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PO Approval Tips

 Always use your worklist to Approve PO’sAlways use your worklist to Approve PO s

 Navigate FIN Worklist
Or

C CT Fi i l W kli W kli Core-CT Financials > Worklist > Worklist



 Additional Users can be added to the Workflow

PO Approval Tips

Additional Users can be added to the Workflow

 An inserted Approver must approve the PO before the next approver can 
take action

 An inserted Reviewer is for reference only, the next approver may approve 
without the reviewer taking any action



PO Approval Tips

 Approve – Click to Approve the Order

 Hold – Places the PO on hold – Only You can take it off Hold – No other 
user in the Worklist can take any action!user in the Worklist can take any action!

 Deny – Terminates the Workflow and sends the PO back to the Buyer’s 
Worklist

 Pushback – Sends the PO one level Back 



Using the Copy Feature

 Make life easier on yourself – Copy

N E i d C d PO’ i b i d Non-Expired Contracts and PO’s in any status may be copied

 Make sure you verify all the information and update the changes you 
need to makeneed to make



Purchase Order End Dates

PO Obligation End Date

 The default value if nothing is entered is the end of the current fiscal g
year (06/30/2015)

 The End date represents the full term of the Purchase Order – if the PO 
will last longer than the fiscal year it must be changed to reflect thatwill last longer than the fiscal year, it must be changed to reflect that 
date

 If the PO is associated to a Contract, the end date should match the end 
date of the Contract, when applicable, based on the purchase



Procurement Contract End Dates

 Contract Expire Date Contract Expire Date

 If there is a change to the end date of a Contract, a new version of the 
contract must be created



Reporting
 Procurement Contracts > Reports 



Reporting
 Purchasing > Purchase Orders > Reports 



Reporting
 Purchasing > Receipts > Reports 



ReportingFrom the Core-CT website: 
You can view a list of 
Reports and EPM queriesReports and EPM queries



From the Core-CT website: 
Y i li f

Reporting
You can view a list of 
purchasing/contracting 
Reports 

Click on the Hyperlink to 
open Instructions on how 
to run the report and a 
sample of what the datasample of what the data 
looks like.

When running reports it is g p
better to use more limits 
to prevent excessively 
large reports that will bog 
down the system!down the system!



Reporting
 Procurement Contracts > Reports > Flexible Contract Procurement



Reporting



Reporting
 Purchasing > Purchase Orders > Reports > Listings



Reporting



Training

New users contact your agency training registration contact toNew users contact your agency training registration contact to 
place you on a training wait list

http://www.core-ct.state.ct.us/training/g

Try the UPK training tool

Review the module’s job aids

http://www core-ct state ct us/financials/http://www.core ct.state.ct.us/financials/



Any Questions?

http://footprints.ct.gov/footprints

Help Desk telephone: 860-622-2300


