Copying FY 09-10 Blanket Purchase Orders as FY 10-11 BPO Documents


Please read all the instructions before starting to copy blankets.
There have been some changes since last year’s instruction.
To See a List of Your Department’s FY 09-10 Blankets
1.
Link to Screen 2456 Blanket Purchase Orders (BPOs) By Department Inquiry.
2. Enter your department code in the DEPARTMENT Field.  Then enter 7/1/09 as the “FROM” EXPIRE DATE and 7/2/10 as the ‘TO’ EXPIRE Date.

3. Press the ENTER key; the system will display a list of BPOs in Vendor Name sequence.

4. Locate and mark for selection with an “S”, the BPO you want to copy.

5. Press the F6 key to display the BPO on Screen 2342.

Once You Have a BPO to Copy on the PCHL2342 screen

1. Review the BPO, and verify that it is for the vendor and department you desire.

2. Verify that the F8 key displays “F8-COPY”; if the F8 key displays “F8-SEL TERMS” press the F11 key.  That will change the F8 key to be “F8-COPY.”
3. Position the cursor to the “EFFECTIVE DATE” field and change the date in this field to “07/01/2010.”  
4. Note:  Do not press the F10-SAVE key to save this date change!  You must simply type over the existing date.  
5. Then over-type over the “EXPIRATION DATE” field with the projected FY10-11 BPO Expiration Date.  The system requires that it be later than the EFFECTIVE DATE.

6. Note:  Do not press the F10-SAVE key to save this date change!   You must simply type over the existing date. 

7. Then enter “B” into the “COPY TYPE” field.  
8. Do not save the “B” either.  Simply have the new date fields and the new COPY TYPE on the screen.
9. Press the F8 key to copy the BPO

a. A message should display at the bottom of the screen, confirming that the BPO was successfully copied.  The message will inform you of the new BPO number.

b. The copy feature copies these screens

2342 Header

2348 Detail

2349 Blanket PO Schedule Detail

2341 Blanket Department Security

2343 Blanket Purchase Order Security (Users)
c. Because the new BPO is not posted, you can change most of the copied data.

d. Some of the fields you want to check for modification are:
(1) On Screen 2342 (Blanket Header)

· EFFECTIVE DATE

· EXPIRATION DATE

· DISCOUNT TERMS

· CONTRACT AMOUNT

· BPO TITLE (If the screen says CONVERTED BPO, be sure to change it.)

· BUYER ID (A buyer code is now required.  For departmental blankets use “N/A” for the buyer code since the buyer is not applicable in that case.)

(2) On Screen 2348 (Blanket Detail)

· COMMODITY CODE (Is this the most current code you can use?).  The list of commodity codes is posted in the Document Library in the “OCA—General Instructions” category:

http://mission.sfgov.org/doccenter/ByDept.aspx?S=0&T=tbd&K=X


· UNIT COST.  If there is an amount in this field, we recommend that you erase it and leave this field blank.  An amount in this field can cause unexpected problems on other documents.

(3) On Screen 2349 (Blanket Schedule Detail)

· ALL OVERRIDE Fields should be set to “Y”

(4) On Screen 2341 (BPO Department Security)

· Verify that the BPO ALLOCATION AMOUNT is still accurate
(5) On Screen 2343 (User Security)

· Verify that the CALL AUTHORIZATION AMOUNT still accurate

· Make sure all USER IDs are current
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