Purchase Order List
By Cost Center(s)


Purpose
To provide a process for programs to obtain a list of purchase orders (PO) for their cost center(s).  

Role Required
Purchasing Reporter and Purchasing Evaluator.

Process:   Purchasing Order List Display by Material Group Report.

· Click on the Purchasing tab
· Click on the Purchase Reports tab 
· Click on the Purchasing Reports on the left hand side of the screen, will list reports available.
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· Click on Purchasing Documents by Account Assignment. 
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Example one:  Creating a report for a single Cost Center and one Material Group (BOC).   The report will show all obligations in FMMI for the entered cost center and material group.

· Enter in Cost Center field
· Enter BOC in Material Group field 
· Click on Execute to run report.
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A report will generate.  You will see all item for limits requested listed on your report.  You can double click on the Purchasing Document number (Purch D…) to drill down for additional information (see page 7).  You can change the layout of your report or export to an Excel spreadsheet by using the tabs across the top. 
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Example two:  Creating a report for more than one Cost Center with date limits. The report will show all obligations entered in FMMI on the dates entered for APHIS cost centers.

· Enter first cost center in the Cost Center field.
· Move to the right and click on yellow arrow.
 
[image: ]

· Enter second Cost Center to list.
· Click on copy; the box at the bottom left.
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· Enter in Document Dates field (04/01/2014 to 04/23/14).
· Click on Execute to run report
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A report will generate.   You will see all item for limits requested listed on your report.   You can click on a PO number for drill into it.  You can change the layout of your report or change to an excel spread sheet by clicking on one of the yellow tab selections above your report.  
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The double arrows at the end of the report menu bar will show the additional options that do not fit on your screen, just click.
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Additional Information on a specific PO 

· From the report results, double click on the Purchasing Document (Purch D…) number.
· You will receive the following screen.  There are three parts to the information provided here (explained below)
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Item Overview

Item Detail



· Header – this section is closed when the screen comes up, the various tabs show fields that were required at the time the PO was created.  This information is not typically needed.
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· Items Overview – shows the obligation information.
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· Item Detail – Provide costs and payment information.  Click on the different tabs to see what they contain.  The Purchase Order History tab to see the payment and the Account Assignment tab to find the accounting information.  You can also drill in the payment document.

· If you have a purchase order showing more than one line of accounting you can move to each line.    
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