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1  Introduction 

1.1 Course Goals 
The goals for this course are for you to: 

 
¶ Become familiar with the characteristics and uses of the Advantage Financial 

Procurement Purchase Order reference tables 

¶ Become familiar with the characteristics and uses of the Advantage Financial 
Procurement Purchase Order & Service Contract documents 

¶ Become familiar with how to delete, modify Purchase Orders and Service Contracts. 

¶ Become familiar with the characteristics and uses of the Advantage Financial 
Procurement Purchase Order Inquiries 

¶ Become familiar with Document Approval and Workflow Processing 

¶ Become familiar with how to attach and view attached documents 

1.2 Course Overview 
This course covers the following: 

¶ Reference Tables 

¶ Purchase Order Document Entry 

¶ Service Contract Document Entry 

¶ Receiver Document Entry 

¶ Document Deletion 

¶ Document Modifications 

¶ Workflow and Approval Routing 

¶ Inquiries 
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2 Procurement Reference Tables  

2.1 Commodity Table (COMM) 
This page enables you to setup and maintain commodity codes.  Commodity codes 
allow you to categorize, identify, and track purchases and consumption information. 
  
The Commodity table has Class, Item, Group and Detail fields that are used to create 
the structure of the commodity codes 
 
To add a commodity code, click Insert and complete the following sections: 

2.1.1  General Information 
A commodity code can be up to 14 characters long and can be alphanumeric.  If 
the Structured Commodity option is checked, then the Class field must have 3 
digits and the Item and Group fields must have two digits.   
 
If Structured Commodity option is chosen, a Class/Item combination must be created 
before it can be used in combination with the Group field.  Likewise, a Class/Item/Group 
combination must be created before they can be used in conjunction with a Detail field. 
 
Enter the following information: 

1.  Class ï Up to 3 digits 
2.  Item ï Up to 2 digits 
3.  Group ï Up to 2 digits 
4.  Detail ï Up to 7 digits 
5.  Name and/or description of the commodity 
6.  Category- Not a required field  
6.  Be sure that Active is checked to enable the commodity 
7.  Click the Structured Commodity box if you desire a structured commodity 

(see descriptions above) 
8.  If 3 Way Match is set up, select óOrder-Receipt-Invoiceô for the Match 

 Indicator 
9. Commodity key words can be added to aid in searching for commodities  

 in the Keyword Search field 

2.1.2  General Options 
Additional information regarding the commodity may be specified in this section.  
Check those that apply: 
 
Fixed Assets ï If this is checked, fixed asset documents will be automatically 
generated when a procurement document is created.  Also, additional rules may be 
established on the CFAT table. 
 
Inventory -   If an item is an inventory item, check this box. 
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Master Agreement ï This cannot be checked here, but will be automatically checked if 
this commodity is issued on a Master Agreement. 

 
The remaining check boxes are not used (Buysense, Freight, Surplus and Class Item 
in Grouping). 
 

 
 

 

2.1.3  Specifications/Instructions 
1. If the commodity code is hazardous, you may wish to check the MSDS 

Required (Material Safety and Data Sheet) box.  If this is checked, you will 
have to verify on the Receiver that the MSDS has been received. 

2. If it is desired to print the Specifications on Awards, check this box. 
3. The following fields can be utilized, however they are not currently being 

printed on any document: 
a. Specifications 
b. Other Instructions 
c. Handling Instructions 

 4. Click Save 
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2.2 Condition (COND) 
This page enables you to define a set of condition codes to be recorded on Receiver and 
Invoice documents.  These codes are used to track vendor performance and are required 
when ordered amounts do not equal what was received or invoiced. 
  
Each condition code is assigned one of three Condition Types: Overage, Underage, or 
N/A. 
  
A condition code with a Condition Type of Overage can only be used when the received 
or invoiced amounts are greater than what was ordered. 
  
A condition code with a Condition Type of Underage can only be used when the received 
or invoiced amounts are less than what was ordered. 
  
A condition code with a Condition Type of N/A can be used when either an Overage or 
Underage situation does not apply. 
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2.3 Country (CTRY) 
This page allows you to establish and maintain individual country records. You can 
indicate whether county, state/province, and zip/postal code information is required for 
each country and if the country name should be used in the printed mailing address. This 
page also stores the telephone-dialing prefix for each country. One country may be 
selected as the default country for all new records on address and location information 
pages.  In addition, this page allows for the standardization of the country code used in 
AMS Advantage to an ISO standard Country code value that is recognized in third party 
communications. 
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2.4 County ï Address Information (CTY) 
This page allows you to establish and maintain county records. You define the county 
code, name, and state the county is located in.  You can also indicate whether the county 
name should be used in the printed mailing address. One county can be selected as the 
default county for all new records on address and location information pages. 
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2.5 Free on Board Table (FRBD) 
This page allow you to establish and maintain Free on Board shipping and delivery terms.  
The terms indicate who has title and is responsible for the goods should there be a 
problem in transit. 
 
FOB Destination = Seller has title until the goods are delivered to the Buyer.  Freight 
Prepaid = Seller pays the shipping charges. 
 
FOB Shipping Point = Buyer takes ownership of the goods when they leave the Sellerôs 
location.  Freight Prepaid = Seller pays the shipping charges. 

 

 
 

 

 


















































































































































