TABLE OF CONTENTS

OVERVIEW L.ttt ettt et s h ettt e bt e b e e atesbe et e e st e sbeenaeeneees 1
ON-LINE ACCOUNTS LOOKUP.....ccoeiiiiiiiiitieieeiesieete ettt ettt sttt 2
ACCESSING THE FINANCIAL 2000 SYSTEM ....coiiiiiiiiiieierieeeesiteeee et 4
PURCHASING 2000 .......cceiieteeiesieesieeiestteiteeetesteestesseesseessesseesesssesseesseassesseessesssesseessesssessesssessens 5
USER PREFERENCES
Changing Your PaSSWOTd .........ccociiiiiiiiiiiieeiiee ettt svee e e e seaeessaeeeeraeenenas 7
Forwarding Documents During Your ADSENCE ..........cccuveriierieeiiieniienieeiee e ereeeveeneee v 9
REQUISITION WORKFLOW ..ottt ettt sttt 11
ReqUISTHION Add ....ooueiiiiiiie ettt ettt et et 12
REQUISTHON SCIEEM ....eviiiiieiiieiieiteeei ettt ettt et e 13
VENAOT SCIEEIM ...ttt ettt ettt et e bttt e sab e et e e sbbeesbeessbeenbeesaeeenne 15
VENdOT SEATCH........eiiiiiiiiie ettt et 16
SRIPPING SCIEOM ...ttt ettt e e te et e st e e teessbeebeessseesseessseesseesssesnsaens 18
[tem ACCOUNTING SCIEEM.....ccuiiiiiieiieeiieiie ettt ettt ettt et e et e e saeenbeeseesnseenns 19
ACCOUNE SCIECH/SEATCH ...ttt e e e b e e e eaaeeeaaeeens 21
CRECK BAIANCE ......uveiiiiieeiee ettt ettt et e tae e et e e e ta e e eaaae e sabeeeenreeesnnae e e 22
ATACHIMENT ...ttt et sttt b e et ae e e 23
Send FOr APPIOVAl.......cocviiiiiieiieieeieeee ettt ettt ettt e esae e saessbeebeessseennaens 28
View APProval Path.........ccccooviiiiiiiiiiiicee et e e ees 30
Requisition SEArCh .........cocuiiiiiiiicie e e e 31
Requisition Log/Approval Trail Log ........ccceeriiiiiiiiiiieeeeetee e 33
RequUiSition APPIOVAL......cc.eiiiiiiiiiiieie ettt ettt 35
Budget REVIEW APPIOVET ....ccocuiiieiiieeiiie et eieeeeieeeeteeestteeestteeeseeeessaeessaeessseeensseeensseeanns 37
SENA MESSAZE. ... eeeuvieeieerieitieeiteeie et ettt ebeesteeebeestteesseesseessbeeseessseenseessseeseessseesseesssesnseens 38
Print REQUISTEION ...oouvieiiiiiiieiie ettt ettt sttt e st e esaeebeesnbeeseeenseenne 39
Print PUIChASE OTET ......oouiiiiiiiiiiiiieiieieeee et st 41
CREATE PURCHASE ORDER......cc.ociiiiiiiieieetet ettt sttt eaessaenneenne s 43
EMERGENCY PURCHASE ORDER .......ooiiiiiiiiieeeee ettt 45
PURCHASE ORDER WORKFLOW ....ccoiiiiiiiiiiiieiee ettt 47
Show Remaining Balance.............ooooiiiiiiiiiii e 48
Print PUIChASe OTET ......ocueiiiiiieiiiieiieeeeeee ettt 49
CHANGE ORDER WORKFLOW ..ottt sttt 51
Change Order Send FOr Approval ..........ccccoiiiiiiiiiiniiiececseeeeee e 53
VIEW Change OrdET ........cccuiieiiiieiiie ettt ettt e e tee e e te e e sveeesseeeebeeessseeesnseeensseeens 55
CRANGZE ACCOUNLES ....eeeuvvieeiiieeiieeeieeeeiteeeieeesteeestteeeseaeeesbaeensseeesseeesnseeessseeessseesnsseeensseennses 58
RECEIVING WORKFLOW ...ttt sttt sbe et s nae e e saeas 60
APPENDIX

TUNIES OF IMIEASUTE ...t mnenesenmsenmnmnnnnn 65






OVERVIEW

The new Financial 2000 Purchasing system has been developed and designed by our purchasing sub-
committee for our purchasing users. The sub-committee met on a regular basis and helped put together
needs and wants that they felt our existing system could not or did not presently provide them. With all
this information in hand, the new Purchasing 2000 was designed. The Purchasing 2000 system provides
all the flexibility and/or customization each district may need. The system is easy to use and has been
designed to accommodate basic Windows functionality within the programs making the system very user

friendly.

Each district can set-up configurations, rules, criteria, codes and descriptions that are district specific
demonstrating the flexibility of the system. The new Purchasing 2000 is the first to integrate into our
existing HP3000 system providing the missing link that was crucial in providing the ability to pre-
encumber at the requisition level. The Purchasing 2000 system provides the ability to enter requisitions
that are evaluated based on rules and criteria’s established by the district which will then pre-determine
the approval path that is needed.

The system provides the necessary tracking and audit trails. The system also provides a true Purchase
Order Change Order tracking which integrates with our existing Accounts Payable System on the

HP3000.

The following pages will provide a quick overview and helpful hints in accessing the new Purchasing

2000 system.
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ON-LINE ACCOUNTS LOOKUP

Before you create a purchase requisition you may want to view your budget before hand. The San
Bernardino Superintendent of Schools has a website where you can view your budget to check the
balance of your account(s). The following is the URL for Accounts Lookup that you can add to your

Favorites in your browser:

http://£2000.sbess.k12.ca.us/

a http://f2000.shess.k12.ca.us/ - Microsoft Internet Explorer provided by AT&T WorldNet Service

=] ]
J File Edit View Favorites Tools Help ‘
J daBack + = - (D i) | (Qi5earch (Gl Favorites £ #Histary | B S LE|
JAddress Ia it iF2 s.k12.ca.us)] j o Go “Links &]Customize Links & Fres Hotmall 4] Windows Media
Financial 2000 Home
‘
Financial2000 ‘Accolmts Lookup ' Downloads
#Note: Minimum resolution to view Financial 2000 screens is 300 x 600
-]
|&] pone [ | mkermer 4

Accounts Luukup Login

Login:"

Password:|
District:l
Fiseal ¥ear:{2003

Submit | Feset |

At the login screen enter the same login ID and password that you use to access Financial 2000. For

SBCCD, District is 72 and the Fiscal Year will always default to the current Fiscal Year.
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Accounts Lookup Criteria Selection

Fund (2)] Sort Columns:

LifeSpan (2)] N Bl

Site (2) 2)| =

Program (4) 3| =]

SubProgram (4)] 4| El

Object (4)] 5 =l
SubObject (2)]
Type (4}:|

Submit | Feset |

Fund LfSp Site Prog SubProg SubObj Type

00-00-00- DUDD—DDUD—UDUD 00-0000

At the criteria selection screen you can enter all or part of the account code structure of your budget. You
must enter information in at least of the fields of the account code structure of your budget. If you want
to enter a new set of criteria just click on the Back button of your browser to bring you back to the
Accounts Lookup Criteria Selection screen and click on Reset to clear the fields.
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ACCESSING THE FINANCIAL 2000 SYSTEM

The Financial 2000 Purchasing system can be accessed through an Internet browser. Internet Explorer is

widely used.

An appropriate IP address will have to be entered which will then allow access to the

Financial 2000 Directory.

File Edit “iew Go 'Window Help

| 4 ¥ 2 B/ a & & @
i Back Forweard Feload Haome Search  Metscape  Print Security Stop
A b Bookmarks A Netsite:[17230.1.4/ | 77 What's Related

ﬁlnstanlh‘lessage Internet D" Lookup D" MNewhCool Liquid tusic Ne

|»

* Minimum 800 X 600 Screen Resolution is required to view Financial 2000 screens
properly.

.

* Text Only Version of this page
=

=

|Document; Done

If using Netscape to access the Financial 2000 for the first time, a plug-in or download is required. The
system will prompt the user with instructions. This installation is only done once.

™
L | MNative Installations
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FINANCIAL 2000

The Netscape plug-in is used by districts that access Financial 2000 using a Citrix Plug in. Macintosh
users will use the Macintosh Client to install the Citrix Plug in.
The Native Installation is for districts that do not use Citrix and is for PC users only.

Once you have successfully installed the Netscape plug in you are ready to start working in Financial
2000. You can select Financial 2000 from the Financial 2000 Directory.

i’,’%Netscape
File Edt “iew Go Window Help

I S NP S ST = SR S |}
Back Forward  Reload Home Search  Metzcape Print Security Stop

3w Bookmaks B Metsits:[172307.4/ | @7 what's Related
' &\nslanlMessage Intemet @ Lookup @' MewiCool Liquid Music Ne

Financial 2000 Directory

# Minimum 500 X 600 Screen Resolution is required to view Financial 2000 screens

properly.
* Text Only Version of this page

|

=il |Document: Done

The user will have to enter a user name, password and the district number. The fiscal year will default to
the current fiscal year.

iy Financial 2000 -|O] =l

File  Application: Configuration Help

_»Qser name: Il District: I
Password: I Fizcal vear |2DD‘I

LCancel Help

F/Di 2001401 11/27/00 - &25PM 2

Current uzer: erude
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FINANCIAL 2000

Once you have successfully logged onto the Financial 2000 system, simply click on the
appropriate button or select from the menu bar.

& Financial 2000 [_[=7]x]

Financial 2000

Current user: admin 9/14/93 - 1079 AM

Purchazing
File “orkflow Configuration  Utilities  Help

The Purchasing 2000 system contains the following components: Requisition Workflow, Purchase Order
Workflow, Change Order Workflow and the Receiving Workflow. Based on the user’s application
access capabilities, the screen will only display the workflow icon the user has access to.
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Changing Your Password

Below are a couple of ways you can access the screen to change your password.

¢ Financial 2000

Fie Applications | Corfiguration et (1) 7| From the menu click on

Accaunt Access Groups: Configuration and select
: Lser Preferences

Application Access Group Configuration
System Configuration
Iser Configuration

| Curent user: amegowan Fr/Di 2003/72 10/3/2002 - 1127 &M

OR

¢ Financial 2000 =l |
[@Fnancialzooo R [ B

File Applications 'CDnF-igural;iu.;un I'-_Lelp

. Click this button to
@ 1 b saccess the User
- S —Preferences window

Financial 2000

e Fv/Di 2003/72 10/8/2002 - 126PM
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&% User Preferences - O] x|

Fonaard All Incoming Documents to; |m vI
Eram: |40/1 /2002 -]

Too i1 2002 ~|

Click on Change Password
Change Password | Mi—Prmom{DUtEon to get to the Changeyy,
- FPassword window

_inix)
Opginal Password: I - Enter your old

password

New Bassword | Enter your new
Confirm Password: | | password twice

oK r T Click OK when

you are done

Currently there are no restrictions to passwords, however, you should follow the standard rule and not use

spaces and special characters. After you have entered your new password you will receive confirmation
that your password has been successfully changed.

11/04/02



Forwarding Documents During Your Absence

For users who are designated as an approver of a requisition, you have the option to forward requisitions
to another manager who can approve requisitions on your behalf while you are out of the office.

ol

File Applications  Configuration ||—|eln

| Current user, amcgowar

Click this button to
access the User
Preferences window

Fr/Di 2003472 10/9/2002 - 1:26PM 2

i User Preferences

Forward All lncoming Documents b
Erom:
To

Change Password

4143001 -Director PDC
A248602-CHC IrestDegn
A25M02-CHC Pres
A250302-CHC VP Inst
A250502-CHC Ins Ser
A250801-CHC Dean Cou

PuhtEn-ml [AEEHI]?-I:HEDiEhD ~ Jfielp

— Click on drop down
:,'"-@*armw and scroll then
- select a position that

will approwe for you in
your absence

i."h User Preferences

Forward All Incoming Documents bo:
Erom:

To

Change Password | Piint Form |

|4250302-CHC VP Inst x|
10/21/2002 =

[ e

Enter a date range
that you will be out

|

|Cli|:k Ok when you

ok e

are dane
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Turn Forwarding Off

& User Preferences

Change Password |

Forward All Incoming Documents toc | 4050

Fra
Tor |AZ48602-CHC InstDsgn

Piirt Form |

&

AZS0102-CHC Pres

A2503202-CHC VP Inst
AZ50502-CHC Ins Ser
4250800 -CHC Dean Cou

4251307-CHC Dir Ch D~ JHelp |

Scroll to the top of
the list and select the
blank position

.':.; User Preferences

=] .5

Change Pazsword

Forward All Incoming Documents to: lm

Erarn |1w11;2nnz v|
To |1w11;2nnz v|

Prirt Farm |

Click OK when you

R

Il-"“l'-.znre done
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REOQUISITION WORKFLOW

Eile | “arkflow Configuration  Utlities  Help
Bequisition \warkFlow
Purchaze Order "W orkFlow
— Change Order *WorkFlow
Receiving WarkFlow

Send Mezzage

—

=1 Purchasing O] x|}

| File Workflowe Configuration  Ltilities  Help

A
| Fiequisition Warkflow|

To access the requisition workflow:
1. Select the Requisition Workflow option from the drop down menu by clicking on Workflow or
2. Click on the Requisition Workflow button.
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REQUISITION ADD

=1 Requisition WorkFlow

File Hequizition Utilities Send Meszage Help

=] B3
@ Requisition Warkflow Beq# | Dezcription | Feq Date | Fequestor | Location | Status | Wendar | Total ... I
=-%) Requisition Inbox
¥ For Review
P For spproval (1]

¥ ForP.0 Creation (2]
F For Quate/Bid

%) Requisition In-Process (3]
%) New Requisitions (1]
E-957 Templates

£ System Templates
T User Templates

4 |
| |

| Fr/Di 2001/01 11/27/00 - 3:51 PM

| Current user: aacosta

i
£
The requisition workflow displays separate folders that contain requisitions that a user can initiate or take

action upon. The number of requisitions associated with the action required is noted in parenthesis. The
Requisition In-Process folder will contain all of the requisitions entered by the requestor until the
requisitions have been approved by all the necessary approvers and have been created into a Purchase
Order.

=

Requisition WorkFlow

=] B3
File Hequizition Utilities Send Meszage Help
@ Requisition ‘w/ork flow Feg # | Diescription | Fieq Date | Fequestar | Location | Statuz | Wendor | TDM
=% Requisition Inbax
P For Review
F oy Approval (2]
P FurP.0 Creation (2)
For Quote/Bid
%) Requisition In-Process (4]
%) Mew Requisitions
=957 Templates
System Templates
£ Uszer Templates

— Add
Search

4 |
|

| Fr/Di: 2001/01 11/27/00 - 7.00 PM

| Current user: aacosta

Z
To add a requisition, highlight the New Requisition folder and then right click the mouse away from the

New Requisition folder to display available choices to the user based on their application access. From
the choices displayed, move the mouse to add and click.
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REQUISITION SCREEN

Mew Requizition Entry - 000037

endor 7]

1142700

Office Supplies
Feutorsr 3]
= 4. hoostd

Mot applicable |—

The requisition screen contains the basic information of the requisition. This information can be entered
by clicking the mouse on the designated field and typing in the information or by using the tab key to
move throughout the screen in order to get to the designated field for entry. Certain fields contain drop-
down lists that the user can select from. The codes are setup through a table which are maintained by the
district’s administrator and contain district specific data.

10/9/M

Office Supplies

Office Supplies D

Legislative Information
Planning & Developren
Frint Shop

Purchazing - 4595 Hallma
Risk M anagement
School Claims

The required fields on the requisition tab are: Numbering (If Manual numbering), Description,
Building/Department, Requestor’s name, Types of Goods and Services and Location. Otherwise the data
will pre-fill or default in based on the district’s set-up.

The annual requisition box, if checked, will roll a copy of the requisition into the new fiscal year for the
initiator of the requisition when the administrator performs the annual requisition roll.
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=1 Hew Requizition Entry - 000037 [_ O]
—_— Requizsition T Yendor T Shipping ]
Type: I‘Jendur j &nnual Requisition: [~ Status: |':'I3'E”
Mumber: IDDDDE? Cauze of Last Status Change: [F-quistion Created
Date: [11/27/00
Entered By:
Description:  |0ffice Supplies ﬂ R Iaacnsta
Requestor's Pogition: IHequisilioner j
ﬂ Requestar's Mame: I'.é.'_ Acnsta
Building/ . Type of Goods and _ _
Department; INDt applicable j Cemvices Office Suppliss j
Roorm; I Location; Computer supplies
Conference
Enrjtracts [
Purchaze Qrder Mumber: | Purchaze Order Date; m:gt IS
Item{Accounting | Attachments M otes | Log
QK Cancel

After all the information has been entered, it is suggested to click on the Save button to save your data. If
you click on the OK button, the system will save your information BUT will take you back out to the

requisition workflow screen. To enter vendor information, click on the vendor tab located at the top of
the screen.
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VENDOR SCREEN
f

Shipping ]

S uggested Yendar/Chahges:
3 =

R equisition T Vendor T

Number: — |000557-01

Mame:  [OFFICE DEPOT

Addigss 14 [ 24541 REDLANDS BLVD =l
Address 2 | Canfirnation Code: j
Address 3 | Sl Bidt

City: lm State: ID-_\_ Zip: lm Cantract: I

Special Instructions:

Contact: Ii Code | Description
Phone: |03 799003 | Pager |

Fax | EMai |

Additional Information: Additional Instructions:

| ]

Ok I LCancel | Save Help
Vendor information can be entered by:
1. Typing in the complete six digit and detail number of the Vendor.
2. Typing in the exact Vendor name.
3. Clicking on the Search button to search for an appropriate Vendor to select.
Bl =2 Vendor Search O]
I aster Humber: I Detail Number: I
MHame: |g|: -
Clear |
Address 1: |
Address 2 |
Select |
Address 3 |
City: | State: I Lancel |
Zip: | Record: Matched: &
“endor Humber | MHame |Address 1 |Address 2 I
000597-01 OFFICE DEPOT 24541 REDLAMDS BLVD
000557-02 OFFICE DEFOT FILE MO.81901
001021-06 OFFICE OF EXTEMDED EDUCATION | ATTH:KIM LASCHOBER 5500 UMNIVERSITY Pa
| 005006-01 OFFICE OF PUELIC SCHOOL COMSTR | DEPT.OF GEMERAL SERVICES | ATTM:ACCOUMTS RE
005304-01 OFFICE has ACCOUMT #E01118001597635 | 12628 AMARGOSA RC
‘ 005304-02 OFFICE Max ACCOUMT #6011-1800-1597-635 | DEPT.20-01597635
4 »

By clicking on the search button, the search screen will appear. Enter the search criteria. The search
criteria can be entered in any combination by vendor name, address 1, address 2, address 3, city, state, or
zip. Wildcard characters are no longer needed. Enter as much or as little information that is known. Once
the criteria is entered, click on search. The search results will produce a drop down list that will allow the
user to select a vendor by highlighting the vendor information and clicking on select. Note: The vendor
information is maintained on the HP3000 system. Currently any new vendor information that needs to be
added or modified will still have to be entered through the HP3000 system.
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VENDOR SEARCH

Bl = Vendor Search [_[O]
M aster Mumber; | Detail Number: I
Mame: |DF
Clear
Address 1; |
Address 2: |
Select <
Address 3: |
City: | Shate; | Cancel
il o} | Records Matched: &
Wendor Nurber | Name | Address 1 Address 2
000597-m (FFICE DEPOT 24541 REDLANDS BLVD
— 000857-02 [IFFICE DEPOT FILE WO.&1901
001 0:21-06 (FFICE OF EXTENDED EDUCATION  ATTM:KIM LASCHOBER RR00 UNMERSITY P,
| | D0500E-01 (FFICE OF PUBLIC SCHOQL COMSTR  DEPT.OF GEMERAL SERVICES | ATTM:ACCOUNTS RE
005304-M (FFICE Max ACCOUNT #601118001597635 | 12628 AMARGOSA RC
‘ 005304-02 (FFICE bdi ACCOUNT #6011-1800-1597-635 | DEPT.B0-01557635
| 14 | | 3 |

Upon highlighting the Vendor that is needed and clicking on the select button, the Vendor data information will
copy over to the Vendor Screen

11/04/02



i{=New Requisition Entry - 000037 [T E3

_R Requizition T Vendor T Shipping ] |
| 5 ted Yendor/Ch :
Mumber: |005304-D1 [ uggested Yendor/Changes ;I

i
§
§
i MName: [OFFICE Max
i
t

Address 1A CCOUNT #501118001597535 =l
; AddIEss 22 12628 AMARGOS5A ROAD Confimmation Code: =]
i Acddress 3 | Eebinzad | Bid:
City: [VICTORVILLE || Statet e |Fips {95392-0000 Contract: |
Special Instructions:
Contact: I Code | Description
Phone: IW Pager: I— Mo Partials . Do not ship partials.
Fa [ EMat | 0673072000
Mo Subs

Additional Inforrnation: Additional Instructions:

| 3l

Ok LCancel Save Help

The Vendor screen contains additional fields for data to be entered if desired. The Special Instruction is a
table set-up that is entered by the district’s administrator and upon clicking on the field, the drop down
arrow will appear and codes will display for selection. Click on the appropriate code and then the
description will appear attached to the code. This field is not required.

The Suggested Vendor/Changes field is available to enter any suggested vendor to use that is not
presently set-up within the vendor maintenance program or to note any changes to a vendor that is also
not presently reflected in the vendor maintenance program.

To enter shipping information, click on the shipping tab located at the top of the screen.
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SHIPPING SCREEN

f =1 New Requisition Entry - 000037 M=l 3

»
»

T Wendor T

Frequizition

1
f
i
i
i
i
f
I

Shipping

Ship To: IWare j IWalehouse

Address 12 {501 btk ' Street

]

Delivery Instuctions:

Delivery hours: ;I
Mon-Fri 3:00a.m.-4:00p.m.
Clozsed 12:00p.m.-1:00p.m. for lunch

Address 2 I
[~
Addresz % I
. . Fieceiving Instructions:

City: IS B di State: I i Igzmg

s ts Code | Description |

Call Call 24 hours before delivem

Cantact: I =
Phane: Aszzemble

Fau I[DDD] 000-0000 FOB:

Additional Information: Additional Instuctions:

I[DDD] 000-n00a Ship Yia: I vl

| E

Configure

LCancel Save Help

Shipping information can be entered or will be displayed if default settings were setup for Ship To within
the table configurations. Drop down lists are also available where applicable. Once all the information
has been entered, click on the Save button before exiting this screen. The last piece of information
needed is the item/accounting information. To access the item/accounting screen, click on the tab labeled

requisition.
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ITEM/ACCOUNTING SCREEN

= Requisition ltem/Accounting Entry - 000037 1 =]

Item Lines:

=7 ltem Description B

Toner for xerox 5100 printer. ;I
Overall Discount: I 0.0l ount: (00

Accounting Lines: I—
[ance:

'{Il;' Fu-Rs7-Goa Total Account Charges
Add

Delete

Search Accounts | Distribute E venly | Reset Accounts | Tax/SH Breakdown | Check Balance | <

DOverall Additional Charges:

Tawable S & H: | 0.00 %z | noo Ta Riate: [7 750 v %  Taxdmount 1000

Mon-Taxable 5 & H: | 000 #Z | nooo
Additional Charges: I 0.00 b4 I 0.00 Description: d
Total SH & A: [0 -] |
| —

The item/accounting screen is used to enter items being ordered, accounting method, accounts, shipping
and handling information and other additional charges. The item/accounting screen also contains a check
balance button on the accounts being charged. To add line items, click on the add button and the cursor
will start from the item# field. Enter item information and then use the tab button, the enter key, your
mouse or use the arrow keys on your keyboard to move to the next field for data entry. The item
description field when accessed will drop down to a free form wrap around field allowing continuous
typing of item description. Drop down lists are also available where applicable. Note: To add additional
items, click on the add button for each additional item.
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=m Requisition ltem/Accounting Entry - 000037 =] E]

-

Ling #{ Item #] Description] Quantity]  UOM]| Unit Price| Compl.| Disc Riate| Disc Amt[ Unit Cost] Tax Riate] Tax Amt] SH Amt] Ext Cost| Fa|

Item Lines:

LJ‘}. 1 [1P125! Toner for s 1.00 bt 133.930 0.000 133.930 7750 1550 000 21549 Mo

Dy Ink. far

Overall Dizcount: I 0.00 4 0.00 Total ltems: |2 Total Requisition Amount: |21 549
ing Lines: .
st e —p Accounting Method: ' Charge Tatal " Charge per ltem Balance: |215.43 <
Line#t| Fu-Rs-v-Goal-Func-0bj-5 ch-tgmt Percentage % | Dollar Total Account Charges
®
Delete
Search Accounts | Diztribute E venly | Reset Accounts | Tax/SH Breakdown | Check Balatice |
DOverall Additional Charges:
Tasable 5 & H: | 0.00 %z | oo TaxRiate: [7 750 v % Taxdmount o000
Mon-Taxable 5 & H: | 000 #Z | noo
Additional Charges: I 0.00 4 I 0.00 Description: d
Total SH & A: [0 d
| | 3|

After all the items have been entered, click on the accounting method of charging the requisition, either
charge total or charge per item. To enter the account codes, click on the add button and the account code
field should highlight. Enter the 26 or 24 digit account code or use the search accounts button to select
the appropriate account number. If the user has access to less than 200 accounts, a drop down list will be
provided.

Charge Total, the program takes the total requisition amount and distributes the amount among the
accounts identified either by percentage, dollar amount or combination of both.

Charge per item, the program takes the extended cost of an item individually and applies the cost to the
identified account(s) by quantity, percentage, dollar amount or any other combination.

The balance field will always display the balance of the requisition being accounted for. The balance
should always display “0”, zero if all items have been charged correctly through charge total or charge per
item.
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ACCOUNT SELECT/SEARCH

=1 Requisition Item/Accounting Entry - 300108

#| Descnphon| Lluantity] UM

Paper, note)  12.00

Paper,cop|  20.00 RM 1.930 0.00 0.040 1.950 7.750 3.02 219 4420
Pencil shar 1.00 EA 0.000 0.00 0.000 0.000 7.750 0.00 0.00 0.00
Erasers 100.00 EA 0.080 0.00 000 0.049 7.750 0.3 0z .55
FRuler 10,00 E4 0.980 000 00200 0860 7.750 0.74 054 1088
Post-it-pad: 3.00 PKG 2,380 000 0047 2303 7.750 054 024 7.84
Tape, for ke 1.00 PKG . A .

Paper clips 1.00) PKG

Discount Rate: | 2.00 % Total ltems: l—g Total Requisition Amount: |—m1 I
Accaunting Lines: Accounting Method: & Charge Total ¢ Charge per ltem Balance: |U.UD
':G:' Linett| Fu-Rs-Y-Goal-Func-Ob-Sch-t gmt [ Percentage %[ Dollar $ Total Account Charges|
Add | [l 1 | 01-0000-0-0000-7700-5640-000-0186 EIEEE] 372
2 | 01-9000-0-9600-7700-4350-000-01 89 EXEERE] 372
® 3| 01-0000-0-0000-7700-4350-000-01 86 0oy 332 3372
DelcleR) - | I I
01-0000-0-0000-7700-4310-781-01685 |« e
01-0000-0-0000-7700-4340-000-0185 |
Seai{ 01-0000-0-0000-7700-4340-000-0196 Resetfccounts | TawSH Breskdoun | Check Balence |
01-0000-0-0000-7550-4350-000-0187 -
01-0000-0-0000-7700-4350-000-0185 __| <
T | 01-0100-0-8600-7200-4360-00041180 ~ —— TaxRate: 7720 1 % Tawdmount [oro0
01-0100-0-8600-7700-4250-000-0185
Man-T axg (101 55-0- 860077004350 000-0188 ||
| 01-0000-0-0000-7550-4351-000-0187 _
Additiong 01-0000-0-0000-7700-5220-000-0185 Drescription: ICrEdll from last manth
[-0000-0-0000-7700-E220-00001 85 s
Total| (.01 (0-0-86001-7 200522000011 80
11-0100-0-B00-7 700522000001 65
01-0000-0-0000-7700-5221-000-01685_ =

Help I -

| o

oK LCancel |

The system is flexible enough to allow all account access, fund specific account access, or even a specific
26 or 24-digit account code to be accessed only based on the users position. Once the account lines have
been entered, the system allows the user to determine how the requisition amount will be accounted for,
by percentage, dollar amount or to disperse the total evenly. Additional fields are also available for
shipping and handling and additional charges. If the user has access to many accounts, an account search

may be initiated to filter down to the desired accounts.

_ (il

To search for an appropriate account, click the search accounts button. The account search screen will
appear where the search criteria can be entered. Once the criteria has been entered, then click on search.
A drop down list of accounts that meet the criteria entered will be displayed. Highlight the appropriate

=" Account Search !El E

Fund |F|esource| Year | Goal |Functi0n Object School | Management

Records Matched: 243
el ) —
Clear |

Select |<. I
_1 LCancel |

B p

Search for Account: 01-

- Fu-Rz-v-Goal-Func-0bj-S ch-kgmt
(01-0000-0-0000-31 40-4393-002-1086
| 01-0000-0-0000-31 40-4393-003-1086
| (01-0000-0-0000-31 40-4:393-006-1086
I (01-0000-0-0000-3140-4333-007-1086
‘ (01-0000-0-0000-31 40-4:393-009-1086

071-0000-0-0000-3140-4333-010-1086
01-0000-0-0000-2140-42333-301-1086
01-6500-0-5160-1000-4333-007-1085

account or accounts and click on select. The account or accounts will be brought over to the

item/accounting screen. Once the accounts have been charged, a check balance button is available to

validate funds.
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CHECK BALANCE

Upon clicking on the Check Balance button, the Check Balance screen will be displayed.

= Ruyuisitiun Iam/Acuuunting Enliy - 000037

Item Lines:

1560 1425
1162 1072 17224

4 .

Uwerall Liscount: [ 0,00 % | 0.0 Total bems Iz Total A equisition Amount: |4c212
Lines: A ing Wethad: 1 haige Toal Chargs per ltem Ralanee [T

o i |'eiceniage £ | otal Accourk Lharges
e i 0|21 7
n
Delele

T — | [ Distribute Everiy || T —— | T as/5H Ereakdoun | (ST — | <+

Taxdle%H [0o0 % [oor TesRate [77o0 =] % Tschwowt [iop
NnTachR&hH  [nm % [ oo
Addtonal Lhages [000 % [ 500 Lesciption
TatalSHEA [oom0

F=e for avernight delvery

=1
[]

.

= Check Balance on Account Level - [O] I
Linett| Fu-F z-Y-Goal-Func-0bj-Sch-bd gmt Budget| Encum/| Expend/ Pre|  Begin| Current Req| Curent Reqg E nding
Pending| Fewvenue| Encum| Balance Amount|  Pre-Encum Balance
1 | 01-0000-0-0000-3140-4393-006-1086 | 534.00 0.00 000 000 534.00 40212 0.00 131.88

| Pre-Encumbrance Detail I Cloze |

Help

The check balance screen is a display only and will display the current requisition amount with any other
pre-encumbered requisition amount along with the ending balance. If the district is setup to validate
funds at the district summary level or at the approved summary level on the HP system then the check
balance will reflect at the district or approved summary level.
Note: The current requisition pre-encumbrance amounts only include requisitions from the Purchasing
2000 system. The existing purchasing system residing on the HP system does not pre-encumber at the
requisition level. The Approval Group configuration setup allows a district to select at what point the
requisition will pre-encumber. The available options are:
e To pre-encumber as soon as the requisition is sent to the first approver along the approval

path

To pre-encumber after the last site approval or
e To pre-encumber after the last approval in the path

After viewing the check/balance, click on Close to go back to the item/accounting screen.
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ATTACHMENT

The attachment feature allows requestors to attach an electronic document or file to a requisition. Any
electronic file you want to use as documentation for your requisition must be saved in a public folder
accessible by all Financial 2000 users. Once an electronic file is placed in this folder it cannot be deleted.

Map to F2000 Attachments

In order to utilize the attachment feature you will need to get access to a public folder called F2000
Attachments that is located in the District server Galactica. To set-up access to the F2000 Attachments
folder in Galactica you may either call the Help Desk (384-4357) or follow the instructions documented
below.

From your desktop right click
on your mouse the My
MNetwork Places icon and
select Map Network Drive..,

Dicccrneck Mabwerk Driva, ..

Create Shorbcut
Renzme

Fropertles

Map Network Drive ) x|
Windows can help you connect bo a shared netwark Folder
and assign a drive letter bo the connection so that wou can
access the folder using My Computer, :
. — E : Click on the drop down arrow,
o = | Specify the drive letter For the connection and the select an available dnve letter
that you want ko conneck bo: hen click on Browse
5
Drive: F: a
Folder: | " Bowse..._|
cH
H:  VisbcocdnasiDCs_LUser
I:  Vishcodnas\comp_cenl o
X \Galacticalusersiamc ——
K er or FTP site.
L Vimaulidackb
iH
o
P
o
R —
S 1Maboolapps
T:
L
W hd
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Browse For Folder

Select a shared network, Folder

2l

Click on the plus sign
/tu expand and scraoll

down to find
Galactica

= My Metwork Placg

Highlight District

l é Flrstclass

¥4y Sbeed
[H-aily Shve

- @' Apps on Nahn:n:-

o TR e e .

=

K | Cancel | Mew Folder |

4

Browse For Folder

Select a shared nebworlk Folder

{:_.___EI l Galactlca

. Hr-wi
. Madrona
. Mars

o]

- @' Address
I ’@ Resources

EI Printers

al

Click on plus signs
for Galackica then
Users to expand
their directories

i

=

Cancel | Mew Folder |

Vi

Select a shared netwark Folder

Browse For Folder

El@ Lsers

D Accounting
1:| aMcgawan
D amckibbe
G charlotte 1
{:I deloris
{:I dhiaffrnan
B {1 distcantracts

- #-] Facilities

(o o MU e

K

] F 2000 Attachments

Zancel | Mew Folder |

llthen click Ok

Highlight FZ000
Attacments folder

o

11/04/02



Attaching to a Requisition

To attach document to a requisition go to the Requisition Tab and click on the Attachments button. From
the Attachment window screen click on the Insert button to browse the public folder, F2000 Attachments.

= New Requisition Entry - 302244

=1al x|

11/04/02

Requisition T Wendor T Shipping ]
Type: e Annual Requisition: [~ Status: [0pen
MNurnber: |302244 Cause of Last Status Change:  |Requisition Created
Date: J11/1/2002
[ ezcription: ;I Enipiee 35 Iamcgnwan
Requestor's Pozition: |DE5-ﬁi‘n.dm Support j
LI Fequestor's Mame:
Building Type of Goodz and
Department: I j Services: I j
Fioom: I Location: | j
Furchase Order Mumber: I Furchase Order Date: I
ItemfAccounting m | Log | Approval Trail |
e —
ok Lancel | Save | Help
EITE— T

Delete |

LCancel |
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open e A k.|

Local Disk [C:] vh—#—ECIick on drop down
Hist —

Dzﬁap (= AUTOEKEC BAT
£y My Documents =] cLoma.LoG
g My Compuiter COMFIG.5YS

= Local Disk [T:)  Setup Files (2] CwiUblTnstlog
@ Compact Disc (D) TLog. kxE

Select F2000 Attachments

& SLac ENCE 0N 133 N[ A W b o 3
=2 amegowan on ‘sbocdnastDCS_Users' [H:)
=2 comp_center on 'shoodnas' (1]
=2 amogowan on 'Galacticatuszers' [1:]
=2 doclib on 'maul' [L:] |
=2 Apps on Maboa' [5:)

My Metwork Places j Open
&

Files of type: I,-’.'-.II Files [%.%] Cancel

by Netwark P

H ‘Open as read-only

.

Click on the drop down arrow of the Look in field and select F2000 Attachments on ‘Galactica\users’

(F2).

open 21|
=2 F2000 Attachments on 'G alacticabusers' [F:) j = £ -

Highlight file you want o
attach to PR

Look ir:

Hiztony

[h

by Documents Click Open

File name; IBudget Transfer PR 301 630.aft

ERRER
N

Filez of type: I,-’:-.II Files [*.%] Cancel

H Open as read-only

Highlight the file you want to attach to your requisition then click Open.

11/04/02



You will then return to the Attachment window in Financial 2000 where you can view the file you have

= Attachment

=101 x|

BT Far PR

Click O to return to
Requisition tab

l

ak. | LCancel

Delete |
|

just attached. To view the attach document in within the system you can double click on the attached file
to open it. Click OK when you are done to return to the Requisition tab.
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SEND FOR APPROVAL

I[=] E3 —
File  Hequigiion Utilities Send Meszage Help
Ié Requisition ‘workflow Lacation
EE Requisition Inbox |nfarmation T e Y 40 I
For Review
i or Approval [2]
¥ "For P.0 Creation [2]
® For Quote/Bid -
-} Requisition In-Frocess (4] Edit —
M} New Requisitions (1] add
E‘E Templates Wiew Receipts
B System Templates Send for Quotation
------ T User Templates Send for Approval
Delete
o~ Frint Requisition
L Duplicate
Create Template
Create System Template
Search
| | 1
| Current user: aacosta [ |Fv/Di 2001701 11/27/00 - 753PM

Once all the requisition information has been entered, the requisition is ready to be sent for approval. To
send a requisition for approval, click on new requisition folder which will display the requisitions entered
by the logon user that is available to send for approval. Highlight the requisition to be sent for approval
and then right click the mouse. The available choices will be displayed to select. Slide the mouse to Send
for Approval and click. Only one requisition can be sent for approval at a time due to the check that is
performed on each requisition to determine the appropriate approval path the requisition will take.

File  Requisition Utilities Send Message Help
Ié Requizition ‘workflow
£} Requisition Inboz

For Review
L Approwal [2]
' ForP.0 Creation (2]
% For QuotesBid
8] Requisition In-Process (4]
%] New Flequistions (1) = Enter Comments for the Approval: H=] E
= Eéemgﬁifn S Pleass ushill] =
User Templates

Feg # | Description | Feq Date | Fequestor | Location
000037 Dffice Suppl... 1142700 A, Acosta

| Status IVendor | Total ... I

Information Technology  Open OFFICE ... 40212

Ok I Lancel Help |

| | »
| Current uzer: aacosta [ |Fr/Di 2001401 11/27/00 - 755PM 2

A comment box will appear for a comment to be entered if desired or click on the OK button to continue
sending.
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= Requisition WorkFlow O] x]
File  Requisition LUtilities Send Message Help

@ Requizition Warkflow Regit | Description | RegDate | Requestor | Location | Status [ wendor | Total. |

EE Requisition Inbox 000037 Office Suppl... 1142700 A Acozta Information Techhnology  Open OFFICE ... 40212
Far Review

P Fo Approval [2]

' ForP.0 Creation (2]
For Quote/Bid

%8} Requisition In-Process (4]
8] Mew Requisitions (1)

-9 Templates ¢
; 9 Systern Templates
LB Uger Templates ‘WorkFlow E

Sent ta Site Approver
Mews Statuz : Requisition Sent for Approval

4 |

»
|Fv/Di 2001401 11427/00 - 7BEPM

| Current user: aacosta |

Once the requisition is sent for approval the system:
validates all the necessary information is complete,

validates the account(s) are valid

and sufficient funds are available (soft or hard edit)

Based upon the rules and criteria set up specifically by the district, a message will display the next person
in the approval path, which the requisition is being sent to.

The number in parenthesis next to the New Requisition folder will decrease and the Requisition In-
Process folder will increase. A copy of the requisition will be placed in this folder and will remain until
the requisition has gone through its approval and has been created into a purchase order. This will allow
the user the ability to check on the status of the requisition while it is still in process.
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VIEW APPROVAL PATH

[_[O] ]

_ | File E‘Equisition Utiltiez  Send Meszage Help
@) Requisition Workflow Reqtt | Description | ReqDate

| Requestar | Lacation

| Shatuz |Vend0r | Tatal .. |

-9} Requisition Inbox

%} Requisition In-Process [5]
) Mew Requisitions

F2} Templates

Syzstem Templates
Uszer Templates

Wiew Receipts

Frint Requizsition
Duplicate

Create Template

Create System Template
Search

<

000030 Copier paper 11416400 A Acosta  Information Technology  Open HXERDX ... 4213

For Review 000032 Copier paper 11416/00 A, Acozta Information Technology  Open HEROX .. 4213

For &pproval [3) 000034 Office Suppl..  11A7/00 Annette .. Information Technologl—pem—BFFCE . 12898
For P.O Creation [2) ice Suppl... ahnette Inormaton Technolag en FFIE

Fer Quote/Bid Information Technology  Open OFFICE ... 4 I

| Current user: aacosta |

»
|FY.-"Di: 2001401 11427400 - 7REPM 2

To view the approval path without having to go back into the requisition, highlight the Requisition In-
Process folder, highlight the requisition to be viewed, right click on your mouse and select view approval

path.

i = View Approval Path =] E3

| Buyer? | LastSite?I PO Creator? |

_ﬂelp |
[

Seq | Current | Pozition

m Requisitioner [Requisitioner]

02 Yes Site Approver [Site Approver]

03 Budget Approver [Budget Appr... Yes

04 Purch Approver [Purchasing ..

05 PO Creator [PO Creator] Yes

Izert

5 records loaded.

The view approval path will display the path the requisition will take for approvals. The screen identifies
where the requisition is presently at under "current",what position is the last site approver, what position

is the buyer and what position is the PO creator.
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REQUISITION SEARCH

I =] 3
Fil=  Bequisition Utiities Send Message Help
€} Requistion warkflow Req# | Description FeqDate | Requestor | Location Status | Wendor T atal Amt
E|§§’ Requisition Inbox 020202 Tonerforco,.,  2/27/02 as Information Tech...  Open OFFICE ... 1357
For Review 122001 File folders 3/28/02 Erica Infarmation Tech.. Open OFFICE .. 27E.2
¥ |For Appraval [5) 122017 Reagistration 3428/02 Sandy 5. Information Tech...  Open Dlscou.. 5388

For P.0O Creation [5) 122018  Subscription..  3/28/02 Paul Prir...  Infarmation Tech...  Open Dlscod... 5388
; P For Quate/Bid 122034 Office Suppl... 445402 Annette . Information Tech.. Open OFFICE ... 24M
] Requisition In-Process [14] -_—
) Mew Requisitions (8]
E-95! Templates Edit

System Templates (4]

- Wiew Approval Path
L® Uger Templates [2)

Quick Approve
Summany Wetal Sppriove
Reject

Waoid

Frint Requisition
Duplicate

Create Template

Create Spztem Template

<] |

»
| Current user: aacosta [ |Fr/Di: 2002/01 4/8/02 - 1:02PM 4

The requisition workflow provides the ability to do requisition lookups by using the search function. To do a search,
highlight the Requisition In-process folder or any other folder and then right click the mouse and select Search.
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1

= Search Requisitions =l E3

I F equizition Murnber: [ -

i Requisition D ate: lozsmszom =] - o4s08s2002 (=] «—

Requestor Mame:

Wendor:

Loc:

oods/Senvices

Entered by

Ll L Ll

Contract Mumber:

NLLL

PO Creator: LI

Status: < Al vl

Reaszon: < Al LI
decount | Fu [ Rs | % | Goal | Fune | Obj | Sch | Mamt |
Mumber. | |

™ Ruolled From Previous ear Only I~ Emergency POs Only

™ Rolled To Mest ear Orly I | Perditg Becemts Wl

I | E-clided|Eranm BEseiitg Ml

ok I LCancel I Help I

To begin the search process, enter the desired criteria or select from the drop down lists as applicable.
Once the information has been entered, click on OK to begin the search.

Financial 2000 =] =]
le Applications  Configuration  Hi = Search Requisitions —ol=|
i_&l _IAI_I a—a | R equisition MHumber: [ -1
= | = R equisition Search Results Hi=] =100
Fil= Beqgu
€ Requisi I T ke
= FReg Mo, | Diescription | Req Date | Reguestar | Location | Statuz | Lazt Status CI’LI Wi I . 135
1220058 Change ... 3/13/02 Mancy . . District OF. Clozed Requisition Cn 376
122004 Copy of ... 3/13/02 Mancy J. ... Clozed Fequ Print I 1. 538
122003 change o 3A13/02 Clozed NI 53.E
122002 31202 Close I 24.0
122000 3602 . £
05230 test vend... 2427702 Annette .. | Yiew =quisition Cr Help I
040202 Conference  1./2/02 Erin Wiews Approval Path equi AR
030205 Cuote/Bid 1/2/02 erin “iew Beceipts e nSe
030204 Create PO 1/2/02 erif Diu Iiv:_ale =i AL
nzZes03 test 22502 aa = equisilinnirlull
<| Frint Feguisition L
Create Template
Create System Template
Account | Fu | Rs | % | Goal | Func | OB | Sch | kamt [
Mumber: | I
™ Rolled From Previous Wear Only ™ Ermergency POs Only
T Rolled To Mest rear Only T | Bending Beceipts
T Exclivded Eranm Beseitinn [@ul
Ok I LCancel I Help I
| =
| Current user: aacosta [ [ |Fr/Di: 2002/01  4/8/02 - Z16PM 2

Irrent user: aacosta F+/Di: 2002/01  4/8/02 - 216 FPhdA

The requisition search results will appear. Highlight the requisition and click on the appropriate button to
view or print the requisition. For additional options, highlight the requisition and right click on the mouse
and highlight the desired option.
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REQUISITION LOG/APPROVAL TRAIL LOG

1
f
i
i
i
i
f
i

i{ = New Requisition Entry - 000037 M= E3
Requisition | Wendar )i Shipping )

Tepe: IVendor j Annual Requisition: [ Stabuz: |DI39n
Number: IDDDDS? Cause of Last Status Change: | equisition Created
Date: 1172700

Entered By:
Description:  [Dffice Supplies ;I =] Iaacosta

Requestor's Position: IHequisitioner j

;I Requestor's Name: IA_ Acostd
Building, Type of Goods and
Department: I Mot applicable j Services: I j
Room: I Location: I j
Purchaze Order Mumber: I Purchaze Order Date: I
Item/Accounting | Altachments | Motes | Log | Approval Trail |

ok I LCancel |

Save

Help

Within each requisition there is a Notes Log and an Approval Trail Log. To access the Notes Log or the Approval
Trail Log, click on the appropriate button.

= Motes =13
“ Mates |
= Add New Motes =]
Add EEe I
Edit Timestame: 11/27/00 & 16:21 PM Uzt | acost
Delat Notes: [This area is used to enter nates reqgarding the ;I
= reguizition.
Frint LI
BT oK Concel | Hep |
I
LClose | Help |

The Notes Screen allows detail notes to be entered about a specific requisition. The Notes screen also
provides a timestamp indicating the date, time and user’s logon who entered the notes.
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I[=] E3

= Log

el

TimeStamp [escription

1 mber changed from - bo Q05304-01
NMA27/00 ... aacosta
11427200 ... aacosta Requisition Sent for Approsal [Site Approver) L

it
WElEte
Print

[plizate -

L] <

Cloze Help
1 k
= Approval Trail =] &3
1
& Appraval Trail |
1
I

Add TimeStamp | User Actioh Comments

Exdit
[Elete
Frint

‘ [pliEate

L[

<] | i

f LClose | Help |

The log tracks the requisition through its process and the Approval Trail tracks the requisition as it is approved. The
logs may be printed as well.

REQUISITION APPROVAL
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. Kequisition WorkFlow If

R equigition work flow | i
H =%,/ Requisiion Inbox (00004 O i Jim Brown  Information Technolog.. Open OFFICE .. 19081
- % ForReview

g

-® For P.0 Creation
© R ForQuotesBid

) Requisition In-Frocesz [1)
Bl %) New Requistions

1 =55 Templates

g Systern Templates

L9 Uzer Templates

I—_,_—

There are two methods of approving a requisition. The Quick Approve and Summary Detail Approve.
To approve requisitions within the For Approval folder, click on the For Approval Folder to display the
requisition(s) waiting for approval. Highlight the requisition(s) to be approved then right click the mouse.

Select Quick Approve. The Quick Approve allows the approver to approve immediately based on the
information that is displayed within the requisition workflow without having to go into the requisition to
see all of the attached detail.

Selecting Summary Detail Approve method allows approval with the requisition detail summarized.

A comment dialog box will appear to enter comments for the approval trail log. Comments are optional.
Click on the OK button to continue. The requisition will be sent to the next position within the approval
path and a message will be displayed indicating the position the requisition was sent to. Upon clicking on
the OK button, the requisition will disappear out of the user’s For Approval folder.

11/04/02 35



= Requisition Approval 7 (O] x|

Requistiontt: 20202 Requestor. aa

Yendor Hame:  Office Depot Location: Information Technology
Contract Mo Goods/Svc  Office Supplies-4310
Annual Reguizition: [~ Ship To Code: Ware
ltems: AppTrail Mates I Bid #:

[R1{T} | LIk | Dezcription | Init Coat | Ext. Cost |

Ba Toner cartridge for Lazer jet 3 printer $125.99 $135.75

1| | i

Requizition Total $135.75

Acocounts

Fu-Rs-7-Goal-Func-Obi-5 ch-tgmt | Total Charges |
01-0000-0-1170-1000-4310-002-1 667 $130.75

Check Balance Approve RBeject Skip Cancel

The Summary Detail Approve method allows the approver to view each requisition one at a time in a summarized
format. The approver can approve, reject, skip or cancel the requisition by clicking on the appropriate button. If the
approver needs to view more detail information, by clicking the Details button, the requisition will appear with all
information available to view by selecting the appropriate tab or buttons. If the Approve button is selected, the
comment box will appear for comments to be entered if desired.

BUDGET REVIEW APPROVER

The Budget Review Position feature allows the district to setup a designated position within each approval group
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when requisitions are processed and have insufficient funds during fund validation, the requisition will be
automatically routed to the designated budget review position to take appropriate action.

This feature is setup through the approval group configuration within the purchasing configuration setups. The
administrator can select an appropriate budget review position within each approval group, and at what point to
validate funds, which would then determine if the requisition would be rerouted to the appropriate budget review
position through the approval process. The requisitioner or approver would receive a warning message indicating
insufficient funds and requisition has been rerouted via budget reviewer. When viewing the approval path, the path
would indicate which position was inserted for BR-Budget reviewer.

Site Apr [Site Approver]

Bdgt Approver [Budget Approver)

Fizcal Mar [Fizcal Manager)

Purch Buyer [Purchasing Buyer]

Purch Mar [Purchazing kManager]

admin [admimiztrator] - inserted for BR
Purch Tech (Purchazing Technician]

SEND MESSAGE
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= Requisition WorkFlow

=] E3
File Bequisition Utilties Send Message Help
Ié Fiequisition Wwhaorkflow FegH escription | Req Date | Requestar_|| Location | Status [ wendar | Total ... [

=98} Requisition Inbiox
el - i Fcic

®  Forspproval (2]
¥ For P.0O Creatian [2]
~% For Quote/Bid
) Requisiion In-Frocess (4)
) Mew Requisitions (1)
B2} Templates

B System Templates
Uszer Templates

|

| Current user aacosta |

| Fy/Di: 2001 /01

3
11/28/00 - 320PM 2

The Purchasing 2000 system allows messages to be sent from all of the workflows; requisitions, purchase order,
change order and receiving. The messages sent will go to the indicated user’s e-mail address. The user does not
have to be logged on the Purchasing 2000 system to read their message. To Send a Message, click on Send Message

from the menu bar.

i
= 5end Meszage M=] E3 r
Select Message Becipient(s]:
First Mame | Last Mame | Lagin | E-bd ail ;I
Account ... Acct Lookup ... adminl roberta_nortont@adelanto k12 ca.us
anne gilbert anne anne_gilbertHadelanto.k1 2 .ca.us J
Annette Acosta aacosta annette_acostai®@omail sboss.k12.caus
debbie kirk. debbie debbie_kirki®adelanto. k12 ca.us
| qra Crnlen adelantn lmrironlen@adelanta k12 050 b
<] >

Subiect: [Please ush

Meszage:

Send

Pleaze expedite reqft 310005

El

LCancel Help

The Send Message program will appear displaying all of the names and e-mail addresses attached. To Send a
Message, use the scroll bar to scroll up and down the list of users. Highlight the name(s), If more than one name is
selected, you will need to hold down the CTRL button on your keyboard. Enter the subject and message and then
click on send. A message will appear validating the user’s selection. Click OK to proceed or cancel to cancel

sending the message.
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PRINTING REQUISITIONS

To print or preview a requisition you must be in the Requisition Workflow and pull up the Search

Requisition window.

= Requisition WorkFlow

File Requisition Ukilities

Send Message  Help

=10l |

a R equizsition *arkflow
-2} Requisition Inbox
o % ForReview
= For Approval
o 2% For Quote/Bid
-2 Requisition In-Process
-2 New Requisitions
B4 Templates
g System Templates
L ey Templates

FReg # I [ ezcription

I Req Date

I Requestor I Entered By I Location

Right click on your
rmouse and select
Search

| Curment uger: testuser

| Fr/Di 2003/72 10/11/2002 - 1256 PM

b
4

=1 Search Requisitions

o

Requisiion Number. (- |

Requistion Date: [o7/m/2002 =] - [101172002 ¥ ]
Requestor Name: |

Vendac | |

Location: fcals

Goods/Services |< Al s

Lel Led 1 |

Entered by: <>

Contract Number; |

PO Creator I j
Status: |< Al '|

Reason: [<an> =
Account Fu | Ls | Si | Pgm | SubP | Obj | Type
Mumbes:

[~ Roled To Mexst ear Only
[T Excluded From Heceving

Ok,

[~ Roled From Previous Year Drks

[~ Emergency POs Dnly
[~ Pending Beceipts Only

Help

11/04/02
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= Requisition Search Results ) Ol x|

ReqMa. | Dezcription | Req Date | Requestor | Enterad By | La I Wiew

302048 FRemburzerment for Mileage 10572002 Dwéinnwaiter Ioara C — — |

1 Qoo [ W T P W S S ——" 10229002 Mila Tran e r (_ Bk _T‘jh-_ \.ifllll Uﬂli\l' Dril"lt the
301388 Mieage Reimbuisemant 10/2/2002  Mike Tian ipana C
——— o0 w—um_'___ i HAEDEEN LS e | PR saarch lict
301854 Conference ~ w/ alter 1pana C Close

301840 Management Servic  VIBW A n K.eith Ipana C

30anz Reimburzement Yiew Receipts pana C

301769 MNorrlnstructional St puplicate Mascarenhas C

Jmaa Travel Reimbursems ice Huudy rpana Il'lrllgtl!l-:lEl!;lr:E Stﬂléspic;iin;\r ant
Ie77 Capital equipment |l TP B right click on your mouse and
3N E4E Maintanence Agres n Kelh pana select Print Requisitian

3[i1 B40 Secure Site ccentrz  Create Template n Keith pana —Cl:l

4 I 3

DFI: 600
Port: 10164.100.19:B113-SHARP207
Driver: TIGERSK.DLL

Click on these arrows
* = to move you to the
— different pages

Sn g e -
[ERwree  pamptale fmsvem, ...':::—-
= i = [
Tl
= PR - T
Hﬂll*h! LE C T o—
=
FIr Ny
e e T
— - -
mi-ll‘ [T i Ba—
T
- T T . 3
——
T FomT -

Qrient:lLandscape 'I guum:ISEI 'l nge:l 1

; Click on Print button
Erint 4 Care HETR to print a hard copy of
FR
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=rwchang R I
From the menu click on

File | ‘wiorkFlow e 1
\_/

Reg

[+

Requisition WorlFlow
Purchase Grder WarkElow
Change Order WorkFlow
Hecelving WorkElow

wWarkflow and select
Search Purchase Orders

PRINT PURCHASE ORDERS

Send Message

= 5earch Purchase Orders

= |

IF"I] Mumber

=] [—

[F'uchase Order Date

|

for/ms2002 =] - [10n472002 =]

Requestar N ame: I

endor | | I

Location: |< All > ﬂ

Goods/Services |< All > zl

PO/Board Desc: |< All LI

Contract Mumber: I

PO Creator: I ﬂ

Status: |,: All » vl

Reason: I< All > ﬂ
Account | Fu | Ls | Si | Pgm | SubP | Obj | Type
Number:

[~ Rolled From Previous Year Only

[~ Rolled Ta Nest Year Only

[~ Excluded From Recerang Orly

o]

Carcel

[~ Emergency POz Only
[~ Pending Receipts Only

Help I

The following instruction to print a purchase
order in this section will not be the same as
described in the Purchase Order Workflow.
Most all users will not have access to the
Purchase Order Workflow, therefore the path
and menus to print will not be the same. To
print a PO go to the Purchasing module in
Financial 2000 then follow the screen prints.

Enter your search
M—|criteria in any of the
available fields

The Search Purchase Order screen for purchase orders looks and works the same as the Search
Requisition screen.
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=7 Purchase Order Search Results - 101 x|
PO No | Desciiption | PO Date | Requestar | Entered By | Location [3 | Wiew I _ _
30843 Femburzement 95372002 Dwénn'w..  rpama Computin. .. —— e (TNIS print button
rN099 Temaseld QM O0MNTY  Dmnim Doerm demdile s s (W Fara ™l weill gmly mret Hha
030822 Travel o 9/18/2002  Rasie Pana  thedh Computs . 1< Eirink e only pantthe
USUiod Moreinsiuciional Suppa.. 37720 400E Laz Masc. .. i T————— SESICN MEsuins iist
O072E  Telaphons Sarvice: i 202 [om = _i naot the PO
030706 Capital equiprent .
030656 Mantenance Agresment H'g:;'il:'ggt tl:te PO you
030893 Travel Reimbursement . want. Rgnt an your J
030657 Add/Aimp Equipment Or mouse and select Print
030646 Maintanence &greement  Reptink Purchase Crder pa Purchase Order
030637 Mantenance dgreement  8/2/ /200 HonFafh ipama Computir. ..
03;0535 Telephone Sarvice Euzi?zzunz Ron Keith  rpaa Computin _'ﬂ
4 b

= Select Report Formak

Twa Sided Printing g [~ Separate Reports

Copies : |1_

 Homzortal UﬂEhEEkITWD
- sided Printing
- j'-."ll_'"-‘ll'f.;'||
Select | Report Farmat | S elect Al
| VENDOR —
0J ACCOUNTING Printer Setup
| PURCHASING _—
SDMINISTRATIVE
= i1 Check Requestor's

REGILESTO

Prirkt Preview | | Z2PY

Cancel

After you select the PO you want to print,

the system will bring up the Select Report Format screen. For

users of San Bernardino Community College District, you will need to uncheck the box for Two Sided

Printing, otherwise, the system will print

a blank page after your purchase order. Only the Purchasing

Department has the ability to the Terms and Conditions on the other side of the purchase order.
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CREATE PURCHASE ORDER

== Requisition WorkFlow H=]E3
File  Hequigiion Utilities Send Message Help

@ Requisition Wworkflow Feg # | Description | Fieg Date | Fegquestor | Location | Statug | Wendaor | Tatal ... I
- I Hequishionhbo: 000030 Copier paper  11/16/400 A fcosta  Information Techrnology  Open ®EROX ... 421.3
ik For R eview Copier pal i ! Open

¥ Fordpproval [2)

¥ For P.0O Creation (3]
P For Quote/Bid

e} Requizition In-Process (5]
----- el New Requisitions (1]

Cpen

957 Templates

Wiew

Wiews Approval Path
Wiew Feceipts

Lreate Purchaze Order
Create Emergency Purchase Order
Send Back To...

Send Ta...

=@ System Templates
B Usger Templates

Frint Requizsition
Duplicate

Create Template

Create System Template
Search

ull |

S
| Current user. aacosta [ [FrsDi 2001701 11/27/00 - B2BPM 2

Once the requisition has gone through its approval path, it is now ready for PO creation. The PO creator is
determined through the Approval Group setup configuration program. The PO creator can view the requisitions
received within the user's "For P.O. Creation" folder. The PO creator will click on the folder which would display
all the requisitions ready for PO creation. The PO creator would highlight the requisition or requisitions and then
right click on their mouse and then can select Create Purchase Order.

= Hequisition to Purchase Order =1 E3
R equisition | R equisition |Flequisition | F.0O. | F.0O. Date |F'.D..)'Boald | Due Date | Excl |
Mumber Drate D ezcription Mumber D escription Fec
000055

Automatic PO numbering iz on.

| ak I LCancel I Help |

All the requisitions that were highlighted will be displayed on the Requisition to Purchase Order screen. If the
district configuration is setup for auto numbering Purchase Orders, the PO numbers will pre-fill and the PO creator
can then enter or select the appropriate PO/Board description if needed, otherwise the requisition is ready to be
created into a purchase order by selecting the OK button. If the district configuration is manual numbering, the PO
creator would have to enter the PO number before creating the purchase order. The system will again validate that
all information has been completed, validate the status of the account number(s) and that there is sufficient budget
dollars available. If no errors appear, the system will create the requisitions into purchase order(s).

The Excl Rec, exclude from receiving box, allows the PO creator the ability to identify certain purchase orders, for
example, maintenance renewals, membership renewals, etc., to be excluded from the receiving workflow.
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Purchase Order Creation

The system will display a message indicating the number of purchase orders that were created successfully.
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EMERGENCY PURCHASE ORDER

= Requizition WorkFlow M=l B3
File FRequisiion Utlities Send Meszage Help
@ Fiequistion 'workflow | Req#t | Description | ReqDate | Requestor | Lacation | Status | Vendor | Total ...
-8 Requisiion Inbax :000030 . Copiet paper 11416700 A Acosta  Information Technology . Open #ERCK ... 4213
i For Review 000032 Copier paper 11716700 A, Acosta Information Technology  Open =®EROX .. 4213
2 For &pproval [2] -
~® ForP0 Creation (2]
% For Quote/Bid
-9} Requistion In-Process [4] Wiew
B ] Mew Requisitions (1] “iew Appraval Path
E@ Templates Wiew Receipts
; System Templates
B User Templates
Send To...
Frint Requisition
Duplicate
Create Template
Create Syzstem Template
Search
4 | >
| Current user: aacasta [ |Fy/Di 2001/01 11/27/00 - B34PM 4

= Emergency Purchase Order _[Of =

Generate a new Fequizition? v Yes

. Mo

P.0. Mumber

Fiequizition Mumber:

] ||:|51 q20 P.0. Date:
|nnnuaa v| Reauisition Date: [11,27,/2000

I'l 1/27/2000

Requestor's Pozition IHequisitinner

=

Requestar's Name: |A. Acozta

P.0./Board Descriphon: IEmergenc_l,l PO

=

Yendor Mumber/M ame: ||:||j3343.|:|-|

|HDMEDEPDT

Mot to Exceed Amount: I R00.00

—

Reason for Emergency: |Water pipe brokel

LCancel |

Help

The system also provides the district the ability to create emergency PO's. Emergency PO's can only be
created by those who have PO create access. Emergency PO's can be accessed through the requisition

workflow by highlighting "For PO Creation" file and right click with their mouse.

The Emergency PO screen allows the creator the ability to generate a new requisition or use an existing
requisition that has not been sent for approval yet. The Emergency PO creator will enter the basic

information and create the PO.
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019329 1142742000
000033 =] 1142742000

Emergency PO Created!

/N

500.00

Once the Emergency PO is generated, a message will appear indicating the Purchase Order Number with the
corresponding requisition number. The generated requisition will then appear in the requestor’s requisition

workflow for processing.
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PURCHASE ORDER WORKFLOW

=n Purchage Order WorkF.
File Purchase Order Utilities Options  Send beszsage  Help

Ii’ Purchass Order whork flow PO 1 | Description | PO Date | Fiequestor | Buyer | Cauze of Last Status Change

=&} Open Puichase Oiders 061921 Office Suppl...  11/14400 aa Requisition Created into Purchase Qider
-] ' aiting for Requisition (2] 061922  Office Suppl... 1114400 Annette . Fiequisition Created into Purchasze Order
e} Available for Modification [4) 1 325 ﬁCE Suppl 11./17./00 Acosta ion Created nhj FPurchase Oider
B} Available for Change Order [22 05 i bt
----- ) Clazed Purchase Orders (4

Edit

“iew Feceipts

Change Order

Close Purchase Order
Show Femaining B alance

Frint Original Purchase Order
Reprint Purchasze Order
Search

<] (D
| Current user: aacosta | Display Options are in effect. [ |Fv/Di 2001 11/27/00 - B51PM

The Purchase Order workflow contains all purchase orders for the district. The Purchase Order workflow can be
accessed by all those who have been set-up to access the purchase order workflow through the application access
set-up. Purchase orders can be modified before payments are made or change orders can be initiated if payments
exist or not. Purchase order modifications are usually changes that need to be made before the PO is printed or
minor changes that do not require tracking or to print a new PO for the vendor. Change orders are usually changes
that require tracking, authorization and/or a re-print of the original PO for the vendor. To make PO modifications,
highlight "Available for Modification" and select a PO. Enter the modifications as needed.

== Purchase Order - 000029 =] E3
Purchaze Order T “endaor T Shipping ]
Murnber: Iggggzg Excluded From Receiving: [T Status: IDpen I
Diate: |4l’,.4’,.02 Cause of Last Status Change: IChange Order Approved by Final Ap
Due D ate: I Ermergency PO: [ Ernergency PO Limit: Ig
Buyer: |.-’-'-.nnette Acozta FO/Board Descriptior: Ifoice Supplie: LI

Requisition Mumber: |-| 22030 Requestor's Mame: I.-’-'-.nnette Acnsta Reguestor's Position: IFiequisitiDnel

Type of Goodz and

Requisition D ate: Id.-’d.-"EIZ Services: II:Iffic:e Supplies-43 | Buildings Department: INDt applicable
Location: Ilnformation Techn | Foom:

Change Orders:

|

Sequence # | Change Order # | Change Account # [ Change Order Date | Status | Reason for Change
1 1 0| 4/5/02 Clozed | Reopen PO, accidentially closed —
2 2 o 4/5/02 Closed | Encumber additional amount-$500 to cover| =
4| | >
ItemSAccounting I Attachments I Motes I Log | Approval Trail |
ak. LCancel I Save I Help |

If a change order has been previously created on an existing PO, the purchase order screen will display the change
order number. If you click on Change Order #, the change order will display.
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SHOW REMAINING BALANCE

=1 Purchase Order WorkFlow

File  Purchase Order  Utilities  Options

Send Message Help

=] E3

@ Purchase Order Workflow
Eﬂ Open Purchase Orders
i BB \Waiting for Requisition [2)

98] Closed Purchase Orders [4]

4

B} fwailable for Modification (2]
- He ] Ayailable for Change Order (24 061303

| Cauze of Last Status Change

061923
0E1924
061925
061927

G

[ uppl...
Office Suppl...
Office Suppl...
Office Suppl...
Office Suppl...

PO # | Description | PO Date | Fieguestor | Euyer
061838 Office Suppl.. 741700 Erich Land
061833  Office Suppl.. 741700 Erich Land
061301 Office Suppl.. 7 Wiew
Emergency ... 7 . .
061904 Emergency ... 7 e
0F1905 Dffice Suppl. 7 henge Drder
051906 Office Suppl.. 7  Change Accounts
061907 Office Suppl.. 7 Cloze Purchase Order
0B1308  Office Suppl.. 7 emaining Balarce
061909 Emergency ... 7
061910 Office Suppl.. 7 Print Original Purchase Order
081311 fo!ce Suppl.. 9 Feprint Purchase Order
061913 Office Suppl.. 9 Search
061914 Office Suppl.. 9=
061915 Office Suppl..  9/21/00 Erich Land
il _EIE]_“:IJ.? Office Suppl... 3425400 aa
061917 Office Suppl..  9/25/00 Ay
061918 Office Suppl..  9/26/00 aa
... 11/8/00

Annette
Annette ..
annette

11414400

11A6/00 A, Aoosta
114700 A Acosta
1142700 A Acosta

Change Account Closed

Change Order Deleted

Change Account Clozed

Change Order Approved by Final Approver
Purchaze Order Sent for Change Order Entry
Change Order Approved by Final Approwver

Chgpage Account Closed
ange Order Approved by Final Approver
Change Order Approved by Final Approver

Change Account Initiated

Change Order Approved by Final Approver
Change Order Appraved by Final Appraver
Change Account Clozed

Purchaze Order Sent for Change Order Entry
Change Order Appraved by Final Appraver
Change Order &pproved by Final &pprowver
Change Order Approved by Final Approver
Change Account Initiated

Change Order Approved by Final Approver
= into Purn Clrder
Change Order Approved by Final Approver
Change Order Appraved by Final Appraver
Purchase Order Sent for Change Order Entry
Change Account Closed

2L 1 L

| Current user: aacosta

| Dizplay Options are in effect. |

|Fr/Di 2001401 11/28/00 - 322PM 4

To view remaining balance on a Purchase Order, highlight any folder except Closed Purchase Orders to display the
Purchase Orders. Highlight the desired Purchase Order, right click the mouse and select Show Remaining Balance.

:
h

Line Mo, | Begin Balance | Total Payments | Femain B alance |

1 $1.43 $0.00 $1.43

2 $1.43 $0.00 $1.43

3 $1.44 $0.00 $1.44

Tatak - e 34.30

3records lnaded.

The Show Purchase Order’s Remaining Balance screen will display the selected Purchase Order’s payment activity,
line number, beginning balance, total payments and remaining balance. Select the Close button to exit the screen.

PRINT PURCHASE ORDER
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= Purchase Order WorkFlow =] E3

File  Purchagze Order  Utilitiez  Options  Send Message Help

(151925

(15

%) Available for Modification [4) 11/17/00
] %} Available for Change Order (22

----- %} Closed Purchase Orders [4)

Office Suppl...
LIFf uppl...

< | >

A Acosta

@ Purchase Order WwWorkflow FO# | Description | PO Date | Requestar | Buyer | Cause of Last Status Change
EE Open Purchase Orders 061921 Office Suppl..  11414/00 aa Requisition Created into Purchase Order
&} W/ aiting for Requisition [2) 081922 Office Suppl..  11/14/00 Annette .. Requigition Created into Purchase Order

R equisition Created into Purchase Orded

a

Edit
iew Receipts

Change Order 4—
Cloze Purchase Order <4+

Shaw Remairing Balance

Frint Original Pu
Reprint Purchaze Ordar
Search

[Priert neer aacnsta [ Misnlan Antinns are in effert

[Pvemic20mam 112700 - ARAPM 2

To print a PO, highlight the designated PO or POs and right click on your mouse and select Print Original

Purchase Order.

&, Print P.O. IHE
= Frrint |
SEND INVOICES IN TRIPLICATE TO: PURCHASE ORDER NUMEER Clase |
Your 061927

L Adelanto-Test Show this number on all shipme &= | = |

H°g°| correspondence, and invaoices.

ere!

RIRLY

Yendor:  005304-01

OFFICE MAX
ACCOUMNT #801118001597635 Ship
12628 AMARGOSA ROAD Ta:

YVICTORVILLE, CA 92382-0000
Phone. (7601 951-8281

Date: 11/27/2000
Description: Office Supplies

Warehouse
B01 Maorth "E" Street
San Bemardino, Ca 92408

Dry Ink for 8100 printer

YENDOR INSTRUCTIONS
Do nat ship partials.

4]

FCB SHIP W1A BUYER PAYME
REQ. # REQUESTOR LOCATION BLDG/DEPT
| 000037 |A. Acosta | Infarmation Technology | Nat applicable |
# Oty [Unit Description Unit Price i
1 1| btl |Vendor lternd: HP 1255 $199.99
Toner for xerox 8100 printer.
2 1| btl | vendor lterndt. HP 55656 $150.00

il

A purchase order preview will display the purchase order before selecting to print.
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== Select Report Format M= B

[™ Separate Reports

Select |F|eport Format | Select Al
YENDOR =

O PURCHASING

O ACCOUNTING

O RECEMING Printer §etup|

Lancel |

To print the purchase order, click on the printer button. The print screen will display to verify the printer setup. If

okay, click on the OK button. If a different printer setup is desired, click on the printer button that displays a
wrench.

Click on the drop down arrow to select a different printer or make any other changes as needed, then click
on the OK button.

— Printer
Name: AACOSTARHP Lazerlet 8100 Senes PCL Hid Properties |

Status: Feady

Type: HF Laszerlet 3100 Series PCL A

Where:  Client\2ACOSTARVHP Laser et 8100 Series PCL 6

Comment: Auto Created Client Printer AACOSTA I Print ta file

— Print range Copies

A MNumber of copies: I'I 3:
) Bages _fru:um:IEl LD:IU
" Selection @I

QK I Canhcel
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CHANGE ORDER WORKFLOW

File  Purchasze Order  Utilities  Options  Send Meszage Help
@ Purchase Order Wworkflow PO#t | Descriptioh | PO Date | Bequestar | Buyer | Cause of Last Status Change
=%} Open Purchase Orders 061921  Office Suppl..  11/14/00 aa Requisition Created into Purchase Order
1141400 Annette .. Requisition Created into Purchase Order

) v/ aiting for Requisition [2) 051922  Office Suppl...
i |..

n Created into Purchase Order

inta Pur Orde [ ¢

Requisi

11/17/00

A foosta
=1

Edit
Wiew Receipts

Cloze Purchagze Order
Show Remaining Balance

FErint Original Purchase Order
Reprint Purchase Order
Search

< |»

| Current user: aacosta

[ |FrDi 2001/01 11/27/00 - S07PM

| Dizplay Optionz are in effect.

To initiate a change order, highlight the designated purchase order, right click with your mouse and select change

order.
= Select Change Order Destination _ O] x|
Send To:
IF'un:h Approver - Purchasing Approver j
Comments:
Please submit change order for price difference | d

=

(1] LCancel Help |

Select the position of the person who should be initiating the change on the change order and enter comments if
applicable. Click on OK to send. The purchase order will appear in the designated positions "For Change Order

Entry" file to enter the change order information.
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=1 Change Drdar WorkFlow

File Change Order  Utilties  Send Meszage Help

Iﬁ Change Order Workflow PO #/C0
£} Change Drder Inbox 05
% FarReview
For &pproveal
9 gy Change Order Entry [1]

----- %} Change Order In-Pracess

#

PO D

Edit
Wiew Receipts
Send for Approval
Send To...

Delete

Frint Change Order
Search

Reason for Change

| Current user: aacosta

|Fr/Di 2001401 11/27/00 - S14PM 2

The Change Order workflow will display the purchase orders that have been specifically sent to the user
to take action on. To enter a change order, highlight "For Change Order Entry", and select the purchase
order and double-click or highlight the purchase order and right click with the mouse and select edit.

i
I
i
i
i
I

: = Change Order - 1.0 = E3
Change Order T ‘Wendaor T Shipping ]
Mumber: |1 I Status: Igpen
Diate: 11/27/00 Reason for Change: [|ier price increase. -
Entered By M ame: Iaacosta LI
Entered By Position: IPurch Approver Board Approval Date: I
Requisition Mumber: Igggggy Purchaze Order Humber: IDB1 977
Requisition [ ate: |1 1/27/00 Purchaze Order Date: |-| 122700
Requisition Description: [1ffice Supplies - Requestar's Mame: IA. Acosta
Item/Accounting | Attachments | Maotes | Log | Approval Trail |
Ok | Lancel | Save | Help

The Change Order will be numbered in sequence. Enter the reason for change and go to the designated

screen to make changes. After changes are made, click on the OK button to update changes.
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CHANGE ORDER SEND FOR APPROVAL

I=Chonge Orterworkron e
File Change Order  Utilities  Send Message Help

@ Change Order Waorkflow

1% Change Order Inbox

For Review

¥ Fa Approval

T For Change Order Entry [1]

Edit
Yiew Receipts

Send To...
Delete

Frint Change Order
Search

| Current user: aacosta |

|FY.-’Di: 2001401 11427400 - 24 P 2

Once the change order has been entered, the change order will have to be sent for approval. To send for approval,
highlight "For Change Order Entry" and highlight the PO#/CO# and right click with your mouse and select send for

approval. The system will validate changes and check against the system configurations to check whether or not
approvals are needed based upon the change order variance level setup.

= Change Order WorkFlow =]
File  Change Order  Utilities

Send Message Help

@ Change Order ‘work flow PO #/C0 ﬂl FO Descﬂ:tion | Fieason for Change | CO Date | Originator |
[=-%&} Change Order Inbox 0E1927-001  Office Supplies Item price increase 1142700 aacosta
¥ FarReview

For &pprovwal
Far Change Order Entry (1]

Send for Approval?

Appravals are not required for this Change Order.
‘wiould wou like ta send it for approvals anpway’?

Mo | Cancel |

| Current user: aacosta |

| Fr/Dic 2001401 11/27/00 - 325PM

If approvals are not required, the system will still prompt the user and validate whether or not to send the change
order for approval.
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= Change Order WorkFlow _ O] x|
File Change Order Utiiies  Send Message Help

@) Change Order Workilow PO #/C0 # | PO Description
=7 Change Order Inbos 0E1925001  Office Supplies
CL® P Review
2 For &pprovval
¥ o [Change Order Entry (1]

| Reason for Change | L0 Date | (riginator |
'Wrong price entered N/2700  aacosta

=1 5end For Approval: _[O] |
Send To:
I Budget Approver - Budget Approver j
Comments;
Please nate price diference] d

oK | Caricel | Help |

| Cunent user. aacosta

[Fr/Di 2001/01 1142700 - %29PM

If the change order approval is required or desired, the send for approval screen will appear. Select the position that
needs to begin the approval process for the change order by selecting the position from the drop down list. The
available positions are the existing positions within the approval path for the purchase order. Enter a comment if
desired then click on the OK button. Once the change order is approved, the change order will be removed from the
"For Change Order Entry" file, and placed in the purchase order workflow in "Available for Change Order".
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VIEW CHANGE ORDER

=1 Purchase Order WorkFlow

File  Purchase Order Utilities Options  Send Message Help

M=l B3

@) Puchase Order wgkflow
- ﬂ Open Purchase Orders

) wiaiting for Requisition (2]
%) fwvaiable for Modification (2]

<

I

& Acosta

a

PO # | Description I PO Date | Requestor | Buyer | Cause of Last Status Change

081833  Office Suppl..  7A1/00 Erich Land Change Account Cloged

0E1833  Office Suppl..  7/1/00 Erich Land Change Order Deleted

081901  Qffice Suppl...  7/1/00 Erich Land Change Account Closed

061903 Emergency .. 7/1/00 aa Change Order Appraved by Final Approver

061904 Emergency ... 7/1/00 aa Dveobnon Oecdar Cok for Clocg (rder Entry

051905  Qffice Suppl..  7/1/00 A, View | Approver

0E1906 Qffice Suppl..  7/1/00 Ad, Wiew Receipts

061307  Office Suppl.. 741700 aa Change Order ¢ | &pprover

0E1308  Office Suppl..  7/1/00 annette Ch g & | Approver
ange Accounts

081909 Emergency ... 7/1/00 aa

OR1910 Office Suppl.  7/13/00 aa Dl Pl eimsrs Wiy | Appraver

061911 Office Suppl.. 9411400 annette Show Remaining Balance | Appraover

051913 Office Suppl.. 9412400 Anrette ... ) .

051914 Office Suppl..  9/12/00 aa Print Original Purchase Order L 0rder Entry

0E1915  Office Suppl..  9/21/00 Erich Land Reprint Purchaze Order | &pprover

0E191E  Offige Suppl..  9/25/00 aa Search | Approver

0E1917 Dﬁ Suppl..  9/25/00 Ad e T Approver

061918 Office Suppl..  9/26/00 aa Change Account Initiated

051919 Office Suppl..  11/8/00 ahhette Change Order Appraved by Final Approver

081920 Office Suppl..  11/8/00 Anrette .. R equisition Created into Purchage Order

081923  Office Suppl..  11/14/00 annette Change Order Approved by Final Approver

01924  Office Suppl..  1146/00 A Aeosta Change Order &pproved by Final Approver

061925  Dffice Suppl.. 11/17/00 chase Order Sent for Change Order Entr

Pui
Change g by Fi

| Current user: aacosta

| Display Options are in effect.

[Fr/Di 2001/01 11427/00 - 933PM

The purchase order will remain in the purchase order workflow file "Available for Change Order" until all payments

are final or the purchase order is closed. The Change Order is tracked and logged and can be viewed from the
purchase order workflow. To view the change order, click on "Available for Change Order" folder to display
purchase orders and double-click or highlight and right click with the mouse and select view on the appropriate

purchase order with the change order attached.

: =1 Purchase Order - 061927 [_ O] x| l
‘[ Purchase Order T Wendar T Shipping ]
!
! Humber: |051 927 Emergency FO: [~ Statug: IDpen I
! I
i Date: [11/27/00 Cause of Last Status Changs: |Change Order Appraoved by Final &p
I
Due D ate: I Emergency PO Limit; ID
Buyer: I PO /Baard Description: Ifoice Supplies j :
Fequiziion Mumber: Igggggy Fequestar's Name: IA' Acnsta Fequestor's Positior: IHequisitioner :
. Type of Goods and -
Requizition D ate: |1 142700 I — ID[ﬁCE Supplies Building/ Department: INDt applicable
Location: Ilnformation Techn | Room: I :
Change Orders: .
Sequence # | Change Drder # | Change Account # | Change Order Date | Status | Reasan for Change | Net Adjustment |
1 1 01142700 Clozed | Item price increase 1
I
Item/Accounting Aftachments | Motes | Log | Approval Trail |
[HFS Saie | Help |
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= Purchase Drder - 061927

Purchase Order T

Wendar T

Shipping ]

=] B3

L
i
!
!

Number: Igm 927
!
0 Date: [17727/00
Due D ate: I
Buyer: I

Cause of Last Status Change: [Tz Order Approved by Final Ap

Emergency PO: [ Status: IDpen I

Emergency PO Limit: ID

PO /Board Description: Ifoice Supplies

[~

Change Orders:

Type of Goods and

Requisition Date: |1 1427400 Services:

Location:

Riequisition Number 700037 Requestor's Name: [, costa Requestor's Position:  [Fecuisitoner |
Ifoice Supplies Building/ Department: [t/at zpplicable
Ilnformation Techr | Room: I—

Item/Accounting

Aftachments |

MNotes | Log | Approval Trail |

Lancel | Saye |

Help

The purchase order will display the change order. To view the change order detail, click on change order

number.

= Change Order - 1.0

Change Order T

Wendor T

Shipping ]

=] E3

MNumber:

Crate:
Entered By M ame:

Entered By Position:

i —
[z
Jascota |
[Puchtpprover |

Status: ICIosed

Reason for Change:  [iio pice increase -
=
Board Approval Date: I

Requisition Mumber:

Requisition [ ate:

IDDDDS?
I‘I 1/27/00

Purchase Order Number: |051 977
Purchasze Order Date: |1 142700

Requisition Description: [1ffice Supplies - Requestor's Name: IA_ Acosta
-
Attachments | Motes | Log | Approval Trail |
] | Lancel | Save | Help

The change order detail will display and the user can click on the appropriate tab or click on the appropriate button
to view the desired information necessary.
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== Change Order [tem/Accounl

Item Lines:

F4 | Desciiption of Change

'ﬂ: 000 150000 150.000 7750 1162 1068 17230 Mo
Add

b ]
Delete

Dverall Discount: | 000 1 oo Total tems |2 Total Requisition Amount:  [477 7))

Accounting Lines:

Accounting Method: % Charge Tiatal ) Chiarge per e Balance: |0.00

ap [ Linett] Fu-Fis-Y-Goal Func-0bi-5 ch-Mamt [ Dolar 3]

Tatal Account‘ Deszcription of Change
Add 01-0000-0-0000-3140-4393-006-1086 403.20

40320 Charged amount changed fram $402 12 to $403.20 4—

Seareh SAecaunts | [stribite Evenly | Fieset Aeaourite | Tiar/EH Ereatdowmn | Check Balance |

Taxable S &H: [ 0.00 % | oo Tax Rate: [7 750 +] % Tazdmounk [0 000

Mon-Taxable 5 &H: | 0.00 %z | 0o
Additional Charges: | 0.00 k4 I 258.00 Deseription: |- for awernight delivery ;I
Total SH & A:  [25.000 et distments | =
K LCancel | Help

=7 Change Order Item/Accounting
Item Lines:

2
Delete

Line #| Discrep Dby

150.0000  150.000 F780 1162 1068 17230 Mo

Dverall Discount: | 000 1 oo Total tems |2 Total Requisition Amount:  [477 7))

Accounting Lines:

Accounting Method: %) Charge liotal € Chiarge men e Balance: |0.00

'ﬂ] [ Line#t| Fu-Rs r-Goal-Func-0bj-3ch-gmt | Dollar 3] Total Account| Description of Change
Add |

(01-0000-0-0000-3140-4393-006- 1086 403.20 403.20 Charged amount changed from $402.12 to $403.20
b ]
Delete

Dverall Additional Charges:

Taxable S &H: [ 0.00 % [ oo TaxRate: [7 750 % TaxAmount [ 0]

Searsh decaunts | [istribiute Evenly | FHeset fcaouris | TiardaH Ereatdomm | Check Balance |

Mon-Tassble 5 &H: [ 0.00 % [ om
Additional Charges: I ooo x | 25.00 Deseription: [Fe.c for cvermight delivery ;I
Total SH & A 25000 B ustmEnts | =
) Lancel | Help

The change order will display the changes in red for the changes made to the items or to the accounts.
Click on the cancel button to go back to the purchase order workflow.
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CHANGE ACCOUNTS

Within the Purchase Order Workflow in the "Available for Change Order" folder, you have the option to

Change an account.

File  Purchasze Order  Utilitiez Options  Send Meszage Help

=1 Purchase Order WorkFlow (O}

I@ Purchase Order Workflow PO # | Desciption | PO Date | Fequestor | Buyer | Cause of Last Status Change
Eﬂ Open Purchase Orders 061898 Office Suppl..  7/1/00 Erich Land Change Account Clozed
L -] waiting for Requisition (2] 061893 Office Suppl..  7/A1/00 Erich Land Change Order Deleted
] fysilable for Modification (2) 06190 Office Suppl... 741400 Erich Land Change Account Closed
49/ Available for Change Order (24 ggl ggi Emergency ;::} jgg aa ghanhge ng?:l[ Agprovfed ‘Eji Final .gpglot:er
MEergency ... aa urchase Order Sent for Change Order Entry
B Closed Purchase Drders (4) D905 Office Suppl.. 741400 A Change Order Approved by Final Approver
061906  Office Suppl... 741400 A Change Account Clozed
061907 Office Suppl..  7/A1/00 aa Change Order Approved by Final Approver
061908  Office Suppl..  7/1/00 annette Wiew l=d by Final Approver
061909  Emergency ... 7/1/00 aa - . ted
01910 Office Suppl..  7/13/00 aa ficilhecels e by Final Approver
051911 Office Suppl..  9/11/00 arnette Change Order led by Final Approver
061913 Office Suppl..  9/12/00 Annette .. Change & i3
061914 Office Suppl..  9/12/00 aa Close Purchase Order Change Order Ertry
061915 Office Suppl..  9/21/00 Erich Land 0 P i=d by Final Approver
051916 Office Suppl..  9/25/00 a3 e e e by Final Appraver
061917 Office Suppl..  9/25/00 Ay Frint Original Purchase Order i=d by Final Approver
0E1918  Office Suppl..  9/26/00 aa ﬁeprint Purchase Dider ted
061919 Office Suppl...  11/8/00 annette i=d by Final Approver
061920 Office Suppl..  11/8/00 Annettg ., | Search o Purchass Order
061923  Office Suppl..  11/.14/00 annette Change Order Approved by Final Approver
061924 Office Suppl..  11416/00 A Acosta Change Order Approved by Final Appraver
061925  Office Suppl... 111700 A Aoosta Purchase Order Sent for Change Order Entn
[ 0 A, a Change Drder &gy = by Final Approver
2l [»

| Current user: aacosta

| Dizplay Optionz are in effect. |

|Fv/Di 2001/01 11/28/00 - B58PM 2

This function is only available after a Change Order has been processed and is only used for minor account changes.
There is no approval necessary and very little tracking with this function. After any account changes have been
made, the changes will appear in red when the Change Account is viewed. A message will appear indicating a

Change Account was successfully created.

= Change Account - 1.1 [ [O]=] l
Change Account T Wendor T Shipping ]
Mumber: |1 K] Status: ID pen 1
Date: |11..-'23,.JUU Reason for Change:  [Funding changed = I
Entered By Mame: Iaacosta LI |
Entered By Position: I Board Approval D ate: || !
Fequisition Mumber: Iguggg?' Purchaze Order Mumber: IUB1 927
Fequisition D ate: |11;2?;gg Purchaze Order Date: |11;2?;gg !
Requisition Description: [Office Supplies N Requestor's Name: IA' Acosta :
ItemfAccounting | Attachments | Motes | Log | Approval Trail |
Ok Lancel | Save | Help |
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= Purchase Order - 061927 _ O] =]

Purchase Order T Wendaor

T Shipping ]

] Murnber: Igg-] 927

|

] Date: [11727/00
Due Date: I

Buyer: I

Emergency FO: [~ Status: IDpen I

Cause of Last Status Change: IEhange Account Closed

Emergency PO Limit: ID

PO Board Description: Ifoice Supplies j

Change Orders:

Requizsition Number: Igggggy Requestor's Name: IA_ Acosta Requestor's Position: IHequisitioner
_ Type of Goods and -
Riequisition Date: |11f2?fUU Services Ifoice Supplies Building/ Department: INot applicable
Location: Information Techn | Roam:

—

Sequence # | Change Order # | Change Account # | Change Order Date | Status | Reason for Change | Net Adjustment |
1

1 0/ 11/27/00 Clozed | Item price increase
2 1 1/11/28/00 Clazed | Funding changad
Item/Accounting | Attachments | MNates | Lag | Approval Trail |

Save | Help |

{P125!| Tane
FEISET| 2y Inik T

L0k | Fewd Oty| Pend Oty Discrep Qty| Unit Price | Unit Cost| Tax Rate| Taxamt| SH Amt| Ext. [
=] I . . 16.58) 14.3 3
7.7o0 11.62 1068 17

Overall Discount: I 0.00 4 0.00 Total ltems: |2 Total Requisition Amaunt: |403_20
ing Lines: .
s Accounting Nethod: &) Charde Tiatal €] Chargep=rltem Balance: |0.00
':G:' | Line#| Fu-Rs " GoalFunc-Obj-5ch-Manit | Percentage %| Dallar | Total Account Charges| Description of Changs |
Audd 1 | 01-0000-0-0000-3140-4393-006-1086 0.00 0.0 0.00| Deleted P
»® 01-0000-0-0000-7110-56210-705-2003 000 403.20 403.20) Added -~
Deete
Pairctata Search Secaitts | [ isfritaute Evenl | Feset fecamts | Tar/SH Breakdavn | Check Balance |

Overall Additional Charges:

I 0.on Tax Rate: I?'?ED vl % TaxAmount: ID.DDD

| oo

TawableS&H | 000 %
Mor-Taxable 5 & H | 0.00 %
Addtional Charges [ 0.00 %

Total SH & A:  [25.000

I 25.00 Description: Fee far avermight delivery ;I
MNel&dilistments | LI

ke I Lancel | Help |

dl

The Change account can be viewed after completed by double clicking on the desired change account #. The
changes are also displayed in red.
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RECEIVING WORKFLOW

=" Purchasing !El B

File “Workfloww Configuration  Utilities  Help

A Search Receiving Screen for all Open Purchase Orders will appear when accessing the Receiving Workflow.

= Search Receiving - Open Purchase Orders =] E3
Purchasze Order Mumber: I— = I
Fieceiving Date: |oFsozzom =] - |o4r0arz002 =)
Requestar Mame: I
Yendor: I I I
Location: |< S LI
GoodsAServices |< Al LI
PO/Board Desc: |< Al s LI
Contract Mumber: I
PO Creator: I LI
Status: I< Al vl
Reason: I< all s ;I
Acoount Fu | Rs | s | Goal | Func | Obj | Sch | I gt
Murnber:
T Balled Eram Brewieus e an W ml [ Emergency POs Only
I BElled e West e an @l ™ Pending Receipts Orly
[T E=xcluded From Receiving Only
ok LCancel I Help I

You can search using all of the above fields except: Status, Rolled from Previous Year Only and Rolled
to Next Year. You can also select OK and you will receive a listing of all of the PO's that are available

for Receiving.
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=1 Receiving WorkFlow =]

File FReceiving Utlites Send Message Help

@ Receiving Warkflaw PO # | Description | PO Date | Requestaor | Buyer | Wendor M. | ‘Yendor Mame
%8} Open Purchase Orders 010000 Office Suppl.. 74100 Erich Land 0045976-01  ACCU CUT
M) Available for Receiving (26 061898 Office Suppl.. 7/A/00 Erich Land 00497601 ACCU CUT
] Receiving In-Process ()] 0B1833  Office Suppl..  7/1/00 Erich Land - “P4976-01  ACCU CUT
0B1300  Office Suppl..  7/1/00 Erich Land Ed 4976-01  ACCU CUT
061902  Office Suppl..  7/1/00 Annette .. Search 5304-02  OFFICE Max
0B1903 Emergency ... 7/1/00 aa L =77 1R2-02 JOHMSOM POWER SYSTEMS
01904  Emergency ... 7100 aa 0005897-01  OFFICE DEPOT
0B1905  Office Suppl..  7/1/00 Ay 000597-01  OFFICE DEPOT
OB1906  Office Suppl..  7/1/00 Ay 004595-01  COSTCO
061907  Office Suppl..  7/1/00 aa 005304-01  OFFICE Max
061303 Emergency ... 7/1/00 aa 005304-02  OFFICE Méax
061911 Office Suppl..  9/11/00 annette 000597-02  OFFICE DEPOT
061912 Emergency ... 9412/00 annette 005304-01  OFFICE kA
061913 Office Suppl..  9/12/00 Annette . 000537-02  OFFICE DEPOT
061914  Office Suppl..  9/12/00 aa 005304-02  OFFICE Max
O0E1915  Office Suppl..  9/21/00 Erich Land 000537-02  OFFICE DEPOT
081916 Office Suppl..  9/25/00 aa 000537-02  OFFICE DEPOT
OE1917  Office Suppl..  9/25/00 Ay 000597-01  OFFICE DEPOT
0E1918  Office Suppl..  9/26/00 aa 005304-01  OFFICE Max
061921  Office Suppl..  11/14/00 aa 005304-02  OFFICE Max
061922  Office Suppl..  11/14/00 Annette .. 000597-02  OFFICE DEPOT

anhette

Office Sup

. i 0 JRPORATION |
0B1926 Emergency ... 11/A17/00 annette a... 00059701 OFFICE DEPOT

061527  Office Suppl.. 11427400 & Acosta 00530401 OFFICE Max
061928 Emergency .. 11/27/00 A Acasta 00394801 HOME DEPOT
| | 1
| Current user: aacasta [ [ |Fr/Di 200101 11/28/00 - 3:39PM

Once a Purchase Order has been selected, the detailed Purchase Order information will appear.

=1 Receiving Purchaze Order Humber - 061925 M=l E3 '
P.0. Number: I Wendor Mumber: |000343.g1
Requisition Mumnber: Igggggg Contact Name: I
Location: Jinformation Technolagy Wendor Name: [/ R0 CORPORATION
Receiving Instructions: Phare: I[ggg] 0222502
[Code | Description | Faw
Call Call 24 howrs before delivery . ' I[DDD] LA
City: JSANTA ANA
State: IEA Zip: |92?99-1 974
Additional I
Instructions:

|Line #]Item #] Description | DM Unit Cost| Gty Orded| Tot Revd| Tot Rind] Tot BekOrded] Tat Pending| Tot Dizcrep|
1 |3-102¢ Copier papel ream 3930 10000 0.00 0.00 0.00 0.00 0.00

Receipts
l:uil Pending| Feceipt Humber| Receipt Date| Packing List #| Received By Line ltems Received

Add

L

E dit

Delete

Lloze Frint Help

L

Click the add icon —239 5 receipt against each line. Any specific Receiving Instructions would appear
if entered.
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i = Receipt Mumber - 1 for Purchase Order Number - 061925 ==] 3 I

1 Receipt Number: |1 Receipt Pending: [
\ . .
| Receipt Date: f11/28/00 =l Received By: [annette Acosta
1
1 Packing List Mumber: |1 198767 Entered By Iaacosta
Tracking Murnber: I Location Received: |Ware j
Comments/Notes: PO was for 100 reams or 10 cages. Yendor shipped 100 cases which equals 1000 reams ;I
PO Mumber: |051 925 Wendor Mumber: IDDDS43-D‘I
Requestor's Name: =4, Acosta Mendar Mame:f:-F i CORPORATION
Location: Jinformation Technalogy Address: |POE 11974
Bilding/Department: |1 ot applicable City: JSAMTA AN
Roorm: I Stabe: ICA Zipt [92793-1974
Receiving
Line #| Item #| Desc | UOM| Unit Cost| Gty Ord| Total Rovd| Gty Bevd)| Gty Rind| Ritn Reazon| Discrpncy
Recsive pier | ream 0.00 1000, 900,00
All
Fecy
Selected
Uﬁo
Recy &l

LCancel Help

Criteria for the Receipt fields are as follows:

Receipt Number:
Receipt Date:
Packing List Number:
Tracking Number:
Comments/Notes:
Received By:

Entered By:

Location Received:
field on the Purchase Order

Auto Assigned

Default to current date, this can be modified

This is a required field. You can use N/A

This is a text field and is also required

This field is not required unless you have Receipts Pending
Default name of user, this information can be changed
Default name of user, this cannot be changed

This information can be changed. This information is pulled from the Ship to:

Criteria for the Purchase Order fields are as follows:

All of the PO information is pulled from the PO and cannot be modified.

Criteria for the Receiving fields are as follows:

All of the items can be received line by line. Each receipting process is assigned a receipt number. The
receipting module allows for multiple receipts.
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= Receipt Humber - 1 for Purchase Order Humber - 061925 0 =]

I Receipt Number: |1 Receipt Pending: 7

|: Feceipt Date: |1‘I.-"28.-"DD j Received By: IAnnette Acosta
f Packing List Mumber: |-| 198767 Entered By: Iaacosta

i Tracking Mumber: I Location Received: I\,\.rare

Cormments /N otes: PO was for 100 reams or 10 cages. Yendor shipped 100 cases which equals 1000 reams

I3 [T

PO Humber: |051 925 I Wendor Humnber: IDDDS43-D‘I
QL IEREELETH Notification Email =
Location:

o @ ‘Wiould wou like to send a Pending Receipt Moatification ko one or more users?
Building/Departrm

Roam: Na 74

Receivin

Line #| ltem #| Desc | UOM| Unit Cost| Gty Ord| Total Revd| Oty Rewd| Gty Rtnd| Rt Reason| Discrpney

Receive 0f 100. 0.00] 1000.00 900.00

Al

Fecy
Selected

Uﬁo

Recy &l

Qg LCancel | Help |

L
. 5end Message M=l B3 I_
3

g Select Message Recipient(s]:

i First Mame | Last Hame | Login | E-hdail ﬁ
Account L. AcctLookup ... admind roberta_norton(@adelanto. k12 caus J
t anne gilbert anne anke_gilberti®@adelanto.k12.ca.us
Annette Acosta aacosta annette_acostal@omail shezs k]2 caus
debbie kirk. debbie debbie_kirki@adelanto. k12 ca.us
1 :1ra Canlen adelantn o conlenf@adelanta k17 cas ILIﬂ

Subiject: |F'D Mumber 061925- R eceipt Mumber 1 has Pending receiving discrepancy

Meszage: [vendar has overshipped. Wil contact vendor for immediate pick-up. Corrected ;I
] invoice should be forth coming,

Send LCancel Help

&1
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= Heceipt Humber - 1 for Purchase Order Number - 700019 M= E3

Receipt Humber: |1 Receipt Pending: [
Receipt Date: I 2 424000 j Received By [l land
Packing List Mumber: |required filed Entered By: |pland
Tracking Mumber: Irequiled filed Location Recerved: IBEE ﬂ
Comments./Motes: Thiz field iz optional unless you have Receipt's Pending ;l
PO Mumber: Imgm q I Wendor Mumber: Iggg??g.m
Requestor's Mame: Irleo Wendor Mame: Ipc ZOME
Location: |Cuniculum and Instruction Addrass: [707 5 GRADY WAy
Building/D epartment; IHuman Resources - Bldg. 20 City: IFIENTDNE
Room: I State: IWA Zip: Iggg55_233
Receiving
Ling #] Item #| Desc |UOM| Urit Cost] Oty Ord| Total Rewd| Gty Ricvd| Gty Ritnd| Rtn Reason| Discrprcy| Fa [+ |
1 | 1235 Mouse| EA 2378 1200 000 1500 n.aa 3.00 Mo =
Receive Z'CF12|HP S5c| EA 23/ koo 0.00 Mo
Al 3 [EH23[10+1] EA [ 1.416] 400 0.00 Mo
4 MEDIL| EA | TS Y S I W I T
b 5 |EB231"WEBF| EA 369 200 0.00 Mo
Unda B =35 | INTEF| EA 28400 200 000 Mo
Recy Al 7 |4D43(Z00M| EA | 8550) 300 .00 No o
ak. Cancel | Help |

If quantity received ordered is more than the quantity ordered, the Receipt Pending box in the upper right
corner automatically gets checked. In order to resolve this discrepancy, a Change Order must be
processed. If you received damaged items or no longer need the items, you can enter the number of items
to be returned under the Qty Rtnd field and you must then select a Rtn Reason from the drop down list
that is provided. The list is part of the initial district configuration set-up.

Criteria for the Receiving fields are as follows:

The Line #: Pulled from the Purchase Order
The Item #: Pulled from the Purchase Order
The Description:  Pulled from the Purchase Order
UOM: Pulled from the Purchase Order
Unit Cost: Pulled from the Purchase Order

Oty Ordered: Pulled from the Purchase Order

Total Received:  This is a protected field and you cannot enter any information

Oty Received: This is where the user would enter the Qty received

Oty Returned: This is where the user would specify if any items were being returned

Return Reason:  If any information is entered in the Qty Returned field, a drop down list will appear
with return reasons.

Discrepancy: This field will automatically fill in if Oty Ordered is less than Qty Received

FA: Pulled from the Purchase Order
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APPENDIX

UNITS OF MEASURE - District 72

BGBagl1[1BTIBottle[1[1BX1Box[[1CITHundred1[1CS[1Casel1[ICT1Carton(1[]
DMODramI[1DZ1DozenlI[IEATIEachl1JFTFoot/Feet 1 [1GAGallon1[1GMI1Gram [ [JGRIGross[1]1
NOInch(I[JLBI1Pound1[1LG[ILength[1[ILTILot[1[IMO[1Month(1[1OZ1Ouncel ][ 1PD[Padl1[1PK[IPack
agel1[IPROPair0iLJQTOQuart1[JRLOROoIITTTIRMIIReam [ ISF1Square

Foot/Feet(1[1SHISheet1[1SP1Spool1[1STISet 1 [1SYISquare
Yard[I[JTNOTon O TUD Tube 1 TUBLIUNIt L OWEIWeek 1 YD Yard[ I [YR[Year[ 1 []
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