGHT IND:    FREIGHT TOTAL:                 FRT I/D:        
                                                                                 
                                                                                 
    LN  FUND AREA ORG/SUB  PROG  OBJ/SUB  JOB/PROJ   TOTAL COST   I/D            
    --  ---- ---- -------  ----  -------  -------- -------------- ---            
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 

 
Locate the commodity codes necessary to order commodities by viewing the appropriate 
commodity screens (COCL/CSCC/COMM/CMDE/COMT). 
 
Locate the vendor code of the vendor who will supply the services by viewing the VNAM/VEND 
table. 
 
Enter the required fields for the Decentralized Purchase Order transaction. 
 
DATE   Optional. Enter the current date in MMDDYY format.  Future dates 

  are not valid. If left blank, the system posts this information              
                              based on the acceptance date of the transaction. 
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PURCHASE ORDER (PD) ONLINE ORDER GUIDE, continued 
 
ACCT PRD  Optional. If left blank, the system posts the Acct Prd based on the 

acceptance date of the transaction. 
 
BFY    Optional. If left blank, the transaction information applies to the 

current fiscal year budget. 
 
ACTION   Optional.  If transaction is original, system defaults to E.  

Required.  If transaction is a modification or cancellation.  Valid 
entries are 

 
E New Entry 

 
M Modifies an accepted document.  This allows lines to be 

added, change the amounts of existing lines, or cancel a 
   line by decreasing the line amount to zero.  On   

modification transactions, all codes must match the   
original transaction. 

 
X Cancels an accepted document.  The document cannot  

    have been referenced in any way (For example: RC). 
 
TRACK CO  On a modification document TRACK CO must be either Y or N. 

Most modifications require Track Co to be set at Y. 
 
DELIVERY DATE Required. Enter anticipated Monday-Friday future delivery date in 

MMDDYY format. 
 
VENDOR CODE  Required.  Enter the code for the vendor with whom this PD order 

will be placed.  Must be valid on the Vendor Table (VEND). 
 
RESP AREA/ORG Required.  Enter the code of the Area and ORG that is requesting 

that this order be placed. The codes must be valid in the Area and 
Orgn Tables. 

 
TYPE   Optional. Enter S for shipping or special instructions, as entered in  

the Special Instruction Table (SPIS), to be printed on the purchase 
order that is sent to the vendor.  The special instruction code must  
be entered in the comments field. 

 
Besides the S, as mentioned above, any one-character alpha- 
numeric value may be used to define various types of purchase  
orders.   
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PURCHASE ORDER (PD) ONLINE ORDERING GUIDE, continued 
 
SHIP/BILL               Required. SHIP field identifies the Local Area or Regional           

Office. 
 

Required.  BILL field identifies the billing location (where the vendor 
invoice is to be sent).  Invoices are to be sent to Accounts Payable 
directly.  Locations are to enter A/P in the BILL field, for Accounts 
Payable. 

 
RECPT IND  Optional.  Indicates if goods have already been received.            
   
BLDG/ROOM Required. Enter the building and room to which the order is to be 

delivered. 
 
TERMS  Optional.  Specifies the vendor terms or the vendor discount.  Must 

be valid on the Discount Type Table (DISC).   
 
COMMENTS  Optional.  Enter any notations associated with this order. 
 
FOB   Optional.  System defaults to D.  Enter the Free On Board Point.  

Valid Entries are: 
    D Destination 

       S Shipping 
 
CONF   Optional. Enter a Y if this is a confirmation order. 
 
CONTACT  Optional.  Enter the name of the individual representing the vendor. 

 If left blank, defaults to the vendor contact listed on VEND table. 
 
RESP PERSON Required. Enter the name to whom questions should be addressed 
   about the order. 
 
TAX   Defaults to ST1, which represents current tax rate.  If ordering non-

taxable items indicate on commodity screen by  
entering ST0. 

 
LINK   Optional. System defaults to Y.  Enter N to turn off the linking 

between accounting and commodity lines for this document only. 
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PURCHASE ORDER (PD) ONLINE ORDER GUIDE, continued 
 
BS ACCT  Optional.  
 
PO DISC CODE Optional.  If a discount pertains to the whole Purchase Order, enter 

the discount type code. Must be a valid code on the Discount Type 
Table (DISC).  

 
FREIGHT IND Optional.  Enter a C, if there are freight charges for this order, Enter 

the actual dollar amount on the first detail line (001) in the Freight 
Amt field.   

 
ACCOUNT LINE   Required.  Identifies the expense budget lines to be charged for the 
   items  Up to six separate accounting lines may be used to order 
   goods.  Each accounting line represents the budget line charged. 
 
 
--LN  Required.  Enter a different two-digit number to identify each 

accounting line on the document (e.g., 01, 02).  Up to 6 accounting 
lines can be entered on one document.  This number will be 
referenced from the detail item lines of the transaction.  
 

--FUND  Required.  Enter the three-digit Fund code of the expense budget 
line that is to be charged. Fund code must be valid in the Fund  
Master table (Fund). 

 
--AREA  Required.  Enter the three-character AREA code of the Local Area  

or Regional Office to be charged.  The code must be valid in the      
Area Master Table (AREA) and the Fund/Area combination must be 
valid.  

 
--ORG/SUB  Required.  Enter the four-digit ORGANIZATION code of Local Area 
      or Regional Office  to be charged. Sub is required if the SUB ORG  
                                        SP options is Y, 1 or 2 on ORGN Table, otherwise this field is          
                                        optional.  
 
--PROG  Required.  Enter the four-digit or alphanumeric Program code of      
                     the Account to be charged. 
 
--OBJ/SUB  Required.   Enter the four-digit object of expenditure code that         
                              describes the goods.  Sub required if the Expense Budget               
                        Line for this expenditure has an entry of Y in the sub field.                
                              Otherwise, optional. 
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PURCHASE ORDER (PD) ONLINE ORDER GUIDE, continued 
 
-- JOB/PROJ Required only if the ORGN or PROG table specifies that a Job        
                                Number is required for this Expense Budget Line. 
 
--TOTAL COST Protected. If the LINK option has been turned on (set to Y), the        
                       total will be computed automatically by the system.  If the LINK        
                              option is turned off (set to N) and the user enters a value in this 

field to be charged to this accounting distribution, the value must     
                                        equal to the sum of the commodity lines. 
 
Below is a completed Decentralized Purchase Order Input Form (Header) screen. 
 
 
FUNCTION:                 DOCID: PD   WDF  BPOG000001   10/03/02 07:12:13 AM 
   STATUS:               BATID:                   ORG:                         
                  DECENTRALIZED PURCHASE ORDER INPUT FORM                        
 DATE:          ACCT PRD:       BFY:    ACT:   TRACK CO:   DEL DATE: 10 31 02    
 VENDOR CODE: 111346         RESP AREA/ORG: WDF 9999                      TYPE: 
  
        NAME:                                 SHIP/BILL TO: WDF  A/P ECPT IND: 
  
     ADDRESS:                                    BLDG/ROOM:             TERMS:   
                                                  COMMENTS:               FOB:   
                                                 BLANKET #:              CONF:   
     CONTACT:                                  RESP PERSON: NAME                  
   
         TAX:          LINK:       BS ACCT:                                      
 PO DISC CODE:    FREIGHT IND:    FREIGHT TOTAL:                 FRT I/D:        
                                                                                 
                                                                                 
    LN  FUND AREA ORG/SUB  PROG  OBJ/SUB  JOB/PROJ   TOTAL COST   I/D            
    --  ---- ---- -------  ----  -------  -------- -------------- ---            
    01  001  WDF  9999     4170   4110                                    
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 

 
After the required header data is completed, press Enter/right Ctrl to display the commodity 
detail screen. 
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PURCHASE ORDER (PD) ONLINE ORDER GUIDE, continued 
 
This displays a blank DETAIL LINE screen. 
 
DETAIL LINE INPUT SCREEN – The purpose of the Commodity Detail Line Input Screen is 
to identify the items ordered, the quantity, and the budget line (REF ACCT LN) to be 
charged.   

 
FUNCTION:                 DOCID: PD   WDF  BPOG0000001     10/03/02 07:52:41 AM 
   STATUS:               BATID:                   ORG:          000-000 OF 000 
 01- LINE NUMBER:       COMMODITY CODE:                                          
     REF ACCT LN:                 TEXT:            REVAL CODE:                   
                                                                                 
        QUANTITY:                  I/D:                  UNIT:                   
       UNIT COST:                  I/D:      LINE AMT:                           
     PO DISC CODE:                           DISC AMT:                 I/D:      
      LN TAX CODE:                            TAX AMT:                           
                                          FREIGHT AMT:                 I/D:      
                                                       --------------            
                                           TOTAL COST:                           
                                                                                 
     DESCRIPTION:                                                                
     MANUFACTURERS NAME:                                                         
     MANUFACTURERS NUMBER:                                                       
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 

 
Enter the required data as follows: 
 
LINE NUMBER  Required.  Each screen allows entry of one commodity line.  A 

three-digit number identifies each commodity line screen starting 
with number 001.  Enter a different three-digit number in 
sequential order for each commodity line screen, e.g., first 
screen is 001, second screen is 002, etc.   
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PURCHASE ORDER (PD) ONLINE ORDER GUIDE, continued 
 
COMMODITY CODE Required. Enter the ten-digit commodity code that identifies the 

goods requested.  Locate the commodity codes necessary to        
                                           order commodities by viewing the appropriate commodity screens 
                                           (CMDE/COMT/COCL/CSCC). 
 
REF ACCT LN  Required.  If more than one accounting line is being used. 

Enter the Ref Acct Ln that applies to a specific commodity line 
(e.g., 01, 02, 03, etc.). 

 
TEXT   Optional. Enter a “Y” in the text field if the user needs to enter 

additional information to clarify an order for the buyer. 
 
REVAL CODE  Optional.  Enter a “Y” when modifying the unit cost of a purchase 

order and a Receiver transaction has been previously processed 
against this purchase order.  This will revalue the unit cost on the 
receiver 

 
QUANTITY   Required. Enter the requested quantity.   
 
UNIT   Required.  Enter the unit of measure of the commodity being 

ordered.  A maximum of 4 characters.   
 
UNIT COST   Required. Enter the unit price quoted from the vendor or an 

estimated cost of the item.   
 
LINE AMT/TAX AMT Protected fields.  Values for these fields are calculated by the       
     system after editing document. 

 
 
PO DISC CODE  Optional.  If a discount pertains to a specific commodity line, 

enter the discount type code. Must be a valid code on the 
Discount Type Table (DISC).   
 

DISC AMT   Optional. If a discount pertains to a specific commodity line, and 
the Discount Type Code Table does not contain a valid code to 
represent the discount; enter the specific discount amount in this 
field.   
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PURCHASE ORDER (PD) ONLINE ORDER GUIDE, continued 
 
LN TAX CODE  Optional. The system calculates tax amount based on the 

commodity code.  If the commodity code represents a non- 
taxable item the system enters ST0 in this field and does not 
calculate taxes for this specific commodity.  If the commodity code 
represents a taxable item, the system enters ST1 in this field and 
calculates the tax for this specific commodity. 

 
FREIGHT AMT Optional.  When freight is charged for the entire order, enter the 

total freight amount on the first commodity line. 
 
TOTAL COST Optional. The system automatically calculates total cost, or user 
 may enter the total cost by extending unit cost times quantity. 
 
DESCRIPTION Optional.  The system defaults a commodity description based on 
 the commodity code entered on this commodity line, otherwise 
 customize description. 
 
MANUF NAME Optional.  Enter the name of the manufacturer for description.        
 
MANUF NUMBER Optional.  Enter the number of the manufacturer for description.    
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PURCHASE ORDER (PD) ONLINE ORDER GUIDE, continued  
 
Below is a completed Detail Line Input screen. 
 
FUNCTION:                 DOCID: PD    WDF  BPOG0000001     10/03/02 07:52:41 AM 
   STATUS:                BATID:                   ORG:          000-000 OF 000 
 01- LINE NUMBER: 001   COMMODITY CODE: 7158537100                               
     REF ACCT LN:                 TEXT:            REVAL CODE:                   
                                                                                 
        QUANTITY: 2500.00   I/D:                  UNIT: **                
       UNIT COST: 1.00             I/D:       LINE AMT:                           
     PO DISC CODE:                            DISC AMT:                 I/D:      
      LN TAX CODE:                         TAX AMT:                           
                                           FREIGHT AMT: 125.00          I/D:      
                                                       --------------            
                                           TOTAL COST:                           
                                                                                 
     DESCRIPTION:                                                                
     MANUFACTURERS NAME:                                                         
     MANUFACTURERS NUMBER:                                                       
                                                                                 
                                                                                 
                                                                                 
                                                                                 
 
                                                                                 
                                                                                 
                                                                                 
 
                                                                                 

 
When the required DETAIL LINE data is completed, and additional detail lines are needed, press 
Enter/right Ctrl to display a new blank commodity detail line screen. 
 
When the new screen is displayed, notice that the line indicator field at the top right of the 
document has changed to display line 001-001 of 001. This indicates that the user has entered 
line 001 and should now enter line 002. 
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PURCHASE ORDER (PD) ONLINE ORDER GUIDE, continued 
 

CREATING TEXT 
 

The Commodity Description field allows users to enter an item/order description of up to 60 
characters.  If more space is needed, the user may enter text on the Purchasing Text Table 
(PTEX).  Text may be entered for the entire order or for specific commodity lines.  Text will print 
on the hard copy purchase order. 
 
To create text in the Purchasing Text Table, follow the procedure below. 
 
On the completed Commodity Detail Line screen, enter the data in the following fields: 
 
  Function: TEXT or TX 
  Text: Y 
 
FUNCTION: TEXT               DOCID: PD    WDF  BPOG0000001     10/03/02 07:52:41 AM 
   STATUS:                BATID:                   ORG:          000-000 OF 000 
 01- LINE NUMBER: 001   COMMODITY CODE: 7158537100                               
     REF ACCT LN:                 TEXT: Y           REVAL CODE:                   
                                                                                 
        QUANTITY: 2500.00   I/D:                  UNIT: **                
       UNIT COST: 1.00             I/D:       LINE AMT:                           
     PO DISC CODE:                            DISC AMT:                 I/D:      
      LN TAX CODE:                         TAX AMT:                           
                                           FREIGHT AMT: 125.00          I/D:      
                                                       --------------            
                                           TOTAL COST:   
 
                        
                                                                                 
     DESCRIPTION:                                                                
     MANUFACTURERS NAME:                                                         
     MANUFACTURERS NUMBER:                                                       
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 

  
Press Enter/right Ctrl.  This displays the Purchasing Text Table. 
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PURCHASE ORDER (PD) ONLINE ORDER GUIDE, continued 
 
CREATING TEXT, continued 
 
After all lines are completed, the document must be edited and verified. 
 
Enter the required fields: 
 
  Action: A 
 
  Comm Line:  Enter 000 if the text applies to the whole document; otherwise, enter  
                                          the specific commodity line number associated with the text.  The        
                                          cursor automatically advances to the first text line (01). 
 
Type the text on the first text line (01).  Use the TAB key to go the next text line and continue      
typing the text.  Do not type in the Text Line field.  Use the space bar, not the arrow keys, to     
space between words.  Using the arrow keys for spacing will result in text running together. 
 
 
ACTION: A  SCREEN: PTEX USERID: JSTT                    11/24/03   09:58:38 AM  
 H-  PURCHASING TEXT TABLE                                                       
     KEY IS VENDOR NUMBER, PO ID, COMM LINE NUMBER, TEXT LINE NUMBER             
                                                                                 
     VENDOR NUMBER: 111346     PO ID: PD BPOG0000001  COMM LINE: 000             
     VENDOR NAME  : MACMILLAN/MCGRAW-HILL                                        
     TO TRANSFER BID TEXT, ENTER--> BID NO:             BID SUFF:    BID LN:     
                                                                            TEXT 
                                   TEXT                                     LINE 
     ---------------------------------------------------------------------- ---- 
                                                                                 
 01- PLEASE DELIVER BY 5:00 P.M. MONDAY THROUGH FRIDAY.                          
 02-                                                                             
 03-                                                                             
 04-                                                                             
 05-                                                                             
 06-                                                                             
 07-                                                                             
 08-                                                                             
 09-                                                                             
                                                                                 
                                                                                 
                                                                                 
                                                                                 
 
When all the text has been entered or when all the text lines for this screen have been used, 
press Enter/right Ctrl. 
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PURCHASE ORDER (PD) ONLINE ORDER GUIDE, continued 
 
CREATING TEXT, continued 
 
The message, “ALL LINES ADDED” appears at the bottom of the screen.  The cursor returns to 
the Action field.  The system assigns consecutive odd numbers (e.g., 001, 003, 005, etc.) in        
the Text Line field for each text line used. 
 
ACTION: S  SCREEN: PTEX USERID: JSTT                    11/24/03   02:00:35 PM  
 H-  PURCHASING TEXT TABLE                                                       
     KEY IS VENDOR NUMBER, PO ID, COMM LINE NUMBER, TEXT LINE NUMBER             
                                                                                 
     VENDOR NUMBER: 111346     PO ID: PD BPOG0000001  COMM LINE: 000             
     VENDOR NAME  : MACMILLAN/MCGRAW-HILL                                        
     TO TRANSFER BID TEXT, ENTER--> BID NO:             BID SUFF:    BID LN:     
                                                                            TEXT 
                                   TEXT                                     LINE 
     ---------------------------------------------------------------------- ---- 
                                                                                 
 01- PLEASE DELIVERY BY 5:00 P.M. MONDAY THROUGH FRIDAY.                     001 
 02- PRICE INCLUDES SHIPPING                                                 003 
 03-                                                                             
 04-                                                                             
 05-                                                                             
 06-                                                                             
 07-                                                                             
 08-                                                                             
 09- *L030  ALL LINES ADDED                                                      
                                                                                 
                                                                                 
                                                                                 
                                                                                 
 
If more text lines are needed, press PF3 to display a blank Purchasing Text Table. 
 
 If the additional text lines are a continuation of the prior screen:  Enter A in the Action      
         field, verify the Comm Line number, TAB to the first text line (01), and type the text.  On    
           the first Text Line field, enter 021 (or the next odd number following the last system-          
           assigned Text Line field number for this Comm Line).  This indicates to the system that     
           the text on this screen is a continuation of the previous screen’s text.  The system will       
           assign the subsequent Text Line field numbers on this screen. 
 
 If additional text lines are for a different Comm Line:  Enter A in the Action field, enter the 
           specific Comm Line number in the Comm Line field, and type text in the first text line.        
           Follow the previous instructions for creating text. 
 
Type E in the ACTION field and press Enter/right Ctrl to return to the document. 
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PURCHASE ORDER (PD) ONLINE ORDER GUIDE, continued 
 

EDIT THE DOCUMENT 
 
After all data has been entered, the document must be edited.  A Book Purchase Order may be 
edited from any screen within the document. 
 
The edit command checks for errors in all sections of the document. 
 
Once the document has been edited (PF2) and is free of errors, the status of the order will 
display as PEND1 and the message “READY FOR APPROVAL 1.”  This indicates that the order 
is pending the approval of the site administrator. 
 
If the Book Purchase Order (BPO) is $1000 or less, the site administrator approves the 
transaction by typing A+ in the Function Field to place it in a scheduled (SCHED) status. 
 
When the BPO exceeds $1000, it will require two levels of approval to be performed by:  1) the 
site administrator, and 2) the Local District Procurement Services Coordinator (PSC). 
 
Once the document has been edited and is free of errors, the status of the order will display as 
PEND1 and the message “READY FOR APPROVAL 1” and “READY FOR APPROVAL 2”. 
 
After the site administrator’s approval has been applied (A+) the BPO status will display as 
PEND2, indicating that it is awaiting the second approval.  After the PSC applies the “second” 
approval (A+), the transaction will be placed in a scheduled (SCHED) status. 
 
If changes need to be made to the order after it has been approved and is still in a SCHED 
status, the order must first be unapproved by typing A- in the Function Field.  
 
If the order has been approved by the site administrator and the PSC, the PSC must unapprove 
the document (A-).  
 
If the order has been approved only by the site administrator, the administrator must unapprove 
the document (A-).  After the changes have been made, the required approvals will need to be 
applied again. 
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PURCHASE ORDER (PD) ONLINE ORDER GUIDE, continued 
 
EDIT DOCUMENT, continued 
 
After all lines are completed, the document must be edited. 
 
TO EDIT THE DOCUMENT 
 
Enter Q in the Function Field and Press Enter/right Ctrl. 
-OR- 
Press PF2. 
Message “Document Errors Detected” and “Awaiting Header Verification” 
 
To verify the document, enter V or Verify in the Function field and press Enter/right Ctrl. 
Message “DOCUMENT VERIFIED.”  
 
Edit the document again. 
 
Enter Q in the Function Field and Press Enter/right Ctrl. 
 -OR - 
Press PF2. 
 
Once the document has been edited and free of errors the status of the order will display as 
PEND1.  Message “READY FOR APPROVAL 1.” 
 
TO SCHEDULE THE BPO WHEN THE AMOUNT IS $1000 OR LESS 
 
Site Administrator will type A+ in the Function Field and Press Enter/right Ctrl. 
 
 
The status of the order will display as SCHED.  Message “APPROVAL 1 APPLIED.” 
 
TO SCHEDULE THE BPO WHEN THE AMOUNT IS $1000 OR MORE 
 
Once the document has been edited and free of errors the status of the order will display as 
PEND1.  Message “READY FOR APPROVAL 1” and “READY FOR APPROVAL 2.” 
 
After the site administrator approval (A+) has been applied the status will display as PEND2.  
Message “READY FOR APPROVAL 2.” 
 
Procurement Service Coordinator will type A+ in the Function Field and Press Enter/right Ctrl. 

 
The status of the order will display as SCHED.  Message “APPROVAL 1 APPLIED” and 
“APPROVAL 2 APPLIED” 
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PURCHASE ORDER (PD) ONLINE ORDER GUIDE, continued 
 
EDIT DOCUMENT, continued 
 
TO MAKE CHANGES TO A SCHEDULE BPO 
 
Site Administrator or PSC will type A- in the Function Field and Press Enter/right Ctrl. 
 
If the order has been approved only by the site administrator, the site administrator may 
unapprove the document.  
 
TO ACCEPT TRANSACTION WITHIN THE DOCUMENT 
 
Type W in the Function Field and Press Enter/right Ctrl. 
-OR- 
Press PF1. 
 
NOTE:  If the document rejects during the nightly cycle the document must first be unapproved   
              (A-) by the approval authority before the document can be changed or deleted.  
 
TO END OUT OF THE DOCUMENT AND RETURN TO THE SUSF FILE 
 
Enter E in the Function Field and Press Enter/right Ctrl. 
-OR- 
Press PF4. 
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SPECIAL FEATURES 
 
The following pages give instructions on inserting and deleting detail lines and additional 
features that include how to pause out of a transaction, create a new document of the same or 
different type (SR/OC/PD/RX) from within a document, copy another document and copy detail 
lines, save, discard, get, free and delete/undelete a document. 
 

INSERT DETAIL LINES 
 
To insert additional detail lines: 
 
• Retrieve transaction. 
• Display the detail line that the new line should follow. 
• Enter IL in the Function field; place the cursor outside of the first two lines of the Command 

area. 
 
Note: If the cursor is not placed on a specific detail line, the new lines will be inserted   before 

the first detail line on the screen.   
 
• Press Enter/right Ctrl. 
• A blank detail line screen will be displayed. 
• Notice that the line number on the action line will be 000. 
• Enter the data for the new detail line screen.  To enter another new line, press Enter/right 

Ctrl. 
• All detail lines on the screen must contain data to continue to enter new lines. 
• After completing the data for all detail lines, enter Q in the Function field, and press 

Enter/right Ctrl (or PF2) to edit the document. 
• To end out of the document, enter E in the Function field and Press Enter/right Ctrl (or PF4). 
• This will take you back to the SUSF screen. 
 

DELETE DETAIL LINES 
 
To delete a line from a document: 
 
• Retrieve transaction. 
• Enter DL in the Function field on the detail line to be deleted. 
• Tab to the line number (or anywhere outside of the first two lines of the Command area). 
• Press Enter/right Ctrl. 
• The selected detail line is now deleted. 
• Type Q in the Function field, and press Enter/right Ctrl (or PF2) to edit the document. 



 
INFORMATION TECHNOLOGY DIVISION                   IFS – PURCHASE ORDER GUIDE  
 

 
11/03                 Page 21 
 

SPECIAL FEATURES, continued 
 
DELETE DETAIL LINES, continued 
 
To delete a line from a document continued 
 
• To end out of the document, enter E in the Function field and Press Enter/right Ctrl (or 

PF4). 
• This will take you back to the SUSF screen. 
 

PAUSE OUT OF A DOCUMENT 
 

When a Pause function command is entered, the system suspends data entry and allows 
access to MTI while keeping your place in the document. 
 
• P in the Function Field (space) four-letter code for table (VEND) will take you directly to 

table.  Press Enter/right Ctrl. 
• E to Exit in the action field, press Enter/right Ctrl will take you back to the document. 
 
NOTE: May access as many as nine tables or more. 
 
 

CREATE A NEW DOCUMENT OF THE SAME TYPE FROM WITHIN A DOCUMENT 
 
To create a second document from inside the document input screen: 
 
• Type NEW in the Function field, enter the appropriate document numbering sequence for 

the new transaction and press Enter/right Ctrl (or PF6). 
• A blank header screen appears with a new document number.  Begin entering the header 

data.  Proceed as before with the completion of the document. 
• This process may be repeated as many times as necessary. 
• To end out of the document, enter E in the Function field, press Enter/right Ctrl (or PF4). 
• This will take you back to the SUSF screen. 
• Notice that all newly created documents are placed in sequential order on SUSF. 
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SPECIAL FEATURES, continued 
 

     CREATE A NEW DOCUMENT OF A DIFFERENT TYPE FROM WITHIN A DOCUMENT 
 
To create a different type of transaction from inside the document input screen: 
 
• Type NEW in the Function field, type the new Document ID in the DOCID field. 
• Enter the appropriate document numbering sequence for the new transaction. 
• Press Enter/right Ctrl (or PF6). 
• A blank header screen appears.  Begin entering the header data. 
• Proceed as before with the completion of the document.  This process may be repeated 

as many times as necessary. 
• To end out of the document, enter E in the Function field, press Enter/right Ctrl (or PF4). 
• This will take you back to the SUSF screen. 
• Notice that all newly created documents are placed in sequential order on SUSF. 
 

COPY FUNCTION 
 

The COPY function command is used to copy all of the transaction data from a selected 
document or a shell document to a new document.  A shell document is created as a 
template and should remain on the SUSF with a held status.  It is not intended to be 
processed. 
 
• Enter S in the Action field, COPY in the Function field, the Document ID (transaction 

code, area, numbering prefix) of the new document on the Selection Line, and X in the 
SEL field on the line of the document you want to copy.  Press Enter/right Ctrl. 

• Header screen of the new document appears with the same header and detail line data 
as the document that was copied. 

• Make all necessary changes to the header screen.  Press Enter/right Ctrl. 
• Enter the changes to the detail line.   
• After completing the data for all detail lines, enter Q in the Function field, and press 

Enter/right Ctrl (or PF2) to edit the document. 
• To end out of the document, enter E in the Function field and Press Enter/right Ctrl (or 

PF4). 
• This will take you back to the SUSF screen. 
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SPECIAL FEATURES, continued 
 

COPY DETAIL LINES 
 

To copy data from one detail line to another: 
 
• Enter NLC in the Function field of the line you wish to copy. 
• On multiple line screens, enter NLC in the function field and place the cursor under the 

line# (e.g., 001, 002) you wish to duplicate. 
• Press Enter/right Ctrl. 
• The line will be copied to the next detail line screen. 
• Change the detail line number field to the next line number in sequential order, and make 

any other changes to the detail line screen as needed. 
• After completing the data for all detail lines, enter Q in the Function field, and press 

Enter/right Ctrl (or PF2) to edit the document. 
• To end out of the document, enter E in the Function field and Press Enter/right Ctrl (or 

PF4). 
• This will take you back to the SUSF screen. 

 
 

SAVE/DISCARD A DOCUMENT 
 
Any attempt to exit a transaction screen while a new document is displayed, will prompt the 
user with a message: “must save/discard document.” 
 
SAVE: 
• In the Function field type SAVE (or US) press Enter/right Ctrl (or PF5). 
• Message: “Document held.” 
• Or press PF12 to HOLD. 
• Message “Document held.” 
• To end out of the document, enter E in the Function field and press Enter/right Ctrl (or 

PF4). 
• This will take you back to the SUSF screen. 
 
DISCARD: 
• In the Function field type DISCARD (or X), press Enter/right Ctrl (or PF16, on PC 

computers press SHIFT + F4). 
• Message: “Document discarded.” 
• To end out of the document, enter E in the Function field and Press Enter/right Ctrl (or 

PF4). 
• This will take you back to the SUSF screen. 
 
NOTE: If the document has been previously saved on SUSF, then it must be accessed 

and deleted to remove it from SUSF. 
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SPECIAL FEATURES, continued 
GET DOCUMENT 

 
To retrieve a specific document from the Input screen while last document is still displayed: 
 
• On the document header type, G or GET in the Function field. 
• Tab to the Document ID field and type Transaction code/Area/Doc number to be 

retrieved. 
• Press Enter/right Ctrl. 
• Document appears. 
• To end out of the document, enter E in the Function field and Press Enter/right Ctrl (or 

PF4). 
• This will take you back to the SUSF screen. 

 
DELETE/UNDELETE DOCUMENTS 

 
The user may delete one document at a time, or select multiple documents with the DELETE 
function.   
 
SUSF screen: 
 
To delete a document in SUSF, enter S in the Action field, DELETE (or D) in the Function 
field and X in the Sel field for the appropriate document(s).  Press Enter/right Ctrl.  
 
• A message will display indicating that the document(s) have been marked for deletion and 

the status will change to DELET.  The document(s) will delete during the nightly process. 
 
To undelete a document in SUSF, enter S in the Action field, UNDELETE (or UD) in the 
Function field and X in the SEL field on the line for appropriate documents.  Press 
Enter/right Ctrl. 
 
• A message will display indicating that the documents were undeleted.  Notice that the 

status was changed from DELET to HELD. 
 
 

 
 
 
 
 
 
 
 
 
 



 
INFORMATION TECHNOLOGY DIVISION                   IFS – PURCHASE ORDER GUIDE  
 

 
11/03                 Page 25 
 

SPECIAL FEATURES, continued 
 
DELETE/UNDELETE DOCUMENTS, continued 
 
The same functions may be used when deleting from within the document.  
 
INPUT screen: 
To delete the current document on the Input screen, enter DELETE DOC (or D) in the 
Function field and press Enter/right Ctrl.  
 
• A message will display indicating that the document has been marked for deletion and the 

status will change to DELET.  The document will delete during the nightly process. 
• To end out of the document, enter E in the Function field and Press Enter/right Ctrl  

(or PF4). 
 
To undelete the current document on the Input screen, enter UNDELETE DOC (or UD) in the  
 
Function field and press Enter/right Ctrl. 
 
• A message will display indicating that the document was undeleted.  Notice that the 

status was changed from DELET to HELD. 
 
• To end out of the document, enter E in the Function field and press Enter/right Ctrl  
 (or PF4). 

 
NOTE:  If the document rejects during the nightly cycle the document must first be unapproved   
             (A-) by the approval authority before the document can be deleted.  

 
FREE DOCUMENT 

 
If a user is disconnected while accessing a document, it could be listed as “in use,” even 
though no other user is accessing it.  When this occurs you must FREE the document on 
SUSF.  Make sure that no other user is accessing the document before using FREE. 
On the SUSF SCREEN: 
 
• Type S in the Action Field. 
• Type FREE in the Function field. 
• X in the SEL field of the document to be freed, press Enter/right Ctrl. 
• Message:  “Batch/document freed.” 
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MULTIPLE BATCH PROCEDURE 
 

IFS allows individual transactions to be processed (run) immediately one at a time.  The 
Multiple Batch procedure in IFS allows numerous individual, same type transactions to be 
processed as one document.  Thus, a multiple batch document is deemed as an individual 
document encompassing various transactions. 
 
Multiple batching can be performed from the SUSF screen or from within the document 
screen.  To create a multiple batch document from the SUSF screen, follow the procedure 
below. 
  
• Enter the data in the following fields: 
 

Action: S   Function: NEW 
 
• TAB to SEL line and complete the Batch ID field: 
 

TRAN:      Two-Character Code identifying the transaction. 
 
AREA:      Three-Character Code of the Area creating the transaction. 
 
NUMBER:   Assign a one- to six-character code to represent the Batch. 

 
• Press Enter/right Ctrl, and the Batch header appears.  Enter the number of documents 

and totals, if known. 
 
• Press Enter/right Ctrl, and the Batch header appears again with the messages: 

“BATCH HELD.” and “BATCH/DOCUMENT SAVED.” 
 
• TAB to and complete the DOCID field. 
 
• Press Enter/right Ctrl.  The transaction Header screen appears. 
 
• Enter the required data.  (The transaction type denotes the required data.)  Press 

Enter/right Ctrl for detail lines. 
 
• Enter the required data for detail lines.  When the transaction is completed, press 

Enter/right Ctrl THREE times.  The Header screen appears with a new DOCID number. 
 

NOTE:  For transactions that have more than one detail line screen, press Enter/right 
         Ctrl once after completion of each screen to display the next screen.  Press  
                  Enter/right Ctrl THREE times to receive a new DOCID number for a new   
                  transaction.  
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MULTIPLE BATCH PROCEDURE, continued 
 
• Enter the required data for both the Header and detail line(s).  When the transaction is 

completed, press Enter/right Ctrl THREE times.  The Header screen appears with a new 
DOCID number. 

 
• Continue this process until all transaction Header and detail lines have been created. 
 
• From the last detail line of the last document, move the cursor to the Function field and 

edit batch by typing EB and pressing Enter/right Ctrl (or shift+F2).  The Batch screen 
appears. 

 
• The system totals the actual number of batch documents in the count and calculates the 

actual batch dollar amount.  NUMBER OF DOCUMENTS must equal ACTUAL BATCH 
COUNT.  NET AMOUNT must equal ACTUAL BATCH AMOUNT. 

 
• TAB to the beginning of the NUMBER OF DOCUMENTS field.  Type the amount that 

appears in the ACTUAL BATCH COUNT. 
 
• TAB to the beginning of the NET AMOUNT field.  Type the amount that appears in the 

ACTUAL BATCH AMOUNT.  Erase the 0.00. 
 
• Type SCHEDULE BAT in the Function field and press Enter/right Ctrl to schedule all 

transactions in this batch for off-line processing. 
 
• Multiple batch documents should be processed (run) using the nightly cycle.  These types 

of documents require tremendous space in IFS for processing.  Thus, if processing is 
attempted during the day, it will lock up IFS for all users. 
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PURCHASE ORDER (PD) TRANSACTION - FLOWCHART 
 
This chart displays the flow of activity from the initial creation of the PD Transaction through 
the delivery of the items to the office. 
 
 

 

Office/School 
creates 
 
 
Accounting Events: 
• Screens updated: 

  Budget Screens   
y Funds are encumbered 
y Available amount is decreased 
 
 
Office/School submits 
to A/P  
• No accounting events 
 
 
 
 
 
 

Accounts Payable 
creates based on 
Vendor Invoice  
• No accounting events 
 
 
 
 
 
 
System Generated 
creates 
• Screens updated: 
      Budget Screens 
• Funds are expended 
 
              

    
                
     

 
 
Tracking Events: 
• Screens updated: 

       Purchase Order Tracking screens 
y One segment of the Three-Way                     
y Match process 
 

 
 
 
 
                                      

• Used to record certification of receipt             
   of commodities 
• Screens updated: 
      Purchase Order Tracking screens 
y One segment of the Three-Way      
    Match process 

 
 
 
 

 
• VI will reference Purchase Order (PD) 
y One segment of the Three-Way       
     Match process  

 

 

 
 
 

• Three-Way Match of PD, RC, and VI 
generates PV 

• Authorizes the spending of funds 
y Initiates automated check writing               

        procedures 
    

 

 

 PV 
PAYMENT VOUCHER 

 RC 
 RECEIVER CONFIRMATION 

VI 
VENDOR  INVOICE 

 PD 
 BOOK PURCHASE ORDER 
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DISTRIBUTION OF PURCHASE ORDERS 
 
A few days after the Purchase Order has been accepted in IFS, the office/school receives 
"ALL" printed copies of the transaction.  The office/school is responsible for distributing the 
forms as noted below: 
 
White Authorized person at the site signs the white copy of the purchase order 

and then immediately mails it to the vendor along with any necessary 
attachments. 

 
Blue Often called the "blue receiver" or "receiver." 

 When goods are delivered in full, the office/school creates a Receiver 
transaction in IFS.  Upon receipt of the hard copy receiver, it should be 
signed by the authorized person at the site and immediately mailed to 
Accounts Payable along with two copies of all invoices. 

 
  There are exceptions that will allow partial payments.  Contact Accounts 
            Payable. 

 
 
Yellow, Pink 
and Golden            Office/school keeps these copies on file. 
 
 
 
Note:  Schools have the added responsibility of printing the official purchase order.   
 

Schools and Offices will create the Receiver (RC) transaction online in IFS upon receipt 
and inspection of the items. 
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PURCHASE ORDER RELATIONSHIP CHART 
 
 
 
 

 
 
 

 
 

 

          
             

  INCUR AN 
OBLIGATION

DECENTRALIZED 
PURCHASE ORDER  

PD 

 
 
                                 
                                 

 Tables updated after 
 Transaction is 
accepted on Suspense 
File 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

OPPD 
Open 
Purchase 
Orders by 
Document 

OPPH 
Open Purchase 
Order Header 
Table 

OPPC 
Open Purchase 
Order 
Commodity Line 
Table 

OPPL 
Open Purchase 
Order 
Accounting Line 
Table 

EXPB 
Expense 
Budget Table 

APPR 
Appropriation 

Table 

  
 
11/03 
 

 
 
 

Number Table 
Header 

List PD by PO
number, 

Transaction 
Code, and 

Vendor Code. 

 
L = LE
 

L

 Contains 
information from 

the header portion 
of PD transactions 
by Document ID. 

AF  Allows moving
L

 

Contains 
descriptive 

information about
each commodity 

line item. 

 to a related table co
L

      

Contains 
information about 

accounting 
distribution. 

 

ntaining similar information.  
L
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Encumbered 
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PURCHASE ORDER TRACKING 
 
After a document receives an accepted status, it is posted to the tracking screens for long 
term referencing.  The following instructions will guide you through the tracking screens for 
viewing an accepted Purchase Order. 
 
Access the tracking screens by entering N in the action field and a specific Tableid code in 
the screen field.  The tableid codes for a Purchase Order are listed below.  A user may 
navigate from one related table to another by typing an L in the action field and press 
Enter/right Ctrl.  (E.g. If the user is viewing the OPPD screen, Type L in the action field, 
press Enter/right Ctrl, the OPPH screen appears). L for Leaf allows moving to a related 
table containing similar information without retyping information to display a record. 
 
To access a particular tracking table type N in the action field the Tableid in the screen field 
and press Enter/right Ctrl.       
 
 
OPPD - Open Purchase Orders by Document Number Table.  Lists PD by Purchase 

Order number, transaction code and vendor code. 
 
OPPH - Open Purchase Order Header Table.  Contains information from the header 

portion of the PD. 
 
OPPC - Open Purchase Order Commodity Line Table.  Contains descriptive information 

about each commodity line item. 
 
OPPL - Open Purchase Order Accounting Line Table.  Contains information about 

accounting distribution. 
 
AOPI - Agency/Organization Purchase Order Inquiry.  Lists all Purchase orders for a 

given Area and Organization. 
 
DXRF - Document Cross Reference Inquiry.  Contains all documents related to a specific 

transaction. 
 
PTEX - Purchasing Text Table.   Displays text information entered on specific purchase 

orders (PC, PD, PG). 
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OPEN PURCHASE ORDERS BY DOCUMENT NUMBER TABLE (OPPD) 
 
The purpose of this screen is to display purchase order transactions in sequence by 
document number.  To locate a specific document using the Purchase Order Tracking 
screens, the vendor code must be known.  Use this screen when the vendor code is 
unknown. 
 
How to Access: 
 
From a table: 
 
ACTION field: Type N for Next or New. 
SCREEN field: Type OPPD for Open Purchase Orders by Document Number Table 
   Press Enter/right Ctrl to access the table. 
 
When displayed, S for Scan in the ACTION field. 
 
Enter Purchase Order number.  
 
OPPD is a system-maintained table. 

 
ACTION: S  SCREEN: OPPD USERID:                    10/03/02   09:21:57 AM  
     OPEN PURCHASE ORDERS BY DOCUMENT NUMBER TABLE                               
     KEY IS PURCHASE ORDER, TRANS CODE, VENDOR                                   
                                                                                 
      PO NUMBER      TRANS CODE         VENDOR                                   
     -----------     ----------       ----------                                 
 01-                                                                             
 02-                                                                             
 03-                                                                             
 04-                                                                             
 05-                                                                             
 06-                                                                             
 07-                                                                             
 08-                                                                             
 09-                                                                             
 10-                                                                             
 11-                                                                             
 12-                                                                             
 13-                                                                             
 14-                                                                             
 15-                                                                             
                                                                                 
                                                                                 
                                                                                                                                                    
        
                                                                                 
Press Enter/right Ctrl to display the requested record. 
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OPEN PURCHASE ORDERS BY DOCUMENT NUMBER TABLE (OPPD), continued 
 
PERTINENT FIELD DESCRIPTIONS: 
 
PO#    The PO number assigned to this Purchase Order transaction. 
 
TRANS CODE The two-character code that identifies this order: 
 

PC Central Purchase Order 
PD Decentralized Purchase Order 
PG Price Agreement 

 
VENDOR  The vendor code used on the Purchase Order document. 
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OPEN PURCHASE ORDER HEADER TABLE (OPPH) 
 
This table contains all outstanding and some recently closed Purchase Order documents.  All 
information recorded on the header part of the Purchase Order transaction appears in the 
table, in addition to the total amount closed.   
 
Entries are added to this table when new PC, PD or PG documents are accepted.  Entries 
are changed when modifications are processed against these documents.  The closed 
amount column is updated when disbursements are processed and expense vouchers on 
Manual Warrants (MW) are accepted. 
 
How to Access: 
 
From the OPPD table, type L in the Action field and press Enter/right Ctrl. 
 
From a table: 
 
ACTION field: Type N for Next or New. 
SCREEN field: Type OPPH for Open P O Header Table 
   Press Enter/right Ctrl to access the table. 
 
When displayed, S for Scan is in the Action field. 
 
Enter the vendor number, transaction code and purchase order number and press 
Enter/right Ctrl. 
 
OPPH is a system-maintained table. 
ACTION: S  SCREEN: OPPH USERID:                  10/03/02   09:37:08 AM  
 OPEN PO HEADER TABLE                                                            
 KEY IS VENDOR NUMBER, TRANS CODE, PO NUMBER                                     
                                                                                 
 VENDOR:              ADDRESS IND:        TRANS CODE:     PO NUMBER:             
   NAME:                                 CONTACT:                                
  TERMS:                             RESP PERSON:                      BUYER:    
                                                                                 
       PO DATE:          BLANKET NO:              COMMENTS:                      
     RESP AREA:        ORGANIZATION:              ORG NAME:                      
       PO HOLD:          ORDER TYPE:      CONFIRMING ORDER:      NOTE PAD IND:   
     BUDGET FY:    OFFSET RESV ACCT:      OUTSTANDING APRV:       LINKING IND:   
                                                                                 
 DELIVERY DATE:           WAREHOUSE:                   SHIP/BILL:     /          
   RECEIPT IND:           FOB POINT:               BUILDING/ROOM:                
                                                                                 
     TAX CODE:         TOTAL QTY:                TOTAL ORDER AMT:                
  FREIGHT IND:       FREIGHT AMT:                   RECEIVED AMT:                
 PO DISC CODE:      DISCOUNT AMT:                   INVOICED AMT:                
 3W MATCH IND:   LAST PRINT DATE:                OUTSTANDING AMT:                
   MOD NUMBER:          MOD DATE:                   EXPENDED AMT:                
  ROLL ACTION:       CLOSED DATE:                     CLOSED AMT:                
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OPEN PURCHASE ORDER HEADER TABLE (OPPH), continued 
 
PERTINENT FIELD DESCRIPTIONS: 
 
VEND/ADDR IND/NAME/  The number and descriptive information regarding 
CONTACT             the vendor entered on the transaction. 
 
TRANS CODE  The two-character code that identifies this order: 
 

PC Central Purchase Order 
PD Decentralized Purchase Order 
PG Price Agreement 

 
PO NUMBER  The number assigned to this order on the Purchase Order 

transaction. 
 
TERMS    The vendor terms or vendor discount associated with this 

Purchase Order.  
 
RESP PERSON  The person to whom questions should be addressed about the 

order. 
 
BUYER    The purchasing buyer responsible for this order, associated with 

        the commodity code used on the first commodity line.  
 
PO DATE   The date given on the Purchase Order transaction. 
 
BLANKET #   The blanket agreement between the institution and vendor that 

governs terms of this order. 
 
COMMENTS   The description coded on the order transaction. 
 
RESP AREA   The area code showing the source of the order. 
 
ORGANIZATION/  The organization code and organization short name of the 
ORG NAME    department requesting the services. 
 
PO HOLD   The flag, when set to “Y” indicates that the Purchase Order is not 

to be printed automatically. 
 
ORDER TYPE  The type of order – “S” meaning special instructions are  
     applicable. 
 
CONFIRMING ORDER The indicator which shows if the vendor has received prior 

notification of this order. 
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OPEN PURCHASE ORDER HEADER TABLE (OPPH), continued 
 
PERTINENT FIELD DESCRIPTIONS, continued 
 
NOTE PAD IND  This indicator determines whether any text associated with 

           this document in the Note Pad Text Table (NOTE).  An “X” 
     indicates PD cancelled. 
 
BUDGET FY   The budget year either inferred from the date or input from the 

order transaction. 
 
OFFSET RESV ACCT The balance sheet account code used for reserves for 

     encumbrances.  The code used is listed in the System Special 
     Accounts Table (SPEC). 
 
OUTSTANDING APRV The number of approvals which need to be applied to the 

commodity lines before the order will be fully approved and 
available on the Open Purchase Order Print Table. 

 
LINKING IND  The linking option specified or defaulted on the Purchase Order 

document.  Will either be Y or N depending on whether linking 
between commodity and accounting lines is in effect or not. 

 
DELIVERY DATE  The date by which the goods must be delivered. 
 
WAREHOUSE  The warehouse to which the goods will be delivered  
 
SHIP     The requesting Area code. 
 
BILL     The billing Area code to which the                                                  

invoice will be sent.   
 
RECEIPT IND  A “Y” entered into this field indicates that the goods have already 

been received.  A Receiver (RC) document is automatically 
      generated by the system.  
 
FOB POINT   A “S” indicates that freight charges were allowed when the 

transaction was created.   
 
BUILDING/ROOM  The building and room location of the requesting Local Area or     
                                           Regional Office. 

 
TAX CODE   Code that represents the sales tax rate.   
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OPEN PURCHASE ORDER HEADER TABLE (OPPH), continued 
 
PERTINENT FIELD DESCRIPTIONS, continued 
 
TOTAL QTY   Total quantity of all commodity lines in the document.   
 
TOTAL ORDER AMT The total amount of all the lines on the order. 
 
FREIGHT IND  A “C” displays in this field if there are freight charges.   
 
FREIGHT AMT  Total freight amount for this order.   
 
RECEIVED AMT  The dollar amount of all items certified as received against this     
                                            order. 
 
PO DISC CODE  Purchase discount code as entered on the transaction Header 

screen.    
 

DISCOUNT AMT  Amount of purchase discount for this order.   
 
INVOICE AMT  The total amount of items received against this order. 
 
3W MATCH IND  A = Purchase order, receiver and vendor invoice must be 

   entered into the system to create an automatic payment. 
 

V = Purchase order and vendor invoice must be entered into 
          the system to create an automatic payment. 
 

N = Purchase order only must be entered into the system.  
   Office must submit blue receiver to Accounts Payable. 

 
R = Purchase order and receiver must be entered into the      

   system to create an automatic payment. 
 

When the purchase order, receiver copy, and vendors= invoice 
all match, the document is processed for payment. 

 
LAST PRINT DATE  The last date that this order was printed. 
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OPEN PURCHASE ORDER HEADER TABLE (OPPH), continued 
 
PERTINENT FIELD DESCRIPTIONS, continued 
 
OUTSTANDING AMT The amount not closed (either by payment or a modification) 

against this order.  This amount is the same as the total purchase 
order amount until some or all items ordered have been paid  
or cancelled. 

 
MOD NUMBER  The number of the modification document being processed 

against the order. 
 
MOD DATE   The last date that this document was modified. 
 
EXPENDED AMT  The total amount paid to date on this order. 
 
CLOSED DATE  The date when all Accounting Lines were closed on this order 

due to either a payment or a modification.  It is displayed in 
YYMMDD format. 

 
CLOSED AMT  The total amount closed against this purchase order by a 

payment or a modification. 
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OPEN PURCHASE ORDER COMMODITY LINE TABLE (OPPC) 
 
This table contains information about each commodity line on an open purchase order.  The 
table keeps track of commodity description information as well as distinguishing between 
ordered quantity, received quantity, invoiced quantity, and the associated costs of each. 
 
Entries are added to this table each time a new PC, PD or PG order is accepted.  Entries are 
changed when modifications are processed against these documents.  The received quantity 
fields are updated when RC transactions are accepted; the invoiced quantity fields are 
updated upon acceptance of VI transactions. 
 
How to Access: 
 
From the OPPH table, type L in the Action field and press Enter/right Ctrl. 
 
From a table: 
 
ACTION field: Type N for Next or New. 
SCREEN field: Type OPPC for Open P O Comm Line Table 
   Press Enter/right Ctrl to access the table. 
 
When displayed, S for Scan is in the Action field. 
 
Enter the vendor number, transaction code and purchase order number and press 
Enter/right Ctrl. 
  
OPPC is a system-maintained table. 
ACTION: S  SCREEN: OPPC USERID:                    10/03/02   09:54:31 AM  
 OPEN PO COMM LINE TABLE                                                         
 KEY IS VENDOR NUMBER, TRANS CODE, PO NUMBER, LINE NUMBER                        
                                                                                 
 VENDOR NUMBER:              TRANS CODE:      PO NUMBER:                         
    LINE NUMBER:                                                                 
   ACCOUNT LINE:                 COMMODITY:                                      
    DESCRIPTION:                                                                 
           UNIT:                                                                 
   MANUF NUMBER:                      NAME:                                      
           TEXT:                    BID ID:               BID LN:                
 ORIG UNIT COST:                                  DISC UNIT COST:                
   PO DISC CODE:                DISCOUNT %:         DISCOUNT AMT:                
    PRE TAX AMT:                                                                 
 LAST UNIT COST:                  TAX CODE:              TAX AMT:                
    FREIGHT AMT:                                                                 
 INVD FRGHT AMT:                  PAID FREIGHT AMOUNT:                           
    QTY ORDERED:                                      TOTAL COST:                
   QTY RECEIVED:                 RECV COND:      P/F:      TOTAL:                
   QTY INVOICED:                 INVC COND:      P/F:      TOTAL:                
       QTY PAID:                                                                 
 LAST FORWARD TRANS ID:                                     DATE:                
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OPEN PURCHASE ORDER COMMODITY LINE TABLE (OPPC), continued 
 
PERTINENT FIELD DESCRIPTIONS: 
 
VENDOR NUMBER   The vendor number coded on the Purchase Order 

transaction. 
 
TRANS CODE   The two-character code that identifies this order: 

 
PC Central Purchase Order 
PD Decentralized Purchase Order 
PG Price Agreement 

 
PO NUMBER   The number assigned to this order on the input 

           transaction. 
 
LINE NUMBER   Commodity line number as entered on the transaction  
      input form, e.g., 001, 002, etc. 
 
ACCOUNT LINE   Accounting line number as entered on the transaction 

input form, e.g., 01, 02, etc. (Identifies expense budget line 
being charged.) 

 
COMMODITY   Ten-digit commodity code that identifies the items               

                                     being ordered. 
 

DESCRIPTION   Commodity description as entered on the Commodity input 
screen. 

 
UNIT      Unit of measure as entered on the transaction input  
      screen.   

 
MANUF NUMBER   The manufacturer’s number or the vendor’s catalog 

number of the goods being ordered, or any additional text, 
as entered on the transaction input screen. 

 
NAME      The manufacturer’s name for this commodity line, or any 

additional text, as noted on the transaction input screen. 
 
TEXT      Y =text is posted to the Purchasing Text screen.  

S =Standard Text is used. 
 
BID ID     Bid number assigned by Facilities Procurement Office        
                                                when an item is submitted for bidding. 
 
BID LN    Bid line number on Bid transaction, e.g., 001, 002, etc. 
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OPEN PURCHASE ORDER COMMODITY LINE TABLE (OPPC), continued 
 
PERTINENT FIELD DESCRIPTIONS, continued 
 
ORIG UNIT COST   Cost of each commodity before purchase discount.              
 
DISC UNIT COST   Cost of each commodity after discount is subtracted. 
                                                       
PO DISC CODE   Code that identifies the percent of discount. 

 
DISCOUNT %   Discount percent based on the discount code entered on 

the transaction input form.  
  
DISCOUNT AMT   The dollar amount of the discount.   
 
PRE TAX AMT   The amount calculated after the discount has been 

subtracted and before taxes are applied.   
 
LAST UNIT COST   The unit cost for this commodity code based on the latest 

purchase order.    
 
TAX CODE    Code that represents the sales tax rate.  ST1=8.25% 

(Default), ST0=No Tax.   
 
TAX AMT    Tax amount for this commodity line.                                  . 
 
FREIGHT AMT   Freight amount for this transaction.   
 
INVD FREIGHT AMT  Freight amount as noted on the vendor invoice.   

 
PAID FREIGHT AMOUNT  Freight amount paid with a payment voucher.   
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OPEN PURCHASE ORDER COMMODITY LINE TABLE (OPPC), continued 
 
PERTINENT FIELD DESCRIPTIONS, continued 
 
QTY ORDERED   Quantity ordered for this commodity line.   
 
TOTAL COST   Total cost for this commodity line after discount, taxes and 

freight are applied.  Total cost=line amount-discount 
amount+tax amount+freight amount. 

 
QTY RECEIVED   Amount of items certified as received against this                
         commodity line, as based on the Receiver transaction. 
     
RECV COND   Received special condition code entered on the Receiver 

input transaction from the COND screen, e.g., R5=under 
shipment. 

 
P/F      Indicator of quantity received.  P=Partial, F=Final 
 
TOTAL     Total dollar amount of items certified as received. 
 
QTY INVOICED   Dollar amount of items invoiced against this commodity      

                                        line. 
                                             
INVC COND    Invoice condition code entered on the invoice input 

transaction from the COND screen, e.g., BO=over billed. 
 
P/F      P=Partial, F=Final.  Indicates whether order was invoiced 

in part or in full. 
 
TOTAL     Total dollar amount as invoiced on the vendor invoice 

transaction. 
 
QTY PAID    Total dollar amount paid by voucher. 
 
DATE      Date of the most recent accepted forward transaction that 

references the purchase order, in YYMMDD format. 
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OPEN PURCHASE ORDER ACCT LINE TABLE (OPPL) 
 
This table contains all outstanding and some recently closed Purchase Order documents.  All 
information recorded on the account line level of the Purchase Order transaction appears in 
the table, in addition to closed and expended amounts.  The table is organized by Purchase 
Order document number. 
 
Entries are added to this table when new PC, PD, or PG documents are accepted. Entries in 
the table are changed when modifications are submitted on Purchase Order account lines.  
The last two columns are updated when cash disbursements are processed, and when 
Manual Warrants and expense vouchers are accepted.   
 
How to Access: 
 
From the OPPC table, type L in the Action field and press Enter/right Ctrl. 
 
From a table: 
 
ACTION field: Type N for Next or New. 
SCREEN field: Type OPPL for Open P O ACCT  Line Table 
   Press Enter/right Ctrl to access the table. 
 
When displayed, S for Scan is in the Action field. 
 
Enter the vendor number, transaction code and purchase order number and press 
Enter/right Ctrl. 
  
OPPL is a system-maintained table. 
 
ACTION: S  SCREEN: OPPL USERID:                     10/03/02   10:00:50 AM  
 OPEN PO ACCT LINE TABLE                                                         
 KEY IS VENDOR NUMBER, TRANS CODE, ORDER NUMBER, LINE NUMBER                     
 VENDOR NUMBER:              TRANS CODE:           ORDER NO:                     
                                                                                 
     LINE NUMBER:                                                                
                                                                                 
            FUND:                    AREA:                 ORG/SUB-ORG:          
         PROGRAM:             OBJ/SUB-OBJ:                  BS ACCOUNT:          
        REPT CAT:              JOB NUMBER:                     PROJECT:          
                                                                                 
        LINE AMT:                                                                
    RECEIVED AMT:                                                                
      CLOSED AMT:                       REFERENCE ID/LINE:                       
    EXPENDED AMT:                    LAST TRANS ID/LN NUM:                       
 OUTSTANDING AMT:                   LAST TRANSACTION DATE:                       
        FUNCTION:                                                                
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OPEN PURCHASE ORDER ACCT LINE TABLE (OPPL), continued 
 
PERTINENT FIELD DESCRIPTIONS: 
 
VENDOR NUMBER   The vendor number coded on the Purchase Order 

transaction. 
 
TRANS CODE   The two-character code that identifies this order: 
 

PC Central Purchase Order 
PD Decentralized Purchase Order 
PG Price Agreement 

 
ORDER NO    Purchase order number as defined on the transaction input 

form.  
 
LINE NO     The reference accounting line number as entered on the 

 transaction input form. 
 
FUND      Three-digit code that identifies the source of funds being 

charged, as entered on the transaction input form. 
 
AREA      Three-character code that identifies the Area being 

charged, as entered on the transaction input form. 
 
ORG      Generally the four-digit organization/location code 

as entered on the transaction input form. 
 
PROG      Four-digit alphanumeric code which identifies the program 

being charged as entered on the transaction input form.  
 
OBJ      Four-digit code that describes the type of 

expenditure as entered on the transaction input form. 
 
BS ACCOUNT   The balance sheet account entered on the Purchase 

Order. 
 
REPT CAT    The reporting category code entered on the Purchase 

Order. 
 
JOB NUMBER    The job number against which this Purchase Order is to    
                                                        be charged. 
 
PROJECT    Project code for which this Purchase Order was entered. 
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OPEN PURCHASE ORDER ACCT LINE TABLE (OPPL), continued 
 
PERTINENT FIELD DESCRIPTIONS, continued 
 
LINE AMT    The dollar amount of this accounting line.  It reflects all 

modifications made on the original amount. 
 
RECEIVED AMT   The total amount received against the accounting line 

 through receiver documents (RC). 
 
CLOSED AMT   The total amount paid to date on this order line, until the 

order line is closed.  At closing, this figure is set equal to 
the Purchase Order line amount, even if the closed amount 
was more or less than the Purchase Order line amount. 

 
REFERENCE ID/LINE  The reference originating Requisition (RX) 

transaction number and accounting line number for the 
follow up PC transaction.  This will be blank when a PD or  

                 PG is used. 
 
EXPENDED AMT   The total amount paid to date against the accounting line. 

 
LAST TRANS ID/LN NUM           This field keeps track of the most recent document entered 

against this purchase order.  The field is broken up into 
four separate areas (transaction code/area/document  
number/accounting line number of the document 
referencing this particular purchase order)  

 
OUTSTANDING AMT  The amount of this order line that has not been closed. 

 
LAST TRANSACTION DATE Date that the most recent document was entered against 

this purchase order (YYMMDD) format. 
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AREA/ORGANIZATION PURCHASE ORDER INQUIRY (AOPI) 
 
This table shows all purchase orders for a given area and organization.  This screen is an 
alternate view of the Open Purchase Order Accounting Line Table (OPPL), thus this screen 
will show you all the records on OPPL. 
 
How to Access: 
 
From a table: 
 
ACTION field: Type N for Next or New. 
SCREEN field: Type AOPI for AREA/ORGANIZATION PURCHASE ORDER INQUIRY 
   Press Enter/right Ctrl to access the table. 
 
When displayed, S for Scan is in the Action field. 
 
Enter the area code for a given organization and press Enter/right Ctrl. 
  
AOPI is a system-maintained table. 

 
ACTION: S  SCREEN: AOPI USERID:                    10/03/02   10:09:40 AM  
                                                                                 
                 AREA/ORGANIZATION PURCHASE ORDER INQUIRY                        
                                                                                 
 KEY IS AREA,ORGANIZATION,TRANS CODE,PO NUMBER,PO LINE,VENDOR NUMBER             
                                                                                 
 AREA:                  AREA NAME:                                               
 ORG :                  ORG NAME :                                               
                                                                                 
         PO #       LN#   VENDOR            VENDOR NAME               AMOUNT     
     -------------- --- ---------- ------------------------------ -------------- 
            COMMENTS    PO DATE   DEL DATE  CLO DATE  RECEIVED AMOUNT            
          ------------  --------  --------  --------  ---------------            
 01-                                                                             
                                                                                 
 02-                                                                             
                                                                                 
 03-                                                                             
                                                                                 
 04-                                                                             
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AREA/ORGANIZATION PURCHASE ORDER INQUIRY TABLE (AOPI), continued 
 
PERTINENT FIELD DESCRIPTIONS: 
 
AREA      The area code for which this purchase order was entered. 
 
AREA NAME   The name of the relevant area. 
 
ORGANIZATION NAME  The name of the relevant organization. 
 
P O NUMBER   The transaction code and number assigned to this 
                                             document on the order input transaction. 
 
LINE NUMBER   The number of the order account line being described, 

assigned on the order input transaction. 
 
VENDOR    The vendor number coded on the purchase order input 

form. 
 
VENDOR NAME   The name of the relevant vendor. 
 
AMOUNT    The amount of this order line; it reflects all adjustment 

actions made on the original amount. 
 
COMMENTS    The document description. 
 
PO DATE    The date of this purchase order document. 
 
DELIVERY DATE   The delivery date of the goods ordered. 
 
CLOSED DATE   The date the order was closed.  It will be blank if the order 

           is still open. 
 
RECEIVED AMOUNT  The total amount certified as received against this               
                                           accounting line through Receiver documents. 
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DOCUMENT CROSS REFERENCE INQUIRY (DXRF) 
 
This table provides information about all transactions associated with the transaction entered 
on the header line.  For each of the related documents, the transaction identifying code and 
acceptance date is shown along with the action that was taken and the vendor code.  A 
forward/backward pointer indicates if the document was used as a reference (backward), or if 
it was referenced by the transaction on the header lines (forward). 
 
How to Access: 
 
From a table: 
 
ACTION field: Type N for Next or New. 
SCREEN field: Type DXRF for DOCUMENT CROSS REFERENCE INQUIRY 
   Press Enter/right Ctrl to access the table. 
 
When displayed, S for Scan is in the Action field. 
 
Enter the document ID number and press Enter/right Ctrl. 
  
DXRF is a system-maintained table. 
 
ACTION: S  SCREEN: DXRF USERID:                    10/03/02   10:07:12 AM  
 DOCUMENT CROSS REFERENCE INQUIRY                                                
 KEY IS DOCUMENT ID, REFERENCE DOC ID, ACCEPT DATE, ACT                          
                                                                                 
 DOCUMENT ID:                  DOCUMENT TOTAL:                                   
                                                                                 
     REFERENCE       ACCEPT          REFERENCED  CLOSED   REFERENCE DOC          
     DOCUMENT ID     DATE     ACT        AMOUNT  DATE     RELEASED AMT           
     =============== ======== === -------------- -------- --------------         
                                                            VENDOR/PROV          
                                                            ------------         
 01-                                                                             
                                                                                 
 02-                                                                             
                                                                                 
 03-                                                                             
                                                                                 
 04-                                                                             
                                                                                 
 05-                                                                             
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DOCUMENT CROSS REFERENCE INQUIRY (DXRF), continued 
 
PERTINENT FIELD DESCRIPTIONS: 
 
FISCAL YEAR   The fiscal year of the document submitted. 
 
TRANSACTION CODE  The two-digit code that identified the transaction. 
 
TRANSACTION NUMBER  The unique number assigned to the transaction. 
 
F/B POINTER   Either “F”(forward) to show this document is referenced by 

a later transaction or “B” to show a reference was made by 
this document. 

 
REFERENCED TRANS ID  The transaction code and number that was used as a 

reference. 
 
ACCEPTANCE DATE  The date the transaction was accepted by IFS in 

MMDDYY format. 
 
ACT      Valid entries for most documents are: 

“E” original entry  
“M” modification 
“X”  cancel 
 

VENDOR    The code for the applicable vendor as defined in the 
Vendor Table. 

 
CLOSED DATE   Where applicable, the date that the document was closed 

as defined on the open table for that document type. 
 
AMOUNT    The amount for which the transaction ID in the line is being 

referenced.  May be blank when the transaction code in 
the header line is RC or BD. 
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PURCHASING TEXT TABLE (PTEX) 
 

The purpose of this screen is to display text which was created on the purchase order and is 
generally associated with a specific commodity line, e.g., 001, 002, etc.  Text will appear on 
the printed purchase order directly below the related commodity line.  Text associated with 
the entire transaction and not associated with a specific commodity line is noted on the 
Purchasing Text screen as commodity line 000.  This text will appear before the commodity 
line information on the printed purchase order. 
 
How to Access: 
 
From a table: 
 
ACTION field: Type N for Next or New. 
SCREEN field: Type PTEX for PURCHASING TEXT TABLE 
   Press Enter/right Ctrl to access the table. 
 
When displayed, S for Scan is in the Action field. 
 
Enter the vendor number, transaction code and purchase order number and press 
Enter/right Ctrl. 
  
PTEX is a system-maintained table. 
 
ACTION: S  SCREEN: PTEX USERID:                     10/03/02   10:14:25 AM  
 H-  PURCHASING TEXT TABLE                                                       
     KEY IS VENDOR NUMBER, PO ID, COMM LINE NUMBER, TEXT LINE NUMBER             
                                                                                 
     VENDOR NUMBER:            PO ID:                 COMM LINE:                 
     VENDOR NAME  :                                                              
     TO TRANSFER BID TEXT, ENTER--> BID NO:             BID SUFF:    BID LN:     
                                                                            TEXT 
                                   TEXT                                     LINE 
     ---------------------------------------------------------------------- ---- 
                                                                                 
 01-                                                                             
 02-                                                                             
 03-                                                                             
 04-                                                                             
 05-                                                                             
 06-                                                                             
 07-                                                                             
 08-                                                                             
 09-                                                                             
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PURCHASING TEXT TABLE (PTEX), continued 
 
PERTINENT FIELD DESCRIPTIONS: 
 
VENDOR NUMBER   The code which identifies the vendor who will supply the 

goods as entered on the input screen. 
 

PO ID      The two-character code that identifies the type of 
transaction (PD, PC, PG), followed by the purchase order 
number as defined on the transaction input screen.  

 
COMM LINE    Commodity line number associated with the text.  Identifies 

the commodity line on the purchase order transaction. 
 

VENDOR NAME   The vendor name identified by the vendor number. 
 
BID NO     The bid number associated with the bid text. 
 
BID SUFF    The bid suffix associated with the bid text. 

 
BID LN     The bid line associated with the bid text. 
 
TEXT      Extended detailed description/instructions to the vendor. 
 
TEXT LINE    Line number identifying text.  System assigns line numbers 

in increments of two, e.g., 001,003. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD) 
 
After a purchase order is accepted by IFS, changes may be made to it.  Changes to the 
accepted document are referred to as modifications. 
 
Some of the reasons for modifying a transaction are as follows: 
 
1.  Replace the accounting line charged for the items. 
 
2.  Add additional commodity lines. 
 
3.  Increase or decrease the ordered quantity. 
 
4.  Price difference between the Purchase Order and Invoice. 
 
5.  Increase or decrease the unit cost. 
 
6.  Modify the discount or tax codes. 
 
7.  Modify the freight amounts. 
 
8. Cancel the accepted transaction.  For instance, if the wrong vendor code is used, the 

hard copy purchase order is printed with the incorrect vendor name and address.  If the 
user does not cancel the transaction through a modification, the transaction amount will 
continue to be incorrectly encumbered. 

 
There are two procedures by which modifications are done.  The two procedures are either to 
modify the transaction with batching, or modify the transaction without batching.  The 
procedure used is dependent on whether the transaction to be modified is displayed on the 
SUSF screen.  Accepted transactions display on the SUSF screen for two days then they are 
removed.  If the user needs to modify the transaction within the two-day period, the 
transaction can be modified but it must be “batched.” 
 
Batching is a means of working with the original transaction without the system assuming 
that the original transaction is being duplicated.  
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
Number in the BATCH# field: 

The batch number cannot exceed six characters.  It is easiest to use the last four to six 
digits of the original transaction number in the BATCH # field. 

 
Batch Control Screen: 

The required information on the Batch form is the Number of Documents and the Net 
Amount of the modification. 

 
Note: Once the modification is accepted, the Open Purchase Order Header tracking table 

will display MOD NUMBER and MOD DATE. 
 
The TOTAL COST on the transaction reflects the modification total only.  It is not a   
recalculation of the entire transaction amount.  The system assigns “I” for increase or “D” for 
decrease in the I/D field. 
 
The following instructions are for creating a modification with batching. 
 
To modify a Purchase Order (PD) from the SUSF screen, enter the data in the following 
fields: 
 

Action: S  Function: New 
 
Tab to SEL line and complete the Batch ID Field (if not batched, this field is left blank): 
 

TRAN:  PD 
 
AREA:  Three-Character Code of the original Area creating 

transaction. 
 
NUMBER: Use the last four to six digits of the original transaction to be 

modified. 
 
Complete the Document ID Field: 
 

TRAN:  PD 
 
AREA:  Three-Character Code of the original Area creating 

transaction. 
 
NUMBER: Original transaction number of the document to be modified. 

 
Press Enter/right Ctrl. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
Displays a blank Decentralized Purchase Order Batch Control Screen (if not batched, the 
PD input screen appears).  The required information is the Number of Documents and the 
Net Amount of the modification.  Since the calculations cannot be completed until after the 
modification is completed, this screen is left blank. 
 
 
FUNCTION:                 DOCID: PD   WDF   BPOG0000001       10/03/02 10:21:09 AM 
   STATUS:          BATID: PD   WDF   0001   ORG:                      
   
 B-                                                                              
                DECENTRALIZED PURCHASE ORDER BATCH CONTROL                       
                                                                                 
                                BATCH DATE:                              
                                                                                 
            NUMBER OF DOCUMENTS:                  NET AMOUNT:                  
             ACTUAL BATCH COUNT:           ACTUAL BATCH AMOUNT:                  
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
  
 
 
                                                                                 
                                                                                 

 
Press Enter/right Ctrl. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
Displays a blank Decentralized Purchase Order Input Form. 
 
FUNCTION:                 DOCID: PD   F07  PRJ-0000001     10/03/02 10:24:59 AM 
   STATUS:               BATID: PD   F07  0001    ORG: 
                        
                  DECENTRALIZED PURCHASE ORDER INPUT FORM                        
 DATE:          ACCT PRD:       BFY:    ACT:   TRACK CO:   DEL DATE:             
 VENDOR CODE:               RESP AREA/ORG:                               TYPE:   
        NAME:                                 SHIP/BILL TO:         RECPT IND:   
     ADDRESS:                                    BLDG/ROOM:             TERMS:   
                                                  COMMENTS:               FOB:   
                                                 BLANKET #:              CONF:   
     CONTACT:                                  RESP PERSON:                      
         TAX:          LINK:       BS ACCT:                                      
 PO DISC CODE:    FREIGHT IND:    FREIGHT TOTAL:                 FRT I/D:        
                                                                                 
                                                                                 
    LN  FUND AREA ORG/SUB  PROG  OBJ/SUB  JOB/PROJ   TOTAL COST   I/D            
    --  ---- ---- -------  ----  -------  -------- -------------- ---            
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
 
                                                                                 

 
Enter the following information: 
 
DATE       Optional.  Enter the current date, in MMDDYY format.  It 

cannot be a future date.  If left blank, the date the 
transaction is entered into the system is used. 

 
ACT       Enter M (Modify) 
 
TRACK CO     Enter Y (Yes).  This ensures that the original transaction 

will be tracked with the modified transaction. 
 
VENDOR     The vendor code used on the original transaction must be 

entered when modifying a Purchase Order. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
REPLACE ACCOUNTING LINE 
 
 If you must replace the accounting line: 

Enter the original accounting line number to be replaced (01, 02, etc.), the outstanding 
amount in the TOTAL COST field, and enter D in the I/D field.   
 
On the next line, enter the same accounting line number as the one to be replaced 
(01, 02, etc.), the new accounting line information, the outstanding amount in the 
TOTAL COST field, and I in the I/D field.  

 
After all lines are completed the document must be edited. 
 
TO EDIT THE DOCUMENT: 
 
 Enter EB in the Function Field and Press Enter/right Ctrl. 
 -OR- 
 Press SHIFT+PF2. 
 
This displays the Decentralized Purchase Order Batch Control Screen. 
The PD transaction did not process (status equals REJCT) because: 
 
 NUMBER OF DOCUMENTS must equal ACTUAL BATCH COUNT. 
 
 NET AMOUNT must equal ACTUAL BATCH AMOUNT. 
 
 Tab to the beginning of the NUMBER OF DOCUMENTS field.  Type the amount that   
           appears in the ACTUAL BATCH COUNT. 
 

Tab to the beginning of the NET AMOUNT field and erase the 0.0.  Type the amount 
that appears in the ACTUAL BATCH AMOUNT. 

 
After all lines are completed the document must be edited. 
 
 Enter EB in the Function Field and Press Enter/right Ctrl. 
 -OR- 
 Press SHIFT+PF2. 
 
The Purchase Order Input Form displays with a REJCT status, and the message “AWAITING 
HEADER VERIFICATION” appears. 
 
Type V in the Function field to verify the document and press Enter/right Ctrl.  This gives the 
message, “DOCUMENT VERIFIED.”  The document is now ready to be edited again. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
REPLACE ACCOUNTING LINE 
 
TO EDIT THE DOCUMENT: 
 
 Enter EB in the Function Field and Press Enter/right Ctrl. 
 -OR- 
 Press SHIFT+PF2. 
 
 
Purchase Order Batch Control Screen appears. 
 
If the transaction passes the edit, the BATCH will automatically ACCPT.  The document will 
be PEND1. 
 
Refer to Edit section of the manual. 
 
TO ACCEPT THE DOCUMENT: 
 
 Type RB in the Function Field on the Input Form and press Enter/right Ctrl. 
 -OR- 
 Press SHIFT+PF1. 
 
The Decentralized Purchase Order Batch Control Screen appears with the 
 
message “ALL ELIGIBLE DOCS ACCEPTED”. 
 
TO EXIT OUT OF THE DOCUMENT AND RETURN TO THE SUSF FILE: 
 
 Enter E in the Function Field and press Enter/right Ctrl. 
 -OR- 
 Press PF4. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
ADD COMMODITY LINE 
 
To modify a Purchase Order (PD) from the SUSF screen, enter the following data: 
 

Action: S  Function: New 
 
Tab to SEL line and complete the Batch ID Field (if not batched, this field is left blank): 
 

TRAN:  PD 
 
AREA:  Three-Character Code of the original Area creating 

transaction. 
 
NUMBER: Use the last four to six digits of the original transaction to be 

modified. 
 
Complete the Document ID Field: 
 

TRAN:  PD 
 
AREA:  Three-Character Code of the original Area creating 

transaction. 
 
NUMBER: Original transaction number of the document to be modified. 

 
Press Enter/right Ctrl. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
ADD COMMODITY LINE, continued 
 
Displays a blank Decentralized Purchase Order Batch Control Screen (if not batched, the 
PD input screen appears).  The required information is the Number of Documents and the 
Net Amount of the modification.  Since the calculations cannot be completed until after the 
modification is completed, this screen is left blank. 
 
FUNCTION:                 DOCID: PD   WDF   BPOG0000001 10/03/02 10:47:54 AM 
   STATUS:                BATID: PD   WDF   0001 ORG:                  
 B-                                                                              
                DECENTRALIZED PURCHASE ORDER BATCH CONTROL                       
                                                                                 
                                BATCH DATE:  
                                                                                 
            NUMBER OF DOCUMENTS:                   NET AMOUNT:       
             ACTUAL BATCH COUNT:          ACTUAL BATCH AMOUNT:       
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                              
 
 
                                                    
                                                                                 
                                                                                 

 
Press Enter/right Ctrl. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
ADD COMMODITY LINE, continued 
 
Displays a blank Decentralized Purchase Order Input Form. 
 
FUNCTION:                 DOCID: PD   WDF  BPOG0000001     10/03/02 10:24:59 AM 
   STATUS:                BATID: PD   WDF  0001    ORG: 
                         
                  DECENTRALIZED PURCHASE ORDER INPUT FORM                        
 DATE:          ACCT PRD:       BFY:    ACT:   TRACK CO:   DEL DATE:             
 VENDOR CODE:               RESP AREA/ORG:                               TYPE:   
        NAME:                                 SHIP/BILL TO:         RECPT IND:   
     ADDRESS:                                    BLDG/ROOM:             TERMS:   
                                                  COMMENTS:               FOB:   
                                                 BLANKET #:              CONF:   
     CONTACT:                                  RESP PERSON:                      
         TAX:          LINK:       BS ACCT:                                      
 PO DISC CODE:    FREIGHT IND:    FREIGHT TOTAL:                 FRT I/D:        
                                                                                 
                                                                                 
    LN  FUND AREA ORG/SUB  PROG  OBJ/SUB  JOB/PROJ   TOTAL COST   I/D            
    --  ---- ---- -------  ----  -------  -------- -------------- ---            
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
  
 
Enter the following information: 
 
DATE       Optional.  Enter the current date, in MMDDYY format.  It 

cannot be a future date.  If left blank, the date the 
transaction is entered into the system is used. 

 
ACT       Enter M (Modify). 
 
TRACK CO     Enter Y (Yes).  This ensures that the original transaction 

will be tracked with the modified transaction. 
 
VENDOR     The vendor code used on the original transaction must be 

entered when modifying a Purchase Order. 
 
 
After all required fields are entered on the Decentralized Purchase Order Input Form, 
press Enter/right Ctrl. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
ADD COMMODITY LINE, continued 
 
Displays a blank Detail Line screen. 
 
FUNCTION:                 DOCID: PD   WDF  BPOG0000001     10/03/02 11:10:01 AM 
   STATUS:               BATID: PD   WDF  0001    ORG:          000-000 OF 000 
 01- LINE NUMBER:       COMMODITY CODE:                                          
     REF ACCT LN:                 TEXT:            REVAL CODE:                   
                                                                                 
        QUANTITY:                  I/D:                  UNIT:                   
       UNIT COST:                  I/D:      LINE AMT:                           
     PO DISC CODE:                           DISC AMT:                 I/D:      
      LN TAX CODE:                            TAX AMT:                           
                                          FREIGHT AMT:                 I/D:      
                                                       --------------            
                                           TOTAL COST:                           
                                                                                 
     DESCRIPTION:                                                                
     MANUFACTURERS NAME:                                                         
     MANUFACTURERS NUMBER:                                                       
                                                                                 
 
 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
 
Enter the following information: 
 
LINE NUMBER    Type the next available line number.  For instance, if the 

original order has two (2) commodity lines (001 and 002), 
enter 003. 

 
COMMODITY CODE   Enter the commodity code number to be ordered. 
 
QUANTITY     Type the requested quantity 
 
I/D       Type I (increase). 
 
PO DISC CODE    The system infers the discount code entered on the original 

transaction (if any) and calculates the dollar discount 
amount when the commodity line is added.  To assign a 
different code from the one in the PO DISC CODE field on 
the original transaction, enter the new discount code that 
applies to this line.  The discount may be a flat dollar 
amount rather than a percentage.  If it is a flat dollar 
amount, include the two digits to the right of the decimal, 
e.g., $10.00.   
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
ADD COMMODITY LINE, continued 
 
LN TAX CODE    System assigns ST1 (8.25%) or ST0 (NO TAX) for goods 

based on the commodity code entered.   
   
FREIGHT AMT    If freight is charged, it is always noted on commodity line 

001.   
 
       If there is a change, enter the difference between the 

original freight charge and the modified freight charge.  
Always include a decimal point and two digits to the right.   

 
       In the I/D field, enter I if it is an increase over the original 

transaction; enter D if it is a decrease over the original 
transaction (leave blank if there is no change). 

 
To discontinue freight charge.  In the Freight Amt field on 
commodity line 001 enter the original freight charge 
amount and D for decrease in the I/D field. 

 
TEXT       If there is text to be associated with this modification 

Type the commodity line needing text. 
TAB to the Text field and enter Y. 
In the Function Field, enter TEXT or TX, press Enter/right 
Ctrl. 

       
      The Purchasing Text Table (PTEX) appears on the           
                                            screen   

Type A for Add in the Function field. 
Tab to line 01.   
Type the text associated with this particular commodity. 
At the end of each line press the Tab key to move to the 
next line. 
After all text is completed, press Enter/right Ctrl.   
 
Message appears:  “ALL LINES ADDED.” 
 
To return to the Detail Line, enter E in the Function field, 
press Enter/right Ctrl. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
ADD COMMODITY LINE, continued 
 
After all lines are completed the document must be edited. 
 
TO EDIT THE DOCUMENT: 
 
 Enter EB in the Function Field and Press Enter/right Ctrl. 
 -OR- 
 Press SHIFT+PF2 
 
This displays the Decentralized Purchase Order Batch Control Screen. 
The PD transaction did not process (status equals REJCT) because: 
 
NUMBER OF DOCUMENTS must equal ACTUAL BATCH COUNT. 
 
NET AMOUNT must equal ACTUAL BATCH AMOUNT. 
 
Tab to the beginning of the NUMBER OF DOCUMENTS field.  Type the amount that appears 
in the ACTUAL BATCH COUNT. 
 
Tab to the beginning of the NET AMOUNT field and erase the 0.0.  Type the amount that 
appears in the ACTUAL BATCH AMOUNT. 
 
After all lines are completed the document must be edited. 
 
 Enter EB in the Function Field and press Enter/right Ctrl. 
 -OR- 
 Press SHIFT+PF2 
 
The Purchase Order Input Form displays with a REJCT status, and the message “AWAITING 
HEADER VERIFICATION” appears. 
 
Type V in the Function field to verify the document and press Enter/right Ctrl this gives a 
message “Document Verified”.  The document is now ready to be edited again. 
 
TO EDIT THE DOCUMENT: 
 
 Enter EB in the Function Field and press Enter/right Ctrl. 
 -OR- 
 Press SHIFT+PF2. 
 
Decentralized Purchase Order Batch Control Screen appears.  
 
If the Transaction passes the edit the BATCH will automatically ACCEPT. 
The DOCUMENT will be PEND1. 
 
Refer to Edit section of the manual. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
ADD COMMODITY LINE, continued 
 
TO ACCEPT THE DOCUMENT: 
 
 Type RB in the Function Field on the Input Form and press Enter/right Ctrl 
 -OR- 
 Press SHIFT+PF1. 

 
The Decentralized Purchase Order Batch Control Screen appears with the 
message “ALL ELIGIBLE DOCS ACCEPTED”. 
 
TO EXIT OUT OF THE DOCUMENT AND RETURN TO THE SUSF FILE: 
 
 Enter E in the Function Field and press Enter/right Ctrl. 
 -OR- 
 Press PF4. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
INCREASE/DECREASE QUANTITY 
 
To modify a Purchase Order (PD) from the SUSF screen, enter the following data: 
 

Action: S  Function: New 
 
Tab to SEL line and complete the Batch ID Field (if not batched, this field is left blank): 
 

TRAN:  PD 
 
AREA:  Three-Character Code of the original Area creating 

transaction. 
 
NUMBER: Use the last four to six digits of the original transaction to be 

modified. 
 
Complete the Document ID Field: 
 

TRAN:  PD 
 
AREA:  Three-Character Code of the original Area  creating 

transaction. 
 
NUMBER: Original transaction number of the document to be modified. 

 
Press Enter/right Ctrl. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
INCREASE/DECREASE QUANTITY, continued 
 
Displays a blank Decentralized Purchase Order Batch Control Screen (if not batched, the 
PD input screen appears).  The required information is the Number of Documents and the 
Net Amount of the modification.  Since the calculations cannot be completed until after the 
modification is completed, this screen is left blank. 
 
FUNCTION:                 DOCID: PD   WDF   BPOG0000001 10/03/02 10:47:54 AM 
   STATUS:                BATID: PD   WDF   0001 ORG:                  
 B-                                                                              
                DECENTRALIZED PURCHASE ORDER BATCH CONTROL                       
                                                                                 
                                BATCH DATE:  
                                                                                 
            NUMBER OF DOCUMENTS:                   NET AMOUNT:       
             ACTUAL BATCH COUNT:          ACTUAL BATCH AMOUNT:       
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                              
 
 
                                                    
                                        
                                          
                                                                                 

 
Press Enter/right Ctrl. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
INCREASE/DECREASE QUANTITY, continued 
 
Displays a blank Decentralized Purchase Order Input Form. 
 
FUNCTION:                 DOCID: PD   WDF  BPOG0000001     10/03/02 10:24:59 AM 
   STATUS:                BATID: PD   WDF  0001    ORG: 
                         
                  DECENTRALIZED PURCHASE ORDER INPUT FORM                        
 DATE:          ACCT PRD:       BFY:    ACT:   TRACK CO:   DEL DATE:             
 VENDOR CODE:               RESP AREA/ORG:                               TYPE:   
        NAME:                                 SHIP/BILL TO:         RECPT IND:   
     ADDRESS:                                    BLDG/ROOM:             TERMS:   
                                                  COMMENTS:               FOB:   
                                                 BLANKET #:              CONF:   
     CONTACT:                                  RESP PERSON:                      
          TAX:            LINK:       BS ACCT:                                    
  
 PO DISC CODE:    FREIGHT IND:    FREIGHT TOTAL:                 FRT I/D:        
                                                                                 
                                                                                 
    LN  FUND AREA ORG/SUB  PROG  OBJ/SUB  JOB/PROJ   TOTAL COST   I/D            
    --  ---- ---- -------  ----  -------  -------- -------------- ---            
                                                                                 
 
                                                                                 
                                                                                 
                                                                                 
                                                                  
 
 
                
                                                                                 
  
 
Enter the following information: 
 
DATE       Optional.  Enter the current date, in MMDDYY format.  It 

cannot be a future date.  If left blank, the date the 
transaction is entered into the system is used. 

 
ACT       Enter M (Modify) 
 
TRACK CO     Enter Y (Yes).  This ensures that the original transaction 

will be tracked with the modified transaction. 
 
VENDOR     The vendor code used on the original transaction must be 

entered when modifying a Purchase Order. 
 
After all required fields are entered on the Decentralized Purchase Order Input Form, 
press Enter/right Ctrl. 
. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
INCREASE/DECREASE QUANTITY, continued 
 
Displays a blank detail line screen. 
 
FUNCTION:                 DOCID: PD   WDF  BPOG0000001     10/03/02 11:10:01 AM 
   STATUS:               BATID: PD   WDF  0001    ORG:          000-000 OF 000 
 01- LINE NUMBER:       COMMODITY CODE:                                          
     REF ACCT LN:                 TEXT:            REVAL CODE:                   
                                                                                 
        QUANTITY:                  I/D:                  UNIT:                   
       UNIT COST:                  I/D:      LINE AMT:                           
     PO DISC CODE:                           DISC AMT:                 I/D:      
      LN TAX CODE:                            TAX AMT:                           
                                          FREIGHT AMT:                 I/D:      
                                                       --------------            
                                           TOTAL COST:                           
                                                                                 
     DESCRIPTION:                                                                
     MANUFACTURERS NAME:                                                         
     MANUFACTURERS NUMBER:                                                       
                                                                                 
 
 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
 
Enter the following information: 
 
LINE NUMBER    Type the commodity line number (001, 002, etc.) that 

needs a quantity increase or decrease.  This identifies the 
commodity line number of the original PD to be modified. 

 
QUANTITY     Type the quantity of decrease or increase from the original 

order (enter the difference in the quantity field).    For 
example, if the original order was 20 and it is being 
decreased to 8, the quantity entered is l2.  If eliminating the 
line, enter the original quantity ordered. 

 
I/D       Tab to first I/D field. If this is an increase over the original 

commodity ordered, enter an “I”.  If this is a decrease over 
the original commodity ordered, enter a “D” 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
INCREASE/DECREASE QUANTITY, continued 
 
After all lines are completed the document must be edited. 
 
TO EDIT THE DOCUMENT: 
 
 Enter EB in the Function Field and press Enter/right Ctrl. 
 -OR- 
 Press SHIFT+PF2. 
 
This displays the Decentralized Purchase Order Batch Control Screen. 
The PD transaction did not process (status equals REJCT) because: 
 
NUMBER OF DOCUMENTS must equal ACTUAL BATCH COUNT. 
 
NET AMOUNT must equal ACTUAL BATCH AMOUNT. 
 
Tab to the beginning of the NUMBER OF DOCUMENTS field.  Type the amount that appears 
in the ACTUAL BATCH COUNT. 
 
Tab to the beginning of the NET AMOUNT field and erase the 0.0.  Type the amount that 
appears in the ACTUAL BATCH AMOUNT. 
 
After all lines are completed, the document must be edited. 
 
 Enter EB in the Function Field and press Enter/right Ctrl. 
 OR- 
 Press SHIFT+PF2. 
 
The Purchase Order Input Form displays with a REJCT status, and the message “AWAITING 
HEADER VERIFICATION” appears. 
 
Type V in the Function field and press Enter/right Ctrl this gives a message “Document 
Verified.”  The document is now ready to be edited again. 
 
TO EDIT THE DOCUMENT: 
 
 Enter EB in the Function Field and press Enter/right Ctrl. 
 -OR- 
 Press SHIFT+PF2. 
 
Decentralized Purchase Order Batch Control Screen appears. 
 
If the Transaction passes the edit the BATCH will automatically ACCPT. 
The DOCUMENT will be PEND1. 
 
Refer to Edit section of the manual. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
INCREASE/DECREASE QUANTITY, continued 
 
TO ACCEPT THE DOCUMENT: 
 
 Type RB in the Function Field on the Input Form and press Enter/right Ctrl 
 -OR- 
 Press SHIFT+PF1. 
 
The Decentralized Purchase Order Batch Control Screen appears with the 
message “ALL ELIGIBLE DOCS ACCEPTED”. 
 
TO EXIT OUT OF THE DOCUMENT AND RETURN TO THE SUSF FILE: 
 
 Enter E in the Function Field and press Enter/right Ctrl. 
 -OR- 
 Press PF4. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
INCREASE/DECREASE UNIT COST 
 
To modify a Purchase Order (PD) from the SUSF screen, enter the following data: 
 

Action: S  Function: New 
 
Tab to SEL line and complete the Batch ID Field (if not batched, this field is left blank): 
 

TRAN:  PD 
 
AREA:  Three-Character Code of the original Area creating 

transaction. 
 
 
NUMBER: Use the last four to six digits of the original transaction to be 

modified. 
 
Complete the Document ID Field: 
 

TRAN:  PD 
 
AREA:  Three-Character Code of the original Area creating 

transaction. 
 
NUMBER: Original transaction number of the document to be modified. 
 

Press Enter/right Ctrl 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
INCREASE/DECREASE UNIT COST, continued 
 
Displays a blank Decentralized Purchase Order Batch Control Screen (if not batched, the 
PD input screen appears).  The required information is the Number of Documents and the 
Net Amount of the modification.  Since the calculations cannot be completed until after the 
modification is completed, this screen is left blank. 
 
FUNCTION:                 DOCID: PD   WDF   BPOG0000001 10/03/02 10:47:54 AM 
   STATUS:                BATID: PD   WDF   0001 ORG:                  
 B-                                                                              
                DECENTRALIZED PURCHASE ORDER BATCH CONTROL                       
                                                                                 
                                BATCH DATE:  
                                                                                 
            NUMBER OF DOCUMENTS:                   NET AMOUNT:       
             ACTUAL BATCH COUNT:          ACTUAL BATCH AMOUNT:       
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                              
 
 
                                                    
                                                                                 
                                                                                 

 
Press Enter/right Ctrl. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
INCREASE/DECREASE UNIT COST, continued 
 
Displays a blank Decentralized Purchase Order Input Form. 
 
FUNCTION:                 DOCID: PD   WDF  BPOG0000001     10/03/02 10:24:59 AM 
   STATUS:                BATID: PD   WDF  0001    ORG: 
                         
                  DECENTRALIZED PURCHASE ORDER INPUT FORM                        
 DATE:          ACCT PRD:       BFY:    ACT:   TRACK CO:   DEL DATE:             
 VENDOR CODE:               RESP AREA/ORG:                               TYPE:   
        NAME:                                 SHIP/BILL TO:         RECPT IND:   
     ADDRESS:                                    BLDG/ROOM:             TERMS:   
                                                  COMMENTS:               FOB:   
                                                 BLANKET #:              CONF:   
     CONTACT:                                  RESP PERSON:                      
          TAX:            LINK:       BS ACCT:                                    
  
 PO DISC CODE:    FREIGHT IND:    FREIGHT TOTAL:                 FRT I/D:        
                                                                                 
                                                                                 
    LN  FUND AREA ORG/SUB  PROG  OBJ/SUB  JOB/PROJ   TOTAL COST   I/D            
    --  ---- ---- -------  ----  -------  -------- -------------- ---            
                                                                                 
 
                                                                                 
                                                                                 
                                                                                 
                                                                  
 
 
                
                                                                                 
  
  
Enter the following information: 
 
DATE       Optional.  Enter the current date, in MMDDYY format.  It 

cannot be a future date.  If left blank, the date the 
transaction is entered into the system is used. 

 
ACT       Enter M (Modify) 
 
TRACK CO     Enter Y (Yes).  This ensures that the original transaction 

will be tracked with the modified transaction. 
 
VENDOR     The vendor code used on the original transaction must be 

entered when modifying a Purchase Order. 
 
After all required fields are entered on the Decentralized Purchase Order Input Form, 
press Enter/right Ctrl. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
INCREASE/DECREASE UNIT COST, continued 
 
Displays a blank Detail Line screen. 
 
FUNCTION:                 DOCID: PD   WDF  BPOG0000001     10/03/02 11:10:01 AM 
   STATUS:               BATID: PD   WDF  0001    ORG:          000-000 OF 000 
 01- LINE NUMBER:       COMMODITY CODE:                                          
     REF ACCT LN:                 TEXT:            REVAL CODE:                   
                                                                                 
        QUANTITY:                  I/D:                  UNIT:                   
       UNIT COST:                  I/D:      LINE AMT:                           
     PO DISC CODE:                           DISC AMT:                 I/D:      
      LN TAX CODE:                            TAX AMT:                           
                                          FREIGHT AMT:                 I/D:      
                                                       --------------            
                                           TOTAL COST:                           
                                                                                 
     DESCRIPTION:                                                                
     MANUFACTURERS NAME:                                                         
     MANUFACTURERS NUMBER:                                                       
                                                                                 
 
 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
 
Enter the following information: 
 
LINE NUMBER    Type the commodity line number (001, 002, etc.) that 

needs a unit cost increase or decrease.  This identifies the 
commodity line number of the original PD to be modified. 

 
UNIT COST     Type the amount of decrease or increase from the original 

order (enter the difference in the Unit Cost field - the 
difference in dollar cost of the goods).  For example, if the 
original cost was $25.00 and modified cost is $20.00, enter 
the difference of $5.00. 

 
I/D       Tab to second I/D field.  If the unit cost has increased from 

the original order, enter “I.”  If the unit cost has decreased 
from the original order, enter “D.” 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
INCREASE/DECREASE UNIT COST, continued 
 
After all lines are completed the document must be edited. 
 
TO EDIT THE DOCUMENT: 
 
 Enter EB in the Function Field and press Enter/right Ctrl. 
 -OR- 
 Press SHIFT+PF2. 
 
This displays the Decentralized Purchase Order Batch Control Screen. 
The PD transaction did not process (status equals REJCT) because: 
 
NUMBER OF DOCUMENTS must equal ACTUAL BATCH COUNT. 
 
NET AMOUNT must equal ACTUAL BATCH AMOUNT. 
 
Tab to the beginning of the NUMBER OF DOCUMENTS field.  Type the amount that appears 
in the ACTUAL BATCH COUNT. 
 
Tab to the beginning of the NET AMOUNT field and erase the 0.0.  Type the amount that 
appears in the ACTUAL BATCH AMOUNT. 
 
After all lines are completed, the document must be edited. 
 
 Enter EB in the Function Field and press Enter/right Ctrl. 
 -OR- 
 Press SHIFT+PF2. 
 
The Purchase Order Input Form displays with a REJCT status, and the message “AWAITING 
HEADER VERIFICATION” appears. 
 
Type V in the Function field and press Enter/right Ctrl this gives a message “Document 
Verified."  The document is now ready to be edited again. 
 
TO EDIT THE DOCUMENT: 
 
 Enter EB in the Function Field and press Enter/right Ctrl. 
 -OR- 
 Press SHIFT+PF2. 
 
Decentralized Purchase Order Batch Control Screen appears. 
 
If the Transaction passes the edit the BATCH will automatically ACCPT. 
The DOCUMENT will be PEND1. 
 
Refer to Edit section of the manual. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
INCREASE/DECREASE UNIT COST, continued 
 
TO ACCPT THE DOCUMENT: 
 
 Type RB in the Function Field on the Input Form and press Enter/right Ctrl 
 -OR- 
 Press SHIFT+PF1. 
 
The Decentralized Purchase Order Batch Control Screen appears with the message “ALL 
ELIGIBLE DOCS ACCEPTED.” 
 
TO EXIT OUT OF THE DOCUMENT AND RETURN TO THE SUSF FILE: 
 
 Enter E in the Function Field and press Enter/right Ctrl. 
 -OR- 
 Press PF4. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
CANCEL TRANSACTIONS 
 
When a PD transaction is canceled, the entire document and all commodity lines are 
canceled. 
 
NOTE: Once the modification is accepted, the Open Purchase Order Header tracking 

screen will display an “X” on the NOTE PAD IND field and the TOTAL QTY and  
TOTAL ORDER AMT fields display 0.0.The following instructions are for creating a 
modification with batching. 

 
To cancel a Purchase Order (PD) from the SUSF screen, enter the following data in the 
following fields: 
 

Action:   S  Function: New 
 
Tab to SEL line and complete the Batch ID Field (if not batched, this field is left blank): 
 

TRAN:  PD 
 
AREA:  Three-Character Code of the original Area creating 

transaction. 
 
NUMBER: Use the last four to six digits of the original transaction to be 

modified. 
 
Complete the Document ID Field: 
 

TRAN:  PD 
 
AREA:  Three-Character Code of the original Area creating 

transaction. 
 
NUMBER: Original transaction number of the document to be modified. 

 
Press Enter/right Ctrl. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
CANCEL TRANSACTIONS, continued 
 
Displays a blank Decentralized Purchase Order Batch Control Screen (if not batched, the 
PD input screen appears).  The required information is the Number of Documents and the 
Net Amount of the modification.  Since the calculations cannot be completed until after the 
modification is completed, this screen is left blank. 
 
FUNCTION:                 DOCID: PD   WDF   BPOG0000001 10/03/02 10:47:54 AM 
   STATUS:                BATID: PD   WDF   0001 ORG:                  
 B-                                                                              
                DECENTRALIZED PURCHASE ORDER BATCH CONTROL                       
                                                                                 
                                BATCH DATE:  
                                                                                 
            NUMBER OF DOCUMENTS:                   NET AMOUNT:       
             ACTUAL BATCH COUNT:          ACTUAL BATCH AMOUNT:       
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                                                                                 
                              
 
 
                                                    
                                                                                 
                                                                                 

 
Press Enter/right Ctrl. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
CANCEL TRANSACTIONS, continued 
 
Displays a blank Decentralized Purchase Order Input Form. 
 
FUNCTION:                 DOCID: PD   WDF  BPOG0000001     10/03/02 10:24:59 AM 
   STATUS:                BATID: PD   WDF  0001    ORG: 
                         
                  DECENTRALIZED PURCHASE ORDER INPUT FORM                        
 DATE:          ACCT PRD:       BFY:    ACT:   TRACK CO:   DEL DATE:             
 VENDOR CODE:               RESP AREA/ORG:                               TYPE:   
        NAME:                                 SHIP/BILL TO:         RECPT IND:   
     ADDRESS:                                    BLDG/ROOM:             TERMS:   
                                                  COMMENTS:               FOB:   
                                                 BLANKET #:              CONF:   
     CONTACT:                                  RESP PERSON:                      
          TAX:            LINK:       BS ACCT:                                    
  
 PO DISC CODE:    FREIGHT IND:    FREIGHT TOTAL:                 FRT I/D:        
                                                                                 
                                                                                 
    LN  FUND AREA ORG/SUB  PROG  OBJ/SUB  JOB/PROJ   TOTAL COST   I/D            
    --  ---- ---- -------  ----  -------  -------- -------------- ---            
                                                                                 
 
                                                                                 
                                                                                 
                                                                                 
                                                                  
 
 
                
                                                                                 
  
 
Enter the following information: 
 
DATE       Optional.  Enter the current date, in MMDDYY format.  It 

cannot be a future date.  If left blank, the date the 
transaction is entered into the system is used. 

 
ACT       Enter X (Cancel) 
 
TRACK CO     Enter Y (Yes).  This ensures that the original transaction 

will be tracked with the modified transaction. 
 
VENDOR     The vendor code used on the original transaction must be 

entered when modifying a Purchase Order 
 
. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
CANCEL TRANSACTIONS, continued 
 
After all lines are completed the document must be edited. 
 
TO EDIT THE DOCUMENT: 
 
 Enter EB in the Function Field and press Enter/right Ctrl. 
 -OR- 
 Press SHIFT+PF2. 
 
This displays the Decentralized Purchase Order Batch Control Screen. 
The PD transaction did not process (status equals REJCT) because: 
 
NUMBER OF DOCUMENTS must equal ACTUAL BATCH COUNT. 
 
NET AMOUNT must equal ACTUAL BATCH AMOUNT. 
 
Tab to the beginning of the NUMBER OF DOCUMENTS field.  Type the amount that appears 
in the ACTUAL BATCH COUNT. 
 
Tab to the beginning of the NET AMOUNT field and erase the 0.0.  Type the amount that 
appears in the ACTUAL BATCH AMOUNT. 
 
After all lines are completed the document must be edited. 
 
 Enter EB in the Function Field and press Enter/right Ctrl. 
 -OR- 
 Press SHIFT+PF2. 
 
The Purchase Order Input Form displays with a REJCT status, and the message “AWAITING 
HEADER VERIFICATION” appears. 
 
Type V in the Function field and press Enter/right Ctrl.  Message appears “Document 
Verified.”  The document is now ready to be edited again. 
 
TO EDIT THE DOCUMENT: 
 
 Enter EB in the Function Field and press Enter/right Ctrl. 
 -OR- 
 Press SHIFT+PF2. 
 
Decentralized Purchase Order Batch Control Screen appears. 
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MODIFICATION OF AN ACCEPTED PURCHASE ORDER (PD), continued 
 
CANCEL TRANSACTIONS, continued 
 
If the Transaction passes the edit the BATCH will automatically ACCPT. 
The DOCUMENT will be PEND1. 
 
Refer to Edit section of the manual. 
 
TO ACCEPT THE DOCUMENT: 
 
 Type RB in the Function Field on the Input Form and press Enter/right Ctrl 
 -OR- 
 Press SHIFT+PF1. 

 
The Decentralized Purchase Order Batch Control Screen appears with the MESSAGE: 
“ALL ELIGIBLE DOCS ACCEPTED”. 
 
 
TO EXIT OUT OF THE DOCUMENT AND RETURN TO THE SUSF FILE: 
 
 Enter E in the Function Field and press Enter/right Ctrl. 
 -OR- 
 Press PF4. 
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