THEMIS

Components of a printed purchase order

Following approval, a purchase order will automatically print to the default printer of the department buyer (creator of
purchase order). The example below highlights the main components of the printed purchase order.

PURCHASE ORDER Deliver To
NUMBER Asia Institute o
202095 University of Melbourme
i Sidney Myer Asia Cenfre - Bldg No 158
AEN Details Gate 4, Cnr Swanston St & Monash Rd
84 002705224 Level 2, room 241, 3010
Please ensure the above Purchase Order Deliver To: POLLY, ESTER b
MNumber is ;
quoted on ALL Invoices, Delivery Dockets and Buyer: OFFICER18 THE UNIVERSITY OF
Email: MELB RNE
Issue Date 14-MAR-2008 Phone: Fax: 03 9349 4870 OU
Delivery Date: Page: 1 of 1
Supplier Bill To
MUSEUM VICTORIA Asia Institute
FINAMCE DEFARTMENT University of Melbourne
PO BOX GGGE Sidney Myer Asia Centre - Bldg No 138
MELBOURNE WIC 3001 o Gate 4, Cnr Swanston St & Monash Rd
CONTACT: THERESA GREEM Level 2, room 241, 3010
PHONE: () 9320 1234 FAX : 9320 5000
LINE DESCRIPTION o QTY uoMm |UNITSvALUE| diEa”
1 woolly mammoth for departmental foyer 1.00 Each 1,250,000 1,250.00

°AUD Australian Dollar

Special Instructions: TOTAL $ GST TOTAL § ORDER
woolly mammoth for departmental foyer (Incl. GST)

125.00 1,375.00

Approved By
University of Melbourne Authorised Officer

LARJ FROMAGE

1 Purchase Order Number — automatically generated by Themis once you successfully save the purchase order.
2 Deliver To, Delivery Date and Bill To information — comes from the Header information.

Note: if your delivery details (including phone/fax numbers) are incorrect contact the Themis Service Desk.
3 Supplier Phone/Fax numbers — linked to the supplier details in the Accounts Payables module.

Note: please contact Accounts Payable Supplier Maintenance for changes/updates to these details.

4 Line / Note to Supplier information — line 1 description is populated from the purchase order line description (up to 400
characters). This may be extended by completing the Note to Supplier field in the More tab (refer to the Creating a
purchase order in Themis reference card for details).

Note: the amount in the Unit $ Value field should be entered as the GST exclusive amount.

5 Special Instructions - line 1 is populated from the description entered in the purchase order Header (35 characters
only), line 2 may be entered from Optional Attachments > Short Text entry.

6 The currency in which the purchase order has been created.
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