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A. Introduction

Maintaining Vendors

Welcome to the Maintaining Vendors section! This section contains the tools needed to learn
al the concepts and proceduresinvolved in Maintaining Vendors.

Goal To acquire the skills and knowledge necessary to perform all procedures identified in the
Phoenix Program Purchasing Processes section of the online Library for Maintaining Vendors.

Participant
Objectives At the end of this module you will be able to

Search for avendor

Set up anew vendor

Sat up anew vendor with multiple locations
Change an exigting vendor

Check the approval status of avendor

s owbdpE
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B. Business Processes

Activity Materials
LECTURE GUIDE HANDOUT

Rdevant Business Processes;

APO01 — Add aNew Vendor

AP002 — Update an Exigting Vendor
APO03 — Approve a Vendor

APOO05 — Enter 1099 Vendor Information

1‘2 SECTION 1: MAINTAINING VENDORS PHOENIX - STATE OF GEORGIA
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C. Exercises

Exercise 1l - Search for a Vendor usingthe TIN

Scenario:  You have received arequest to purchase atractor from John Deere in Dublin, Georgia On the
request you have John Deere s TIN number, which is 584787899. Verify that this vendor exists
in the statewide vendor file.

Step 1 Sdect: Go=>Administer Procurement=>»Maintain Vendors
Expected | The Mantain Vendors window displays.
Results:
Step 2 Sdect: Inquire=>»Vendor Information=>» | dentifying Information
Expected | A didog box displays.
Results:
Step 3 Enter or select the following:
SetID: STATE
TIN: 584787899
Click: OK
Expected | A lig of maiching vendorsis displayed.
Results:
Step 4 Sdect: JOHNDEERE - 001
Click: SELECT
Expected | Theldentifying Information pand displays.
Results:
PHOENIX - STATE OF GEORGIA SECTION 1:MAINTAINING VENDORS 1'3
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Exercise 1 (continued)

Check
Results

Step 5

Compare | dentifying Information panel to the panel shown below:

Maintain Vendors - Inquire - Vendor Information
File Edit View Go Favorites Use Inguire Reporti Help

Blel@x| alhe| e =] == 2le=] Helz )

Identifying Infarmation | Locationl Additional Infolmationl Procurement Options 1 I Procurement Options 2| Procurement ELI_'I

SetlD:  STATE Vendor: 50000071000

Status: IAppmved ¥ I
Persistence: IHeguIal ¥ I

Name 1: JOHN DEERE = |2
Mame 2:
ShortName: JOHMDEERE JOHMDEERE-001

Clazsification: |Supp|ier - Non Minority LI J= 1099 ¥ | ipen For Drdering

Yendor Relationships
I= | Corporate Yendor
7| Bemit ¥endor

Last Updated By: FMTRMO3 Student 1D 03

[FNTRN1 |Identifying Information

|Update/Display o

Expected | The pand matches. Congratulationd

Results: If these elements do not match, review the steps and consult the Instructor.

1-4 secTion 1: MAINTAINING VENDORS
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Exercise 1 (continued)

Step 6 Click: Location

to proceed to the Location panel

Compare L ocation pand to the pand shown below:

Maintain Vendors - Inguire - Vendor Information

File Edit Yiew Go Favorites DUse Inguire Reporti Help
SRR EEEEEEE R A
Identifying Infarmation ~ Location IAddilionaIInformationl Procurement Options 1 I ProcuremenletionsEI Procurernent C_4 I 'I
SetlD:  STATE Vendor: 5000007000 JOHM DEERE
FY
Location: 001 Descr: MAIN Default: [~ Ordenng | Invoicing ¥ Bemitting || —;
Effective Date: 05/10/1999 Status: IActive vl J
Address 1: 213 MAIN STREET Phone |
Address 2: Countiy:
Address 3: Main:
Address 4: Extenzion:
City/Twn1: DUBLIN Fere
CntpfTwn2:
-Papment Alternate Hames
St/Prov: GA Postal: 30784
Hames. |
Country: USA - LI
[FNTRRA |Location |Update/Display v

Expected | The pand matches. Congratulationd
Results: If these elements do not match, review the steps and consult the Instructor.

Step 7 Click: llto close the pandl.

Expected | The pand isclosed. Proceed to the next exercise.
Results:

Exercise completed.

PHOENIX - STATE OF GEORGIA

SECTION 1:MAINTAINING VENDORS 1-5
PROPRIETARY AND CONFIDENTIAL



APRIL 2003

PARTICIPANT GUIDE

Exercise 2 - Search for a Vendor using the Vendor Short Name

Scenario: Y ou have recelved arequest to purchase some equipment from Ziegler Tools Inc located on
Marietta Street in Atlanta, Georgia. Verify that this vendor exigsin the statewide vendor file.
Step 1 Sdect: Go=>Adminiser Procurement=»Maintain Vendors
Expected | The Maintain Vendors window displays.
Results:
Step 2 Sdect: Inquire=>»Vendor Information=>» | dentifying Information
Expected | A didog box displays.
Results:
Step 3 Enter or sdect the following:
SetID: STATE
Short Vendor Name; ZIEGLERTOO
Click: OK
Expected | A ligt of matching vendorsis displayed.
Results:
Step 4 Sdect: ZIEGLERTOO-001
Click: SELECT
Expected | The ldentifying Information pand displays.
Results:
1‘6 SECTION 1: MAINTAINING VENDORS PHOENIX - STATE OF GEORGIA
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Exercise 2 (continued)

Check
Results

Step 5

Compare | dentifying I nformation panel to the pane shown below:

Maintain Vendors - Inguire - Vendor Information
File Edit Yiew Go Favorites Use Inguire Repori Help

SRR EEEEEEE R A A

Identifping Information | Localionl Additional Informalionl Pracurement Options 1 I Pracurement O ptions 2| Procurement ELI_'I

SetlD:  STATE Yendor: 0000000147

Perzistence: IHeguIal ¥ I

Name 1: ZIEGLER TOOLS INC =21 |3
Hame 2:
ShortMame: ZIEGLERTOO ZIEGLERTOO-001

Clazszification: ISuppIier - Hon Minority LI [~ 1ngg @ |¥ | Dpen For, Ordering

Yendor RBelationships
I” | Corporate Yendor
I~ Bemit:¥endor

Last Updated By: FMTRMO3 Student 1D 03

[FMTRNE |Identifuing Infamation

|Update/Display v

Expected | The pand matches. Congratulationd

Results: If these elements do not match, review the steps and consult the Instructor.

PHOENIX - STATE OF GEORGIA
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Exercise 2 (continued)

. Location .
Step 6 Click: ———"1 to proceed to the L ocation panel
Compare L ocation pand to the pand shown below:
Maintain Vendors - Inquire - Vendor Information
File Edit Yiew Go Favorites DUse Inguire Reporti Help
Bl@ (@] wlhel slel 5= 2= 2] *le ]|
Identifying Information ~ Location I.&dditionallnformationl Procurement O ptions 1 I Procurementﬂptions2| Procurement C_4 I 'I
SetlD:  STATE Vendor: 0000000147 ZIEGLER TOOLS IMC
Location: 001 Descr: MAIN Default:. |#| Ordering ¥ | Invoicing ¥ | Remitting ;I
Effective Date: 01/03/2000 Status: IAclive vl ;I
Addresz 1: 711 MARIETTA STREET 5W rPhone
Address 2: Country:
Address 3 Main: 4047041111
Address 4: Extension:
Citp/Twnl: ATLANTA Eare 4047045112
Catyp/Twn2:
-Payment Alternate Hames
St/Prov: GA Postal: 30318-5797
Country: USA m j j
[FNTRN1 |Location |Update/Display i
Expected | The pand matches. Congratulationd
Results: If these elements do not match, review the steps and consult the Instructor.
Step 7 cick Xltodosethe panel.
Expected | The pand isclosed. Proceed to the next exercise.
Results:
Exercise completed.

1-8 secTion 1: MAINTAINING VENDORS
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Exercise 3—Vendor Procedures & Determine a Vendor's Short Name

Vendor_Shortname Standards/Procedures & Instructions
Vendor short name must be 10 characters if available.
Proper names should be entered using the first 5 characters of last name followed by first 5 characters of the
fird name (Example HENDERSON, JMMY Short name. HENDEJIMMY).
System will digplay an dphabetic listing of vendors by short name.
Vendors should be entered in al CAPS,
No punctugtion in short name.

Exempt Words/'Symbols

Associates

Company
Limited

Partnership

Incorporated

Enterprise

the, of
Dr., Mr., Mrs,, Ms.
Symbols (al exempt with the exception of & +)

Wordsthat should be abbreviated
Department — DEPT
Internationa — INTL
Southwestern — SW

Southeastern — SE
Northwestern — NW

Northeastern — NE

Regiond — REG
Adminigratio/Adminigraive— ADMIN
and- &

Laboratory — LAB
Government — GOVT
Manufacturing— MFG

Service(s) —SVC

Use 2 characters for each State— GA, SC, NC, FL
Junior —JR
Senior — SR

If aduplicate vendor is entered and found by the Security group, the previoudy entered correct vendor
number will be placed in the long name 2 fidd.

PHOENIX - STATE OF GEORGIA SECTION 1:MAINTAINING VENDORS 1'9
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When vendors are entered to EFT (Electronic Fund Trandfer), users should enter a Confirmation on the
Pre-note upon data entry.

1-10 secTion 1: MAINTAINING VENDORS PHOENIX - STATE OF GEORGIA
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Exercise 3 (continued)
Vendor Shortname Standards
NAME SHORT NAME CHARACTERS

A + COMPUTER A+COMPUTER 10
A + IMAGING SYSTEMS, INC. A+HMAGINGS 10
A & A BUSINESS MACHINES, INC. A&ABUSINES 10
A & G'SCLEANING SERVICE A&GSCLEANI 10
A -1 CARPET A-1CARPET 9
A -1 SAFE & LOCK COMPANY, INC. A-1SAFE&LO 10
AAA BROKERS & ASSOCIATION OF SOUTH CAROLINA AAABROKERS 10
AAACE AAACE 5
AAA BUILDERS & REMOLDERS AAABUILDER 10
AACC AACC 4
A ACME COMPANY INC. AACME 5
AA CLASSIC FENCING AACLASSICF 10
ABBOTT LABORATORIES, HOSPITAL ABBOTTLABH 10
ABBOTT LABORATORIES, PHARMACEUTICAL ABBOTTLABP 10
ABC ADVISORS, INC. ABCADVISOR 10
ABCA FUNDING ABCAFUNDIN 10
ACADEMICLC ACADEMICLC 10
ACE HOME & GARDEN ACEHOME& GA 10
ACELECTRIC ACELECTRIC 10
ACME LOCK & KEY, INC. ACMELOCK&K 10
ACTION PRODUCTS ACTIONPROD 10
ADAMS, JL. ADAMSIL 7
THE ADAMS COMPANY ADAMS 5
ADDCO, INC ADDCO 5
ADMINIST RATIVE SERVICE OF GEORGIA ADMINSVCGA 10
ADMORE ATLANTA ADMOREATLA 10
INTERNATIONAL SALES & MARKETING INTLSALES& 10
SOUTHEASTERN REGIONAL VISION FOR EDUCATION, IN SEREGIONAL 10
3M HEALTH INFORMATION SYSTEMS 3MHEALTHIN 10
3M MAGNETIC AUDIO/VIDEO PRODUCT IONS 3MMAGNETIC 10
3" WAVE TECHNOLOGIES 3RDWAVETEC 10
3T GLASS COMPANY 3TGLASS 7
3M 3M 2
3M COMPANY 3M 2
215" CENTURY CONSULTING 21STCENTUR 10
24 CARROT PRESS 24CARROTPR 10
2500 AD SOFTWARE, INC. 2500ADSOFT 10
3COM CORPORATION 3COM 4
20 20 COMPUTERIZED DESIGN 2020COMPUT 10
20™ CENTURY PLASTICS, INC. 20THCENTUR 10
THE ADVANCE PROGRESS ADVANCEPRO 10
JMMY HENDERSON HENDEJMMY 10

PHOENIX - STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL

SECTION 1:MAINTAINING VENDORs 1-11




APRIL 2003 PARTICIPANT GUIDE

Exercise 3 (continued)

Scenario:  You have been given alist of vendors that need to be added to the statewide verdor file. You
need to determine these vendors shortname.

VENDOR SHORTNAME EXERCISE

VENDOR NAME VENDOR SHORTNAME

IMAGE STAFFING SERVICES

MIDSOUTH ELECTRIC CORPORATION

FINAL TOUCH PROFESSIONAL CLEANING SERVICE

MAID TO REMEMBER

BROWN AND ASSOCIATES

AZTEC RENTAL CENTER

SEARS PAINTING CENTER

SERVICE MERCHANDISE

MABLETON CAR CARE CENTER

GENERAL ELECTRIC

LEE MOTOR COMPANY

REGIONS BANK

WACHOVIA

BLANCHARD'SBAKERY

AFFORDABLE COMPUTERS

JMMY HENDERSON

DR.JR.CARR

ABRAHAM COX

1-12 SecTion 1: MAINTAINING VENDORS PHOENIX - STATE OF GEORGIA
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Exercise 4 - Add a Non-1099 Vendor with Multiple Locations

Scenario:  General Electrical Supply Co. isanew vendor and is not present in the statewide vendor file.
Your god isto accurately enter Generad Electrica Supply Co. into the statewide vendor file.
Step 1 Sdect: Go=>Adminiger Procurement=»Maintain Vendors
Expected | The Mantain Vendors window displays.
Results:
Step 2 Sdect: Use=>Vendor Information=» 1 dentifying I nfor mation
Expected | A didog box displays.
Results:
Step 3 Enter or sdlect the following:
SetlD: STATE
Vendor ID:  NEXT (Default Value- Do not typein thisfield)
Click: OK
Expected | The ldentifying Information pand displays.
Results:
Step 4 Enter or sdect the following:
Name 1: GENERAL ELECTRICAL SUPPLY CO -X
Replace XX with the number assigned to you by your
ingructor.
ShortName: GENERALELE
Classification: Supplier - Minority
Status: Approved
Persistence: Regular (Default value)
1099: ON
Expected | Correct dataentry
Results: Note: Status will be Unapproved in Production until approved by Security.

PHOENIX - STATE OF GEORGIA SECTION 1:MAINTAINING VENDORS 1'13
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Exercise 4 (continued)

Step 5

Expected
Results:

Click: EI (1099 Information button) to proceed to the 1099V endor
I nformation pand.

Enter or sdlect the following:

Effective Date: Current system date (Default value)
Status: Active (Default value)

ID: 582894321
Type Fed ID

Correct data entry

Step 6

Expected
Results:

Click: (Return to Previous Pand button) to return to the Identifying
Information panel.

Click: 1099 checkbox OFF.

The Identifying Information pand displays.

Step 7

Location

Click: to proceed to the L ocation pand.

Enter or select the following:
Descr: LOCAL

Effective Date: Current systemdate (Default value)
Status: Active (Default value)

Address 1. 100LIND CT
City/Twnl.: ATLANTA

St/Prov: GA

Postd: 30030

Country: USA (Default value)
Phone Main: 404-555-1212

1-14 secTion 1: MAINTAINING VENDORS PHOENIX - STATE OF GEORGIA
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Step 7

Expected
Results:

Location

Click: to proceed to the Location pand.

Enter or sdlect the following:
Descr: LOCAL

Effective Date: Current systemdate (Default value)

Status: Active (Default value)
Address 1: 100LIND CT
City/Twnl.: ATLANTA

S/Prov: GA

Podtd: 30030

Country: USA (Default value)
Phone Main: 404-555-1212

Correct data entry

PHOENIX - STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL
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Exercise 4 (continued)

Step 8 Place the cursor in the Descr field.
Click: ﬂl toinsert another location.
Enter or sdect the following:
Descr: CORPORATE
Defaullt: Click the Remitting checkbox ON
Effective Date: Current system date (Default value)
Status: Active (Default value)
Addressl: 555 GLENWOOD AVE
City/Twnl: DECATUR
SU/Prov: GA
Podtd: 30033
Country: USA (Default value)
Phone Main: 404-867-5555

Expected | Correct dataentry

Results:

Step 9 Click: SR |, proceed to the SIC Codes and User Types
panel.
In the User Classification section of the pand:
Select Minority — Asian American
Click: @I toinsert another User Classification.
Sedlect: Corporation

Expected | Correct data entry

Results:

Step 10 Click: |dentitying Information |
Click: Elto save.

Expected | Thenew information is saved.

1-16 SecTion 1: MAINTAINING VENDORS PHOENIX - STATE OF GEORGIA
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Step 10

Results:

Click:

|dentifuing Infarmation

Click: Elto save.

PHOENIX - STATE OF GEORGIA
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Check
Results

Step 11

Expected
Results:

| dentifying |nformation |

Click:

The ldentifying Informetion pand displays.

to return to the Identifying Information pandl.

Step 12

Expected
Results:

Compare | dentifying Information panel to the panel shown below:

Note: TheVendor number may vary from the number shown here.

Maintain Vendors - Inquire - Vendor Information
File Edit Yiew Go Favorites Use Inguire Report Help

dlelax amaa ss == S5 2el2) +|./|¢+|£|\

Identifying Information | Locationl Additional Informationl Procurement Options 1 I Procurement Options 2| Procurement C 4 | *

‘ SetlD:  STATE Vendor: 0000000164

Name 1:

Name 2:

ShortN ame: GEMERALELE

GEMERAL ELECTRICAL SUPPLY CO - XX

GEMERALELE-D01

CJE

Clazzification: |Supplier - Minority

Status: IUnappmved et l
IHegulal et I

Persistence:

~Wendor Relationshi

;I = inag @ v | pen For irdering

I= | Corporate Vendor,
I= | Remit Vendor

Last Updated By: FNTRM28

Student ID 28

[FNTRME

[Identifying Information

|Update/Display v

The Vendor status will display “ Approved” during training. In production users will see

the Unapproved status shown above.

1-18 secTion 1: MAINTAINING VENDORS
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APRIL 2003

Step 13 Click: 1099 checkbox ON
Click: EI (1099 Information button) to proceed to the 1099 Vendor Information
panel.
Expected | The 1099 Information pand displays.
Results:
Step 14 Compare 1099 I nformation panel to the pand shown below:
Maintain Vendors - Use - Vendor Information
File Edit Yiew Go Favorites Use Inguire Report Help
Ble(@x| wl0E slel == g8 2o #v#7]|
SetlD:  STATE Yendor:  MNEXT GEWERAL ELECTRIC SUPPLY CO -3 ‘
Effective Date: Im Status: lm ;I
~Tax Identification Humb Reporting Address
1D: lI5l32!;!5l4321 EonlmI;:D: I
Type: Im Mame 1: I
™ Notified Twice of Invalid 1D Mame 2: I
" Direct Sales > $5000 Countiy-  [USA | ﬂ
\': h = D.,[ 1t Add -
1099 Code: | | 4] City: :
-P(e;c;r:[:‘illlhhcld State: | +| zip: |
" Specify  Percent: 0.00 j
[FNTRINT [1099 Wendor Information |Add 4
Expected | If these dements do not match, review the steps and consult the Instructor.
Results:
Note: TheVendor number may vary from the number shown here.
If the panel matches:
1. Click: (Return to Previous Panel button) to return to the I dentifying
I nformation panel.
2. Click: 1099 checkbox OFF.
. Locati :
3. Clic oo |to proceed to the L ocation pandl.

PHOENIX - STATE OF GEORGIA
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Exercise 4 (continued)

Step 15

Expected
Results:

Compare L ocation 002 pand to the pand shown below:

Note TheVendor number may vary from the number shown here.

Maintain Vendor:

Fle Edit View Go Favoites ess Inquie Repot Help

Use Proo
ale[8lx| Hli=SENE RN A

Identifying Information  Location | Payment Options | EFT Payment Options | 5IC Codes and User Types | Yendor NIGP Association |

SetlD:  STATE Vendor: 0000000162 GEMERAL ELECTRICAL SUPPLY CO - 12

‘ Location: 002 Descr: Default [ Ordering [~ Invoicing ¥ Remitting Ol
Effective Date: [09/27/2000 | Status: [Active = Hl
Address 1: [555 GLENWODD AVE Phone
Address 2: [ County: [ |
Address 3: [ Main: [404-867-5555 |
Address 4: [ Emtension: |
City/Twn1: [DECATUR Fax: ,—
Crty/Twn2: |

StProv:  [GA  +| Postal [30033
Country:  [USA ﬂ

Payment Alternate Names ‘

Names___

|Location [Add

If these elements do not match, review the steps and consult the Instructor.

If the pand matches, click the elevator bar associated with location to display the
Location 001 pand.

Step 16

Expected
Results:

Compare L ocation 001 pand to the pand shown below:

Maintain Vendors - Use - Vendor Information

FEle Edt View Go Favoites Uss Procsss |nquie Hepot Help

alelex] o] ele| =i slE) =] +leialr ]

Identifying Infarmatian  Location | Pagment Options | EFT Payment Options | SIC Codes and User Types | Vender NIGP Assacistion |

SetlD:  STATE Vendor: 0000000162 GENERAL ELECTRICAL SUPPLY CO - 12

Location: 001 Deser: Default: [¥ Ordering ¥ Invoicing [~ Remitting ‘ =
Effective Date: [09/27/2000 | Status: [Active - C
Address 1= [100 LIND CT

Address 2: | Country: [

Address 3: | Main: [404-555-1212

Address 4: | Edtension: [

City/Twn1: [ATLANTA Fa —

Coty/Twn2: |

SWProv:  [6A  +| Postal: [30030
County:  |USA ﬂ

ravmenl Alternate Names

[Location [Add

Note: The Vendor number may vary from the number shown here.
If the pand matches:

q SIC Codes and User Types
Click: 7

| to proceed to the SIC Codes and User Types pandl.

1-20 secTion 1: MAINTAINING VENDORS
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Exercise 4 (continued)

Step 17 Compare SIC Codes and User Types pane to the pand shown below:

Maintain Vendors - Inquire - Vendor Information
File Edit View Go Favorites Use Inguire Report Help
R EENE ENEEE E N N Fa A
Procurement Options 2| Procurement Options 3| Payment Dpliunsl EFT Payment Options  5IC Codes and User Types | LI_’I
SetlD:  STATE Vendor: 0000000164 GEMNERAL ELECTRICAL SUPPLY CO - % |
SIC Classification
Division:
Group:
SubGroup:
Type:
SubType:
User Classification LI
|Minolity - Asian American | -
IEnllealiun LI
+
|FNTHNE |5IE Codes and User Types |Update.r‘D\splay i

Expected | The pand matches. Congratulationd
Results:

If these elements do not match, review the steps and consult the Instructor.

Note TheVendor number may vary from the number shown here.

Step 18 Click: ﬁlto close the pandl.

Expected | The pand isclosed. Proceed to the next exercise.
Results:

Exercise complete.

PHOENIX - STATE OF GEORGIA SECTION 1:MAINTAINING VENDORS 1'21
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Exercise 5 - Add a 1099 vendor

Scenario:  Accounting and Tax Servicesisanew 1099 vendor. Your god isto accurately enter the
company information into the statewide vendor file.

Step 1 Sdect: Go=>Administer Procurement=>»Maintain Vendors

Expected | The Mantain Vendors window displays.
Results:

Step 2 Select: Use=>Vendor Information=» 1 dentifying I nformation

Expected | A didog box displays.

Results:

Step 3 Enter or sdect the following:
SetlD: STATE
Vendor ID: NEXT (Default Value- Do not typein thisfield)
Click: OK

Expected | The ldentifying Information pand displays.

Results:
Step 4 Enter or sdect the following:
Namel: ACCOUNTING AND TAX SERVICESCO — XX
Replace XX with the number assigned to you by your Ingtructor
ShortName:  ACCOUNTING
Classfication:  Supplier — Non Minority
Status: Approved
Persstence: Regular (Default value)
1099: ON
Expected | Correct dataentry
Results:
Note: Statuswill be Unapproved in Production until approved by Security
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Exercise 5 (continued)

Step 5 Click: B|(1099 I nformation button) to proceed to the 1099 Vendor Information
panel.
Enter or sdlect the following:

Effective Date: Current system date (Default value)

Status. Active (Default value)
ID: 583221111
Type: Fed ID
1099 Code: 07
Control 1D: ACCO
Name 1. ACCOUNTING AND TAX SERVICES
Address: 1011 LYNNE CT
CITY: LAWRENCEVILLE
STATE: GA
ZIP. 301475847

Expected | Correct dataentry

Results:

Step 6 Click: (Return to Previous Pand button)

Expected | Theldentifying Information panel displays.
Results:

Step 7 Click: _=2en |4 proceed to the L ocation pand.

Enter or select the following:

Descr: LOCAL

Effective Date: Current system date (Default value)
Status: Active (Default value)

Addressl: 1011 LYNNE CT

City/Twnl: LAWRENCEVILLE

S/Prov: GA

Pogd: 301475847

Country: USA (Default value)

Phone Main: 404-362-9999
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Step 7 Click: =" | {6 proceed to the L ocation pan.

Descr:

Effective Date:
Status:

Addressl:
City/Twnl:
St/Prov:

Podtd:

Country:

Phone Main:
Expected | Correct dataentry
Results:

Enter or sdect the following:

LOCAL
Current system date (Default value)
Active (Default value)
1011 LYNNE CT
LAWRENCEVILLE
GA
301475847
USA (Default value)
404-362-9999
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Exercise 5 (continued)

Step 8 Click; _SICCodes andUssiTopes | , proceed to the SIC Codesand User Types panel.

In the User Classification section of the pand:

Sdlect: Individually Owned Business

Expected | Correct dataentry
Results:

Step 9

| dentifying |nformation |

Click:

Expected | The new information is saved.
Results:

Step 10 Click: El to save.

Expected | The ldentifying Information pand displays.
Results:

Check
Results

Step 11 Compare | dentifying Information panel to the panel shown below:

Maintain Vendors - Use - Vendor Information
File FEdit View Go Faverites Use Process Inguire Report Help

ale@x| e glel ool SE] 2lel] #elwl ]

Identifying Information I Locallonl Payment Elpllonsl EFT Payment Upllunsl SIC Codes and User Typesl Wendor N\GF‘ALI_’I

SetlD:  STATE Vendor: 0000000161

Name 1: ACCOUNTING AND TAX SERVICESCO - 4] &[]

Name 2: I

ShortName: IAEEDUNTINE ACCOUNTING-00M

Classification:  [Supplier =] [V 1099 @ ¥ Open For Ordering
Status: lm
Persistence: lm

‘Yendor Relationshi
" Corporate Vendor l—ﬂ
™ Remit ¥endor [ ] ﬂ

Last Updated By: FNTRMZ22 Student ID 28
[FHTRNI [1dentifying Information [dd v

Expected | |f the pand matches, dlick: Bl (2099 Information button) to proceed to the 1099
Results: | vendor Information panel.
Note: TheVendor number may vary from the number shown here.
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Exercise 5 (continued)

Step 12

Expected
Results:

Compare 1099 Vendor Information panel to the panel shown below:

Maintain Vendors - Use - Vendor Information
File Edit Yiew Go Favorites Use Process Inquire Repori Help

alel@x| =aE slel e S5 2lels] #elel]

SetlD:  STATE Vendor: 0000000161 ACCOUNTIMG AND TAx SERVICESCO - <% ‘

=
Effective Date: |1 2/21/2000 Status: |A.:uve | @
- add

Tax |dentification Mumber R

1D: |583221111 Control ID: |ACCD
Type: |FedID 'I Mame 1: IAI:I:IJUNTINE ANDTAX SERVICES

™ Notified Twice of Invalid ID Hame 2- I

[ Direct Sales > $5000 Address: |1u11 LYNME CT
‘Youchering Default: City: |LAWRENCEVILLE

1099 Code: lFﬂ MaonEmpComp ‘ State: lﬁﬂ Zip: IW
rPercent Withheld

i+ Default

" Specify  Peicent: 0.00

[FHTRM1 [1099 Yendor Infarmation |Add 7

If these elements do not match, review the steps and consult the Instructor.
Note: TheVendor number may vary from the number shown here.
If the pand matches, click: to proceed to the Identifying Information pand.

Location

Click: _l to proceed to the Location pand.

Step 13

Expected

Compare Location pand to the pand shown below:

Maintain Vendors - Use - Vendor Information
File Edit View Go Favoriies Use Process Inguire Repori Help

dls (x| 2l0E elel == g8l 2] #efalz]

Identifying Information ~ Lecation IF'aymenl Elplmnsl EFT Payment Upl\unsl SIC Codes and User Typesl “Wendor NIGP A 4 I L4

SetlD:  STATE Vendor: 0000000161 ACCOUMTIMG AMD TAx SERVICESCO -2 ‘

Location: 001 Deser: [LOCAL Default: ¥ Ordering ¥ Invoicing [¥ Remitting ;I
Effective Date: |12/21/2000 Status: |Active vI ;I

Address 1: [1011 LYNNE CT Pl

h
Phone

Address 2: I Country:

Address 3: I Main: 404-362-9999
Address 4: I Extension: I

City/Twnl: II.AWHENCEVILLE Fax:

Cnty/Twn2: I

rPayment Alternate Names
St/Prov: IGA ﬂ Postak: |3014?-5847
Mames... |
Country: IUSA ﬂ

=4

[FHTRMN1 |Location |dd v

If these elements do not match, review the steps and consult the Instructor.

Results: Note: The Vendor number may vary from the number shown here.
If the panel matches, dlick; oo ooaes and User Types | to proceed to the SIC Codes and
User Types pand.
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Exercise 5 (continued)

Step 14 Compare SIC Codes and User Types pane to the pand shown below:

Maintain Vendors - Use - Vendor Information
File Edit View Go Favorites Use Inguire Report Help
alel@x| =aE| slel ci=| S5 @ kel2] # ]|
Identifying \nfulmal\unl Lucaliunl Payment Duliunsl EFT Payment Options  5IC Codes and User Types |Vendur NIGP ALI_’I
SetlD:  STATE Vendor: 0000000165 ACCOUMTING AMD T4 SERVICES CO - =
SIC Classification
Division: ||— ﬂ
Group: l_ﬂ
SubGroup: I— ﬂ
e [ 3]
SubType: I— ﬂ
User Classification LI
Individually Owned Business ;I
&
[FNTRNE |SIC Codes and User Types |dd s

Expected | If these dements do not match, review the steps and consult the Instructor.

Results:
Note: TheVendor number may vary from the number shown here.

The pand matches. Congratulationd

Step 15 Click: ﬁlto close the pandl.

Expected | The pand isclosed. Proceed to the next exercise.
Results:

Exercise completed.
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Exercise 6 - Check the Approval Status of a Vendor

Scenario:  You have apurchase order that needs to be issued to Boyd Concrete Cutting. You first haveto
determine if the vendor has been approved before a purchase order can be issued.
Step 1 Sdect: Go=>Administer Procurement=»Maintain Vendors
Expected | The Mantain Vendors window displays.
Results:
Step 2 Sdect: Inquire=»Vendor Information=>Identifying I nformation
Expected | A didog box displays.
Results:
Step 3 Enter or sdect the following:
SetID: STATE
Vendor ID: 5000001002
Click: OK
Expected | The ldentifying Information pane disolays.
Results:
Step 4 View the following:
Status: Approved
Expected | Viewing of the correct data.
Results:
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Exercise 6 (continued)

APRIL 2003

Check
Results
Step 5 Compare | dentifying Information panel to the panel shown below:
Maintain Vendors - Inquire - Vendor Information
File Edit Yiew Go Faworites Use Inguire Report Help
dlgl@x| mlael slel 50| S5 2lel2] #v 2]
Identifying Information | Locationl Additional Informationl Procurement Options 1 | Procurement Options 2| Procurement C_4 | ¥
‘ SetlD: STATE Yendor: R000001 002 ‘
Name 1: BOYD CONCRETE CUTTING =3 (3]
Name 2:
ShortName: BOYDCONCRE BOYDCOMCRE-DO
Claszsification: ISuppIiEI - Non Minority LI = 1099 @ |¥ | Dpen For, Ordering
Status: IAppmved et l
Persistence: IHegulal ¥ l
“¥endor Relationship
L] [Eorporate Yendor,
=} Bemit Vendon,
Last Updated By: FHTRAIM Trainers
|FNTF|N‘I |Identifying Infarmation |Update.-"DispIay i
Expected | The pand matches. Congratulations! The vendor has been gpproved.
Results:
Step 6 Click: ﬁlto close the pand.
Expected | Thepand isclosed. Proceed to the next exercise.
Results:
Exercise completed.
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Exercise 7 - Change a Vendor’s I nformation

Scenario:  You have been mailed achange of address |letter from John Deere. They are moving
to anew, larger facility at 589 Main .

Step 1 Obtain a blank Vendor Changes Form and complete the required information.

The forms are available on the phoenix webgte: http://phoenix.gagta.com
The completed forms should be emailed to the following: psvendor@gta.ga.gov

Thereisablank Vendor Change Form on the following page.

Expected | Correct form obtained and emailed to the Vendor maintenance group.
Results:

Exercise completed.
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VENDOR MAINTENANCE FORM

To have avendor |location added or a vendor address changed, please complete the
following information:

Send as an email attachment to psvendor@gta.ga.gov. In the email subject line, please
indicate whether you are requesting a new vendor location or a change of address. If you
have questions, please call the Financials Systems Help Desk at (404) 657-3956 or (888)
896-7771.

[ INew Vendor Location [_IVendor Change

FEI/SSN: Vendor #: Vendor Location:

*Vendor Name:

Address:
City: State: ZipCode;
Phone Number: Ext: Fax Number:

Alternate Payment Name (use if adifferent nameisto be printed on checks):

Web Address (optional):

Comments:

* Supporting documentation is required before a vendor name will be changed. See Item 5.

Submitted by: Phone Number:

Instructions for Completion:

Check the appropriate box to indicate a change of address or the addition of a new location.

Include Vendor name and FEI/SSN or Vendor number on al requests.

Use the Comments section for other changes not identified on this form or for additiona information.
Include Name and phone number of person submitting request.

If the request is to change the vendor name, follow up your e-mail request by faxing ONLY the supporting
documentation to (404) 463-5089. Please include a fax cover sheet. Acceptable documentation would
be a letter from the vendor, copies of the legal name change papers from the Secretary of State's office,
or anew W-9 completed by the vendor.

agrowpn PP
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D. Summary and Review

Activity Materials

7] | ol [

LECTURE GUIDE REVIEW

Objectivesreview:

Search for a vendor

Set up anew vendor

Sat up anew vendor with multiple locations

Change an existing vendor

Check the approval status of avendor

Navigate through the Business Processes to locate al other
Maintaining Vendors procedures

oSk wnNE

Discuss the following questions:

Wheat does the status of avendor mean?

When is more than one vendor address necessary?

Who can inactivate a vendor?

How does vendor maintenance impact your agency?

How many vendors can have the same vendor shortname?

What are the requirements to add a 1099 vendor?

What does the word “NEXT” mean and when should you change it?
What isaTIN?

N AWDNE
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A. Introduction

Entering Purchase Orders

Welcome to the Entering Purchase Orders module! This module contains the tools needed
to learn dl the concepts and procedures involved in Entering Purchase Orders.

Goal To acquire the skills and knowledge necessary to perform al procedures identified in the
Phoenix Program Purchasing Processes section of the online Library for Entering Purchase
Orders.

Participant

Objectives At the end of this module you will be ableto

Enter purchase orders

Modify purchase orders

Cancel non+dispatched purchase orders
Reserve purchase orders

~AowbdpE
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B. Business Process

Activity Materials

W | e

LECTURE GUIDE HANDOUT

Relevant Business Processes:

POQ008 — Fidld Purchase Orders (Agency)

PO010 — Purchase Order Amount Approva

PO011 — Purchase Order Chartfiedld Approva

PO012 — Editing / Budget Checking - Requisitions, Purchase Orders
PO013 — PO Pogting — Requisitions and Purchase Orders

PO031 — Purchase Order Reservation
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C. Exercises

Exercise 1l - Enter a Purchase Order for Open Market Items

Scenario: Y ou need to place an order for agenerator, an air compressor, and two circular saws. The
bid process has dready been completed for these items and they will be purchased from
Ace Hardware in Dublin, Georgia. Y our god isto enter the purchase order in Phoenix.
Step 1 Sdect: Go=>Administer Procurement =»M anage Purchase Orders
Expected | The Manage Purchase Orders window displays.
Results:
Step 2 Sdect: Use=>Purchase Order=»Lines2Add
Expected | A didog box displays.
Results:
Step 3 Enter or sdect the following:
Business Unit: 42000
Purchase Order:  NEXT (Default vdue— Do not typein thisfield)
Click: OK
Expected | TheLinespand displays.
Results:
Step 4 Enter or sdlect the following on the Lines Pand:
Vendor: ACEHARDWAR-001 (5000001003
PO Date: Current system date (Default vaue)
Buyer: DonnaFle
Expected | Correct dataentry
Results:
PHOENIX - STATE OF GEORGIA SECTION 2: ENTERING PURCHASE ORDERS 2'3
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Exercise 1 (continued)

Step 5 Click: "% | {5 proceed to the Header panél.

Enter or select the following:

PO Type: Open Mkt
Origin: 001 (Default vaue)
Bill Addrs. PO_0000001 (Default vaue)
Expected Correct data entry
Results:
Step 6 Click: _Pefaults | 15 open the Purchase Order Defavlts dialog box.

Expected | The Purchase Order Defaults didog box displays.
Results:
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Exercise 1 (continued)

April 2003

Step 7 Enter or select the following:
Ship To: PO_001001 (Default vaue)
Location: PO 001001 (Default vaue)
Due Date: Delivery Date (F4)
Orig Prom: (Leave this field empty)
Ship Via COMMON (Default value)
Freight Trm: DN (Default value)
Account: 720001 see note below
Fund Code; Al
Organization: 4203100201
Program Code: 01
Sub-Cls. 301
BY: Current Budget Year
Project/Grant: 20208
Note: The following accounts generate the warning seen below, click OK to continue.
616001 for Small Vaue Assets
720000 through 739999 for Other Assets
x
A\ [ e
down to each PO distribution having this account and flag
as an azzet and select the appropriate Asset Profile. If
splitting charges between multiple distibutions and
charging by amount, it iz best not ta flag on the PO but
rather to enter directly into the Aszset Module since mulbiple
distributionz do not interface properly.
El
E=plain |
Expected Correct data entry.
Results: Before proceeding, make sure your Purchase Order Defaults dialog box matches the one
shown below:
Ship To: 3+ Account  [720001 | 4]
Location:  [PD_001001 | Fund Code:  [A1 +] Cancel |
Due Date: [03/2872001 Diganization: [4203100201 | #|
Drig Prom:  [09/28/2001 | Progiam Code: [01 |+
Ship Via: [coMmon 4] Sub-Cls: [301 " +| By: [2002 4]
FreightTm: DN 4] Project/Grant: [20208 3|
GL Unit: 42000
Note: The Due Date may vary from the date shown here.
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Exercise 1 (continued)

April 2003

Step 8 Click: OK
Expected | The Purchase Order Defaults dialog box closes.
Results:
Step 9 Click: __¥ender | {5 open the PO Vendor Information dialog box.
Expected | The PO Vendor Information didog box displays.
Results:
Step 10 Enter or sdlect the following:
Location: 2
Click: @ next to the Location field to display the vendor’'s Location Details.
Expected | Correct data entry
Results:
Before proceeding, make sure your PO Vendor Information dialog box matches the
one shown below:
PO ¥endor Information [ |
Location: I_Zj Terms: Wj Met 30
Contact: I_j @ Currency Code: Iﬁﬂ Cancel |
Salesperson: I_ﬂ @ Rate Type: ICRRNT ﬂ
Location Detailz
Diublin GA stare Phone:  312-555-9476
B5000 Transylvania Blvd
Fax:
Diublin
GA 30288 usa
Step 11 Click: OK
Expected | The PO Vendor Information dialog box closes.
Results:
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Exercise 1 (continued)

Step 12 Click: _Matching

Expected | A didog box displays.
Results:

Step 13 Enter or sdlect the following:

Match Action: No Match
Match Rules: Accept the blank default

Expected | Correct data entry
Results:
Before proceeding, make sure your dialog box matches the one shown below:

Match Status
Mone Cancel |

rMatch Options

Match Action: Im VI
Match Rules: I ﬂ

N Becrueilise Tax

Note: Until further notice“No Match” isthe recommended salection.

Step 14 Click: OK

Expected | Thedidog box closes.
Results:
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Exercise 1 (continued)

Step 15 Click: -"™= | o retum to the Lines pand.
Enter or sdlect the fallowing:
Item Description: Circular Saw, /3 hp
UOM: EA
Order Qty: 2
Expected Correct data entry
Results:
Step 16 Click: il next to Line 1 to display the Line Details didog box for Line Item 1.
Expected | TheLine Deailsdialog box for Line Item 1 displays.
Results:
Step 17 Enter or select the following:
Category: 44559
Click: OK
Note: Category and NIGP are the sameinfor mation.
Expected | Correct data entry
Results:
ep 18 | cjick: == | 15 gisplay the Schedule pand! for Line 1.
Expected | The Schedule pand for Line 1 displays.
Results:
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Exercise 1 (continued)

Step 19 Enter or sdlect the following:
Price: 400.00
Note: Purchase Order may be saved at this point.

Expected | Correct dataentry
Results:

Step 20 To complete the description on lineitem 1 it is necessary to insert a comment.

Comments

Click: _l to proceed to the Comments pandl.

Enter or sdlect the following:

Send to Vendor: ON (Default vdue)

Type: Line

Unlabded fidd: 1 (Thisfidd gppears when you sdect a Type of “Lin€e’)
Comments area: Porter Cable, Mode #749CH63

Expected | Correct dataentry
Results:
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Exercise 1 (continued)

Step 21 Click: "= | to retum to the Lines pand.
Pace the cursor in the item description fidld on line 1.
Click: ﬂl (Insert Row button) to insart aline.
Enter or select the following for Line 2:
Item Description: Air Compressor, 240V
UOM: EA
Order Qty: 1
Expected | Correct data entry
Results:
Step 22 Click: il next to Line 2 to digplay the Line Details didog box for Line Item 2.
Expected | TheLine Detalsdidog box for Line Item 2 displays.
Results:
Step 23 Enter or sdlect the fallowing:
Category: 02550
Click: OK
Expected | Correct data entry
Results:
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Exercise 1 (continued)

April 2003

. Schedul .
Step 24 Click: ™™= 1 to display the Schedule panel.
Use the devator bar to display the schedule for line 2.
Manage Purchase Orders - Use - Purchase Order
File Edit View Go Favorites Use Process Inquire Report Help
SRR EENE EEREEE SR A2 A
Lines  Schedule | Headerl Commentsl Catalogl
nit: 42000 PO: 0000000011 Origin: 001 |
P
(Line: 2 Item:  Air Eom&sor, 2400 UOM: Ea  Qtp:  1.0000 | :I
S > _I
Mbr Due Date Ship To PO Qty Price
1 IUQ!ZBJ’ZUU'I IPI:I_I]I]1 oo 1.0000 125.00000 il
o -
[FMTRN1 |Sehedule |UpdateDisplay
[ 8 start| B Groupiise -..| By Explosing - R..| B Microson .|| B Manage Pur... @ FNIDEE 1104811
Expected | The Schedule pand for Line 2 displays.
Results:
Step 25 Enter or select the fallowing:
Price: 125.00
Expected | Theinformation digplayed isfor line 2.
Results:

PHOENIX - STATE OF GEORGIA
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Exercise 1 (continued)

Step 26 Click: "= | to retum to the Lines pand.

Pace the cursor in the item description field on line 2.

Click: @I (Insert Row button) to insert aline.

Enter or sdect the following for Line 3;

Item Description: Generator, gasoline, 18 hp
UOM: EA
Order Qty: 1

Expected | Correct dataentry
Results:

Step 27 Click: il next to Line 3 to display the Line Detalls diaog box for Line Item 3.

Expected | TheLine Detalsdidog box for Line Item 3 displays.
Results:

Step 28 Enter or sdlect the fallowing:
Category: 28537
Click: OK

Expected | Correct data entry
Results:
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Exercise 1 (continued)

. Schedul .
Step 29 Click: ™™= 1 to display the Schedule panel.
Use the devator bar to display the schedule for line 3.
~1ax]
File Edit View Go Favorites Use Process Inguire Repork Help
gle|@x| alaE| se o= 8= o)) #lve]sle ||
Lines  Schedule IHeader I Comments I Catalog I
Unit: 42000 PO: 0000000071 Origin: 001
/ \
<T Line: 3 Item: Generator, gasoline. 18 hp 5 UOM: E& Qty: 1.0000 | ;I
N _”
S —— — =
Hbr Due Date Ship To PO Qty Price
1 |l]9!28!2l]l]1 PO_001001 | 1.0000 5250. 00000 il
FRTRM1 |Schedule |Update/Display 4
Expected | The Schedule pand for Line 3 displays.
Results:
Step 30 Enter or sdlect the following:
Price: 5250.00
Expected | Correct data entry
Results:
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Exercise 1 (continued)

Step 31 Click: il next to Line 3 to display the Details for Schedule diaog box for Line
Item 3.
Expected | The Detalsfor Schedule didog box for Line Item 3 displays.
Results:
Xep32 | cligk: Db | 15 Gigoiay the Distributions didlog box for Line Item 3,
Expected | TheDidributionsdidog box for Line Item 3 displays.
Results:
Step 33 Click: 221 next to the Amount field to display the Distribution Details didlog
box for Line Item 3.
Expected | TheDidribution Details didog box for Line Item 3 displays.
Results:
Step 34 Click: Asset checkbox ON to display the Asset Detall didog box for Line Item 3.
Enter or sdect the following:
AM Unit: 42000
Profile ID: MACH
Before proceeding, make sure your Asset Detail didog box matches the one shown
below:
Asset Detail - Generator, gasoline, 18 hp' x|
AM Unit  [12000
Profile ID:  [MACH + ﬂi
[ Capitalize
Expected Correct data entry
Results:
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Exercise 1 (continued)

Step 35 Click: OK

Expected | The Asst Detail didog box for Line Item 3 closes.
Results:

Step 36 Click: OK

Expected | The Digribution Details didog box for Line Item 3 closes.
Results:

Step 37 | Click: OK

Expected | The Didributions dialog box for Line Item 3 closes.
Results:

Step 38 Click: OK

Expected | TheDetails for Schedule didogbox for Line Item 3 closes.
Results:
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Exercise 1 (continued)

Step 39

Expected
Results:

To complete the description on lineitem 3 it is necessary to insert a comment.

Comments

Click: _l to proceed to the Comments panel.

Place the cursor in the comment area

Click: ﬂl (Insert Row button) to insert aline.

Enter or sdlect the following:

Send to Vendor: ON (Default vdue)

Type: Line

Unlabded fidd: 3 (Thisfidd gpopears when you sdect a Type of “Lin€g’)
Comments area: Portable, 45 com @ 145 ps

Correct data entry

Step 40

Expected
Results:

Click: "™ | {5 proceed to the Header panel.
Click: El to save.

Click: to run the Edit Check process.

The Edit Check processisinitiated. When it begins, you will receive the following
popuUp Message:

Purchase Order 0000000008 E

@ PO Edit process 452 haz been initiated. Push the refresh

button to check itz progress. (50710,84]

E=plain |

Note: The Purchase Order number and the PO Edit process number may
vary from the numbers shown here.
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Exercise 1 (continued)

Step 41 Click: OK to close the popup message.

Click: until the Post Document checkbox is selected and grayed out.

NOTE: If a“GL Journd Entry Processing” dialog box is displayed, repest
this step until document posisasa..

Verify Post Document: v

Expected | ThePost Document checkbox is selected and grayed out.
Results:

Step 42

Click: _Approve |1 octivate the BCM button.

Expected | The PO Status Vadueis“Approved” and the Approve button is removed from the
Results: pand.

Step 43 click: B torunthe Budget Check process.

Expected | The Budget Check processruns. When it isfinished, you will receive thefallowing
Results: popup message:

PeopleCode Manager [Update] E

The Purchaze Order successfully met Budget Checking
requirements. Do you want the panel refreshed?

Mo Lancel

Step 44 Click: iwdB to close the popup message and refresh the pand.

Expected | The pand isrefreshed.
Results:
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Ship To:Georgia Forestry Commission Purchase Order
Forestry Admin
205 Butler Street Purchase Order Type Date Revision Page
Macon, GA 31020 42000-001-0000000009  OMP _ 08/28/2000 1
Payment Terms Freight Terms Ship Via
Net 30 Destination COMMON
Buyer: Donna File
Vendor: 5000001003
ACE HARDWARE Bill To:  Georgia Forestry Commission
65000 Transylvania Blvd P. 0. Box 819
Dublin, GA 30288 Macon, GA 31202-0819
912-555-9476
Lin&Schd Item Description Quantity UOM PO Price Extended Amt Due Date |
The State of Georgia Contract Terms and Conditions are applicable to this order.
They can be viewed at www.doas.state.ga.us. Click on Procurement and then Georgia Contract Terms and Conditions.
1-1 44559 Circular Saw, 1/3 HP 2.0000 EA 400.00000 800.00 09/14/2000
Porter Cable, Model #749CH63
Item Total 800.00
2-1 02550 Air Compressor, 240 V 1.0000 EA 125.00000 125.00 09/13/2000
Item Total 125.00
3-1 28537 Generator, gasoline, 18 hp 1.0000 EA 1,250.00000 1,250.00 09/13/2000
Portable, 45 cpm @ 145 psi
Item Total . 1,250.00
Total PO Amount | 2,175.00
All shipments, shipping papers, invoices, and correspondence must be identified Authorized Signature

with our Purchase Order Number. Overshipments will not be accepted unless
authorized by Buyer prior to shipment.
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Exercise 1 (continued)
Check
Results
. Li .
Step 45 Click: =™ | to return to the Lines pand.
Click: to retrieve the line items.
Expected | Thelineitemsdiglay.
Results:
Step 46 Compare your Lines pand to the panel shown below:
Manage Purchase Orders - Use - Purchase Order HEE
File Edit View Go Favorites Use Process Inquire Report Help
dls(@x| s sle D 2= @] lelslz]
Lines |5:hedu|e| Headerl Eommenlsl Eatalogl
Unit: 42000 PO: 0000000011 DOrigin: 001 |
Fetch Line:
Vendor: +| ID: [s000001003 +| From: | 18]
PO Date: [07/16/2001 | Buer: [Donna File s e s
Line Item ID Item Descriplion uoM DOrder Qty :I
1 Circular Saw. 1/3 hp EA 2.0000 >>
2 Air Compressor, 240 ¥ EA 1.0000 3>
3 Generator, gasoline. 18 hp EA 1.0000 l
[FNTENI |Lines |dd
|ﬂ5hrt| B CropWise | [2) Exploting - .. | T Microsoft ... |I,Manage Pu... ‘U FNUDEPE 1000 a1
Expected | If the panel matches:
: . Schedul .
Results: | 3 ik [5°he.| 1)) cortinue to the Schedule pandl.
2. Click to retrieve Line 1's schedule information.
If these eements do not match, review the steps and consult the Instructor.
Note: The PO Date may vary based on the current system date.
Note: The PO number may vary from the number shown here.
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Exercise 1 (continued)

Step 47 Compare your Schedule panel for Line 1 to the panel shown below:
Manage Purchase Orders - Use - Purchase Order
File Edit View Go Favorites Use Process Inquire Report Help
SRR ENE E=EE S R E2 2 A
Lines  Scheduls | Headerl Cummenlsl Calalugl
Unit: 42000 PO: 0000000071 Origin: 001
| Line: 1 Item: Circular Saw, 1/3 hp UOM: E& Oty 20000
Hbr Due Date Ship To PO Oty Price
1 [0s/2872001 | [PO_001001 2.0000 400.00000 z|
-
[FNTEMI [Schedule [add
[ stare] B crovpwise .| B) Buptoring- . | W7 Mictosort . || B Manage Pu... WENIDESE 1002am
Expected If the pand matches:
Results:
1. Usethe devator bar to display Line 2's schedule.
2. Click to retrieve Line 2's schedule information.
If these elements do not match, review the steps and consult the Instructor.
Note: The Due Date may vary based on the current system date.
Note: The PO number may vary from the number shown here.
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Exercise 1 (continued)

Step 48 Compare your Schedule panel for Line 2 to the panel shown below:
Manage Purchase Orders - Use - Purchase Order
File Edit View Go Favorites Use Process Inquire Report Help
SRR EEENE EEEEEE SR A2
Lines  Schedule | Headerl Eommentsl Eatalogl
Unit: 42000 PO: 0000000011 Originc 001 |
| Line: 2 Item:  Air Compressor, 240 UOM: Ea  Qtp:  1.0000 | ;I
Mbr  Due Date Ship To PO Gty Price :I
1 |l]9!28!2l]l]1 PO_o01001 1.0000 125.00000 il
-
[FNTRN1 |Schedule |Update/Display
[ start| B Groupwise .| L Exploring - R..| B Microsot W...| 8 Manage Pur... @7 NEDEE 1w2sam
Expected | If the pand maiches
Results:
1. Usethedevator bar to display Line 3's schedule.
2. Click to retrieve Line 3's schedule information.
If these eements do not match, review the steps and consult the Instructor.
Note: The Due Date may vary based on the current system date.
Note: The PO number may vary from the number shown here.
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Exercise 1 (continued)

Step 49

Expected
Results:

Compare your Schedule panel for Line 3 to the panel shown below:

Manage Purchase Oriers - Use - Puschase Drder =i8 =

Fi= Edt Wew Go Favorbes Use Frocess  Ingure Repart  Help

HEE X aala] siw =E sl slas] #le ]l

Lnes | Schedule | Husder | Comments | Catakeg |

Unit 43000 PO: 00000000 Mrigin: 00
Line: 3 Item=  Geremtnn gasoiee, 18 bp LIOM-= E4 Qe 10000 ﬂ
=
Hin  Diss Dale Ship Tir FO oty Pl
1 [03/2R/20m  [PO_dD10Dd | 1. 0000 |  sesn.omonn ﬁl
FHTAML Jrhedule LUpdsteCisplay
gml_Emm-Mmu...] b [l “'Hmml’umu Pn:\_s.?.dnc-m..l@urum:::m...l SO dmosen
Header |

If the pand matches, dlick to continue to the Header pand.

If these dements do not match, review the steps and consult the Instructor.
Note: The Due Date may vary based on the current system date.

Note: The PO number may vary from the number shown here.
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Exercise 1 (continued)
Step 50 Compare your Header panel to the pand shown below:
Manage Purchase Drders - Use - Puschase Drder =81 =
Fi= Edt Wew Go Favorbes Use Frocess  Ingure Repart  Help

1R BRE Sl L= TR Lo e [ R L e E e B o e

Unes | Scheduie Hoodey | comments | cataiog |

Unit 4200 PO:  0O00DOOMZ Driginc 01 B =) | ==
|
Merch Amt: 17500 Slatus Yalues
F=lerencs: I PO
Aecept Hel Aszed
Fil Tope Dpesn MEE e e e
Diwgin; 1 ﬂ Fovealip s,
Bl Addrs:  [PO_DO0DODET | Rate
? = D auits Achivitiez
Ti Twmmin :
F Ta ID:  EEAO004% sty s
Prncessing Contind Optons
™ Hald From Further Processing Ackion:
¥ Dispatch Method:  |Print - Kit
T Docmer dcchy De (802000
Templste: [ACCTSPAY E

FHTRML Headsr LUpdsteCisplay
aml | Emlm - Mcrasaft n:u:] —Po

Expected | If the pand matches:
Results:

1. click IR 10 cortinue to the Comments pandl.

2. Click to retrieve Line 1’ s comments.

If these elements do not match, review the steps and consult the Instructor.

Note: The Acctg Dt may vary based on the current system date.

Note: The PO number may vary from the number shown here.

| ffJFo sz doc - Mocact... | [@Manage Purchase .. | MIIZR 2w
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Exercise 1 (continued)

Step 51 Compare your Comments panel for Line 1 to the pand shown below:

Manage Purchase Orders - Use - Purchase Order

File Edit View Go Favorites Use Process Inquire Report Help

slel@x| el sl sl 2= 2ol w2

Lines I Schedulel Header Comments |Eatalog|

|Unil: 42000 POD: 0000000011 Origin: 001 |

| Sorting Method: INumhet VI Sort Seq: IAscending Vl @

Comment #: 1 ¥ Send to Yendor

Type: [Line = SuTypesid: | &[]
File Name: | Ext: [ ]

Porter Catle, Modsl # 743CHE3

= =
[FHTRHN1 |Comments |UpdateDizplay
[ start| B croupmise - | Q) Exploring - R.| B Mictosont .|| B Manage Pur... @ FNIDER 1077 am

Expected If the pandl matches, use the devator bar to display Line 3's comments.
Results:

If these eements do not match, review the steps and consult the Instructor.

Note: The PO number may vary from the number shown here.
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Exercise 1 (continued)

Step 52 Compare your Comments panel for Line 3 to the panel shown below:

Manage Purchase Orders - Use - Purchase Order
File Edit View Go Favorites Use Process Inquire Report Help

Hlel@x| 2iliel ee sle aE| el #le]s]2]|

Lines I Schedulel Header Comments |Eatalog|

| Unit: 42000 PO: 0000000011 Origin: 001 |
| Sorting Method: INumhet VI Sont Seq: IAscending Vl @
Comment #: 2 v Se; 2l
Type: |Line LI I 3 Std Type/ID: I ﬂ I ﬂ
File Hame: I Ext: I
Portable, 45 cpm (3 145 psi -
[FHTRHN1 |Comments |UpdateDizplay
[ 8 start| Boroupwise- | 5 Baptoring - &_.| B Microson .| B8 Manage Pur... @ NIDER 102 am |

Expected | The pand matches. Congratulations |If these ements do not match, review the steps
Results: and consult the Instructor.

Note: The PO number may vary from the number shown here.

Step 53 click: Xlto close the pandl.

Expected | The pand isclosed. Proceed to the next exercise.
Results:

Exercise completed.
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Exercise 2 — Enter a Purchase Order, Release from a Statewide Contr act

(SWCQC)

Scenario: It isthe time of year to recharge your agency’ s fire extinguishers throughout the building.
This commodity isin Phoenix asthe FIRE_EXTINGUISHERS contract, thereisaso an
origind exigting contract number, S080460. Y our god isto place a PO for the extinguisher
recharges using the SWC.

Step 1 Sdect: Go=>Administer Procurement=»Manage Purchase Orders
Expected | The Manage Purchase Orders window displays.
Results:
Step 2 Sdlect: Use=>»Purchase Order»Lines2>Add
Expected | A didog box displays.
Results:
Step 3 Enter or sdect the following:
Busness Unit: 42000
Purchase Order: NEXT (Default vaue— Do not typein thisfield)
Click: OK
Expected | TheLinespand displays.
Results:
Step 4 Enter or select the following:
Vendor: American Safety & Firehouse I nc (0000000146)
PO Date: Current system date (Default vaue)
Buyer: Daniel Sumner
Expected | ThisVendor's attachment has been verified for this SWC prior to Purchase Order
Results: entry.
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Exercise 2 (continued)

Step 5 Click: _"%2%"| t proceed to the Header panel.

Enter or sdlect the following:

PO Type: Release
A warning disolays
x|

“Warning -- Contract Mumber required if PO Type iz ﬂ
& ‘Releasze’. In the Reference field above, enter the contract

nurber preceded by either the letter S [Statewide or State

agency Contract], & [Agency Contract], or GTA

[Statewide Contract izsued by GTA] Do not enter dashes

aor other punctuation. ﬂ

E=plain |

Click: OK

Reference: S080460

Origin: 001 (Default vaue)

Bill Addrs PO_0000001 (Default value)

Expected | Correct dataentry
Results:

Step 6

Click: _Pefaults | 15 open the Purchase Order Defaults dialog box.

Expected | The Purchase Order Defaults dialog box displays.
Results:
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Exercise 2 (continued)

Step 7 Enter or sdlect the following:
Ship To: PO_001001 (Default value)
Location: PO 001001 (Default value)
Due Date: Delivery Date (F4)
Orig Prom: (Leavethisfidd empty)
Ship Via COMMON (Default value)
Fraght Trm: DN (Default vaue)
Account: 614005
Fund Code: Al
Organization: 4201100270
Program Code: 01
Sub-Cls 301
BY: Current Budget Year
Project/Grant: 20105
Expected | Correct data entry
Results:
Before proceeding, make sure your Purchase Order Defaults didog box matchesthe
one shown below:
Ship To: [Po_ootoo1 4] Account:  [614005 | +|
Location:  [PD_001001  + Fund Code: [A1 |+ Cancel_|
Due Date: [08/3172001 Diganization: [4201100270 |+
Oig Prom: | Program Cade: [01 4|
Ship Via: [comMoN 4] Sub-Cls: [301 +| Bv: [2002 4]
FreightTm:  [DN 4] Project/Grant: [20105 |+
GL Unit:
Note: The Due Date may vary from the date shown here.
Step 8 Click: OK
Expected | The Purchase Order Defaults dialog box closes.
Results:
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Exercise 2 (continued)

Step 9 Click: __¥ender | to open the PO Vendor Information dialog box.

Click: @ next to the L ocation field to digplay the vendor’'s Location Detalls.

Expected | The PO Vendor Information didog box displays.
Results:

Step 10 | Click: OK

Expected | The PO Vendor Information dialog box closes.
Results:

Step 11 Click: Matching

Expected | A didog box displays.
Results:
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Exercise 2 (continued)

Step 12 Enter or sdlect the following:

Match Action: NO MATCH
Match Rules: Accept the blank default

Expected | Correct data entry
Results:
Before proceeding, make sure your dialog box matches the one shown below:

Mone Cancel |
rMatch Options

Match Action: Im vl
Match Rules: I ﬂ

= AceruelUse Tiax

Step13 | Click: OK

Expected | Thedidog box closes.
Results:

Step 14 Catalog |

Click: to proceed to the Catalog pandl.

Enter or sdlect the following:

With your cursor in the Catdog ID fidd use F4 — the F4 function key will display the list
of cataogs.

Sdect: FIRE_EXTINGUISHERS

Expected Correct data entry
Results:
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Exercise 2 (continued)

April 2003

Step 15 Click: ‘E’ to display the categories associated with the Fire Extinguisher catalog.
Expected | The NIGP codes associated with the catalog display.
Results:
Step 16 Click: & next to Category 34028 to display alist of itemsin the category.
Expected | Theitems associated with Category 34028 display.
Results:
Step 17 Enter or sdlect the following:
Quantity for Item 3402813101: 16
Expected | Correct dataentry
Results:
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Step 18 Enter or sdlect the following:
Quantity for Item 3402813125:

Expected | Correct data entry
Results:

Expected | Theitem and quantity are added to the purchase order lines.

Results:

Step 20 To obtain additiond information for an item click ¥ ingde the sdect box.

Click ¥ for item 3402813101

Manage Purchase Diders - Use - Purchase Order
File Edt “iew Go Favortes Use Process Inquie Report Help

[Hi[=] B3

gle/®x| al0e se sle| 2= elkelo] #Helslz]

Lines I SChEdulel HeadElI Comments  Catalag |

Catalog ID: [FIRE_EXTINGUISHERS Fire Exfinguishers (SWC)
e 1 [ Limit Items by ¥endor
340238 Fire Extinguishers, Rechargers ;I
[Gstan =] ElEEE
Sel Item Quantity et
V| 3402813100 Brackels;10 |b; Dry Chem B&C 16.0000 =4 Each
u 3402813102 Brrackets, 10 |b: Carb. Diow. B&C 2= Each
] 3402813103 Brackets 10 Ib,DyChem; 4BC 2= Each
u 3402813111 Brackets for & |b: USCG * Each
L 3402813120 Brackets for 18 Ib; USCG 2= Each
r 3402813125 Brackets for 20 b; USCG 9.0000 * Each LI
Detail | VYendors | Alias | Line |Cunlracls| Order 1ta9cf9
| |Catalog |Update/Display i

Expected Correct data entry
Results:

Step 21 Click: the Detail button to display the Item Catalog Detail pandl

Expected | Correct data entry
Results:
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Exercise 2 (continued)

Step 22 The details for 3402813101 display

Manage Purchase Orders - Use - Purchase Order [_[o] =]
File Edit “iew Go Favaoites Use Process Inguire Hepot Help
alelsx| alwE elel e S5 20| #elslz])
| Item 1D: 34028131mM Brackets 10 Ib; Dy Chem BEC |
Available: 01/03/2000 - 08/30/2005 Lead Time: 7 Standard Price: 16.70000
Mig:
Mig Item ID:
Model: EL1O
Std UOM: Each
Comments: ;I
Description:
Brackets for Fire Extinguisher, Heavy Duty, Metal for 10 |b. B and C Diy Chemical Fire Extinguishers, USCG ’;I
=
|Itern Cat Detail |Update/Display v

Click: OK

Expected | Userisreturned to the Catalog pand after clicking OK.
Results:
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Exercise 2 (continued)

Step 23 Click: Y819 | 5 view the vendor(s) attached to this item.
Manage Purchase Orders - Use - Purchase Order M= 3
File Edit %iew Go Favorites Use Piocess |nguire Report Help
Ble(@x| AlaE| slel o= 2= 2] #le[42]]
| Item ID: 3402813101 Erackets:10 b; Dry Chem BA&C |
Yendor Status Priority Price ;I
0000000146 AMERICAN SAFETY & FIREHOUSE INC A 1 15.70000
Brand/Model: Packaging:
[Itern Yendors |Update/Display v
Click: OK
Note: If more than one vendor supplies this item they can be found by using the eevator
bar to the right of your panel.
Note: The Contract button gives the contract details and the line button returns the user
to the line pand of the PO.
Expected | Userisreturned to the Catalog pane after clicking OK
Results:
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Exercise 2 (continued)

April 2003

Step 24

Expected
Results:

Click:

Lines

Manage Purchase Orders - Use - Purchase Order

| to return to the Lines pandl.

File Edit View Go Favorites Use Process

Inquire Report Help

SR EENE EEREEE SR A

Lines |Schedule| Headerl Eommentsl Eatalogl

Unit: 42000 PO: 0000000012 Origin: 001 |
Fetch Lines
Vendor |MITIWNEIN  +| 1D: [0000000146 | +| From: | 1]
PO Date: [07/16/2001 | Buger |Daniel Sumner j To: | ﬂ
Line Item ID Item Description UM Order Oty ;I
1] 3402813101  [Brackets:10 Ib: Dry Chem B&C EA 16.0000 33
2| 3402813125 [Brackets for 20 Ib; USCG EA 9.0000 3>
[FNTRN [Lines [&dd
[ 8 start| B Groupise .| L) Exploring - ... | BY Mistosot .. |8 Manage Pu... WENIDESPE w1s5am |

The items were placed on the purchase or der nothing has been sent to the vendor at

thistime.

Before proceeding, make sure your Lines panel matches the one above.
Note: The Due Date may vary based on the current system date.

Note: The PO number may vary from the number shown here.

Correct data entry.
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Exercise 2 (continued)

Step 25 Click: "% | {5 proceed to the Header panel.

Click: El to save.

Click: to run the Edit Check process.

PO Edit process 6147 haz been initiated.  Puszh the refresh
@ button ta check its progress. [5010,84)
E=plain |
Note: The Purchase Order number and the PO Edit process number may
vary from the numbers shown here.

Expected | The Edit Check processisinitiated. When it begins, you will receive the following
Results: popUp Message:
Step 26 Click: OK to close the popup message.

Click: until the Post Document checkbox is selected and grayed out.

NOTE: If a“GL Journd Entry Processing” diaog box is displayed, repest

this step until document postsasa ¥ .

Verify Post Document: v
Expected | ThePost Document checkbox is selected and grayed out.
Results:
Step 27 Click: _#ePreve |5 ativate the BCM button.
Expected | The PO StatusVaueis“Approved” and the Approve button is removed from the
Results: pand.
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Exercise 2 (continued)

Step 28 Click: E’ to run the Budget Check process.

When it isfinished, you will receive the following popup message:

The Purchaze Order successfully met Budget Checking
requirements. Do you want the panel refreshed?
Mo Lancel

Expected | The Budget Check process runs.
Results:
Step 29 Click: | todosethe popup message and refresh the pand.
Expected | The pand isrefreshed.
Results:
Check
Results
Step 30 Click: ™= | to return to the Lines pand.

Click: to retrieve theline items.
Expected | Thelineitemsdisplay.
Results:
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Exercise 2 (continued)

Step 31 Compare your Lines panel to the pand shown below:

Manage Purchase Orders - Use - Purchase Order

File Edit View Go Favorites Use Process Inquire Report Help

SRR EEENE EEEEEE SR A2

Lines |Schedule| Header | Comments | Catalog |

Unit: 42000 PO: 0000000012 Origin: 001 |
Fetch Lines

Vendor:  [AMERICANSA-001 ﬂ ID: [0000000146 ﬂ From: | 1 ﬂ
PO Date: [07/16/2001 | Buyer |Daniel Sumner j To: | j
Line Item ID Item Description UM Order Qty ;I

1 3402813101 [Brackets:10 Ib; Dry Chem B&C EA 16.0000 >>

2] 3402813125 [Brackets for 20 Ib; USCG EA 9.0000) 3>

[FNTRNT [Cines [A.dd

[ start| B Groupwise - Mai..| L) Exploring - RAGu...| B Microsoft Word ... |8 Manage Purchas... |8 ¥ NS @E®PE 1102 am

Expected | The pand matches.
Results:
If these dements do not match, review the steps and consult the Instructor.

Note: The PO Date may vary based on the current system date.

Note: The PO number may vary from the number shown here.

Step 32 click: Xlto close the pandl.

Expected | Thepane is closed. Proceed to the next exercise.
Results:

Exercise completed.
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Exercise 3 - Modify and Cancel lineitems on a Non-Dispatched PO

Scenario: Y ou have just entered a purchase order for Lamps from Nations Electric Company. Y our
supervisor has asked you to cancel the order for the floor lamps and to order 14 additional
Desk Lamps. The purchase order has not yet been budget checked or dispatched. Y our
god isto modify the purchase order in Phoenix.

Step 1 Select: Go=>Administer Procurement=»Manage Purchase Orders

Expected The Manage Purchase Orders window displays.
Results:

Step 2 Sdect: Use=>Purchase Order=»Lines=2Update/Display

Expected A didog box displays.

Results:

Step 3 Enter or select the following:
Busness Unit; 42000
Purchase Order: 50000060X X

(Replace XX with the number assigned to you by your instructor)

Click: OK
Expected The Lines pand displays.
Results:
Step 4 Click: ‘EI to retrieve the purchase order’ sline items.

Expected The purchase order’ s line items display.
Results:
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Exercise 3 (continued)

Step 5 Pace the cursor in Line 2 Item Description field, the Hoor Lamps item.

Click: @l (Delete Row button) to delete the line item.

@ ’ Delete curent raw? [15.2]
HNo Explain

Expected | Thefollowing popup message displays.
Results:
Step 6 Click: iwsfie] to closethe popup message and del ete the current row.
Expected | The Hoor lamp lineitem is ddeted from the purchase order.
Results:
Step 7 Enter or select thefollowing in Line 1, the Desk lamp line:

Order Qty: 20
Expected | Correct data entry
Results:
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Exercise 3 (continued)

Step 8 Click: "% | {5 proceed to the Header panel.
Click: El to save.

Click: to run the Edit Check process.

When it begins, you will receive the following popup message:

Purchaze Order 0000000008 E

PO Edit process 452 haz been initiated. Push the refresh
@ button to check its progress, [5010,84)

E=plain |

Expected | The Edit Check processisinitiated.
Results: Note: The Purchase Order number and the PO Edit process number may vary
from the numbers shown here.

Step 9 Click: OK to close the popup message.

Click: until the Post Document checkbox is selected and grayed out.

NOTE: If a“GL Journd Entry Processng” didog box is displayed, repeat
this step until document postsasa ¥ .

Verify Post Document: ¥

Expected | The Post Document checkbox is seected and grayed out.
Results:
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Exercise 3 (continued)

P10 | cjick: | Approve |4 ativate the BCM button.
Expected | The PO StatusVaueis“Approved” and the Approve button is removed from the
Results: pand.
Step 11 click: = torunthe Budget Check process.
When it is finished, you will receive the following popup message:
The Purchaze Order successfully met Budget Checking
requirements. Do you want the panel refreshed?
Mo Lancel
Expected | The Budget Check processruns.
Results:
Step 12 Click: : | todosethe popup message and refresh the pand.
Expected | The pand isrefreshed.
Results:
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Exercise 3 (continued)

April 2003

Check
Results
Step 13 Compare your Header panel to the pand shown below:
Manage Purchase Orders - Use - Purchase Order
File Edit View Go Favorites Use Process Inquire Report
sl (@] alael slel D@ =] @lel] #lelsl])
Lines I Schedule Headsr | Commentsl Catalogl
| Unit: 42000 PO: 5000006001 Origin: 001 |
Merch Amt: 43950 Status Yalues
Reference: I [k I
: Receipt: Mot Recvd
PO Type: Il]pen Mkt VI BCM- \ialid
DOrigin: Il]l]1 ﬂ Forestry & T
Bill Addrs: IPU_I]I]I]I]I]I]'I ﬂ e it
¥ | Tje Bt ID:  5EFO0047K Vendor Matching
‘Processing Control Opti
™ Hold From Further Processing A
¥ Dispatch Method: IPlinl vl Kit
¥ Fost Document Acctg DE IU?!1B!2I]I]1
Template: [ACCTSPAY1 | 4|
[FNTRH1 [Header |Update/Display
[ start| B Groupise -..| O] Explosing - R.| BY Microsoft .. |3 Manage Pur... & F NSDER 1045 a1
Expected | If the panel matches:
Results:
: Lines | :
1. Click == ltoreturnto the Lines pand.
2. Clid<toretrievethelineitems
If these elements do not match, review the steps and consult the Instructor.
Note: The PO number may vary from the number shown here.
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Exercise 3 (continued)

Step 14 Compare your Lines pand to the panel shown below:

Manage Purchase Orders - Use - Purchase Order

File Edit View Go Favorites Use Process Inquire Report Help

SRR EENE EEEEEE SR A2 A

Lines |Schedule| Header | Comments | Catalog |

Unit: 42000 PO: 5000008001 Origin: 001 |
Fetch Lines

Vendor:  [NATIONSELE-001 ﬂ ID: [0000000088 ﬂ From: | 1 ﬂ

PO Date: [07/16/2001 | Buyer: [Pearl Bailey j To: | j

Line Item ID Item Description UM Order Qty ;I

1] Lamps. Desk. natural [Ea || 20.0000 il
[FNTRN1 |Lines |Update/Display

[ 8 start| Boroupmise - | B) Baptoting R | BY Mictosaft W..| |8 Manage Pur... @7 NEDEE 1045 a1

Expected | The pand matches. Congratulations!

Results:
If these dements do not match, review the steps and consult the Instructor.
Note: The PO Date may vary based on the current system date.
Note. The PO number may vary from the number shown here.
Step 15

Click: ilto close the pand.

Expected | Thepane is closed. Proceed to the next exercise.
Results:

Exercise completed.
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Exercise 4 - Reserve a Purchase Order Number and complete the PO
Scenario: Y our supervisor has requested that a laboratory table be purchased from Castleberry’s as
soon as possible. You have caled in the order but Castleberry’ s requires a purchase
order number. After the number is reserved you will then complete the purchase order.
Y our god isto complete areserved purchase order number in Phoenix.
Step 1 Sdect: Go=>Administer Procurement=»Manage Purchase Orders
Expected | The Manage Purchase Orders window displays.
Results:
Step 2 Sdect: Use=>»Purchase Order Reservation
Expected | A didog box displays.
Results:
Step 3 Enter or sdect the following:
Business Unit: 42000
Purchase Order: NEXT (Default vaue— Do not typein thisfield)
Click: OK
Expected | The Reserve Purchase Order pand displays.
Results:
Step 4 Enter or sdlect the following:
Vendor: 5000001005 (CASTLEBERRY'’S)
PO Date: Current System Date (Default vaue)
PO Ref: LABORATORY TABLE/Your Name
Origin: 001
Expected | Correct data entry
Results:
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Exercise 4 (continued)

Step 5 Click: El to save.

NOTE: Record your reserved PO number here (you will need it to complete
thisexercise):

Expected | Thenew information is saved and the PO number is successfully reserved.
Results:

Step 6 Click: iltoclosethepanel.

Expected | Thepand isclosed. Proceed with this exercise.
Results:

Step 7 Sdect: Use=>»Purchase Order=»Lines=2Update/Display

Expected | A didog box displays.
Results:
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Exercise 4 (continued)

Step 8 Enter or sdlect the following:
Business Unit: 42000
Purchase Order: 00000000X X

(Replace XX with the number assigned to your reserved PO)
Click: OK

Expected | TheLinespand displays.
Results:

Step 9 Enter or sdect the following:
Buyer: David Childers

Expected | Thelineitemsdisplay.
Results:

Step 10 Click: _M%2%"| 0 proceed to the Header panel.

Enter or sdect the following:

PO Type: Open Mkt
Origin: 001 (Default vaue)
Bill Addrs PO_0000001 (Default vaue)
Expected | Correct data entry
Results:
Step 11 Click: _Pefaults | 15 open the Purchase Order Defaults diaog box.

Expected | The Purchase Order Defaults dialog box displays.
Results:
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Exercise 4 (continued)

Step 12 Enter or sdlect the following:

ShipTo: PO_001001 (Default value)
Location: PO 001001 (Default value)
Due Date: Delivery Date (F4)

Orig Prom: (Leavethisfidd empty)

Ship Via COMMON (Default value)
Fraght Trm: DN (Default vaue)
Account: 720001

Fund Code: Al

Organization: 4201100270

Program Code: 01

Sub-Cls: 304

BY: Current Budget Year
Project/Grant: 20105

Expected | Correct data entry
Results:

Before proceeding, make sure your Purchase Order Defaults didog box matchesthe
one shown below:

Ship To: j Account: Wﬂ
Location: Wﬂ Fund Code: I.A‘I—ﬂ Cancel |
Due Date: M Organization: lWﬂ

Orig Prom: M FProgram Code: lm—j

Ship Via: [comMoN 4] Sub-Cls: [304 " T+| BY: [2002 4|

FreightTrm: IDN—j Project/Grant: |2l]1l]5—ﬂ

GL Unit: 42000

Note: The Due Date and budget year may vary from the date shown here.

Step 13 Click: OK

Expected | The Purchase Order Defaults dialog box closes.
Results:
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Exercise 4 (continued)

Step 14 Click: __¥ender | to open the PO Vendor Information dialog box.

Click: @ next to the Location field to display the vendor’s Location Detalls.

Expected | The PO Vendor Information dialog box displays.
Results:

Step 15 Click: OK

Expected | The PO Vendor Information dialog box closes.
Results:

Step 16 CIICk Hatching

Expected | A didog box displays.
Results:
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Exercise 4 (continued)

Step 17 Enter or select the following:
Match Action: No Match
Match Rules: Accept the blank default
Expected Correct data entry
Results: Before proceeding, make sure your diadog box matches the one shown below:
I~
-Match Status
Mone Cancel |
rMatch Options
Match Action: Im vl
Match Rules: l—ﬂ
I=| Accrue Use Tax
Note: Until further notice“No Match” istherecommended selection.
Step 18 Click: OK
Expected | The Match Status dialog box closes.
Results:
Step 19 Click: ™™= | to return to the Lines pand.
Enter or sdlect the following:
Item Description: Laboratory Table,
Stainless Steel, six castors, model #5565
UOM: EA
Order Qty: 2
Note: Comment instructions can befound in Step 24.
Expected | Correct data entry
Results:
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Exercise 4 (continued)

Step20 | click: 22 nextto Line 1 to display the Line Details didlog box for Line ltem 1.

Expected | TheLine Detallsdidog box for Line Item 1 displays.
Results:

Step 21 Enter or sdlect the following:
Category: 41591
Click: OK

Expected | Correct dataentry
Results:

| to display the Schedule pand.

Manage Purchase Orders - Use - Purchase Order

File Edit View Go Favorites Use Process Inguire Report Help
ol @l@x| o sel == 2= 2lelo] # ez ]

Lines Schedule |Header| Enmmentsl Eatalngl

Unit: 42000 PO: 0000000012 Origin: 001 |
| Line: 1 Item:  Laboratory Table UOM: Ea& Qu:  2.0000 | ;I
Hbi  Due Date Ship To PO Qty Price
1 |l]9!28!2l]l]l PO_001001 2.0000 769.00000 il
i
|FNTRNA |Schedule |Update/Display
s star| B rowpise - | (&) Explosing - B..| B Biceosen . [ Manage Pur... @ NI DEPR 1053 am

Expected | The Schedule pand for Line 1 displays.
Results:
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Exercise 4 (continued)

Step 23 Enter or sdlect the following:
Price: 769.00

Expected | Correct data entry
Results:

Step 24 click: IR 1 proceed to the Comments panel.

Enter or select the fallowing:
Send to Vendor: ON (Default vaue)

Type: Line
Unlabded fidd: 1 (Thisfidd appears when you sdect a Type of “Line’)

Comments area: Stainless Stedl, six castors, model #5565

Expected Correct data entry
Results:

Step 25 To enter a header comment for the purchase order, complete the following:

Place the cursor in the comment area

Click: ﬂl (Insert Row button) to insert aline.

Enter or sdlect the following:

Send to Vendor: ON (Default vdue)

Type: Header

Comments area: Equipment picked up on Monday the 10" at the
Atlanta location.

Expected | Correct data entry
Results:
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Exercise 4 (continued)

Step 26 Click: "% | {5 proceed to the Header panel.
Click: El to save.

Click: to run the Edit Check process.

Expected | The Edit Check processisinitiated. When it begins, you will receive the following
Results: popup Message:

Purchase Order 0000000008 E

@ PO Edit process 452 has been initiated. Push the refresh

button to check itz progress. (50710,84]

Explain |

Note: The Purchase Order number and the PO Edit process number may
vary from the numbers shown here.

Step 27 Click: OK to close the popup message.

Click: until the Post Document checkbox is selected and grayed ouit.

NOTE: If a“GL Journd Entry Processing” diaog box is displayed, repest
this step until document postsasa ..

Veify Post Document:. ¥

Expected | The Post Document checkbox is selected and grayed out.
Results:
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e 28 | Cjick: | Appreve |16 artivete the BCM button.
Expected | The PO StatusVaueis“Approved” and the Approve button is removed from the
Results: pand.
Step 29 click: = torunthe Budget Check process.
Expected | TheBudget Check processruns. When it isfinished, you will receive the following
Results: popup Message:
The Purchaze Order successfully met Budget Checking
requirements. Do you want the panel refreshed?
HNo Lancel
Step 30 Click: | todosethe popup message and refresh the pand.
Expected | The pand isrefreshed.
Results:
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Exercise 4 (continued)

Check
Results

Step 31 Click: ™= | {0 proceed to the Lines pand!.

Click: to redrieve theline items.

Expected | Thelineitemsdiglay.
Results:

Step 32 Compare your Lines pand to the panel shown below:

Manage Purchase Orders - Use - Purchase Order

File Edit View Go Favorites Use Process Inquire Report Help
gle(®x| mae slel Dla| Sl=] Ekels] el

Lines |Schadu\e| Header' Comments' Catalogl

Unit: 42000 PO: 00000000712 Origin: 001 ‘
Fetch Line:
Vendor. [SIMEUHIGEMN  +| 1D: [Soooooions  +| From: | 1]
PO Date: [07716/2001 | Buger: |David Childers ﬂ To: ﬂ
Line Item ID Item Description uoM Order Qty :I
1] [Laboratory Table [ea | 2.0000 3>
5
[FNTRN1 |Lines |Update/Display
| | Shrtl 3 CroupWise - | (2] Exploting - R I ¥ Microsoft W ||,Nh]ﬂge Pur... |E FNIDEE 1035 aM

Expected | If the panel matches:

Results: | 1 cyick %= | 16 coninueto the Schedule pand.

2. Click to retrieve Line 1's schedule informetion.
If these eements do not match, review the steps and consult the Instructor.

Note: Your PO Date and number may vary from the pand displayed.
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Exercise 4 (continued)

Step 33 Compare your Schedule panel for Line 1 to the panel shown below:
Manage Purchase Orders - Use - Purchase Order
File Edit View Go Favorites Use Process Inquire Report Help
SRR EEENE EEEEEE SR A2
Lines  Schedule | Headerl Eommentsl Eatalogl
Unit: 42000 PO: 0000000012 Origin: 001 |
| Line: 1 Item:  Laboratory Table UOM: Ea  Qtp: 20000 | ;I
Mbr  Due Date Ship To PO Gty Price :I
1 |l]9!28!2l]l]1 PO_o01001 2.0000 769.00000 il
[FNTRN1 |Schedule |Update/Display
[ start| B Groupwise .| L Exploring - R..| B Microsot W...| 8 Manage Pur... @7 NG DEE 1056 amt
., Head .
Expected | £ the pandl matches, dlick 152" o continuetio the Heeekr pand.
Results:
If these eements do not match, review the steps and consult the Instructor.
Note: The Due Date may vary based on the current system date.
Note: The PO number may vary from the number shown here.
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Exercise 4 (continued)
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Step 34 Compare your Header pand to the pand shown below:
Manage Purchase Orders - Use - Purchase Order
File Edit View Go Favorites Use Process Inguire Report Help
alel@ x| alaal slel == 2= 2lel2] #lelslz])
Lines I Schedule Header | Eommentsl Eatalogl
| Unit: 42000 PO: 0000000012 Origin: 001 |
Merch Amt: 153800 iaiiaiilues
Reference: |[LABORATORY TABLE/ YOUR NAME [k ARt
Receipt: Mot Recwd
PO Type: Il]pen Mkt VI BCM: Valid
Origin: Il]l]1 j Foresty & T
Bill Addrs:  [PD_0000001  +| 2 D;au“s Activitios
¥ | Tiaw Exempt ID:  5EF00047K Vendor Matching
P ing Control Options
™ Hold From Further Processing
V¥ Dispatch Method: IPlinl VI Kit
¥ Fost Document Acctg DE: IU?!1B!2I]I]1
Template: [ACCTSPAY1 j
[FHTRN1 [Header |Update /Tizplay
[ start| B croupWiss -..| B Exploring- R..| BY Microsoft W. | [ Manage Pur... @ FNEDER 115rm
Expected | If the panel matches:
Results: . Commentz .
1. Click | to continue to the Comments pand.
2. Click to retrieve comments.
If these elements do not match, review the steps and consult the Instructor.
Note: The Acctg Dt may vary based on the current system date.
Note: The PO number may vary from the number shown here.
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Exercise 4 (continued)

Step 35 Compare your Comments panels to the panels shown below:

Manage Purchase Orders - Use - Purchase Qrder Manage Purchase Orders - Use - Purchase Order
File Edit Yiew Go Fawriles Use Process Iuuire Report Help File Elit View Go Favories Use FProcess Inquire Report Help
Bl# @ x| HlHel & == SE=] S +Jo/+L\ B @ x| 0] E o] | = = T R +¢¢.L\
Lines | Sohedule | Hoader Comments | Catalog | Lines: | Sohede | Header Commerts | Catalog |
‘Unil: 42000 PO: 0000000012 Origin: 001 ‘Unil. 42000 PO: 0000000012 Origin: 001
‘ Sorting Method:  [Number =] sotser [pscendna -] [H] ‘ Sorting Method: | Number =l sonsex [asconding =] |&]
Comment #: 1 ¥ Send to Vendor = Comment #: 2 ¥ &end to Vendor El
Tige= Line S Std Type/ID: K = Type: Header B Std Type/ID = K|
File Name: | Ext File Name: | Ext:
ailess Sleel, i castors, modsl 5565 = Equipment picked up on 9/14/00 st the Aants location
=l =
[FNTRNT  [Comments [Update/Display 7 [FNTRN  [Comments [Updale/Display 7

Expected | Usethe éevator bar to display both comment pandls.
Results:
The pandls match

If these dements do not match, review the steps and consult the Instructor.

Note: The PO number may vary from the number shown here.

Step 36° Click: ilto close the pand.

Expected | Thepand is closed. Proceed to the next exercise.
Results:

Exercise completed.
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Exercise 5 — Enter a Purchase Order with Split Distributions

Scenario: Y ou need to enter a purchase order for building equipment. The materid will be charged to
more than one chartfield combination. Your god isto complete the purchase order in
Phoenix.

Step 1 Sdect: Go=>Administer Procurement=»M anage Purchase Orders

Expected | The Manage Purchase Orders window displays.
Results:

Step 2 Sdect: Use=>» Purchase Order=»Lines2 Add

Expected | A didog box displays.
Results:

Step 3 Enter or sdlect the following:

Business Unit: 42000

Purchase Order:  NEXT (Default vdue— Do not typein thisfield)
Click: OK

Expected | TheLinespand displays.

Results:

Step 4 Enter or sdlect the following:
Vendor: HOMEDEPOT-001 (5000001006)
PO Date: Current system date (Default vaue)
Buyer: Judy Anderson

Expected | Correct dataentry
Results:
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Exercise 5 (continued)

Step 5 Click: "% | {5 proceed to the Header panel.
Enter or sdect the following:
PO Type: Open Mkt
Origin: 001 (Default vaue)
Bill Addrs. PO_0000001 (Default vaue)
Expected Correct data entry
Results:
Step 6 Click: _Pefaults | 15 open the Purchase Order Defavlts dialog box.

Expected | ThePurchase Order Defaults didog box displays.
Results:
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Exercise 5 (continued)
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Step 7 Enter or sdlect the following:
ShipTo: PO_001001 (Default value)
Location: PO 001001 (Default value)
Due Date: Delivery Date (F4)
Orig Prom: (Leavethisfidd empty)
Ship Via COMMON (Default value)
Fraght Trm: DN (Default vaue)
Account: 720001
Fund Code: Al
Organization: 4203100201
Program Code: 1228
Sub-Cls 304
BY: Current Budget Year
Project/Grant: 13209
Expected | Correct data entry
Results:
Before proceeding, make sure your Purchase Order Defaults dialog box matchesthe
one shown below:
Ship To: =+ Account  [720001 | 4|
Location:  [PD_001001  + Fund Code: [A1 |+ Cancel_|
Due Date: [03/2872001 Diganization: [4203100201 | #|
Orig Prom:  [09/28/2001 Program Cade: [1228 | +|
Ship Via: [comMoN 4] Sub-Cls: [304 " T+| BY: [2002 4|
FreightTm:  [DN 4] Project/Grant: [13208 | 3]
GL Unit:
Note: The Due Date may vary from the date shown here.
Step 8 Click: OK
Expected | The Purchase Order Defaults dialog box closes.
Results:
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Exercise 5 (continued)

Step 9 Click: __¥ender | to open the PO Vendor Information dialog box.

Click: @ next to the Location fidd to check the vendor’s Location Details.

Expected | The PO Vendor Information didog box displays.
Results:

Step10 | Click: OK

Expected | The PO Vendor Information diadlog box closes.
Results:

Step 11 Click: Matching

Expected | A didog box displays.
Results:
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Exercise 5 (continued)

Step 12 Enter or sdlect the following:

Match Action: No Match
Match Rules Accept the blank default

Expected | Correct dataentry
Results:
Before proceeding, make sure your didog box matches the one shown below:

Match Status
Mone Cancel |
-Match Options

Match Action: Im VI
Match Rules: I ﬂ

N Becrueilise Tax

Note: Until further notice“No Match” isthe recommended selection.

Step 13 | Click: OK

Expected | Thedidog box closes.
Results:

Step 14 Click: ™= | to return to the Lines pand.

Enter or sdlect the following:

Item Description: Ladder, fiberglass, twin step 24 ft
UOM: EA
Order Qty: 3
Expected | Correct dataentry
Results:
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Exercise 5 (continued)

Step 15 Click: il next to Line 1 to digplay the Line Details didog box for Line Item 1.
Expected The Line Details didog box for Line Item 1 displays.
Results:
Step 16 Enter or sdlect the following:
Category: 45049
Click: OK
Expected Correct data entry
Results:
Step 17 Click: "% | 15 digplay the Schedule pand for Line 1.
Expected The Schedule pand for Line 1 displays.
Results:
Step 18 Enter or sdlect the fallowing:
Price: 250.00
Note: Purchase Order may be saved at this point.
Expected Correct data entry
Results:
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Exercise 5 (continued)

Step 19 Click: il next to Line 1 to digplay the Details for Schedule didog box for Line Item
1.
Expected | The Detailsfor Schedule didog box for Line Item 1 displays.
Results:
Details for Schedule 1 -- Ladder, fiherglass
Amount: Cancel Status: Active
FreightT rm: IDN—ﬂ Match Status: Mo Matched Cancel |
Ship Yia: Wﬂ ¥ Custom Price - No Ovemide
M atching: Im
Orig Prom: IUQJ'ZB!ZI]IN
Price Tol: | 50.00000  Pgt:| 5.00
Ext Tol: | 100.00000 Pet:| 10.00 Rev Tol %: 2.00
Distiib | Value Adj
Before proceeding, make sure your Details for schedule 1 diadog box matches the one
shown above.
Xep20 | cjick: L Pistib | 4, gigplay the Distributions dialog box for Line Item 1.
Expected | The Digributions didog box for Line Item 1 displays.
Results:
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Exercise 5 (continued)

Step 21 Sdect the following:
ChageBy: AMT
Expected Correct data entry
Results:
Before proceeding, make sure your Distributions didog box matches the one shown
below:
Distributions -- Ladder, fiherglass
Sched Hum: 1 PO Qty: 30000 Amount:  750.00 ‘
E— Cancel
Charge By:  [ESHRNNGE < @:hrt ‘
Dist Chrg BU Account  Fund Org Program Sub-Cls BY Proj :I
42000 |[720001  [A1 [FZEL[1zz8 304 [2002 [13209
Stat: Quantity: I Amount: I F50.00 il
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Exercise 5 (continued)

Step 22 To gplit the line amount evenly between two programsit is necessary to insert an
additiona digribution line.

Pace the cursor in any available digribution fied

Click: F7 (Insert Row Function Key) to insert aline.

= T~dder, fiberglass

<4 Sched Hum: g)Pu Qty: 20000 Amount:  750.00 ‘ Ok

il

Cancel
‘ Charge By: IAml 'l [ SpdChit ‘
Dist Chrg BU Account  Fund Org Program Sub-Cls BY Proj :I
142000 (720001 [A1 LAIEN [1228 304 |2002 {13209
Stat: Quantity: I Amount: I FHo.00 >

JIEID [fz0001 [ [EEL] 1228 304 2002 [13209
Stat: ﬂuanlily:l Amounl:l il j

Note: There are now two digtributions for asingleline.

Note: The ﬂl (Insert Row button) is not available.

Expected | Correct data entry
Results:
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Exercise 5 (continued)

Step 23 Enter the following information in Digribution line 2:

Program: 01
Proj: 10208
Distributions -- Ladder, fiherglass
‘ Sched Hum: 1 PO Qty: 30000 Amount:  750.00 ‘
Cancel
‘ Charge By: IAml 'l [ SpdChit ‘
Dist Chrg BU Account  Fund Org Program Sub-Cls BY Proj :I
42000 |[720001  [A1 [FZEL[1zz8 304 [2002 [13209
Stat: Quantity: I Amount: I FHo.00 >
Ja2000 720001 [a1 [EZEL o1 304 2002 [10208
Stat: Quantity: I Amount: I [IRESS j

Note: Any chartfields can be changed from this panel. This example shows
the program and project fieds.

Expected Correct data entry.
Results:
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Exercise 5 (continued)

Step 24 Enter the following:

Amount: 375.00
Distributions -- Ladder, fiherglass
Sched Mum: 1 PO Qty: 30000 Amount:  750.00 ‘
Cancel |
‘ Charge By: IAml 'l ™ SpdChit ‘
Dist Chrg BU Account  Fund Org Program Sub-Cls BY Proj :I
42000 [720001 [a1 [ZLEL] [1228 | [304 [2002" | [13209
Stat: Quantity: I Amount: I 375.00 >
J42000  |[720001  |[A1 [EE@dor 304 [2002 10208
Stat: Quantity: I Amount: I e j
-

Note: The system does not calculate the split amounts. Thisdata must be
entered into each amount field by the user.

Expected | Correct data entry.
Results:

Step 25 Click: OK

Expected | The Didributions diaog box closes.
Results:

Step 26 Click: OK

Expected | The Detailsfor Schedule diaog box closes.
Results:
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Exercise 5 (continued)

Step 27 Click: "% | {5 proceed to the Header panel.

Click: El to save.

Click: to run the Edit Check process.
Expected | The Edit Check processisinitiated. When it begins, you will receive the following
Results: popup Message:

PO Edit process 452 has been initiated. Push the refresh
@ button to check itz progress. (50710,84]
Explain |
Note: The Purchase Order number and the PO Edit process number may
vary from the numbers shown here.

Step 28 Click: OK to close the popup message.

Click: until the Post Document checkbox is selected and grayed out.

NOTE: If a“GL Journd Entry Processng” didog box is displayed, repesat

this step until document postsasa ¥ .

Verify Post Document: ¥
Expected | ThePost Document checkbox is selected and grayed out.
Results:
S 29 | Click: | Aeereve |1 afivate the BCM button.
Expected | The PO Status Vaueis“Approved” and the Approve button is removed from the
Results: pand.
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Exercise 5 (continued)

Step 30 Click: E’ to run the Budget Check process.

. When it isfinished, you will receive the following popup message:

PeopleCode Manager [Update) E

The Purchaze Order successfully met Budget Checking
requirements. Do you want the panel refreshed?

Mo Lancel

Expected | The Budget Check process runs
Results:

Step 31 Click: | todosethe popup message and refresh the pand.

Expected | The pand isrefreshed.
Results:
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Exercise 5 (continued)

Check
Results
Step 32 Click: ™= | to return to the Lines pand.
Click: to retrieve theline items.
. . Schedule | .
Click: to continue to the Schedule pand.
Click: to retrieve Line 1's schedule information.
Expected | Thelineitemsdigplay.
Results:
Step 33 Click: 22 next to Line 1 to display the Details for Schedule diclog box for Line Item
1
Click: __Distib_| 1 display the Distributions dialog box for Line Item 1.
Expected The Detallsfor Schedule didog box for Line Item 1 displays.
Results:
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Exercise 5 (continued)

Step 34 Compare your Schedule Distributions panel to the panel shown below:

Distributions -- Ladder, fiherglass

‘ Sched Mum: 1 PO Qty: 30000 Amount:  750.00 ‘
Cancel |
‘ Charge By: IAml 'l ™ SpdChit ‘

Dist Chrg BU Account  Fund Org Program Sub-Cls BY Proj :I
42000 [720001 [a1 [ZLEL] [1228 | [304 [2002" | [13209
Stat: Quantity: I Amount: I 375.00 il
J42000  |[720001  |[A1 [EE@dor 304 [2002 10208
Stat: Quantity: I Amount: I 375.00

Expected | The pand matches. If these eements do not match, review the steps and consult the
Results: Instructor.

Step 35 Click: ﬁlto close the pand.

Expected | The pand isclosed. Proceed to the next exercise.
Results:

Exercise completed.
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Exercise 6 — Budget Errorson a Non-Dispatched PO

Scenario: Purchase order, 60000020X X will not pass the budget check. It is hecessary to discover
what type of budget error was found and how to correct the problem. Your god isto
complete the document in Phoenix.

Step 1 Sdect: Go=>» Adminiser Procurement=»Manage Purchase Orders

Expected | The Manege Purchase Orders window displays.
Results:

Step 2 Sdect: Use=> Purchase Order=» Header=>» Update/Display

Expected | A didog box displays.
Results:

Step 3 Enter or sdect the following:

Busness Unit; 42000
Purchase Order: 60000020X X

(Replace XX with the number assigned to you by your instructor)
Click: OK

Expected | The Header pane displays for the specified purchase order.
Results:
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Exercise 6 (continued)

Step 4 Click: to run the Edit Check process,

Click: OK' to close the popup message.
Click: until the Post Document checkbox is selected and grayed ouit.

NOTE: If a“GL Journd Entry Processing” dialog box is displayed, repest
this step until document postsasa ¥ .

Verify Post Document: ¥
Click: E’ to run the Budget Check process.

Expected | Pop up message box displays.
Results:

Step 5 Click: Yesto retrieve the detall comments.

PeopleCode Manager (Update) EI

The Purchaze Order did not pass Budget Checking
Regquirementz. Do vou want to see details?

Mo | LCancel |

o
Bl Edt Maw G0 Favodbes Lee Process Jnoana Eapirt I_-bb
wleex| ==8| sle ole| 2|5 @kl Hlelsl ]|
Heacer |Heacarz | inas | Lie Dateds | Schedule | pistrib | sz | commants |
|Urit 4200 PD:  0OCOO0011 Ovigine 07 Chig Drdes: Yendor.  DO000C0 06
PO Date: DEHE00 PO Tatals
g e Merch Ami: 243700
ot [EITES F'm
< BCM Shabus: Enm Hee
I~ Dwerall: 243700
Huper: Jame Coombs
PO Ref:
Pap Tenms: M0
Cunmrency: UsD  Hate Type: CHANT
Bill puilurs: PO_nooooon
FHTRHI  [Header UpdamCisplay

Expected | Through the Inquire modeit is possble to drill down into the purchase order and see
Results: the type of budget error that has occurred.
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Step 6 Sdect the | Distrt | oand,
Marage Purchass Orders - Inguers - Parckass Grie IET
Be Edt New G Favoites L Frooss [osm  Hepat Help
HEe x wm| mw] mjE] S5 Sl Hlelr ]
Haachsr | Headur 2 | lrws | lirm Dot | Sectdula Dt | Dk 3 § Commverts |
Usik #2000 PO DOOCOGDOT] Oiigise D01 Oreeg Dedeic Yendoo 000000705
Line 1 llum:  Magrobs Trew. 15 pal Boem N03: =
£ chedule 1 Pl Owy: 1 BO00 MuchAmt  2EN0D ;I
Dt 1 Slahe COpen 2
P Qb 190000 Ak L Loootienc  FO_000M
Chig B Acct Fund 0w Pragicm SulrCla BY  PiojecbiGeanm
< BOM Siabie: F o Ox Budget Ot Hat Foed i Aml E| E| ki |
gl H OO Aneni: BCM Tabak
Line 1 one this purchase order did not pass budget checking because the chartfield
combination entered into the sysemisnot vaid. Using the outside scroll bar, the
BCM satus digplays for each line. Check additiond lines and determine which lines
need to be corrected.
Expected BCM error messageis explained.
Results:
Step 7 To return to an active PO pand,
Click: =)
Or,
Sdlect: Use=>» Purchase Order=>» L ines=» Update/Display
Expected | Changes can be entered into the document.
Results:
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Exercise 6 (continued)

Step 8 The changes will be made from the Schedule pand.
Fird, it is necessary to sdlect the Lines panel and refresh the lines with Sparky, then
proceed to the schedule pand and refresh each line separately.
Refresh line 1 schedule information
Mapage Furchase Grdery - Lse - Parchass Drder |
Be Edt Yew G Favoites Lim Pracss [osm Hepat Halp
d|wie ] i m] el mjm| Sl=) sl el ]
Lrws ks | Hascr | Cormrmrts | Catalen |
Uni= 42000 PO OO0 eign: 000
Lins: 1 Nlom:  MWageoks Ties 16 gdl LICTH E& Wk 18000 2
Min D Dale TLihig To Fl ey Frica @ ;I
1 EErErmnz [Fo_oote [ (] T 3|
=
FTRA] Sdhedul: Undate sl
Expected | Sparky isavailable on the Schedule pandl and will refresh each line as needed.
Results:
Step 9 To display the chartfield information, Click : 22
Select: Distrib
Expected | The chartfidd defaults from the heeder panel display.
Results:
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Exercise 6 (continued)

Step 10 Enter the following information in Digribution line 1.

Acoount: 720001
Sub-Cls 301
Distributions -- Magnolia Tree, 15 gal il
Sched Hum: 1l PO Qty: 180000 Amount: 225000
Cancel |
Charge By: Oty - |
Dist Chrg and Org  ProgrgfSub-Cls Y Proj £
142008 " [720001 n 3m [po2"" [20208

Stat: uanlil_l,l:l 180000 Amount 225000 3

Click: OK

Click: OK

Expected | Changes have been madefor line 1 digtribution 1.
Results:

Step 11 Repeat the processfor line 2,
To digplay the chartfidld information, Click : il

Sdect: Distrib

Enter the following information for line 2 on Didribution 1:

Account: 720001
Sub-Cls 301
Click: OK

Click: OK

Expected | Changes have been madefor line 1 and line 2.
Results:
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Exercise 6 (continued)

Step 12 Click: El to save.

Sdlect the Header pand and complete the Budget checking process.

Expected | Thenew information is saved.
Results:

Step 13 Click: to run the Edit Check process.

Click: OK to close the popup message.

Click: until the Post Document checkbox is selected and grayed out.

NOTE: If a“GL Journd Entry Processing” didog box is displayed, repest
this step until document postsasa ..

Verify Post Document: v
Click: E’ to run the Budget Check process.

Expected | Pop up message box displays.
Results:

Step 14 Click: | todosethe popup message and refresh the pand.

Expected | The pand isrefreshed.
Results:

Exercise completed.
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Exercise 7 — Enter a Purchase Order using a Speedchart

Scenario: Y ou have been instructed to add a purchase order using the Speedchart feature of
Peoplesoft. Thiswill be an Open Market purchase. Enter this Purchase Order into the
system.

Note: A Speedchart isa user defined shorthand key designating several chartfieldsto be
used for AP Voucher and Purchase order entry. Percentages may bereated to a
speedchart to designate state ver susfederal funding.

Step 1 Sdect: Go=>»Administer Procurement=»Manage Purchase Orders

Expected | The Manage Purchase Orders window displays.

Results:

Step 2 Sdect: Use=>»Purchase Order=»Lines2>Add

Expected | A didog box displays.

Results:

Step 3 Enter or select the following:
Business Unit: 42000
Purchase Order:  NEXT (Default vdue— Do not typein thisfield)
Click: OK

Expected | TheLinespand displays.

Results:

Step 4 Enter or sdect the following on the Lines Pand:
Vendor: CUB CADET POWER EQUIPMENT (0000000167)
PO Date: Current system date (Default vaue)
Buyer: DonnaFile

Expected | Correct data entry

Results:
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Exercise 7 (continued)

Step 5 Click: "% | {5 proceed to the Header panel.
Enter or select the following:
PO Type: Open Mkt
Origin: 001 (Default vaue)
Bill Addrs. PO_0000001 (Default vaue)
Expected Correct data entry
Results:
Step 6 Click: _2efaults | {5 open the Purchase Order Defaults dialog box.
Expected | The Purchase Order Defaults didog box displays.
Results:
Step 7 Enter or select the following:
Verify:
ShipTo: PO_001001 (Default value from Buyer selected)
Location: PO_001001 (Default value from Buyer selected)
Enter or Select:
Due Date: Delivery Date (F4)
Expected | Correct data entry.
Results: Before proceeding, make sure your Purchase Order Defaults dialog box matches the one
shown below:
x
Ship To: IPI]_I]I]1 oo :l Account: | :!
Location: IP_D_W.ﬂ Fund Code: I_‘il Cancel |
Due Date: |12.~"31 72003 Organization: | -il
Orig Prom: I— FProgram Code: I_‘il
Ship Via: [common + Sub-Cls: | o] By | +
FreightT rm: |DN ﬂ Project/Grant: | ﬂ
GL Umit:
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Step 7 Enter or select the following:
Verify:
Ship To: PO 001001 (Default value from Buyer selected)
Location: PO_001001 (Default value from Buyer selected)
Enter or Select:
Due Date: Delivery Date (F4)
Note: The Due Date may vary from the date shown here.
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Step 8 Click: OK
Expected | The Purchase Order Defaults dialog box closes.
Results:
Step 9 Click: __¥ender | {5 open the PO Vendor Information dialog box.
Expected | The PO Vendor Information didog box displays.
Results:
Step 10 Enter or sdlect the following:
Location: 2
Click: @ next to the Location field to display the vendor’'s Location Details.
Enter or Select:
Terms: P50 (5% Net 30)
Expected | Correct data entry
Results:

Before proceeding, make sure your PO Vendor Information diaog box matches the

one shown below:

Location: |_21] @
Contact: I_.ﬂ
Salezperson: I_ il

Location Details

X
Terms: |P5|] ﬂ 5% 30 Days
Cumrency Code: IUSD ll ﬂl

Rate Type: ! ﬂ

263 MERCHANTS COURT

HIFR&M
Ga 30045 5a

Phone:

Fax:
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Step 10 Enter or sdect the following:

Location: 2

Click: @ next to the Location field to display the vendor’s Location Detalls.
Enter or Select:

Terms. P50 (5% Net 30)

Exercise 7 (continued)

Step 11 Click: OK

Expected | The PO Vendor Information dialog box closes.
Results:

Step 12 Click: ™= | {0 retumn to the Lines pand.

Enter or sdect the following:

Item Description: String Trimmer
UOM: EA
Order Qty: 3

Expected | Correct data entry
Results:

Step 13 Click: il next to Line 1 to display the Line Details dialog box for Line Item 1.

Expected The Line Detalls didog box for Line Item 1 displays.
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Step 13 Click: il next to Line 1 to display the Line Details didog box for Line Item 1.
Results:
Step 14 Enter or sdlect the following:
Category: 51510
Click: OK
Note: Category and NIGP are the same information.
Expected Correct data entry
Results:

Exercise 7 (continued)

Step 15 Click: "% | 15 digplay the Schedule pandl for Line 1.
Expected | The Schedule pand for Line 1 displays.
Results:
Step 16 Enter or sdlect the fallowing:
Price: 200.00
Note: Purchase Order may be saved at this point.
Expected | Correct dataentry
Results:
Step 17 | click: 22 nextto Line 1 to display the Details for Schedule dialag box for Line ltem
1.
Expected | The Deailsfor Schedule didog box for Line Item 1 displays.
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Step 17 Click: il next to Line 1 to display the Detalls for Schedule didog box for Line Item
1

Results:

Details for Schedule 1 - String Trimmer |
Amount: I 600.00  Cancel Status: Active

FreightTrm: IDN—ﬂ Match Status: Mo Matched Cancel
Ship Yia: Wﬂ ¥ Custom Price - No Dvemide
Matching: Iﬁ

Orig Prom: m

Price Tol: | 50.00000 Pct: I 5.00

Ext Tol: [ 100.00000 Pet:| 10.00 Rev Tol %: 2.00

Distrib | Value Adj |

Before proceeding, make sure your Details for schedule 1 dialog box matches the one
shown above.

Exercise 7 (continued)

Step 18 | cjjck: __Distib | 1, gigplay the Distributions dialog box for Line Item 1.

Expected | The Digributions didog box for Line Item 1 displays.
Results:
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Exercise 7 (continued)
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Step 19

Expected
Results:

SHext thefallowing:

ChageBy: AMT

Click: I SpdChrt I ﬂ

In the unlabeled field:
Enter or Select Speedchart: XXADMIN

Note: This Speedchart has been set up without an Account number and Budget
Year. User must enter the Account number and Budget Y ear on each
distribution line of the PO. By using the speedchart in thismanner, the user
may apply the speedchart to multiple purchases which may all be paid from the
same funds but not be the same commodity.

Press Tab key to display Speedchart values

Correct data entry

Before proceeding, make sure your Digtributions didog box matches the one shown
below:

Distributions -- String Trimmer ﬂ
Sched Hum: d o | Amount:  B00.00
— I
C ) Cancel l
Ehalngrt
Dist Chrg BU Account  Fund Org Program Sub-Cls BY Proj ;I
142000 (614005  |A1 4201104 1] {301 [2004  [20105
Stat: Quantity: | Amount: | 450,00 3> |
442000 |614005 (A1 LAIET {1228 [304 {2004  |13209
Stat: Buantity: | Amount: | 150.00 > | j

Enter or Sdect:

Account: 614005
Budget Year: Current Budget Year

PHOENIX - STATE OF

GEORGIA SECTION 2: ENTERING PURCHASE ORDERS 2-91

PROPRIETARY AND CONFIDENTIAL




April 2003

PARTICIPANT GUIDE

Exercise 7 (continued)

Step 20 Click: OK
Expected | The PO Vendor Information diadlog box closes.
Results:
Step 21 Click: OK
Expected | The PO Vendor Information dialog box closes.
Results:
Step 22 To complete the description on lineitem 1 it is necessary to insert acomment.
Click: _Eﬂmments | to proceed to the Comments pandl.
Place the cursor in the comment area
Enter or sdlect the following:
Send to Vendor: ON (Default vdue)
Type: Line
fidd. 1 (Thisfied gopears when you sdect a Type of “Ling’)
Comments area: Gas Powered, Craftsman, 1/3 hp
Expected | Correct data entry
Results:
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Exercise 7 (continued)

Step 23 Click: El to save.

Expected | Thenew digtribution information is saved.
Results:

Step 24 Click: %% 5 proceed to the Header panel.

Click: to run the Edit Check process.

When it begins, you will receive this popup message:

Purchase Order 0000000011 x|

PO Edit process 8191 has been intiated. Push the refrezh
button ta check itz progress. [B070,34]

k. I E=plain

Note: The Purchase Order number and the PO Edit process number may vary
from the numbers shown here.

Expected The Edit Check processisinitiated.
Results:

Step 25 Click: OK to close the popup message.

Click: until the Post Document checkbox is selected and grayed out.

NOTE: If a“GL Journd Entry Processing” didog box is displayed, repeat
this step until document postsasa ..

Verify Post Document: ¥

Expected | ThePost Document checkbox is selected and grayed out.
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Step 25 Click: OK to close the popup message.

Click: until the Post Document checkbox is selected and grayed out.

NOTE: If a“GL Journd Entry Processing” didog box is displayed, repeat
this step until document postsasa ¥ .

Verify Post Document: ¥

Results:

Exercise 7 (continued)

Step 26 click: B torunthe Budget Check process.

When it isfinished, you will receive the following popup message:

PeopleCode Manager [Update) E

The Purchaze Order successfully met Budget Checking
requirements. Do you want the panel refreshed?

HNo LCancel Explain

Expected | The Budget Check process runs
Results:

Step 27 Click: iwsiie] to close the popup message and refresh the pandl.

Expected | The pand isrefreshed.
Results:
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Step 28 The Purchase Order may be dispatched/printed as this point:
To dispatch the purchase order:
Sdect: Process=Dispatch Purchase Orders=»Update/Display

Expected | A didog box displays.
Results:

Exercise completed.
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Exercise 8 - Enter a Purchase Order for Open Market Items -
Wor kflow/Pending Approval

Scenario: Y ou need to place an order for arefrigerator and microwave oven for the Conference
Center. This purchase order must go through the Peoplesoft Approval Process in order to
be approved. Y our god isto enter the purchase order in Phoenix.

Note: Workflow, also known as Pending Approval, is set up by Business Unit. Not all
Business Units are participating in the wor kflow process. Those agenciesthat use
wor kflow (pending approval) must go through an additional approval process before
the Purchase Ordersare Approved. The approval processis a special security
classthat must be assigned to a user by the Peoplesoft Security team.

Step 1 Sdect: Go=>Administer Procurement=>»M anage Purchase Orders
Expected | The Manage Purchase Orders window displays.
Results:
Step 2 Sdect: Use=>Purchase Order=»Lines2>Add
Expected | A didog box displays.
Results:
Step 3 Enter or sdlect the fallowing:
Business Unit: 46200
Purchase Order:  NEXT (Default vdue— Do not typein thisfield)
Click: OK
Expected | TheLinespand displays.
Results:
Step 4 Enter or select the following on the Lines Pand:
Vendor: LOWES-001 (0000000158)
PO Date: Current system date (Default vaue)
Buyer: Donna Denman
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Step 4 Enter or sdlect the following on the Lines Pand:
Vendor: LOWES-001 (0000000158)
PO Date: Current system date (Default vaue)
Buyer: Donna Denman
Expected | Correct data entry
Results:
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Exer cise 8 (continued)

Step 5 Click: "% | {5 proceed to the Header panel.

Enter or select the following:

PO Type: Open Mkt
Origin: 271
Bill Addrs. PO_0000001 (Default vaue)
Expected Correct data entry
Results:
Step 6 Click: _Pefaults | 15 open the Purchase Order Defaults dialog box.

Expected | The Purchase Order Defaults didog box displays.
Results:
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Exer cise 8 (continued)

April 2003

Step 7 Enter or select the following:
Ship To: PO _271001 (Default value)
Location: PO 271001 (Default vaue)
Due Date: Delivery Date (F4)
Orig Prom: (Leave thisfield empty)
Ship Via COMMON (Default value)
Freight Trm: DN (Default value)
Account: 614001
Fund Code: Al
Organization: 4620680412
Program Code: 01000
Sub-Cls. 301
BY: Current Budget Year
Project/Grant: 06557013

Expected
Results:

Correct data entry.

Before proceeding, make sure your Purchase Order Defaults dialog box matches the one

shown below:

%
Ship To: il Account: Wl’
Location: Wﬂ Fund Code: Im_.ﬂ Cancel |
Due Date: IM DOrganization: IW:'

Orig Prom:  [12/31/2003 Program Code: [01000  +|

Ship Via: [common " s Sub-Cls: [3;1 " +| pv: [2004 4
FreightT rm: IEN—.ﬂ Project/Grant: |0555?U13 ﬂ

GL Unit:

Note: The Due Date may vary from the date shown here.
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Exercise 8 (continued)

Step 8 Click: OK

Expected | The Purchase Order Defaults dialog box closes.
Results:

Step 9

Click: Y€M" | to open the PO Vendor Information dialog box.

Y ou would normally check the vendor locations at this point, however, this
particular vendor has only onelocation in the training database.

Expected | The PO Vendor Information didog box displays.
Results:

Step 10 Click: OK

Expected | The PO Vendor Information diadlog box closes.
Results:
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Exer cise 8 (continued)
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Step 11 Click: -"™= | o retum to the Lines pand.

Enter or select the following:

Item Description: Refrigerator

UOM: EA

Order Qty: 3
Expected Correct data entry
Results:
Step 12 Click: il next to Line 1 to display the Line Details didog box for Line Item 1.
Expected | TheLine Detalsdidog box for Line Item 1 displays.
Results:
Step 13 Enter or select the following:

Category: 04566

Click: OK

Note: Category and NIGP are the sameinfor mation.
Expected | Correct data entry
Results:
Step 14 Click: ¥ | 15 display the Schedule pand! for Line 1.
Expected | The Schedule pand for Line 1 displays.
Results:
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Exer cise 8 (continued)

Step 15 Enter or sdlect the following:
Price: 869.00
Note: Purchase Order may be saved at this point.

Expected | Correct dataentry
Results:

Step 16 To complete the description on lineitem 1 it is necessary to insert a comment.

Comments

Click: _l to proceed to the Comments pandl.

Enter or sdlect the following:

Send to Vendor: ON (Default vdue)

Type: Line

Unlabded fidd: 1 (Thisfidd gppears when you sdect a Type of “Lin€e’)
Comments area: Whirlpool, M odel #7549AB63, White

Expected | Correct dataentry
Results:
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Exer cise 8 (continued)

Step 17 Click: _Lines

| to return to the Lines pand.

Pace the cursor in the item description field on line 1.
Click: ﬂl (Insert Row button) to insart aline.

Enter or select the following for Line 2:

Item Description: Microwave Oven
UOM: EA
Order Qty: 3

Expected | Correct data entry
Results:

Step 18 Click: il next to Line 2 to display the Line Details dialog box for Line Item 2.

Expected | TheLine Detalsdidog box for Line Item 2 displays.
Results:

Step 19 Enter or sdect the following:
Category: 16560
Click: OK

Expected | Correct data entry
Results:
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Exer cise 8 (continued)
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Step 20

Click: =M= | 15 gisplay the Schedule pane.

Use the devator bar to display the schedule for line 2.

Manage Purchase Orders - Use - Purchase Drder

_iol x|
File Edit VYiew Go Favorites Use Process Inquire Report  Help
sle@x| mlole| sle 5= g2 @lelo] *lelslz]]
Lines  Schedule |Header| Comments I Catalog I
Unit: 46200 PO: 0000000096 Origin: 271
N\
w: 2 Iteu:rowaveﬂven UOM: Ef Qty:  3.0000 ‘;I
——
=
Mbr Due Date Ship To PO Gty Price
1 [12/3172003  [PO_271001 30000 | 265.00000 il

|FMTRME

|Schedule

[add .

Expected | The Schedule pand for Line 2 displays.
Results:
Step 21 Enter or sdect the following:
Price: 265.00
Expected | Theinformation displayed isfor line 2.
Results:
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Exer cise 8 (continued)

Step 22 To complete the description on lineitem 3 it is necessary to insert a comment.

Comments

Click: _l to proceed to the Comments pandl.

Place the cursor in the comment area

Click: B (Insert Row button) to insert aline

Enter or sdlect the following:

Send to Vendor: ON (Default vaue)

Type Line

Unlabdedfidd: 2 (Thisfied appears when you sdect a Type of “Ling’)
Comments area: General Electric, 1000 watts

Expected Correct data entry
Results:
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Exer cise 8 (continued)

Step 23 Click: %% | t5 proceed to the Header pand.

Click: El to save.

Click: to run the Edit Check process.

Expected | TheEdit Check processisinitiated. When it begins, you will receive the following
Results: popup message:

Purchase Order 0000000096 x|

PO Edit process 8137 has been intiated.  Puzh the refrezh
button to check itz progress. [5010,84]

] I E xplain

Note: The Purchase Order number and the PO Edit process number may
vary from the numbers shown here.

Step 24 Click: OK to close the popup message.

Click: until the Post Document checkbox is selected and grayed out.

NOTE: If a“GL Journd Entry Processng” didog box is displayed, repesat
this step until document postsasav._.

Verify Post Document; I¥ | Post Document

Expected | ThePost Document checkbox is selected and grayed out.
Results:

2-106 SecTiON 2: ENTERING PURCHASE ORDERS PHOENIX- STATE OF GEORGIA
PROPRIETARY AND CONFIDENTIAL




PARTICIPANT GUIDE

April 2003

Exercise 8 (continued)

25 | click: | Approve |16 rtivate the BCM button.
Expected | The PO Status Vdueis*Pending Approva” and the Approve button is removed from
Results: the pandl.
Step 26 Compare your Header panel to the pand shown below:
1=k
File Edit VYiew Go Favorites Use Process Inquire Report  Help
ale@x| mlae| wle 5(m| =] @lel] *lv|sll]]
Lines I Schedule  Header |C0mmentsi Catalogl
‘ Unit 46200 PO:  0O0DDO00S6 Drigin: 271
Merch Amt:  3402.00 rStatus Value
Reference: l . G
R eceipk: Hat B
PO Type: IDpen Mkt vl BCM: Mot Chicd
Origin: 27 Dffice 5
-ngln ﬂ ICE JvC -Eu T|_—'
BI“_AddIS: IPD_1 ik, il Defaults Activities
¥ TasEsempt ID:  SEFO0047K T Hatahing
-Proceszing Control Options
[ Hold From Further Processing Actions
¥ Dispatch Method: IPlint vl Kit
¥ Fost Document Acctg Dt iﬂ?:'UBIZU[B
Template: imil
|FMTRME [Header |UpdateDisplay 4
Expected | Note: PO Status Vaue should be Pending Approva. PO must be approved before
Results: budget can be run.
Note: The Acctg Dt may vary based on the current system date.
Note: The PO number may vary from the number shown here.
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Exer cise 8 (continued)

Step 27 Click: El to save.

Expected | The Pending Approvd datusis saved.
Results:

In order to Approvethe Purchase Order, follow this path:

Note: There aretwo approval processes, oneto approve the Amount and one to approvethe
Chartfields. We will perform the Amount Approval firs.

Step 28 Sdect: Go=>»Administer Procurement =»M anage Purchase Orders

Expected | The Manage Purchase Orders window displays.
Results:

Step 29 Sdect: Use=>» Amount Approval=>»Approval

Expected | A didog box displays.
Results:

Step 30 Enter or Sdlect: Approve

Expected | A didog box displays.
Results:
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Step 31 Click: El to save.

Expected | The Approved status is saved.
Results:

Exercise 8 (continued)

Step 32 Compare your Amount Approva pand to the pane shown below:
i
File Edit Wiew Go Fawvorites Use  Process  Inquire Report Help
Ble@x| Elala slw 5= =] slels] #v|slz]]
appraval | petais |
Upit: 46200  PO: 0000000098 Ornigin: 271 Chng Order: Yendor: Q000000152
Approval Action: Approve - Approval Status: Complete
B
Buyer: Donna Denman PO Date: 07082003
PO Ref:
PO Merchandize Amt: 2402.00 PO Total Yalue: 402,00
|FMTRME |Approva| |U|:|datell'DispIay i
Expected | Approva processis performed
Results:
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Exer cise 8 (continued)
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The next approval processisthe Chartfiedd Approval. Use the following path:

Step 33 Sdect: Use=>Chartfield Approval=>»Approval
Expected | A didog box displays.

Results:

Step 34 Enter or Sdlect: Approve

Expected | A didog box displays.

Results:

Step 35 click: Bl 10 sve

Expected | The Approved status is saved.

Results:
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April 2003
Exer cise 8 (continued)
Step 36 Compare your Chartfield Approva pand to the panel shown below:
Manage Purchase Orders - Use - ChartField Approval = |E||i|
File Edit Wiew Go Favorites Use Process  Inquire Report  Help
sl@@x| alaa sle == =] @lel] #lvlvll]]
Appraval | petais |
Urit: 46200  PO: 0000000096 Origin: 271 Chng Order: Yendor: Q00000015g
Approval Action: Approve - Approval Status: Complete
-
Line S5ched Dist Acct Fund Omg Program 5ub-Cls  BY Chrg Unit ;I
1 1 1 EB14001 Al 4620680412 01000 3am 2004 46200
PrifGrt:  0BRRY0N3 Amount: 2607.00
2 1 1 E14001 Al 4520630412 01000 am 2004 46200
Pr/Git:  OBRGTO13 Amount: 795.00
|FMTRME |.0.p|:ur0val |U|:udateIDispIa\,r o
Expected | Approva processis performed.
Results:
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Step 36

Compare your Chartfiedd Approva pand to the panel shown below:

Manage Purchase Orders - Use - ChartField Approval = |EI|5|
File Edit Wiew Go Favorites Use Process  Inguire Report  Help
Ble(®x| laal slel == S5 22| *[e[2]
Approval | petais |
Unit: 46200 PO: 0000000096 Origin: 271 Chng Order: Yendor: 0000000158
Approval Action: - Approval Status: Complete
Line S5ched Dist Acct Fund Omg Program 5ub-Cls  BY Chrg Unit _I
1 1 1 EB14001 Al 4620680412 01000 3am 2004 46200
PrifGrt:  0BR57013 Amount: 2607.00
2 1 1 E14001 Al 4520680412 0iooo am 2004 46200
Pr/Git:  OBRGTO13 Amount: 795.00
-
|FMTRME |approval |Update/Display @

In order to return to the Purchase Order, follow the path:

Step 37 Sdect: Use=>»Purchase Order=»Lines=Update/Display
Expected A didog box displays.
Results:

Exercise 8 (continued)
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Step 38 Enter or sdect the following:
Business Unit: 42000
Purchase Order: 0000000X XX (number assigned previoudy)
Click: OK

Expected The Lines pand displays.

Results:

Step 39 Click: ‘El to retrieve the purchase order’ sline items.

Expected The purchase order’ s line items diplay.
Results:
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Exercise 8 (continued)

. Header
Step 40 Click: ="' to proceed to the Header pand.
Compare your Header panel to the pand shown below:
Manage Purchase Drders - Use - Purchase Order ) -10] |
File Edit VYiew Go Favorites Use Process Inquire Report  Help
sle@x mloe wlel 5= g=2] @lel] *lelslz]]
Lines I Schedule  Header |Comments| Catalogl
‘ Unit: 45200 PO: 0000000036 Origin: 271
Merch Amt:  3402.00 Status
PO:
Reference: I
Receipt:
£ T Open MKt ]‘ BCM: Not Chicd
Origin: 27 ﬂ Dffice Sve
Go To
i - IPD 111001 +
81l Ay = J Defaults Activities
= 5
¥ Tas Exempt ID:  BE7O0047E, Vendor Matching
-Processzing Control Options
[ Hold From Further Processing Actions
¥ Dispatch Method: IPlint vl Kit
[V Fost Documert Acchg Dt II]?:'I]B!ZI]IB
Template: [ACCTSPAY1 LI
|FMTRME [Header [UpdateDisplay .
Expected PO Status Vaue should be Approved. Purchase order is ready for budget
Results: checking.
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Exer cise 8 (continued)

April 2003

Step 41
Click: E’ to run the Budget Check process.
Expected | The Budget Check processruns. When it isfinished, you will receive the following
Results: popup message:
x
The FPurchaze Order succezsfully met Budaget Checking
reguirementz. Do pou want the panel refreshed?

Yes Mo Cancel E xplain
Step 42 Click: | to dosethe popup message and refresh the panel.
Expected | The pand isrefreshed.
Results:
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Exer cise 8 (continued)
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Step 43 Click: -"™= | o retum to the Lines pand.
Click: to retrieve the line items.
Expected | Thelineitemsdisplay.
Results:
Step 44 Compare your Lines panel to the pand shown below:
ol x|
File Edit VYiew Go Favorites Use Process Inquire Report  Help
glgsx 2laE e 2= 25 2lel=] *]|v]4]E ] |
Lines | Schedule I Header I Camments I Cakalog I
Unit: 46200 PO: 0000000056 Origin: 271
FElCh L;llca
Vendor:  |LOWESHOMEI-001 ﬂ ID: [0000000158 ﬂ From: | 1 ﬂ
PO Date: II]?!I]B:"ZI]IB Buyer: IDonna Denman ii Ta: I_ii
Line Item ID Item Description uoM Order Qty ;I
1 Refrigerator EA 3.0000 >3
2 Microwave Oven EA 3.0000 >y
|FMTRME [Lines |Update/Display .
Expected | If the pand matches
Results: | 3 g Sehede | ) e to the Schedule panel.
4. Click to retrieve Line 1's schedule information.
If these dements do not match, review the steps and consult the Instructor.
Note: The PO Date may vary based on the current system date.
Note: The PO number may vary from the number shown here.
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Exer cise 8 (continued)
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Step 45 Compare your Schedule panel for Line 1 to the panel shown below:

Manage Purchase Orders - Use - Purchase Order ] 10| x|

File Edit WYiew G&Go Favorites Use Process Inquire Report  Help

sle@x| mloe sle 5(=] =] 2ol *lelslz]]

Lines  Scheduls |Header| Comments I Cakalog I

Unit: 45200 Origin: 271
‘ Boe UOM: EA Gty 3.0000 ‘;l
=
Hbr Due Date PO Oty Price

1 |1 2/31/2003

| 86900000 £|

|5chedule |Update/Display s

Results:

Expected | If the panel matches:

3. Usethedevator bar to display Line 2's schedule.
4. Click to retrieve Line 2's schedule information.

If these dements do not match, review the steps and consult the Instructor.
Note: The Due Date may vary based on the current system date.

Note: The PO number may vary from the number shown here.
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Exer cise 8 (continued)

Step 46 Compare your Schedule panel for Line 2 to the panel shown below:
JN[=1F
File Edit WYiew G&Go Favorites Use Process Inquire Report  Help
sle@x| mloe sle 5(=] =] 2ol *lelslz]]
Lines  Scheduls |Header| Comments I Cakalog I
Unit: 45200 PO: 0000000098 Origin: 271
‘ Line: 2 Item:  Microwave Oven UOM: Ef Qty:  3.0000 ‘ il
o | -
Hbr Due Date Ship To PO Oty Price
1 |12J'31J'2I]I]3 PO_Z71001 30000 I 26500000 il
|FMTRME |5chedule [UpdateDisplay 4
Expected Note: The Due Date may vary based on the current system date.
Results:
Note: The PO number may vary from the number shown here.
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Exer cise 8 (continued)

Step 47 Compare your Header panel to the pand shown below:
Manage Purchase Orders - Use - Purchase Order ) 101 =l
File Edit Wiew Go Fawvorites Use  Process  Inquire Report Help
sle@x| Elaa slw 5= =] slel] #vlslz]]
Lines I Schedule  Header |Cnmments I Zakalog I
‘ Unit: 46200 PO: 0000000036 Origin: 271

Merch Amt:  3402.00 Status Values

Reference: I e SR

Receipt: Mot Recwd
PO Type: Il]pen Mkt vI BCM: Valid
Origin: 21 ﬂ Office Swe
I— Go To

i - PO_111001 +

Bl Sl = J Detaults Activities

w | TanE t ID:  BE7O0047K

LTS Yendor Matching

-Processing Control Options

[ Hold From Further Processing Actions

v Dispatch Method: IPlinl vl Kit

[¥ FPost Document Acctg Dt IU?!UBIZI]IB

Template: [ACCTSPAY1  +|
|FMTRME [Header [UpdateiDisplay 4
Expected The Purchase Order is Approved and Valid. Ready to be dispatched.
Results:
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Exer cise 8 (continued)
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Step 48 Click: to close the pand.
Expected | Thepand isclosed. Proceed with this exercise.
Results:

Exercise completed.
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D. Summary and Review

April 2003

Activity Materials
WO\ || EE | |
LECTURE GUIDE REVIEW

Objectives Review:

1. Enter purchase orders
2. Modify purchase orders
3. Resarve purchase orders
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A. Introduction

Processing Purchase Orders

Welcome to the Processing Purchase Orders module! This module contains the tools
needed tolearn al the concepts and procedures involved in Processing Purchase Orders.

Goal To acquire the skills and knowledge necessary to perform all procedures identified in the
Purchasng module for Processing Purchase Orders.

Participant
Objectives At the end of this module you will be ableto

1. Check the approva status of purchase orders
2. Digpatch and print purchase orders from PO Workbench
3. Create and dispatch a purchase order correction
4. Cance dispatched purchase orders
5. Cancel areserved purchase order
6. Navigate through the online Library to locate al Processing Purchase Orders
procedures
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B. Business Processes

Activity Materials

W ER || e

LECTURE GUIDE HANDOUT

Relevant Business Processes:

POO009 — Change Orders

PO012 — Editing / Budget Checking — Requisitions, Purchase Orders
PO026 — Purchase Order Cancellation

PO032 — Cancd PO and Reissue
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C. Exercises

Exercise 1 - Check the Approval Status of a PO

Scenario: A purchase order for Akins Feed and Seed has been forwarded for approval. Y ou need to
retrieve the PO and check the status.
Step 1 SHect: Go=> Administer Procurement=»Manage Purchase Orders
Expected | The Manage Purchase Orders window displays.
Results:
Step 2 Sdect: Use=> Purchase Order=>» Header=» Update/Display
Expected | A didog box displays.
Results:
Step 3 Enter or sdlect the following:
Business Unit: 42000
Purchase Order: 60000010X X
(Replace XX with the number assigned to you by your instructor)
Click: OK
Expected | The Header pand displays.
Results:
Step 4 View the following satus vaues:
PO: Approved
Receipt: Not Recvd
BCM: vdid
Expected | The correct datais viewed.
Results:
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Exercise 1 (continued)
Check
Results
Step 5 Compare your Header panel to the pand shown below:
Manage Purchase Orders - Use - Purchase Order
File Edit View Go Favorites Use Process Inguire Report Help
alelelx| mlae| glel == SE] kel] #lelzlz]
Lines I Schedule Header |Comments| Catalogl
| Unit: 42000 PO £000001000 figin: 001
~ NN
Merch Amt: 1550000 / Status Value N\
Reference:  [SEED AND FERTILIZER :”3 - :DP'HD"Edd
PO Type: Open Mkt 'l B;::IDL V:I:d =
Origin: II]I]1 ﬂ Faresty A T -/
Bill Addrs:  [PO_o0000D1 3| - : |
I | Tiaw Erempt ID:  5EFO0047K Vendor Matching
P ing Control Options
™ Hold From Further Processing
¥ Dispatch Method: IPlinl Vl Kit
¥ Fost Document Acctg DE Il]?” 6/2001
Template: [ACCTSPAY1 ﬂ
[FNTRM1 |Header |Update/Display v
Expected | The pand matches.
Results:
If these elements do not match, review the steps and consult the Instructor.
Note: The PO number may vary from the number shown here.
Step 6 Click: ﬁltoclosethepanel.
Expected | Thepand is closed. Proceed to the next exercise.
Results:
Exercise completed.
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Exercise 2 — Digpatch and print a PO

Scenario: Once purchase orders have an approved and valid status, they need to be dispatched to
the vendors. Y our god isto dispatch and print the purchase order in Phoenix.
Step 1 Sdect: Go=>» Adminiser Procurement=»Manage Purchase Orders
Expected | The Manage Purchase Orders window displays.
Results:
Step 2 Sdect: Process=> Dispatch Purchase Orders=>» Add
Expected | A didog box displays.
Results:
Step 3 Enter or sdect the following:
Run Control Id:  PODISPATCH
Click: OK
Note: Oncea Run Control has been added it can be selected for future
processing.
Expected | A Dispatch Purchase Orders pand displays.
Results:
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Exercise 2 (continued)

Step 4 Enter or sdlect the following:
Business Unit: 42000
PO ID: 60000010X X

(Replace XX with the number assigned to you by your instructor)
Click: ¥ Approved

Click: ¥ Dispatched

Recycled AND Valid Chartfields

Changed and Unchanged Orders

Manage Purchase Orders - Process - Dispatch Purchase Orders
File FEdit View Go Favorites Use Process Inguire Repori Help

ele(®(x| alEE EE ] =] Bkel] #eslz]

Dizpatch Purchase Order |

Dperator 1D: FMTRMZ28
Run Control ID: FPODISPATCH

rReport Request P. S T
Business Uni  [12000 3| 0 Statusos o Include
FO 1D: W ¥ Dispatched

From Date: Thru Date: I
Vendor ID: ﬂ

Buyer: | ﬂ |Recycled AND Valid Chartfields ¥ |
Fax Cover Page: I—ﬂ
Dptions Change Drders
I” Test Dispatch I Print 'Duplicate’ IChanged and UnChanged Uld&l:;l
™ Print Copy I” Print Header Only I” Print Changes Only
[FNTRNT |Dispatch Purchase Order |sdd v

Before proceeding to the next process, compare panel above.
Click: ﬁl to display the Process Scheduler Request window.

Expected | The Process Scheduler Request window displays.
Results:
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Exercise 2 (continued)

Step 5 Enter or select the fallowing:
Run Location: Click the Ser ver radio button ON
Server: Select PSUNX from drop down list
Output Destination: Click the File radio button ON
Fle/Printer: ftmp/ +P-d
Highlight: Purchase Order Form
Click: OK
Note: To view the process monitor screen in Production the navigation isas
follows: Go, PeopleTools, Process Monitor
Expected | Purchase order document prints at specified printer.
Results:
Step 6 Click: ﬁltoclosethepmel.
Expected | The pand isclosed. Proceed to the next exercise.
Results:
Exercise completed.
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Exercise 3 - Create a Purchase Order Correction

Scenario: Y ou redlize that a correction must be made to the purchase order that was just dispatched.
Y ou must change the rye seed to Zoysia and change the order quantity of the fertilizer to
1,750 Ibs. This requires you to create a Change Order and dispatch the document. Y our
god isto create a Change Order in Phoenix.

Step 1 Sdect: Go=>» Administer Procurement=»M anage Purchase Orders

Expected | The Manage Purchase Orders window displays.
Results:

Step 2 Sdect: Use=>» Purchase Order=» Lines Update/Display

Expected | A didog box displays.

Results:

Step 3 Enter or sdect the following:
Busness Unit; 42000
Purchase Order: 60000010X X

(Replace XX with the number assigned to you by your instructor)
Click: OK

Expected | TheLinespand displays.
Results:

Step 4 Click: ‘EI to retrieve the PO lines.

Expected | The purchase order’slineitems display.
Results:
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Exercise 3 (continued)

Step 5 Click: il next to Line 1 to digplay the Line Details didog box for Line Item 1.

Expected | TheLine Detalsdidog box for Line Item 1 displays.
Results:

Step 6 Chng Line

Click:

Expected | TheLinespand displays.
Results:

Step 7 Enter or sdlect the following:
Item Description: Zoysa grass seed

Expected | Correct dataentry
Results:

Step 8 Click: il next to Line 2 to digplay the Line Details didog box for Line Item 2.

Expected | TheLine Detallsdiaog box for Line Item 2 displays.
Results:
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Exercise 3 (continued)

APRIL 2003

Step 9 Click: Chng Line
Expected | TheLinespand displays.
Results:
Step 10 Enter or sdlect the following:

Order Qty: 1750
Expected | Correct dataentry
Results:
Step 11 click: B! tosave

PeopleCode Manager {(Get) |
@ Thiz action will create a change order. Continue? [10200,27]
Mo Explain

Click: Yes
Expected | Thenew information is saved.
Results:

PHOENIX - STATE OF GEORGIA
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Exercise 3 (continued)

Step 12

Expected
Results:

Click: "% | {5 proceed to the Header panel.

Click: to run the Edit Check process.

When it begins, you will recaive this popup message:

@ PO Edit process 196 haz been initiated. Push the refresh

button to check itz progress. (50710,84]

E=plain |

Note: The Purchase Order number and the PO Edit process number may vary
from the numbers shown here.

The Edit Check processisinitiated.

Step 13

Expected
Results:

Click: OK to close the popup message.

Click: until the Post Document checkbox is selected and grayed ouit.

NOTE: If a“GL Journd Entry Processing” dialog box is displayed, repesat
this step until document postsasa ¥ .

Verify Post Document: v

The Post Document checkbox is selected and grayed out.
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Exercise 3 (continued)

Step 14 Click: E’ to run the Budget Check process.

When it isfinished, you will receive the following popup message:

PeopleCode Manager [Update] E

The Purchaze Order successfully met Budget Checking
requirements. Do you want the panel refreshed?

Mo Lancel E=plain

Expected | The Budget Check process runs
Results:

Step 15 Click: | todosethe popup message and refresh the pandl.

Expected | Thepand isrefreshed.
Results:

Step 16 To digpatch the change order:
Sdect: Process=Dispatch Purchase Orders=>»Update/Display

Expected | A didog box displays.
Results:
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Exercise 3 (continued)

Step 17 The Update/Display box displays,
Enter or Sdlect the following:
Click: OK
Highlight: PODISPATCH
Click: SELECT
Note: Therewas an existing Run Control ID for this process.
Expected | A Dispatch Purchase Order pand displays.
Results:
Step 18 Enter or Sdect the following:
Business Unit: 42000
PO ID: 60000010X X
Click: ﬁl to run the dispatch process.
Click: OK
Note: The Remaining defaults wer e set when the Run Control was added.
Expected | Process Scheduler Request pand displays, the purchase order is dispatched
Results:
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Ship To:Georgia Forestry Commission Purchase Order
Forestry Admin CHANGE ORDER
205 Butler Street Purchase Order Type Date Revision Page
Macon, GA 31020 42000-001-5000003030  OMP __ 05/17/1999 1 - 09/29/2000 1
Payment Terms Freight Terms Ship Via
Net 30 Destination COMMON
Buyer: pavid Childers
Vendor: 5000001013
AKINS FEED AND SEED Bill To:  Georgia Forestry Commission
333 MAIN ST. P. O. Box 819
DECATUR, GA 30033 Macon, GA 31202-0819
Line-Schaitem Description Quantity uoM PO Price Extended Amt____ Due Date |

The State of Georgia Contract Terms and Conditions are applicable to this order.
They can be viewed at www.doas.state.ga.us. Click on Procurement and then Georgia Contract Terms and Conditions.

Please deliver as soon as possible

1-1 00500 Zoysia grass seed 1,000.0000 BAG 5.00000 5,000.00 05/17/199!
Item Total 5,000.00
2-1 00500 10-10-20 Fertilizer 1,750.0000 LBS 7.00000 12,250.00 05/17/199
Item Total —12,250.00
Total PO Amount | 17,250.00 ]
All shipments, shipping papers, invoices, and correspondence must be identified Authorized Signature
with our Purchase Order Number. Overshipments will not be accepted unless
authorized by Buyer prior to shipment.
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Exercise 3 (continued)

Check
Results
Step 19 Compare your Lines pand to the pane shown below:
Note: The PO number will vary from the number shown here.
Manage Purchase Orders - Use - Purchase Order
File Edit View Go Favorites Use DProcess Inquire Report Help
ale(@x| =HE| sel ool sl 2lel] #els]
Lines |5chadu\e| Headerl Enmmentsl Eatalngl
Unit: 42000 PO: 5000003001 Change Order: 4 Origin: 001 ‘
Fetch Line:
Vendor:  [AKINSFEED-002 | 10: [5000001013 %] Fom: [ 1 4]
PO Date: [07/16/2001 | Buger: [David Childers ﬂ To: |_ ﬂ
Line Item ID Item Description UoM Order Qty d
1 Zoysia grass seed BAG 1000.0000 | »»
2I Imi 0-2?1 Fentilizer I;I 1750.0000 | 53]
[FNTRN1 |Lines |Update/Display
[#start| Bomousiise .| &) Biploring - . | BY Microsort .|| Manage Pu... W FNEDEPS 1s0pm |
Expected | The pand matches. If these eements do not match, review the steps and consult the
Results: Instructor.
Step 20 click: Xlto closethe pand.
Expected | The pand isclosed. Proceed to the next exercise.
Results:
Exercise completed.
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Exercise 4 - Cancel a Dispatched PO

Scenario: Y ou redlize that PO# 60000010X X, which you just dispatched, must be canceled. (Note
that “XX” represents the number assigned to you by your indtructor.) Y our god isto
document the cancellation and complete the process in Phoenix.

Step 1 SHect: Go=> Administer Procurement=»Manage Purchase Orders

Expected | The Manage Purchase Orders window displays.
Results:

Step 2 Sdect: Use=>» Purchase Order=» Comments=>» Update/Display

Expected | A didog box displays.

Results:

Step 3 Enter or sdlect the fallowing:
Business Unit: 42000
Purchase Order: 60000010X X

(Replace XX with the number assigned to you by your instructor)
Click: OK

Expected | The Comments pand displays.
Results:

Step 4 Click: ‘El to retrieve the purchase order’ s existing comments.

Expected | The purchase order’s comments display.
Results:
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Exercise 4 (continued)

Step 5 Place the cursor in the Comments area.

Click: @l (Delete Row button) to delete the existing comment row.
Enter or sdlect the fallowing:

Type: Header

Comment: (Current Date) PO# 60000010X X is being canceled,
funding isunavailable at thistime.

(Replace XX with the number assigned to you by your instructor)
Send to Vendor: ON

Expected | Correct dataentry
Results:

Step 6 Click: El to save.

Expected | The new information is saved.
Results:

Step 7 Sdect: Use=>»PO WorkBench

Expected | A didog box displays.
Results:
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Exercise 4 (continued)

APRIL 2003

Step 8 Click: iwoelect =
Enter or sdlect the following:
Business Unit: 42000
Purchase Order: 60000010X X
(Replace XX with the number assigned to you by your instructor)
Click: OK
Expected | A didog box displays.
Results:
Step 9 Click: ¥ beside PO 60000010XX
(Replace XX with the number assigned to you by your instructor)
Expected | The buttons at the bottom of the PO WorkBench pand activate.
Results:
Step 10 Click: &€l | {5 cancel the purchase order.
Click: El to save.
View thefollowing:
PO Status: Canceled
Expected | Thenew information is saved.
Results: NOTE: If you need to dispatch this document, complete steps 16 — 18in
Exercise 3.
The Purchase Order will print witha CANCELED PO status on the day of cancellation only. After
nightly batch processing the purchase order status changes to complete.
Step 11 click: Xlto closethe pand.
Expected | The pand isclosed.
Results:
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Exercise completed.
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Exercise 5 - Cancel areserved PO

Scenario: You redlize that there is areserved Purchase Order that was never used: it isdill inthe
systemwith an Initial gatus. Theitems are no longer needed; you need to cancel or reuse
this number. Your god isto complete the process in Phoenix.

There aretwo optionsto select:

Using the reserved number for a different purchase

Retrieving the PO number from the update display menu will alow the user to change the
information. A different vendor can be sdected and the PO can be completed and used
for another purchase.

Changing the PO Status

To change the status of a PO from “Initid” to “Open” requires the completion of the
Header Pandl, including the defaults. Also, on the lines pand avendor, buyer and the first
line of information must be completed and saved. Thiswill change the PO status to Open.
Once an open dtatus is obtained the PO can be retrieved and canceled in PO
Workbench.

To begin, both choices require the following navigation:

Use=>» Purchase Order=» Lines Update/Display
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Exercise 6 — Changing the Budget on a Dispatched PO

Scenario: After dispatching this document it has been determined the budget previoudy sdlected
requires changing. Your god isto amend the document as needed for payment in Phoenix.
Step 1 Sdect: Use=» Purchase Order=» Header=>» Update/Display
Business Unit: 42000
Purchase Order: 70000020X X
Click: OK
Verify the purchase order is Digpatched and Valid
Expected | The Header pand displays for the specified purchase order.
Results:
Step 2 Sdlect the Lines pand and refresh the lines, Click: =
Proceed to the Schedule and refresh PO line 1, Click: .
Expected | Theschedulefor PO line 1 isloaded.
Results:
Step 3 Correct Chartfield valuesfor PO Line 1.
To digplay the schedule details for PO Line 1, Click : »|
Sdlect: Diztrib
Pace the cursor in the ective field, Quantity (or Amount)
Click: F7 (Insert Row Function Key) to insart aline,
Expected | Anadditiond lineisdigplayed.
Results:
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Exercise 6 (continued)

Step 4 The existing data copies into the new ling,
Enter the following information in Didribution line 2:
Acoount: 627001
Sub-Cls 304
Project: 01
It is necessary to enter the quantity, 18 on the newly creeted digtribution line.
x
Sched Hum: 1 PO Qty:  10.0000 Amount: 27500
Cancel |
Charge By: |Qty -
Dist Chrg BU Account  Fund Org Program Sub-Cls BY Proj ;I
42000 614005 |A1 [420110({01 {301 [2003 {20105
Stat: Quantity: I 10,0000 Amount: I 275.00 il
Ja2000  [6270m a1 o [s04  [2003  Jou
Stat: Quantity: | 10,0000 Amount: | 275.00 il j
Befor e proceeding distribution line 1 must be canceled.
Expected | Changes have been made for line 1, didtribution 2.
Results:
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Exercise 6 (continued)

Step 5 To digplay the detallsfor line 1, Click : il

Click: CancelDist |

st ribuition Details — Magnoba Tree, 15 gal

Chentfield Status:  Vaid
L e
e @
[ Inweriton
© Poieat [E)
I Aseol =

Thiswill change the digtribution detail status from Open to Canceled.
Click: OK

Note: Didribution 1 is completely unavailable.

Click: OK

Click: OK

Expected | Theorigind chartfield information has been canceled and new budget data has been
Results: entered for line 1 of the purchase order.

Step 6 To correct Chartfield valuesfor PO Line2:

Proceed to the Schedule and refresh PO line 2, Click: .

Expected | The schedule for PO line 2 isloaded.
Results:
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Exercise 6 (continued)
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Step 7 To display the schedtule details, Click : 22

Sdect: Diztrib
Pace the cursor in the active field, Quantity (or Amount)
Click: F7 (Insert Row Function Key) to insert aline,

Expected | Anadditiond lineis displayed.
Results:

Step 8 The exiging data copies into the new line,
Enter the following information in Digribution line 2:

Account: 627001
Sub-Cls 304
Project: 01

It is necessary to enter the quantity, 22 on the newly crested ditribution line.

Sched Hum: 1 PO Qty: 150000 Amount: 22500

Dist Chrg BU  Account Fund Org Program Sub-Clzs BY Proj ;I
42000 [614005  |[A1 [4201101]01 {301 [2003 ||20105
Stat: Quantity: I 15.0000 Amount: I 22500 })l
z|4zuuu |82?l]l]1 |A1 42011m |3u4 |2|Ju3 |l]1
Stat: Quantity: | 150000 Amount: | 225.00 ))l :l

x|
Cancel |

Before proceeding distribution line 1 must be canceled.

Expected | Changes have been made for PO line 2, distribution 2.
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Step 8 The existing data copies into the new line,
Enter the following information in Digribution line 2:
Account: 627001
Sub-Cls 304
Project: 01
It is necessary to enter the quantity, 22 on the newly creeted distribution line.
x
Sched Hum: 1 PO Qty:  15.0000 Amount: 22500
Cancel |
Dist Chrg BU Account  Fund Org Program Sub-Cls BY Proj ;I
1|42l]l][l |E‘l 4005 |A1 |42l]11l]l |l]1 |3u1 |2l]l]3 |2l]1l]5
Stat: Huantity: I 15.0000 Amount: I 225.00 il
Ja2000 " [6270m  [a o [s04 [2003  Jou
Stat: Quantity: | 150000 Amount: | 22500 il j
Befor e proceeding distribution line 1 must be canceled.
Results:
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Exercise 6 (continued)
Step 9 Click: _"%2%"| t proceed to the Header panel.
Click: to run the Edit Check process.
Click: OK to close the popup message.
Click: until the Post Document checkbox is selected and grayed out.
NOTE: If a“GL Journa Entry Processng” diaog box is displayed, repeat
this step until document postsasa ¥
Verify Post Document: ¥
Click: E’ to run the Budget Check process.
Expected Pop up message box displays.
Results:
Step 10 Click: | todosethe popup message and refresh the pand.
Expected | The pand isrefreshed.
Results:
Step 11 If adocument copy is needed,
Sdect: Process=Dispatch Purchase Orders=»Update/Display
Expected | User isableto complete the dispatch process.
Results:
Exercise completed.
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D. Summary and Review

PARTICIPANT GUIDE

Activity Materials
W| ||| |
LECTURE GUIDE REVIEW

Review Objectives:

1

2.
3.
4.

Check the approval status of purchase orders

Digpatch and print purchase orders from PO Workbench
Create and dispatch a purchase order correction

Cancel dispatched purchase orders
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I ntroduction

Receiving POs and Closing Receipts

Welcome to the Receiving POs and Closing Receipts module! This module contains the
tools needed to learn al the concepts and procedures involved in Receiving POs and
Closing Receipts.

Goal To acquire the kills and knowledge necessary to perform al procedures identified in the
Phoenix Program Purchasing Processes section of the online Library for Receiving POs
and Closing Receipts.

Participant
Objectives At the end of this module you will be gble to

1. Enter and print full and partid receipts
2. Complete partid receipts
3. Cancd aReceipt
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B. Business Processes
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Activity Materials
LECTURE GUIDE HANDOUT

Redevant Business Processes;
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C. Exercises

Exercise 1l - Enter and Print a Partial Receipt

Scenario: Y ou have just received some of the line items on Purchase Order 50000080X X -Grainger.
(Notethat “XX” represents the number assigned to you by your ingtructor.) Your job
includes printing out a Receipt Ligt (Print Recelpt Form), receiving the items and printing
out a Receipt Ddlivery report before sending the items to the person who requested them.
Your god isto accomplish these tasks in Phoenix.

Step 1 Sdect: Go=>Administer Procurement =»Receive Shipments
Expected | The Receive Shipments window displays.
Results:
Step 2 To print aReceipt form,
SHect: Report=>» Print Receipt Form=>Add
Expected | A didog box displays.
Results:
Step 3 Enter or sdect the following:
Run Contradl 1D: RECEIPT_FORM
Click: OK
Expected | The Print Receipt Form pand displays.
Results:
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Exercise 1 (continued)

Step 4 Enter or sdlect the following:
Budness Unit: 42000
Purchase Order: 50000080X X

(Replace XX with the number assigned to you by your instructor)

Expected | Correct data entry.
Results:

Step 5 Click: ﬂl to display the Process Scheduler Request window.

Expected | The Process Scheduler Request window displays.
Results:
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Exercise 1 (continued)

April 2003

Step 6

Expected
Results:

Enter or sdlect the following:
Run Location: Click the Ser ver radio button ON
Server: Select PSUNX from drop down

Output Destination: Click the File radio button ON

Fle/Printer: ftmp/ +P-d
(Printer name assigned to user a the agency level.)

Highlight: Receipt Record Print

Click: OK

Process Scheduler Request

Operatar [D: - FNTRNZE Run Control ID: - RECEIPT_FORM ‘
—Run Location——————————————— 1~ Output Destination
" Client % Server & File 7 Printer O window

File/Printer: I.-"tmp.-" +P-d
~RunDate/Time:——— RunRecumence———————— Cancel |

Server  [Tesi]iee

Date: [10/25/2000 =] [ance =l
Tine: i1:52:00 AM | [ ] Name:
Reset el 4 - ] i [Elete

Receipt Hecow .

The Recelving Form dispatches.
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Exercise 1 (continued)
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Step 7

Expected
Results:

Ship To:Georgia Forestry Commission
Forestry Admin

Receiving Form

205 Butler Street Purchase Order Type Date Revision Page
Macon, GA 31020 42000-001-5000004040 _ OMP___05/21/1999 1
Payment Terms Freight Terms Ship Via
Net 30 Degtination COMMON
Buyer: Michelle Young
Vendor: 0000000072
GRAINGER
5449 WEST AVENUE
SUITE 3A, BUILDING C
ATLANTA, GA 30333
4451515
Vendor Fax: 404-555-6666
Line-Schd Item Description Quantity Ordered  UOM Ordered Quantity Recd  UOM Recd
Partial Full Shipment
Bill of Lading: Packing Slip:
Ship Number: Receiver No:
Receiving Agent Signature Receipt Date / /.
Accepted by Accept Date / /
1-1 00505 Hospital bed 1.0000 EA
2-1 00505 Wheelchair, motorized 1.0000 EA
3-1 00505 Patient 1ift, hydraulic 4.0000 EA

Recalving Form is dipatched.
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Exercise 1 (continued)

Step 8 Toreceivetheitem(s) in the system,
Sdect: Use=>»Receive with Purchase Order=»Receipt [tems=>Add

Expected | A didog box displays. A new recelver is cregted at thistime.

Results:

Step 9 Enter or sdect the following:
Business Unit: 42000
Receiver ID Number: NEXT (Default vaue— Do not typein thisfield)
Click: OK

Expected | The Recept Items pand displays.
Results:

Step 10 Enter or sdlect the following:

Recv Date: Current System Date (Default value)
Bill of Lading: 56429

Click: [SelectPO | display the Pick Purchase Order didog box.
Enter or sdlect the following:

Purchase Order: 50000080X X
ShipTo: (Blank Out Field)

(Replace XX with the number assigned to you by your instructor)

Click: &l to retrieve the purchase order lines.

Expected | The purchase orderslineitem display.
Results:
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Exercise 1 (continued)

Step 11 Enter or sdlect the following:
Click the checkboxes next to lines 1 and 3 ON.
Click: OK

Expected | The Receipt Items pand displays.

Results:

Step 12 View the following for Line 1:
Recaipt Qty: 1
Accept Qty: 1

Expected | Viewing of the correct data

Results:

Step 13 Use the elevator bar to display Line 3'sinformation.
Enter or sdlect the following for Line 3:
Receipt Qty: 3
Accept Qty: 3

Expected | Correct data entry

Results:

Step 14 click: Bl tosve
NOTE: RECORD YOUR RECV NO. HERE (YOU WILL NEED IT FOR
REFERENCE):

Expected | Thenew information is saved.

Results:
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Exercise 1 (continued)

Step 15 To verify receipt quantities and print a crysta report,
Sdect: Report=>»Receipt Delivery=>Add
Expected | A didog box displays.
Results:
Step 16 Enter or sdlect the following:
Run Control 1D: RECEIPT_DELIVERY
Click: OK
Expected | The Receipt Ddivery window displays.
Results:
Step 17 Enter or sdlect the following:
Business Unit: 42000
Receipt Number: (Enter the Receiver ID Number from previous step)
Expected | Correct dataentry
Results:
Step 18 Click: ﬂl to display the Process Scheduler Request window.
Expected | The Process Scheduler Request window displays.
Results:
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Exercise 1 (continued)

April 2003

Step 19

Expected
Results:

Enter or sdlect the following:
Run Location: Click the Client radio button ON

Output Destination: Click the Windowradio button ON

Highlight: Receiver Delivery
Click: OK
Process Schediler Request
| Op=rsin D: FHTANZE AurCormirl IC:. - RECEIFT_DELIVERY
P Localion Cutput Destination
& Chert 0 Sewe C Fle © Prnlr 4 Airdos)
Sy ¥ Fia/ P

Ry Dhaten Timec

Cla= |r e J

e 0375700 AW o

The receipt delivery report is sent to the monitor.
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Report ID: POY5030 PeopleSoft Purchasing Page No. 1
Operatorid:  FNTRNO1 RECEIPT DELIVERY DETAIL REPORT Run Date  10/27/2000
Run Control: RECEIPT DELIVERY RunTime 4:01:09 PM
Location PO_001001 A Forestry Admin Receiving BU 4200 Receiver ID 0000000227
Add gia Forestry Commissi Vendor 0000000072  GRAINGER
Forestry Admin Receipt Date 10/27/2000
205 Butler Street Receipt Status  Received
Macon GA 31020 Bill of Lading 56429
Phone Ext.
Building Floor
Attention
Recv Ln ltemID item Description Delivered Qty .E Due Date Purchase Order Requisition Delivered To Delivery Date
1 Hospital bed 1.00 EA 5/21/1999 5000004025
2 Patient lift, hydraulic 3.00 EA 5/21/1999 5000004025
End of Report

Exercise 1 (continued)

April 2003

Step 20

PROPRIETARY AND CONFIDENTIAL
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Receipt Delivery Detail Report prints to your monitor. To obtain ahard copy use the

S g the top of this pand!.

Expected
Results:
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Exercise 1 (continued)

April 2003

Step 21 click: Xlio closethe panel.
Expected Monitor screen becomes clear.
Results:

Exercise completed.
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Exercise 2 - Complete a Partial Receipt

Scenario: The vendor has sent the remaining line items for Purchase Order 50000080X X. (Note
that “XX” represents the number assigned to you by your indtructor.) Y our god isto
complete the receipt in Phoenix.

Step 1 SHect: Go=> Administer Procurement =»Receive Shipments

Expected | The Receive Shipmentswindow displays.
Results:

Step 2 Sdect: Report=>» Print Receipt Form=>» Update/Display

Expected | A didog box displays.

Results:
Step 3 Enter or sdlect the fallowing:
Run Contradl 1D: RECHPT_FORM
Click: OK
Expected | The Print Receipt Form pand displays.
Results:
Step 4 Enter or sdlect the following:
Business Unit: 42000
Purchase Order: 50000080X X

(Replace XX with the number assigned to you by your instructor)

Expected | Correct dataentry
Results:
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Exercise 2 (continued)

Step 5 Click: ﬁl to display the Process Scheduler Request window.

Expected | The Process Scheduler Request window displays.

Results:

Step 6 The defaults should remain the same:
Run Location: Click the Ser ver radio button ON
Server: Select PSUNX from drop down list
Output Dedtination:  Click the File radio button ON
Fle/Printer: ftmp/ +P-d
Highlight: Receipt Record Print
Click: OK

Expected | Therecaiving form is dispatched to the sdlected printer.

Results:
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Ship To:Georgia Forestry Commission Receiving Form
Forestry Admin
205 Butler Street Purchase Order Type Date Revision Page
Macon, GA 31020 42000-001-5000004040 _ OMP___ 05/21/1999 1
Payment Terms Freight Terms Ship Via
Net 30 Destination COMMON
| Buyer: Michelle Young
Vendor: 0000000072
GRAINGER
5449 WEST AVENUE
SUITE 3A, BUILDING C
ATLANTA, GA 30333
4451515
Vendor Fax: 404-555-6666
Line-Schditem D ) Quantity Ordered UOM Ordered Quantity Recd UOM Recd
Partial Full Shipment
Bill of Lading: Packing Slip:
Ship Number: Receiver No:
Receiving Agent Signature Receipt Date /A
Accepted by Accept Date /.
1-1 00505 Hospital bed 1.0000 EA
2-1 00505 Wheelchair, motorized 1.0000 EA
3-1 00508 Patient 1lift, hydraulic 4.0000 EA
Expected The Receipt Form is dispatched.
Results: Note: It isidentical to the form dispatched in Exercise 1 - step 13.
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Exercise 2 (continued)

Step 8 Torecelve additional itemsin the system,
Sdect: Use=>»Receive with Purchase Order=»Receipt Items=>Add

Expected | A didog box displays.

Results:

Step 9 Enter or sdect the following:
Business Unit: 42000
Receiver ID Number: NEXT (Default vdue— Do not typein thisfield)
Click: OK

Expected | The Recapt Items pand displays.
Results:

Step 10 Enter or sdlect the following:

Recv Date: Current System Date (Default value)
Bill of Lading: 56435

Click: [SelectPO| display the Pick Purchase Order dialog box.
Enter or sdlect the following:

Purchase Order: 50000080X X
ShipTo: (Blank out)

(Replace XX with the number assigned to you by your instructor)

Click: &l to retrieve the purchase order lines.

Expected | The purchase orderslineitems display.
Results:
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Step 11 Enter or sdlect the following:
Click the checkboxes next to lines2 and 3 ON.
Click: OK
Expected | The Recept Items pand displays.
Results:
Step 12 View thefallowing for Line 2:
Recaipt Qty: 1
Accept Qty: 1
Expected | Viewing of the correct data
Results:
Step 13 Use the eevator bar to display Line 3'sinformétion.
View thefdlowing for Line 3:
Receipt Qty: 1
Accept Qty: 1
Expected | Viewing of the correct data
Results:
Step 14 click: Bl 10 sve
NOTE: Record your Recv No. here (you will need it for step 22):
Expected | The new information is saved.
Results:
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Exercise 2 (continued)

Step 15 To verify recelpt quantities and print a crystd report,
Sdect: Report=>Receipt Delivery=>Update/Display

Expected | A didog box displays.
Results:

Step 16 Enter or sdect the following:
Run Contral 1D: RECEIPT_DELIVERY

Click: OK

Expected | Correct data entry
Results:

Step 17 Enter or sdlect the following:

Business Unit: 42000
Receipt Number: (Enter the Receiver ID Number from Step 19)

Expected | The Receipt Ddivery window displays.
Results:

Step 18 Click: ﬂl to display the Process Scheduler Request window.

Expected | The Process Scheduler Request window displays.
Results:
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Exercise 2 (continued)

Step 19

Expected
Results:

The defaults should remain the same:

Run Location: Click the Client radio button ON
Output Dedtination:  Click the Windowradio button ON
Highlight: Receiver Delivery

Click: OK

The receipt delivery report is sent to the monitor.
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Exercise 2 (continued)

Report ID:
Operatorid:  FNTRNO1

POY5030

Run Control: RECEIPT DELIVERY

PeopleSoft Purchasing
RECEIPT DELIVERY DETAIL REPORT

Page No. 1

Run Date  10/27/2000
Run Time 4:26:47 PM

Location PO_001001 A Forestry Admin Receiving BU  420¢ Receliver ID 0000000228
Address Georgia Forestry Commission Vendor 0000000072 GRAINGER
Forestry Admin Receipt Date 10/27/2000
205 Butier Street Receipt Status  Received
Macon GA 31020 Bill of Lading 56435
Phone Ext.
Building Floor
Attention
Recvln Hem ID Item Description Delivered Qty UOM Due Date Order Requisition D To Delivery Date

1
2

Wheelchair, motorized
Patient lift, hydraulic

1.00 EA 5/21/1999 5000004025

1.00 EA 5/21/1999 5000004025

End of Report

Receapt Delivery Detall Report prints to your monitor. To obtain a hard copy use the
S g the top of this pand!.

Step 20

Expected
Results:
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Exercise 2 (continued)

Step 21 Click: ilto close the pand.

Expected | Thepand isclosed. Exercise completed.
Results:

Exercise completed.
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Exercise 3 - Enter and Print a Receipt

Scenario: Y ou have received dl line items for Purchase Order 50000070X X (Office Depot) at the
receiving dock, and the Requester has signed the Receipt Form. (Note that “XX”
represents the number assigned to you by your indructor.) The Bill of Lading number is
56487. Your god isto enter the receipt against the purchase order in Phoenix.

Step 1 Use=>» Receive with Purchase Order=>» Receipt |tems=> Add

Expected | A didog box displays. A new receiver is created at thistime.

Results:
Step 2 Enter or sdect the following:
Business Unit: 42000
Receiver ID Number: NEXT (Default vaue— Do not typein thisfield)
Click: OK
Expected | The Recapt Items pand displays.
Results:
Step 3 Enter or sdlect the fallowing:
Recv Date: Current System Date (Default value)
Bill of Lading: 56487

Click: [SelectPO | display the Pick Purchase Order dialog box.
Enter or sdlect the following:

Purchase Order: 50000070X X
Ship To: (Blank Out Field)

(Replace XX with the number assigned to you by your instructor)

Click: &l to retrieve the purchase order lines.

Expected | The purchase orderslineitem display.
Results:
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Exercise 3 (continued)

Step 4
ep Click: S A | 0 et al hreelines
Click: OK
Note: It ispossibleto click the checkboxes next tolines 1, 2, and 3 ON.
Expected | The Recept Items pand displays.
Results:
Step 5 View thefdlowing for Line 1.
Receipt Qty: 6000
Accept Qty: 6000
Expected | Viewing of the correct deta
Results:
Step 6 Use the elevator bar to display Line 2'sinformétion.
Enter or sdect the following for Line 2:
Receipt Qty: 50,000
Accept Qty: 50,000
Expected | Correct dataentry
Results:
Step 7 Usethe devator bar to display Line 3' sinformation.
Enter or select the following for Line 3:
Receipt Qty: 7,000
Accept Qty: 7,000
Expected | Correct dataentry
Results:
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Exercise 3 (continued)
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Step 8 click: Bl 10 sve
Note: Record your Receiver number, you will need it for the next exercise:
Expected | Thenew information is saved.
Results:
Check
Results
Step 9 Compare your Receipt Items pand for Line 1 to the panel shown below:

Receive Shipments - Use - Receive with Purchase Order

File Edit View Go Favorites Use Inquire

Report Help

slelex| alasl slel sl a8 zle=] #elzle])

Feceipt ltems | Item ListI Assatsl F‘utawayl Serializal Receipt Stalusl Status Detaill

Unit: 42000 Recy No: 0000000223 Ship To: PO_001001 Recy Date: |06/25/2001
¥endor: OFFICE DEFOT Ship No:
Bill of Lading: [56487 Packing Slip: [
Item 1D: Item: Desk Calendars UOM: EA =)
POBU: 42000 PO: 5000007001  Line: 1 Receipt Qty: sonooan >> [[F=])
Inspect: N Asset: N Inventory: M Lot Controk N Serial Controk N —
Due Date Ship To Schd Receipt Qty  Accept Oty Insp Oty PK Slip No :I
03/15/2001 PO_0010 1 G000. 000D 6000.0000 0.0000 il
.-
Select PO
[FNTRN1 |Receipt ltems |&dd
|ﬂ Starll @GroupWL..l 2] Explosin... | EYMwmsof.."”Rgceive v WP Manage | |U NI DBEPR 1031 aM |
Expected If the pand matches, use the devator bar to display the information for Line 2.
Results:

If these dements do not match,

Note: The Recv number, Recv Date, and Due Date values may vary from
the values shown here.

review the steps and consult the Ingtructor.
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Step 10

Receive Shipmenis - Use - Receive with Purchase Order

File Edit View Go Favorites Use Inquire

Compare your Receipt Items pand for Line 2 to the pand shown below:

Report Help

SR R EEEE EEREE N R )

Receipt Items | Ikerm ListI Assetsl F‘utawayl Selializel Receipt Statusl Statug Dataill

Expected
Results:

Unit: 42000 Recv No: 0000000223 Ship To: PO_001001 Recv Date: II]EJZ&."ZI]IH
Vendor: OFFICE DEPOT Ship No:
Bill of Lading: |56487 Packing Slip: I
Item ID: Item:  Desk Calendar Refil UOM: EA :I
PD BU: 42000 PD: 5000007001 Line: 2 Receipt Oby: 50000.0000  >>
Inspect: M Aszet: N Inventory: M Lot Control: M Serial Control: M
Due Date Ship To Schd Receipt Qty  Accept Oty Insp Oty PK Slip No ;IJ
08/15/2001 PO_O010 1 [ 50000.0000)[ 500000000 0.0000 > [E)
Select PO |
[FNTRM1 |Rreceipt Items |Add

| =) Startl @GmupWi...l @ Explotin,.. | ¥ Microsof. ."”Receive o B Manage |

W ENGDOEPE s |

If the pand matches, use the devator bar to display the information for Line 3.

If these eements do not match, review the steps and consult the Instructor.

Note: The Recv number, Recv Date, and Due Date values may vary from

the values shown here.
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Exercise 3 (continued)
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Step 11 Compare your Receipt Items pand for Line 3 to the pane shown below:

Receive Shipmenis - Use - Receive with Purchase Order
File Edit View Go Favorites Use Inquire Report Help

SR R EEEE EEREE N R )

Receipt Items | Ikerm ListI Assetsl F‘utawayl Selializel Receipt Statusl Statug Dataill

Expected
Results:

Unit: 42000 Recv No: 0000000223 Ship To: PO_001001 Recv Date: II]EJZ&."ZI]IH
Vendor: OFFICE DEPOT Ship No:

Bill of Lading: |56487 Packing Slip: I

Item ID: Item: W all Calendar UOM: EA :I
PD BU: 42000 PD: 5000007001 Line: 3 Receipt Oby: 70000000 >>
Inspect: M Aszet: N Inventory: M Lot Control: M Serial Control: M

Due Date Ship To Schd Receipt Qty  Accept Oty Insp Oty PK Slip No ;I

08/15/2001 PO_0010 1 7000.0000 [ 70000000 0.0000 > [E) J

Select PO |
[FNTRM1 |Rreceipt Items |Add

|ﬂ Startl @GmupWi...l ) Explorin,.. | ¥ Microsof. ."”Receive o B Manage | |E FNUDBERE 1034 aM

The pand matches.
If these eements do not match, review the steps and consult the Instructor.

Note: The Recv number, Recv Date, and Due Date values may vary from
the values shown here.

Step 12

Click: Xl to dose the pane.

Expected | Thepand isclosed.
Results:
Exercise completed.

PHOENIX — STATE OF GEORGIA

SECTION 4: RECEIVING PO's AND CLOSING ReceipTs 4-27

PROPRIETARY AND CONFIDENTIAL




April 2003

PARTICIPANT GUIDE

Exercise 4 - Cancel a Receipt

Scenario: Y ou have entered areceipt for dl line items on Purchase Order 50000070X X in the
system. Later, you redlize that you received the wrong items. It is necessary to cancel the
receiver that was done in the previous exercise. Your god isto cance the receipt againgt
the purchase order in Phoenix.

Step 1 Use=>»Receive with Purchase Order=» Receipt [tems=>» Update/Display
Expected | A didog box displays.
Results:
Step 2 Enter or sdlect the following:
Business Unit; 42000
Recever ID Number: (Enter the Receiver ID number from previous exercise)
Update/Display -- Receive with Purchase Order
Business Unit: [s2000 s
Receiver ID Number: IUUUUUUDXXX ﬂl
Use Query |
Bill of Lading: | E
PO Business Unit: I—ﬂ M
Item 1D: I ﬂ
Origin: I—
Purchase Order: I—ﬂ
Ship To Location: I—ﬂ
Shipment Humber: I
Yendor ID: I—ﬂ
Received Date: I—ﬂ
Click: OK
Note: If multiple receipts have been issued it is possibleto view all lineitem
receiver s by using the purchase order number.
Expected | The Recept Items pand displays.
Results:
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Exercise 4 (continued)
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Step 3

The receiver digolays and it is possible to verify receipt amounts.

Click: | ReesptStatis | 1) ooy the Receipt Status pandl.

Receive Shipmenis - Use - Receive with Purchase Order

File Edit View Go Favorites Use Inquire Report Help

2| & @ x| aaal ee == gz @lelo| #]ve ]z

Receipt Itamsl Itern ListI Assetsl F‘utawayl Seniglize Recept Status | Statuz Dataill

Entire

Business Unit: 42000
Received

06/25/2001

HReceipt Status:

Receipt Date:

Recy No:

Origin:

0000000223
oo

LY Cancel Receipt |
I | il Ssset

[~ Hold Putaway
I~ Hktertane B

Refresh Status

Individual Lineltem

Line: 1 Item ID:

Status: Received

Required: N |

Lot Azzigned:

Status:

Complete

Complete

Desk Calendars ER

Senalization:  Complete il =it
Totals: Complete Cancel Item |

08/15/2001  Received C

Due Date Ship Stat  Inzp Stat Date/Days

Diate DK
1}

Oty Stat/Z  PO/Prior Qty

Oty K.
0o

—
InspfAcept Aty ;I
0.0000 0.0000

0.0000 E000.0000

.

[FNTRNT

|Fieceipt Status |Update/Display

| R Shrtl @GmupWi...l @ Explotin,.. | ¥ Microsof. .””cheive o W Manage |

WFNIDIER wau |

Sdlect: i Cancel Receipt |

Expected
Results:

Note: To cancel the entire receiver click the Cancel Receipt button. To cancel individua
line items use the scroll bar to select and the Cancel I1tem button to cancel each line.

to cancdl the entire receiver

The recaiver line item(s) display from the Receipt Status pand.
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Step 4 Cancding the entire receipt displays the following:

Cancel Receipt

Canceling Receipt cannot be reversed. Do you wizh to
continue? [10300,33]

2)

Mo | Explain |

Click: Yes

Expected | A Cancel Recept didog box displays.
Results:

Step 5 The Receipt Statusis now Canceled and the Quarntity is reduced to Zero.

Receive Shipmenis - Use - Receive with Purchase Order

File Edit View Go Favorites Use Inquire Report Help

alel@x| aoel sl == 5= @el] #lvlz]]

Receipt Itamsl Itern ListI Assetsl F‘utawayl Serialize Feceipt Status | Status Dataill

Business Unit 42000 Recy No: 0000000223

Cancel Receipt |
Receipt Date:  05/25/2001 I" ' Hold Putaway Refresh Status |

= | Interface Heceipt

Receipt Status:  Canceled Origin: am

Line: 1 Item ID: Desk Calendars Es | =
Status:  Canceled Lot Assigned: Complete Serialization:  Complete " Hold Item
Inspection Required: N Inspection Status:  Complete Totals: Complete Cancel ltem |
Due Date Ship Stat Insp Stat Date/Days Oty Stat/%  PO/Prior Qly InspfAccpt Dty ;I
08/15/2001  Canceled C Date OK Gty Ok 0.0000 0.0000

0 0.00 0.0000 0.0000

.

|FNTF|N1 |F|ec:eipt Status |Update:’DispIay

| A Startl @GmupWi...l @ Explorin... | ¥ Microsof. .””Rgceive ”Manage |

¥ FNEDIEP 104 .4m

Click: El to save.

Expected | Recept Status pand reflects the canceled gatus.
Results:

Exercise completed.
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D. Summary and Review

April 2003

Activity Materials

EIEE

LECTURE GUIDE

i

REVIEW

Objectivesreview

1. Enter and print full and partid receipts
2. Complete partidly received receipts

3. Cancd receipts
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A. Introduction

Run-only Queries

Welcome to the Introduction to Run-only Queries. This section contains the tools needed
to learn dl the concepts and proceduresinvolved in an overview of Run-only Queries.

Goal To have the skills and knowledge necessary to process run-only queries and to transfer
that information successfully into an Excel spreadshest.

Participant
Objectives At the end of this module you will be aleto...

1. Runqueriesto alistbox
2. Run queriesto an Excd spreadshest
3. Manipulate spreadsheet data

Prerequisites
1. Currently usng & least one Phoenix module
2. Security accessto Queries
3. Basic knowledge of Excd
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B. Concepts

Reed and discuss the following:

Queries- Query is aPeopleSoft toal that alows you to extract information from the database. The query
results can be viewed online or sent to Excd for further manipulation.

Run Only Queries— Run only queries are queries that have been developed by the Phoenix team.
Queries can be run by anyone who has security access to the Run-Only Query function.

If you do not have access to the Run-Only Query function, arequest must be approved by your Agency
Security Officer and forwarded to the Security Team.

Descriptions of available queries can be found on the Phoenix website.
http://phoenix.gagta.com/

Naming Conventions — The queries use the following naming convention:

Position 1 = 0 (zero) — PeopleTools Query will sort to the top of the list of
public queries.

Postions 2 and 3 = module identifier in CAPS (examples: AM, AP, AR,
BD, GL, PC, PO).

Pogtions 4 through 6 — al numeric (001 through 999)

Position 7= _ (underscore)

All other positions are used to describe the query.

Browse the list of queries beginning with zero and the gppropriate module identifier. Select a query based
on the description. A list of detailed descriptions can be found on the Phoenix web ste.

Public Queries— All queriesthat begin with a zero can be sdected and run at any time. Queriesthat
begin with anything other than a zer o are Developmental Queries and should not be selected.
Typicdly they are required to run in an overnight process or they can become "run avay" queries.
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C. Exercises

Exercise 1 — Run-Only Queries

Scenario:  The purpose of this exerciseisto show you some of the detail that underlies sdlecting and
running queries.

Step 1 Click: View=»Navigator Display=> Query

=10 %]

File Edt “iew Go Favortes UJse Process |nguire HBeport Help
gl#|#x]| =aE| s == 88 [@ 2] *elvalz]
1 arme | ﬂ

%7\; 0POOT3_Outstand Encumb_by BL
%7\; 0POOT4_Dutstand Encumb_by PO
%% 0POOT5_PreEncumb_Detail by B
%% OPOOTE_PreEncumb_Detail by Feq
%% 0POOT 7_0utstnd_PreE ncum_by BU
%% 0POOT8_Outstnd_PreE ncum_by Req
%% 0POMS_PO_List_by Bus_nit
%% 0PO020_Req List_by Bus_Lnit
%% OPO021_RFO_List by Buz Uit
@ 0PO022_P0's_w/o_Encum_Reversal
@ 0PO023_Receiver_Line Dt by PO
&5 0PO024_Overdue_POs_by_Buyer
@ 0POD25_Acct Posted to_GL_by PO
%% 0PO02E_Compl/Can_P0's_w/Encumb
%% OPOD2T_PO_Wchi_Pymnt_<Ref

3 | Undpproved POs_by BU
%%; 0PO029_UnDigpatched POs by BU
%%; 0POD30_Undpproved_Regs_by BU

%%DF'DDS'I_UnBEMed_F!eqS_b_l,J_BU
2 0PNNT? POt IR0 wdn BEN' ﬂ

—

Expected | Query window displays.
Results:
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Exercise 1 (continued)

Step 2 Scroll until you see 0PO028 UnApproved POs by BU , then double click
Enter or sdlect the following:
Business Unit: 42000
Click: OK
Expected | The sdected query resultsrun.
Results:
Step 3 The fallowing query information displays to your monitor.
Query O] %]
File Edit Wiew Go Fawoiter Use Procezs  Inguie Beport Help
B @ x| EiEE =2 =) ES=E e S w22
M anne ;I Unit | Origin PO Yendor Status PO Date
&3 0PO08_Outstnd_PreEncum. [42000 |001 | DODODODO0Z | 5000001008 | Intisl 1999-05-31
&5 0POMA_PO_List_by Bus Ui |42000 001 | 5000001001 | 0DOOOOOOGT | Open 1999-05-18
£50P0020_Feq List by Bus L 42000 oo [soooooionz [oooooooos1 | open 1999.05-18
5 0PO021_RFO_List_by Bus | |42000 [oo1  [5000001003 |0000000061  |Open 1999-05-13
@gpngzg_pg-s_wgg_gncum_p—' 47000 (001 [5000001004 [00000000GY | Open 1999-05-13
%}DF'EIDEB_FIeceiver_Line_DtI_ 42000 {0 a000001 005 | 0000000061 | Open 19589-05-18
g}upmm Overdue POs by £ |42000 (001 [5000001006 |0000000051 | Open 1999-05-13
Q}DPDDES_ﬁc-:t Pasted to Gl 42000 |00 5000001007 0000000081 | Open 1999-05-15
@}DPDDEE:_Com;I /Can F'_D; o 42000 |0 S00000M005 | 0000000061 | Open 1999-05-18
%}upnuz?’_m Vebr P_y ot g |42000 [001  |s000001008 |0000D000T | Open 1999-05-18
- = |r|:|:r" T 42000 |01 [50000010M0  [0O000000GY | Open 1999-05-18
L=pprover &
; : e 42000 (001 [5000001044  [0O000000GY | Open 1999-05-13
%DPDDza—U”D'SDaIChEd FOs V2000 (oM |s000001m12 | 000000O0ET | Open 18093-05.18
#OPO030 Undpproved Reas.  Foonan oo | 5000001012 | 0000000061 | Open 1999-05-15
&3 0PO031_UnBCMed_Ress b [oonmn (oo (5000001014 | 00000000ST Open 1509-05-13
&5 0PO032_PO's +2500_w/o F [4o0on om |5000001015 | 000O000GET Open 1999-05-18
&3 OPD033_PO_RFO_XREF_ty  [42000 o1 | 5000001016 | 00000000GT Cpen 1999-05-18
&3 0P0034_RFO_PO_XREF_by  |42000 001 |500000M0M7 | 00000ODOS! Open 1999-05-18
&5 0P0035_REQ_PO_ENCUME | |42000 001 | 5000001018 | 0ODOOOOOOGT | Open 1999-05-18
“3 MPONIE BFO REN PO T A700n nm SONnnmd naa I'IFII'IIHI'IHI'IHFM [ TaTn] '1CIC|CI_FI§_‘1i|;I
4 | I » 4 *
I I I Z
Theleft-hand pand digplays the query names and the right-hand panel shows the
results.
Expected | Sdected query runsand result is displayed.
Results:
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Exercise 1 (continued)

April 2003

Click: __¥#"99"_| pitton from header row.
Click Vendor button again to return to origind sort.

Expected | Modified sort results are displayed.
Results:

Step 4 From this screen data can be sorted by one column.

Exercise completed.
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PROPRIETARY AND CONFIDENTIAL

SECTION 5: RUN-ONLY QUERIES 5-b




APRIL 2003 PARTICIPANT GUIDE

Exercise 2 — Running Queriesto an Excel Spreadsheet

Scenario:  The purpose of thisexercise is to define the procedure used to move data from the query
panel to a spreadshest.

Step 1 In the Query pand

Right click on query, 0PO028 UnApproved POs by BU

Query HE

File Edit Wiew Go Favaortes Use Report Help
Bl=(=x] e == 5=l == e EziEa)
[ ame | :I

| &5 0POD15_PreEncumb_Detail_by_BU
@ OPOME_PreEncumb_Detail by_FReq
@ OPOM 7 _Outstnd_PreEncum_by BL
@ OPOMS_Outstnd_PreEncum_by Req
@ 0POO19_PO_List_by Bus_Unit

@ 0OPO020_Req List_by Bus Unit J
@ OPOO021_RFO_List_by_Bus_Unit

@ 0PO022_PO's_wio_Encum_Reversal
@ OPO023 Receiver_Line Dt by PO
25 0P0024_Overdue_POs_by_Buper

@ OPO025_Acct Posted_to GL_by PO
@ OPO02E_Compl/Can_PO's_w/Encumb
@ OPO0Z7_PO_Vchi_Pymnt_<Ref

i Un&pproved_POs_by BU

@DPDMS_UnDispatched FO= by BU Fun
@ OPOO30_UnApproved_Reqgs by BU Fun to Excel
@DPDDB‘I_UnBEMed_F!eqs_by_BU Run ta Crystal
@DPDDB2_PD's_+2500_w£o_F|FQ's s
&5 0PO033_PO_RFO_XREF_by BU Fiint Bieview

@ 0PO034_RFO_PO_<REF_by RFQ
@ OPO035_REQ_PO_EMCUMB_<REF
@ OPOO3E_REQ_RFO_PO_=REF_by REQ

@ 0POO37_REQ_RFO_PO_xREF_by RFO

@ OPOO033_REG_RFO_PO_<REF_by PO

&5 0PO039_PO_Activity_Surmmary

@ 0SPO0T_PO_Count_by_Type_aAll_BU

@ 0SPO0Z_PO_Totals_by_Purch_Type LI
., e e

|
g Start| B Miciosoht Word - Reports_... | [B Query B HANBDEE 105240

Expected Menu box displays ingde query pand.
Results:

Step 2 Click: (Left) Runto Excd

Expected Exced loads and opens on your system.
Results:
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Exercise 2 (continued)

Step 3 Enter or sdect the following:
BusnessUnit: 42000
Click: OK
1 Miaresalt Ducel - (RENYE slgls]
] pe £ Yew Jumt Pgmat Jod Duis  Wedee  Hen ten ool R
NEdaY SOY Lin 0. BT -3 INE 7imd r10 B D | EEEESRE Lo,
~ - & - I ] O =] = 4 o P warksosk -
i Uit | Cwiigin PO Wemdar | Opem 5 werkBosk
z el
1| -
A [ N oebboats
5 o
7 [ sk wicabeack:
B [ p—
3 ] Chouss wirkboek
1o Poaewe ramm bep gt
11| | Gararsl Torplabs....
1'5 S Tanbates onrey s S8
EFl W] Tenplates ond ol t con
B et ool I
e e . [T 3
0|
19 _ tenaal |
20
i
R
24
.25
2
oy
28
23
.
A1
3z
13 | CY Addnseperk Ao
| =[5 Mcrosot Evced hep
16 - ¥ Shema ak starbys
CRERCRCHL T 21K ) ) 12 | =
b
Wstart| | e | B Pepeks. 51_00.doc -ecr, .| Mcwsry | Eflmocsdt Bl - piERYL [ e mnaien [(FW-F zom
Expected | Didog box displays. In the background an Excel Spreadsheet displays.
Results:
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Step 4 Compare your spreadsheet to the panel below:
. 28] =
!_'I Dl Bk Yew et Pgat  Jools  Cwle Sndow  Hep a - =-_ 8 X
NERa ShT Lo -l T3 E " s -n-Elrn EEEE®x(E _-NA- 2
Al - i Lk
_I["IAH'l B ] & | B0 | E | F | & | H I LT e kioak —x
1 Chigin Fi Wemidor  Bistus PO Dote Bwsyar o
2 'T0m 001 MO0 SmO0i00s (el 1995HIE-31 peril o
A Te0m o1 BHM0EN MN0NEE Cpen  H0107-16 Peed Bailer purccd i
q [wom o SOmOeE TOm0mmEE Open 01716 Feel Balioy [ Mors waskbooks
5 o o1 E0mM0EId WMI0MEE Opsn  2001-407-16 Fa el Balley
B0 N0 TBm0EIM T M0WMEE Open 010718 Pred Bnily AT e
7 ream hod Hn00EI0S T MI0MEE Oper 010715 Pred Aailesr D3 dlark wibiake
8 la20m Ho1 "Eeomoeios I0MEE Open 20010716 Faerd Baliey Paree bram w=mbing warkbosk
| 8 feooion "Emomoneao? "mmnoome cpen  2001-07-16 Fued Balkcy ] Chooss wirkbok
10 Feom i HWE0EE MW0EEE Cpen  D001-07-16 Fred Beiley P B bk
1 fe0m 1 Hmm0em MenmEE Open  B00-07-16 Poed Bailey 8] Garara Targhtar..
12 fzom o1 "S00m0E010 M0I0MEE  Cper  2001-07-16 Fa el Balkey e e
13 f20m 101 BEB0ET DOMOIEE Cpen  A101407-16 Faer Bailey 4 i
AT B BWW0ENE WWIWEE Oper  D01-0715 Feed Bnilesr ] Tenpiates onM ool con
15 o B Smm0en: WmnmeE open 00140716 Feed Balky
[ 16 [azom o1 "Eo0mI0E014 WMIOMEE Cpsn  2001-407-16 Fa el Baliey
17 00m T BMM0ENS DIMDMME Cpen 2010716 Fred Bailey
18 0 Nod BE0EG W M0WEE Open 0010716 Pred Beily
19 Tzom o1 "EOm0ENT? "MOIOMEE Open  F001-407-16 Fa el Balicy
20 feom To1 "Goomoenia Ooi0o0mEe Opsn  FI01-07-16 Faerd Balkey
21 Feom B HWE0E MWNEEE Cpen M01-07-18 Fred Beiley
22 Teom B hmm0e0s W momEs Open 20010716 Peed Bailey
23 Tzom o1 "S00mIDE0E) MOIDMOEE  Cpsr (2001-07-16 Fa el Balkey
24 o 01 BEM0EE W N0MNEE Opern 010716 Paed Bailey |
25 T2 N BWW0EIE) WHWBE Oper  W01-0715 Feed Builesr -
25 [o0m I Wm0z W0mEE Open  F00107-16 Foed Baliey
27 fzom o1 EOMO0ENES MMIOMEE Cpsn  2001-07-16 Fa el Baliey
20 o0m T BMM0EIS M0NEE Oper (200140716 Fred Bailey
29 Tonm Bl BWW0EZ? TWDEEE Cpen  M001-07-15 Fred Beiley
a0 fzom Bo1 "Eomoetzs WOIOMEE Open  F001-407-16 Fa el Balicy
37 fwom o1 G000z TompoEe  Open  S001-07-16 Faed Balky
32 Teom Do TBEE0E W MDMEE Open 010718 Prer Bmiley
33 Teom B Hemors m0mEE Open 200140718 Pred Baily £ Addramtvear Flacs ..
34 Teom o1 "S00m00E032 MOI0MEE  Cpsr (2001-07-16 Fa el Balkey [
95 Torom 01 EHN0E3) DOMDMME Cper  AI0107-16 Paed Baiky o S s gann
18 b i mERY La] | sl
Paaty [T}
Expected | Query datadisplaysin the newly created spreadshest.
Results:
Note: If adifferent query was selected, results will vary.
Step 5 To close current spreadsheet
Select: File, Exit
Diaog box gppears asking: do you want to save the changes?
Click: No
Expected | Exce closes.
Results:
Exercise completed.
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Exercise 3— Cut and Paste a Query to Excel

Scenario:  There may several reasonsto cut and paste a query versus “running” the query to Excdl.
These include sdlecting partial amounts of query data or absence of the “run” option.

Step 1 Toggle to PeopleSoft.
Logon to PeopleSoft, if necessary.

Expected | The PeopleSoft window displays.
Results:

Step 2 Click on the query pand a the bottom of your screen.

Origind query datais displayed. Using the scrall bar find query
0BD010_BUDGET_INQUIRY, double dlick to display diaog box.

Note: All public queriesbegin with aleading zero“0”

Expected | Ledger Didog box displays.
Results:

Step 3 Enter or sdect the following:

Ledger: ORG

Business Unit: 42000

Budget Year: Current Budget Year
Click: OK

Expected | The sdected query resultsrun.
Results:
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Step 4

Expected
Results:

Sort by Organization column.

Click and drag to highlight dl 420C11 Or ganization code rows.

El= Edt iew Go Fowoorkes Ues Eepork Hel

1 2 T 0 i ) il [ R [ e e e C B

=2 =]

47 DAROIS_REASON_CODES B0
FORROLE_TEME_TD_WROKG_FEAR I
FOARAN LD _CUSTOMER _EXTRACT
AOARANLOE_LISTR _00_EXTRACT
FOARA103_TTEM_EXTRACT

1
- a4
=i

T4ame | [Aceomn]  Sub-Classification | O ganization

CARAIL0_REAZSON CD EXTRALT
CBLO0L_Ledoer

DELOCE_Ledomr_ vk
CHOOTEELDNG PREENC_DETAIL
CHOOCMELNG ETUC CETAIL

S ORCOCEELDG ESFENDED DETATL
T OEDOCEELDS L DETALL
q CRDOOTELCG _ak_CETAIL
T CRDOCEELICS P _TETALL
CENORCO0_BLICYGE T_Thka Ry
SFUEDO1L_BLC_JRKL LN

-lt CHDOIZE ProgramCperss_Fenod
A OnD01ZD_Progrankxparss_Frdfrog
F¥ORD01Z_PragramExpense 710 _fog
F¥OEO0148 AP NOBCMCE
J40E0014_aR Eud HescEmer
Fyoerois @ fud HeadEror

F OBDOd6A PO _NOTELCCEEL:

# OBD01E_Po_Bud_HeadEmor
#CHD017_Exp_CFY_PHY

CBDOIGE _Programires_Compenson

-

e 1

Press: Ctrl + C to copy data.

The highlighted areas are displayed.

Step 5

Expected
Results:

Minimize current query screen.
Click: Excel icon

A new spreadshest displays.
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April 2003
Exercise 3 (continued)
Step 6 Click: Cdl A2
Expected | A2issdected.
Results:
Step 7 After sdlecting A2 as the degtination, there are severd options to paste the data into the
Spreadsheet.
1) Edit, Paste
2) Right click, menu displays, select paste
3) Ctrl +“Vv”

Note: Header information does not copy from the query window. If thisis
necessary data, it must be entered manually.

Expected Datais successfully copied.
Results:

Exercise completed.
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E. Summary and Review

Activity Materials

Al

LECTURE GUIDE REVIEW

Objectives Review:

1. Runqueriesto alistbox
2. Run queriesto an Excd spreadshect

Discuss the following questions:

Name two ways to view query data.
What is the difference between a Public Query and a Developmenta Query?

3. What piece of information does not copy from the query to Excd when the cut and
paste function is performed?

NP
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