Change Purchase Order-New World Systems

Change A Purchase Order

From the home screen go to
—Financial Management —Procurement—Purchasing—Change Purchase Orders

. NEeW world City of Manteca —

myFavorites | Financial Management | Human Resources | Utility Management | Community Development | Maintenance ﬁ, @)

Journals

-

Welcome to new VS CaN = N=-T=0H

Payment Processing » "
mySe: . myCalendar 08/28/2018 & Day [ Work Week fgi Week g All Open >4
Annual Budget Processing  »

Type Purchase vear-End Processing » |Subject Date Start Time Completed - ugust 2018 v

-

Search For Receipt of Goods There are no items to show in this view Thu

myReports (2420) JETIEm. »| Bid Service
¥ Folder List Project Accounting »| Contracts 3 i
3 Current(2420) | Asset Mansgement »| vendor Change Request
55 archive (0 Miscellaneous Billing »
Government Reparting

12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 22 30 3 01

Work Orders

»
Reports »
Source Approval Status  Transaction ID Description Attachments
Inquiries » o
) ank nt Jo... 20 0012 s TREASURY- 77
mySettings ~
Bank Account Jo Oof1at2 2016-00003174 CR 04-35 Data Tickets Fal
v
Qut of Office Assistant Bank AccountJo... 0of1at2 2017-00000004 JUN-42 Record health ins. prem. paid to Mid. <
Customize Page View Items: 1-50 of 76 Page[1[~] of 2 Mext Page®

Change Password

Email Motification

myNotifications MNew <Source> < Priority= Received
Hew Source Priority Date Message Hotes P
ndor Change Request Medium
\/ Vendor Change Request Medium 073002018 Submitted - Apollo Video Technology, LLC
« Vendor Change Request Medium 07/30/2018 Submitted - 8521 - Merrimac Energy Group
+ Vendor Change Request Medium 07/30/2018 Submitted - 8521 - Merrimac Energy Group
\/ Vendor Change Request Medium 07/30/2018 Submitted - Stott Outdoor Advertising -

— Uncheck ‘Change Process Only
— Click ‘Search’

Changed Purchase Order List

9L b D% D@ List
Purchase Order Number Vendor | [+]

Type | [~

Department

Change Process Onl

PW_WA - Public Works Water 2018-00000043 Standard Replacement Solenoid Valve @ _@ A
W_WA - Public Works \Water 2018-00000058 | Standard Frovide annual chlorine deliv... @_@

PW_WA - Public Works Water 2018-00000011 Standard 2 Carport strucftures for prote... @ _@

Transit - Transit 2018-00000474 Standard AVL =)}

Transit- Transit 2018-00000443 Standard Westgare Center for Manage... D&

Transit- Transit 2018-00000473 Standard Post Mount Display (info post) @_@

Transit- Transit 2018-00000030 Standard Replacement and Expansion... 2D &

Transit- Transit 2017-00000413 Standard Replace fire door release de.. @_@

Transit- Transit 2018-00000471 Standard Bus Passes 2@

Transit- Transit 2018-00000472 Standard Bus Stop Signs

Complete . Mass Complete
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— Place mouse over the PO number to get a detail box

Changed Purchase Order List Hide Search
VLY b BB DD Lst
Purchase Order Mumber Vendor | [+]

Department | Type I -

Change Process Only  []

Lcvon L s

PW_WA - Public Works Water 2018-00000043 Standard Replacement Solenoid Valve @,@ ~
PW_WA - Public Works Water 2018-00000058  Standard Provide annual chlorine deliv. =&
PW_WA - Public Works Water 2018-00000011 Standard 2 Carport strucftures for prote @,@
Transit - Transit 2018-00000474 Standard AVL =&
Transit - Transit 2018-00000443 Standard Westgare Center for Manage... @,@
Transit - Transit 2018-00000473 Standard Post Mount Display (info post) @,@
Transit - Transit 2018-00000030 Standard Replacement and Expansion... @,@
Transit - Transit 2017-00000412 Standard Replace fire door release de... &
Transit - Transit 2018-00000471  Standard Bus Passes 2 &#H
Transit - Transit 2018-00000472 Standard Bus Stop Signs 2 # h
Changed Purchase Order Information I

m Complete Undo Comglsts Mass Complete Form Type Standard - Standard

Vendors
Resolution Number
G/L Date 05/02/2018
Deliver by Date
Vendor The Sign Center
Total Amount $7.532.37
Validated
Approvals
Created By La Sandra Sipp
Created Date 05/02/2018
Changed By

Changed Date
Reason Code
Reason Text

— Click on the PO to be changed. Once you click the PO it assumes you are making a change and the approval
process will have to be done again.

Changed Purchase Order List

YL G S % B|@ L

Purchase Order Number

Department |

Change Process Only  []

e e

Changed GIL Date

PW_WA - Public Works.Water 2018-00000043 Standard Replacement Solenoid Valve @ ‘@ A
"W_WA - Public Works . Water 2018-00000058  Standard Provide annual chlorine deliv... @‘@

PW_WA - Public Works. Water 2018-00000011  Standard 2 Carport strucftures for prote... D #

Transit - Transit 2018-00000474 Standard AVL &

Transit- Transit 2018-00000443 Standard Westgare Center for Manage... @ ‘@

Transit- Transit 2018-00000473 | Standard Post Mount Display (info post) 2D #

Transit- Transit 2018-00000030 Standard Replacement and Expansion... D #

Transit- Transit 2017-00000413 Standard Replace fire door release de... @ ‘@

Transit- Transit Standard Bus Passes

Complete Undo Complets Mass Complete
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— Make all of the necessary changes
— Click ‘Save’

Changed Purchase Order List

< Prev Hyt)

Changed Purchase Order - 2018-00000472

990 8|4 &3 Eny

Department  Transit - Transit Approval Status 0 of1at1 Validation Status ~ NIA Printed  Hot Printed Encumber Funds Yes
Purchasing Address I4 4 IThe Sign Center - Primary bkl
Wendor 8949 -The Sign Center
Description  Bus Stop Signs %’ GADate |8/28/3018 m
Type ISten:Iar:\ v Deliver by Date =
Form Type IStandard - Standard Expiration Date m
Bill To Location ITransit - Manteca Transit Center Resolution Number
Assign to Buyer |
ttem |4 4 [Building Maintenance & Supplies b bl & Numberofttems 4 Total §7,63237  Encumbered Amount $7,532.37
Item (Status: Open) o % Detail
Vendor Part Numb
ltem |Bui|ding Maintenance & Supplies |v| @ E Lendor Fart Number
, Employee
Description > |
shipvia |
Quantity 110000 %
ShipTo ITransit - Manteca Transit Center

Unit of Measure

FEreight Terms |

Price per Unit §7,532.3700 $7,532.37

Confirming Request  [] 1009 tem [

GIL Account |190.00.00.900-8400.02 - Capital Improvments-Transit Bus Std v | [ [&)
Project [16059-16059Q - Transit Passenger Amenities, Transit | v | [ [ Tazable ltem Create New Asset
Contract | A= [

p——— D

Undo Comglet

i

‘ Changed Purchase Order List

“hanpned Purchacz Srder - 20

90384 ¢ 3 ey

Department  Transit - Transit Approval Status 0 of1at1 Validation Status ~ NiA Printed  Hot Printed Encumber Funds  Yes
Purchasing Address 14 4 |The Sign Center - Primary 9]
Vendor 8949 -The Sign Center
Description  Bus Stop Signs %' GiLDate - [B/Z8/208 m
Type IEten:Iar:\ b Deliver by Date =
Form Type IStandard - Standard Expiration Date m
Bill To Location ITransit - Manteca Transit Center Resolution Number
Assign to Buyer |
tem | 4| 4 [Building Maintenance & Supplies b bl B Numberofftems 4 Total  §7,632.37 Encumbered Amount  §7,632.37
Ttem (Status: Open) @ % Detail
Vendor Part Number
Item |Bui|ding Maintenance & Supplies |v| a E -
. Employee -
Description > | | |@
Ship Via
Quantity 11.0000 % I [v]
ShipTo  |Transit - Manteca Transit Center
Unit of Measure |EA- Each I
FreightTerms |
Price per Unit §7,532.3700 $7,632.37

GIL Account |190.00.00.900-8400.02 - Capital Improvments-Transit Bus Std v | [ (&)
Project ‘ 16059-16059Q - Transit Passenger Amenities, Transit F'l b ‘ a E
Contract | v| @E

Save/New ltem

Complcte fem

Confirming Request

Taxable ltem

O 1099 tem  []

Create New Asset

m Contract items
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Purchase Order Validation

**Any time a change is made you must go back through the approval process**

— Click on the Validation Button £
- — Check the box next to the PO to be validated, or the top box to select all PO’s.
— Click Submit

Changed Purchase Order Approval

Department o P.0. Number Ype Description

Pa tec_Parks - Par Recreation.... Playground Resurfacing

0713112018 Parks & Rec_Parks - Parks & Recreation.... 2018-00000538 Standard Bella Vista Park Pump
D \/ 0712712018 Open Parks & Rec_Parks - Parks & Recreation.... | 2018-00000036 Standard REPLACE 30-HP Submersible Pump Motor-T...
O v 04M16/2018 Open PW_Fleet- Public Works.Fleet Maintenance  2018-00000420 Standard CAWELDING - TIG WELDER
D \/ 06/05/2018 Open PW_SE - Public Works.Sewer 2018-00000395 Standard Inspect & Service Automatic Transfer Switch
é D \/ 081282018 Open Transit - Transit 2018-00000472 Standard Bus Stop Signs

‘ Submit ' Reset

Print Edit & Error Listing

— Click on the Print Edit & Error Listing %
——— —> Check the box next to the PO to be printed, or the top box to select all PO’s.
— Click Submit

This will be the report you will use to attach to all backup for each PO in the batch and submit to Finance

Changed Purchase Order Approval

proval
D

Department o P.0. Number Description
H =] Park: > Parks - Pa lecreation.... Playground Resurfacing
D \/ 071312018 Open é\/ Parks & Rec_Parks - Parks & Recreation.... 2018-00000538 Standard Bella Vista Park Pump
D \/ 0712712018 Open @ Parks & Rec_Parks - Parks & Recreation.... | 2018-00000036 Standard REPLACE 30-HP Submersible Pump Motor-T...
O v 04M16/2018 Open & PW_Fleet- Public Works Fleet Maintenance  20128-00000420 Standard CAWELDING - TIG WELDER
D \/ 06/05/2018 Open @ PW_SE - Public Works.Sewer 2018-00000395 Standard Inspect & Service Automatic Transfer Switch
é D \/ 081282018 Open @ Transit - Transit 2018-00000472 Standard Bus Stop Signs
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Purchase Order Approval

— Click on the Purchase Order Approval é

v 07312018
v O7RTIR0S
v\ 0411612018
v 060512018
v 082812018

‘ Submit J Reset

Changed Purchase Order Approval

BHooe

Department o

P: Rec_|

P.0. Number

Parks & Rec_Parks - Parks & Recreation.... 2018-00000538

Parks & Rec_Parks - Parks & Recreation....  20189-00000036

PW_Fleet - Public Works Fleet Maintenance  2018-00000420

PW_SE - Public Works. Sewer

Transit - Transit

2018-00000395
2018-00000472

——— — Check the box next to the PO to be approved, or the top box to select all PO’s.
— Click Submit

Standard
Standard
Standard
Standard
Standard

Description

Playground Resurfacing

Bella Vista Park Pump

REPLACE 30-HP Submersible Pump Motor-T...
CAWELDING - TIG WELDER

Inspect & Service Automatic Transfer Switch

Bus Stop Signs
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