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[bookmark: _GoBack]Multiple Funding Distributions on PO 1.0

Supplemental Job Aid


Date: 09/27/2016

Target Audience: PO Buyer

Purpose: This Supplemental Job Aid provides the user with the essential instructions on how to divide the funding distribution on a Purchase Order (PO) so payment will match and reconcile to the PO.

Below are two options for assigning different funding sources on the same PO:

· Single line item by percentage – recommended method when payment for the entire line is fixed and funding sources do not change
· Multiple line items by various funding sources – recommended method when payment is unfixed and varies by funding source




Single line item by percentage: In this example, Business Unit (BU) 0820 is creating a PO to pay for Expert Witness testimony. This fee will be paid from two different Programs.

Step 1: Create a single line PO for an Expert Witness following the instructions provided in UPK PO122 – Processing Purchase Orders
· In the Header and Lines sections, enter valid values for fields or use the corresponding search icon [image: ] to search for a valid value.
· Click on the Schedule icon [image: ] for Line 1 in the Lines section.
[image: ]
[image: ]




Step 2: On the Schedules page, click on the Distributions/Chartfields icon [image: ] for Sched 1.
[image: ]
Step 3: On the Distributions for Schedule 1 page, create the funding distribution. An 80%/20% split will be used for the two distribution lines selecting different Program values for each line. All other Chartfield values should match.
· Change the first distribution line Percent field to 20.0000.
· Enter correct values for those fields marked in red or use the corresponding search icon [image: ] to search for a valid value.
[image: ]




· Use the scroll bar to navigate to the right in the distribution line to select the Program and complete remaining required Chartfields.
[image: ]
Step 4: Add an additional distribution line:
· Scroll to the right and click on the plus icon [image: ] at the end of a distribution line.
· Respond to the Script Prompt indicating the number of additional lines you wish to add.  For this example, add 1 line.
· Click OK.
[image: ]
Step 5: Enter correct values for the second distribution line for those fields marked in red changing only the Program field.

Note: The second distribution line will calculate and display the remaining percentage based on the percentage(s) already provided in previous distribution line(s). In this example, the Percent field will automatically calculate and populate the value 80.0000 and the PO Qty field will display 0.8000.
· Click OK.

[image: ]
(Second half of distribution line)[image: ]
Step 6: On the Schedules page:
· Click Save.
· [image: ]Click Return to Main Page link.

Step 7: Continue processing the Purchase Order through dispatch following the instructions provided in UPK PO-122 – Processing Purchasing Orders.

Create a PO with multiple line items with funding from various sources: In this example, BU 0820 is creating a PO for paper to be used by four separate divisions. Each division will contribute to the funding but its frequency of delivery/receipt will vary between the four divisions. The paper will need to be invoiced and paid accordingly.
Step 1: Create a PO with four identical lines for paper with quantity of 5, following the instructions in UPK PO122 – Processing Purchase Orders.
· In the Header section, enter correct values for required fields or use the corresponding search icon [image: ] to search for a valid value.
· In the Lines section, create 4 alike lines for printer paper. Enter the same data for the PO Qty (5), Category and Price.
· Click on the Schedule icon [image: ] for line item 1.
[image: ]
[image: ]

Step 2: On the Schedules page, click on the Distributions/Chartfields icon [image: ] for Sched 1.[image: ]
Step 3: On the Distributions for Schedule 1 page, create the funding distribution. In this scenario, each line item’s distribution is 100% and all the Chartfield values will match except different Program values for each PO line item must be selected.
· Enter correct values for those fields marked in red or use the adjacent search icon [image: ] to search for a valid value.
[image: ]
· Use the scroll bar to navigate to the right in the distribution line to complete all fields. 
· Click OK
[image: ]
Step 4: On the Schedules page:
· Click Save.
· Click Return to Main Page link.
[image: ]
Step 5: On the Purchase Order page:
· For each of the remaining line items, click the Schedule icon [image: ] and repeat all the steps above, changing only the Program field in the Distribution.

Step 6: Continue processing the Purchase Order through dispatch following the instructions provided in UPK PO-122 - Processing Purchasing Orders.


FI$Cal.295 – Multiple Funding Distributions on PO 1.0
Updated 9/27/2016		Page 1 of 8	
image1.PNG




image2.PNG




image3.png
Maintain Purchase Order

Purchase Order

Business Unit 0820 PO Status Open 4
POID NEXT Budget Status Not Chid
Copy From ~ CIHold From Further Processing  [Dispute ~ Enter cispute information  Activity Log

~ Header (2

PO Date 0872512016 ® DocTol Status  Valid
“Supplier CACOURTCLE-001 |Q Supplier Search  Advanced Suppiir Search LPA Contract 1D <
“Supplier 1D (0000000001 | Supplier Defals GACOURT ASSNING, Acauisiton Type NONAT Seniees [ peton subType (Bt
“Buyer 10000868 & Denise Shiles eauis by Low-LegalQ
Exemption code| Q
PO Reference “DGS Billing Code 043025 Q
Dlteased  DFinanced Receipt Status Not Recvd  1Bond Q Dispalch
PAA Number
PR “Dispatch Method [Pt v Merkur Delvery Information
Header Defails Amount Summary (2
PO Defauts ‘Add Comments and Attachments
PO Actites ‘Add ShipTo Comments. Merchandise 400000
< Actons 'Add Subcontracting and SBIDVBE Contracting FreightTaxMisc. 000

Confidential ‘Add Reporiable Attachment ‘Total Amount 400000 USD





image4.png
Add ltems From

Select Lines To Display (

cataog ttem Searcn Search forLines Qo Ja | Remee |
Purchasing Kit
ines (2) Personalize | Find | View Al | 21| First 4 10f1 @ Last
| Details || snip To/Due Date || Statuses || ttem information || Attibutes || RFQ || Contract || Receiving
Line em Descrption r— Poay Uom  Category Price| Merchandne g,
1 B '@ [Witness Testimony 7 € AddEPPISABRC 1.0000/(11|@ (80120000 |@ [ 4,000.00000) 4,000.00 Open [}
View Printable Version [ Glose Short AllLines “Goto[ o <
View Approvals

(B Refumto Searh | [10] Previows in Lt (il Netm Lt [Ei iy




image5.PNG




image6.png
Maintain Purchase Order

Schedules
unit 0820 Supplier CACOURTGLE-001 PO Status Open
POID NEXT PO Date 0812512016

Retum to Main Page

Lines. Find | View All First (4 10f1 (® Last
Line 1 Item Witness Testimony PO Qty 1.0000 11 Merchandise Amt 4,000.00 USD

Schedules Personaiize | Find | View Al | 2] First @ 101 @ Last

Details || Statuses || Shipment || Matching || Receiing || Ereignt | RTV | D

sched “Due Date “snpTo “Poary Prcs  Merchande gy,

1 [ pemseote |5 [os20000001 @, 1 10000 [ 4,000.00000] 400000 Active

‘Add ShipTo Comments

FEnEralET





image7.png
Distributions for Schedule 1

unit 0820
POID NEXT
Line 1

Schedule 1

“Distribute By [Quantiy

“Liquidate By [Amount

Distribution

SpeedChart

'Q Mutt-speedCharts

‘Supplier CACOURTCLE-001
ttem Expert Witness

Status Active

Chartfields || DetaisiTax || Asset Information

Dist

Status.

Open

Percent

Poay.

20.0000]

0.2000]

<

ReqDetail || Statuses || Budget Information |

Merchandise
“Amount CUTe"Y

800.00USD

Schedule Qty 10000
Merchandise Amount 400000 USD
Doc. Base Amount 400000 USD
Personalize | Find | view A1l | ] st @ 1or1 @ Last
oLunt  Emyeen AP funa o Aot Athct
0820 |Q @ [001 o [0001 @ [2015]Q, (5301400 |Q [5301400000





image8.png
Distributions for Schedule 1

unit 0820
POID NEXT
Line 1

Schedule 1

‘Supplier CACOURTCLE-001
ttem Expert Witness

Status Active

“Distribute By [Quantiy v Schedule Gty 1.0000
“Liquidate By [Amount v Merchandise Amount 4,00000 USD
SpeedChart Sy — Doc. Base Amount 400000 USD
Distribution Personaize | Find | View Al | 2] First @ 1011 @ Last
Chartfields || Detailsiax || Asset Information || Req Detail || Statuses || Budget information | =)
Dt Saus  Perent Pogam PSS et nctiy St Catogory  Subetegory Lep—
1 Open 20.0000] (8998 Q Q Q Q Q Q Q [ps201235
< >

[k ] [ Cancel ] [[Refesn |




image9.PNG




image10.png
Distribution Personalze | Find | View Al | @] B Fist @ 101 ® Last
[ Chartheids | DetaisiTax || Asset nfomaton | Rea Detal || Siatuses || Budoet inormation | [E3)

Dist  Stats Percent subcategory Rptg Structure  Svloc  AgencyUse  Affliate Fund AffIl

1 Open 20.0000] Q (05201235 |Q (<} (<} (<} (<}





image11.png
Distributions for Schedule 1

unit 0820
POID NEXT
Line 1

Schedule 1

“Distribute By [Quantiy

“Liquidate By [Amount

SpeedChart

Distribution

'Q Mutt-speedCharts

‘Supplier CACOURTCLE-001
Expert Witness

ttem

Status Active

Chartfields || DetaisiTax || Asset Information

Dist  Stats Percent Poaty

1 Open 20,0000] [ 0.2000]

2 Open 80.0000] [ 0.3000]
<

ok ][ cancel |[Refresh |

ReqDetail || Statuses || Budget Information |

Merchandise
handise Curency

500.00USD
3,20000USD

Schedule Qty 10000

Merchandise Amount 400000 USD

Doc. Base Amount 400000 USD
Personalze | Find | View All| 20| st @ 1202 @ Last

‘Lt EmyEvent  APOP Fung ENY “Account AtAcet

820 |Q @ [001 @ [0001 @ [2075]Q, (5301400 |Q [5301400000
0820 |Q @ 001 |Q [0001 @ [2015]Q, (5301400 |Q (5301400000
>





image12.png
Distribution

Personaiize | Find | View Al | 2| B First @ 12012 @ Last

Chartilds || DetaisrTax | Asset inormation | Req Detal || Statuses || Budget momaton | D

Source

okt swws perent pogam PSR et ncty Lo — p—
il Open 20.0000| (9999 Q Q Q Q Q Q Q (08201235
2 Open 80.0000| (0440 Q Q Q Q Q Q Q (08201235

< I >





image13.png
Maintain Purchase Order

Schedules
Unit 0820 Supplier CACOURTCLE-001 PO Status Open
POID NEXT PO Date 08/25/2016

es Find | View All First ‘&' 10of1 ‘» Last
Line 1 item Witness Testimony PO Qty 1.0000 11 Merchandise Amt 4,000.00 USD
Schedules Personalize | Find | View All | 2 | =] First ‘&' 10of1 ‘» Last
Details || Statuses || Shipment || Matching || Receiving || Ereight || RTV
Sched “Due Date “Ship To “PO Qty Price M"‘:x‘:m Status
1 [ [08i2512018 ) [os20000011 |@ = 1.0000) 4,000.00000 4,000.00] Active ®E B R

Add ShipTo Comments

l%save |E]Nmify * Refresh

2| Update/Display




image14.png
Maintain Purchase Order

Purchase Order

Business Unit 0220

PO Status Open &

POID NEXT Budget Status Not Chicd
Copy From ~ [Hold From Further Processing [ Dispute  Enter dispute information ~ Activity Log
~ Header (2
PO Date[08/2512016 ] Doc Tol Status  Vaid
“Supplier [SOBONDSAND-001 |Q Supplier Search  Advanced Supplier Search LPA Contract ID a
“Supplier ID [DEPTS80000 @ Suppler Detals GO BONDS AND COMMERCIALPAPER ~ACAUisition Type[NON-T Goods | Q
vuyerfi @ Linda Femner “Acquisition Method [Fair and Reasonable @
Exemption code| Q
PO Reference “DGS Billing Code (043020 Q
Oieasea  ClFinanced Recelpt Status NotRecvd  IBond Q Dispakci
PAA Number
Aty Summary “Dispatch Method [Pt v Merkur Delvery Information
Header Details Amount Summary (2
PO Defaulis Adg Comments and Attachments
PO Actviies ‘Ada ShipTo Comments Merchandise 40000
~ Actions ‘Add Subcontracting and SBIDVBE Contracting FreightTaxiMisc. 000
Confidential Adg Reportable Atachment Total Amount 40000 USD Calctizle
Add items From (2
Catalog ttem Search

Purchasing Kit




image15.png
Lines (2 Personaize | Find | View Al | 1] B

[ Detaits || Srip Toiue Date || Situses || fiem inormation || Atroutes || RFQ || Gonact | Receving | )
Line Hem Description EPPISABRC POGHy “UOM  Category Price  Merchandi®e status
1 B @ [Printer Paper [ € AddEPPISABRC 5.0000/BX |Q [14111507 |Q 20.00000] 100.00 Open
2 B @ [Printer Paper [ € AddEPPISABRC 5.0000|BX |Q [14111507 |Q 20.00000] 100.00 Open
3 B @ [Printer Paper [ € AddEPPISABRC 5.0000/BX |Q [14111507 |Q 20.00000] 100.00 Open
4 B @ [Printer Paper [ € AddEPPISABRC 5.0000|BX |Q [14111507 |Q 20.00000] 100.00 Open

‘View Printable Version Giose Shart Al 6o to] TS =

View Approvals.

vty [ Reresn |

Fist @ 14014 @

0000

Last

0moo




image16.png
Maintain Purchase Order

Schedules
unit 0820 Supplier GOBONDSAND-001 PO Status Open
POID NEXT PO Date 0812512016

et 1o Wiain Pagel

es Find | View All First (4 1of4 ' Last
Line 1 Item Printer Paper PO Qty 5.0000 BX ‘Merchandise Amt 100.00 USD
Schedules Personalize | Find | View All| €] First (& 101 @) Last
Details || statuses || spment | atching || Beceving || Ereont || BTV | B
Senea “oue Date sstipTo “Poay Prce Merchandise o
1 B ezizoe | pezooooot Ja, = 50000 2000000 10000 Actve N

‘Add ShipTo Comments

[EralEr| Exmlr





image17.png
Distributions for Schedule 1

unit 0820
POID NEXT
Line 1

Schedule 1

“Distribute By [Quantiy

“Liquidate By [Amount

SpeedChart

Distribution

'Q Mutt-speedCharts

‘Supplier GOBONDSAND-001
ttem Printer Paper

Status Active

Chartfields || DetaisiTax || Asset Information

Dist  Status Percent Poaty
1 Open 1000000 [ 5.0000)
<

ReqDetail || Statuses || Budget Information | [F)

Merchandise
“Amount CUTe"Y

100.00USD

Sehedule Qty 50000
Merchandise Amount 10000 USD
Doc. Base Amount 10000 USD
Personaiize | Find | viewal | 20 B st © 1011 @ Last
oot Emyeent AP O Aot Athcet
0820 |Q @ [0o1 | (000t @ [2015]Q [5301400 | Q [5301400000
>





image18.png
Distribution

Personaiize | Find | view Al | &) B Fist © 1011 @ Last
[ Chartrieds || DetaisrTax || Assetinormation | Req Detail || Statuses | Budget nfommaton | [E)
Ga e e bogm PO puea reoty o iy by g S
1 Open 100.0000] 8309 Q Q Q Q Q Q Q a0tz
< | >
[k ] [ cancer |





image19.png
Maintain Purchase Order

Schedules
unit 0820 Supplier GOBONDSAND-001 PO Status Open
POID NEXT PO Date 0812512016

Retum to Main Page

Lines. Find | View All First (4204 (» Last
Line 2 tem Printer Paper rPoaty 100.00USD

Schedules 1of1 & Last

Details || Statuses || Shipment || Matching || Receiing || Ereignt | RTV | D

sched “Due Date “snpTo “poary Prcs  Merchandie gy,

1 R [oonioie |5 [os20000001 | =1 50000 20.00000) 100.00 Active

‘Add ShipTo Comments





image20.png
- SCal'\

One state. One system.




