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PO.030.010 - Dispatching Purchase Orders (Batch Process)
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Concept

This topic demonstrates how to dispatch Purchase Orders using a Batch process. A topic in a previous lesson demonstrated how to dispatch a Purchase Order manually. 

The same rules apply to dispatching Purchase Orders regardless of the method used. That is, a Purchase Order must have a status of Approved or Dispatched and be in a Budget status of Valid to be eligible for dispatch. In addition, Purchase Orders can be dispatched to vendors by mail, phone or fax, depending on the vendor preference.

Topic Objectives:
Upon completion of this topic, you will be able to:
- Identify the two ways Purchase Orders can be dispatched.
- Dispatch a Purchase Order using the Batch process.



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

In this topic, you will run the batch process to dispatch Purchase Orders. You will first select the parameters that define which Purchase Orders are included in the batch process, and then run the batch process. 

	Step
	Action

	1. 
	Click the Purchasing link.


	2. 
	Click the Purchase Orders link.

	3. 
	Click the Dispatch POs link.


	4. 
	A Run Control ID is an identifier that, when paired with your User ID, uniquely identifies the process you are running. The Run Control ID defines parameters that are used when a process is run. This ensures that when a process runs in the background, the system does not prompt you for additional values.

	5. 
	You can run this process by searching for an existing Run Control ID or you can add a new value. Creating a Run Control ID that is relevant to the process may help you remember it for future use.
Click the Add a New Value tab.

	6. 
	Enter "DISPATCH" in the Run Control ID field. 

	7. 
	Click the Search button.


	8. 
	Use the Dispatch Purchase Orders page to run the PO Dispatch/Print process and dispatch purchase orders, run the Email process, or run the PO Dispatch & Email multiprocess job.

	9. 
	Enter dates to dispatch purchase orders based on purchase order date values.
Click in the From Date field.


	10. 
	Enter "02/19/2004" in the From Date field. 

	11. 
	Click in the Through Date field.


	12. 
	Enter "02/25/2005" in the Through Date field. 

	13. 
	In the Statuses to Include group box, select whether to include purchase orders with approved, dispatched, or pending cancel statuses in this run of the dispatch. When a specific purchase order ID is not entered, you must select at least one option. 
Click the Approved checkbox.


	14. 
	Use the Dispatch Methods to Include group box to select which dispatch methods to include in this run of the process. Selected values are only used as a part of the data selection criteria. To change the method by which the purchase order is to be dispatched, you must modify the dispatch method on the Maintain Purchase Order - Purchase Order page.

	15. 
	In the Chartfields field:
• Select Recycled AND Valid ChartFields to process purchase orders regardless of whether the ChartFields are valid or recycled. 
• Select Recycled Chartfields to process only purchase orders with distribution lines whose ChartFields are identified as Recycled. (PO_LINE_DISTRIB.CHARTFIELD_STATUS = 'R'). 
• Select Valid Chartfields to process only purchase orders with distribution lines whose ChartFields are identified as Valid. (PO_LINE_DISTRIB.CHARTFIELD_STATUS = 'V').

	16. 
	In the Change Orders field:
• Select Changed Orders to process only purchase orders that have been changed. 
• Select Changed and Unchanged Orders to process changed and unchanged purchase orders. 
• Select Unchanged Orders to process only purchase orders that have never been changed.

	17. 
	If you select to dispatch changed orders in the Change Orders field, the Print Changes Only check box becomes available. Select to dispatch only the changes to the purchase order, rather than the entire purchase order.

If you create the purchase order from a contract with the Release To Single PO Only option selected, select this check box to have the system send only the latest changes to the supplier.

	18. 
	Select the Test Dispatch check box to perform a test run of the dispatch. When you select this check box, the process runs, but the purchase orders processed do not appear in Dispatched status, and the purchase orders are printed with the word Unauthorized at the bottom of the page. This enables you to test the EDX, email, or fax setup without updating the system. 

	19. 
	Select the Print Copy check box to produce a printed copy of each processed purchased order. If any of the processed purchase orders are done by phone, fax, email, or EDX, the system prints a hard copy for review.

	20. 
	Select the Print BU Comments check box to print comments (terms and conditions) defined for the PeopleSoft Purchasing business unit on the purchase order upon dispatch. Assign comments to the PeopleSoft Purchasing business unit by clicking the Comments link on the Purchasing Definition - Business Unit Definition page.

	21. 
	Select the Print PO Item Description check box to print the item description from the Maintain Purchase Order - Purchase Order page, instead of from the Purchasing Attributes page. The item description stored on the purchase order is in the base language and may have been modified on the purchase order.

	22. 
	Select the Print Duplicate check box to print the word Duplicate on each purchase order.

	23. 
	Click the Run button.


	24. 
	Use the Process Scheduler Request page to enter or update parameters, such as server name and process output format.

	25. 
	You must select a Server Name to identify the server on which the process will run. If you use the same Run Control ID for subsequent processes, the server name that you last used will default in this field.
Click the Server Name list.


	26. 
	Click the relevant entry in the Server Name list.


	27. 
	Click the Select checkbox.


	28. 
	Click the OK button.


	29. 
	Notice the Process Instance number appears. This number helps you identify the process you have run when you check the status.
Click the Process Monitor link.


	30. 
	Use the Process List page to view the status of submitted process requests.

	31. 
	The current status of the process is Initiated. The process is finished when the status is Success. Continue to click the Refresh button until the status is Success.
Click the Refresh button.


	32. 
	The Run Status is now Success.

	33. 
	Congratulations. You have just completed the Dispatching Purchase Orders (Batch Process) topic. Below is a summary of the key concepts of this topic:

- Purchase Orders can be dispatched either manually or by batch process.
- Purchase Orders must be in Approved or Dispatched status and Budget status of Valid in order to be eligible for Dispatch.
- Purchase Orders can be dispatched to vendors by mail, phone or fax.
End of Procedure.
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