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Section 1: Introduction to Drury University Purchase Orders

Drury’s purchase order (PO) system is designed to require budget managers and division heads to approve
expenditures before they are made and to track encumbrances against departmental/divisional budgets. POs
are issued prior to the placement of an order.

A. Policy Overview (from policy 405.101P: Purchasing)

1.

A PO must be used to authorize and encumber all purchases over $500 (except purchases of travel
fares and hotel expenses, which should adhere to 405.103P: Travel Expenses). POs are not necessary
for orders less than $500 unless required by the vendor.

B. Process Overview:

1.

Only University employees with administrative access to the account(s) which will be used for the
requisition may enter a Purchase Order Requisition (POR) through MyDrury. If an employee is without
budget access to the necessary account(s), he/she must request that someone with budget access
(budget manager or his/her assistant) enter the POR OR the requester must fill out form 405.101F2:
Purchase Order Requisition — RESTRICTED USE and submit it to Administrative Services for manual
entry into Jenzabar EX.

Before beginning a POR, the requester must complete form 405.101F1: Purchasing Checklist, $500-
$4,999 or form 405.102F1: Competitive Bidding Analysis and Justification of Vendor Selection, in
accordance with policies 405.101P: Purchasing and 405.102P: Competitive Bidding.

The requester will submit a POR through the purchasing system in MyDrury; in special circumstances
(e.g., purchases in a different fiscal year, etc.; see guide 405.003Q5: Understanding the Fiscal Year) a
hard copy POR (form 405.101F2) will be submitted to Administrative Services for manual entry in
Jenzabar EX.

Once a POR receives final approval, a PO is created and the requester is notified by email that they
may download a pdf.

The requester transmits a copy of the PO to the vendor to place the order.

The creation of a PO will generate an encumbrance of the PO amount on the general ledger account(s)
specified on the POR. This encumbrance will be relieved when the invoice is paid through Accounts
Payable or manually unencumbered by Administrative Services. Budget officers should examine their
budgets throughout the fiscal year to ensure that all PO encumbrances are removed.

Requests should be submitted with sufficient time to obtain price quotations, receive approval, and
place orders without causing undue delay. Please provide as much lead-time as possible. Requesters
should not expect that a PO will be issued with less than 24 hours lead time.

C. DO NOT use the MyDrury PO system if:

1.
2.

Your request spans more than one fiscal year.

Your request will be divided between more than one account and you do not have budget privileges
for all accounts that will be used.

If your request meets any of the above criteria, you must submit a hard copy form 405.101F2:
Purchase Order Requisition — RESTRICTED USE to Administrative Services for entry directly into
Jenzabar EX.

Section 2: Contacts

Program Administrator Christie Garrison 417-873-7200 cgarrison@drury.edu
Controller Chelsey Dollarhide 417-873-7711 cdollarhide001@drury.edu
Chief Financial Officer Jeff Huinda 417-873-7214 jhuinda@drury.edu
Accounts Payable Coordinator Megan Coleman 417-873-7389 mcoleman003@drury.edu
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Section 3: Getting Started

A. Go to the University’s
home page at

www.drury.edu.

B. Click on the MyDrury link.

C. Loginto MyDrury using
your standard Drury
credentials (i.e., the
username and password
you use to log onto any
network computer on
campus).

e . =@ B[
PNC::Ed it % /% Drury y * \ 4
[6) drury.edu c + A NTB 40 =
’M;ited @ Getting Started =/ Latest Headlines '
Apply Make a Gift Request Info Visit Campus My Drury / Email / Blackboard / Moodle =
| B R , .
q’? I\I‘\[\j j\“}\, Admission Academics Life at Drury Athletics O\ l
FETE
@ Home | MyDrury x|+

€ ) @ @ Drury University (US) | htps://my.drury.edu/ics

1) Most Visited @ Getting Started |5 Latest Headlines

EMAIL

[my] DRURY

DRURY

MOODLE Q

| @ Home | MyDrury x|+

€ ) © @ Drury University (US) | https://my.drury.edufics/

[8) Most Visited @ Getting Started |5/ Latest Headlines

EMAIL DRURY

cgarrison % | secenees

MOODLE Q

D. On the MyDrury home
screen, click on the
Employee link.

@ Drury Now - Home | MyDrur % | +

€ ) O @ orury University (US] | https://my.drury.edu/1CS/Drury_No

[2) Most Visited @ Getting Started 5 Latest Headlines

Drury Now

Trustee

EMAIL DRURY

[my] DRURY

Student Employee Staff

MOODLE

4 Q

My Pages

E. Onthe Employee page,
click on the Requisitions
and Orders (New) link.

Employee

Home v Employee
Employee Information
mecard Calendar
4 Approval View full calendar

unt Lookup September 14 — October 14, 2017

No events in this time frame.

Day School Student Directory
Suparvisor ™~
Training Resources -

My Pages

Announcements

have na incom

Show All Announcements

Helpful Links

view all bookmarks

Links -

Human Resources

On-Campus Benefits

off-campus Benefits (Employee
Discounts)
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From the Requisitions and @DRUW

Orders page, you may:
e Start a new requisition DruyNow  EFLE  Tustee  Sudent  Employee paiicy My pages
o Search for a previously | ve s sy requssonsses rders

submitted requisition Requisitions and Orders s w
e Edit unsubmitted

req u|S|t|OnS 5 Requisitions: 4 unsubmitted, 2 returned, 3 denied, 2 pending approval

When you need to order something,
@Make new request

Search your requisitions

e Check the status of

submitted requisitions S Unsubmitted & pending Approval

Requisition (200013) $26,272.53 Changes requested by 54 Gary W. Swadley Pending 317 days

, pending <=4

@ Multiple over budget Expired, contact Business Office Approved by
Elizabeth Ann Ussery
Chang ested by B4 Chelsey D. Dollarhide for 54
stie Garrison (200089) 1.46 = o 4
Christie Garrison (200089) 4148 Christie L. n Christie Garrison (200077)  §175.00  Pending 281 days

) STONE CHAPEL ADMIN MAINTENANCE EXPENSE pending >4 Rob . Fridge

over budget

Revise and resubmit
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Section 4: Create a Requisition

New Request

From the Requisitions and
Orders page, click on Make
new request.

Drury Now EFILE

You are here: Employee > Requisitions and Orders

Requisitions and Orders

Trustee

[my] DRURY

Student Employee My Pages

e

Search your requisitions

| Requisitions: 4 unsubmitted, 2 returned, 3 denied, 2 pending approval

When ye eed to order something,

@Make new request

g// unsubmitted

Requisition (200013) $26,272.53
@ Multiple over budget
Christie Garrison (200089) $41.46

() STONE CHAPEL ADMIN MAINTENANCE EXPENSE

over budget

<5 Pending Approva
o

T Gary W. Swadley Christie Garrison $503.00  Pending 317 days

Changes requested by

Approved by B4 Christie L. Garrison, pending &4

Elizabeth Ann Ussery

Expired, contact Business Office

y <22 Chelsey D. Dollarhide for &4

Christie Garrison (200077)  $175.00  Pending 281 days

Pending “24 Rob J. Fridge

Revise and resubmit

First Screen

The first screen is the one on
which you will enter:

e The date of your request

e The item description

e |tem quantity

e Item price

e Item unit (each, box,
etc.)

e The account(s) to be
charged

e Additional details (longer

descriptions, quote
numbers, etc.).

You are here: Employee > Requisitions and Orders

Requisitions and Orders

«Cancel, go back

—> Request date 06/01/2018

Budget year Jun 2018 - May 2019

Enter the item

Itern

Quantity

& &

New Requisition has 0 items $0.00 4, Checkout

The Request date determines the budget to be used for this request and the projects available

=+

To request items using another budget period or other Projects, you must enter a new request.

0* Price$ 0.00 * Total § 0.00

Shipment container (box, case, etc.)

Charge to

Budget account

Search for account

D Amount

Split frems _
©OPercent

—

Detailed description

More details about the item

[C& Add supparting documentation

*Required, please fill these out.

e =

‘ Save, add another

Request Date

The request date entered on
the requisition will
determine into which fiscal
year the PO encumbrance
will fall (current or future).

As you can see at right, the
fiscal year affected changes
with the date entered.

* Request date 12/01/2017
—> Budget year Jun 2017 - May 2018

* Request date 06/01/2018
* Budget year Jun 2018 - May 2019

The Request date determines the budget to be used for this request and the projects available.

M+
= @ request itemns using another budget period or other projects, you must enter a new reguest.
D , The Request date determines the budget to be used for this request and the projects available.

To request items using another budget period or other projects, you must enter a new request.
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1. Fiscal Year Determination:
a. Drury’s fiscal year runs June 1-May 31.

b. If your product will be shipped, received, or used primarily after June 1, the POR must be placed in
the next fiscal year.

c. If your service will not start until after June 1, the POR must be placed in the next fiscal year.
If your service starts before May 31, but will not end until after June 1, you must consult with the
Controller or Chief Financial Officer to determine in which year the POR must be placed.

NOTE: If your requisition will affect the budget of more than one fiscal year, DO NOT use the MyDrury system;
your requisition must be entered into Jenzabar EX by Financial Services through submission of form 405.101F2:
Purchase Order Requisition — RESTRICTED USE.

D. Sub-Section1 > 1 Enter the item
. L. ; .
Enter the item descrlptlon, —> ltem Only 40 characters here
quantity to be ordered, the =P Quantity 1* Price§ 50 * Total $ 50.00
price per item, and the unit Shipment container (box, case, etc.) each|
type (e.g., each, box, ream). T

NOTE: The Item field is
limited to 40 characters. If
your description is longer
than 40 characters, use the
More details about this
item box in Section 3.

405.101G1: Purchase Order Requisition Process v2018.01.004 6




Section 2

Enter the account number(s)
that will be charged for the
expense.

You may type in your full
account number with
budget line (16 digits) or
perform a search.

2 Charge to Search for account
Budget account 2 71 745 3222125800 * —
£iAmount
Split Items _
' Percent
OR

-
@ Select GL Account - Mozilla Firefox

EER—)

@ a Drury University (US)  https://rmy.drury.edu/ICS/Portlets/CRM/Staff/Portlet.RequisitionsAndOrders/Controls/AccountLookup.aspx

GL Account Selection

0 Search by Account Number

(©) Search by Account Description

@ Search by Account Component

Book: Type: Division: Department: Obyect:
32221
Sort By: Account Number ~
9 Accounts Found
141 000 3222100000 - STOME CHAPEL POLICY DEPOSIT PAYABLE -

2 71 745 3222123000 - STONE CHAPEL ADMIN MAINTENANCE SUPPLIES
271 745 3222125200 - STONE CHAPEL ADMINISTRATIVE MTNCE EQUIFM
271 745 3222125700 - STONE CHAPEL ADMIN MEALS, ENTERTAINMENT
271745 3222125900 - STONE CHAPEL ADMIN MAINTENANCE EXPENSE
271745 3222126700 - STONE CHAPEL ADMIN REFAIRS

271 745 3222129901 - MISSOURI SALES TAX

2 71 745 3222160000 - STONE CHAPEL ADMIN MAINTENAMNCE REVENUE
2 71 745 3222195000 - STONE CHAPEL ADMINISTRATIVE MAINTENANCE

Choose the account you wish to use for the line item, then click the 'Select Account’ button below.

Select Account

< |

1. |

»

m
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1. Requesting a PO using
an account outside your
department/division.

Due to issues related to General Ledger security within the Jenzabar system, most

users are unable to request POs using account numbers outside their department.

In such circumstances, a requester would need to ask that someone within the

other department enter the requisition.

2. Splitting a transaction

between two or more 7 | Charge o Search for account
accounts Budgetsccount 2 71 745 32221250 * E) $64.86 over budget after purchase
- Amount ¢
You may split soutfteme - Percem}
transactions between
two or more accounts
by amount or
percentage.
a. Enteryour first 7 | Chargeto Search for account
ta:;:iucltogl;renfheer, 5_I':|£|E'. gocount 2 71 745 322212549 @ %64 86 over budget after purchase
button for Amount Solit IDH_J - Amount
or Percent. — O percent
b.  Enter the 7 | Charge to Search for account
percentage/amount et oo > 71 745 32931359 *
for the first account i
number, then click Split lems . ’;mwm
2 Parcent
Add.
Armount/Percent _> 33

— [ Add || Cancel

c. You will be able to
see the amount you
have already
allocated and the
amount remaining
to be allocated.

2 | Charge to

Budget account
Split ltems

Amount/Percent

Search for account

Amount
2) Percent

Add Cancel

Budget Account Split ltem Type Total
271745 3222125900 Percent 35

!

100%

d. Enter your 7 | Charge to Search for account
remaining account BUQStSCCOUN el 2 71 745 32221259
number(s) and I Amount
amount(s)/ 2 Percent
Amount/Percent 45 4—
percentage(s) and —
. C L
click Add. ——> (sl [ concel
Budget Account Split tem Type Total
271745 3254925900 Percent 55 & E
Total Amount/Percent: 100%
Total Amount/Percent Remaining 4500
405.101G1: Purchase Order Requisition Process v2018.01.004 8




e. You will not be able
to proceed to the
next screen until
your Total
Amount/Percent
Remaining is at
0.00.

f.  Once you have
completed your
split, you may
proceed to Section 3
or to the next
screen.

7 | Charge to Search for account

Amount
Percent

Add Cancel

Budget Account
271745 3254525900 Percent 55
271745 3222125900 Percent 45

Split ltem Type Total

s 1
s m

Total Amount/Percent 100%

Total Amount/Percent Remaining OOO‘—

[5
i

[5
i

NOTE: If you need to split your charge with another department for which you do not have budget privileges,
DO NOT use the MyDrury system; your requisition must be entered into Jenzabar EX by Financial Services
through submission of form 405.101F2: Purchase Order Requisition — RESTRICTED USE.

F. Section3

_’ 3 More details about the item
Enter longer descriptions, quote More description here.

; ) Quote: ABC

numbers, customer numbers’ ' Detailed description Customer #123 [ Add suppg, cumentation
etc.
DO NOT attach your supporting
documents on this page.
G Section 4 Requisitions and Orders o &

Once all of your information for
that item is complete, move to
Section 4, in which you may
either Save, add another, and
repeat Steps 1-3, or go on to the
Next Step in the process.

y
=P ¢ ) s

Cancel, go back New Requisition has 0 items $0.00 g Checkout

Request date 9/14/2017 BE- -

Budget year Jun 2017 - May 2018

1 Enter the item

ltem This box holds only 40 characters

20.73 * Total $ 41.46
Shipment container (box,
2 Charge to search for account
Budgetaccount 2 71 745 3222125000 * @ $41.46 over budget after purchase
Amount
Splitlems
Percent
3 More details about the item

Use this box for longer item descriptions.
Quotesr
Customer#456789) [ Add supporting documentation

* *Required, please fill these out.

| Save, add another

NOTE: Except in rare cases, items should not be grouped together for entry, but instead should be
entered in an itemized fashion (e.g., a POR with “Computers” as the description and a single price
instead should be entered as 2 OptiPlex 990 at $889.00 each, 5 Latitude 5580 at $1,320 each, etc.).
Overly-summarized PORs likely will be returned to the requester for revision/clarification.

405.101G1: Purchase Order Requisition Process
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Second Screen

The second screen is where

Requisitions and Orders (New)

Cancel. go back

Reguested items

%o .

Requisition (200087} Not Submitted

you will STONE CHAPEL ADMIN MAINTENANCE EXPENSE (27 @ 541.46 over budge sfter ourchase
[} req uester information 2.00 This box holds only 40 characters at $20.73 §41.46
e required date of receipt © rddanotner item Total $4146
e vendor information Request summary
shipping information e
comments/pu rchase Request date 03/08/2017 Need by date
jUStIflcatlon ’ Vendor Search  ship order here - *
o add't'onal f||e not specified
attachments.
"‘,-:"J No Comments/Attachments
—> (d addacommen: 2 addarie 4—
Reguesting for someone else?
To grant your colleague access to this requisition, select his/her name from the drop-down options or click Search
—> Requesting for .
Attach Supporting
Requisitions and Orders E R

Documents

This is where you will attach
form 405.101F1: Purchase
Order Checklist or

Cancel, go back

Requested items

Requisition (200275) Mot Submitted

32221-25800)

STONE CHAPEL ADMIN MAINTENAMNCE EXPEMNSE (271-745- € $1.079.00 over budget after

405.102F1: Competitive Bid 1,00 test item ¢ £0.50 for $0.50 50.50
Analysis & Justification of -

. © sdd another item otal: $0.50
Vendor Selection, as well as
qguotes and other supporting Request summary
documents. Requester name
Due to a bug within the Request date 02/19/2018 Meed by date =
system (no repair date - o
known), tasks must be done peneer 3e3rh - Ship order here '
somewhat out of order on e
the second page.
You must add your .
supporting documents (dAdd a comment [ Add a file 4
before entering other data
on this screen. If not, all
other fields filled before this Requesting for someone else?

To grant your colleague access to this requisition, s the drop-down optiens or dick Search

step will be erased when
documents are added after
the fields are filled.

Click on Add a file.

Requesting for

Submit for approval Save, and submit later

le.Delete request Delete request

405.101G1: Purchase Order Requisition Process v2018.01.004
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1. Inthe pop-up box, click
on Choose File.

Upload a File

File | Choose File | No file chosen

2. Select your files as you
would when adding an
attachment to an email.

Jenzabar
supports/attaches
almost any file type and
size.

& Oren
» Libraries » Documents » My Documents » Policies, Statements, etc » 2017 Policies » 405 » v [ ¥ ||| Search 205 o
———

- A e

Qrganize v New folder = -

3¢ Favarites Documents library Artange by:  Folder ~
P Deskiop 405
18 Downloads Name ’ Date modified =
1. KBRS
%4 Recent Places 1. 405.0%% 11/30/20176:25PM |

. Fund Accounting Task Force 16-17 10/20/201710:25 ... |

404.003FL_ApplicationForUniversityCreditCard_v2017.07.002_NH T80T 1142 AM |

4 Libraries
Eiocues T 404.003F1_ApplicationForUniversityCreditCard_v2017.07.002_NH T/14/20171192 AM
{1 405.101F1_PurchaseOrderChecklist v2017.08.002 8/30/2017 830 AM |
o Music
&) Pictures m 405.101F1_PurchaseOrderChecklist_v2017.08.002 8/14/2017 5:41 PM
B Videos 405.101F2_PurchaseOrderRequisition_RESTRICTED_USE v2017.08.001 8/10/2017 714 PM |
E 405.101F2_PurchaseOrderRequisition_RESTRICTED_USE +2017.08.001 8/10/2017 T14PM
18 Computer 405101G1_PurchaseOrderRequisitionProcess v2018.01.001 2/19/2018 11:53 AM |
£, Local Disk (C: % 40510161 PurchaseOrderR ionProcess v2018.01 bad 2192018101 PM 1T
ocal Disk (C:) ol oL | -
] 44 items.
File name: ~ |AllFiles -

3. Your file will show in the
lower middle of the
screen.

Continue adding files
until all of your
documents are attached
to your POR.

Once all documents are
added, you may fill the
other fields on the
screen.

&

Requisitions and Orders .

Cancel, go back Requisition (200273) Not Submitted

Requested items

STOMNE CHAPEL ADMIN MAINTENAMNCE EXPENSE (271-745-
32221-25900)

1.00 testitem at $0.50 for $0.50

€ $1,079.00 over budget after
purchase

Ca s

$0.50

@ Add srother item Total: $0.50

Request summary

Requester name |

=
Vendor I:I Searcth  Ship order here v

not specified

Request date 02/19/2018 Need by date

<

[)405.101F1_PurchaseOrderChecklist_v2017.08.pdf
from Christie Garrison, 2/19/2018 6:47 PM T

[ dAdda comment [(4Add & file

Requesting for someone else?

To grant your colleague access to this requisition, select his/her name from the drop-down options or click Search

Requesting for | ¥ | Search

‘ | Submit for approval ” Save, and submit later [#.Delete request Delete request

405.101G1: Purchase Order Requisition Process
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J.  Request Summary Requisitions and Orders & &

Enter your/the requester’s Cancel, go back Requisition (200275) Not Submitted
name in the Requester Requested items
name field STONE CHAPEL ADMIN MAINTENANCE EXPENSE (271-745- @ $1,079.00 over budget after
. 32221-25900) purchase
1.00 testitem at $0.50 for $0.50 S 4 $0.50
(3] Add another item Total: $0.50

Request summary
ﬁ Requester name
Requestdate 02/19/2018 MNeed by date =i

Vendor Search  Ship order here M

not specified

D405.1D1 F1_PurchaseOrderChecklist_v2017.08.pdf
from Christie Garrison, 2/19/2018 6:47 PM

CaAdda comment [C4Add a file

Requesting for someone else?
To grantyour colleague access to this requisition, select his/her name from the drop-down options or click Search

Requesting for ¥ | Search

Submit for approval || Save, and submit later [#.Delete request Delete request

K. Enter a “Need by” Date Requisitions and Orders &
Your “Need by” date must Cancel, go back Requisition (200275) Not Submitted
take place at least one day Requested items
later than the Request date STONE CHAPEL ADMIN MAINTENANCE EXPENSE (271-745- (€3 $1,079.00 over budget after
immediately to the left of E2221.25000) purchase
the Need by date field. 100 rest e @t 2050 Tor 2050 i e

© Add another item Total: $0.50

Request summary

REq_IEEEEI’ name

Requestdate 02/19/2018 MNeed by date o 4—

Vendor Search  Ship order here v

not specified

I
-
D4D5.1D1 F1_PurchaseOrderChecklist_v2017.08.pdf
from Christie Garrison, 2/19/2018 6:47 PM &

(dAdd a comment [ Add s file

Requesting for someone else?
To grant your colleague access to this requisition, select his/her name from the drop-down options or click Search

Requesting for ¥ | Search

‘ | Submit for approval ” Save, and submit later |s.Delete request Delete request

405.101G1: Purchase Order Requisition Process v2018.01.004 12




L. Select Your Vendor Requisitions and Orders (New) 508

The SyStem reCOganes S PR Requisition (200087) Not Submitted
. Requested items

Yendors by thelr ID number STONE CHAPEL ADMIN MAINTENANCE EXPENSE 0 @ $41 46 over budget after purchase

in the Accounts Payable 2.00 This box holds only 40 characters at $20.73 for § @7 $41.46

system. @ 2dd another item Toral: 54146

Reguest summary

You must use the Search
tool to find your vendor.

If you know your vendor’s ID
number, you may type it in,
but the system will not let
you type in a vendor name. .

N No Comments/Attachments

ame  Christie Garrison

= 03/08/2017

(d pdd s comment 6 addafile

Reguesting for someone else?

‘ Submit for approval ‘ Save, and submit later @ Delete request

M. Vendor Search Vendor Search
apple
In the Vendor Search pop-up
H J
box, type in the vendor’s
name and then hit Enter on Select | IDNumber| | Vender Name Vendor Address -
k — @ 28185 Apple Computer Inc 12545 Vista Circle. MS: 183-IES, Austin TX, 78727
yo u r eyboa rd . 40188 Appleton, Joni C. Hwy West 1777, Summersville MO, 63571
42826 Applelink Services P.O. Box 60000. San Francisco CA, 94160-0001
. 46733 Appleby, Josephine 945 E Elm, Apt 10, Springfield MO, 65806-2640 =
The system WI II take several 52918 Applewoods Inc 4403 SW 2rd Street, Oklahoma City OK, 73108-1019
38346 Applegate, Bryon Lee 605 East Crossland Street, Ozark MO, 65721
seconds to populate the )
p p 96068 Apple Computer, Ing **#*#s stk P.O. Box 720, Buffalo NY, 14207-0720
search results. There IS NO 136555 Applegate, Truly Graham 31 Aventura Road, Santa Fe NM, 87508
H . 277627 Applegate. Kaitlin Leanna P.O Box 307, Barrow AK, 99723
icon to show the system is = .
328441 Applegate, Joshua Dean 3926 St. Hwy ZZ. Billings MO, 63610
processing, but the list will 331161 Appleton, Kathy 114 Byers, Joolin MO, 64801
74077 APDI T~ MAAN ITED Ik, ATTRI 11 O UCAINDIAYY 47E07 47545 DIATA WICTA ~ID/IE ALICTIM TV T0777 i
eventually populate. Please

be patient. —k@ Cancel. go back

Once the list appears, click
in the circle for your chosen
vendor, then click OK.

1. If your vendor does not appear in the first search:
Try a variation of the name (e.g., adding or removing spaces around special characters, etc.)

2. If the system cannot find your vendor:
Contact Administrative Services or Accounts Payable for assistance. It is possible that your vendor has a
different DBA name or needs to be added to the vendor master list.

3. If there is more than one vendor with the same name on the list:
Contact Accounts Payable to determine which to use. Do not try to guess on your own; selection of an
incorrect vendor will create problems with the unencumbrance when the invoice is paid.

405.101G1: Purchase Order Requisition Process v2018.01.004 13




N. Choose Your Shipping
Location

Pull down the drop-down
menu and choose your
campus location (listed
alphabetically by
department).

If you do not find your
location in the list, contact
Administrative Services.

Requisitions and Orders (New)

Cancel. go back

Requested items

259000 @ 54146 over budget zhter purchase
w2
! &

STONE CHAPEL ADMIN MAINTENANCE EXPENSE (271-745
r $41.46

54148

2.00 This box holds only 40 characters at 520

@ £dd anotheritem Total: $41.46

Regquest summary

Reguester name  Christie Garrison

Request date 03/08/2017

3/29/2017 [EE
Ship order here  Administrative Services

Vendor 28185 Search

stin TX, 78727

Apple Computer Inc - 1

N~ No Comments/Attachments

3 Add a comment [B.—\dd a file

Reguesting for somecne else?

To n. select his/her name from the drop-dow

Requesting for

‘ Submit for approval ‘ Save, and submit later

o

your colleague access to this requisit

~ | Search

208

Requisition (200087) Not Submitted

. —

B Delete request

0. Add Purchase Justification
Comments

Click on Add a comment.

In the pop-up box, enter
your comments, then Save.

Requisitions and Orders (New)

Cancel. go back

Requested items

25000) € 4146 over budget after purchase
G 2
pe

STOME CHAPEL ADMIN MAINTENANCE EXPENSE (271-7:

S41.46 54148

2.00 This box holds only 40 characters &

@ sdd another iem Total: 54146

Request summary

Reguester name  Christie Garrison

Request date 03/08/2017 Need by date | 3/29/2017 =]
Vendor 28185 Search Ship order here  Administrative Services
Apple Computer Inc - stin TX, 78727

b— Ne Comments/Attachments
—»L.d\Add acomment [ add afile

Reguesting for someone else?

s requisition, select his/her name from the drop-down options or click Search

To grant your colleague a

Reguesting for ~ | Search

‘ Submit for approval ‘ Save, and submit later

0w

Requisition (200087) Not Submitted

T Delete request

Enter a Comment

Chairs for dressing rooms
at Stone Chapel. Original
chairs are broken and
worn

— (5]
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Requesting for Someone
Else

If you are completing the
requisition for another
person, choose their name
from the Requesting for
someone else drop-down
menu (alphabetical by first
name).

Requisitions and Orders (New) @0 &

Cancel, go back Requisition (200087} Not Submitted
Requested items

STONE CHAPEL ADMIN MAINTENANCE EXPENSE (27:

5500) @ 54146 over budger sfter purchase

2.00 This box holds only 40 characters at 2073 fi [GDlFg $41.46

@ Add another em Total: $4146
Reguest summary

Reauester name  Christie Garrison

Reauest date 03/08/2017 Need by date  3/29/2017 =

Vendor 28185 %€arch  ship

order here  Administrative Services -

Chairs for dressing rooms at Stone Chapel. Original chairs are broken and
worl

[ add a file

Cd add a comment

Reguesting for someone else?

Save, and submit later

Submit for approval

@ Delete request

Submit for Approval

If your requisition is
complete, click on Submit

Requisitions and Orders (New) 208

Cancel. go back Requisition (200087} Not Submitted

Reguested items

STONE CHAPEL ADMIN MAINTENANCE EXPENSE (271- -25900 @ $41.46 over budget after purchase

2.00 This box holds only 40 characters at $20.73 for $41.46 (Dl 54146
for approval' D sdd another rem Torzl: §41.46
L. . Request summary
If yOU need addltlonal tlme Reguester name  Christie Garrison
to complete your Request date 03/08/2017 Need by date  3/29/2017 =
requisition, click on Save,
. Vendor 28185 S€3rCN  Ship order here  Administrative Services -
and submit later. o soec
|f you need to add additional ‘I:‘ | Chairs for dressing rooms at Stone Chapel. Original chairs are broken and
items, click on Add another o ST
item near the green plus
. &] \dd a commen Ed-\ afile
sign toward the top of the e Gt
screen.
Requesting for someone else?
e acce: + tion, op-down o or click Se:
Sawe, and submit later T Delete request
R. Submission Success/Error ————
| e Your requisition has been successfully submitted
= *fou can review the details below.
If your submission is Requisition #200087 $41.46

successful and the account
number matches a system
approval track, you will

receive a success message.

If you receive an error
message stating that your
requisition does not match
an approval track, contact
Administrative Services.

Approval Track: Test Track - C.Garrison

—>

Reviewers: Christie Lynn Garrison; Over 0.01

271-745-32221-25800 - STONE CHAPEL ADMIN MAINTENANCE EXPENSE  $41.46
54146 - 2x each of This box holds only 40 characters at $20.73

Close, go back Add another requisition

AT SRACTa
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S. Status Check Requisitions and Orders (New) &0 &

You may check the status of 5
. $¢ Requisitions: 1 unsubmitted. 1 rewurned, 4 pending approval When you need to order something,
your requisition on the

.C)Make new reguest
Requisitions and Orders

Search your requisitions

page' :,/ Unsubmitted _,,B Pending Approval
Lz L 2.9
Reauisition Changes requested by B Christie Garrison (200072] $50200  Pending 127 days
206022 Gory W Swvacley Appro Y ristie L. Garrison. pending |
@ Multile over budget Expired, contact Business Office Elizabeth Ann Ussery
2eauisiion 00 O 08 e Christie Garrison (200076] $17500  Pending 91 days
1200014} SO0 Cn sl for 602 dys Pending <24 Rob J. Fridge
@ Multiple over budget Expired, contact Business Office
Christie Garrison (200077) $17500  Pending 91 days
Pending <24 Rob J. Fridge
I Christie Garrison (200087) £41.48 Pending today
Pending #4 Christie L. Garrison
T. Requisition Approved, PO 2 Reply £ Reply All £} Forward
Created o
Mon 2/19/2018 7:11 PM
When your requisition has financialservices@drury.edu
been approved by all PO 201177 was Created
approvers on the track, To  Christie Garrison
Jenzabar will create a PO
and email you. PO 201177 has been created from Requisition Number 200275,

To view or print yvour PO, please follow these steps:

1. Log onto MyDrury.

2. Go to the Employee page.

3. Click on Requisitions and Orders (New).

4 Toward the top of the screen, i the grav box, click on Search your requisitions.
5. Enter mformation mto the search fields to find vour requisition, click Search.

6. Click on the PDF link next to vour chosen requisition and download the file

7. Print or save vour PO.

8. Transmit a copy of the PO to the vendor to place your order.
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U. Download and Print PO

In MyDrury, go to the
Employee Tab, then to
Requisitions and Orders
(New).

On the Requisitions and
Orders page, click on Search
your requisitions.

Requisitions and Orders (New)

_‘55‘ Requisitions: 1 unsubmitted,

Search your requisitions

2 returned, 3 pending approval

o8

When you need to order something

@Make new request

é//’ Unsubmitted

@5 Pending Approval
T

2 Christie Garrison

Requisition (200013} $26.272.53 (200072) 550300  Pending 135 days
© wmuttiple over budget Expired, contact Busness Office by <52 Christie L Garrison, pending
Ann Ussery
. oy Changes requested by <&
Christie Garrison (200089) $41.46 e ’ Christie Garrison )
Christie L Garrison (200076) 517500 Pending 99 days
© STONE CHAPEL ADMIN MAINTENANCE Bevise 2nd resubmic Pending ¥4 Rob J. Fridge

EXPENSE over budget

Chiristie Garrison

Requisition (200014} $1.250.00 On wishlist for 610 days (200077 5175.00 Pending 99 days
© Mutiole over bucger Expired, contact Business Office Pending <52 Rob J. Fridge
V. On the search screen, you Requisitions and Orders (New) ses
may enter criteria in the e e e e o e e
boxes to refine your search,
or simply click Search. - .
You may also clear your > o e et )
fields to perform a new
search, or cancel to return
to the main Requisitions and g
Orders page.
W. When your search is Requisitions and Orders (New) @08
complete, your PO should o g st ing st o it e Th e snrch i you choes.the more specic e reumed el il
show toward the bottom of SN ition mame includes S ———
the screen. The far right -
column will contain the link e | e .
to a PDF of your purchase et o e
order. o -
p——
— e 200 505 o | STONECHPELIDMNMANTEIGE  rons e comoee B GIEEST )

X. You may open your file for
printing or save it for later
use.

Cpening PurchaseOrder_200351.pdf

=)

You have chosen to open:

X PurchaseOrder_200951.pdf

which is: Adobe Acrobat Document (8.9 KB)
from: hitps://my.drury.edu

What should Firefox do with this file?
-.-’- Open with | Adobe Acrobat (default) -

---’-j- Save File

|| Do this automatically for files like this from now on.

| f
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Y. Transmit your PO to the
vendor when you place your
order.

Purchase Order 200956 Page 1011

Drury Univarsity
500 N. Benton Avenue
‘Springfiakd, MO 85302

n -+ PO Number Required on All involcas
UNIVERSITY i
Vendor Vendors: Mall merchandise to the address below:
Apple Computer inc 28185 Aominisirative Servicas
PO Box B4E0SS Drury University

900 M. Banion Ave.

Speingfleld, MO 65802
Dalas TX 75284-6095

Mall Invalce to the address above, unless

PO Date Requested Ship Date PO Explration Date otherwise iInstructed.
oI T20T 00000 DDO/D00D

REQUESTED BY:
Chvistia Lynn Carrison

‘Quantity Unit Cost Per Unit Total
1.00 | prin tast each 1.0000 1.00
Total 1.00

*_print_po_weh_a
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Section 5: Requisition Returned by Approver

If a POR approver feels there is
insufficient or incorrect
information on a POR, then
he/she may return the POR to
the requester for revision and
resubmission.

The original requester will
receive an email which states
that the requisition has been
returned.

Fri 3/24/2017 243 PM
cgarrison@drury.edu
Requisition 200103 was returned to Christie Lynn Garrison (cgarrison@drury.edu)

To  Christie Garrison

Requisition 200103 submitted on 3/24/2017 has been retumed for revision by one of the budget managers on the approval track. Your may access, revise, and resubmit the
requisition on MyDrury (Employee Tab=Requisitions and Orders (New).

Please contact your departmental or divisional budget manager for more information about necessary revisions

I£ you have trouble g o revising your ion, contact Admi ve Services (admserv@drury.edu, 873-7200).

Thank you

Log in to MyDrury and go to the
Requisitions and Orders page.

There you will see your
requisition in the Unsubmitted
column.

Click on Revise and resubmit to
open the document and make
changes.

When you are finished revising
the requisition, submit it as you
would a new requisition.

Requisitions and Orders (New) #08

u need to order something

= Requisitions: 1 unsubmitted, 4 returned, 3 pending approval

OMEKE new reguest
Search your requisitions

Pending Approval

§// Unsubmitted

Reauisition (200013 $26,27253 Christie Garrizon $503.00  Pending 143 days
[x] Multiple over budget ADi d by <B4 Christie L. Garrison, pending <B4
Elizabeth Ann Ussery
o ( . ca1 46 Changes requested by 54
Christie Garrison (200089} 4146 Christe L Garrison Christie Garrizon

§175.00  Pending 107 days

(200076}
€ STONE CHAPEL ADMIN MAINTENANCE

evi it
EXPENSE over budget Revise and resuomi

Pending <B4 Rob 1. Fridge

_C_:I‘ms' Garrison $175.00

hanges requested by B2 .
Christie Garrison (200102) $2.00 h s requested by Pending 107 days
Christie L Garrison
Pending <& Rob 1. Fridge

€ STONE CHAPEL ADMIN MAINTENANCE

EXPENSE over budget

# Christie Garricon (200103} 4 Changes requested by &4
riste Bamson [ZED0S) edr Christe L Garrison

@ STONE CHAPEL ADMIN MAINTENANCE
EXPENSE over budget

Revise and resubmit

Revise and resubmit

405.101G1: Purchase Order Requisition Process

v2018.01.004 19




Section 6: Requisition Denied by Approver

If a budget manager denies a Mon 3/27/2017 11:11 AM

POR, the original requester will cgarriso@drury.edu
receive an email from the Requisition 200103 was denied
System . To Christie Garrison

Requisition 200103 was denied by vour departmental or divisional approver.

You may view the status of the Requisitions and Orders (New) #® 08
PO on the Requisitions and
Orders page.

&g Requisitions: 1unsubmitted, 3 returned, 1 denied, 3 pending approval When you need to order something
@ Make new request

Search your requisitions

Denied PORs cannot be edited ——

or resubmitted. A Unsubmie i~ ed
Reauisition (200013 sa627255 Mg by 54 A s2.41 Dj';;d 032712017 4_
@ mutiple over budger Expired, contact Business Office Denied by B4 Christie L Garrison

Section 7: FAQs

What do | do if my vendor does not appear after | perform a search?
Contact Accounts Payable (x7389) or Administrative Services (x7200).

What do | do if | receive a message that my POR does not match an approval track?
Contact Administrative Services (x7200).

My invoice has been paid, but there is still an encumbrance on my account.
Contact Administrative Services (x7200).

The account number on my POR was changed after | submitted it.

Your POR will be reviewed by Administrative Services and one or more budget managers before it is approved.
The account number on the POR might have been corrected or adjusted by one of those persons for
accounting or budgetary reasons.

What do | do with my PO once I’ve downloaded and/or printed it?

Transmit the PO or PO number to the vendor when you place your order. The vendor should be instructed to
reference the PO on the invoice so that it may be unencumbered in Accounts Payable upon payment of the
invoice.
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