D365 PR-PO Process

User Guide

This user guide covers the step-by-step purchase requisition (PR) and purchase order (PO) process in D365 for the
from the Systems list under the Quick Links section of the We Are PODS intranet homepage.

It is the responsibility of both the requester and approver to confirm the financial
“ dimensions (department, business unit, location, project, etc.) are accurate at
the time of the PR creation.

Important For additional questions please refer to the PODS Purchase Order Policy or
contact PODS Controller.
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Process

Requester

Access Purchase
Requisitions link:
Purchase requisitions
assigned to me list

OR

Access Purchase
Requisitions (if link is
unavailable) — Use this
process to reach to PR-PO
section of the D365
Dashboard

1. From the Finance and
Operations D365
homepage, expand the
Modules menu

2. Click the Procurement
and sourcing module
from the list

3. Expand the Purchase
requisitions section
then click the Purchase
requisitions prepared
by me option to open
the Action Pane

]
N ’
/O\

Finance and Operations

D365 Homepage - Modules

L Search for a page

= 3
Expand all B Collapse all
r Home
> Purchase orders S Or
3¢ Favorites v
~ Purchase requisitions S Sta
O Recent v All purchase requisitions
Add to Favorites
Setup
Workspaces v Purchase requisitions prepared by me ﬁk\
= Modules ~ ~ Purchase requisitions require my action
Accounts payable Purchase requisitions assigned to me
Purchase requisitions assigned to my
Common
queues
Expense management Purchase requisitions not recorded
General ledger ~ Purchase requisitions review
Human resources Purchase requisitions requested for
me
Organization administration o )
Purchase requisitions for my direct
l Procurement and sourcing reports
Purchase requisitions for all my
Project management and reports
accounting

Tip: Click the star next to any of the options in the Procurement and sourcing
menu to add them to the Favorites menu for easier access.

Create a Purchase Requisition - Use this process to create purchase requisitions for all goods and services

“ Important .

e First-time vendors MUST be added PRIOR to starting the PO process in D365
Enter only one vendor per PR — goods and services may be entered in
multiple lines on the same PR if all are provided

1. Navigate to the Purchase requisitions prepared by me page under the Purchase Requisitions menu in the
Procurement and Sourcing module

2. Click New in the top menu [Action Pane] to open

the PR screen

:::  Finance and Operations

Al

Delete Workflow Purchase |



https://pods.operations.dynamics.com/?cmp=PEIU&mi=PurchReqWorkflowWorkItemAssignedToMe
https://pods.operations.dynamics.com/?cmp=PEIU&mi=PurchReqWorkflowWorkItemAssignedToMe
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3. Input the project name in the Name field and click
OK to proceed

Standard view

Create purchase requisition

Y Tip: The PR name is used for tracking purposes and

Purchase requisition

<" should match the established naming convention , —
PRECIOOO0D0... |
as follows:
Department name — Product type — Vendor name Name
e Physical asset example: IT — Laptops - Dell IT - Stock monitors - Dell

e SOW example: Marketing — Social media — T3
Media Agency

Requested date

7/27/2022 '1|

4. Click Add line in the Purchase requisition lines
section to open a new line and complete the

Accountling date

772772022 il
following fields |
A . |: SELECT DEFAULT PROJECT
-()- Tip: Based on the requester, the system
S will auto fill several fields on the PR. Burying legal entity
a. Procurement category: Select from dropdown
Praject ID

(see the Category-GL Cheatsheet for a full listing)
b. Product name: Input product name/brief
description of services
c. Quantity: “ { Cancel
e Professional Services and other non-itemized i
requests = Dollar amount to the nearest
whole dollar

e Products = Number of items being purchased
d. Unit: Select from drop down how product is
priced. The most common unit = Bucket
e. Unit Price: Cost per unit selected

f. Vendor account: Select from

dropdown — Click on the Vendor account T Mame d
Name header in the open 000028 C senAtez
dropdown to sort vendors
alphabetically or input the 100007 L SortZtoA
vendor name in the begins 100021
with field to narrow your Mame
search 100023 begins with *~

100035 ‘De"

100048

‘ Apply | | Clear |
V —
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Important e Financial dimensions have been verified as correct (Dept and Project)
e Only one line item per category is included

Prior to submitting a PR for approval
e Every purchase requisition must have either a signed contract/SOW OR quote
documentation attached

Attach Documentation - Use this process to attach documentation
supporting the PR (signed contract/SOW or quote)

@ -11\- o X

1. Click the paperclip icon in the upper left corner Zedt sendmail | + New~ | Delete oo View istory
2. Click the New button at the top of the Attachments page
and select PDF from the dropdown menu Y e Note ] Standard view ™
3. Use the search text box or . ; Notefile Attachments
the Browse button to find Standard view ' NOTEIMAGE Description
the appropriate document Upload document OceaNar
to attach / ORDERCONF
| | @t orDERUCONF General
OR-NORTR DETAILS
OR-NOST Restriction
PDF
‘ PINV

Updating Cost/Project Information — This process is ONLY required for IT users. Any IT requests with an
associated project must update the cost/project information to reflect the related project ID.

All other users: The Cost/Project field
should not be changed unless there is
formal approval to purchase on behalf
of another department.

Line details

Purchase requisitions | Standard view

PREQO00000264 : Unconscious Bias

[Line Details Fast Tab]

1. Click the Financial Dimensions tab ltem  General Details Address Project Questionnaire  Fixed assets | Financial dimensions | Inventory dimensions
on the Line Details Fast Tab to open Jemplate 1D
the financial dimensions information || 4
2. Click the down arrow in the FINANCIAL DIMENSIONS
Cost/Project field to open the drop- e
down menu. |0‘I V| | PODS Corporate ‘
3. Select the appropriate Dimension |OD; o= |
value & Description to update the e _ _
Cost/project field [114 | R Leat inzlr;senm o 2;5f19522m5r363 CRM Optimi.
f . . B ; LineQfBusingss 227 SF - Commercial Data Hierarchic...
'U' Tip: IT associated projects will o 2] [y 2= S5 - Agile Implementation
~="  have a project number Loestion 229 SF - Path to Production (Lower E...
starting with 2(XX), i.e. 224 [o000 <] [Locatiofs 220 CLW to Tampa Migration
OKTA Authentication N 231 VDI Connectivity Issues for Offs...
Platform. | v| | 232 PCC 5th Floor Expansion
KLO requests remain as 000. Vet 233 Video Conferencing Setup (Zoo...
[ 0000 | [general]  show valic
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Add Delivery Address — Follow this process to review and update delivery addresses on PRs as necessary

1. Navigate to the Line Details fast tab section of the page (under the PR lines
2. Click on the Address tab in the Line Details to select the Delivery Address
The default address associated with your role will prepopulate

Financa and Operations O spachfora HEA[
Haaws  +res 0 nelete O werdlow s Purchass requisition  Finsndals  Ogbians
Earmsde STaTary Cegry A
Tiztals Copy
Lopy Ing
rchase requeations Staredard view -

PREQO00000264 : Unconscious Bias

Purchase raquisition lines

—+ Addline T oaddproducts Cancel W Remove  Purchase requisiion ling ~  Francials ~  rweniong

':_ml .:' Wi Ling  Pasgusher Burpivsg begal .. | Poceiving oprabing unit e rarmbeet
[ 1 Cawn McDanicl rEIU HF, Learming & Commuricatiar:
Lire details = = .

[Line Details Fast Tab]

tem  General  Uetails | Address | Project Ouestionnaire Foed azsets Hrancel dmersions Invariony dimensions
DELVERY ADERESS ey arddes ATTEMTION
D Fwery name Caar Partalia w | | A | | | Ettertion Information

Drawin Parrtabs fdcreny

13535 Feather Sound Cr
Surte 400

Cleanwzter FL 33741
LISs

Once the Delivery Address has been populated, the Preparer will receive the following
u message The Delivery Address on the first line will be used for all items associated with

this request. Please verify the delivery address on the first line.

Important PRs with multiple vendors will be rejected by approvers.
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Change the delivery address for ALL lines

A. Select a delivery address from your personal address book
1. Click the Delivery address
dropdown to display a list of
all addresses saved in your
personal address book s A
2. Click the desired address to Pods Manufacturing
select and auto populate the
Address field

Line details -~ | 12/19/2022 | -~ | -- | PodsManufacturing

ltem  General  Details Address Project Questionnaire  Fixed assets  Financial dimensions  Inventory dimensions

Address

3705 62nd Ave

P
Location Street City State ZIP/postal code i
new address 111 main Tampa FL 33621
cana address abc test Porters Lake 08051-2122
secondary delivery 589, main account Tampa m FL 33621

B. Select a delivery address from all D365 system addresses
1. Click the other address
icon to open the Address
Selection master list
2. Search the list for PODS PELIVERY ADDRESS petery address ATTENTION

Delivery name Pods Manufacturing v || | Attention information

physical location (scroll or Pods Manufacturing

Line details - 12/19/2022 | - | - | Pods Manufacturing

ltem  General Details Address Project Questionnaire Fixed assets  Financial dimensions  Inventory dimensions

Address

click the Name column 3705 62nd Ave N

. Pinellas Park FL 33781
title to open the name USA
search field

Address selection

| Customersi N

CUSTOMER

Customer account Name

Customer account

I 000000000 PODS
000000000

000000001 PODS of Tampa Bay
Name
000000002 PODS of Sarasota | PODS |
000000003 PODS Enterprises LLC -*Ft. Laud... ADDRESS
000000007 Portable Storage, Inc Name or description Address Purpose
000000009 PODS Inter-Franchise Delivery 432 Babcock St. Delivery
000000020 Dallas Portable Storage, LLC B";bo”me ALETE
000000021 To Your Door Moving and Stora...
000000024 On Demand Storage, LLC
000000025 River City Portable Moving & St...
000000026 PODS of Chicago, LLC
000000028 Virginia Portable Storage, LLC
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C. Add a New Address to your personal address book

1. Click the add address icon to open the New Address pop out window

2. Input the address information using the open fields and dropdowns
3. Click OK to save the address to your personal address book for future use

(this will not add to the master address list for D365)

_~~

Line details 12/19/2022 | -- | - | Pods Mg

ltem  General Details Address Project Questionnaire Fixed assets  Financial dimensions  Inventorygm®®nsions

DELIVERY ADDRESS Delivery address ATT)

V‘ E Attention information

Delivery name | Pods Manufacturing

Pods Manufactu ringl Address

3705 62nd Ave N
Pinellas Park FL 33781
USA

ring

Tip: As a Preparer on a PR, if you know another Requestor has

a delivery address saved in their personal address book, you
may select a different Requester and then select the delivery
= address from their list of addresses.

In the event no addresses can be found the system will prompt

the Preparer to see if the default company delivery address
should be used. If not selected, the delivery address can be

Standard view v

New address

Location ID

‘ 117062620

Name or description

‘ D. Pantalia

Purpose

‘ Delivery

One-time
® ) no

Country/region

USA

ZIP/postal code

33762

L 1<

Street

1901 Ulmerton Rd

City

‘ Clearwater

State
FL

SureAddress® Geocogg

populated manually by the Preparer.

Cancel

7. Click Save in the top menu to save your progress, open the Workflow dropdown, and click Submit to send the
PR for review

Requesters will receive email
notifications when an approver
has changed a PR status.

PR Approval Status D365 PRO Status

I — Regardless of status, PRs/POs Approved Closed
mportan can always be accessed from Rejected Rejec'fed
the Procurement and sourcing Change Requested |INESIEW

module in D365.
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Confirm Purchase Order — Use this process to update the header delivery address if necessary and confirm the
Purchase Order

Only provide the vendor with the number of the PO created after the PR approval. Do not
include any prefixes or suffixes.

Important A single PO will be generated for PRs with multiple lines for a same vendor. The Delivery
address of the PO will reflect the address of the first line in the PR.

1. Click the approved PR number to access
. urchaser.. [ Name Status
the corresponding PO
~"  PREQO0Q0C00... Microsoft D365 Closed

A T o .
-O- Tip: Prior to confirming the PO, review PREQO0000Q... Leader Development: Uncenscio... Rejected
=" the PO header level Delivery Address

and complete any necessary edits to PREQO0Q0000... Microsoft D365 Pilot In review

ensure the legal entity address for all

purchases in the PO is correct. The + MNew Deleta PurchaMPurchase Receive

Delivery Address from the PR process . Actions Journale

will be listed. Sales tax Confirm P u C

2. On the PO Purchase tab, click Confirm in the
Actions section

To download or print the confirmed PO

3. Click Purchase order ) m .
. . . —+ New Delete Purchase or Purchase  Receive
confirmations in the —
Journals sections then Tax Actions Journals

Preview/Print ~ Charges

select Original preview Sales tax Confirm Purchase inqiy

from the Preview/Print
dropdown to display the PO

Purchase order confirmations Copy preview

Original preview

Use print management

4. Once the confirmed PO Export Wﬂcﬁ’inter

opens, expand the -
Export dropdown to PDF L T 1| of
select the document Eycel
type for download or
print (PDF is most

common) or use the (A1)
Print and Download

Word

XML
icons in the upper right
corner of the open MHTML
document TIFF
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Receive Purchase Order — Use this process when goods/services from an approved PR are received

1. Click the approved PR number to access the corresponding confirmed PO
2. Onthe PO Receive tab, click Product receipt in the Generate section

+ Mew Delete Purchase order m Receive  Invoi

Generate Journals

Product receipt Product receipt

W Purchase order | Purchase Order View v Product Posting Receipt View

—  PO000021501 : 100614 - Microsoft Li Posting product receipt

. . . . . - Add i Remove Sales tax
3. Input a receipt number in the Product Receipt field (this

is a required field) ORES
O Product receipt “

Update Product receipt

4. Review PO line items. For partially received orders, update the Quantity Received field to reflect the actual
amount of good/services received by PODS then click OK

Lines ~
O = Quantity ordered Quantity Received Deliver remainder Unit price  Line net amount  Close for receipt  :
3.000.00 3,000.00 1.00 3,000.00
o 25.00 14.00 11.00 140.00 1.960.00 h

ﬁ n | Cancel ‘ ‘ Batch ‘

_‘O’_ Tip: The system will automatically update the Deliver remainder and Line net amount fields leaving the PO
= status open to receive additional good/services. If the remaining goods/services are no longer needed,
check the Close for receipt box next to the appropriate line to close out the PO with a partial receipt

5. Once all line items on the PO have been recorded as received or closed for receipt, the status will change to
Received in the system and automatically route to the Accounts Payable queue.

Overages: If received goods and services are more than what was ordered on the Purchase
Order, send a message to the dedicated Procurement team email for handling at
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Update a Change Request PR from an Approver — Use this process when goods/services from an approved PR are

received

1. Click the returned PR number open

2. Sele(:t WOI‘kﬂOW h|story f Edit + MNew Jele 'f_) Workflow ~  Purchase requisition  Financials  Options ye
from the Workflow
dropdown to open the Maintain Summary i New Submit purchase requisition
PR hiStory fanes Totals E.(-quy MNew Submit purchase requisition [Latest action taken: 7,/29/2022 4:53:00 PM User: Dawn McDaniel]
‘ Recall ‘ ‘ Workflow history
3. Find the modification
comment from the Workftlow "IiEtO"y’ | PREQOICROSOFT D365 PILOT
approver and update ' View workf
the PR accordingly () Context Action Message Comment
Wark item Request change Change requested to: Dawn Reduce number of books to 50
McDaniel by Erika Hebert
Step Completion Completion type: All approvers

4. Save in the top menu and select Submit from the Workflow dropdown to send the updated PR to the approver

for review
Save \lw () Workflow >  Purchase requisition ~ Financials ~ Options .
Maintain Summary r New Submit purchase requisition
Cancel Totals Copy

The current record has been returned to you, or you have been asked to make a change. Perform any required actions and choose resubmit to resume processing.

Copy li

Recall

Submit

‘ More ‘

10
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Approver

Approve Purchase Requisition — Users with approval authority will follow these steps for reviewing and approving

PRs in D365
Approvers will receive email notifications when a PR has been submitted to them for
review. Access the Purchase requisitions assigned to me list to view all PRs requiring

Important approver action. Items will also appear in the Work items assigned to me section of the

D365 homepage.

1. Click on a PR number in the Purchase requisitions assigned to Work items assigned to me ~

me or the Work items assigned to me list to open for review,
scroll to review all line items and totals

ACTION REQUIRED: A purchase requisiti...
ACTION REQUIRED: A purchase requisiti...

ACTION REQUIRED: A purchase requisiti...

2. Open the Workflow dropdown and select the appropriate action

a. Approve: PR is
authorized as

submitted with no

changes required, Personalize o Approve Share
status is changed to Always open for editing Advan{ Reject Getalink ~  Create & custom alert ™
Closed and PO Personalize this page Racorg Request change Manage my alerts
notification is sent to Add to workspace
requester Delegate

b. Reject: PR status is Wiew history

changed to Rejected,

Open .. Workflow «h—

approver MUST enter a comment that remains attached to the PR and requester is notified

c. Request change: PR is returned to requester for modification, approver MUST enter modification
instructions that remain attached to the PR, requester is notified change is required

3. Click the Approve
button in the pop-
up window to
confirm the action,
no comments are
required

Copy of Submit purchase requisition
The following purchase reguisition reguires your approval

Purchase requesiion: PRECOOO000288

Armount: 6 500,00 USD

Camment: Dawn McDaniel - D363 pilot program for 25 users

Linkz

hitps:fpods-staged sandbox operations.dynamics.com/?

pri=initial &mi=display:PurchReqTablefig=BglLAPrTKIGTIReZfuB I Tri 3 2o Wil Live RMLAM FOjalFrheKPIMyK

|| Approve || Reject | More

11
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Reject Purchase Requisition Request Change on Purchase Requisition
¢ Input brief explanation in Comment field o Input brief explanation in Comment field and
and click the Reject button click the Reject button
Copy of Submit purchase requisition - Reject Copy of Submit purchase requisition - Request change
Comment / Comment /
No lenger within budget Reduce number of books to 50 —

Cancel Cancel

Financial Dimensions

Review Financial Finance and Operations P Search for a pag
Dimensions — Review the &l save - New [ Delete 7 Workflow~  Purchase requisition  Financials ~ Options R
following information to _ !
Maintain Summary Copy History
ensure ﬁnancial Cancel Totals Copy
dimensions are correct Comylines
BEFORE Smeitting or W Purchase requisitions | Standard view
approving a PR. —  PREQ000000264 : Unconscious Bias
1. Click the Financial Line details [Line Details Fast Tab]
Dimensions tab on the
. . ltem  General Details Address Project Questionnaire  Fixed assets | Financial dimensions | Inventory dimensions
Line Details Fast Tab e
to open the financial Template ID
dimensions [ V]
information FINANCIAL DIMEMSIONS
) . . . BusinessUnit
_‘o’_ Tip: Financial -
I —4) Dimensions |0‘I V| |PODSCorporate |
. . . CostProject
information will "~
auto fill based on [ooo ] [Genena |
Departi t
the requestor’s R
information | 114 V| | HR, Leamning & Communication |
These fields HreOmBusiness
should only be |ODD V| |Type MNan-Descriptive |
changed if the wossten
requestor has |ODDD V| | Location Mon-Descriptive |
formal approval VenAceours
to purchase on | V| |
behalf of another Meret
department. [ o000 | [Genes |

12



