Finding Information about your Legacy Purchase Orders
(POs) and Requisitions issued before April 26th 2021

There are two main sources for information regarding your POs and requisitions.

1. The Purchasing System Inquiry: Choose the “Purchasing System Inquiry” link
from the left side menu on Purchasing’s Home Page at
http://www.bussvc.wisc.edu/purch/purch.html

a.
b.
c.
d

e.

f.

g.

Contains item detail on POs and requisitions

Contains a printable PDF Department copy of the PO

Contains end dates for blanket orders

Only contains information about POs and requisitions (no other types of
financial transactions)

Searching can be done by individual PO number or by Department ID
and/or a project ID

Does not contain data about any funding changes on your POs

No login required

2. WISDM. Available through the Services tab in My UW or login at
https://authhub.wisconsin.edu/?app=WISDM

a.

o

@ ~oa

Contains all your financial data, encumbrances, expenses and
transactions for your area including POs — this is the official source for
UW-Madison financial data.

Can easily be searched by department, project ID, PO number, etc.
Lists accurate and up to date funding information for your
encumbrances/POs

Shows the status of a PO (open or closed)

Does not contain item level detail about your POs

Does not contain tracking data on your paper forms

Contact sfsmsn@bussvc.wisc.edu for assistance



http://www.bussvc.wisc.edu/purch/purch.html
https://authhub.wisconsin.edu/?app=WISDM
mailto:sfsmsn@bussvc.wisc.edu

Using the Purchasing System Inquiry

1. Choose the “Purchasing System Inquiry” link from the left side menu on
http://www.bussvc.wisc.edu/purch/purch.html
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2. Choose the “Purchasing Information Inquiry” link listed in the first bullet on
http://www.bussvc.wisc.edu/purch/purching.html
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The Purchasing Information Inquiry allows users to search the purchasing system database for

purchase order, requisition, vendor, and commodity code information, including requisition tracking

information and Department PDF copies of POs. This link will open the application in a new window.

To lookup POs and requisitions for your department, use the "Search Purchase
COrders/Requisitions" link and enter your Department ID and/or Project to find orders of interest.

To find individual POs and associated information (including payments and Department pdf copies of
POs}, use the "Specific Purchase Order Lookup" link and enter the PO number.

To find /print Department PDF copies of POs, use the "Search Purchase Orders/Requisitions" or
"Specific Purchase Order Lookup" link. Click the check box that appears to the left of your POs in the
search results grid and choose the “Click here for a PDF file of all selected POs” link to obtain a PODF
version of the Department copy of your PO to print or save.

To track requisitions, choose the "Specific Requisition Status Lookup” link and enter the reguisition
number. The log will show when your requisition was last updated in the requisition generator, when
the paper copy was received in Purchasing, where/if the paper copy was further routed for
approvals, and once processed will show the detail information from the requisition.

@Tu find the PO's encumbrance balance, status {open or closed}), and expenses from
WISDM, use the "Remaining Encumbrance Status Tool" link and enter the PO number,


http://www.bussvc.wisc.edu/purch/purch.html
http://www.bussvc.wisc.edu/purch/purchinq.html

3. The link takes you to the main menu of the Purchasing Information Inquiry on the
web. Using the Purchasing Information Inquiry, you may search for requisitions
and Purchase Order information after they are processed by Purchasing
Services.

a. To search for all the requisitions or POs pertaining to your Department
and/or Project ID choose “Search Purchase Orders/Requisitions” and
enter your 6 digit Department ID (or part of your Department ID) and/or
your 7 digit Project ID and a specified date range to search for. Note: The
results in this search only take into account the funding listed on your
requisition and will not reflect changes made through encumbrance
management forms.

b. To view the encumbrance balance, status (open or closed), and payment
information for the PO, choose “Remaining Encumbrance Status Tool”
and enter the 7 digit PO number.

c. To view details and payment data for Purchase Orders, choose “Specific
Purchase Order Lookup”.

i. If you enter the requisition number in the Purchase Order Inquiry
and get no results, this means that your PO has not yet been
created by Purchasing Services. Once the PO is created, your
results will appear.

d. To view requisition tracking log information and details about your
requisitions (including log entries regarding encumbrance management
changes), choose the “Requisition Inquiry”.

LINIVERSITY OF WISCOMNSIM-MADISON LW HOME MY LW LW SFARCH
To find all the POs entered for your
Department, choose “Search

Purchase Orders/Requisitions”

Purchasing Information Inquiry

Campus User Tools:

¢ Search Purchase Orders/Requisitions: Find, wview and print your released purchase orders or requisitions
by Department, Project, and/or date range.

¢ Remaining Encumbrance Status Tool: Wiew details about a known purchase order number, including the
encurrgprance balance, status {open or closed), and expenses from WISDM.

¢ Speciff Purchase Order Lookup: Yiew details about a known purchase order number, including payment
inform@tion,

* Speciffp Requisition Status Lookup: YieMgtatus details and tracking information about a known requisition

Lmbe
« Yendof Inquiry: Get address, phone information, tus, commodities, cross-references, payment

ummdies, vendor characteristics and orders,

o Ry known Yendar Number
o By Yendor Mame element or Yendor Address fragment Choose to view PO
and payment details

Choose to view the PO’s encumbrance
balance, status (open/closed), and payment
information. Use for completing
Encumbrance Management Forms.

Choose to view requisition and
tracking data and log data for
Encumbrance Management changes.




4. Choose the “Search Purchase Orders/Requisitions” link on the main page to find
all the requisitions or POs pertaining to your Department and/or Project ID.

There are a number of options affecting your search that can be chosen on the
Search Purchase Orders/Requisitions menu (as shown below):
a. The main search criteria appear in the highlighted box. Enter your 6 digit
Department ID (or part of your Department ID) and/or your 7 digit Project
ID. If you enter a partial Department ID, be sure to choose “starts with”
from the drop down box.
b. Click the “Include optional search criteria” box to specify a time period you
are interested in or all available data will be returned.

i. The default choice is “Req/Order Date is within the range entered
below”. This is especially helpful if you are searching for a partial
Department ID which will return a large number of records. Enter a
date range in the available fields to limit your search or click the
“Calendar” link to choose a date.

i. Choose “End Date is within the range entered below” to search for
any blanket orders or other requisitions with an end date in the
specified period. This is especially helpful if you want to search for
blanket orders for your Department or grant that will be ending soon.

c. The default option uses your chosen criteria to look up released POs. If
you would like to search for requisitions instead, choose the Look up
Requisitions radio button. Information on requisitions is only available if
they have already been processed by purchasing. If they have only been
entered in the External Requisition Generator, but not yet processed, they
will not appear in your search results.

Note: The results in this search only take into account the funding listed
on your requisition and will not reflect changes made through
encumbrance management forms.

LINDWVERSITY OF WISCOMNSIMN-MADISON

Purchasing Information Inquiry - Search Purchase

® Look up Released Purchase Orders

O Look up Requisitions Enter your 6 digit Department
Dept [is exactly ¥ |[036500 € ID and/or your 7 digit Project

ID to search for your POs.
andf‘j'/ Change the drop down to
Project = “starts with” to search for a

partial Dep. ID

> M Include optional search criteria

'@Reqf@rder Date is within the range entered below To limit the search to a

O End Date is within the range entered below specific time period or to find
blanket orders ending at a

Enter a date range in the farmat MM/OD/Y Y Yy ot
specified date, check the

(Beqginning’ .'f',-"1,-’2I]DE’I4 Calendar “Include optional search
{Ending)|7/31/2008 Calendar criteria” box and enter a date
range.

—['bEiegin Clueny ] [ FesetFields ]




In this example, the search returned a listing of all POs created between 7/1/2009
and 7/31/2009 that had Department 036500 in their funding line. The results appear
as follows and provide an overview of the order, showing the Requisition number,
Vendor, Date, Amount listed on the PO, Type of order, and the End Date. If the
order does not have an end date, this field will be populated with 0/0/0. Click the
Order Detail button for further information about the orders listed which will take you
to the detail searches described in the following pages for POs and requisitions.

WIISCOMNSIM-MADISOMN L HOME I LIy L SEARCH

Purchasing Information Inquiry - Orders by Funding

Click here to export this data to a C5Y file Back to previous page

Click here for a2 PDF file of all selected POs

[ Req# Vendor# |Vendor Date Amount| Type |[End Date

|| OrderDetail ||B160241 [126688 |[SCAN GLOBAL LOGISTICS 07/01/2009 $1.000 BC |5/25/2010
> Crcler Detail ||B194235 4757 GORDOM FLESCH CO INC 07/01/2009 $2,664.28) LC |6/30/2010

Feturn to Purchasing Inguiry Menu

Choose the “Click here to export this data to a CSV file” link near the top of the page
to export the data in the table to Excel. A dialog box appears as below to let you
choose to open the file with Excel or Save it. Click “OK” to continue.

Opening fileout.csv &l

‘fou have chosen ko open

@ fileout.cs¥

which is & Microsoft Cffice Excel Comma Separated Values File
fram: http: ffpainfo.busssye, wisc.edu

What should Firefox do with this file?

Microsaft OFfice Excel (default) w

) Save File

[] Do this automatically For files like this Fram now on.

—HOK ] [ Cancel

Once finished, choose the “Return to Purchasing Inquiry Menu” link at the bottom of
the page to begin another search.



5. To generate (and save or print) a Department copy of the PO from the search
results screen, click the check box next to the PO of interest as shown below.
Then click the “Click here for a PDF file of all selected POs” link.

UNIVERSITY OF

LIy HOME [Ty LIy LIy

Purchasing Information Inquiry - Orders by Funding

Click here to export this data to a C5V file Back to previous page
gy |ick here for a POF file of all selected POs

=% Req# ¥Yendor# |¥Yendor Date Amount| Type |[End Date

Ol|| OrderDetail |[Ble0241 [126688 |SCAN GLOBAL LOGISTICS 07/01/2009 £1.00| BC |6/25/2010
\‘[v Order Detail ||B194225 |4757 GORDOM FLESCH CO IMC 07/01/2000  $2,664.28| Lo |5430/2010

Return to Purchasing Inguiry Menu

A dialog box will appear as below allowing you to open or save the file. Click “OK”.

You have chosen to open

T B194Z35.pdf

which is at Adobe Acrobat 7.0 Docurment
from: http:)/poinfo,bussve, wisc.edu

What should Firefox do with this File?

@Qpenu\uth | Adobe Acrobat 8,1 {default) W
(") Save File

[] Do this autamatically Far Files like this Fram nave on,

# Ok ] [ Cancel ]

The PDF file will appear as below and can be printed or saved.

i B1 94235.pdf - Adobe Acrobat Professional

File Edit WYiew Document Comments Forms Tools  Advanced  Window Help
_‘mi Create PDF - E@ Comhine Files - @ Export - @ - ﬁ Secure ™ ﬁ Sign = |%| Forms = :? Review & Comment -
o sl Em N oy g . A
2 oy & & 2% | : =
Lk F 8 '$|1_|"12 R &) EC | 8 @ [reen | E:L is|
A~
PURCHASE ORDER NUMBER
PURCHASE ORDER it
AL, e paTe 07012009
VENDOR
RCHASTHG ICE

GORDON FLESCH CO INC it f;i;f";fﬁ;‘sf%g""“s

2675 RESEARCH PARE DR 3o = s P

e 21 N PARK ST BM 6165

SoEEe e EEAesTESE MADISOM, WI 53715 1218
CONTACT: CRROL PERRSON &0B-26Z2-7T7E0
F.OB. TERMS DELIVERY ORDER TYFE REFERENCE STATE CONTRACT —
v N30 c 1560042511
ITEM | Qun.NTITY| UNIT | ITEM DESCRIFTION COMMODITY CODE | UNIT FRICE TOTAL
01 1 TERM 48 Honth Lease to Purchase a Canon IRE0ES 98525000000 2E63.28 2,663.28

chosen from Band € of the State Contract
at 7% interest for the time periocd 7/1/07
through 6/30/11.

SEN: TVW00T742Z 1ID: REZE5
This order is for the period 7/1/09 through

€/30/10 only and additional orders will be

written to cover the remaining lease pericd.




6. Choose the “Remaining Encumbrance Status Tool” link on the main Purchasing
Inquiry page to find the encumbrance balance, status (open or closed) and payment
information for a specific PO number.

Begin by entering the 7 digit PO number and click the “Go” button as shown below.

UMIVERSITY OF WISCOMNSIN-MADISOMN

Remaining Encumbrance Status Tool

Enter a Reqé#: |B299692 Click here for the Encumbrance and PO Management Farm

Feq#:
Order Date: Enter your 7 digit PO number
End Dare: v and click “Go” to begin

Basic information about your PO, such as the Order Date, End Date, SFS PO Status
(open or closed), PO amount (original dollar total on the order), Vendor Name and
Number, will be displayed at the top. Please note that the PO will only have an end
date displayed if it is a blanket order or COR, otherwise the end date will appear as
“0/0/0”. The grid below the basic information will display the current encumbrance
balance as shown in WISDM. This information can be used to complete the
Encumbrance Management Form (linked to the right of the “Go” button).

UMMNEREITY OF WISCOMSIN-MADISON
Remaining Encumbrance Status Tool
Enter a Eeg#: Click here for the Encumbrance and PO Management Farm
Feqgi: E299692 Yendorf: 4757
Order Date: 77172010 GORDON FLESCH CO INC

2675 RESEARCH PARE DE
MADISOM W 53711-4506

End Date: 6/30/2071

PO Type: L

5F5 PO Status: OPEM
PO Armount: $2,664.28

WWZ0M Encumbrance Ealances by Funding Source for the current fiscal year

Total encumbrance balance for current fiscal year = $1,997.46

FY Fund Project Program Account Dept & Encumbrance Amt
2011 101 1 2370 038500 Q £1,997 .46
2011 101 1 2480 038500 Q ]

—*Shuw Expense transactions from WSO l

Click the “Show Expense transactions from WISDM” button to see payments made
on the PO as shown below.

[ Hide Expense transactions from WISDM ]

Expense transactions below are from fiscal year 2008 through today

PO ID FY Fund Project Prog Account Dept Youcher# Invoice# Expense Amt | Tran Dt. & | Posted Dt.
BZ99692001| 2011 101 1 2370 036500 Q| D10B06B1 TF171 $221.94 | 20100716 20100719
Bz299692001| 2011 101 1 2480 036500 4 | 01060681 TF171 £33.39 | 20100716 20100719
B299692001| 2011 101 1 2480 036500 XA | D1o78092 L3473 $£33.99| 20100816 20100817
B299692001| 2011 101 1 2370 036500 4| Di078092 L3473 £221.94| 20100816 20100817
B299692001| 2011 101 1 2370 036500 | D109E37L ugzi1z $221.94| 20100916 20100917
B299692001| 2011 101 1 2480 036500 4| D1096371 Lgz1z2 £28.44 | 20100916 20100917

Total expenditures (fiscal year 2008 through today) = $761.60



7. To search for information by specific Purchase Order number, choose the
“Specific Purchase Order Lookup” link from the main menu and then enter a PO
number to retrieve all the data pertaining to that Purchase Order.

SIN-MADISON Ly HOME Y Wy

Purchasing Information Inquiry - Specific Purchase
Order Lookup

Enter the purchase order number: |055k355 andsor the vendor number: ||

Oinclude optional search criteria

Crder Date is within the range entered below

End Date is within the range entered below
Enter a date range in the format MM/OD Y Y
{Beginning) Calendar
(Ending) Calendar

_P Begin Query l [ Feset Fields ]

In this example, the search returned all listings for 055K355, including the original
order and one change order. The results appear as follows and provide an
overview of the order, showing the Requisition number, Vendor, Date, Amount
listed on the PO, Type of order, and the End Date. If the order does not have an
end date, this field will be populated with 0/0/0. Click the “Order Detail” button to
see further details of the order and any payment information from WISDM.

UMIVERSITY OF ‘WISCOMSIN-MADISOMN LW HOME My LW W SEARCH

Purchasing Information Inquiry - Orders

Click here to export this data to a CSY file Back to previous page
Click here for a POF file of all selected POs

[ Req# |vendor# Yendor Date Amount| Type |[End Date
[1|| OrderDetail ||055K355 (111868 |OMMICELL TECHWOLOGIES 08/12/2008 t480.00 CH |5/31/2009
> rder Detail ||055K355 111568  |[OMMICELL TECHNOLOGIES 0g8/05/2008 $£5,495.00) MC |5/31/2009

Feturn to Purchasing Inquiry Menu



This brings up the PO details and the payment information as seen below. All of
the items information and action logs are also included. Click the number next to
“Total Paid” for expense detail from WISDM. To look at details of the requisition,
including any action logs associated with the requisition, click the requisition
number at the top of the screen next to “Review Requisition #”.

Purchasing Information Inquiry - Order Base

Review Requisition #: 055K355 Yendor #: 1115638

OMMICELL TECHNOLOGIES

1201 CHARLESTOM RD

MOUMTAIN WYIEW, CA 94043

Agent: JUDY MILLARD at (608) 262-6335

Current Order Date: 8/5/2008

Current Order Printed: 8/5/2008

NOTE: There is 1 Change Order. Final Order Amount = $5,976.00

Order Amount: £5,4956,00

Total Paid: $5,976. 00 «§

Terms: N30 (MET 30 DAYS - NO CASH DISCOUNT)

Click the number next to
“Total Paid” for expense
detail from WISDM.

Pricing Method:
Number of Lines:
Type:

Print Format Type:

MET (WO TRADE DISCOUNT)
1 UDDS: A87E450
MWC (MAINTENANCE ORDER - FIRM PRICIMG)

REG (REGULAR PURCHASE ORDER)

Approval Type: I Status: O
Previous Order#: Mext Order#: B174366 111568
Begin Date: 5/1/2008 End Date: 5/31/200%9

Order Message:

WENDOR NOTE: VALIDITY OF THI3 PURCHAIE CRLER
AND CONTRACT IS DEPENDENT UPCHN YOUR MEETING
THE INSURANCE RECUIREMENTS 3TATED CON THE
REVERSE 3IDE OF THI3 PURCHAIE ORDER.

Order Items
Item #1
Quantity Units Unit Price Total Price
1 TEEM £5,496.00 £5,496.00

Once finished, choose the “Return to Purchasing Inquiry Menu” link at the bottom of

the page to begin another search.



8. To search for information by specific Requisition number, choose the “Specific
Requisition Status Lookup” link from the main menu and enter a requisition
number to retrieve all the data pertaining to that requisition. This search is
particularly useful to assist in tracking requisitions. Click “Begin Query” to start.

UNTWYERSITY OF WISCOMNSIN-MADISOMN

Purchasing Information Inquiry - Specific

Requisition Status Lookup

ghopse Enter the
egin Enter the requisition number: |086k18] Gm———requisition number
Query

Begin Queny

The Specific Requisition Status Lookup shows all log data for each requisition
and will show all the requisition data once a requisition is created by Purchasing.
If the requisition is only listed in the requisition generator (and not yet processed
by Purchasing) only the last updated and/or printed dates from the External
Requisition Generator will be available (as shown below) or any log data entered
by Purchasing about when the paper requisition was received or where it may
have been routed. Available log information is displayed with the newest
recorded action listed first.

UNIVERSITY OF WISCONSIN-MADISON Uls HOME MY U The most
Purchasing Information Inquiry - Specific recer,t log
Requisition Status Lookup d_ata IS
displayed

Enter the requisition number: |036K151 at the top

Action Date A

LAST UPDATED IN REQ GEMERATOR 10/21/2008

REQ A4SSIGMED TO CRESCENT KRIMGLE at (608) 262-5321 10/20/2008

REQ BACK IM PURCHASIMNG FROM RSP APPROVED 10/20/2008

REQ RECEIVED IN PURCHASING AND SENT QUT TO RSP FOR REVIEW 10/20/2008

RECEIVED BACK FROM DEANS OFFICE REPAIRED 10/20/2008

SENT BACK TO DEANS OFFICE-PROBELEM REQ 10/20/2008

RECEIVED IM PURCHASIMG 10/20/2008

LAST PRINTED IN REQ GEMERATOR 10/20/2008

Begin Query

10



Once the requisition is processed by Purchasing Services, the requisition details
will also appear in this search (as below). (Note that since the example used
above was used to demonstrate functionality when no data other than tracking
data has been entered for a requisition, the detail example used below is for a

different requisition number).

Purchasing Information Inquiry - Requisition Base

Req #: 055K355 Status: R (RELEASED)
Contact UDDS: & 27 2450 Contact Name: STEYEMN WALL
Amount: £5,495,00

Req. Date: 5/19,/2008 Type: MC {MAINTENANCE ORDER - FIRM PRICING)

Dept.Contact: STEVEN WaLL at (608} 263-9905
vendor #: 111568 Mame: OMMICELL TECHNOLOGIES
1201 CHARLESTOM ED
MOUNTAIN WIEW, Ca 94043
Agent: JUDY MILLARD at {608) 262-6335
# of Line Items: 2 # Attachments: 0
Terms: N30 (NET 30 DAYS - MO CASH DISCOUNT)
Discount: NET (MO TRADE DISCOUMT)
Begin Date: 5/1/2008 End Date: 5/31,/2009
Exp. Date: 0,/0/0 Previous Req:
Agent Motes: OMMNICELL TECHNOLOGIES 5496 MC

Req Message: VENDOR NOTE: VALIDITY OF THIS PURCHASE ORDER
AND CONTEACT IS DEPENDENT UPCON YOUER MEETING
THE INIURANCE REQUIREMENTS STATED ON THE
REVERIE SIDE OF THIZ PURCHASE ORDER.

Requisition Items

Item #1
Quantity Units Unit Price Total Price
1 TERM $£5,496.00 $£5,496.00
Description: |Service lgreement: Listed Equipment ~

Status

R (RELEASED)

11



The Action Logs for the requisition appear towards the bottom of the screen and
typically detail the signature step, when it was received in Purchasing, who it was
assigned to, and when the PO was created and printed. If any encumbrance
management forms are processed for that requisition number, a log entry about
what type action was taken may also appear. The newest actions are listed at

the bottom of the log.

Action Logs The requisition
P .
Date: 8/14/2008 Action: DEAN OF. DIRECTOR :;;“U' t!ogs :Iskt
Action Date: 8/8/2008 Action By: DEAN OR DIRECTOR e a? I-O ns taken
Descrintion- pertaining to
escription: e
your-requisition.
Date: 8/11/2008 Action: RECEIVED IN PURCHASING
Action Date: 8/11/2008 Action By: D2K
Description:
Date: 8/14/2008 Action: REQUISITION ASSIGINED
Action Date: 8/14/2008 Action By:
Agent: VINT QUAMME at (608) 262-1147
Date: 8/14/2008 Action: ORDER. CREATED FROM REQUISITION
Action Date: 8/14/2008 Action By:
Description:
Date: 8/14/2008 Action: ORDER. PRINTED
Action Date: 8§/14/2008 Action By:
Description:
Date: 9/25/2008 Action: SIMPLE FUNDING LINE CHANGE IN SES
Action Date: 9/25/2008 Action By:
Description:

Actions taken from any
processed encumbrance

listed here, such as fundi

management forms will be

changes, closed POs, etc.

ng
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Using WISDM to Find Information about your POs

1. Login to WISDM using your NetID and password. You may login through My UW
at https://my.wisc.edu and then choose the Services tab and click on the
“WISDM?” link in the Financial Information Resources module or login directly at
https://authhub.wisconsin.edu/?app=WISDM. The instructions below cover some
of the common PO related searches available in WISDM.

2. To search for encumbrance information for a specific PO.
a. Under the drop down from Main Menu, choose AP/PO and then the PO
Encumbrance Search as shown below.

UNIVERSITY OF
WISCONSIN SYSTEM

SAVISDM

M Wisconsin Data Mart for PeopleSoft Finandals

MainMenu ¥ Comment Help

Departments ™

] .
Projects i Database Status

APIPO * PO Search ent Status
- > Completec
Appointments PO Encumbrance Search . Completec

[ 3 —— L " o
Other Vouch Search for purchase order encumbrances. letec
Tools * Vendor Search EMBER |

My Favorites

Posted by msnbbilt
My Profile We will post a message
Help (file If you are preparing Seg

message on the WISDH

Logout

Project/Grant users: |
Help closing because of the t

Aiffaranes will e Alimin

b. This brings you to the Search Criteria screen as show below. Enter the
first seven digits of your PO number in the PO field (such as 105K232 in
this example).

SEARCH CRITERIA -

Fund
Dept | is exactly v

Project

Program

Account | is exactly

Accounting Period 1 (UL ~ | through | 13.(CLOSE) »
PO | starts with + 105k232 ¢ Enter your PO number
PO Date |is exactly
Vendor ID
PO Vendor Name | is exactly v
Records Per Page 50w
Output Web v
—

13


https://my.wisc.edu/
https://authhub.wisconsin.edu/?app=WISDM

c. The PO ID, funding information and payment summary information are
displayed below the search criteria. To see further details on the PO you
may click the PO ID.

SEARCH CRITERIA -

Fund

Dept

Project

Program

Account
Accounting Period
PO

PO Date

Vendor ID

PO Vendor Name
Records Per Page
Output

is exactly v

is exactly ¥
|1 WuL)
| 105k232

¥ |through | 13 (CLOSE) +
starts with | ¥ |

Is exactly ¥

Is exactly ¥
L
| web |

Submit
[POID | PODate | POVendorName | Fund | Dept | Project | Program | Account | SubClass | OrigAmt | PTD | OpenBal

105K232001 12/23/2008 GE HEALTHCARE 233 539300 233HGA48 4 4603 894,393.00 89.436.00 894,393 00
105K232001 12/23/2008 GE HEALTHCARE 233 539300 233461 4 4603 305.607.00 30.564.00 305607 00
1,200.000.00 120,000.00 1,200.000.00

1

d. Once the results are displayed, you may click on the PO number to go to
the PO detail. The PO detail page (shown below) will display the specific
details of your PO including the funding line distributions and the first 250
characters of the item description. The PO status is circled on the screen

Click on the PO
number to go to
the PO detail

page. shot below. When the PO is open and available for payment, it will show
up as “Dispatched” as below. Once the PO has been closed, the PO
Status will appear as “Complete”.
WE(ONSH YT S__ M PURCHASE ORDER 105K232001
ISD
J" Wisconsin Data Mart for PeopleSoft Finandals
Main Menu ¥ Comment Add to Favorites -
PO Date 12/23/2008
PO Ref
Vndr ID 0000016763
Vndr Name GE HEALTHCARE PO Status indicates If
Vndr Short N GEH THCA-007 . .
it ety the PO is “Dispatched”
PO Balance i (open) or “complete”
Buyer Name HRD (closed).

Lines

7 A 8 T P

1 3T MR750 Scanner per Quote #P1-C57500 V5 dated 12/11/2008 89847 1.200.000.00 Active
1,200,000.00
Distribution
SchedNo | Acct | Fund | Dept | _ProjectiGrant POQy | Status |
14603 233 £39300 233HG48 0.7453 Open 894,393.00
1 14603 233 539300 233Y461 4 0.2547 COpen 305,607.00
1.200,000.00
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3. To search for all the POs listed on a specific project:
a. Under the drop down from Main Menu, choose AP/PO and then the PO
Encumbrance Search as shown below.

UNIVERSITY OF
WISCONSIN SYSTEM

LBAVISDM

Wise

i Data Mart for PeapleSalt Financials

MainMenu ¥ Comment Help

Departments

Projects Database Status
AP/PO * PO Search ent  Status
Completec
Completec
letec

Appointments * PO Encumbrance Search |

[ 3 N o g T o
Other Vouch Search for purchase order encumbrances,
Tools * Vendor Search EMBER |

Posted by msnbbiit
My Profile We will post a message
If you are preparing Sef
message on the WISDh

My Favorites

b. This brings you to the Search Criteria screen as show below. Enter your
Project in the “Project” field and click the “Submit” button.

SEARCH CRITERIA -

Fund
Dept | is exactly v

Project 144qc65 ¢ Enter your Project ID

Program
Account | is exactly
Accounting Period 1 (UL ¥ | through | 13 (CLOSE) v
PO | starts with v
PO Date |is exactly ¥
Vendor ID
PO Vendor Name |is exactly |+

Records Per Page 50 v
Output Web v
Displays PO
encumbrances [ Submit | «m—
on the project o
entered c. This will display all the results for the current PO encumbrances for the

current fiscal year on the project ID that was entered as shown below. To
(144qc65) for view PO encumbrances for a previous fiscal year, change the year

the current displayed in the drop down box in the upper right corner of the screen.

fiscal year.

[ POID | PODate | POVendorNams |Fund| Dopt | Project | Program | Account | Orig Amt | PTD | Open Bal
071K330001 8M12/2008 RAIMIN INSTRUMENT LLC 144 637200 144QCE5 4 3105 1.00 0.00 _0
B512470001 4/22/2008 MNEOCLOME 144 537200 144QC65 |4 3105 1.00 0.00 1.00
B512492001 4/22/2008 ACTIVE MOTIF 144 537200 1440QC6e5 4 3105 1.00 0.00 1.00
B512662001 |4/22/2008 AXXORALLC 144 537200 144QC65 |4 3105 1.00 0.00 1.00
B512632001 4/22/2008 AFFYMETRIX 144 537200 1440QC6e5 4 3105 1.00 0.00 1.00
B512654001 4/28/2008 ADDGEME INC 144 537200 144QC65 |4 3105 1.00 0.00 1.00
B512665001 14/28/2008 AGEMNCOURT BIOSCIENCE CORPORATION 144 537200 144QCe5 4 3105 1.00 0.00 1.00
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4. To determine if you funding string is valid:
a. Under the drop down from Main Menu, choose Other and then the
Funding Validation/Inquiry as shown below.

UNIVERSITY OF

wiiS[DNSIN%S.IEM_ N
BAJISDM
M Wisconsin Data Mart for PeopleSalt Financials

Main Menu
Departiments

Projects

Database
APIPO Componer

] 3 GL Star
Appointments Project Star

Other Journal Search
Transaction Search

My Favorites Custom Search

My Profile

Help

Logout

Praiartifar

b. Enter your funding data and click the “Edit” button as shown below. The
results will appear below the funding entry.

- OO OO0 _
TRANSACTION CRITERIA

Transaction Type @& Expense/Revenue © Payroll © Budget

As Of Date |1/10/2008 Y

Dept 534220 i
Fund [iz3 a Enter data in these fields
% and click “Edit”

Progranm [4 Q
Project ID [133dI07 Q

Account [2100 o,
Class Field | Q

Records Per
B |50 v|

@ Ligt Valid Combinations |

m Error Message Link to Details

] Funding string is valid.




c. Ifthere is a problem, errors will be displayed. In this case, the project is
closed.

Transaction Type & Expense/Revenus © Payroll © Budget

As Of Date |1/10/2008 S
Dept 348700 = . .
| Enter data in these fields
Fund |'|44 Q > and click “Edit”
Program |4 Q
Project ID |144am24 Q
Account [2100 -y
Class Field | Q
Records PerlE, In tl_'lls case - the
E project is closed
Edit| ) List Valid Combinations |
| Error 1D Error Message
-20024  Today's date (jrnl date) is outside proj dates PS_KK_CF_wALUE CHKDZ
-20032  The enc dates are outside the project dates P KK _CF WALUE CHKDZ, PS_KK_CF_WALUE CHKD3

d. Tofind the valid Fund Code, DeptIDs and Program Codes available on a
Project ID, enter the Project ID and click the “List Valid Combinations”
button.

TRANSACTION CRITERIA

Transaction Type & Expense/Revenue © Payroll © Budget

As Of Date | El
Dept | 1=

2

Fund |
Program |
Project ID 1334107

Enter Project ID and hit
“List Valid Combinations”.
View the valid funding list
in the popup window (next
page).

Account |

2L L L L

Class Field |
Records Per I__,
Fage 50 =
Edit{"| List valid Combinations |

Valid values W T elow.

FundCode DeptiD Froject|D ProgramCode

133 534220 1330Lar
133 534220 1330Lar
123 534285 1330007
133 534285 1330007

B SR B L)
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