Charter Schools Office
Certifying Purchase Orders in FAMIS
December 2012



Below are step-by-step instructions on how to certify a Purchase Order (PO). This should be done for EACH PO, once the items have been received. Certifying the PO facilitates payment to vendors. If payment is not made to the vendor through the FAMIS system, vendors will be referred directly to the school for alternate form of payment. 


Step 1: Log into FAMIS (please refer to NYSTL Allocation Memo for information about logging on, gaining accounts, etc.)

Step 2: Click on Inquiry
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Step 3: Click on Document Inquiry
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Step 4: Enter in your Document number (the PO number, which will start with WR). Click Inquire.

Please note that the suffix “01” or “02” at the end of the PO number must be entered into the 2nd, smaller box. 
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Step 5: Click Certify Document
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Step 5 (Continued): Certify
[image: ]

Choose Received in Full, Partially Received, or Not Received. If partially received, you will be asked to fill in the quantity received. 

Enter in the date the materials were received, and the name of who examined the materials.

Press Save.

Repeat this process for all PO’s created during the fiscal year. 

Step 6: Please mail a copy of all certified invoices to: 
NYC Department of Education 
Attention: Office of Payable Operations 
65 Court Street 
Room 1502 
Brooklyn, NY 11201 

Please make sure you keep a copy of the invoice for your records. Please do not send copies of invoices to our office.

2

image4.png
ocument Inquiry - Windows Internet Explorer provided by DIIT - LAN Services &l

ohscusstsncesszosayss [ae] B[99 [ [ 9 cooae 28

Fle Edt View Favortes Took Help

o Favortes | @ Document Tnuiy [

D @ v ragee ey~ Toos- @-

Document Inquiry

R Purchasing ] Payments R Roproval R nquiry R eaianons & Home 1@ Helo | 84 Losoft

© Document # O check # O contract # O 1nvoice #

This document was rolled into the next fiscal year. Click Here to display the rolled balances.

Document #: [WR1245837 01 ][] [Tnaure | @ [Prior] [Next] [Viewnotepad
Posted By: BROWNTSEHAIA Posted Date: 04/18/2011 Postad Time: 11120 am
Fscal Years 2011 Contract =: 7000842 Trans Code: 302
Third party Vendor e — Hold Chaci Indicator:
Vendor #: PRE105000 01 Vendor Name: PEARSON EDUCATION, INC. e Descs ECATALOGHITEN-
oRtven
e Cont/Chack =: 7000642 [ Chack Fes Bank #1
Inveice Dat Inveice
Quick Coda: 84002125 Object Code: 0337 Location Code: Ks38
Actty Code: 0000 Program Reporting Code:
Start Date: 04/13/2011 e Date: 04/15/2011 Uons 474
Cort. 1nc.: ot Received [Cartfy Domament]  Cert. Amount: WA
View Dtais View Surmimary | BoskBate Paried  T/C Doumanilie:  ChedkWe:  Bapkie: Dus Dafe  Descistion  Amaut
Origmal At 5 2.035.70
Kijustments: £ 203870
Caidatons: o0
s .00
s .00
Doclnary. spPortalession=a0kSc SSiceSS205cE5 15900 T Sl a -] R -

W@MWW Intermet D2 wndows .. +] @3 Miarosoft 0., (& Merosot Excel.. [QYIEI R K 11143 am





image5.png
/€ Document Details - Windows Internet Explorer provided by NYC DOE

Princp Publckept i dark ab. n Report -

Web Certification

A Purchasing / Payments A Miscallaneous
View Items

Document # Fiscal Year Change Notice Encumbered Amount  Balance Rec. Amount Prior Rec. Report

2012 27218 5000 5000 eceived in Full

um Qty Ordered  Prior QY Recaiv X et Amount Order
022841385 K GRADE 5 STUDENT 2 o e s1.468.50
— MACHILLA A { LOOK BUILDING SKILLS g, o .

022840133 MACHILL A { LOOK BUILDING SKILLS ¢,
501380083 cea 3 A N- GRADE 5 iseess

Hamber O Tent(s): y s272168 su7210

Recalculate

mments and feedback (maximum 800 characters) Received Date Examined By

’—_H— I
=

“ Back To Document Inquiry

I
FfffffWW!ﬁ

ft Off...~|| & 2 Internet Exp... = [ 4 Microsoft Off. ~| B8 2 adobe





image1.png
ortal - Main

findows Internet

xplorer provided by ervices

G" < [ aps: dFoforms.mycenet edul <o) e g ol o S e 50 P Googe (o
Fle Edt Vew Favortes Tods el
e Faventes |7, pota e T ) @ v Page Sefetyr Tookv @
Department of FAMIS
Education

[CI8 117

A Purchasing / Payments
o Adjustments & Payments
© Cert. Of Delivery

© Core Curriculum

o Courier: Special Delivery
© Financial Processing

© Mtac

© Non-List Requisition

© PA/PTA Grant Program

© Pre-Encumbrance

© Procurement Card

Mayor's Office | DO | DOE Email | Personnel Directory.

Welcome, PRICE,LAURIE Edit Profil | Sign Out

FAMIS News!

~*Famis News™"

1/13: Due To City Maintenance Famis Will Be Unavailsble At 6:00 Prm.
Error-Free Transactions Will Post Once The City System Resumes.

* Fy2012 () 01 2012 For Input, 07 2012 (Fiscal Period) For Inquiry.
* Fy2011 13 2011 For Inquiry Famis@Schools.Nyc. Gov For Assistance ™

1/13/2012 11:43:05 AM

A Other Links

FY11 school ordaring

deadlines

FAMIS Guide

FAMIS FAQ's

School Procurament

Invoicing

w-s

oFo.

Burchasing fievs.

« Purchasing Please Click On The Brosdcast Message On The Let Side For DetalBroadast Message.
« Report Card Ordering o0t Home
- swe
Poral teve U
« Voucher
v Approval Students
——
- Parens
piscella Wi marere @ | approval @ | Centicaton o bevery %)
achers
Posted 2 H Awaiting My Approval 7 ‘ Paid But Uncertified = || "
JSerp— 0| bendinn work ordere 0| paymens pencinn -
Giocaiirae: G maom -

W (©2 Marosoito,

(592 Widows

] @3 mirosote 0., mirosot el @/@gg! 1143aM





image2.png
ortal - Main - Windows Internet Explorer provided by ervices

r < [ aps: dFoforms.mycenet edul <o) e g ol o S e 50

D oo B

Fle Edt View Favortes Took Help

i Favorites [ 7 Portal- i [ ] 1 @ v Page- Safety- Toos- @+
Department of FAMIS
Education
Mayor's Office | DOE | DOE Email | Personnel Directory 1/13/2012 11:44:20 AM
©1% @ Welcome, PRICE,LAURIE EditProfe | Sign Out
A Other Links
. FAMIS News!
 Purchasing / Payments S p—
~ Approval “*Fammis News"™* deadiines
 tnquiey
uide
= Document Inquiry 1/13: Due To City Maintenance Famis Will Be Unavailable At 6:00 Pm. FAmIS &
Error-Free Transactions WillPost Once The City System Resumes.
o Open Document Inquiry. Famis FAQ's

© Spending Plan Inquiry
School Procurament
© Vendor Inquiry

Inveicing
 Miscellaneous
w-s
* Fy2012 (ar) 01 2012 For Input, 07 2012 (Fiscel Period) For Inquiry
* Fy2011 13 2011 For Inquiry Famis@Schools.Nyc. Gov For Assistance ™ oro

Please Click On The Broadcast Message On The Left Side For Detail Broadcast Message. Purchasing iz

00¢ Home
Poral teve U
Stusents
Parens
Wi marere @ | approval @ | Centicaton o bevery %)
Teachers
Posted 2 H Awaiting My Approval 7 ‘ Paid But Uncertified =
JSerp— 0| bendinn work ordere 0| paymens pencinn -
Giocaiirae: G maom -

D2 widows ..+ @3 Mirosoft 0., (] Mirosoft Excl @@ggg‘mw ;





image3.png
Go-

| 8] https: dfoforms.nycenet.edu/DOCINGUIR Y/Doclnuiry.aspx7PortalSession=abkScusstsincess20sciss [we] @

P coode

28

Fle Edt View Favortes Took Help

i Favorkes | @ Dacument nquiry

D @ v ragee ey~ Toos- @-

Document Inquiry

X Purchasing / Payments

© Document #

Postad By
Fiscal vaar:
Third Party Vendor:
Vndor =1

Doc Refaranc

Invoics Date:
Quick Cod
Activity Code:
Start Date:
Cert. tnd.:

A Approval

View Detals | View Summary | Boat Date

A Tnquiry. X Wiscallaneous
O check # O contract # O 1nvoice #
Document #: Tare] F  [eror] [ie
Postad Dats: Postad Time:
Contract =1 Trans Code:

Single Chack Paymant:
Vandor Name:

Cont/Chack

Chack Fa=

Hold Chack Indicator:
Trans Dasc:
Bank =1

@ ome |G Helo | G4 Locoft

Invoics =1
Object Code: Location Code:
Program Reporting Coda:
End Dats: voa:
Cert. Amount:
Bariod  T/C Documentiio.  Checks. Bankiio. DusDafs Descition  Ameunt

L tocalinranet

T~

] @3 mirosote 0., mirosot el

@/ D 1A





