
Edmunds Manual
General Rules

EVERYTHING IN EDMUNDS MUST BE IN ALL CAPITAL LETTERS

New Vendors MUST be submitted to Purchasing. 

Questions??? Call Purchasing

Welcome to the wonderful world of PaperlessPurchasing…
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Basic Terms:
*For further clarification, consult “Accounting and Purchasing Policy Manual.”*

New Blanket Purchase Order:  IF you do not have a quote, but you do have an estimate of anticipated spending amount, you set 
aside the money for the Vendor.
• “Encumbrance”:  No copies are sent to Vendor.  Partial is sent to Vendor for signature.
• Signature on File: The white and yellow copies are mailed to the Vendor.  The Vendor signs and returns the yellow copy.  The 

yellow copy is kept on file.  Subsequent partials made under this do not require a signature by the Vendor.  In place of Vendor 
signature it must be written “Signature on File.”

Purchase Order: After requisition has been approved, it becomes a Purchase Order.
• White Copy: Vendor Copy 
• Yellow Copy: Vendor Must Sign
• Pink Copy: Department Copy
• Gold Copy:  Treasury Copy
• Green Copy:  Purchasing Copy

3 Quote:  When Purchase is over $6,000.00, a minimum of three quotes must be obtained.

Requisition:  Setting aside/requesting money for a purchase.

Please note:  For Blanket (Signature on File) Encumbrances, White Copy and Yellow Copy are mailed to Vendor.
All Departments will receive Pink Copy for Recordkeeping.
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Sign into Edmunds:
 Enter Your User Id
 Enter Your Password
 Select OK
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Changing Your Password:
 File
 Change Password

 Enter Current Password
 Enter New Password
 Confirm New Password
 Select Submit
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Before Entering a Requisition, you MUST have the following information:

 Vendor Name and Information
 Account Number(s) Used for the Purchase
 St. Contract No. (Is your Requisition a NON-BID, (3 PART) QUOTE, BID?)
 P.O. Type (Is your Requisition an Encumbrance/Blanket or a One Time Purchase?)

 If your Requisition is NOT an Encumbrance/Blanket, you MUST have your Department Head/Supervisor write on the Quote 
the Account Number that you are to use. She/he must also sign and date the Quote (Per “Accounting and Purchasing Manual”)

 If you have any questions, do not hesitate to contact Purchasing!!!



Entering a Requisition:
 Finance
 A/P
 Purchase Requisition
 Select Requisition Maintenance
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Entering a Requisition:

 Select Add
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Entering a Requisition:

 Add Record box will pop up.  
 Select OK
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Entering a Requisition:
 Req. Date will show current date.
 Descript MUST be completed.  Use a brief description and your department.

 For example:  CHEMICALS – DPW
 F.O.B. MUST be completed. This field designates Freight Charges.  (Bids are always “Destination.”)
 P.O. Type 

 For One Time Purchase – Leave Blank
 For Encumbrance and Blanket PO – Select New Blanket

 Supply Contract
 Enter Township of Wayne Contract Number 

10



Entering a Requisition:

 Enter the number for the Vendor.
 *If you do not know the Vendor number, begin typing the Name. Then select             and select the correct Vendor.
 *If you do not see the Vendor you need, contact Purchasing.
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Entering a Requisition:
 St. Contract No. Enter one of the following:

 NON BID
 QUOTE (Used for 3 part Quote)
 BID #____
 RFP #____
 STB #____
 MCCPC #____
 RESO ______
 *If another, you MUST check with Purchasing!
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Entering a Requisition:
 Ship to Enter your Department number and then TAB

 *If you do not know your Department Number, press            All Departments will be listed. 
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Entering a Requisition:
 Page 2 (Used only for 3 PART QUOTE)
 Enter the Vendor ID number.

 *If you do not know the Vendor number, begin typing the Name. Then select             and select the correct Vendor.
 *If you do not see the Vendor you need, contact Purchasing.

 Quote Enter Amount
 You MUST enter all quotes, even if $0.00
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Entering a Requisition:
 Select Save
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Entering a Requisition:
 Select Line Item
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Entering a Requisition:
 Select Add
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Entering a Requisition:
 Select Line Item
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Entering a Requisition:
 Description (Detailed Item Information; Match Quote as closely as possible)

 Enter in ALL INFORMATION
 Part/Item/Product #
 Detailed Product Description
 *If you run out of space, Select Notes
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Entering a Requisition:
 Notes:
 This is a continuation of Description from Line Item Maintenance
 Continue Item Description
 When complete select Done
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Entering a Requisition:
 Charge to:

 Enter in account number of the account you want to use for this purchase.
 **Blanket or Encumbrance – Use Account Number only ONE time (Can use multiple accounts, but each only 

once.)

 Quantity
 Enter in the quantity of the item(s)

 **Blanket or Encumbrance - Quantity MUST be 1.
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Entering a Requisition:
 U. Measure:

 Enter Unit of Measure of the Quantity 
 Examples:  LS – Lump Sum; EA – Each; GAL – Gallon

 Purch Type: 
 Drop Down Options:

 State –State Contract/Bid, Co-Op Bid
 Bid – Township of Wayne Bid, Township of Wayne RFP, Pay to Play, Special Wayne Resolution
 Other – NON-BID, Quote, Three Part Quote
 Exempt – DO NOT USE

22



Entering a Requisition:
 Unit Price – Enter price of Item
 Based on the Quantity and the Unit Price, Item Total will auto-calculate. 

 Select Save
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Entering a Requisition:
 IF you need to add another line item, select Add
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Entering a Requisition:
 You can copy the previous line item’s information by checking the Duplicate previous line 

item box
 Select OK
 Enter Information as Explained in the Previous Slides
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Entering a Requisition:
 After entering the last line item, further information is required.
 You MUST include any and all of this information:

 Quote Number
 Quote Date
 Resolution Number
 If New Blanket Purchase Order Signature on File write: BLANKET PO
 If New Blanket Purchase Order “Encumbrance” NOT to be mailed write:  ENCUMBRANCE ONLY
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Entering a Requisition:
 When All Information is Complete, Select Save
 Select Yes
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Entering a Requisition:
 When All Information is Complete, Select Close
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Entering a Requisition:
 You MUST attach your back up scanned paperwork to your Requisition.
 At this point, there are two possible procedures.
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Entering a Requisition:
 Procedure #1 (If not using Procedure #1, Skip to Page 33)
 Select 
 Select Attach File….
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Entering a Requisition:
 Go to the location of the file that you would like to attach.
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Entering a Requisition:
 Select the File.
 Select Attach
 (Proceed to Page 34)
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 Entering a Requisition:
 Procedure #2
 Load Paperwork into Personal Scanner, Select 
 Scan Paperwork Directly into Edmunds 



 Entering a Requisition:
 Attached Scanned Items MUST Be Named; You can name them as you choose. Some suggestions:

 PO # TABULATIONS
 PO# QUOTE
 PO # PROPOSAL
 PO # EMAIL
 PO # LETTER
 QUOTE #

 Select OK
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Entering a Requisition:
 Select Close
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Entering a Requisition:
 The Green         indicates that you have attachments.
 Select Close
 Write the Requisition Number in Pencil on Any Back Up Paperwork (Quote, Proposal, etc. and Send to Purchasing.)
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Before Entering a Partial, you MUST have the following information:

 Encumbrance/Blanket Purchase Order Number
 Invoice

 If you have any questions, do not hesitate to contact Purchasing!!!



Entering a Partial Payment:

 Finance
 A/P
 Purchase Order
 Purchase Order Maintenance
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Entering a Partial Payment:
 Enter the Number of Purchase Order
 Select “Enter” Button on your keyboard
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Entering a Partial Payment:
 Select Line Item
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Entering a Partial Payment:
 Using the Arrows, find the Blanket Control for the line item which you will use to make a 

payment.
 Make sure you are selecting the correct account number.
 Select Add
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Entering a Partial Payment:
 You can copy the previous line item’s information by checking the Duplicate previous line 

item box
 Select OK
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Entering a Partial Payment:
 Enter the Release Number (Release Number = Partial Number)
 Enter the Due Date (Select “Tab” on your Keyboard)
 Enter Description (Detailed Item Information; Match Invoice as closely as possible)

 Enter in ALL INFORMATION
 Part/Item/Product #
 Detailed Product Description
 *If you run out of space, Select Notes
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Entering a Partial Payment:
 Charge to:

 Confirm that you have the correct account number.
 U. Measure:

 Enter Unit of Measure of the Quantity 
 Examples:  LS – Lump Sum; EA – Each; GAL – Gallon

 Purch Type: 
 Drop Down Options:

 State –State Contract/Bid, Co-Op Bid
 Bid – Township of Wayne Bid, Township of Wayne RFP, Pay to Play, Special Wayne Resolution
 Other – NON-BID, Quote, Three Part Quote
 Exempt – DO NOT USE

 Quantity
 Enter in the quantity of the item(s)

 Unit Price – Enter price of Item
 Based on the Quantity and the Unit Price
 Item Total will auto-calculate.

 Select Save
 If Done, Page 47
 If more Items, proceed to next page.
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Entering a Partial Payment:
 IF you need to add another line item, select Add

45



Entering a Partial Payment:
 You can copy the previous line item’s information by checking the Duplicate previous line 

item box
 Select OK
 Page 43 (The Release Number and Date WILL NOT Change)
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Entering a Partial Payment:
 After entering the last line item, further information is required.
 You MUST include any and all of this information:
 Invoice Number
 Invoice Date
 Resolution Number
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Entering a Partial Payment:
 When All Information is Complete, Select Save
 Select Yes
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Entering a Partial Payment:
 Select Close
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Entering a Partial Payment:
 Select Print
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Entering a Partial Payment:
 Enter in the Blanket Release Number
 Select OK

• White Copy: Vendor Copy 
• Yellow Copy: Vendor Must Sign Partial (Unless you have Signature on File); After Vendor 

and Department Head Sign, Send with Initialed Invoice and Packing Slip to Purchasing
• Pink Copy: Department Copy
• Green Copy:  Purchasing Copy
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Procedure Prior to Sending Complete Packet to Purchasing:

*** It is VERY IMPORTANT that your Complete Packet:
 Use ONLY ONE staple
 Yellow Copies - Staple in the Middle of the Left Hand Side of the Edge of the Page
 Handwritten Notes Only Allowed in Large, Center Box (Do Not Write In ANY Other Areas)
 Stamp(s) Only Allowed in Large, Center
 Department Head Signature Must NOT EXCEED Box
 No Highlighting

Your complete packet should consist of:
 Yellow Voucher (Signed by Vendor and Department Head/Supervisor)
 Original Quote (As Applicable)
 Original Invoice
 Original Packing Slip (As Applicable)
 Original Prevailing Wage Documents (As Applicable)
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Your Personal Filing System:
It is Strongly Recommended that You Scan your Documents as Paperless Back Up. 
You May Name Them as Appropriate.
The Only Document Required to be Scanned and Attached in Edmunds is the Original Quote.

Documents you May Want to Scan:
 Yellow Voucher (Signed by Vendor and Department Head/Supervisor)
 Original Packing Slip
 Original Invoice
 Any Back Up Paperwork

Laserfiche is now available to ALL USERS of Edmunds.
Laserfiche Purchase Orders Copies Will Include:
 Yellow Voucher (Signed by Vendor and Department Head/Supervisor)
 Original Quote (As Applicable)
 Original Invoice
 Original Packing Slip (As Applicable)
 Gold Voucher
 Check Number
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How To Use Laserfiche:

 Open Software by Double Clicking on the Laserfiche Desktop Shortcut.  

 Under Available Repositories Highlight Wayne and Hit the OPEN Button.

 Under Laserfiche Repositories, expand Wayne and highlight TOWNSHIP.

 From the tool bar, click on the Search Pane icon.
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How To Use Laserfiche:

 Click the Arrow on the Left of Customize Search and Verify that Field is the Only Option Selected. 
 Select Close
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How To Use Laserfiche:
 Make sure that Search by Template Is Selected and Choose Purchase Orders from the Dropdown Menu. You May Now 

Lookup POs by the Fields Listed Above. 

 You May Search Using:
 PO Number
 Vendor Number
 Finance Document Type

 Purchase Order
 Capital Purchase Order

 Check #
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How To Use Laserfiche:

 Having Trouble? Advanced search options – Wildcards.   


