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Pitt — External Standing PO Manual

Creating a new PO as an Institutional, Organizational, or Core Admin
e Navigate to the core page
e C(Click on the PO Tab
e Click on New Purchase Order

Cytometry Facility

t ' Equip R 12| | R Paople  Reparting ._,, harge Entry | Adr
Active POs (1) Inactive POs (0] Pending approval POs (0)
- Hide Filters
e Uncheck the search for current customers only box
e Search for a customer
e Click Proceed
Add Purchase Order x

Fill out the fields below to store your purchase order. The PO name can be used as a quick reference.
All fields are required except for PO name.

Purchase Order Details Share with Other Group Members

Who are you creating this purchase order for?

. |S:_'-rt typing the name of the individual...

. Search for Current customers only

. Proceed

Cancel
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e Fillin the PO information and click ‘Save’ or ‘Save and Approve’

Add Purchase Order ®

Fill out the fields below to store your purchase order. The PO name can be used as a quick reference.
All fields are required except for PO name.

Purchase Order Details Share with Other Group Members

‘Who are you creating this purchase order for?

ABATE, ADAM - adam@abatelab.org.ilabx.com - no phone - ABATE, ADAM (UCSF) Lab (+1

Search for Current customers only P 4
rocee:

Core:
Cytometry Facility -
* Number
Name
* Initial Amount

* Expiration Date

Attachments Upload PO

PO’s Pending Approval

e Navigate to the core page

e Click on the PO Tab

e C(Click the Pending approval POs tab

e C(Click on PO number to review or edit the PO information
e C(Click the green check to approve

Cytometry Facility

About Our Core | Schedule Equipment || Request Services  View Al Requests Reservations  People Reporting | Biling | PO () | Charge Entry  Administration

4 Add Purchase Order

Active POs (1) Inactive POs (0) Pendingapproval POs (1) <l

<« HideFilters

Requester Core PONumber Expires On Shared With Amount Available  Attachments Status Action

M ABATE ytometry Facility 3125674 Dec 31,2034 0 $1,000000.00 Pending Approval v x

[> Coue Facite

[» Resumster institution
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Using the PO in a request

e |nitiate a request on behalf of the external user you selected for your PO
e Under the Payment Information section, Select Standing PO and then the PO from the second
dropdown

Project Request
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Using the PO for Equipment Charges
e Initiate a reservation on behalf of the external user you selected for your PO
e Under the Payment Information section, Select Standing PO and then the PO from the second
dropdown
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Creating a new PO in the request/reservation workflow
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o Inarequest and reservation, there is an option to create a new PO

o)
the steps for creating a new PO
o The PO will then appear in the PO tab for approval

Payment information
Please select the payment method: &
% LT

1 [100.0 % .{Stanuing PO v
v | Add new F'O.

| Please select

100.0% Total Allocated &

Use the same payment information for all add-on charges

Click on the “Add New PO” link under the payment information header and then follow

Amount

+ Split Charge



