Purchase Order Button
The PO Summary screen is displayed when you click for the details of a purchase order after
pressing the “Purchase Orders” button.
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D‘ REQUISITION: 2479 - VENDOR: ELECTRIC MOTOR SERV 950.00 o
PUBLIC WORKS / PARKS ~ BUILDING & GROUNDS

ESTIMATED COST TO REPAIR WATER SPRINKL
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ELECTRIC MOTOR SERVICE Approvals
PUBLICWORKS / PARKS BUILDING & GROUND
T@4E0 = 47500 Gary =]
ltem Ta Purchase: ESTIMATED COST TO REPAIR WATER Doug | =
| [SPRINKLER PUMP
Approved
Ly Denied
PUBLICWORKS / PARKS BUILDING & GROUND Mo Action
1@ 47500 = 47500 P.O.is in a Purchase StatugQuesfion i approval
Itern To Purchase: ESTIMATED COST TO REPAIR WATER even though < 999.99.
ISPRINKLER PUMP

This is a comment by a commissioner.  All comments visible
from here are viewable by the departments, purchasing agent and
{ auditor.

GINAJB 44372013 This is the first comment that
was entered on this purchase
order. Atthis fime, the P.0.is

i in a DEPT status

Here's where you would put
any comments you want the
| Purchaging Agent

" WULIER 4/372013 F.0.still in @ depariment status
Fuchasing agent has
commented and will note
anything needed such as "bid
required"” or not part of state
contract
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This has been revised to show more detailed information for the purchase order.
The left portion shows the details of the request.
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3. On the right you may set your approval, as well as adding comments. The comment field
has been expanded.
4. The bottom right shows a history of comments pertaining to the P.O. Any comment

made from this screen will be visible to the departments, purchasing agent and auditor.



Check Registers Button

The Check Summary screen is displayed when you click for the details of a purchase order after

pressing the “Check Registers” button.
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endar. AIRE-MASTER OF SOUTHERN UT, [Print Details #
Check Number 176935

Approvals

Check Number 176935 [ update |

There are 9 P.0.'s tied to this check. Entire check will be held.
2/26/2013 134957 Approved [ =]
2/25/2013 15:58:56 Approved [ x|

Larry IZ|

BUILDING MAINTENANCE OPERATION BUILDIF
%@ 1200 - Mo Gary
lter To Purchase: 2013 BLANKET PURCHASE ORDER: FOF Doug

SERVICE OF DEQODORIZERS AT THE MOTOR FPOOL
2 DECDORIZERS SERVICED (@ $6 EACH

BUILDING MAINTENANCE OPERATION BUILDI
25 @ 24.00 = 62400

ltem To Purchase: 2013 BLANKET PURCHASE ORDER FOF
SERVICE OF DECDORIZERS AT THE PUBLICWORKS
4 DECDORIZERS SERVICED @& $6 EACH

BUILDING MAINTENANCE OPERATION BUILDI

26 @ 48.00 = 1245.00 Comrnent History
ltem Ta Purchass; 2013 BLANKET PURCHASE ORDERFOF | [PAULETTE  4710/2013  Register 233- ckis on mutiiple
SERVICE OF DEODORIZERS AT THE ADMIN FO's

8 DEODORIZERS SERVWICED (@ $6 EACH

BUILDING MAINTENANCE OPERATION BUILDI
26 @ 36.00 = 93600
ltern To Purchase: 2013 BLANKET PURCHASE ORDER FOF

SERVICE OF DECDORIZERS AT THE COURTHOUSE
6 DECDORIZERS SERYICED 2 $6 EACH

BUILDING MAINTENANCE OPERATION BUILDIF
26 @ 90.00 = 2340.00
ltern To Purchase: 2013 BLANKET PURCHASE ORDER FOF
SERVICE OF DEODORIZERS AT THE HJB
15 DEODORIZERS SERVICED (@ $6 EACH
Auditor's Recommendation

E
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This has been revised to show more detailed information for the purchase order.
The left portion shows the details of the request as well as the “Audtor’s

There may be multiple P.O.’s tied to this check. If there are, you will see a message in
red indicating so. This message is directly under the “Update” button
On the right you may set your approval, as well as adding comments. The comment field

The bottom right shows a history of comments pertaining to the P.O. Any comment
made from this screen will be visible to the departments, purchasing agent,

1.
2
Recommendation”.
3.
4.
has been expanded.
5.
auditor and accounts payable.
6.

If a payment has been denied, this will trigger A.P. to hold the payment.



Denied Checks Button
View held or questioned payments as well as release those that have been held.

}' Work In Progress..HELLO COMMISSIONER , PLEASE REVIEW THE FOLLOWING FOR APPROVAL. = = |

[Che:k Fegisters ‘ l Denied Checks ‘ [ Travel ‘ l Purchase Orders l I Feset Approve All But Marked

UTAH COUNTY TREASU Check #177090 P.O_# 2013-2406-

1
PAYMENT AUTHORIZED FOR RELEASE ON 4/10/2013 BY PAULETTE
Payment Approvals

PAULETTE 4/10/2013141533 D
Comments:
Please Withhold this payment until furher notice 3192013122810 PAULETTE  [Release Payment
All concerns answered. Pleass Relsase Check 3192013122957 PAULETTE

1. The comments that show are only those pertaining to payment denial and are not
reflective of all the comments.

2. Until Accounts Payable has sent the payment, they will appear on the screen; but if
Commission has released them, you will see the date and who released it in red at top of
the screen.

3. Pressing the Release Payment button automatically sends e-mail to the Accounts Payable
Staff to send the payment. If more than one Commissioner has denied a check, a warning
message will be shown indicating that there are multiple denials. This does not, however,
prevent you from releasing the payment.

4. The user code of the Commissioner who released it and the current date is stored with the
record.
5. Once the payment is released, you will see a message asking if you want to add

comments. If you indicate yes, the Payment Release Notes screen will be opened. Once
comments are added, press “Save Comments” to complete the transaction.
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