Purchase Order




P MISD Information Services for MACOMB ISD DEMO - DEMOISD1

P.O. Inquiry

i P.0. Inquiry /Refer to P.O. Entry or P O\
budgetfinance - : 0. y 0.
Authorization for
¥ Select Purchase Order (5 PO Looku see -
) L P additional documentation.
PO # Status | Vendor # Vendor Name Date Amount Location Fiscal Year STeTTY - Entered By
70043 [Open 27530 |OFFICE SUPPLY SUPERSTORE 081312008 1,152.16 |Avery Elementary 2000 |JOHN BMITH [MISD Dermn User#1
70044 [Open 27530 |OFFICE SUPPLY SUPERSTORE 08112008 90216 |&very Elementary 2000 |JOHN SMITH - -
70038 |Open £8015 |OFFICE DEFOT 0af31/2008 S00.00 [Avery Elermentary 000 |JOHM SMITH Select List
70037 [Open 2447 |BEST COMPUTER SUPPLIES 05/14/2008 4,803.45 |&very Elementary 2000 |JOHN SMITH _
70036 [Open 2447 |BEST COMPUTER SUPPLIES 05/14/2008 4,778.45 |Avery Elementary 2000 |JOHN SMITH [MISD Demn User#1
[ NI I [ »
1%
PO # 70036 from BEST COMPUTER SUPPLIES for Avery Elementary (DEMOISD1) [ % previous || Next
r Header rCnmments r Override Ship To |/ Preview |/ Authorization History |’Nexr Authorization r Receivers |/ Accounts Payable |
‘Open
po# (70036 [ PO Date D5/14/2008 FiscalYear 2000  Print/] EncumberDisc /7] Attachments [] Fax []
Vendor 2447 Location 0003 Requested By JOHN SMITH Change Order #
BEST COMPUTER SUPPLIES Avery Elementary Header
895 E PATRIOT BLYD #110 JOHN SMITH Amount 4,778.45 AP Open 320.69 Blanketbxp [ [ ]
RENO, NV 83511 5552 MAIN STREET Discount 198.75 AP Paid 4,159.01 Deliver Date
CLINTON TYWP, Ml 48038 !
Net 4,579.70 RecvNet 75.00 Misc Code
Closed 4,004.70 Recv Unpaid 25.00
Open 575.00 Recv Paid 4,479.70
Line | Status Description ASN Quantity Unit § um Amount Disc % | Net Amount Recwv Net ltem # WH item # | FA | Oty B
1 |Closed |[Computers - laptop .) 1125150 5| 7950000 | EA 397500 050 3,776.25
2 Dpen Misc supplies 1181990 a75.00 ara.00 ¥a.00 Detall LlSt
3 |Closed |USE Mouse 2419810 5 456900 22845 22845
4] Il [»
@




P.O. Inquiry —

PO Lookup

To position the lookup,

value 1 & 2.
B Purchase Order Lookup

Lookup selectiorﬂ\
1&2.

|Lnt:atinn |v | Selection Value
T
|Entered By | = | Selection Value
From PO Date |01/01/2008 ||EH To PO Date
PO and File Status
selections. PO Status @ Al ) Open  Closed
P
File Status ® Al PO O Authorization

Loads the

rLookup selectioﬂ

enter the starting value
before clicking.

\awery Elementary {0003} 2]

|

IMISD Dermo User# 1 {DEMOISD1} ¥

PO Date range
selection.

Resets the PO Lookup
to the default values.

Select List.

Cancels the

i Lookup Selection 1 or 2 ar PO Date Range is reguired

PO Lookup.

(all selections are And’, nat 'Or7

e PO Lookup requires either a lookup or a date range selection.

Lookup selections include:
o Vendor
Location
Requested By
PO/Internal Comments
ASN
Line Item Description (including extended description)
Entered By

OO0OO0OO0O0

(0]

e To lookup a selection field value, click the ~ icon. To position a lookup, enter the starting value before clicking.




Indicates the number
of POs selected.

P.O. Inquiry — Select List

Click to display the
PO Lookup window.

=

\V
Select Purchase Order (5)

@#% PO Lookup 7

PO # Status | Vendor # Vendor Name Date Amount Location Fiscal Year Requested By Entered By

70049 |Open 27530 |[OFFICE SUPPLY SUPERSTORE 08 352008 1,15216 |Avery Elementany 2000 JOHM SMITH MISD Cemo User# 1
70044 |Open 27530 |OFFICE SUPPLY SUPERSTORE &M 152008 Q0216 |Avery Elementany 2000 JOHR SWITH MISD Demo User# 1
70039 |Open 6a014a [OFFICE DEROT 043152008 A00.00 |Avery Elementany 2000 JOHR SWITH MISD Demo User# 1
TO037~Quen 2447 |BEST COMPUTER SUPPLIES 04 452008 4,803,445 |Avery Elermentary 2000 JOHM SMITH MISD Demo Users1
TOO36 Orﬁh\ 2447 |BEST COMPUTER SUPPLIES 051452008 4,778.45 |Avery Elementary 2000 JOHM SMITH MISD Demo User#1

‘] Blue indicates I | [»

13, Authorization file.

The Select List is loaded by clicking PO Lookup and is limited to 500 POs.
Click the selected line to load the PO to the current Header tab and the Detail List.
The Previous and Next buttons on the Header can also be used to select a PO.




P.O. Inquiry — Accounts Payable

PO # 70036 from BEST COMPUTER SUPPLIES for Avery Elementary (DEMOISD1) | % previous || Mext

r Header |/Cnmmer|ts |/ Override Ship To |/ Preview |/ Authorization History |/NexT Authorization |/ Receivers |/ Accounts Payable |

Vendor # Vendor Name Amount Check Date | Bank | Check # Check Status Imvoice Date Invoice # Misc Batch ID
2447 |BEST COMPUTER SUPPLIES 4.158.01 | 05/30/2008 1 222102 |Dutstanding 051452008 |IBTTESTVY htA 08
2447 |BEST COMPUTER SUPPLIES 170.64 1 0 MOpen ltems 05/18:2008 A 208
2447 |BEST COMPUTER SUPPLIES 140.00 1 0 Frvoice Batch 05/25r2008 A E08

rA/P invoice

status selection.

1% | 24 Export | ® Allinvoices ) Paiditems () Openitems ( Invoice Batch _

Double click Exports the A/P summary
selected invoice information as a .csv file.
to drill-down.

e All invoices entered for the PO are displayed. Use the radio buttons the limit the invoices to the selected status.




P.O. Inquiry — Accounts Payable Drill Down

PO # 70036 from BEST COMPUTER SUPPLIES for Avery Elementary (DEMOISD1)

| % previous || Next
r Header |/Cnmmer|ts r Override Ship To |/ Preview |/ Authorization History |’Nexr Authorization r Receivers |/ Accounts Payable |
Vendor # Vendor Name Amount Check Date | Bank | Check # Check Status Imvoice Date Invoice # Misc Batch ID
2447 |BEST COMPUTER SUPPLIES 4.158.01 | 0873002008 1 222102 Dutstanding 05/14/2008 |IBT7ESTVY A 08
2447 |BEST COMPUTER SUPPLIES 170.69 1 0 "Open ltems 05/18/2008 Ity 208
2447 |BEST COMPUTER SUPPLIES 140.00 1 0 fFinvoice Batch 05/25/2008 A 508
— ) ) —
@ A . o o - Selected invoice
Export All Invoices Paid ltems Open ltems Invoice Batch - -
Yz w . header information.
Vendor 2447 BEST COMPUTER SUPFLIES (894 E PATRIOT BLVD #110, RERMO, Ny 83511) %
Bank 1 Check# 222102 CheckDate 05/302008 Amount 4159.01 Status Outstandin r
g Accounts Payable
PO # Description Amount Invoice Date Invoice # ASN Misc Batch ID drill-down
TO036 |Computers - laptop 3,778.25 | 081452008 187 TESTVY 1125150 MAYOE '
TOO36 |Misc supplies 200.00 | 05/1452008 |IBTYESTVY 1151950 MAYOE
TO036 [JSE Mouse 182,76 | 051452008 |IBTYESTWY 2419910 MAYOE ] ]
] Selected invoice
Exports the A/P detail

information as a .csv file.

detail line items.

5

e The A/P Drill Down replaces the Detail List; click '= or select any other tab to close the drill-down and restore the Detail List.
o After the drill down is displayed, clicking an invoice on the A/P tab loads the detail of the invoice to the drill-down.




P.O. Entry (WH)

B MISD Information Services for MACOMB ISD DEMO - DEMOISD1

budgetfinance
4
l/ Header r Comments (...) r Owverride Ship To r Preview |
saveP0 || X cancel || Duplicate PO |
po# | | PO Date [11/0312008 Fiscal Year Print [¥] Encumber Disc Attachments 7] Fax [ |
vendor 27530 O] ¢ Remove |[ | Location 0003 [ Requested By |JOHMN SMITH [°] change order# | |
OFFICE SUPPLY SUPERSTORE Avery Elementary

65714 MAIN STREET JOHN SMITH Amount 902.16 BlanketExp [Mone ||
CLINTON WP, I 48038-8002 5552 MAIN STREET DelverDate | |
CLINTON TP, M| 48038 i cas | L0
Discount% | |c10 2% = 10.5)

L Save Line # Cancel d Copy | _, Duplicate | | il Delete |
Description | |asn Fixed Asset []
eniter opticnal extended descriptiom Quantity Unit § | | um | ||p| Amount Discount % (10 1/2% = 10.5) Detall Edlt
ltem # WH ltem #
(@ Tab Dasc to ASN () Tab Desc To Est WH UM WH Conv
|_me smtus ........................ Desmmn ........................... “ SN ....... Quam .......... u.-ms ........ u M ...... nmuum ........ Dlsc% Nﬂ“muum ............. n em# ........... w|.| ........ mnem# ........ Fn ......................................
1 Open  POSTURE CHAIR {3 1113340 1 25 3600 2536 52536 il
2 |Open  |PHOTO PAPER 1118110 i 25,3600 | C5 126.80 126.80 — ] -
3|open |MISCELLAMEOUS SUPFLIES 1115110 250.00 250,00 Detail List

A
/

ﬁrror message location. T
Field in error is identifiedJ




P.O. Entry (WH) — Duplicate PO

PO to duplicate can be
open, closed or in the

—
S Duplicate PO
. P Authorization file.

Duplicate PO #

Duplicate Comments [_|

Cancels the
duplication.

Duplicates the PO and
comments if selected.

The Duplicate PO function is optional and changes can be made before saving.



Maintain the PO or
Internal comments.
“(...)" indicates the PO
has comments.

Saves the PO after
confirmation.

N P.O. Entry (WH) — Header

Maintain the override ship to
address. “(...)” indicates the
PO has an overrlde address.

Cancels the
PO after
confirmation

Select the fiscal year
before saving the

(Prewew the first line item.

gl=I

/

Purchase Order.

\ACOmments[ ]

ﬁernde Ship To r Prmew

X Cancel |

value before clicking.

@ Save PO
PO # PoDate 1073112008 [ Fiscal Year ﬂ Print [¥] Encumber Disc [v] Attachments [v] Fax []
wendor [27530 | 2] | </r Remove | Location [0003 | Requested By |JOHN SMITH |2 change order # |
OFFICE SUPPLY SUPERSTORE Avery Elernentary
§5214 MAIN STREE JOHN SMITH Amount 90216 BlanketExp [*None ||
CLINTON TWP., M | \38-8002 5552 MAIN STREE DelverDate | ]
CLINTON TP, MI 48038
' Misc Code I_-

Requested By is included | pigcountss | |aio 1% =105

in the location address if

applicable.
To position the lookup, Click to Remove (or Add) this
enter the starting name vendor from (to) your favorites.

e To lookup a field value, click the #~ icon. To position a lookup, enter the starting value before clicking.
e To lookup a date, click the “ijcon.
e The Comments and Override Ship To address can be viewed by hovering over the corresponding tab.



P.O. Entry (WH) — Lookup Vendor

Vendor selection includes
Favorites, Start list at,
Contains or *All.

Vendor lookup can be
sorted by name (default)
or by sort/name.

Start list at or
Contains value.

Sort by |Name | | Selection |Start list at | v | |OFFICE SUPFLY SUPERSTORE || Load List

Vendor # Vendor Name Sort Type Click after
27530[0FFICE SUPPLY SUPERSTORE “.r\_ OFFICE  |Active IS_eltecttlng Start
4003|0HEP CENTER FOR MEDICAL EDUCKNQN  |[OHEP G |Active Contains and

B8135/0KLAHOMA SCORING SERVICE \ OKLAHO [Active entering a value.

T
2508010 CARSER KL T Gold start indicates a

1810/0LD KEMNT BAME favorite vendor. e
34400 WP 1A ENTERTAIMMENT ~— __AE
592(0MMI COMPUTER PRODUCTS OmMI G |Active
GE290)0MMIGRAPHICE, INC. OMMIGR | Active
805/0ME 0N ONE COMPUTER TRAINING OME 0N |Active Selects the highlighted
2THEOPRY LAND HOTEL OFRY L |Active vendor.
S54[0PTION CARE OFTION  |Active
39650RAL ELIRGERY SPECIALISTS-ROMED ORALS  |Active
2265 0RCHARDS GOLF LIMITED PARTHERS ORCHAR |Actiy /
63447 |0REFICE, LTDVISUAL ENTERFRIZE OEFIC/{AQ'@ rCanceIs the -
| & PageDown || Pageup || +Select” || X cancel MOOkUp selection.

e Favorites are loaded first for the Vendor Lookup if the list is not positioned before clicking Lookup.
e Ifavendor name is displayed on the Header, the Selection defaults to Start list at and the value defaults to the vendor name.
e Choose the vendor by double clicking or by selecting the vendor and clicking Select or pressing Enter.



P.O. Entry (WH) — Vendor Address Selection

Vendor Address Selection

Select the address for OFFICE SUFPPLY SUFPERSTORE

| Type Address 1 Address 2 PO Box City State | Zip Code
|F!GI ‘1.:? 55214 MAIN STREET CLINTOMN TWER, Ml |48038-8002
Fo 204 EASTSIDE DRIVE WARREM Ml 48526
AP \Q KIMG STREET SUITE 200 SAGIM AN Ml |4B8605-1338
Gold start indicates zj
favorite.

 Select || X cancel

Cancels the
address selection.

Selects the highlighted
address.

e The address selection screen is only displayed when a vendor has multiple Accounts Payable and/or Purchase Order addresses.
e Choose the address by double clicking or by selecting the address and clicking Select or pressing Enter.



P.O. Entry (WH) - Detail Edit

Cancels the changes to
the current line item.

ASN description; a gold
star indicates a favorite

Deletes the
line item after

Saves the line item

_ — Duplicates the
Copies the existing previously copied ]
line item for use with line item.
Duplicate.

A ASN.
to the Detail List confirmation.
table.
A\ A\} \
| _@saveline || X cancel' |[ [ copy VL| ] /
Description [FISTURE CHATE. | asn BUSH ELEMEMTARY BEMF - MESSA PAK O
TASE W/APMS i it 536 - i i ! =10.
el Quantity |1 . | um | ||, | Discount % l_(m 1/2% = 10.5)
PATNT BLACK ltem # wiH[ 9] tems
N (@ Tab Desc to ASN () Tab Desc Ta Ext WH UM WH Conv
/ Select the appropriate -
T Red indicates the
Extended Description includes . ; ;
puol tab sequence order. ASN is over budget. Notice decimal
the word wrap function. Use placement for discount
Control/Tab to advance to ASN.

percent.

e A new line item can be added by entering the detail information and clicking Save Line or pressing Enter.

e To lookup a field value, click the = icon. To position a lookup, enter the starting value before clicking.

e To lookup an ASN, enter the starting ASN value or precede the value with an “*” to use the Contains lookup selection.
e Duplicate duplicates the information previously copied; only fields left blank are duplicated.



£

P.O. Entry (WH) - Detail List

Double click the ASN to

display Finance Inquiry.

|

Line item net amou

‘]

‘(...)” indicates the line item is calculated.
has an extended description.
Line | Status / Description nsf/ Quantity Unit § 1] ] Amount Disc % | MNet Amount ftem # WH WH ltem # FA
1 [Open POSTURE CHAIR (.. 1114240 1 5253600 52536 52536 ]
2 [Open FHOTO PAPER 1115110 ) 253600 |C8 126.80 126.80 O
3 [Open MISCELLAMEOUS SUPPLIES 1115110 250.00 250.00 |
i, /) Rttt )
Red indicates the

Blue border indicates
the ASN requires
authorization.

ASN is over budget.

Line items can be edited by double clicking any column except ASN. The selected line item is loaded to the Detail Edit.

The extended description can be viewed by hovering over the description.
The ASN description and Fund, Function & Object levels can be viewed by hovering over the ASN.




P.O. Entry (WH) — Comments

Deletes the PO
Comments after
efroshes e PO confirmation. Refreshes the Intgrnal
efreshes the Comments to their

Deletes the Internal
Comments after
confirmation.

Comments to their

. original value.
original value.

Y /
Header "mmemst...] rﬁ /(Ie Ship To rPrewew | \J y

V 7

| % Refresh || fiDelete | il Delete

Comments Template Code Internal Comments Template Code
SUBJECT TO THE TERMS AND CONDITIONS OF THE Z008 OTHER. VENDORS CONSIDEERED:

EXPANDED GOVERNMENT PROGEAM JOHNS OFFICE PRODUCTS

lA.F. SUPPLIES

e Comments include the word wrap function.
e The Comments can be viewed from any tab (other than Comments) by hovering over the tab.

e To lookup a field value, click the #~ icon. The Template Code lookup uses the “*All” lookup selection.



P.O. Entry (WH) — Override Ship To

- - Deletes the Override Ship
Refreshes the Override Ship To after confirmation.
To to the original value.

g(li=1

[ Header | Comy 5(.) | Override Ship -~ Preview |
I/ =

Location
Name | \|\/
Name2 | | Loads the default
Override Ship To.
Address | |
| |
P.0. Box
cty | |state| | zipCode| |

e The Override Ship To can be viewed from any tab (other than Override Ship To) by hovering over the tab.
e To lookup a field value, click the = icon. To position a lookup, enter the starting value before clicking.



P.O. Entry (WH) — Preview

MISD Information Services for MACOMB 1SD DEMO - DEMOISD1

budgetfinance

g
[ Header | Comments () | Override Ship To | Preview

=% Print Preview

Vendor Address

OFFICE SUPFLY SUFERSTORE
55214 MAIN STREET
CLIMTOMN TWEF., Ml 48038-8002

Ship To Address

lvery Elementany

HOHM SMITH

5552 MAIN STREET
CLIMTOR TWYE, M 48038

Create a PDF
print preview.

PO Date 114032008 Deliver Date
ASN Description Quantity Unit Price UM  Disc% Total
1113240 POSTURE CHATR 1 253600 52536
TASE W/APMS
GRADE IIT FAERIC: GRAY
PATNT ELACE
1115110 FHOTO PAPER 5 253600 C5 126.80
1115110 MISCELLANEOUS SUPPLIES 250.00
#*Total 90216

SUBJECT TO THE TERMZ AND CONDITIONS OF THE 2005
EXPANDED GOVERNMENT PROGRAN




P.O. Entry (WH) - Save PO

(% Save Purchase Order has been selected. Cancels the save and

returns to PO Entry
without clearing the
screen.

Press Confirm Save to continue or press Cancel to return.

Cancel

L0 PO will be sent to the Autharization file for approval.

Saves the PO.

f

Indication if the PO is being sent
to the Authorization file for
approval.

The Save confirmation screen is displayed after clicking Save PO.
Purchase orders cannot be saved with errors. Invalid and/or missing fields will be indicated with a red border.

After confirming, the previous PO# and Vendor is displayed on the top of the PO Entry screen. PO’s sent to the Authorization file are
identified in blue.



P.O. Print
P.O. Print By User

Cancels the

B P.0. Print _
P.O. Print.

Create the Purchase
Order Spooled file(s). ¥ Create PO(s) || % cancel

- Use the Work With Spooled Files option to send the FMGLASER PO averlay to 3
printer. It may take a couple of minutes for the overlay to get created.

~_
[Sort order defaults Sort Order ® PO# ! Vendor Mame

to PO #.
Sort Attachments/Fax First [ ]

Miscellaneous Code J () Optional
PO# \.} Dptional

Print Closed Line tems =

If selected, automatically
advances to the Work With
Spooled Files option after
creating the PO’s.

Work With Spooled Files

e The P.O. Print By User option only includes purchased orders entered by the user.
o Refer to the following Work With Spooled Files — Purchase Orders for specific information on the spooled files created.
o Refer to Work With Spooled Files for additional information including printing a form overlay and recreating a form overlay.



-

Work With Spooled Files — Purchase Orders

PO form overlay spooled

file (FMGLASER) is ]
T du byl sentto the printer. o [ Spooled Files 51 Multiple copies of the PO
Snooled File List < form overlay spooled file is
Title Job Narmex]__File Name UserData | Create Date | Time Pages | Status | Form Tma{e} optional by district and is
Furchase Orders QPRTJOE FMGLASER FOOE00CLE 07082010 07:48:30 1 FREADY DEMPO H H
0. PRINT REFORT QFRTJOB QFPRINT FOOGO00CL2 071082010 07:47:41 1 FREADY 2501 \ Indlcated by the Form Type
O FPRINT LIBTING N QFPRTJOE QPRINTS FOOB00CLZ 07082010 074741 1 FREADY 2501
Furchaze Orders QPRTJOE GSYSPRT FPOOG00CLZ 07/082010 074741 2 "HELD DEMPO

P.O. Print Listing is
optional by district.

P.O. Print Report is only
produced if PO’s are marked
as Attachments or Fax.

Original PO spooled file
(QSYSPRT) is used to create
the overlay. Do not print.

If the original spooled file status
is *READY, click Refresh until
the form overlay appears. Status
of *HELD indicates the overlay

has been created.

Indication that a
form overlay

% 1A [Hosee ||

% Refresh ||

Save as PDF | |

saveasText ||

Recreate Form Overlay

& Form overlay .

spooled file exists.

Purchase Order form overlay (file name FMGLASER) cannot be viewed or saved as a PDF. To print the form overlay, double
click to select a folder (to save a temporary file) and to select a network printer to use.
Do not delete the original spooled file until the Purchase Orders have been printed. The original spooled file can be used to
recreate the form overlay if necessary. To recreate the overlay, select the original spooled file and click the Recreate Form

Overlay button.

Spooled files are not automatically deleted after printing. Once printed, select the printed spooled files and click Delete to remove
from the Spooled File List.



Loads the open line
items for the PO.

T P.O. Receiver Maintenance

budget/finance ‘ P.O. Receiver Maintenance @
i po# [ro03e (O] & Load || @ Receivepn |
A\
Line | Vendor # Vendor Name \ Location Status Description ASN Quantity Unit § UM Amount Disc % | Recv Net Item # WH WH ttem # WH Item Desc
1 2447 [BEST COMPUTER SUPFLIES \  Nementary Open|Cormputers - laptop 1125150 5 795.0000 EA 000|005 0.00
3| 2447 [BEST COMPUTER SUPFLIES A Open  Misc supplies 1191890 0 0.0000 57500 0.00 0.00
3| 2447 [BEST COMPUTER SUPFLIES e USE Mouse 2419810 5 45,6500 no0| 000 0.00
Receives all remaining —
balances for all open PO Detail List
line items for the PO.
Saves the
receiver Cancels the Deletes the Obtain the lock
\ : receiver. receiver. . I
B for the receiver.
z
............... \(reeee
save Line canlal [ W Delete || Get Lock (
PO# 70036 Line# 2 Vendor 2447  BEST COMPUTER SUFFLIES PODate 0514/2008  Location AveryElementary
ASN 1181990 Description Misc supplies Unit § 0.0000 UM Amount Ordered A75.00 Discount % 0.00 Line Item Detall
Item # WH ttem # Prev Amt Received 17500
ReceivedDate 07232012 [[E @ Patial O Complete  Amt Received Amount (or Quantity)
. . received.
Received date; Partial or Complete;
details to current. defaults to partial.
Current PO Receiver Entries
PO# | Line | Vendor | Vendor Name [ asn | Description | atyRecv | AmtRecv | RecvDate | Status | Quantity | Unit$ | UM|  Amount | Disc% |  RecvMet | tem# | WH | WHitem
70036 1| 2447 PEST COMPUTER SUPPLIES [1125150 |[Computers - laptap | 4] N 000 o7izazolz Partial | 5| 7950000 EA | 0.00 | 0.05 | 0.00 |
Receivers entered Double click line Receiver List
; to edit receiver.
by the user; not yet
updated.
Updates receivers
View PO Receiver entered by the user.
Edit Listina.
4] / Tl [»
18 @ ‘ % Preview H + Update Receivers ‘r
:_3 PO Receiver Line Saved
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