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Logging info Colleague

To log into Web Advisor Colleague:

2,
%

‘S

Click the link at the top right of the NSCAD website “WebAdvisor® OR
% Open an internet browser and enter the following url is htip://nscad.ca/webadvisor

6‘

% Click on LOGIN.

Sowa Senies Callege of A & Dain

login AMeinffear Gt

Click here
to Log in

Yielcome Guest

Viehtdasor giezs sludents, 5123 and the commundy
atcess ta sur dsfsbazes

Sef-ec.l your polal of entry to ha right

This will bring you to the Log In Screen, enter your name and password and hit Enter or click Submit
or Enter

Log In

Ussrio: |

Paagwaord: I
show Hint

|- _sueair |

Navigating in Colleague

The first screen you see in Web Advisor gives you options for your entry point, as this is for an Sy
Employee Purpose please select Employee. In any future screen clicking OKMAIN MENU will

N Bantin € olles o AsL & Dewn

fogne  BelaMany  ConiedfUs

Viekoing Hehd Saytd

Vigh I teeio .55 shudints, sef andia LowTendy
strerslasurdaishases -

Selet yoLT pemnt ¢F 2ntry 10 the right.

Revision Feb 2011 PO Training Manual 3




% Individual user's menu/tree will differ according to security granted. These are opened by clicking
on them. Under the Financial Information you have the possible options of:

o Budget Selzction

o Approve Documents

o Enter a Purchase Order

o View/Modify/Void Purchase Order

In any future screen clicking on EMPLOYEE MENU will get you back to this screen

Employees Many ardsct Us

Fosiaon BNMEnGTy
Lety'z Plan SumamiaTs

Menu tree will differ
according fo security
granted
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prover of Department codes, see
Signing Authority list created by VP

Up to §4,999.99 One Acaderic under the *0" Drive “Finance
Pocuments and Forms”
Approver of Department Codes, see
Signing Authority list created by VP
Over $5000.00 Two Academic under the “O" Drive "Finance

Pocuments and Forms”

VP Flnance and Admin

fof al\ApprovaIs__Requtred (per po[lcy_'__:eqm

[ echnolognyon Objects codes = 681 05,

Space Two Director of Technology & VP Academic 66110
Object codes = 66108,
Non-Space One VP Academics : : 66110, 66115, 66120,
: 86125
Object codes = 51550,
PDA/PDR Cne VP Academics for Academic department | 52550, 53550

Ghart of accounts logic

| CHART OF ACCOUNTS |

)0()0(}{}( HHRXX
Object starting with: 1 = Asset 2 = Liability 3 =Fund Balancz 4 = Revenue
5= Salaries and Benelits 6= Operating 7= Facilities  § = Other

Usernames for Approvers '~ .~

The [mtiator and approvers must be aware of the various approvers’ usernames. Most userames are
the 1% initial and the last name of the employee however some usernames are not that simple. To find
the user name please go to O Drive under “Finance Documents and Forms”

Commonly required current Usernames (Winter 2011)
VP Academic BEEY K Honeychoa
VP Finance and Admin BSANDS, after July SLEGERE
Director of Computer Services SS@EET T mac invES

Revision Feb 2011 PO Training Manual 5




Technical
Can't log into Colleague
Forgot Colleague login or password

Computer Services

Procedural

Can't approve on new GL account.
{Jon't have the right access.

How do | search for a vendor?

How do | know what approver | nesd?

Finance Office

Purchasing

Do | need quotes, Tenders?

How do | select the vendor?

Do | have to choose the lowest bid?
Can you get some quotes for me?
What fields do I need to complete?

Finance Office

Revision Feb 2011
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Wy L] Lag,f

i jif ipftStiiatibn

Budast selaction

Approva Dacumants

Entar a Purchase Jrds

Wit oslitys wm rurrha s Jftlers

log Ot Mainbisny  Employess hsny

Enter a Purchase Order

e Y

& %ﬁ_ﬂﬁﬂﬁ ¢

To search for a vendor you need to know part of the vendor name, for example if you want to find "Kent
Building Supplies” you can input any part of that name. In the screen shot below | entered the word
“Supplies” and clicked Submit

Vendor LookUp Results

Click Radio button o

choose vendor
/

ése One

Ch
=

.Venﬂcr IE Veﬁdcr MNams Vendgr Addfgss

ikl

e

s §

Cabot Shipping Suppliss | 108 Buriiidga & Darmotih N3 B38 087

This gives a listing of all vendors with the word © ies™ifi the title. To choose Kent click the radio
button so there is a dot in it and clic BIT

Revision Feb 2011 PO Training Manual 7




If the deslired Vendor is noi in the System please contact the Accounts Payable Clerk to add the ’
supplier prior to complating the purchase order , -

Ghuose Ons Vender ID _Vendor Name Vendor Agdr_ggs_f_

I Vendor LookUp Resulis

=

| ouoong3 -

Kent Building Supplies | P jon 5t St

At this point, it might take a few seconds to get to the next screen. Those employees with access fo many
account numbers may have to wait longer.

Purchase Order Entry’

The Purchase order entry screen looks like this(only part of screen):

oo Sashad odlezr ot Ao & Dedan
fogi?  Malnifone Employessienmyr  H Cositaci Us

|
i Enter a Purchase Order
N ‘i S5 Buaget
; i Puichase Order Dels® W
R fmavie
Contmatin 13 idiesst Feaple@nscad ca = -
[ veadorD o Hzms® faiaas i 1 _
! T “PessenVendsr 7 N - T T T Tt - -
i P Tims” [GH Genered Ascourts Payetie | 7]
| Commadl Gods |
i
1 Htem Daseription® Venderffsm  Guantity g‘;'g 2 f Frits Cost Cantar Okleal o
1 R | [ | | | | B

Default information includes the date (you cannot change the date to an earlier date) , the initiator
(enterer’s) name and e-mail address, the vendor ID, AP type and Ship to code (the drop down gives you
the option to change the ship to code to Port Campus or Academy Buiiding).

To create a Purchase order you must enter the following:
% Item Description — something the Vendor will understand, (be descriptive)

0,

number it is useful so as to ensure the vendor delivers the correct item

Revision Feb 2011 PO Training Manual 8
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% Quantity — the number of the itern you are ordering

% Unit of Measure — This is a drop down menu of items set up in the systern such as EA = each
and CS = Case. If a unit of measure is required that is not there please contact the Director of
Finance to add '

% The price - this in most cases will be the actual price for the good and will be known. in the odd
case this might be an estimated price. It is imporiant that this price is as accurate as
possible as this is the cost that will ba approved and comimitied by the budget. An PO estimaie
can be altered before the RECEIVING step (discussed later).

% Cost Center — this is the first 9 digits of the account code. This is a drop down menu and will be
based on cost centers that you have access to.

% Object code — This Is the last 5 digits of the account code and is based on what you are
purchasing. This is also a drop down menu and is based on the accounts you have access to. If
you choose an Object code and receive an error, please contact the Director of Finance, it may
have to be set up as a whole account string in the system

After the Object code you wili notice a field called project 1D, this field can by ignored (this may
be deleted at some point)

R
_ i ST T

e - - = =

e

Gost Center Object Code / Projact 1D
D - INSTRH & NOM SFONSOR

vi| i

) Ui T e T

You can enter 12 lines on a purchase order, if you require more lines you can add them by submitting the
PO and then Modifying the PO

If you do not want the PO to be completed or go to the approver just yet, do not put the next
approval username in.

A Sample Entered PO:

1 Enter a Purehase Drder
! e Budgd
Y purshssa GrgsrDale” AT
L on WRE
Confmation E-Med 2ddresst fhsayi@nsced ca
b Vendario or tamet ]
+ PefsonYendar T
2P Tiper {2t Generel Acoounts Fayable ¥
Shplr GR HSCAD University )
Commaoty Code | B
Hem Deseription® Vendorftam  Quanfity* ;Js';'&:f Price Qest Center Chject Gt
fell bozrd iessren ([0~ [ [fox-113000 GREAATIG FUND -MISTRH & 1IGH SFOHSOR -} [53003 18
T = e =

Scroll Down to the bottom of the PO screen, there are 4 more areas where information can be entered

Revision Feb 2011 PO Training Manual 9




Fevet) bosrd ] [rsssassl g A bath YTt 1 UPERALE _]biﬂfhlﬁa

Printsd Connments

Comments

Hext Abprover i

Tax Code: This defaults to HST, but you have the ability to change to GST if applicable

Printed Comments:;

Frinted Commeants

This area is a place for comments that WILL BE PRINTED ON THE PO. Something that you want the
Vendor to see, You can put guote numbers in here, or payment terms that were agreed upon, or a further
description of the item or shipping instructions

Comments:

Cominants

This area is a place for comments that WILL NOT be printed on the PO but will be visible to the
approver and anyone else that has access to view the PO such as the Accounts Payable Clerk

Revision Feb 2011 PO Training Manual 10




Next Approver

When you SUBMIT a PO with the next approver name they will receive an e-maif {dliscussed later),
If you are not readly for the PQ to be approved t to get out of the PO do not put the

next approver name in and hit SUBMIT S BUBMO:
MODIFY (Discussed later)

. You can go baclk into the PO via

Next Approver

This is for the initiator (enterer) to type the username of the approver. The approver may be the same
person as the enterer if they have signing authority over that account. 2 imporiant points:

1) You must know the username of the approver. This is normally is the 1% initial and last name of
the person BUT NOT IN ALL CASES. A list of Usernames is on the O Drive under “Financial
Documents and forms”

2) You must know who has signing authority over the accounts. Only those people can approve.
The system will not alfow someone without authority to approve the PO. The PO will end up in
Limbo until such time as the enterer changes the approver to the correct username. The
Authorities must happen in the hierarchal order Please see the Authority List in the O Drive under
“Financial Documents and forms” for example: -
Always the approver of the depariment must approve 7%t
Then the Director of Computer Services (if accounts 66105 or 668110)
~ Then the VP Academnic {if non-space or other as applicable)
Then the VP Finance and Admin (if PO greater than $5,000)

oo oo

Revision Feb 2011 PO Training Manual 11




Screen shot of bottom of PO screan:

faxgades .
[HsT vy

I —

Prridzdf Comiments

gordrent will only be ssen by troode Who navwe

. szz2 to the BO such as the Zuprovay and &b
Gammaerits

Mexf Approver ' }
lhsaytd

e TR T

)]

Once PO is complete click SUBMIT

A confirmation screen will appear. Click Ol which will bring you back to the Employees Menu. At this
point the only way to change the PO is to click ok and go back in to modify it (See page 23 for Modify)

Revision Feb 2011 PO Training Manual
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Purehase Order
Paxchase Order vas successfully crzated
10-1-185280-53310 i= ozarc budget by $34.93

PO number is
Purchase Ordar Humber FOO0S014

g | created
Purchgse Order Tolsl 235817

Veador 1D ghdior Hame 0000893 Kzni Bullding Supalles

FPuschzsa Order Slsfus Mot Zppreved AP Tipa SN General caunds Payable

Fuichase Order Date 01734711 &afusDate 04029411 Heintensncs Date  Exqpedled Dellvery Dats
Rsguesiar Mame Heldl G, Sayle  WniBator Heldl € Saits

Shlpto GR‘rIBC.ﬂDUni';ersit;' Commodity Goda

Creatad from Requisitions

Youchsars Greatad

Expected
Delivery
Date

Fixed  Tax
Asgel  Info

Extendsd
Price

36000

Hem VYendor Unifof .
Besclption  ftem Quantlly |goue Prics

T ¥234567800,

GL Ristribtiion Commant!

20.060 EiEach [ 150300

Pepsi 7800 cg 44800
Cass PRIFTERRING | MEETING
EAFENSES

Frinted Gomments i
This commentiiall Fanl enthe PO for fhie Yendar
and all to sea

Commenis

Thiz commenlwill onfebe seen bythose who hax
aceess inthe PO such as the Appraver and 2P
Approval Date

Next Approval

At this point both the initiator and the next approver will receive an autornatic e-mail from the e-mail
address ITOWER@NSCAD.CA. Do not respond to this e-mail it is just a notification that the PO is
submitted and/or requesting approval

Revision Feb 2011 PO Training Manual 13




Email nofification

Upon completion of a Purchase Order an email notification is sent to the initiator and approvers listed in
the “Next Approvals” field. Email example seai on néxt page

Mext Approval
[Heidisale |

Below is an example of the message that would be received in the Approvers mailbox. The “From” is the
name of the person who is the AP clerk,

_ ] E-mail to the
Ny Inkox 7 Ianigar Approver

| Cliek; repe 0 gnabla fnstant Szarch

B0l Frem | sutject /Razah‘ed = sz Ititegortes Ig
) Irenz Tavsar

approval naedsd far Purghase Qrder FOGI5014 Llan 150520H ... 815
L 5 Jrene Twemr  Furchase Order Confirmstron P Rlen 3102011 ., SHE

E-mail to the [
initiator

Revision Feb 2011 PO Training Manual : 14




Below is an exarnple of the header and body of the erail message that is received:
& The “From” will have the name of the AP Clerk (do not reply to this e-mail)

£ The “To” will have the names of the people whose names are listed in the “Next Approvals”
field.

Extranne brasvs inihs wmessa s v a2 0s k]

Fram! IrersTo. er

Tou HediEad'=

Co

SubJacet: Appiovy nzeded for Puschars Order FO050018

HASHIHGS:  18-1-125282-53348 i3 over budgzt by £34,93
Purchase Order Hupbar FPead9bla

purchase Grder Sistuc Hot anoroved

Requestor Hans Heidi €. sayle

Initlator lizns Hzidi €. sayle

" pupchase Order Dats 81731511

.Vendor iD zadfor Hess 2538823 Reni Bullding Suppliss
AP Jype 5 €enzral Sccounis Paysble
- Purchase Order Total  %385.37F
Ship to £R NSCED Bniversity
Iten 1
Tten Descripiion ¥all Bosrd
Vendor Itsh 123835678812
| Dusntity 29,988
Uait of Issu2 EA Each
Price az,8289
extended Price 259,29
6L Accouni Number 18-1-18525%-53845 YN ARTS - PRINTHAKENE ¢ INSTRUCTIONAL WATERIALE

Project ID
Conzodiiy Codz

Tax Codes

iten 2

Tien Descelption Papsi

Vendor Iten

Quaatity 7.829

Unit of Issue 5 Case

price 4,6963

swiended Price 34,83

Gl Account Huabser 18.1-1352583-83318 FINE ARYTS - PRINTHAKIKG [ HELTIHE EXPERSES

Prajeet iD
connpdiyy Code
Tan Codes H

- Brimted Connents — S N
This coanant will Pr*nt en the ED for tre VEndgr
and all o se2
ComEenTs

This comnent will only bz seen by thoss uho have .t y
2CCRSS T the PO such as the Approver and AP 4.,_,____%__% TI'.I[S is where the approver can See' any
—emr__| private comments that were typed in

Bpproval Date the comments section

Hexi Approval
H5aYLE

‘Approvals notice of Change -

If there is a name in the next approver section and the PO is modified and submitted again, it will be
required to obtain another approval for the PO The approver will receive a 2" e-mail notification that a
PO needs approval.
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Once a PO has been completed, it must be approved, Approval authorizations are assigned to
designated people in a unit with a maximum line item amount ihey can approve and the G/L account

numbers they are authorized to approve.

Approval Authorization is set based on the Vice President of Academics Signing Authority Document.
Finance will take instruction and change the approval set up based on their request

Ifone PO is being complated for two different departments who have 2 different Signing Authority
this is not a problem; however; both the approvers will have to approve the PO beafore the PO will
be moved forward

Log In to WebAdvisor and go to the Employees Menu

togfed  fein Manu ploysasifeny  Contealh

2

Fay lithees

In the Employes Menu
click on Approve
Doeurnentis under the
Financial information

Revision Feb 2011 PO Training Manual 16




2.

% Atthe “Approve Docurments” form click on the “Approve” box for each document to be
approved.

Approve Docuiments

Decument bate Total Quer Budget Cvarride
Huntber s Amount _Amount Budget?
cilotzsa | 348000 | o Roked (I
| SdgeHes - A R EE ey ] NI stp T
Kert Buding 0134194 i

I 2 2™ approver is
necessary, enter
username here

FogoOcDL

If the document needs a sscond/third approval (such as Non-space and PO’s over $5,000) the current
approver must then enter the username of the next approver on this screen. It is everyone’s
responsibility to know when a next approver is required and who that approver is. You can see the
list of approvers on the O drive under “Finance Documents and Forms”

2,

& Click on submit to acld approval. £5%8
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Approvals Results =~

.
640

The “Approval Results” form indicaies the status of the approval process. See examples
helow of possible resuits:

s Approval was successfully added to document and a PO was created

Approval Confirmation

The following documenis wars Undated or creatad
Bog Type Emument Number Messagas
e R

The fallowing documenis were not updated
Doac Type Documant Numbsr Rezson

% This PO was for an amount over $5,000. This PO requires the apﬁroval of the VP Finance and
Admin. The message received when the PO approved requires additional approvals:

Approval Confirmation

The fallowing documenis were wpdatsd or CRstedre——ee

T | WhenaPOis
A ~“Dog Typg Bceumém_ Mumber PuT{%ageg - approved but
l PO | BOOOONIE ]Pddmunalapprmals are reqmre@ further approvals
e —— b are necessary, o
Tha following docwments wer not updated this message 1s
Doc Type Document Numbsr Rsaszen received

Revision Feb 2011 PO Training Manual 18




At this point, either the approver or the initiator can go bacl into tha PO via MODIFY and input the
appropriate Next Approver

% Ifyou fry to approve a document without clicking on the approve button, you will receive this error

— = “rurr—ac
e e~ S

e “Approve Documents

You must jindicai= your approral for ons or anre docuseats.

Approve HNsxi Approval

Document
N_umber

PO | Poaonos Kent Bullding 0123111

2,
v

On the Approval Confirmation screen click on OK and remember to log out.

R

Nova Suatia Usllgse o Arr 8 Dosian ’
{log O JdamiMenu  Tmploysss Meny

The fuloydng Hnks may dlsnlaz contdentsl Infenmatcen.

Pagiton Summary

2apres Bacumisns

Lesvs Plan Summae Entar 2 Fuichaze Gy
By Sifpeads e odfeyald Furdmss Cidsrs
Faf adless
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View/Modify/Void Purchase Order main screen

A PO can be imodified as long as no itern on the PO has been “received” in the system (SEE PAGE 29
FOR RECEIVING). On the Empioyee Menu click on view/maodify/void a Purchase Order

The following inks may display confidznlial Information.

Lezie Plan Sumney
Hy Spends
Fay Adliss

Budgst selacien
Sppaere Dociimsnis
Entar 2 Purchasze Critar

View oA el Furchaze Orders

Click here to
view, modify or
void a PO

View/Modify//oid Purchase

Recjuestor and -
arg | Initlator are the
same person

Purchase Purchase Status Requasior  Initlater Yender Vendor Foral
Order Humb: Order Dafe i Hamz ~_ Hame I Hame Amount
PRo01Z . (il 0 ' Hegic. e R Y

POJaGHE

031 Hat pproved Heldi C. 8oyl | HeldfC, 040083 Miid
Fadogis B LLUE LS Heldppreved ’ Heiﬂic,s;jf_a | HeldiG 18EE
PEO0013 g4zaA1 Ouistanding Heldl G, ayle ¥zt Bullding f | viefd

Bupplies

oiRytr  |Weegess - | o
| unbalshemy S f e el

.| HeldiC. 85308 1} |

FOOA0GOY or25H Hat Zpproved Held) G Saxla Recehz
PIGIONT Jregc.ss Jejdi . Yod
POGOODG3 012511 GCutstsnding Heldi ¢ Sadle | MHeid G GOGA0A3 | Kerd Building Yiedd

Supplics

*i gnizat T | Ut Approved

3 | Kent Buirding
;| Supplies*

On this scres

n you can see all

purchase orders.

Revision Feb 2011
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NOTE: It is the Initiator’s responsibility to see a Purchase Order through to the very end.

This is where you maintain your

NOTE: Here j/ou can see if the PO has been approved by the final approver. If it has not and you
“ think it should be this is the point when you must think about the approver on the PO and if it is
the correct one. Maybe the 1 approver did not add the 2™ approver as necessary.

20




Purchase Order Status Possibiliiies:

U is not a status
we can have in our
process

in Prograss/Unfinished

Not Approvad

| Qutstanding

Accepted

Backordered (after partial receipt
of goods)

“1Hold on Voucher

Invoiced/Vouchered

:P | Paid (after cheque issued) -

-1 Reconcited

P
R
C Closed (close the balance)
V Voided (Reverse PO & Cancel)

@ U = In Progress ~ this is a PO which is being worked on but the enterer is not ready to send to for
approvals. This Is not possible for webadvisor PO’s. For this result you can just not put an
approvers name in the approval area.

o N = Not Approved — the PO is either being worked on bui the enterer is not ready to send to for
approvals or it is completed by the enterer and is in the system to be approved but the
approver has not approved it yet.

® 0 = Outstancding — The PO is approved, but items noi received yet (this is when it hits the

encumbrances) I e —————— — - C e —
o A= Accepted — The PO is received (Stlll in the encumbrances and has not hit the “Actuals” yet)
B = Backordered - If there are more than one thing on the PO and only part of them are

received
e I =Invoiced — The PO has been invoiced (this is when it hits the actuals and comes out of the
encumbrances}

o P = Paid—The PO is paid

e R = Reconciled — the cheque paying the PO has been cashed

o H = Hold on Voucher — The voucher {Invoice) is put on hold and will not be paid at this time

e C=Closed~ The whole transaction is completed and a process is run(in finance) to archive the
transaction

o V =Voided — The PO has been voided, it cannot be received or paid.
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ontis ViW/adify/Void Purchase Orders

screan youi can do various things

View
View/Modify/Void Purchase Orders
Furchzss Furchage Stafus Craafed from Requestor  Iniliator Vendor Vendor Tolal
Order Number  Order Date Requistions Mams Hame i thame Amount
FOAZS0tE , |ozv3:11 Helpgproiad | 2000 70 Held G Sgte x| mersicl T T osozesa [ oandt - e | Meat o
: : _ btk HEGE & o S*‘?‘}?"g.' _ .
Click here : | Sueplies -
to view PO
To View the PO, click on the PO number in the 1% column. This gives you the details of the purchase
order
FUreiiase ourger
Purchass Qrder Mumbar  £O00001S
Burchage Order Tatal 244,890,000
Yendar ID andior tdame  ODOF6E3 Cabod Bhipping Suppllas
Furchaza Qrder Siatus Mot 2pproved AP Trpe &M Genaral Acosunls Parabls
Purchass Order Date 02003011 SiMNus Date DZHE3M1  Halnisnance Dats Expeciat Dalery Dals
Requestor Mams  Heidl C. Sade  Initixor Heidi G, Sa3xe
Bhipte GR MNBCAD Unkersiy Commogiy Code
Ereated from Requisiiions
Youchers Greated
_ . Expect
{tam Vendor Unit @ . Extendegd iy Tax .
__Desgiplion _ Kam Quantity Issus  \ Eﬂ%,, Prigs GL Distribution - Delivel
cardbozrg 42456 6,40
Prinfed Qomments
Gomments
Apprgval Date
| Heidi Saytai] 02i03111 ]
© Mext Approval Note this PO is not approved,
S but there is o nsxt approver, =
it needs to be modified or it T S AT AT
will stay here forever. R ==
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Modify

When we modify a PO after it has first been created and completed (E-Mail PDF) the new PO is not
printed in finance but it is sent as a new PDF {o the initiator.

View/Medify/Void Purchase Orders

Burchass Purchiase Status Created from Redquestor  Initiater Vandor Vendor Tolal

Order Mumber  Order Date - Requisitiois Hame Hams I Hame Amount

Fosbanig | o2t | Mol Appreied A HefdiC Sayfe | Heldi ¢ 31 Cz 0 theedy | e
: 5 f N

Click here to
go into the
PO and
modify it

To Modify the PO (can only be done prior to Receiving items on the PO) Click on “Madify” in the

2nd

last column

F o

=Rauired

 Wendor 1D o¢ Hame=

Modify a Purchase Order

vigwy Budgat

Furchase Order Mumber  PODS00MS  Puichase OrderDate  0ZM3H1 Status Motrppraved  Staius Dele 02:03/44

Iniiiztor Heldl G Sayla  Especied Delivary Date

Cormadiy Gode T

Conficmation £l 2ddrasgs ihsay%s@nssad‘ca
Ship to GR HSCAD Uniersity vl
RETES

Latot Shipplng Supplles -

Feraen Vender I
[6H Canerat Accounts Faysble |

2P Typew
Greated from Requisitions

Modify Delefs item D_escri fion_Vendor item ,Q‘-‘,?ﬁ,‘,‘f'f,_, ___Unitoflssue Price
| edrdoin | [izaze D | [EAE=eh vii*| [p.390.0000 i
plumbier of Line Hams to Add i!’?
Printad Commznls Commenis
’ A
|_"*?¥*_$PP*’°¥'3_'_ —
| i
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Here you can do the following:

Modify or Delete an existing line

Add Lines if you want to add a new item fo this PO

Change the Vendor. Change the Vendor ID to the desired vendor, after you hit SUBMIT it will
ask you fo verify the change

Add a printed comment to the PO

Add a private comment to the PO

Add a next approver (Username)

>,
¢°°

2o

%

2,
040

., 2. )
o 050 0‘}0

NOTE: A method to find an afternative vendor ID is to start a new PO process and perform a vendor
Iook Up as is documented on Page 7

Modify existing Line ~ Click on the Modify radio button and click SUBMIT {which is at the bottom of the
sceen, not shown here). You can change or add any information as required. In this example | changed
the price from §5,200.00 per unit to $52.00 per unit. Then Click SUBMIT which s at the bottom of the
screen (not shown here)

Purchase Order Line ltem
¥ = Raquirad
Purchase Grder Humber FOBBD0IS
InfBztar Hsli . 2aka
Expacied Dalieary Data rﬁ
Caommedily Gods l
ceriboacd
Itam Descriptisn:s
Wendor e ﬁh‘éﬁz
Quaniy+ Wﬁgv
UnitefIssus EAFach
Fries fron
Trads Dizg Fil r;:a Tratle Disc.Amt f_==b
Firad 2sset
Sest Cenfer _ Objest Cods o Profastll  Amount _
rt] 1105300 OPERAHFJG FU?ED IHSTRTI & bt QF‘OII‘;OR E«_,| fxﬁ: CDHFERENCE REG!STPATIOH : P_:jﬂ_ﬂﬂ____ﬁ
o v el T == S— . ﬁw
11

Once SUBMITE 2 i is clicked, the modifled PO requires the re-approval and will go io the
approval screen of the N EXT APPROVER. All changes to a PO will start the PO approval process from
the beginning
Approve Dosuments
Approve Hext Approual ’in‘frfe ggg‘g’;?m Name Date Am-g?}ﬁ: ouerfr:;iggi g:g';;ff
ii”’ I R BT 12y g KentBy G153411 : | |G
T ‘% ;;“A S F.'UA N POGEIMNS Kernit Byildl 0202041 £18.59 ‘
iz_ . e SU;T}H-_‘-S " ° ’
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Add Linies - put a number

ol

into the ADD LINES Numiber of Ling ltamis to Add ]l’J' -

and click SUBMIT 2
Purehase Order Line Haem
* = Required
Purchase Grder Humbes FODBI01S
tnttiatar Haid! & Baylsy
Erpactad Delhsty Dale f .
Comnodity Code i

itam Descriptiony

Vender item
Quantity:¢
Ui of[gzue
Pricy

Fized 2sset
Cost Canfer

TesdsDlscPdt | TeadeDisormd | -

Froject i

Aﬁ_\?}mf _

Object Gods
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Enter the required information

Purchaze Order Line lfem

GL distributica 1: GL account nuzbexr 10520519063005 does pot Bxist\

== Requirad
Furchase Ordar Mumiar FeBOOOTa

Note, My 1%
attemnpt af a cost
center and object
code did not exist
so it gave me this

Initiztor Heidi G, $ayte error, { then .
Expected Dalivery Date }—“— entered a new,
Gommedity Cods valid account code
L red item sdded to 1he
liem Descriplion: nota T Jéfi;;: FLage, -1 This ltem descripﬁon box
deacripicn zeom ™ gives you much more
Vendar lfomt - Fooim _fo; an item .
cumiiy dgsprlptlon than on the
original PO entry screen.
Unitoflssua A great option for more
Biice g detail
TradeDise Pot I%v;_' Trade Digc &mi ]bﬁ;
Fixed Assel ]
Cost Genisr ) Chbject Code

fo1- 116000 OPERATING rUND lnemwwoﬁssrromson -

Projaet D Amour

L.

View/Modify/Veid Purchase Orders

Purchass Purohass Siafus Creatad from Requastor  tnitiafor Vender Vendor Tetal

O;’derﬂumber Qrder Dats ? Requisitions Hame Eame I Name Amieunt
Jozomit o | HotApgeaiea | T ,HE-’G"'C-S%HE l“é!dic— | C'ﬁtv:-ugzls<=msm'¢ru ' 4]EEQ|R%§E.’.‘§|-’.H:‘:ﬂl‘.‘:r:‘l

) 23de - . . "§ Supphzz '—

To Void PO
click here

To VOID a PO (can only be done prior to recelwng) Click on "Void” (the last column)

AT

This screen will appear. Clicking SUMBIT
here) will void the Purchase Order
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=TT

Vold srRurciass Order

Cauiion: Prassing Subait viil Void this Purchass Oxder
Reqietan, S
Pwchase Ordetbusbee | FOO0OGTE
Purchass Order Tatal §425.20
Venidsr1D andlor Mame 0000093 Herd Building Suppliss
Confirmistion E-Mall 2ddress  thsayle@inered ca
Purchase Order Status Motrpproved 2P Trype  ON Seneral Actounts Pafabla
Purciiase OrderDate 0203171 SlefusDale  Kainteneno: Date Espeded Delivery Dals
ReguastorName  Heldl ¢ 8ayle Infistorilame  HeloiG. Sale
Shipto GRHIECAD Unherslty Gemnisdily Coda
Greated from Requisillons
. Expacisd
Ifem Vendor . Unitof : Extendzd - Tax Fixed -Tax -
Bescripiion Hem Guantify lssue Fres Frics GL Distribufien Codss gjﬁ’é"f Asset  Info Comments
2ard ° 1245 EAEsch:| 520000 f- ] 10:4:305300:6 1415 FIRE ARTS
/ e i FCULETLRE : CONFERENIGE
Aneytem 1.000 | EaEach £.9900 559 | 10-1-115000-53005 CRAFTS - H
added ta this GEMERAL | IHBTRUGTIGHAL
KATERELE

Printed Comments
[ +added a Prrled Comment
sttha Modi Sage

T zddsd 3 Privete Corment &t The Modify acage
Gommerts
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The Purchase Order Document MUST ke creaied prior to the purchaselll

The actual physical Purchaser Order Document is created at the time the appropriate Approvals are in
the system. A sample document can be seen in Appendix A.

A Purchase Order is a legal contract between NSCAD University and the Vendor. It requires NSCAD to
pay the value of the PO once the vendor provides the good andfor service requested. It is protection for
both NSCAD University and the Vendor to enter into this contract prior to the good andlor seivice being
created.

Once the proper approvais are in the system, a program runs behind the scenes, this programs runs on
an hourly basis. On the next cycle of this program, a PO is created in PDF format and will be e-mailed to
the initiator of the PO. This can then be e-mailed fo the vendor or printed and faxed/mailediwalked to the

vendor,
A paper PO is automatically printed in the Finance Office at this time and will be filed by the Accounts

Payable Clerk.

If a PO has heen printed at the finance office once it will not be printed again, thus a modified PO
which had the original approvals completed, will not go fo finance. Finance can find the PO on the

system when the invoice comes in.
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Goods and services received must be recorded in Colleague to enable accounts payable to process
vendor payments. The individual who initiated the Purchase Order is responsible to complete this
process. Packing slips or bills of lading WiTH THE PO NUMBER ON THEM are to be forwarded fo

Finance as they may be required for audit purposes.

NOTE: Importance of Receiving — this step tefls Accounts Payable that it is ok to pay for this
purchase. This is your approval to pay the invoice. No further approval will be requested. Thisis a
very important step for you as the purchaser to controf the payment of your vendor.

Purchase order receiving -
There are 2 methods to Receive in Wehadvisor:

Method 1

Log into WebAdvisor and go to the Employee Menu

LixyLng FAENF TS LR BRI LR U

The follestng Enks may display confidsntial irfemiziion.

z LS
Positon Summary
Le2v2 Plan Sunimasy
Hj Slipsnds
PayAddss

d Fuschsss (idars

andd Senjoes
= [ Ciick on Receive Goods

and Services

Go to Procedure siep

Method 2

Log into WebAdvisor and go to the Employee Menu

LLEFUAS RN

Tha fullowing Enks msz displey cardfigental mfrmaton.

S A T S R R R

B oy St )
Pasttan summary
Le3v2 Flan Summasy ¢
5;—' ?;:ﬂsn?_s 4 Furchass Gydeig
Paj2hives Recshs 85343 tnd Serdeas

In the Employes Menu go
to View/Modify/Void
Purchase Order to get to
the receivina screens
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ViswiModify/Void Purchase Orders

Purchass

Purchass Sistus Greatad from Requesior  infiater Yender Vendor Total

Order Humber Crder bate = Requizitions Hame Hame I3 Meme Ameount
FL3d R mmm ', riaf Nelippired 3 HEWIG "0030:-93_ Keni Building* | * 7148963 Heot | o

L i Sayiz 7 G Supases ] S
FOme01 01131!11 Mot ipprteed HeloiC.8als | HemiC. 00@1‘1093 HeT Suikding 36317 | Recalva | Maoiy [ vale
’ 2a3ila Sunphsa

o otizent L HEGE S5ts | Hela 6030093 | KerfBuligng | ety | vug
B EERNIE v ] Baile ;72§ Supples 1 haT) :

Click on Receive for the
Po you want to recsive

Only Purchase Orders with the status of OUTSTANDING can be received

Click on “Receive”

Procedure _

This will bring you to a Receive Goods and Services Screen

Receiva Goods and Serviges

Choose 2 Vendor andor FO b fiter ngs shevm

vendor L ¥
Purthase Gider Humbsr
Aeesptany f

Hedo: Cheoitheraly sezeptal iines chown

Thefatraing appy to af fines recalued:
Fading Sip
Zivagla

. aty Unitef }ASDS
1iemD55cnpilo.n Ordared fssus Qt‘,’ﬁccepfter-:rlr Qty Rejeciad Rcvd
=pinga gicontmem | - —— ] M
Kant8ullid'ng Suoplss FIOETIS heldispprriaaod ] D i"
SO0} allewrz
EziiBuifing ting e-mst Al ] [
{OOLERY i sl

T

If there are a lot of PO's to be received you have the ability to reduce them by inputting the vendor name
that you want to show up or the PO number

¢ Enter the Packing Slip number if applicabie

06

% Under the Quantity Accepted you can enter the quantity and click SUBMIT.

o,
o

If you have received the MSDS please indicate so. This is quality documents for specialized

NOTE: Enter the actual quantity received/quantity you are willing to pay for.
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View Receiving Confirmation

Pasting llp
Hitrad ¥

The faltsring fenis veere accspisd:
apy Ordered Oy Accepted PMSDS Revd

VYendor BO HumBsr Ham Dascriplion
[ReetBaday Supgles Go00003) | Po200237 37| g add et e | 1603 522> 1] 16007 B
The foftasing Hemis were relpdled,
PO liem aty gty Ratum Redurni R Ath Refum Raldin
3 - =
/endor yumber  Decoripion  Ordered  Rejsotsd  Date Viz No Rezzon Rsordered oommenns

Click OK
At this point the Vendor should send the Invoice WiTH THE PO NUMBER ON IT directly to the Accounts
Payable Department.

NOTE: If the vendor only sends part of the order you only receive what you have physically received
or the service completed. If the invoice comes in with the complete order on it AP will not be able to
enter the invoice (which is a good thing) and thus they will not be able to pay the vendor for the

full order, only the amount received. At this point AP will likely call the initiator to determine if this

is the desired resuft. .
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Periad Budgat Period Actuais Contniiited

Varfante

(D 63105  TRAVEL X ACCOMMODATIONS $7,600,002] £2,123.5&3 0.00 $4,6876.44
B 51115 CONFERENCE REGISTRATION 3,000,003 1,560.004 0.00 +1,500,00
HS210  VISTTORS APARTAENT 1875087 $3375.00 099 ($1,500.60)

EasyR updates overnight, any activity in Colleague today will be reflected in EasyR tomorrow

In EasyR there are 4 areas which puil information from Colleague
1) Period Budget
2) Period Actuals
3) Committed
4) Variance = Budget — Actuals — Cormmitted

BUDGET
The Budget is entered at the beginning of the year and is the Full Year Budget for each line item in each
department. The departments are expected to plan their spending based on this budget

PERIOD ACTUALS ~
This is the actual expenditures to date, from April 1 of the year to the current date. The number in this
column reflects the invoices received and entered into the system.

COMMITTED

The amount in the commitied column is driven by the purchase orders. The Committed amount is
recognized at the point where a Purchase Order is approved. The amount does not come out of the
Committed column until such time as the invoice is entered into the system for that Purchase Order,
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Common Issues:

Common Issues Salutions
A Purc Orderi d and then an invoice i ,
! hase‘ rderis prepared and then a mvm_ce 'S .| All Invoices are to have Purchase Order
received without a Purchase Order number on it and is .
1 N L MNumbers on them or they will ha sent back
entered as an invoice. Then you have double the N
i . to the Vendor
amount reflected in the system
It is likely that the item has not been
received, The initiator is responsible to
2 An invoice cannot be enfered attached to the PO recejve the Purchase Order at the time the
good and/or Service is complete and they
wish to have the vendor paid
The Next Approver has not approved it. Go
3 A Purchase Order has not been approved to Modify screen to determine if this is the
case
The Next approver was not an the final
- ' i the account code.
A Purchase Order has not been approved and the next approver reqtfire.d for the -
4 aoprover has anbroved the PO Refer to the Signing authority list to
PP PP determine the correct approval. If it seems
correct, contact Finance
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All forms are on the O drive:
OlFinance Documenis arid Forms/iNAME

NSCAD VISA
o  Encourage to use Visa for as much as possible keeping in mind your monthly limit
o NO Purchase order if using Visa, this is appioved after the fact, if non-space account please
obtain’e-mail approval prior to purchase
@ NSCAD travel, flights, meals, hotels
e Any type of purchase
¢  Small amounts

Petty Cash
o [t costs NSCAD $20 to cut a cheque, thus NSCAD does not cut cheques for small amounts
e anything under $25 for which you could not use NSCAD visa
@ Petly cash replenishment is to be on the Petty cash replenishment form

PO
@ To be prepared PRIOR to purchase. If you have to call the vendor to order/get price etc, then
you should be using a PO {if not using Visa)
e Any purchase where NSCAD pays supplier
&  Services

Honerarium Form
o  All Honorariums

Chegue Requisition

e Repetlitive hills o Courier, fed ex.(send @ Employee
e Telephona the slip to AP with Replenishments {non
e Meier reads for code when you send travel related)
Xerox ¢ courier)
o leasesfor Copiers o Postage
e Utilities ' o Brokerage fees o

e  Customs Fees

Travel Claim

o All travel which must be reimbursed to traveler.

s If paid for by NSCAD visa do NOT put on Travel claim form
o Visitor travel

e Per Diem

PDA/PDR Form

e  For cash reimbursements for PDA/PDR
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