Onslow County Schools Purchasing Dept
| Online Purchasing Training

Printed Purchase Orders




PRINTED PURCHASE ORDERS

NON-REGISTERED VENDORS

1. The standard four color (White/Pink/Blue/Gold) purchase orders will be printed
2. The “White” copy will be sent to the vendor by “Mail” or “Fax”

3. The “Pink/Blue/Gold” copies will be processed and filed

4. The “pink” copy is completed when the purchase order is paid in full. The “blue” & *“gold” copies are for filing with
requisitions and records

FURCHASING FILE COPY

ONSLOW (%,%UB%IH SCHOOLS PURCHASE ORDER
JACKSONVILLE, N.C. 28541-0099 [ TR e LN
e (911) 455-2211 FAX (910) 455-1965 : p— s
704227
TO: 5613 861138464 SHIP TO:
PAPER PEOPLE,
T205A LQCK’OR.T PLACE B S'l' CENT—R .’ URCH.IS]'.NG DEPFT
LORTON, VA 22073 200 BROADHUI

JRCKSU.DN’T.LLS l'\: 28540

DATE 13/13/06 REQUISITION  x / . Homac SHIPDATE  11/13/05 The 6-digit purchase order

[ ey pEscrimion 7L DECOUNT . CUNITCOST - AMOUNT - - -
= g R— number is indicated in the
1.00 BX Elmkomm CRAYON BOX 102.2000 102,20

27 el top right corner.

Commedity Code: 050-00

102.20

TAXES B.23
FREIGHT 15.33
TOTAL 25.76

DISL‘CLN'S h‘ILL EZ nsum J\.S PSE EOR?

POLICY. PLEASE INVOICE IN TRIFLICATE

S“'WIFG FURCHASE ORDER NUMBER ON ALL
1ES. IN'CLU'DB 7. D% NC SALBS ‘I‘M

BILLING: INVOACES MUST BE 4 TRIFLICATE. PURCHASE ORDER

HUMBER MLUST APPEAR ON ALL IMVOICES AND ON EACH FACKAGE
MATERIALS RECEIVED AND CHECKED BY.
DATE. DATE. f : ﬁ: :

LIQUIDATE:
This instrumers has been preaudiced In the masner
PAY soaired by O Schoal Bl iad Fescal Conil Act




PRINTED PURCHASE ORDERS

REGISTERED E-PROCUREMENT VENDORS

1. Only the three color (Pink/Blue/Gold) purchase order File Copies will be printed.

2. Registered E-Procurement Vendors will automatically receive an electronic Purchase Order .
via the Statewide E-Procurement System when the PO has been printed, therefore no white copy will be printed.

3. The “Pink/Blue/Gold” purchase order “File Copies” will be processed and filed.
NOTE: DO NOT DUPLICATE THIS PROCESS BY SENDING A HARD COPY OF THE PURCHASE ORDER TO

THE VENDOR

JAC Kh()‘\l\]l I F '\H" 28541-0099
(010]45‘—22]] FAX (910) 455-1965

@V ONSLOW COUNTY SCHOOLS

I" E-Procurement Purchase Order - File caﬁf i I

TO: 102632 560179995 SHIP TO:

CLARK SPORT‘I.NG GOODS
‘m.mr‘i s

FAYE‘J ll"\c'lLL.h NC' .!3301

DATE sf18fo6 REQUISITION X / M FORD

RECEIVING REPORT
PURCHASE ORDER

THIS NUMBER MUST APPEAR O% ALL |

<57ODD 608714 g

DNSLO‘H COUNTY SCHOOLS

ER / FURCHASING DEPT

CENT]
200 BROADHURST ROAD
JACKSONVILLE, NC 28540
DANNY

SHEDARD

SHIP DATE 6/01/06

QUANTITY DESCRIFTION

2. 5400 36.{ 412.820. BAD DD
S BQUL 6
50.00 EA

SPORT!
PEEFREN'CK OUOTB #M‘H 16
ADDTIONAL LINE COMMENTS
CAN BE PLACED ON

AS MANY AS

FOR ALL

INFORMATION NEEDED

TO COMPLETE

TH'.B l"LI'RC‘HASE

Canmod\r_ dee 805 00
60.00 EA ENTER

ITE‘!Q DES(.'RIE‘TIONS

Commodity Code: 805-00

DISL'OLI'NT.J WlL.L. ES AX.L‘I Ab PB L\MLD
PLEASE INVOICE IN TRIPLICATE

;}(OH:{NG PURCHASE ORDER NUMBER ON ALL

CDPILG [NCLUDR 7.0% N(‘ SJ\L,BS TAX

DISCOUNT

UNIT COST AMOUNT

11.00
1.06000 50.00

1.0000 60.00

0.00
TAXES g.03
FREIGHT 0.00
DISCOUNT 11.00

TOTAL 138.03
............

ILLINGS: INVOICES MUST BE IN TRIPLICATE. PURCHASE ORDER
NUMBER MUST APPEAR ON ALL INVOICES ANDON EACH PACKAGE

MATERIALS RECEIVED AND CHECKED BY

DATE: _  DATE
LIQUIDATE;

PAY:

gﬁgﬁ‘ﬁ

This sty w‘!"!l reaudited m
reauired by the Schoa m..J o od Fiscal

The entire 11-digit purchase
order number is indicated
in the top right corner.



PRINTED PURCHASE ORDERS

SPECIAL INSTRUCTIONS FOR PURCHASE ORDER WITH “ATTACHED SHEETS”

1. ALL Registered E-Procurement Vendor Blanket Orders with “attached sheets” are to be submitted to the vendor using the
following steps:

a. Complete the E-Procurement PO Attachment Form
PO NUMBERS: All Registered E-Procurement VVendors will receive an 11 digit PO number via the Statewide

E-Procurement System. The PO’s for our district will always be “67000_ . The last 6 digits on the form is
for the PO number from the SunPac Purchasing System. (Example: PO # 600250 would be E-Procurement PO #
67000600250).

b. Mail or fax the completed “E-Procurement PO Attachment Form” and the “attached sheets” to the vendor.

NOTE: When the vendor receives the blanket order via the Statewide E-Procurement System, our statement
“ATTACHED SHEETS WILL BE MAILED OR FAXED?” lets the vendor know how they will receive the

entire order.

ONSLOW COUNTY SCHOOLS
2100 BROADHURST ROAD
JACKSONVILLE, NC 28540
PHONE: (910) 455-2211 FAX: (910) 4551965

E-PROCUREMENT PO ATTACHMENT FORM

paTE
rosvamen: 8T 000 _ _ _ _ _ _ ewoxesvumes
frrieretrydufiaptetrry
VENDOR ¥AMI FAX NUMBER
ATTENTION

MESSACE:

THE PURCHASE ORDER REFERENCED ABOVE HAS ALREADY BEEN SENT
TOYOUR COMPANY ELECTRONICALLY YIA THE STATE OF NORTH
CAROLINA'S E-PROCUREMENT SYSTEM.

ON THAT ORDER. IT WAS INDICATED THAT AN ATTACHMENT WOULD
FOLLOW BY MAIL OR FAX.

PLEASE ACCEPT AND PROCESS THE ATTACHED SHEETS FOR THE
PURCHASE ORDER NUMBER REFERENCED ABOVE.

nnnnnnnnn
Jrsm—




