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State of Kansas

Modifying PO Email & Fax Destinations

Statewide Management, Accounting and Reporting Tool

Date Created:

August 2, 2010

Version:

1.1

Last Updated Date:

December 17, 2012

Purpose:

This job aid explains how to modify email and fax destinations for
Purchase Orders.

The State is using a product called Open Text by Merkur to modify
recipient destination information and to monitor dispatch status of
emailed and faxed purchase orders. Users will click on Merkur
Delivery Information link to modify a recipient’s delivery
information, such as fax number or email address. Once the PO has
been dispatched, the fax or email delivery status will be displayed
as well.

Background:

The Merkur Delivery Information page replaces the delivered
SMART recipient destination modification page.

1.1 | Navigation:

Purchasing > Purchase Orders > Add/Update POs > Find an Existing
Value, click on the Merkur Delivery Information link on the
Maintain Purchase Order main page.

1.2 | Scroll to the right on
the page to view the
Merkur Delivery
Information link.

GMART

Maintain Purchase Order
Purchase Order

e 1730 PO Status et
Poi: nea Bugget S
Copy From: - [ ok From Furthes Processing

*PO Date: 08002010
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The Merkur Delivery
Information page is
also available by
clicking the Header
Details from the PO
main page and then
clicking on the
Merkur Delivery
Information link.

GMART

< Purchase Orders

> StageiSource Requests |

b Acknowledgements

b Manage Change Orders

b Reconcile POs

b Review PO Information

b Reports

> Budget Year End
Processing

- Add/Update Express
POs

— ADDrove Amounts

- Approve ChartFields

- Resene PO IDs
B =

- Approve Amounts

~ Approve ChartFields

- Resene PO IDs

- Resene PO Ds

- - Maintain Distributions

~ Dispatch POs

~ Verfy Dacument
Tolerance

— Budget Check
— Entry Event Request
ders

b Receipts
b Return To Vendor

Maintain Purchase Order

Home | Workist

PO Header Details

unit: 17300 POID:
PO Details

Vendor:

*PO Type: [eEn @

“Billing Location: |BA17300 QU Billing Address

Origin: [Ta

Currency Code:
Rate Date: 06/30/2010

Rate Type: GRRNT

USD Q. Exchange Rate Detail

NEXT Vendor:

PO Date 06/2012010
Budget Status: Not Chikd
[“TaxExempt  ID: [KSK8Q27101
Letter of Credit ID: [ A

T

Base Currency: usD

Exchange Rate: 1.00000000

Process Control Option

b Procurement Cards required for | Notrequired > Accounting Date: 08302010 [
b Supplier Schedules . . y o ]
[y Dispatch Method: | || Merkur Delivery ¥ Template: [STANDARD | Q
[ Inventory
> eProcurement OK ‘ Cancel ‘ Refresh ‘
D Services
[ Sourcing
L Engingerin: A\

Ll

NOTE (1):

Buyers will use the Merkur Document Delivery link to modify the
fax or email value that is pulled from the Vendor file OR add fax or
email destination information when the information does not exist

in the Vendor file. The fax or email value is to be entered in the

Destination box in the Dest #: 1 field. If using a dispatch method of
fax or email, Buyers should ALWAYS validate that the PO contains

the correct address for where the PO should be sent. It may be

possible that the email or fax value is noted on a different address
in the Vendor file. Buyers may wish to review information under

each address to identify the correct location.

1.4 To Cha nge the Maintain Purchase Order
Purchase Order
address on the PO, .
. Uni; 17300 PO Status: Open
click on the Vendor POID: NET Budget Status:  Not Chicd
Detalls I|nk Copy From: [ Hold From Further Processing
*PO Date: 08/02/2010 Vendor Search
Vendor [Enwvisioni-oo1 @, [Vendor Details |
*Vendor ID: (0000046348 . ENVISION INDUSTRIES INC Receipt Status: Not Recvd
“Buyer: DADOARH C Angela R Hoobler “Dispatch Method:
PO Reference: |
1.5 The |0C3t|0n, Maintain Purchase Order

address, contact or
salesperson may be
changed on the PO
by clicking on the
lookup icons. The
Show Details buttons
will display the
values for the values
chosen.

Salesperson:

Unit: 17300 POID: NEXT
Location: 001 Q

Address: 1 Q  Show Address Details
Contact: < Show Contact Details

1, Show Salesperson Details

Country: USA United States
Address 1: ‘2301SWA\TERST
Address 2: ‘
Address 3: ‘
City: WICHITA
County: Postal:
state: KS @ kansas
OK | Cancel | Refresh ‘

Vendor Details -- ENVISION INDUSTRIES INC

Vendor:  ENVISIONI-001

Vendor Information

Terms: 00 @, Due Immediately

Vendor Details Message

Prefix; 316

Fax: 267-0559

Prefix: 316

Phone: 267-2244
G7213-4819

NOTE(2):

The email value does not display on this page; rather, the value
may be found in the Vendor file or navigating to the Merkur

Delivery Information link to see whether an email value populates.
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NOTE (3):

The Buyer may enter additional information for the Vendor in the
“Att:” field. For Fax recipients, this information will generate and
appear on a separate fax cover page. For email recipients, the

“Att:” information will appear in the email body.

1.6 | Additional CMART oW Wi
destination values = Purtnzse Oaers .
b Stage/Source Requests
may be entered by & Wanags onange Ordars | Document Delivery
> Reconcile POs
clicking the plus Sign Eggggg{:\r;:r:ahun ng PO Number:NEXT
for each additional - Eiogte erress ol
value. (T |
*ﬁ% Dest# 1 ‘ Status: PENDING I=
T Bdpas To
s ]
— Budget Check Tracking: Delivery PENDING
— Entry Event Request
- Srszls BJEE?;;:[\’S oK Cancel Refresh
- Elﬂeclws Datsa U’OH PO
NOTE (4): The delivery status on the Merkur Delivery Information page may
take 10-15 minutes to reflect the updated status.
1.7 | If a Purchase Order Document Delivery
needs to be resent to Unit: 17300 PO Number:0000000288
a vendor and the PO Delivery Heading
status is Dispatched From: lennfer ) Saer
the Buyer mUSt add'a Subject:|F'0 Mumber 0000000288
new Destination by = =3
clicking the plUS Sign. Dest#: 1 Status: FAILED
The new or corrected To:
address must then § k‘_‘“i
racking: Delivery to gas.email@da.ks.gov. FAILED on 2010-07-29 14:50:01
be added. Once the
—
Buyer saves the PO, @ |?a5zg® Status: PENDING e
a help dESk ticket T |.»‘\N\XTER|NC
must be submitted o
requesting a PO to Tracking: Delivery PENDING
be re-dispatched. ok | cancel | Refresh
The help desk ticket
needs to include the
BU and PO ID.
NOTE (5): When Purchase Orders are dispatched to a vendor via email, the

vendors will receive an email from KS Purchasing — SMART System.
The actual email address will be “donotreply@da.ks.gov”. The e-
mail content will advise the vendor to not reply to this address, but
to contact the buyer noted on the Purchase Order. Agencies may
wish to convey to their vendors that email will be generated from

this email address.
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