How to Convert
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To convert Requisitions to Purchase Orders, select Requisition Conversion from your
Programs or Menu options on your Home screen.
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Your screen will appear similar to that shown below. Click the Accept
dashboard ribbon.
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Your screen will populate with data similar to that shown below. Click on Select from your
dashboard ribbon.
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You can then choose from the drop down list to Approve, Reject or Export each item.

Leaving the field blank will leave that item unprocessed.

Accept Cancel

Confirm 5 I Actions

Reguisition Conversien - Munis [Monroe County]

Humher‘l—, ‘r’ear‘—, Perio
Code Col | PO Number Year | Requisition Dept 1
s |F‘l.ll‘c 0o 2014 00001224 64210
Approve Pur o 2014 00001226 24500
Reject Pure o 2014 00001238 24910
Export Pur o 2014 00001252 16940
D Purc 0 2014 00001231 24910
Pure 0o 2014 00001233 24910
Purc 0 2014 00001234 24910
Pure 0o 2014 00001239 24910
Pure 0o 2014 00001241 24910
Purc 0 2014 00001242 24910
Purc 0o 2014 00001243 24910
Purc 0o 2014 0ooo01227 24910

By highlighting a Requisition and selecting View Requisition from the dashboard ribbon, you
can open the Requisition for detailed review. (This step is optional)
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Approve Purc 0 2014 00001224 64210 001057 REYES HOLDINGS LLC WEEKLY GROCERY
Approve Purcg 0 2014 00001226 24500 002393 VERIZON WIRELESS SERVICES LLC JETPACK / USB LINE ACCESS
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Your screen will appear similar to that shown below. Click on the Return icon to return

to the Requisition selection screen for processing.
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Once you have designated the processing code for each Requisition click Accept.
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Approve Pure 0o 2014 oooo1zz4 64210 001057 REYES HOLDINGS LLC
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Your screen will appear similar to that shown below. Click on Batch from the dashboard

ribbon.
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Approve Purec 0 2014 00001224 64210 001057 REYES HOLDINGS LLC WEEKLY GROCERY

Approve Purc 0 2014 00001226 24900 002393 VERIZON WIRELESS SERVICES LLC JETPACK / USB LINE ACCESS
Approve Pure 0 2014 00001238 24910 002517 STEIN COUNSELING & CONSULTING SERVICES L FAMILY INTERACTION (LE)
Approve Purc 0 2014 00001252 16940 002648 FORESTRY SUPPLIERS INC EQUIPMENT

Your screen will appear similar to that shown below. Enter a PO Batch Number (any number
you choose will work), assign the Year and Period. Click Accept.
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When the Conversion completes processing, your screen will appear cleared similar to that
shown below. Any that you did not choose to process will remain until they are selected for a
subsequent conversion.
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To complete PO Conversion processing, you must now Print PO’s to TCM.

From your Home screen select Print Purchase Orders from your Programs or Menu tab.
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Your screen will appear similar to that shown below. Click on Export PO(s).
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Your screen will appear similar to that shown below.
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Your screen will then appear similar to that shown below. Click Accept.
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Your screen will then appear similar to that shown below. Click Select.
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You will see the number of Records Selected populated in two areas of this screen.
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Your screen will appear similar to that shown below.

Click on the ... ellipses to get a drop down list to select the Printer Name from.
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Your screen will appear similar to that shown below. Highlight printer POXML.

Click Accept.
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Your screen will appear similar to that shown below. Click OK.
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Your screen will appear similar to that shown on the following page.



When processing is complete the system will indicate the number of Records Printed.
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When processing is complete the system will indicate the last PO Number issued.

You have now completed the Requisition Conversion and PO Print processes.



