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SUBJECT Date

YARDI VOYAGER PROCEDURES MANUAL
08-01-23
ATTACHMENTS & MEMOS

75 Vardi systems, Inc. - Pur

Purchase Order 114 Data/Reports ~ Jump To o
Vendor hd D Attachment rder [v]

sc =

HD Supply o Memo
" Receive PO 4 2
Vendor Info Re  audit History !

cle Quick Email
[ PO Receipt History

Expense Type  Supplier To

Payment Due =

Approvals
Last Received

Workflow Standarc
From Date - ’”f’jd [~]
o Date Status Complete
Description Current Step Approved
Next Step ~
Hotes
Navigation
Save New Print Help Delete
Details General Info Addresses Workflow Approvers

More Details | | Change Order || Check Budget || Distribute | | Search Supplier

Property Unit Item Type Description GL Account GL Account Description QtyOrd | Unit Price | Base Total | Amount | Balance Qty are Status Pzt"::"e pel

Posted | Remaining | Received | Received
80 5081 ms Maintenance Supplies | 6020 Maint Supplies 72.2600) 1.00 72.26 72.26 Open O

1) [Data/Reports| The drop down displays additional functions

(2) Attachment; Allows you to attach documents to the Purchase Order

(3) Memo; Allows you add detailed Memos about the Purchase Order

To Attach documents, click on the Attachment link
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ATTACHMENTS
Attachments

Available Attachments for Purchase Order: 114

Sort By: - Order: Ascending -

Attachment Secure Detach |

File Attachment Upload

Select up to 3 files to upload and attach

Zi7 Browse...

Browse...

Click on (5) to browse out to the location of your document you are needing to attach.
Your pdf files are located on your desktop as outline in Procedure V-405.
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File Attachment Upload

Select up to 3 files to upload and attach

IC:‘\.Users\wmyers‘\[!e.sktop“.foyag er DocumentsiVendors\HD Supp Browse...

Browse...
Browse...

The path to your document is now listed. You can add up to 2 more documents on a single
upload by clicking on the next to select the next file.

Click on (6) to upload the pdf file.

File Attachment Upload

Select up to 3 files to upload and attach

Successfully uploaded as PO114_5465485. pdf {

Browse...

Browse...

Browse...

After the is completed you will receive a message of “Successfully uploaded as”

followed by the name of your pdf file (7)
Click on (8) to close the window.
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"~ Vardi Systems, Inc. - Attachments - Internet Explore

Attachments

Available Attachments for Purchase Order: 114

s | Order: Ascending | W Go

Description Date Attachment
d ||P0114_546485.pdf 10/29/2018 | PO114 546485.pdf

The pdf is now attached. You can click on the hyperlink (9) to open the Attachment to confirm
you uploaded the correct file.

The Description field (10) duplicates the name of the Attachment. The description can be
changed if you want to identify the attachment further. If you change the name of the
Description, it will not change the name of your Attachment.

(1) Type; You MUST select the Type that identifies the attachment.
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Correspondence

Invoice

Invoice Final 1 1
Quote

U-16¢ Service Schedule

Save Close. Add Upload

(11) Type;

Page 5 of 9
SUBJECT Date
YARDI VOYAGER PROCEDURES MANUAL
08-01-23
ATTACHMENTS & MEMOS

[ Yardi Systems, Inc. - Attachments - Work - Microsoft Edge — (u] X

() https//www.yardiasp14.com/72687flynnmgmt/Pages/SysAttachmentView.aspx?iType=26&hRecord=114 A
Attachments

Available Attachments for Purchase Order: 114

Sort By: « |Order: [ Ascending ~ Go

Type Description Date Secure | Detach
v [Po 114 2899.pdf ]| 03/08/2019| PO 114 2899.pdf O
1

Correspondence — Used to identify the attachment as additional information relating to the

purchase order.

Invoice — Used to identify the attachment is an invoice but, you are expecting more invoices.

This invoice is not the last invoice you expect to receive for the Purchase Order.

Invoice Final — Used to identify the attachment is the FINAL invoice for this Purchase Order.

Quote — Used to identify the attachment is a Quote

U-16¢ — Used to identify the attachment is the completed U-16c that MUST be attached with
your monthly lawn service submissions.

Once the Type is selected, click on (12) to save your changes then on (13) to close

the window.
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Purchase Order 114 Data/Reports ~ Jump To o
Vend d D
ender hd " Attachments (1) L |
sd
HD Supply o L=
" Receive PO 14
Vendor Info Re  audit History
cle Quick Email
[ PO Receipt History
Expense Type  Supplier To
Payment Due
! 2] Approvals
Last Received ok
orkflow Standar
From Date — frjd
To Date Status Completes
Deseription Current Step. Approved
Next Step ~
Hotes
Navigation -
Save New Print tielo Deiete
Details General Info Addresses Workflow Approvers
More Details | | Change Order || Check Budget || Distribule | | Search Supplier
Property Ttem Type Description GLAccount | GL Account Description Qty Ord | Unit Price | Base Total ‘;';"’“"‘I R:;':i':‘(i:g mi‘,"'ve all Pgt";:’y'e Del
80 Maintenance Supplies | 6020 Maint Supplies O
< 2> v

(14) Data/Reports) When viewing your Purchase Order, you will now see the number of
Attachments listed in parenthesis that have been attached to the purchase order

MEMOS

(15) Memo; Allows you to add detailed Memos about the Purchase Order. Memos are used to
communicate with accounting regarding the purchase order status.
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Memo Information

Memos for Purchase Order: 114

Date | Type | Status Notes
Date 10/29/2018 Show on Calendar [

Time 12:48 PM
Type

Status Memo
Result

[cll<]i<]l<|zm

Agents Emplovee kkelber

Motes

Second shipment will be coming on PO 115 1 6

All of the fields default with you as the Employee.

Enter the Memo that you want to include for this Purchase Order

Click on (16) on to save your changes.
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Memo Information

Memos for Purchase Order: 114

[ Date | Type | status | Notes |
10/29/2018 Memo Second shipment will be coming on PO 115 |

Date [to/2s/z018 [ER ow on Calendar ]
Time 12:48 PM

Type [~ Property

Status Memo v Unit

Result - Unit Type

Agents Emploves Kkelber

Motes

Second shipment will be coming of

Once Saved, the updated note will also appear at the top of the screen.
Click on (17) @ to add additional memos to the Purchase Order.

Whenever your Final Invoice is less that the value of the PO, always add a memo of “Invoice
less than PO” to notify accounting to manually close the PO once vouchered.
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SUBJECT

Date

YARDI VOYAGER PROCEDURES MANUAL

ATTACHMENTS & MEMOS

08-01-23

Purchase Order 114 Data/Reports ~ Jump To o
Vendor hd B attachments (1) rder |E I h—
sc
< et = 18
" Receive PO '
Wendor Info Re Audit History 3 ]
cl{  Quick Email i)
Expense Type  Supplier To
P t Dy
ayment Due = Approvals
Last Received p—
oridlow Standarc <
From Date - ’”f’jd [~]
o Date Status Completes
Description Current Step Approved
Next Step ~
Motes
Navigation . o
Save New Print telo Defete
Details General Info Addresses Workflow Approvers
More Defais | | Change Order || Check Budget || Distiibute | | Scarch Supplies
| Property ‘ Unit ‘ Ttem Type | Description ‘ GL Account |  GL Account Description ‘ QtyOrd | Unit Price | Base Total ‘;’;‘;‘;’é‘ h'“i':‘(:lg Re&t.'(.e " Re'::f:g q  Status pg;'::“ Del
|ao ‘ 9081 ‘ ms | Maintenance Supplies ‘ 6020 | Maint Supplies ‘ 72.26(}ﬂ‘ 1 nn‘ 72 2s| 72.26| Open O
< > v

(18) iiata/Reports When viewing your Purchase Order, you will now see the number of Memos
listed in parenthesis that have been attached to the purchase order.
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