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Confirming Orders

Below is the procedure for creating Confirming Orders (formerly referred to as Bill Only PO):

1. Create a text line order for the service/item that requires paymen

w General Data
lame of Shopping Cart: |CFREEL 022972012 11:36 _ Approval Note
iefault Settings:  Set Values
eam Shopping Cart: [ Make accessible o my Purchasing Substiutes
poroval Process:  Display [ Edit Agants
Dofauk Address: | 0102416668 - Levine Science Research Centor 308 Research Drive , Durham , 27

locument Changes: Display

w ltsm Overview

Total Val. (Gross) | 128000  USD

Detads |[ Add tem 4 || Copy |[ Paste | Dupiicate | Delete | [ Change ALL +

Line Number em#  Supplier Supplier D Supplier Cat#  Description Quantty  UoM (sl o]
1 1 NANTUGKETGAFE & CATERING(STOSS) 57054 Eood for moruty 4 ™ 32000 Costé ~

1.000 0.00 -

1.000 0.00 -

1.000 0.00 b

1.000 0.00 e

1.000 0.00 >

1.000 0.00 p.

1.000 0.00 ™

2. Locate the Special Need column for the line item. Click the arrow i

from the drop down list:

t:

Fter Setlin
Assignment  GLAcct  GIL Description g Delvery Dt Room No %
8437 FOOD(TAXABL 008 03072012 C368  Chvis Freol
ZZZZZ2Z 03072012 C366 Chris Freel
ZIIZZZ 03072012 CI66 Chris Free!
ZZZZZ? Q3072012 C366 Chris Freel
ZZZZZZ Q3072012 C366 Chris Freel
222222 03072012 €366  Chis Freel
ZZ7Z72 Q3072012 C366 Chris Freo!
227223 03072012 €366 Chis Freel

con and select Confirming Order

9 [ s tom | Copy | Povee | Oupo | Doee] || Crange AL 2]

Line Number

Supplier 0 Supplier Gat # Description GLAcct  GAL Descripion g‘:

NANTUCKET CAFE & CATERINGISTOS4)  5T054 Food for eoruits 348437  FOOD (TAXABL 008

ftem#  Supplier Dalivery DI,
03/0772012
030772012
0300772012
030772012

i 1

030712012
030712012
0307012
o3OTRI2

3. Add a note in the Supplier Text field in Details indicating that the order

payment of an invoice and attach a copy of the invoice:

Fiter €
Mﬁ Notes  Attact 18 Grp Desc namStatus AC
CrisFresl 0 0  Food Cost Cont
Chvis Freel o | g |None RM initial Detault

Chris Freel ] 1] iy e RM Initial Detault

New Address

s Freel 0 0 | jowvendor [V Initial Defaut

Chris Fresl ] ] SRM Initial Default

Chis Friel o 'l SRM Initial Default

Chris Freel 0 [ SRM Initial Default

Cris Freal 9 0 SRM Initial Default

is a confirming order for the

| Detads |[ Add itam 4 || Gopy |[ Pasts || Duplicate || Delsts | | Changs ALL . |

Filter Setting
Accoum Account Aot Mat Goods
Line Number ltem @  Suppliar Supplier 1D Supplier Cat#  Deseription Quantity  UoM P oy | Auiwbent mmw GLAcct GLDeswipton oo DeliveryDt RosmNo S lBit
-1 1 NANTUCKET CAFE & CATERING(57054] 57054 Food for recrits 4 TR 32000 CostC > 346437 FOOD(TAXABL 006 030772012 C366  Chris Freel
1.000 0.00 v 222222| (30772012 C366  Chris Freel
1.000 0.00 - 727777 030772012 G366  Chris Freel
1.000 0.00 - 777777 030772012 C366  Chris Freel
1.000 0.00 ¥, 222227 03072012 G366 Chris Freel
1.000 0.00 - 277777 (3072012 G366 Ghris Freel
1.000 0.00 - 222772 03072012 G366 Cheis Freel
1.000 0.00 - 2zz22z| (3072012 C366  Chris Froel
4 jL3
+||+| Detalls for item 1 Food for recruits [
Iem Data | Account Assignment Notes and Afiachments | Delivery Address , Suppberinfo | Approval Process Overview
- Notes 5
c=3) Fler Somegs |
Suppler Text (Appears on PO) ‘Confirming erder for payment on invoice: !
it "EFpty
w Attachments. O
|mmm|£¢ummlwiwlg4 Delete || Creats Profile Filter sm-m|
Version Processor Viside internaily only Checked Out Type Size (KB) ‘Changed By Changed On
‘Standard Attachment nantucket invoice nantucket_invoice docx 1 v - doex 2% CFREEL 0212972012
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4. Add “Confirming Order PO” or “Special Needs PO” to the Approval Note filed at the top of the cart:

| Croata Shopping Cant

| History ,
L]
Create Shopping Cart
Number 3000012526 Document Name CFREEL 02/20/2012 11:36 Status In Process Created On 02292012 16:36:57 Created By Mr. CHRISTOPHER D FREEL
Order | [Ciose | | [ Print Preview Notify 4 | [ Check | [ Save | [ Delots
w General Data
Name of Shopping Cart; |CFREEL 02/20/2012 11.36 Approval Note Confirming order PO
Defauit Settings: Set Valuos
Team Shopping Cart: [ Make accessible to my Purchasing Substiutes
Approval Process:  Disglay | Edit Agonts
Document Changes: Display Default Address: | 0102416668 - Levine Science Research Center 308 Research Drive , Durham , 27
w lten Overview
Total Val, (Gross)  1,28000 | USD
[ Detass [ Acd om o [ Copy | Pasto ][ Dupbeste [ Dot | [ Change ALL 4 Fite S
Account  Account i Mat Good!
Line Number Item 8 Suppher Supplier ID Suppiler Cat#  Description Quantty UoM Price 0 Assignment  GL Acct GiL Description Delivery DL RoomMNo  Coo0®
Category Assignmant G Recipient
.1 1 NANTUGKET CAFE & CATERINGISTOS4) 57054 Food for rocruits 4 M 220,00 CostC ~ 48437 FOOD(TAXABL 006 03072012 C388 Chiis Freel
1.000 0.00 » ZZ7777 03012012 Cl6E Chris Freel
1,000 0.00 - 722227 03072012 C366 Chris Freel
1,000 0.00 . 222222 03072012 C366 Chiis Freel
1.000 0.00 * 222222 Q302012 ClE6 Chris Freel
1.000 0.00 st 222272 030772012 C366 Chris Freel
1.000 0.00 i 22222 03072012 CI66 Chris Freel
1.000 0.00 i 222272 03072012 C66 Cheis Free!

This creates a Buy@Duke cart that is marked Special Needs. The cart routes through the business unit
and institutional approval process, if applicable. After approvals are complete, the cart routes to
Procurement for processing. All purchase order numbers for Confirming Order transactions are assigned
an 8505xxxxxx purchase order number.

When Procurement processes the order, the invoice is printed and the purchase order number is noted
on the invoice. The attached invoice is sent to Accounts Payable for payment and the purchase order is
printed. The attached invoice does not go out to the vendor.
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