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PO321 Job Aid
Modifying Purchase Order

Email and Fax Destinations 
Modifying Purchase Order Email and Fax Destinations and Viewing PO Destination Dispatch Status.

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 Document delivery page replaces the delivered SMART recipient destination modification page.
Menu Path
Purchasing > Purchase Orders > Find an Existing Value, click on the “Merkur Delivery Information” link on the Maintain Purchase Order main page. 
Scroll to the right on the page to view the Merkur Delivery Information link.  See screenshot below with link circled in red.
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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.
[image: image2.png]GMAR

< Purchase Orders
b Stage/Source Requests
b Acknowledgements
b Manage Change Orders
b Reconcile POS
b Review PO Information
b Reports
b Budget Year End

Processing

- Ad/Update Express

~ Approve Amounts

- Approve ChartFields

- Resene PO Ds
Fos

— Add/Update POS

~ Approve Amounts
- Approve ChartFields
- Resene PO Ds
- Resene PO IDs
- Waintain Distibutions
- Dispatch POs
- Verify Document
Tolerance
- Budaet Check
- Entry Event Request
- Create Backorders
- Approval Workliow
- Effective Dated UOM PO
Update
b Receipts
© Return To Vendor
© Procurement Cards.
b Supplier Schedules.
b Analyze Procurement
b Inventory
1 eProcurement
> Senices Procurement

b Sourcing
> Engineering

Maintain Purchase Order

PO Header Details

une s eom ned Vendor:
Vendor: PO Date: 06/30/2010

*PO Type: [GEN @ Budget Status: Not Chkd

*Billing Location: |BA17300 Q  Billing Address | Tax Exempt. D:  |KSK8Q27101

Origin: [a Letter of Credit ID: %

Curre

Currency Code:  [USD Q  Exchange Rate Detail ‘Base Currency: usD
Rate Date: 0853012010 Exchange Rate: 1.00000000
Rate Type: CRRNT

Control Option

[T rccommnas. 03302010 9

“Method: || erkur Delivery Informationy Template: [STANDARD |Q





Resolution Procedure
Instead of using the delivered destination modification process under the Header Details, users will use the Merkur Document Delivery link to modify or add fax or email destination information.  The modified fax or email value is to be entered in the Destinations box in the 
Dest #: 1 field.  Additional destination values may be entered by clicking the plus sign for each additional value; see screen shot below.
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