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SUBJECT

Date

YARDI VOYAGER PROCEDURES MANUAL

APPROVING PURCHASE ORDERS

08-01-23

PURPOSE: Approve Purchase of Goods/Services

PREPARED BY: SM or DM

WHEN PREPARED: PRIOR to Service being provided or Goods being ordered

Approving a Purchase Order
From Roles — Select PO Dashboard
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» Payables

October 2018

I Tionday] Tassday] Wednesday| Thursday] Fridar| Sst/5un|
october 25 30 31 November 1 2 E)

4

5 § 7 0 s 10

V-440
Last Printed 07/21/23




No. V-440
Page 2 of 5

SUBJECT Date

YARDI VOYAGER PROCEDURES MANUAL
08-01-23

APPROVING PURCHASE ORDERS

While on the PO Dashboard, go to Workflow Dashboard

YARDIVOYAGER Site Search
_ PO Dashboard -aaS Messages m
n DAfichase Order Dashboard Functions +

» Roles 3
+ Workflow Dashboard M Ordered .Date | |ﬁ To ‘ |E Not Received Partially Received Received

Unit sch. Delivery | |ﬁ To ‘ |E
» Receive PO PO Ak, Del T

. Delive o

@ @

Pay Account Payment Due | |@ To ‘ |M Eully Paid Partially Paid UnPaid

Batch Name Required Date | |ﬁ To ‘ |E

Open POs Yes w| Close Date |ﬁ To ‘ |E

Requested By Expense Type ~

Item Type Workflow ~ — Clear

Inv. Location Status i

Svec Contract
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< >

V-440
Last Printed 07/21/23



No. V-440
Page 3 of 5

SUBJECT Date
YARDI VOYAGER PROCEDURES MANUAL

08-01-23

APPROVING PURCHASE ORDERS

LS 2 hitps://www.yardiaspld.com/726875 O ~ @ € | @ vardi Systems, Inc. - Workdl...

9% o . Accounting a Authorize.Net Welcome ¢/? DocuPhase ¥ FFI Bank a Fifth Third Direct https--joneslanglasalle fic... Paychex Flex ,*, RealPage m Suggested Sites = a Voyager

YARDIVOYAGER Site Search
I - vocrioerd | Soxs Mo e
n Workflow Manager Dashboard A
Object Type Purchase Order ﬂ Property Preferred Approver  []
» Roles WorkFlow Payee Order By Current Step ||
» Workflow Dashboard Werkflow Status InProgress M 1 Order ascending V]
) Re - WorkFlow Ste Invoice #
celve Workflow Date Range m m PO# To
1 User
Display Post Clear
Workflows ; ;
2 Next Step ﬂ Set Selegfd  Set all Clear Selected Clear all
N Current Step y PO Prev. Step Notes Next Steps Approval Notes Payee
Reimburse-DM Review 104 ﬂ Kim Kelber
Standard-DM Review 108 [~] HD Supply
Standard-DM Review 105 ﬂ Aldon's Heating & Air Cond)
Standard-DM Review 107 [v] Indoff - Allied Appliance
Standard-DM Review 111 [v] HD Supply
< v
£ >

(1) Click on to show all of the Purchase Orders awaiting your approval

(2) Current Step; Shows the name of the workflow and the step the approval process is in.

(3) PO; Click on the hyperlink to open up the PO to view the details, attachments & memos

The approver will view the details on the Purchase Order to know what is being requested.
The approver will confirm any necessary attachments are attached (such as a quote).
The approver will review any memos on the Purchase Order.

The approver will then determine if the Purchase Order is to be Rejected, sent to Corporate Review
(if the workflow requires) or Approve.
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APPROVING PURCHASE ORDERS

LS 2 hitps://www.yardiaspld.com/726875 O ~ @ € | @ vardi Systems, Inc. - Workdl...

9% o . Accounting a Authorize.Net Welcome ¢/? DocuPhase ¥ FFI Bank a Fifth Third Direct https--joneslanglasalle fic... Paychex Flex ,*, RealPage m Suggested Sites = a Voyager

YARDIVOYAGER Site Search
I - oochboard  SaaS Messages (© -]
n Workflow Manager Dashboard A
Object Type Purchase Order Property Preferred Approver  []
» Roles WorkFlow Payee Order By Current Step
+ Workflow Dashboard Workflow Status InProgress Iob Order Ascending
) re ro WorkFlow Step Invoice =
celve Workflow Date Range m m PO# To
User
Display Post Clear
Workflows
Next Step Set Selected  Set All Clear Selected Clear All /
Current Step PO Prev. Step Notes Next Steps Approval Notes Payee
Reimburse-DM Review 104 Kim Kelber
- Reject
Standard-DM Review 108 Approved HD Supply
Standard-DM Review 105 E Aldon's Heating & Air Cond)
Standard-DM Review 107 Indoff - Allied Appliance
Standard-DM Review 111 HD Supply
< v
£ >

(4) Next Steps; Click on the drop down to see what next steps are available to select from. The
selection is based on the type of workflow

In this example, the DM can Reject or Approve this Purchase Order

Once the Next Step has been selelcted, the approver must scroll all the way to the right of the screen
to also Select the Purchase Order
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APPROVING PURCHASE ORDERS

© Yorai ystems, Inc.- Workdl

%5 . Accounting &) Authorize Net Welcome ¢ DocuPhsse (@) FFlBank ) Fifth Third Direct ] itps-—jonestanglasallfic... (@) PaychexFlex ,*, RealPage. [8 Suggested Sites v &) Voyager (3 Vardi Client Central

YARDIVOYAGER Site Search
I ¢o o:chboord  Soas Messages o -]
A
Preferred Approver  []
» Roles Order By
» Workflow Dashbosrd order
» Receive PO
Transaction Created
lext Steps Approval Notes Payee Property Prop. Desc Amount | TEnSCton | over Budget By Notes Expense Type = Select
v Kim Kelber 80 Greenleaf Gardens [ 284.85| 0.00| Expense Kkelber 5
v HD Supply. 80 Greenleaf Gardens 1 753.50 0.00) Supplier Kkelber ad
v ‘Aldon's Heating & Air Conditioning 81 | Greenleaf Gardens 1T 400.00| 0.00] onsite Kheelber O
v Indoff - Allied Appliance 80 Greenleaf Gardens [ 1,056.67| 0.00) Reserves Kkelber m]
2 HD Supply 8 | Greenleaf Gardens | 625.00) 0.0 Supplier Keelber O
3,120.0]
> Vv
< b

(5) Select the Purchase Order you have assigned the Next Step

LS 2 hitps://www.yardiaspld.com/726875 O ~ @ € | @ vardi Systems, Inc. - Workdl...

9% o . Accounting a Authorize.Net Welcome ¢/? DocuPhase (€% FFI Bank a Fifth Third Direct https--joneslanglasalle fic... Paychex Flex ,*, RealPage m Suggested Sites = a Voyager

YARDIVOYAGER Site Search

_ PO Dashboard SaaS Messages m
n Workflow Manager Dashboard

~
Object Type Purchase Order ~ Property Preferred Approver  []
» Roles WorkFlow Payee Order By Current Step
» Workflow Dashboard Workflow Status InProgress M dob | Order
) re ro WorkFlow Step Invoice %
ceivE Workflow Date Range m ﬁ PO# To
User |
Display Post Clear
Workflows 6

. Next Step Set Selected  Set All Clear Selected Clear All

Current Step PO Prev. Step Notes Next Steps Approval Notes Payee
Reimburse-DM Review 104 Kim Kelber
. Reject
Standard-DM Review 108 Approved HD Supply

Standard-DM Review
Standard-DM Review

H
B
[<]

Aldon's Heating & Air Cond)

H
3
<]

Indoff - Allied Appliance

Standard-DM Review 111 HD Supply
< W
< >

(6) Scroll back to the left and click on to process your Next Step.
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