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Emailing Purchase Orders

Escape software supports emailing purchase orders to vendors. If the District is currently
using the "standard" purchase order, SCOE IT can turn on this functionality as soon as the
set up shown below is finished.

Update Vendor Record with Email Address .
B Quick Start
Go to Finance-Purchasing-Vendors e
e Enter Vendor Name 001 - ABC v
¢ OR Enter Yes Active field to Search for ALL & , s
Vendor Requisitions

% & - LRI Finance - Purchasing - Vendors

Search Ljst
5 Go Q Clear :j New L{ Favorites v

Search Criteria - Vendor .

B 1 - Vendor Information
Any Vendor Name
Vendor Name
Vendor Id
Sort Name
Federal Tax Id
State Tax Id or SSN
Tax Classification
Vendor Category
Active Yes

e From the list open the record

¢ Open line in Addresses

e Add Email Address or PO Email Address if different from PO Email
e Enter Yes in Email PO field

o Save/Close

69 Open i Mew B Ewpot W Delets [g Prev [ Newt & Save/Close K Cancel

B 1 - Address Information
Wendor Name Able Fence Company, Inc.
Address & Po Box 219
City Petaluma
State CA
Fip 945530219
County
Country
Contact Name
Email Address
PO Email Address 2 ablefence @gmail com
Yes
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Vendor Search

After Email added and Email PO? is set to Yes, you can search for all vendors with emails

e Section 2 — Vendor Address Information
e Enter Yes in Email PO? Field

UKW=l Finance - Purchasing - Vendors

Search Ljst
£33 Go Q Clear :j MNew u Favorites

Search Cnteria - Vendor .

E 1 - Vendor Information
Any Vendor Name
Vendor Name
Vendor Id
Sort Mame
Federal Tax Id
State Tax Id or SSN
Tax Classification
Vendor Cateqory
Active Yes
Online Shopping?
Comment
Created By
Create Date
EH 2 - Vendor Address Information
Name
Strest
City
State
Zip Code
Contact Name
Description
Email PO? Yes
AP Vendor ACH?
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Vendor Requisition Attachments

Additional information can be sent to the vendor by using the Attachment Tab

Go to Finance-Requisitions-Vendor Requisitions

e Click New to create a New Vendor Requisition

UKy -1e8 Finance - Requisitions - Vendor Requisitions

Search Ljst

¥ Go Q Clea Favorites w

Search Criteria - Vendor Requisition

B 1 - Requisition Information
Fiscal Year 2022 {2021/2022}
Department
Academic Department
Reference Mumber

e Enter Requisition criteria
e Enter the Order Type
e Blanket PO, Direct Payment, PO w/o Receiving or PO with Receiving

e [f PO with Receiving is selected, the items must be received in Receive PO
Items before the payment can be processed

Go to Finance-Purchasing-Receive PO Items

B 2 - Vendor Information
Order Type ‘ PO with Receiving
Onling Order &
Online Order Contact Description
Yendor Category
Yender 1d 2 000829 {Abc Scheool Specialty} ?::;E: Fo
Yendor Address Id 1 - —
Vendor Name 8 Abe School Specialty PO w/o Recaiving
Street Address & Po Box 369
City State Jip & Landisville, PA 17538

|
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e Enter Items

e Enter Accounts

e Open Attachment Tab

e Click New to add attachment; You have the option to include or not include
attachment when sending email to vendor

Requistion HFems  Accounts Payments OQuotes Approvals

on Attached File Type

Descrpti

e Use the Browse button in File to Attach field to locate file

Aszets

Received Info

Attachments

Motes  Histony

Received Via

e Many file types are allowed such as pdf, jpeg, word, excel, etc.

@ Mext

B 1 - Attachment

File to Attach %

Requisition ltems:11 Accounts:1 Payments Quotes Approvals:3 Assets Attachments® Potes History:9
C';l Cancel

email to vendor

Change “Include With Emailed PO”
to YES to include attachment in

File Type &
Description
Comment
Include With Emailed PO Yes /
A\ Attach file X
Look in: | | | TEST Email Attachmerts v @ &4 = E-
* MName ” Date modified Type
) " R19-00001 Mark West 6/14/2018 8:41 AM  Adobe Ac
Quickaccess =" 1500002 SCOE 6/15/2018 1211 PM  Adobe Ac
- =L R19-00003 Twin Hills 6/14/2018 10:59 AM  Adobe Ac
=L R19-00004 Old Adobe 9/27/2017 857 AM  Adobe Ac
Desktop 15 TEST Attachment Excel 6/15/2018 204 PM  Microsoft
x M= Test Attachment Word 5/21/2018 9:49 AM Microsoft
m
Libraries
This PC
) < >
File name: | e | Open
Metwork
Files of type: Al Files (" pdf; “jpa; "jpe; "jpeqg; “af; “png; "k ~ Cancel
[]0Open as read-only

Click on file in dialog
box then Click Open

to attach file

Save/Close or Submit

as usual
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Example List of Requisitions with Attachments

From the List you can click on the quick link in the Open Attachments column to view

attachments without having to open each requisition. =
& &) - LRI Finance - Requisitions - Vendor Requisitions
Search List
| Open :j MNew :,] Copy gExport - a - Tasks » |7 Grid

Reg# @  PO# | OmerType | ReqDate | TolalAmt  Oulstanding Comment Status Open Attachments

R22-00027 P22-00005 PO with Rece  5(17/2021 516.83 0.00 Planners for 4th, 5th, & 6th Complete 3 attachments available
R22-00028  P22-00178 PO with Rece  5/17/2021  2.308.70 0.00 4th & 5th books Complete 82 attachments available
R22-00029 P22-00006 PO with Rece  5(17/2021 74.04 74.04 Kinder FOSS Science Printed =6 attachments available
R22-00030  P22-00007 PO with Rece  5/18/2021 294 46 294 46 1st FOSS Science Printed &4 attachments available
R22-00031 P22-00008 PO with Rece  5/18/2021  1.169.51 0.00 LWT TK Complete @3 attachments available

e Click on the attachment you want to view

e Click OK to download and open

Open Attachrment X

Select an Attachment from the list to download and open.

Change notice {Change notice #1}

Change notice {Change notice #2}
Change notice {Change notice #3}

QK Cancel
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“Print” Original PO to Email or Print PO

You still have the option to Print or Email and still print a hard copy if needed

Fi _Purchasing-Pri iainal P
Go to Finance-Purchasing-Print Original POs Quick Start

e Click Go to get list of POs that need to be printed or emailed Activities
¢ Notice the Print Option depends on vendor setup
o Enter Email Only

pop Print Original POs

o Click Go
I IEW\-1e8 Finance - Purchasing - Print Original POs
Search

'GD Q Clear u Favorites =

Search Cntena -Vendor Requisibions for PO _ .

Department BUSIMNESS
Requisition Mumber Start

Requisition Number End

Buyer

WVendor Id

PO Mumber Start

PO Mumber End

Print Option 2

Prnint Option
Select the vendor PO print option for requisiians to Description =
list. Email Only

\\ Online Order Only
Print Only

e (o to Task to select Print or Email Forms
e POs that will be emailed will be listed

25 2 - LELEW\=IM Finance - Purchasing - Print Original POs

Search List
| Open lg Export Tasks ¥ (7 Grid

Re Preview Forms I ‘ Buyer ‘ Dateof PO On

‘ Print PO Copies
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e Can still print hard copy if needed

e Both Print Options will have the Authorized Signature. No more waiting for original
signature since it's already been approved electronically

Example PO with Authorized Signature

ABC PURCHASE ORDER
NO-  P22-00070
DATE 09M17/2021
SHIP TO:
Business Department ABC
1234 Happy Lane 1234 Happy Lane
Santa Rosa, CA 95403 Santa Rosa, CA 95403
(707) 524-8410 Fax (707) 524-8400
IMPORTANT INSTRUCTIONS TO VENDOR
ORDERED FROM: FAX: 1. Itemized INVOICES in Duplicate.
Office Depot : i 2. Enclose PACKING LIST with ALL shipments.
1ce Depo 3. No deviation in PRICE or SUBSTITUTION in kind permitted
PO Box 70025 4. All deliveries F.O.B. Destination unless otherwise specified. Iffreight
Los Angeles, CA 90074-0025 is to be charged, prepay, and add to invoice.
5. THE LAW REQUIRES MATERIAL SAFETY DATA SHEETS FOR
PRODUCTS ON THIS ORDER. PLEASE ENCLOSE WITH INVOICE.
6. Purchase order number must appear on packing slip.
ORDER LOCATION REQUISITIONER
1AVS - ABC Tracy Lehmann
DATE REQUIRED F.OB PAYMENT SHIP VIA BUYER
DESCRIPTION UNIT COST EXTENSION
1 1 EACH 2,000.00 $2,000.00
Order Sub-Tofal $2,000.00
Sales Tax .00
Shipping .00
Adjustment 00
Order Total $2,000.00
g
aCy. Latbmann
Page 1of 1 Vendor Authéfized Signature
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Receive PO Items

Go to Finance-Purchasing-Receive PO Items

¢ Enter Reference Number or Purchase Order Criteria for one or multiple POs
¢ [f all items received, change Receive All to Yes or leave as No if partially received
e Click Go to create a list of PO with items to receive

& 5 - LELEFA=-{M Finance - Purchasing - Receive PO Items
Receipts
Iy Go Q Clear -New L;“ Favorites QUiCk Start
E Beginning Req / PO Sequence ~ 039-ABC
Date Received 10/18/2021 rpi
Beginning Sequence i Peceive PO ltems
E Receipt # 1
Date Received 10/18/2021
Reference Number & R22-00023 {P22-00004. Vndr 095295-CPM EI
Receive All Mo

e Click in the Rcv Now field to indicate number of items recieved

& 5 - s EyA={ Finance - Purchasing - Receive PO Items

Receipts List
%Export i’Undelete Q Cancel All Tasks =
Req Number =~ PO Number VendorName  ltem Ordered  Received Rcv Now Date Rovd Result

= R22-00189 |- B22-00015 |- Creative Ceramic 10182021 =

e Go to Task to post Items

2 = - LELEFA-{ Finance - Purchasing - Receive PO Items

Receipts List
gExport i’UndeIete Q Cancel All Tasks «
RegqMNumber =~ PONumber | Vendor !mﬂl Received Rcv Now = Date Revd

= R22-00188 |- B22-00015 10/18/2021
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How to Create a Search Favorite

Go to Finance-Requisitions-Vendor Requisitions

e Enter Search criteria C te i+
e Click Go to create list reate ravorites

e If the results are as expected click on Favorites to Save Time
e Click on Manage to create favorite

=earch
g Go Eg Dear L.!’ Favortes *
Manage...

e Click +Add
e Name your favorite
e Auto Go means the search will automatically launch when favorite selected
e Default Favorite will be your default every time in the screen
o This can be helpful when in multiple fiscal years
Click Apply Change
Click Save

Manage Favorites - Vendor Requisitions >

Favorit
avomes Details

Auto Go Default Favorite

Login Auto Launch

){' Remave Replace

w1 Lndo ~w Redo Cancel Change Apply Change

Cancel Save

e Your Favorite is now available to select

. ¢ Favorites v
e Can make 20 Favorites per search or report

f1 Open Status
= f2 Submitted Status

i | Manage..
____________________________________________________________________________________________________________|
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Notifications Preferences and Proxy Setup

*Must be on Escape Home Page to setup

Go to Action — My Settings — Click on Notification Messages

é Escape Online 3 - TLEHMAMNM on Training
File Action Activity Help

2 Logoff Cirl=ShiftsL
LY 24 GoHome  Ctrl=Shift=H (> ~ Home Page

M ir Change Password Ctrl+5Shift+P

' Close Cirl<F4 | &% ChangePro Ctrl+Shift+E
- ) L —
Finaiice Motification Messages Ctrl+Shift+N >

— —
o ——

e Choose desired Notification Messages for each item
e Use drop down to select Message Center, Email or Both
e Default is Message Center Only setup in Org Record

Change Motification Settings for: TLEHMAMNN

Email Address: tlehmann@peth12.0rg

General Motffication Messages: | |

Report Notification Messages: [ Code Description

Approval Notification Messages: [ 1 Message Center Only
2 Email Onby
3 Email and Message Center

Cther Motification Messages: | |

Emor Motification Messages: | |

Change Cancel

Go to Action — My Settings — Click on Change Proxy Approver
If approver is out of office and Proxy Approver is needed:

e Type the Escape User ID or use the drop down menu to select the Proxy Approver
o Enter Expire Date: Usually date return to office

Change Proxy Approver for: TLEHMANN X
5
Enter Proxy Approver: | ‘ Ell
Enter Expire Date | ‘ Ell
| |
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