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UofG Open POs Report Frequently Asked Questions

Q: How do | open the report?
Do not click the attachment in the email directly. Download the file first, and then open the downloaded file in Excel.
The detailed steps are:

1. Click the DOWNLOAD button beside the attachment.

2. In the SAVE AS window, select the desired directory, click SAVE.

3. Once the download is complete, click the file, and from the menu, select USING EXCEL to open the file.

You should now see a file similar to the following:

Al - & | PO
A B c D F G H i i K L L] Ll o [ &1 B £ T L W w
1 Fe'mv:ln Buyer  Wendor B Vendor SICurmency | Locatian (Line Mum Ship Nure Distribs M Emal Descriptic Ouantity Unitseas Price Line 2t | Liree &t (Line &mt C01s2 Quan Dist Cuse Dist Quar Dist &me § Fund unif
3 | IO2E=0E 0 KUINDERS Mty P-TORONT CAD D030-1 1 i L purchasey; BNy 50400 Cumancy . 1 50400 i 25400 53400 pelicil 23400 aliis 100
3 | ZO2Es08 @ KUINDESS a0 P-TORDNT CAD DO2-1 2 1 1 purchasei el S0 Currency 1 a0 [ a0 00 o ) [ 100
4  I0QEIE 1 KUINDESS B P - TOR DT CAD 0020-1 1 1 1 ﬁurtha-:ﬁi— A3000 Cunrancy . 1 43000 1A 31150 43000 11750 31350 11T 100
3 | ZOZEDR 1 KUINDESS - TORON CAD D0-1 2 1 1 punchesey SIS 52575 Curency | 1 543.7%  MAT n ™A AT 0 BB 100
& | IOJESOE 1 KUINDERS iy P- TORONT CAD D031 3 ! L purchaso; SRR 544230 Cunrondy | I 584389 GS44BE3 0 5443B5 5S44E39 0 S44BES 100
7| LO2Es0E 0 ELINDERT Wym——m F- HaLe A CAD 020-1 1 1 1 purchese) EE—— 35000 Curenoy | 1 axnon 3000 n L3000 A5000 o 3000 10
& | LOJE+DE 0 KUINDERS I, F- HALSF Ay CAD DE2-1 2 1 L purchase: U 45000 Curancy | 1 45000 2735414 1744586 45000 735404 1784586 1755404 100
5 | 202E=08 1 EUINDEST — F-TORON CAD D21 1 1 1 purchase inyy— I Currency 1 W0 20N 1 Eln ) 200 1000 20K 10
10 2 02Es08 1 KEUINDERS ey P-TOROMNT CAD 0020-1 2 1 1 punch acoe— 3000 Cumnrancy - 1 2000 2000 2000 3000 1000 000 100 100
11| ZOZESQE 2 EUINDERS iy P - TORCNT SO DI20-1 3 1 1 purchese nninmman 33000 Curency 1 A3 LS 2L 3000 21300 213040 LS 100
13 I02E=08 2 KUINDERS iy P-TORDN CAD D030-1 4 1 L purchase; WSS 33000 Cunrandy | 1 43000 1075 32350 3000 10750 31350 1075 100
13 Z0RESQE 1 ELINDEST Wi F-TORCN CAD -1 5 1 1 purchese| MNP 94575 Curency | 1 848.7F AT n wa.TE BAETS 0 ST 10
14 IO2E-QE 2 KUINDERS il - TOR 00T CAD D030-1 & 1 1 purchase:WASEE 65759 Cumency 1 265359 265159 0 2852559 ME5159 0 5259 100
1% 2.02E=08 1 ELINDEST W—- TOR0N CAD D21 ’ 1 1 purchasei WEEERy 54575 Curency | 1 043.7F  BATE n ™a.TE SaRTS 0 AT 10
16 202E=08 1 KUINDERS iy’ - TORON CAD 0020-1 B 1 1 purchaco; SN 165159 Cunrandcy . 1 2852.59 2&52.59 0 285255 5259 0 2E52.59 10
17 Z.02E=08 2 BILLINGS, “-10“[}!‘1 cap D0-1 1 1 1 punch ase ) EE—— 16000 Currency - 1 16000 99.85 13000.14 1e000 99586 15000, 14 599.85 100
LE  I102E=08 21 BILLINGS, s P-TORONT CAD D030-1 2 1 L purchase; M La00 Currandy | 1 100 1735 4ELTS 1600 11735 142235 s 100
19| Z0RESQH 2 BILLRWGES, ——F- TORCN CAD DOa-1 3 1 1 purchese; Bl 24 Currency 1 2400 BLS 2333.5 n BL5 2335.5 BLS 10
20| IO2E-QE 1 BILLINGS, W P-TORONT CAD D030-1 4 1 L purch ase ; I——— 1800 Currancy | 1 1500 r 1533 1500 17 1583 i 100

Q: How do | see all the contents in all columns?

Once the file is opened in Excel, click the top left cell of the tab (highlighted in yellow as below) to select the entire

worksheet.
A B C D E F G H I | K
1 PO Revision Buyer Vendor Ni Vendor SiCurrency  Location (Line Num Ship Mum Distrib Nu Email I
2 2.02E+08 o KUINDERS- P-TORON CAD 0020-1 1 1 1 purchase(k
3 | 2.02E+08 0 KUINDERS Wk P-TORON™ CAD 0020-1 2 1 1 purchase( e

From the home screen menu, click FORMAT, from the drop down list, select AutoFit Column Width. The columns of

the entire worksheet are now automatically spaced to show the full content of the cell.

Your report should now look like the following:

A B c D E : G H | )
1 PO Revision Buyer Vendor Name Vendor Site Currency Location Code Line Num Ship Mum Distrib Num Email
2 201500269 0 KUINDERSMA, LIS ] P-TOROMTO CAD 0020-1 1 1 1 purchased
3 201500269 0 KUINDERSMA, LIS [ P-TORONTO CAD 0020-1 2 1 1 purchase
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Q: How do | save the report for future use?

In the Excel window, click on the menu FILE, click SAVE AS, in the SAVE AS window, change the SAVE AS TYPE
from CSV (Comma delimited) to Excel Workbook, click SAVE. Your report has now been saved as an excel file.

Before: File name:

UofG_OpenPOs_Mov 17_2014_09-18-02_0020-0_0020-1

Save as type: ICS‘J (Comma delimited)

After: File name:

UofG_OpenPOs_Mov_17_2014 _09-18-02_0020-0_0020-1

Save as type: I Excel Workbook

Q: How do | interpret all the columns in the report?

The report contains all the information in the University’s PO system, you may customize the report based on your
needs, such as sorting, filtering or hiding columns you don’t need.

Below is the list of columns and the detailed descriptions:

Column
PO
Revision

Buyer

Vendor Name
Vendor Site

Currency
Location Code

Line Num
Ship Num

Distrib Num

Email

Description
Quantity
Unit Measure

Description
The PO number

Example
201500269

The revision of the PO. “0” means the 0

PO is the original version and has

never been revised. “1” means the PO

has been revised once, and so forth.
The buyer who issued the PO or
revised the PO.

If you have any question regarding this
PO, you may contact the buyer directly.

The vendor for the PO

Kuindersma, Lis

ABC Company

The vendor site this PO is issued to. AllP-TORONTO

HVPO site should begin with “P”.

The currency the PO is issued in.
The Ship-To address entered on the
requisition. This is a 4 digit
departmental unit code followed by a
numerical number.

CAD
0020-1

A PO might have multiple lines. Thisis 1

the line number of the item on the PO.

The Shipment number under the line.
This info does not show on the PO.
The Distribution number under the
shipment. This info doesn’t show on
the PO. This is where the GL coding
resides on the PO.

This is the email address associated
with Location Code (Ship-To). PO is
emailed to this email address.

The item description on the line.

The quantity of the item on the line.
The Unit Measure of the item on the

1

Purchase@uoguelph.ca [1]

Advertisement Fee
100
Currency 1
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Price
Line Amt Ordered
Line Amt Billed

Line Amt Outstanding

Dist Quant Ordered

Dist Quant Billed

Dist Quant Outstanding

Dist Amt Billed

Fund
Unit

Grant

Project

Object

line.

The unit price of hte item on the line
The total amount of the PO line

The amount already paid against the
PO line

The amount outstanding against the

line. This equals to the total amount of

the line minus the amount paid so far.

The quantity of the item ordered on the

distribution level.

This info shows on the DDR report
only.

The quantity already paid on the
distribution level.

The quantity outstanding on the
distribution level. This equals to the
total quantity of the distribution minus
the quantity already paid.

The amount already paid on the
distribution level.

3 digit funding code

6 digit unit code. Due to the CSV
format issue, the cell only displays a
number with zeroes at front being
removed. Please add zeroes at front
until it has 6 digits.

6 digit grant code. Due to the CSV
format issue, the cell only displays a
number with zeroes at front being
removed. Please add zeroes at front
until it has 6 digits.

6 digit project code. Due to the CSV
format issue, the cell only displays a
number with zeroes at front being
removed. Please add zeroes at front
until it has 6 digits.

5 digit object code

1
100
60

40

100

60

40

60

100
2000 (the unit should be read as
002000)

0 (the grant should be read as 000000)

0 (the project should be read as
000000)

62513

Q: Why is this report sent to this email address? Can | set up so the report is sent to a different email address

such as my own email?

The email address receiving the Open POs Report is the same one receiving the HVPOs. Currently most departments
have an organizational email set up to receive HVPOs, which ensures the department always have access to their
HVPOs regardless of personnel change. We highly recognize this best practice and will continue to enforce this.

The email address receiving HVPOs is associated with the Ship-To location code selected by requisitoners when
entering requisitions. It is imperative that requisitioners pick the correct Ship-To location code, which is a four digit unit
number followed by dash and a numerical number, for example 0020-1. An incorrect Ship-To location code will cause
the HVPO as well as the UofG Open POs Report being sent to the wrong recipients.

If your department would like to change the email address for this report or for any particular HVPOSs, please contact
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Purchasing Services to discuss.

Q: If my department has several Location Codes, do | receive several reports?

The report is grouped by the email address associated with the Ship-To location codes on the PO. If there is only one
email for all of your departmental location codes, only one report will be generated and sent to the email. If there are
different emails associated with different location codes, each email address will receive a report for the HVPOs with

corresponding Ship-To location codes.

Please note if there are not any outstanding POs for a specific email, then you will not receive the report. See below for

an example.

Ship-To location code Email for HYPOs Are there any open HVPOs? Report Status

0020-1 a@uoguelph.ca [2] yes A report for 0020-1 and
0020-2 will be send to
a@uoguelph.ca [2]

0020-2 a@uoguelph.ca [2] yes see above

0020-3 b@uoguelph.ca [3] yes A report for 0020-3 will be
sent to b@uoguelph.ca [3]

0020-4 c@uoguelph.ca [4] yes No report will be sent to

c@uoguelph.ca [4]

Q: What should I do if I would like to remove the commitment from a particular PO based on the report?

If you know exactly which PO and what amount you would like to cancel, send an email request to the buyer whose
name appears on the report for that particular PO. Buyers will cancel the PO according to your written instructions only.

If you are not sure which PO and what amount needs to be de-committed, or there is a discrepancy between the Open
POs Report and the FRS for a specific PO, please email your request and the information including a screenshot of the
FRS account you're inquiring about to myreq@uoguelph.ca [5].

In general, an outstanding HVPO always create a commitment in FRS. The amount on a PO is net without taxes while
the PO commitment in FRS would be including any applicable taxes. There are also other reasons that contribute to
incorrect commitment for an account, which we will need to investigate and determine.

For more information on de-commitment, please refer to the de-commitment section on our website
https://www.uoguelph.calfinance/de-commitment [6].
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