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Agenda

ÅOverview of POCO software and functions

ÅHow to process a POCO, including 
adding/deleting an item

ÅUsing POCO to add/change Req/PO Accounts

ÅUsing POCO to cancel/uncancela purchase 
order

ÅIllustrating the impact of POCO encumbrance 
changes on the PO Payment Screen

ÅPrinting/Reprinting POCO forms



PO Change Orders ςQuick Review

ÅCalledΨth/hΩ

ÅAllows changes to PO/Requisition detail with date sensitive 
encumbrance changes which allows for printing updated PO 
ŘƻŎǳƳŜƴǘǎ ǿƘƛŎƘ ΨōŀƭŀƴŎŜΩ

ÅDirected change with securitycontrol and logging of 
before/after value

ÅAuto-assigned 2-digit change order number (01-99) by FY.  
Internal ςnot disclosed to vendor.

ÅOn-line display of POCO change history with logged data 
(before / after); including prior FY POCO

ÅChange Order printing (replace PO or delta of changes) 
assigns auto-# 3-digit Vendor CO#
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POCO FUNCTIONS

Å Change Header Data (Main Requisition Screen Fields)

Å Change, Add or Delete Items

Å Replace or Add Accounts

Å Merge items from another Requisition/PO

Å Change Item Description

Å Cancel or Uncancel PO

Å Functions are enabled by POCO USERSEC (GS60 MTUS page 2-290)

ï0  (default) no access; 1 ςAccess (no logging); 2 ςAccess (with logging)

ïάнέ ƛǎ ǊŜŎƻƳƳŜƴŘŜŘ ŀǎ ƛǘ ǿƛƭƭ ǘǊŀŎƪ ȅƻǳǊ ŎƘŀƴƎŜǎ ƻƴ th/h Ψ/ƘŀƴƎŜ 
5ŜǘŀƛƭΩ ǎŎǊŜŜƴΦ



POCO Operational Issues

Á/ŀƴƴƻǘ ǳǎŜ th/h ƛŦ Ψ/Ω ƻǊ ΨhΩ ǘǊŀƴǎŀŎǘƛƻƴǎ ƘŀǾŜ 
already been applied to PO

ÁPOCO temporarily unavailable if a pending payment 
exists on the Purchase Order

ÁhƴŎŜ ŀ th ƛǎ ŀŘƧǳǎǘŜŘ ǿƛǘƘ th/h ƛǘ ƛǎ ΨƻǿƴŜŘΩ ōȅ 
POCO and all non-POCO change options are disabled
ÁRequisitions ςChange/Delete

ÁPurchase Order Encumbering ςChange/Delete

ÁPO Payment ςC/X, O/Y

ÁEffective date for POCO must be in sequence

ÁNeed requisition detail to POCO



POCO USERSEC



POCO USERSEC (Continued)



POCO USERSEC (CTD)



QCCMenu ςPurchase Orders/Requisitions

POCOs are created by 
using the Purchase 
Orders/Requisitions 
application. It can be 
launched from two 
different places on the 
menu.
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Main Screen
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{ŜŀǊŎƘƛƴƎ thΩǎ

To search 
thΩǎΣ ƳŀƪŜ 
sure you 
are on the 
Purchase 
Order tab 
and press 
the search 
button.  
The 
advance 
search 
option is 
also 
available.
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Advanced Search

The 
advanced 
search 
screen offers 
many 
different 
options for 
looking up 
Purchase 
Orders.
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{ŜƭŜŎǘƛƴƎ thΩǎ

You can 
Inspect a 
PO by 
pressing 
the Inspect 
button, 
double 
clicking a 
line, or 
right 
clicking and 
selecting 
Inspect.
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Purchase Order Inspect Screen

From the PO 
Inspect screen, 
you can enter 
the Change 
Order screen, 
or look at the 
Change Order 
History screen.
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Change Order Screen

This screen 
allows you to 
start a new 
POCO and review 
previously 
entered POCOs 
for this PO.
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Change PO Header Information

To change PO
Header Data,
enter a 
date and 
description then
select PO Header 
Data from the 
Options Menu.



Change PO Header Information
The Change PO
header Data
screen matches
The format of the
Main 
PO/Requisition
data screen.  You
can change data on
this screen that
relates to general
PO/Requisition info
that is not item or
accountclass
related data.

Select the SAVE 
Button to save your
changes



Change PO Header Information
The Change PO
header Datamay 
also permit a 
change to the 
Vendor with special 
security.



Change PO Header Information

The Change Detail 
screen shows all 
the information 
from all changes to 
the purchase order. 
The Quick View 
(InstaPrint) is 
available from this 
screen.  Header 
Changes are 
identified as PO 
Header Data.



Adding an item

To add an item 
to the PO, 
select Add Item 
from the 
Options menu.
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Adding an item

This screen is 
identical to the 
Requisition 
Entry screen 
for items.  Use 
the same 
methods to 
enter the data 
on the screen.
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Adding an item

You can default 
custom 
messages by 
pressing F4 or 
selecting Process 
Message Library.

22



Adding an item

Enter a message 
preceded by the 
special character 
defined in the 
PXENCM 
USERSEC.  Then 
press F4 to load 
the message.
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Adding an item

The 
description 
is filled in 
with the 
message 
from the 
message 
library.
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Adding an item

To enter a 
discount, press 
F3 to make the 
discount fields 
editable.  
(Version L only)
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Adding an item

Select the type of 
discount, then 
enter the 
Percentage or 
Amount as 
needed.
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Adding an item (Version L)

Å The Global Discount is a percentage that is used on all items

Å The Item Percentage applies the discount only to this item based on the 
percentage you enter

Å The Item Dollar applies the discount only to this item based on the dollar 
amount you enter
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Adding an item

Switch Item/ 
Description is a 
fast way to move 
to the 
Description field, 
or back to the 
Print field.  Shift 
+ F3 is the 
hotkey available.
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Adding an item

The Description 
Size option 
allows you to 
choose the size 
of font you want 
used in the 
Description field.
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