
eProcurement & Purchasing Birds-of-a-Feather

GeorgiaFIRST Financials September 14, 

2023



• Governor’s Initiative: Supplier Reporting

• Matching Review: Relationship between Purchasing and AP

• GeorgiaFIRST Marketplace: Helpful Hints

• Expediting Reqs with multiple Supplier Locations

• Amount Only vs Quantity PO

• PO Approval Levels

• Using the PO Distribution Worksheet

• eVerify: Capturing information

• Preview of updated PeopleSoft User Interface

• Other Tips and Tricks

Agenda
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Supplier Reporting
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In support of the Governor’s Small Business and Supplier Diversity Initiative, ITS is updating the 
information we collect from suppliers and the way in which we report that information.

Release 5.90:

• Additional/Updated options will be available on the Supplier Identifying Information > 
Additional Reporting Elements section.  

– This is modeled after functionality that DOAS has introduced in their instance of PeopleSoft and 
will allow us to better report on supplier categories.

• Introducing a new Supplier Spend by Category Report, which will capture spend for suppliers 
who select one or more of the options provided. 

More Information to come in the Fall In the Know session, Thursday, October 12, 2023, at 10:30 
a.m.

file:///C:/Users/areid/OneDrive - Board of Regents of the University System of Georgia/Documents/GeorgiaFIRST- Augusta University Financials Fall 2023 In the Know Session.ics


Supplier Reporting
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Supplier Reporting
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Field Label changes:

• SDB Program        Sm Disadvantaged Business

• Ethnicity       Ethnic Minority (51% or More).  Drop down options changed

• HUBZone Program       Gross Annual Receipts. Drop down options changed 

• Size of Small Business        Number of Employees. Drop down options changed

• VOSB       Veteran Owned Business.  Drop down options changed

Check Box changes:

• Added:

• Small Business

• Minority Owned Business

• Georgia Resident Business

• Not Applicable

• Removed: 

• Emerging Small Business

• Veteran

• Disabled



Matching: Purpose

6

• Matching is the process used to compare Vouchers 

with Purchase Orders and, when required, Receipts 

to ensure that your institution pays for only the goods 

and services that have been ordered and received

• Two-Way Match:  Voucher and Purchase Order

• Three-Way Match:  Voucher, Purchase Order and 

Receipt



Matching: Purchasing Responsibilities
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• Quantity PO or Amount Only PO?

• Receiving Options (default defined by NIGP code):
• Receiving is Required

• Receiving is Optional

• Do Not Receive

• Matching Options (tolerance defines by NIGP code):  
• Full Match

• No Match

• All lines on PO should have same Matching requirement.



Matching: AP Responsibilities
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• Understand how creating a PO Voucher can affect Matching results.

• Understand what the Match Exception means before deciding to 

override it, and what the effect will be if choice is to override.

• AP user can navigate to Purchasing > Purchase Orders > Review 

PO Information > Purchase Orders to review PO.

• If necessary, request that Purchasing Dept correct PO:  Quantity vs 

Amount Only, Matching and/or Receiving settings.



Matching: AP Responsibilities

9

• When creating a Voucher from a PO, which option should I 

choose?

• Use the Copy PO option if you are FULLY vouchering all PO lines 

without making any changes.

• Use the Copy Worksheet option if:

• The Invoice amount or quantity is different than on the 

associated PO.

• You only want to voucher certain lines of a PO.

• If copying in multiple POs to one voucher.



• Deleting Carts

GeorgiaFIRST Marketplace: Helpful Hints
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• Deleting Carts

GeorgiaFIRST Marketplace: Helpful Hints
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• Deleting Carts

GeorgiaFIRST Marketplace: Helpful Hints
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• Finding Order Information – Status Tab

GeorgiaFIRST Marketplace: Helpful Hints
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• Finding Order Information – Confirmation Tab

GeorgiaFIRST Marketplace: Helpful Hints
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• Finding Order Information – Shipments Tab

GeorgiaFIRST Marketplace: Helpful Hints
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• Finding Order Information – Invoices Tab

GeorgiaFIRST Marketplace: Helpful Hints

16



Expediting Requisitions with 

Multiple Supplier Locations
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Expediting Requisitions with 

Multiple Supplier Locations
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Expediting Requisitions with 

Multiple Supplier Locations
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Expediting Requisitions with 

Multiple Supplier Locations
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• Quantity Purchase Order: used for the purchase of items where the supplier would send an invoice that is 

based on a quantity of goods delivered

Quantity PO

21



• Amount Purchase Order:  used for the purchase of services where the supplier would send an 

invoice that is based on an amount of service provided rather than a quantity of items delivered

– The Amount Only check box should NOT be selected for the purchases of items, where the 

supplier would send an invoice that is based on a quantity of items delivered

Amount PO
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PO Approval Levels

Workflow approvals for 
Purchasing are only needed if 
certain criteria are met. There

are three purchase order 
approval levels:

• Asset Approval (optional)

• Budget Reference Approval 
(optional)

• Buyer Approval (required)
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Workflow approvals for Purchasing are only routed if certain criteria are met.  There are three purchase order 

approval levels:

• Buyer Approval (required)

• If the PO is manually entered, it routes for Buyer approval and updates to a status of ‘Pending Approval’ 

or ‘Open’ depending on the Requester setup. 

• If the PO is sourced from a Requisition with the Build PO’s as Approved option selected, it will not route 

for Buyer approval.

• Asset Approval (optional)

• Account is an Asset account, and the Profile ID is blank

• Account ranges 800000 – 899999 

OR

• Account ranges 743000 – 743999 AND Amount is greater than $3,000

• Profile ID exists, but account is NOT an Asset account

PO Approval Levels
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• Budget Reference Approval (optional)

• Budget Reference entered on PO Distribution Line is different than current fiscal year.

• The purchase order was created from a requisition, and the Budget Reference entered on the 

PO Distribution Line is different than what is on the Requisition Distribution Line.

 

PO Approval Levels
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PO Distribution Worksheet
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Question:  What is the PO Distribution Worksheet used for?



PO Distribution Worksheet
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Answer:  Use the PO Distribution Worksheet when you 

need to split a distribution line on a PO and want to carry 

the requisition information to the newly split distribution 

line.

See the ‘Using the PO Distribution Worksheet’ Job Aid for 

additional information.

https://www.usg.edu/gafirst-fin/documents/Using_the_PO_Distribution_Worksheet.pdf


eVerify info on Supplier
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Question: Do you refer to the eVerify information stored on the Identifying 

Information tab of the Supplier page? (Navigation: Suppliers > Supplier Information > 

Add/Update > Add/Update Supplier > Identifying Information tab > Government Classifications)



New User Interface
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Release 5.90, scheduled for 11/3/2023, includes updates through Image 47 and 

Ptools 8.60



New User Interface
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Add/Update POs page
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Change to Search 
pages:
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Other Tips and Tricks
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To populate today’s date, enter a “T” or “t” in any date field in 
PeopleSoft Financials

Click Save and today’s date will populate
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