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PO Numbers for Next Fiscal Year

Tutorial provides two methods for updating requisition/PO groups’ PO numbers for the next fiscal year.
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Navigate to Purchasing Utilities
[bookmark: _GoBack]This method is best if the purchasing agent needs to update all purchasing order groups at one time.
1. In the web, please go to Web Financial Management\Purchasing\Setup\Utilities.
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2. Select the utility Mass Add Next Req/PO Number.
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3. Click on Select Req/PO Groups.
[image: ]

4. Select the appropriate PO groups. Click Select All Codes to process all PO groups at once. After selecting the needed PO groups, click the Back button.
[image: ]

5. After selecting the PO groups, set the fiscal year to the appropriate value. Put the Next Req/PO # field into the appropriate format, some districts use 1819 for fiscal year 18-19, other districts use 19 for the same fiscal year. Follow previous year’s pattern unless needing to make a change. At this point, you have the option to make these groups active or not. Once correct options have been selected, click the Run button.
[image: ]

6. Once the process has run, click the Preview Data to Process button.
[image: ]

7. Review the proposed PO group numbers for the next fiscal year. If everything looks good, click the Back button.
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8. Since after reviewing everything looked good, click the Run the Update button. 
[image: ][image: ]

9. The process will run in the Print Queue. Once it completes, Display Report to see the changes that were made. At this point, the process if complete.
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[bookmark: _Toc510511054]Add Next Req/PO Number
This method is useful if the district purchasing agent only needs make a change to a single purchase order group.
1. In the web, please go to Web Financial Management\Purchasing\Setup\Configuration.
[image: ]

2. Select Requisition/Purchase Order Groups.
[image: ]


3. Select the PO group that needs to have PO numbers created for the next fiscal year. Using the arrows on the left side of the screen, expand out the purchase order group. Look for Next Req/PO #. Expand that out, and then click Add Next Req/PO #.
[image: ]

4. Set the Next Req/PO # field to the appropriate format, and click the Save button.[image: ] 
	04/03/2018
	                                                                  Add Next PO Number                                                           Page | 3

	
		



image2.png
Account Ac
Home |+ ment | Vendors o

<l Utilities %

1) Go to Purchasing Codes:
1 Go to Purchasing Configuration
563 Utities
] Inactivate





image3.png
Mass Add Next Req/PO Number [ R

Mass Add Next Req/PO Number Run

sl voar: (72035
= Next Req/PO #

@ Active

Asterisk (%) denotes a required field




image4.png
§{# Select Req/PO Groups - WF\PU\PS\UT\MA - 32557 - 05.18.02.00.06 - Google Chrome (= | E )

& Secure | httpsy/flaglerskywardtrm.nefec.org:444/scripts/wsisa.dll/WService =wsFin/fpurcsetp044.wZisPopup=true
Select Req/PO Groups FEGE-E

& s )
Selecta [Code | Descrpion ( )

o 002 Plant Services

(5] 003 Transportation

Select Req/PO Groups.

w Group

Unselect Al
Codes

&) 04 coRmicumss2reoERaL | Click Select All Codes todo all PO groups
o 005 Flect Sorvices at once, or click checkboxes next to specific
&) 011 Budy Tayior Mdde School | GOUPS to only choose alimited selection

(5] 014 EVEREST ALTERNATIVE SCHOOL
e 022 |Bunnell Elementary School

(5] 051 Rymfire Elementary School

e 090 | Matanzas High School

(5] 091 Flagler Palm Coast High School

I P -




image5.png
Mass Add Next Req/PO Number

Mass Add Next Req/PO Number

Code

= Select Req/PO Groups: 0ga.
o001
002
023
004
oes
11
018
022

[ 2015-2019

Description
Conv PO View Group
Finance

Plant Services
Transportation

CURRICULUM 9-12 FEDERAL
Fleet Services

Buddy Taylor Middle School
EVEREST ALTERNATIVE SCHOOL
Bunnell Elementary School

Asterisk (%) denotes a required field




image6.png
Mass Add Next Req/PO Number

[ Rs|

&

Processing Messages

Preview process has completed and has found records to process.
‘Select the ‘Preview Data to Process’ button to continue.

Process Options

Preview Dala to Process.

o

ack

~




image7.png
Mass Add Next Req/PO Number for

cal Year 2018-2019

Mass Add Next Req/PO Number for Fiscal Year 2018-2019
*** Exception records will NOT be processed ***

Views:

ReqiPO
Group 4.
000
001
002
003,
004
005,
011
o014
23

A11 Req/PO Groups

Group Description

Conv PO View Group

Finance.

Plant Services

Transportation

CURRICULUM §-12 FEDERAL
Fleet Services

Buddy Taylor Middle School
EVEREST ALTERNATIVE SCHOOL.
Bunnell Elementary School

“Skyward Default ¥

20172018
NextReqPO#

0001718002
0011718075
0021718276
0031718011
0041718016
0051718056
0111718083
0141718001
0221718045

If you need to remove one of the PO groups from
| processing, click Remove Record, otherwise, click

the Back button





image8.png
Mass Add Next Req/PO Number

Processing Messages

Preview process has completed and has found records to process.
‘Select the ‘Preview Data to Process’ button to continue.

Process Options
——





image9.png
From flaglerskywardtrn.nefec.org:444

By clicking OK the update process wil be run, making permanent
changes that cannot be undone!

The update process will be run on the print queue and the status can
be viewed there.

Are you sure you want to run the update?




image10.png
WG 2

My Print Queue
&= Print Queue for Adam Sayler ) @ [ vew |
Vieklst#[Status [Tme |Fomat | CumentKey | ||__Dekte ]

o T
e RN :

S:01 AM Mass Add Next Rea/PO Number - Preview Creste

(View Status)




image11.png
Report Finished Processing

‘The report Process Mass Add Next Req/PO Number has
finished processing

Back




image12.png
3poupdos.p 00-4 Flagler County School District 04/03/18 Page:1
05.18.02.00.00 *TenpB+ Mass Add Next Rea/PO Number for Fiscal Year 2018-2019 9:03 au

“++Tne forloving seoup(s) had & sterting Req/PO Number crested for fiscal yess 2016-2015.

sarso 2011-201 282010
move gaoue nescarTion Exr amg/eo s Exr mmg/eo s picETION




image13.png
Home |+

Purchase Order Entry
Purchasing Activity

View My Purchase Orders
Accounting - PO Batch-10-0
Accounting - PO Open-to-History -~





image14.png
Acc

Home |+ Vendors

<l Configuration &

11 Go to Purchasing Codes
01 Go to Purchasing Utiities
&-£3 Configuration

0 Altemate Tnvoice To
1) Ecommerce
1 Group Access by Person
) Available Funds Groups
) Group Access by Ship To Name
1) Group Access by Warehouses
1) Power Track
) purchase Order Printing Setup

Specl Groups

-£3 Requisiion Entry Setup Options
) Available Funds Setup
) Requisition Entry Options.
‘01 Requisition Approval Options
{1 Reqisition Notification Options




image15.png
Reg/PO Groups - Req/PO Group Information

Views: [Rea/?0 Group Information v | Fiters: [*Skyward Default v
ReQPO| G 0wy Descripion 017-2018 PR E—
Group | O Descr® Next ReqP0# _[Next Reqro # _Jficcourt Clearence Grov

Expand All Collapse All Modify Details (cisplaying 9 of )  View Printable Details

v Reg/PO Group Information

ReqPO Group
Group Description

Next ReqPO # for the Current Fiscal Year

Next ReqPO # for the Next Fiscal Year

Account Clearance Group

Allow AP Check Requests to use this Req/PO Group.
Allow this Req/PO Group to create Blanket POs
Status

Transportation

v|Next ReqPO # [Edo Nt ResPO# |

FiscalYear  NextReqPO#  Status
Edt  Dekte 00317180 e
Edt  Dekte 0031617008 .
Edt  Dekte 0031516008 .

v Approvers Add Approvers

Level  Approvers

[ IRSi~]

Yo oy [ s

low ianket Edit
Ao gkt | (

ChikRast_| POs? (

Delete

2





image16.png
Next Req/PO # Maintenance

Next Req/PO # Maintenance

Asterisk () denotes a required field




image1.png
Home |v/ A0 | vengors

Q

~ Purchasing

Purchase Order Entry
Purchasing Activity
View My Purchase Orders
Accounting - PO Batch-10-Of
Accounting - PO Open-to-History




image17.png




