WinCap
Pending Purchase Order Entry
(Requisition Entry)

The Purchase Order Maintenance form is used to enter Pending Purchase
Orders, which are departmental requests for purchases that precede the
generation of actual Purchase Orders.

When a Pending Purchase Order is entered into WinCap, the requestor is
required to select a budget code. After the Pending Purchase Order has been
created and sits in an “Entry in Progress” state, the “Pending Encumbrance” field
on the Budget Account Maintenance screen is updated. After the pending
Purchase Order has been saved and approved, but not yet converted into a
Purchase Order, those monies in the “Pending Encumbrance” field will transfer
into the “Encumbrances Outstanding” field.

As the Pending Purchase Order moves through different stages it is assigned
PND (pending) numbers and a status code.

Status codes:
Entry In Progress
Approved — (with a number showing the last approver level)
Disapproved

Approver Levels

Approval levels are assigned by WinCap, based on criteria developed by the
Manager of Business Services. The number/identifier WinCap assigns a user
denotes their approval level per the pre-established approval level hierarchy.

Approval Level Numbers generally are as follows:

Level # Description
7 OCM Support Staff
6 Program Supervisor
5 Director Level or Assistant Director (CNYRIC)

Asst. Supt.’s for both Instruction and Programs. Chief
Technology Officer (CTO) - CNYRIC

3 Asst. Supt. for Administration

1 Purchasing Agent




There are two basic steps in generating a Pending Purchase Order:
1. Adding Pending Purchase Orders

2. Approving (Releasing) Pending Purchase Orders

To add a Pending Purchase Order:

Manage
Purchasing
Purchase Order Maintenance

Fif [Testhr] WinCap Yersion 05102004 - ONONDAGA-CORTLAND-MADISON BOCES
Elz Form Edit | Manage Reports Window Toolbars Help

Budget Maintenance

v 0|7 18] ¥|[] ] ol vi=]

Budget Development

Accounts Payable
Purchasing
Payrall IManual PO Entry
Catalog/Bid Order Entry

Approve/Issue Purchase Orders

Employes Maintenance/HR
Emplovee Attendance
Employee Benefits C|osefCancel Purchase Orders
General Ledger Bid Maintenance
Revenus

BOCES Service Contracts
BOCES Aid and Special Functions

A ks Receivabl

Roll Budget Requests into Purchase Requests
Tables

* *+ v v v v v v vrRid v v -

o b |



The Purchase Order screen will open on the ‘Information’ screen. Choose the
“Add” icon (circled below) from the form toolbar.
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Enter the following on the ‘Information’ screen:

Fiscal Year:

P.O. #:

Other Reference:

Description:

Vendor:

Fund:

Requestor:

Location:
Division:

Order Address:

Contact:

Shipping Address:

The current fiscal year will default in. Use the “FY” icon on
the form toolbar to change the fiscal year.

The Pending Purchase Order number will default in. Note:
an “Entry in Progress” description is not a PO #.

After the Purchase Order is converted; the Pending number
will be in this field.

Can be used by the requestor for PO identification purposes.

Enter the Vendor number, or left click the magnifying glass
to look up a vendor. The Vendor Search screen will open;
typing the vendor’s name will move the vendor search
towards the desired vendor. Once you have found the
vendor double click on it to bring it into the purchase order.

It is not necessary to enter the Fund information on this
screen, since this information is included when entering
budget information.

Enter the Program or Supervisor. Left click the magnifying
glass to search the Requestor table.

Will default in based on Requestor.
Will default in based on Requestor.
Defaults in with the vendor’s main address. If you need to
change it, left click the magnifying glass to view the other

addresses available.

If the vendor has a contact person enter it here, this will print
on the Purchase Order.

Defaults in with the OCM BOCES main address. If you need
to change it, left click the magnifying glass to view the other
addresses available.



Contact:

If you have a contact person that you want to appear on the
Purchase Order, enter it here.

In addition “SA” or “SB” purchasing codes are entered here
as well.

“SA” — Requestor is sending an attachment to Business
Office to be mailed with the purchase order.

“SB” — Requestor wants original copy of PO sent back to
them.

If you are electronically attaching a conference approval
form or other document, enter “WA” in this same area to
indicate a WinCap Attachment.

Use the checkboxes to the right side of the screen indicating if the following
conditions apply to the order.

Blanket:

Confirming:
Print Original:
Attachment:
Issue & Pay:
Prepay:

Manual:

With the exception of PO’s created from WinCap bid catalogs,
all manually created purchase orders must have this box
checked. Failure in doing so could result in a PO being closed
out by A/P on partial payments.

Do Not Use.
This is the default. To print the original copy.
Do Not Use
Do Not Use
Do Not Use

Do Not Use
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PO_# Other Reference  Description EntrylnProgress P.0. Date
o 2005 = | |ToBefzzand EI I I | 'I'I.-"EI'I.-"2EIE|?E

Infarmation |Line Iterms | PO Text | Budget Distr. I Flign aesets | Remitfiny To | Yendor Motes | Attachment

BlERI5(3 K|

“endar | CiBlark GB larket )
Furd | Q[Futiple Funds g
ud — . ¥ Print Original
Requestar [ADkIMN G2 drimiztration I~ Attachment
Location [HEMA. CU[Henn & I Recurring
Division [ADMN @fdriristration [ lssue & Pay [ Prepay
I~ Matual
Bid | Qf[Etank Addta ™ |
Transfer
— Order &ddress ~ Shipping Address
Addess 1D | gl Addiess 1D | gl [ Mo Deliveny
=]| |[oNONDAGACORTLEND-MADISON BOCES =]
EE20 THOMPSOM ROAD
SYRACUSE, WY 13211
Contact Contact
X e =Y

The ‘Line ltems’ screen is used to describe what goods or services are to be
purchased on the order.
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PO # Other Reference  Description EntylnProgress P.0. Date
pol [2008 =] [ToBehssand B¢ | | [T1/02/2007 =
an Information P.0. Text | Budget Distr. | FikediAseets | Remitiiny To | “Yendor Motes | Attachrment
lescription Cuantity Unit Cost|Um Ful=]
EI 1) 0.00 D.0000[EA &
Bud
ol
=
A 1 I
- Expand ltem
Tz ek Extended Cost 0.00 r DEDSCIiDliDnS
¥ Auto Distribute Discount 0.00% OR & 0.00 Dis.c:ol?mt -+ 0.00 Apprave
v Auto Distiibute Shipping 0.00% OR $ 0.00 Shipping + % oo T
W Auto Distibute Cont. Enc 0.00% OR § 0.00 Contingency Enc + $ o.o0 m
¥ | &pply % shipping to discounted amount Tatal FO 0.00 Transfer
=l
Line  Ouantity  Unit Cost LIk Exztended Discount Shipping Order Cont. Enc Enc
| 1 | 0.00 % 0.00 Es =] ooo - 0.00 # 0.00 =| oo 4 0.00 = 0.00
Line: Indicates the detail line number.

Description: Used to describe each item to bepurchased. If more that 59
characters of description are required*®hen go to the bottom of the
screen showing line item detail information. Click at the end of the
line and type the additional text.



Quantity: Specify the desired quantity of the item. (If marked a blanket order,
the quantity can remain zero.)

Unit Cost:  The unit cost of the item. The system will calculate the total cost of
the items ordered.

UM: Unit of measure. Can be changed to the appropriate unit of
measure.

Fund and Budget Code:

The fund and budget code information which you want the item to
be charged can be accomplished by:

Ensure you are on the correct line item. Select the blue options
button (next to the PO # section) towards the top of the WinCap
screen.

Select - Line Item Budget Code, enter the fund and budget
code(s) information. WinCap has an option that allows you to
review applicable budget choices should you need to break the
amount out under multiple budget lines.

Auto Distribute Discount:

Click on check box to un-shade the grayed out boxes. You may
then enter either the percentage or the total dollar amount.

Auto Distribute Shipping:

Click on check box to un-shade the grayed out boxes. You may
then enter either the percentage or the total dollar amount.

Auto Distribute Cont. Enc:

This box is rarely used. The purpose is to encumber fund in
contingency if need be.

The ‘Budget Distribution’ screen is an information screen used to identify the
budget codes that will be charged for the goods and services described on the
‘Line Items’ screen. The user should not be able to modify this screen in any
way.



s WinCap Yer. 07.10.31 - OMONDAGA -CORTLAND-MADISON BOCES

Eile Form Edit Manage Reports ‘Window Toolbars Help

J [oatFv 2008 ]

nlx;l@lﬂl |ﬁ| I(l (l D|DI||DDcNumber LI ?l@ IEIEI"JI_‘

= Purchase Requisition [Add ToBeAssgnd]

Other Beference  Diescription

EntrylnFrogreszs

P.O. # P.0. Date
POl Jzoo2 =1 [ToBedssand B¢ [11/01 /2007 —
n Infarmatian I Line ltems I PO, Text | Fixenliszetis I Remitiny Ta I wWendor Motes I Attachrment

ENEN

.Fund

Budget Code PO Amount |[Sont. Enc Encurmbrance

Enc.Outstndng|Licquidation AI

Bud

ki

Jawvailable includes pending POs]

L |

5

Item T otal 0.00

Encumbrl 0.00 Fozsted Liquid I 0.00

Pending Liquid 0.ao

Total Lig I 0.00

Erncum. Dutstnd I 0.o0
Actual Enc. Outst I 0.00  Pending Exp I .00

Fosted Exp I 0.00

Total Exp I .00
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EntmlnProgress

Other Reference  Descriphion

P.0. Date

P.O.#
|2008 = | [ToBetssgnd

]

=5 )

Infarmatian | Line Iterms

Budget Distr. | R | Remitilny Ta | vendor Notes | Attachment

[1170172007=]

Z 22 |5 |3 &

2 Catalog/Bid I @ I Print Bid Ref |
r Item Header r Itemn Footer
Sustem Diefault System Default
= =
P
=l =
Q | Q |
Uger Test Usger Text
= =
\\ = / =
Q | Q |
~F.0. Footer \\ :I
1. Each item on this P.0. containing & chemigal substance must be accompanied By a Material Safety Data Shest when -
delivered. & material Safety Data Shest must dgo be included with any biling statgfnent submitted for payment, Failure to
include the requizite Data Shest will prohibit the PQeeszsing of payment.
2 Show P.O. NUMBER aon all invoices, packages, shipping notices, and corresglondence. LI
2 Al shimraambs miak ha meamsid  Dedars will e esid Neams anemnlabs
Q |
AN J
AN /

User Text:

In this section you will need to reference any NYS OGS State
Contract, OCM BOCES Bid number(s), (ex. RFB 211-00), or other
legal contractual procurement vehicles that the item(s) are being
obtained through. It does not matter if you enter the information in
either the header or footer section.



Please note: If you are utilizing an OCM Bid catalog through
WinCap the contract reference information should already appear.
Approving (releasing) the Pending Purchase Order.

Once you have entered all of the information for the Pending Purchase Order,
choose the “Approve” button on the Line Items page.
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PO # Other Reference  Description EntylnProgress P.0. Date
pol [2008 =1 [ToBetssand B¢ [ | [T1/017z000 =
an Infarmation  Line ltems | .0 Text I Budget Distr. I Fixen Az s ets | Remitiny To I “endar Motes I Attachrment
Line|Description Cluantity LInit Cost (LI Fur{‘l
EI o 1 0.00 ooooolEA  ay |
Bud
App |
hd|
« 1 |
- Expand Item
Ikemn T otals Entended Cost o r Dcn |
W Zuto Distribute Discount 0.00% OF $ 0.00 DiS.CD'?ml -% 000 | ( Approve )
# Auto Distribute Shipping 000 OR $ 0.00 Shipping + $ 0.oo =
[V Auto Distribute Cont. Enc 0.00% OF % 000 Contingency Enc + § 000 m
I¥ Apply & shipping to discounted amount Total PO 0.00 Transfer
=
Line  Quantit Unit Cost LIk E xtended Dizc:ount Shipping Order Cont. Enc Enc
1 ooox ooooo [Ea =] ooo 0.00 4 ooo=[  ooo 4 ooo=] ooo

Notice the status of the Pending Purchase Order has now changed.
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"l F&iPurchase Order [PND-00129] HE
Fisc.r'r. P.O. # Other Beference  Description Approved-7 P.O. Date
o | 2005 |F'ND-EIEI1 29 |F'ND-EIEI1 29 #1234 workbook s for User Group | 00/00/0000=—
Tl
PO Line ltems | Budget Distr I Totals | Remitiny To | FP.0O. Text I “endr Motes
L Wendar [007450 C|[The Mc Graw Hill Companies ™ EBlanket
U Fund [A G [GENERAL FUND I Confirming
| ™ Print Original
Fiegquestor [G20F| ZU|[RIC Financial i Attachm?anl
“n Location 2L ||Elank I Issue & Pay
Bud Divvision Z3||Blank. I Prepay
™ Manual
Bid | QlBIank Addta E"I
— Order Address — Shipping Addreszz
Address |D IDHDEF|2 QI Address |D IFHC gl I™ Mo Delivery
The Mcgraw Hill Companies ;I Regional Infarmation Center ;I
Children's Publizhing E820 Thompszon Rd-Box 4866
251 Jefferson St MSH 12 Eldg B
wialdoboro, ME 4572 Spracuse, NY 13221
] -]
Contact Contact
=lal =gl
(=l =

Jove om [




Printing Pending Purchase Orders

You can now print or view the Pending Purchase Order. Choose the “Print” icon
on the form toolbar.
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“l “h Purchase Requisition [Add ToReAsscad]
PO # Other Reference  Description EntrylnProgress P.0O. Date
pol [2008 - | |TcBedssand E"I I I [ 11/0122007 =
an | Line [tems | F.0. Text | Budget Distr. | Fized Aesats | Remitilny To | Yendor Motes | Attachment
DAl Wendor | QlBIank ™ Blarket
Fund | QIMuItipIe Funds ™ Confirming
Bud | R " — - W Frint Original
eque§ or [ADRIM 2L & drriniztration I~ attachment
Ppp | L‘:'f:‘?‘tf‘:'n HEMA, CuHenm & ™ Recuring
Division [aDrM G fladministration ™ lssue & Pay [ Prepay
™ Manual
Bid
id [ QlBIank Add ta Transfer |
— Order Address — Shipping Address
Address D I gl Address 1D I gl I~ Mo Delivery
;l OMOMDAGA-CORTLAND-MADISOMN EQOCES ;I
E820 THOMPSOM ROAD
SYRACUSE. MY 13211
Contact Contact
s ==

Enter the Pending Purchase Order number (PND-00000), next you must select
the copy type (requestor) and finally click the print button.

Users, under no circumstances, are allowed to print PND#’s on Pink or

Yellow copy paper. If you are missing a pink contact the Purchasing dept
directly.
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urchase Order [08-0Z2340]

| #Purchase Order Selection E
— Record selection :

2]
VHI Fizcal Year I2DDB - I Criteria Mame |Las:t Fun E"I Open - Nat Printed I = cH e nt:
- Docu Pending Orders lzzued Orders
DAI Frgm [PND-03E18 Eﬁone =1 [Open = |
BudI Wendor 2L [Blank
pe  Orderflssus Date Requestor Qy[Blank
—Ip From | 00/00/0000—] Location S[Blank EhoEew
Divizion 23 [Blank
To I DDJDDKDDDDE =
Catalog/Bid 1D | QlBIank
where [IDlocHeadr Frinted OF [DocHeadr Status="0" AND DocHeadr. SubStatus="H"] I‘I
— Print options ;I
Shipping [Dort show =1 Frimany Sert [ 5 equestor |
Discaunt I Ey item if assigned, balance lump sum ;l Secondary Sort [ None ;l
D escripkion Iter Sart | Print Sequence ;l LI
Cop, Frint Purchasing Agent Mame and Title ™ Print Electronic Sianature:
242 ; =l
Show Separate Page with ;I
I PO Motes ™ PO Histom |
I Crystal: <default repart: ;I x;?l -! ml %I Frint Settings LCancel I
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