COMMON THINGS MISSED IN CORE (PEOPLESOFT)

· At the top of “Edit (Header) Comments”, the CORE (Peoplesoft) document must always list the fiscal year followed by what kind of purchase (i.e. FY** one-time, definite quantity, indefinite quantity, contract period, etc.). 
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· Make sure that you have listed, at a minimum, the billing and agency contact(s) in the “Edit (Header) Comments”.
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· If you initiate a change order, be sure to remember to put the change order comments in the “Edit (Header) Comments” and that they correlate with what you changed on the document. 
[image: cid:image002.jpg@01D1551C.11AC6110]
· [bookmark: _GoBack]If the requisition/purchase order is one where OMES is the supplier, the supplier location code should always be 0032 under “Supplier Details”.
[image: cid:image005.jpg@01D1551C.11AC6110]
· If the purchase order is one where OCI or Agri-Services is the supplier, verify that the supplier location code is correct under “Supplier Details”. OCI’s location code is 0019. Agri-Services’ location code is 0021.
[image: cid:image005.jpg@01D1551C.11AC6110]
· All authority orders should be set to “No Match” and supplier location 0002 under “Supplier Details”. You can see matching by the drop down box in the middle of the screen at the bottom under number 11, “Matching”.
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· “Header details”: Make sure that the “PO Type” is correct. The default “bill to” location in the system is 13100. This should never remain that location code. If the end user hasn’t corrected this, request that they replace it with the appropriate “bill to” 131**.  
· All hotels must be listed as “EXMT” under “PO Type”.
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·  “Ship to location code”:  The default ship to location code is 1311P. This should never remain that location code. 
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· When the purchase order line has a quantity of one (1) and there can be multiple payments (in different denominations) on the line or it is a one-time purchase, "Amount Only" must be checked on all line(s). 
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· "Receiving Optional" must be selected on every purchase order line.
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· If the purchase is a release against statewide contract, the contract number and line number (if available) must be attached to all applicable lines. This is how OMES-Central Purchasing gets usage information for all of the statewide contracts to report to the State Legislature. If the contract/line(s) are not attached, they will not get reliable data, so it is vital that this is done correctly. 
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· If you cannot get the contract or line to come into the requisition/purchase order, you are doing something wrong. This could be the item ID/category code or that the vendor ID is wrong.
· There are currently two known exceptions to this: 
· If a statewide contract has expired and leases are still in effect. If that is the case, the statewide contract number must be listed in the “Edit (Header) Comments” stating, “This is a release against statewide contract %**** which has expired, but leases are in effect until lease end date”.
· Statewide contracts can only be tied one vendor in ePro requisitions, so you may not be able to attach the contract line and number. For example, the copier contract uses the same item ID, but has multiple vendors. If the vendor that OMES has assigned that item ID to in the system is not the vendor they are using, you will need to state in each line comment box what the statewide contract and line number are. 
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