C.A.RE.

INPUTTING PURCHASE BOLD ITEMS REQUIRED !!!!!!

(REMEMBER NEVER USE BACK and FORWARD ARROWS at top of page)

1. Select Transaction Management tab

2. Select your account (probably only one)

3. Select transaction Log (Do not use TRANS ACTIONS tab it is much slower)

4. Select Log Detail tab

 Use calendar to put in transaction date (date order made)

-Merchant Name
-Transaction amount Note: Must be full amount of all items including shipping and handling

· Don’t use FREIGHT Amount We don’t pay freight separately

· Requestor name – Not Yours

· Trans- method – select one

      -     In Comments put additional info Telephone needs person and phone number

· Source Currency of course US Dollars (Type a “u” and US Dollars will come up)

· Don’t worry about Source Amount that is used overseas

· AUTHORIZATION Number – optional for your section’s tracking number for purchases

· Vendor Order Number – You can input the authorization number the vendor gets from bank or the vendor tracking number

· OTHER – Mandatory information goes here, like CSRD number, HAZMO,

· AF 332 number, etc

· SHIP TO – If other than your own shipping address.

· COMMENTS – As above phone # and who you spoke to; also any pertinent information if questions come up (changes made to order, follow-up calls, any tracking (audit trail) info) ALWAYS include date.

5. At this point you can either select the tab SAVE LOG and move on to input Log Line Item Detail OR GO Log Line Item Detail (This is preferred – easier)
6. Select Log Line Item Detail (LLID) and input:

· Input Quantity of first item

· Unit of Measure

· Item Description

· Unit Price

· Comments if needed     Hit ENTER and repeat these five steps for each item

NOTE: If making changes to LLID entry, update will appear vs entry, then repeat #6

7. ****MUST RETURN TO LOG DETAIL to save entries.  Save Entry by clicking on Save Log again.

NOTE: REMEMBER you’ll need to go in and put a received date in the Log Detail when its received. 

