
Chapter 7: Purchasing

…
7.7.3 Purchasing One-Time Maintenance Paid Directly to a Consumer

See Chapter 5: Services, 5.8.2 Maintenance Services before setting up a purchase order. This process is only for payments of $400 or less made directly to a consumer. If the payment is over $400, contact Consumer Procurement and Business Services to have the consumer established as a provider. Do not select Petty Cash.

1. From the service record, select New at the bottom of the screen. A blank Select Specification window opens. Select the specification from the drop down: 

· Level 1—Maintenance 

· Level 2—One-time Maintenance - Consumer Reimbursement 

· Level 3—One-time Maintenance - Consumer Reimbursement 

· Level 4—One-time Maintenance - Consumer Reimbursement 

Select OK.

2. In the service record, select Provider. When the Provider Search window opens, either 

· select Other Criteria, select the city name Austin, or 

· select Provider Number, enter the pseudo number 3-888001570-6000. 

Then select Search. Select Consumer Maintenance/Transp (Pseudo) and select OK.

3. When the Service Record Update window opens, 

· select Add Item on the bottom left and select the appropriate fiscal year and program from the Program drop-down, for example, 2000 VR BASIC Support. 

· select One Time/3rd Party Maintenance from the Type Service drop-down. 

· enter the Start Date, End Date, Unit Cost (amount paid per unit), and Quantity (number of units) and select Save. The Unit Cost ordinarily does not exceed $40 per day. 

4. A screen opens, which says, "An action item will be created for this process. Do you wish to delegate this action?" If so, select a person and select Yes. Otherwise select No. The window closes. 

5. From the Activities menu, select Purchasing and select New. A list returns of all the line items for service records with purchase orders that are ready to be generated. Select the service record item for the one-time maintenance. 

6. Select Generate PO. A screen opens, which says, "An action item will be created for this process. Do you wish to delegate this action?" If so, select a person and select Yes. Otherwise select No. A dialog box opens stating, "Purchase Order Generated. Document Number is E9999999." select OK. The Purchase Order Print Options dialog box opens. Select Cancel. 

7.7.4 Purchasing One-Time Transportation Paid Directly to a Consumer

See Chapter 5: Services, 5.8.3 Transportation Services before setting up a purchase order. This process is only for payments of $400 or less made directly to a consumer. If the payment is over $400, contact Consumer Procurement and Business Services to have the consumer established as a provider. Do not select Petty Cash.
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