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PeopleSoft IR-#8
Enterprise-Wide Reversing Remaining Pre-Encumbrances

Scope:

This PeopleSoft Information Release (IR) applies to Enterprise-wide Purchasing Staff
personnel.

Purpose:

The purpose is to provide procedures for two methods to Reverse remaining Pre-
Encumbrances once the End-User community determines through analysis and a determination
is made to release Pre-Encumbrances of these accounts.

Module:

The IR affects the Purchasing Module in Financials Production.

Source:

The source of this IR is a result of a System Patch.

Procedures

Parameters — The following must exist for this procedure to be successful:

Database: PS Financial Production (PSFSPRD)
1. Requisition ID is known (the PO is unknown) and Requisition is:
a. Approved
b. Edited
c. Budget Checked
d. Dispatched
2. Purchase Order (PO) is known and:

a. Dispatched
b. Budget Checked
c. Posted

Navigation & Process Overview
Section A. Method #1 Finalization of PO Line Distribution
Section B. Partialize a Previously Finalized PO Line
Section C. Method #2 Adjusting the Requisition amount
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Navigation & Process

Section A: Method #1 Finalization of PO Line Distribution

Note: If the PO Number is known click here; otherwise begin with Step 1 below.

Step Action

L. Click Go, Administer Procurement, Requisition Items
| Go
2.

Click Inquire, Req Document Status Inquiry

Inquire

Requisition 1D:; |0011066

Unit |Req D Search
LSUSH 0011066 —l
Letail |

Uze Query |
Mew Clueny |

Step Action

Enter or Select the following
a. Business Unit: (Your Purchasing BU)

b. Requisition ID: (Req ID known to address PO in question)
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The Requisition Document Inquiry panel displays.

Requisition Items - Inquire - Req Document Status Iniguiry
File Edit Mew Go Favorites LUse Process Inguire Report Help

Requisition Dacur T — iy
Business Unit: LSUSH PRegqlD: 001066 Status: Approved
Post Status: Diist Last Activity:  10/08/2003
Entered By: L'w/EAWE Approved By: UwWEAWE
Budget Check: W alid Aumount: 103250 USD
[T Receivers [~ Payments [~ &N
| : =
I Purchase Orders: [ Vouchers ' k@
m [Load|
Document Status Type |Document ID Status Il.llﬂ |Amuunt Curmrenc = |
PURCHASE ORDER OEO15473 Dispatched LSUSH 113780 USD
T G B L L LS S A S S LSS LG S L S S S S S
R
4 | 3
PSFSPRZ Requisition Document  Inguit pdate/Display i
Step Action
4. Enter/Select the following:
a. Purchase Orders: Check On
b. Click (Load) Button: (Sparky)
c. Document ID: (Associated Purchase Order Number)
5 . ) x
Click I_l (Cancel) Button.

Continue on next page.
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The PO Number is Known

Step Action

L. Click Go, Administer Procurement, Manage Purchase Orders
6o
2.

Click Use, Purchase Order, Lines, Update/Display

Lse

Update/Display -- Purchase Order

Euiginicas il [LsUSH
(33)

|ursu1 2201

Purchaze Order:

Canc e

Purchasze Order D ate: I ﬂ Search
PO Status: -

J ekl
Short Yendor Hame:

|
Yendor ID: I ﬂ Usze Quemy
|
|
|

Hame 1:

RELE

MNew Query

Buyer Hame:

Purchaze Order Reference:
[t |PO |PO Date | Statuz | Shaortt ame T

L5L5H ] Dizpatched MOORE wall-001

Step Action

Enter or Select the following
a. Business Unit: (Your Purchasing BU)
b. Purchase Order: (8-Digit PO ID)
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The Purchase Order Lines panel displays.

Manage Purchase Orders - Use - Purchase Order

File Edit Mew Go Favorites LUse Process Inguire Report Help

gl &8 x| 8| | 2= 2] *lv]|47]

Lines ISchEdule I Header ] Cnmmm] OrdBrB?CatdugI
=

Unit: mgH PO/Req 06012201

e

=] E3

rFetch Lines

Vendor: [MOORE waALL-001 #| iD: [0000000715 (] || From: [ 1 4]

PO/Heq IUEJ1332|]U3 Buyer: |Thomas.Linda + To: I

D ate: y | J L |

Line | ltem Item Description UoM | PD/Req Oty |Amuunt |Line FEtEhl
1 Blanket purchaze order for the E&A 1.0000 S500.00:USD /=

PSFSPRZ Lines |Update/Display a

Step Action

Click (Line Fetch) Button to retrieve all PO Lines

Schedule |

Click Tab
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The Purchase Order Schedule panel & Details for Schedule subpanel display.

Manage Purchase Drders - Use - Purchase Order =l
File Edit Miew Go Favorites Use Process Inguire Report Help

gl@|s x| * || o=| S| 2lel2] #|v]4lZ]

Lines  Schedule lHeader ] Cu:umments] (thrB‘rCatdugI

U nit: L5LSH PO/Req 06012200
Line: 1 Blanket purchase order for the puichase of v UOM: Ea PO/Heq 10000
Qty:
Sched|Due Date | [Ship To |PO/Reg@ty |Price | Amount
1:07 401 /2003 Q) HOSPITAL 1.0000 S00. DD S00.00
Schedule Details
|F'SFSF'R2 schedule |IpdateDisplay =
Details for Schedule 1 - MODRE WALL-001 E

Elanket puichase coder for the purchaze of miscelaneous supplies which cannot be determi Eﬁﬂ ﬁ @ E =
T

Aumnanit UsD Doc. Base: 50000 UsSD

[™ Custom Price - No Ovemide Original Promize Date: |07/01/2003 Matching: Mo Match vl
Freight Trm: |PFLA :J [” Mo Charge Match Status PO: Unmatched
Ship Via: |GRND j Planaingl

i

Price Tok Pct: m Ext Tolnec: I Pct: |1 0.00 Fcv Tol X:

Distribute by: [Amt = ™ SpeedChart #| Adiustment Amt:

GL Unit| Event |Account [Fund |DeptD |Program | Class |Bdgt Pd | Proi/Gi | Projects|Loc: «
LSUSH H45700 115 2067165 95001 B1210 Fr_2004 Projects| HAD.
| | o
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Step Action
6. Select the following
a. Click (Load Schedules) Sparky Button
b. Click (Schedule Details) Button for Schedule Distribution
h B2
Click |=%1 (Partial/Final Information) Button for PO Distribution Req Info
PO Distribution Req Info i
Request BU: LSISH
Requizition 1D: 0002026 Cancel i
Req Line: 1
Req Sched: 1
Liguidation Status: Mone
Inprocess Flag: M
Partial/Final: iNunE :.j
Partialize
Final Action |
@ Do pou really want ta zet the Bequizition ba Final? [9350,21]
Mo Explain
Step Action
8. Click drop-down for Partial/Final choose Finalize
9.

Click . on Final Action
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The Purchase Order Header panel displays.

Manage Purchase Orders - Use - Purchase Order

File Edit

Vieww Go  Favorites

Use Process Inquire Report Help

P[] B

Lines, | Schedule Header | comments | Order By Catalog |

i s [ e 1 A E2 A

Rk
W ht]
¥ MOORE 11| PO/Ref = i Ce
Vendor:  MOORE WALLOC Dote . 06/13/2003 = A EES
PO/Req T_vpe:lél lanket PO v| Merch Total Amt: H00.00 USD
PO/Req Ref: 0008026 Adjustment:
Origin: [ONL +| 0OnlineEn B — 500.00
Bill Addis:  [SHBILL +| “Status Values
[F TaxExempt  ID: [720702002 Tl . Do
-Process Control Oplion Receipt: Not Recvd
[ Hold From Further Processing R e Jzior
A t- 1] B3
[ Dispatch Method: |Plint j i
[T Post Document Acctg Date: |07/01/2003
Template: |STANDARD ﬂ
\.
|PSFSPR2 Header — IUpdate Display o
NOTE:

Additional PO Lines: If additional PO Lines require Finalization follow Step 10 to Step 17.

No Additional PO Lines: If no additional PO Lines require Finalization proceed to Step 18.

Step Action
10. T I
Click "M% 1Tab
11.
Click &2 (Line Fetch) Button to retrieve all PO Lines
12.
Cliok 5®84 |
13. j
Use the Outer Scroll Bar - g/. to find the next PO Line scheduled to be Finalized
Page 8 PeopleSoft Proprietary and Confidential
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Step Action
14. Select the following
c. Click (Load Schedules) Sparky Button
L= (Schedule Details) Button for Schedule Distribution
15. .
Click |=%1 (Partial/Final Information) Button for PO Distribution Req Info
16. Click drop-down for Partial/Final choose Finalize
17.

Click 1 on Final Action

Continue with Step 18 once all PO Lines requiring Finalization are complete.

Step Action
18. =
Click (Process Edits) Button
Edit Purchase Order 06012201 |
PO Edit process 2463422 haz been initiated. Puzh the
@ refrezh button to check itz progress. [5010,284]
Step Action
19.
Click to complete the PO Edit Process
20.
Click (Refresh Pushbutton) until Budget Check Button illuminates.
21.

Click (Budget Check) button to initiate the Process

PeopleSoft Proprietary and Confidential Page 9
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The Purchase Order Budget Checking Results message displays.

Did Pass Budget Check: (Proceed to Step 22, otherwise Proceed to Step 23)

Budget Checking Results |

The Purchase Order successfully met Budget Checking
requirementz. Do you want the panel refreshed? [3350,39]

LCancel E=plain

Step Action

22.

Click 1. the Purchase Order is successfully Budget Checked. Go to Step 28.

Did Not Pass Budget Check:

Budget Checking Results |

The Purchaze Order did not pass Budget Checking
requirementz. Do pou want to zee detailz? [3350.40]

LCancel Explain

Step Action

23.

- - the Budget Exceptions panel displays
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The Budget Exceptions panel displays.

Manage Purchase Orders - Use - Budget Control Exceptions E[=]
File Edit Yew Go Favorites Use Process Inquie Report Hedp
glglgx aae ¢ o 25 2lel2] #]ve]4]2]
Budget Exceptions ]
Business Unit: LSUSH PO: 08012208
Vendor: 0000001353 DADE BEHRING IMC PO Date: 06/14/2003
Budget Checking Header Status: E Emor n Budget Check v ﬁudget Overmnde
Line  Item ID Dade #B4585-10. Sickle-Trol bilevel QC. 2 x 5 mi A 24 ) :l =l
2 -
Line  Acct Fund DeptlD Program Class  Bdgt Pd Proj/Grt ;I
1 545700 115 2067165 95001 61210 Fr_2004
Type:  Distnbubion B ase Amount Tranzachon Amount
Budget Check Total: 827.40 USD 82740 USD
Amount Previously Checked: 53781 537.81
Funds Pending Budget Check: 28959 289.59
Go To Budget Check gy4get Checking Line Status

Purchase Order Analyze Budgets [

Budget Check.

0  Requstion Over Ligudated

b

[PSFSPRZ  |Budget Exceptions Update/Display 7

Confirm Override | x|

@ All Diztribution Linez on the Document Wil Dyveride Budget

Control Bules. [9205,3)

ancel | Explain |

Budget Check Process |

<)

Budaget Check Successful. Budget Ledger Updated.
[9205.12)
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Step Action

24. Click the Budget Override checkbox.

25.

Click on the Confirm Override message box.
26.

Click (Budget Check) button to initiate the Process
27.

Click on the Budget Check Process message box.

28. Run the Requisition Activity Report to verify that the Pre-Encumbrance has been
reversed.

NOTE:

If additional changes are made to the Purchase Order to decrease the Purchase Order quantity
or amount the Line will have to be Finalized again. The Purchase Order must be Posted before
any additional changes can be made. Once the changes are Saved, Edited, Budget Checked,
and Posted, follow the Steps outlined to Finalize the Line again.

End of Section A
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Section B: Partialize a Previously Finalized PO Line

Note: Follow the steps outlined below in the event a Purchase Order Change is required on a
Purchase Order to increase the Quantity or Amount after the Line has been finalized. The PO must
be Posted before it can be Partialized.

Step Action

L. Click Go, Administer Procurement, Manage Purchase Orders
G
2.

Click Use, Purchase Order, Lines, Update/Display

Use

Update/Display -- Purchase Order

Businiess Hnil [LsUSH |
(33)

|ursu1 2201

Purchaze Order:

Canc 3c

Purchaze Order Date: I ﬂ Search

PO Status:

Detail

Short Yendor Hame: I

Yendor ID: I ﬂ Usze Cuery
|
|
|

Hame 1:

m

Hew Query

Buyper Hame:

Purchaze Order Reference:

I it |PO |PO Date | Statusz | Shartt ame [

L5LISH - Dizpatched MOORE WwisLL-00

Step Action

3. Enter or Select the following
a. Business Unit: (Your Purchasing BU)
b. Purchase Order: (8-Digit PO ID)

PeopleSoft Proprietary and Confidential Page 13
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The Purchase Order Lines panel displays.

Manage Purchase Orders - Use - Purchase Order

=] E3

File Edit Mew Go Favorites LUse Process Inguire Report Help

gl &8 x| 8| | 2= 2] *lv]|47]

Lines ISchEdule I Header ] Cnmmm] OrdBrB?CatdugI
=

Unit: mgH PO/Req 06012201

e

rFetch Lines

Vendor: |HEIEIHEW;‘4LL-EIEI1ﬂ ID:  [0000000715 ﬂ @ me1| ‘ﬂ
Eggeq |us.r13.rzuu3 Buger |Thomas.Linda ﬂ To: I

Line | ltem Item Description UoM | PD/Req Oty |Amuunt |Line FEtEhl
1 Blanket purchasze order for the EA 1.0000 A00.00: USD { =

PSFaPRZ Lines

|Update/Display w
Step Action
4,
Click (Line Fetch) Button to retrieve all PO Lines
5.
Click 5% |
Page 14
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The Purchase Order Schedule panel & Details for Schedule subpanel display.

Manage Purchase Orders - Use - Purchase Drder

=] B3
File Edit Miew Go Favorites Use Process Inguire Report Help
alg®x| = B8 3= S=| 2e=] #]lv]4]l2]
Lines  Schedule lHeader ] Cu:umments] (thrB‘rCatdugI
Unit: LSLSH PO/Req: 06012201
Line: 1 Blanket purchase order for the puichase of v UOM: EA POJ/Hea 10000
Qty:
Sched|Due Date | [Ship To |PO/Reg@ty |Price | Amount
1:07201 /2003 Q) HOSPITAL 10000 S00.00000 500.00
Schedule Details
|F'SFSF'R2 schedule |IpdateDisplay =
Details for Schedule 1 - MODRE WALL-001 E
Blanket puichase ooder for the purchase of miscelaneous supplies which cannol be determi E\_E‘! ﬁ @ E

Amoanit UsD Doc. Base: 50000 UsD atu i‘
[™ Custom Price - No Ovemide Original Promize Date: |07/01/2003 Matching: Mo Match vl

Freight Teme |[PPLA :J l_ "hmﬂﬁ Match Status PD: Unmatched

Ship Via GHRHHD j [Planming]
Price Tok Pct: m Ext Tolne: I Pet: |'|ﬂ.|]“ Rcy Tol X:
Distribute by:  [Amt = ™ SpeedChart #| Adiustment Amt:

GL Unit| Event [Account [Fund [DeptlD |Program [Class [Bdat Pd  [Proj/Gi | Projects|Loci =
LSUSH 545700 115 2067165 95001 61210 Fr_2004

Projects HAD:

-

2l
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Step Action
6. Select the following
a. Click (Load Schedules) Sparky Button
b. Click (Schedule Details) Button for Schedule Distribution
7. .
Click |=%1 (Partial/Final Information) Button for PO Distribution Req Info
PO Distribution Req Info l
Request BU: LSISH
Requizition 1D: 0002026 Cancel |
Req Line: 1
Req Sched: 1
Liguidation Status: Full
Inprocess Flag: M
Partial/Final: Hone j
[none]
Finalize
Partialactin |
@ Do you really want ba zet the Requisition ta Partial? [(3350,20]
Explain
Step Action
8. Click drop-down for Partial/Final choose Partialize
9.

Click

. on Partial Action

Page 16
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Manage Purchase Orders - Use - Purchase Order

P[] B

File Edit Yew Go Favorites Use Process Inguire Report Help

L5USH PO/Req 06012201

rFetch Lines

Vendor [MOORE waLL-001 #| iD: [oo00000715 (] | Fom: [ 13
Enli e [06/1372003 Buger: [Thomas Linda o [ | 1

Line | ltem Item Descnption I.Il]IllF’l]fHeq Oty |Amuunt
1 Blanket purchasze order for the EA 10000

500.00

Line Details

|PSFSPRZ  Lines

IUpdate Display &
Step Action

10. li I

Click ™= 1Tab
11.

Click &2 (Line Fetch) Button to retrieve all PO Lines
12. =

Click 4=+ (Line Details) Button
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Line Details -- MODRE WALL-001 [ ¢ |

Blanket purchase arder for the purchaze of mizcellaneous suppliez which cannat | I:I ukg

|Ceate Line hange e, |
Amount: a00.00 USD Document Base: 500.00 SD
Category: [00000  +| GENERICITEM CATEGORY Status:  Active
Contract: ISHAHE ﬂ I ﬂ I ﬂ
RFQ 1D:
Yendor ltem ID: I
Yndr Catlg: I
Mg ID: [ K
Price Qty: Il-i"E= j Price Date:  |PD j
[ withholding | +| [ Slocklicss
¥ Receiving Bequired
[T Inspect I ﬂ

Step Action
13.
Click (Create Line Change) Button
Line | Item |Item Description Lo I PD/Req Qty |Amuunt | =
1 223-9473 PCR Tubes Q Ea 2 87.00 USD /=
2 ‘Shipping a EA 1.0000 10.00 USD =
PeopleCode Manager {Get) E |

i Continuing will adjuzt requizition open guantitydamadnt.

[10200,218]
_Ij
3
Explain

| Update/Display S

J

Service=Field Change
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Step Action
14. Increase PO/Req Qty of the Line and TAB out of the field.
>
Click on the PeopleCode Manager (Get) message box.
NOTE: Before proceeding to Step 16,
Repeat Steps 12 - 14 for any additional Lines requiring a change.
16.
cick Bl (save)
17. . Header I
Click Tab

Manage Purchase Orders - Use - Purchase Order

File Edit Wew Go Favorites Use Process Inguire Report

=] E3
Help

§|@|@!|x| ME = |5|| = £|

2lalo] +e [l |

Lines I schedule Headle\r |Cu:ummm|s] (rderB*rCatdugI
)

|PSFsPR2

Unit: LSUSH @umm 06012201
Vendor:  MOORE WalLL- PaMel  genaszom alE==#
PO/Req T_vpe: Merch Total Amt: 500.00 15D
PO/Req Ref: [0008025 Adyustment.
Origin: [ONL | OnlineEn i 500.00
Bill Addrs:  [SHBILL | “Status Values
¥ TaxExempt  ID: [720702002 DMl Sl DEndond
-Process Control Option Recept: Not Recvd
[” Hold From Further Processing S Eions IR e
[~ Dispatch M ethod: |F"rint j ACt n . I__J . E .
" Post Document Acctg Date: lm Refresh Pushbutton |
Template: [STANDARD 3| .M
21 F

Header |Update/Display v

PeopleSoft Proprietary and Confidential
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Edit Purchase Order 06012201 |

<y

PO Edit process 2463422 has been initiated. Puzh the
refrezh button to check itz progres=. [5010.84]

Step Action
18. =
Click (Process Edits) Button
19.
Click to complete the PO Edit Process
20.
Click (Refresh Pushbutton) until Budget Check Button illuminates.
21.
Click (Budget Check) button to initiate the Process
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The Purchase Order Budget Checking Results message displays.

Did Pass Budget Check: (Proceed to Step 22, otherwise Proceed to Step 23)

Budget Checking Results |

The Purchase Order successfully met Budget Checking
requirementz. Do you want the panel refreshed? [3350,39]

LCancel E=plain

Step

Action

22.

Click 1. the Purchase Order is successfully Budget Checked. Go to Step 28.

Did Not Pass Budget Check:

Budget Checking Results |

The Purchase Order did not pass Budget Checking
requirementz. Do you want to zee detailz? [9350.40]

LCancel Explain

Step

Action

23.

Click - - the Budget Exceptions panel displays
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The Budget Exceptions panel displays.

Manage Purchase Orders - Use - Budget Control Exceptions E[=]
File Edit Yew Go Favorites Use Process Inquie Report Hedp
glglgx aae ¢ o 25 2lel2] #]ve]4]2]
Budget Exceptions ]

Business Unit: LSUSH PO: 08012208

Vendor: 0000001353 DADE BEHRING IMC PO Date: 06/14/2003

Budget Checking Header Status: E Emor n Budget Check

v ﬁudget Override

GoTo

Budget Check-

Budget Checking Line Status

Line  Item ID Dade #B4585-10. Sickle-Trol bilevel QC. 2 x 5 mi A 24 ) :l | =
2 =
Line Acct Fund DeptiD Program Class  Bdgt Pd Proj/Grt ;I
1 545700 115 2067165 95001 61210  Fyr_2004
Type:  Distnbubion B ase Amount Tranzachon Amount
Budget Check Total: 827.40 USD 82740 USD
Amount Previously Checked: 53781 537.81
Funds Pending Budget Check: 28959 289.59

Purchase Order Analyze Budgets [ @ Roquistion Over Licuidated
Budget Check. _ :
|PSFSPRZ Budget Exceptions Update/Display e

Confirm Override | x|

@ All Diztribution Linez on the Document Wil Dyveride Budget

Control Bules. [9205,3)

ancel | Explain |

Budget Check Process

<)

Budaget Check Successful. Budget Ledger Updated.
[9205.12)
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Step Action
24. Click the Budget Override checkbox.
>
Click on the Confirm Override message box.
26.
Click (Budget Check) button to initiate the Process
o
Click on the Budget Check Process message box.
28.

Run the Requisition Activity Report to verify that the Pre-Encumbrance has been
reversed.

End of Section B
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Section C: Method #2 Adjusting the Requisition amount

NOTE: Prior to beginning the following procedures:
1. Run the appropriate Cleanup Requisition query or the Requisition Activity Report.
2. Determine if the Requisition Line has been sourced to a PO or not.

Step Action

L. Click Go, Administer Procurement, Requisition Items
G
2.

Click Use, Requisitions, Requisition Schedule, Update/Display

Use

Update/Display -- Requisitions

Business Unit: ILSLISH ﬂ
Requisition 1D: |uu11514 .

Hequizition Status: I j

Origin: I— ﬂ

Requester Hame: I

Search

Detai

ze Query

| = |
[ o
=
Mo Quey |

|k |Feg D | Statuz | Drigirn | Riequester MHew Query

L5L5H 0011614 Approved aHL E dwards, Cathy

Step Action

Enter or Select the following

a. Business Unit: (Your Purchasing BU)
b. Requisition ID: (Req ID known sourced to a PO)

TR
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The Requisition Schedule panel displays.

Requisition Ikems - Use - Requisitions
File Edit Yew Go Favorites Use Process Inguire Report Help

i

I

a8 #X| =

Requisition Form  Requisition Schedule | Header Comments | Defauks/Detais | Activities |

B8 3= SE| 2le2] #lv]4lE]

Busziness Unit: L5USH  Requsition [D: D614 Change Order: 2
Line: 2 #24501 5 ceze 2l
Quantity: 1 each Amount: 36598 US Dallar
Sched Hum Ship To Due Date Buantity Price Amount _I
1 [Recevine sf[1117/2002 [Qgf]  1.0000 | 163.39000 169.33([]]
2 [RECEVINE o] (@[ 10000 | 13933000 199.99
|F'SFSF'R2 Requisition Schedule IUpdate Display 4a L
Line 2 Schedule 2 Details E3
#24500 5 cu. ft freezer m u.k;
|Create Schedule Change
Cancel
Quantity: 1.0000 each Amount: 19999 US Dallart_ 5 4'
Ship To: RECEIIMG Receiving Status:
Distribute by: Oty j [ SpeedChart I ﬂ
Open Quantity: 0.0000
Line | Status Location | Quantity Perc | GL Unit | Evenl Account | Fund DeptlD =
1:Proceszed  MBO7031 1.0 100. .L5USH R47200 111 1497400
1| | 3
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Step Action
4. Select the following
a. Click the Outer Scroll Bar . gx. to work the appropriate Requisition Line
b. Click (Distribute...) Button for appropriate Schedule Distribution
5.
Click E (Create Schedule Change) button.

The Requisition Schedule panel redisplays.

Requisition Items - Use - Requisitions
File Edit Mew Go Fawvorites LUss Process Inguire Beport Help

==| 5| 2le=] #]|2]412 ]

R{Save] 7 ) Requistion Schedule | Header Comments | DefaulsfDetais | Activities |

Business Unit: LSUSH  Requisition I[}MDHH*‘ Change Order: 3
L
Nl
Line: 2 #24501 5 cu bt freezer @ ;I
Quantity: 1.0000 each Amount: 363.98 LS Dallar
Sched Hum Ship To Due Date Buantity Price Amount _I
1 [RECEIVINE f[1171772003 Q|  1.0000 | 163.53000 163.93([E]

2 RECEIVINGL| Q][ 1.0000 | (6 ) 1:s[E]

4

PSFSPRZ Requisition Schedule Update/Display 5

NOTE: If the Requisition has been sourced to a PO - change the unit Price; If the Requisition has
not been sourced to a PO - the quantity can be changed.

Step Action

6. Change the Unit Price so that the Extended Amount equals the Liquidated Amount shown
on the appropriate Cleanup Requisition Activity Query or on the Requisition Activity Report.
Tab out of the Price field to verify that Extended Amount is correct.

Page 26 PeopleSoft Proprietary and Confidential




LSU Health Sciences Center

Retrieval Name: Information Release - #8
Issue Date: January 07, 2004
Revision Date:

Originator: Financial Support Organization
Rescind Date:

Repeat Steps 4 - 6 until all Requisition Lines requiring Price adjustment are complete, and then
continue with Step 7.

Step Action
7.
ciick Bl (save) button.
8.

) Header Comments |
Click

Tab.

The Requisition Header Comments panel redisplays.

Requisition Ikems - Use - Requisitions

File Edit Yew Go Favorites Use Process Inguire Report Help

Blg& X == =] +|v |47 |

Requisition Form | Requisition Schedule Header Comments }Defajs,metais | activities |

Busziness Unit: L5USH  Requsition [D: D614 Change Order: 3

W Active Only Post Document: N

Budget Check: Mot Chk’d

Puost Status: Mone

e OL O

|Process Edits |[Budget Check|Refresh Pushbutton |
!

|PSFSPRZ  Header Comments

|IpdateDisplay =
Edit Requisition 0011614

X

Requizition Edit process 2604039 has been intiated. Push
@ the refresh button to check itz progress. [5070,584]
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Step Action

9' B

Click (Process Edits) button.
10.

Click for the Edit Requisition message box.
11.

Click (Refresh Pushbutton).

12.
Click (Budget Check) button.

PeopleCode Manager {(Update) |

The Requisition succezsfully met Budget Checking
requirementz. Do you want the panel refreghed?

Cancel

Step Action

13.

Click L | button of the PeopleCode Manager (Update) message box.

End of Section C
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Questions/Comments:
Refer all questions or comments via e-mail to the PS FIN SUPPORT GROUP.
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