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Purchasing SuperUser
Purchasing SuperUsers Guide

Welcome to the PeopleSoft 9.0 Purchasing SuperUsers module. This module contains the
concepts and procedures involved in managing encumbrances and pre-encumbrances in order to
assist the Purchasing Dept in closing or adjusting remaining balances as needed.

Participant Objectives

At the end of this module you will be able to:

1. Understand the tools available to Manage Encumbrances.

2. View/Print the Procurement Budgetary Activity Report.

3. View the PO Activity Summary page where the Receipts, Vouchers and other information
used to conduct your analysis is located.

4. View the Receipt IDs and Receipts page for any Receipt listed on the PO Activity Summary
Page.

5. View the Voucher IDs and Voucher Inquiry page for any Invoice (Voucher) listed on the PO
Activity Summary page.

6. View the Payment Reference ID and Payment pages for any Payment listed on the VVoucher
Inquiry page.

7. View the Purchase Order pages to determine the Match Rule applied to the PO to determine if
the PO needs to be

received in the PeopleSoft system.

8. View the PO Document Status page to access and view the documents associated with a PO
during its life cycle.

9. View/Print the Requisition Budgetary Activity Report.

10. Cancel a Receipt line when the PO Should not have been received into the PeopleSoft
system.

Encumbrance accounting allows an organization to track items from the time the organization
expresses intent to purchase them until the time of the purchase and payment. Encumbrance
accounting involves pre-encumbrances, encumbrances and expenditures.

A pre-encumbrance is the intent to buy a product or service. Although it is a commitment to the
department's budget, it is not a final or binding commitment with the vendor. A pre-encumbrance
is created by a requisition. A pre-encumbrance becomes an encumbrance when the requisitioned
item becomes a commitment to purchase goods or services (typically through a contract) and a
purchase order is issued. Once the purchase order is issued, the pre-encumbrance is reversed.

An encumbrance becomes expenditure when payment is issued by Accounts Payables. Once the
payment is issued, the encumbrance is reversed. On occasion there is a remaining encumbrance
amount. This manual will provide the end-user the tools needed to ensure the remaining
encumbrance amount of a PO line is adjusted or canceled if necessary. On occasion, the end-user
may need to request the remaining pre-encumbrance amount for a Requisition line be adjusted or
canceled by Purchasing.

NOTE: All of the functions shown in this guide should be performed in the PeopleSoft
Financial's Production Database.
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Manage Purchase Orders and Encumbrances

View and Print the Procurement Budgetary Activity Report to HTML
Procedure

In this topic you will learn how to View and Print the Procurement Budgetary Activity
Report to HTML.

NOTE: This report will retrieve information on Purchase Orders for you department for a
specified period of time. You will be able to view any remaining encumbrance amounts for the
PO lines in this report.

PS9FSTRNes
PSSFSWEBDEV12 Rce
Personalize Content | Layout

Menu
Search:

®

[ My Favorites

[: LSU Processes

[+ Accounts Payable

[ Allocations

[ Asset Management

[ Background Processes
[ Banking

- Commitment Control

[ Cost Accounting

[- Customer Contracts

[ General Ledger

> Inventory

[ ltems

- PeopleTools

[ Purchasing

[ Reporting Tools

[ Set Up Financials/Supply Chain
[: Vendors

[ Worklist

|- My Personalizations

< 1 | v

Done @ Internet | Protected Mode: On e v ®100% ~ 4

Step Action

1. Click the Purchasing link.

[ Purchasing

2. Click the Purchase Orders link.
[[> Purchase Orders |

3. Click the Reports link.

4, Click the Req and PO Budgetary Activity link.
| - Req and PO Budgetary Activity |
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PS9FSTRNes

PS9FSWEBDEV12 RCB

Eir

Home | Workist | AddtoFavorites |  Sign out

Mew Window | Help | &}
Req and PO Budgetary Activity
Enter any information you have and click Search. Leave fields blank for a list of all values.
Maximum number of rows to return (up to 300). W
Search by: RunControllDbeginswith| |
[[]case Sensitive
Searcth | sdvanced Search
Find an Existing Value | Add a New Value
] 1 | 3
@ Internet | Protected Mode: On oo ®I100% v
Step Action
5. Click the Search button to view existing run controls.
Click the Add a New Value link to add a new run control.
Add a New Value
6. Run Control ID
A Run Control ID accesses the Process Scheduler and represents a set of parameters
to determine how the system runs various transactions. You may save parameters
related to a particular process or report to a Run Control ID to minimize data entry
when running recurring processes or reports.
A Run Control ID is:
* Specific to the end-user’s Operator ID;
« Case sensitive;
* Must be one continuous string of alphanumeric characters;
« Cannot use special characters such as @, $, %;
+ Cannot contain blank spaces; and
* Can use the underscore to link one or more words.
1. Enter the desired information into the Run Control ID field. Enter
"PO_ACT_REPORT".
8. Click the Add button.

Add
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Step Action

9. The first time you enter the Req-PO Budgetary Activity page you will select the
report parameters. The selected parameters will be saved to the Run Control ID and
will display in the page the next time you access it.

So that you do not retrieve all POs for all Business Units, the minimum required
parameters will be entered: Business Unit, the Dept ID or Project/Grant.

If the Project/Grant is entered, there is no need to enter any other chartstring
information since the Project/Grant is linked to only one chartstring.
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PS9FSTRN:s0
PSOFSWEBDEV12 Rce Home | Workist | AddtoFavorites | Sian out
=
Mew Window | Help | Customize Page | &
Run Control ID:  PO_ACT_REPORT Report anager  Process Monitor __RU7 ‘
Language: e
*Business Unit: [ /@ +BudgetDate From: | “To: |
Remaining Amount: hd 0.000
Business Unit GL: ’—O\
ChartField Sort Options customize | Find | View 1] G| B First B0 4 op 1 B (o5t
[ACCOUNT Q1 Account [ la A =]
&) save [Es Add | FFUpdateDisplay
< | 1l ] )
Done @ Internet | Protected Mode: On v ®100% v
Step Action

10. Enter the desired information into the Business Unit field. Enter "LSUNQO".
NOTE: LSUSH encumbers travel, so travel vouchers will be viewed in this report
as well.

11. Enter the desired information into the Budget Date From field. Enter "070110".
NOTE: If a Project/Grant, you may retrieve information since the inception of the
Project/Grant (i.e. back to 2001 when PeopleSoft went live).

12. Enter the desired information into the To field. Enter "063011".

13. Remaining Amount

Specify the Remaining Amount parameters using the following:

* If you wish to view all of your department’s POs generated during a specified
period, regardless of the balance (i.e. those with a remaining balance if zero as well
as those not equal to zero), do not specify an operand and accept the default entry of
zero in the Remaining Balance field;

* You may specify an operand and enter the dollar amount in the adjacent field or
accept the default entry of zero; or

* For the purpose of managing encumbrances, the user will select Not Equal (< >)
with a Remaining Balance of zero so only PO lines with a Remaining Amount
(including credits) will be retrieved.
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Step Action

14. Click the button to the right of the Remaining Amount field to select an operand.

PS9FSTRNes

PS9FSWEBDEV12 RCB
Eir

Reg-PO Budgetary Activity

Home | workist | AddtoFavortes |

Sign out

New Window | Help | Customize Page | /&,

Run Control ID:  PO_ACT_REPORT

Language: English -

*Business Unit:
Remaining Amount: A
Business UnitGL:  |= QQ

=
ChartField Sort Optionsed

*ChartField =
— .
ACCOUNT o= funt

Report Wanager

Process Monitor 24" ‘

0.000 usD

Customize | Find | View 21 2| 38

Report Request Parameters

LSUNO @, *Budget Date From: |07/01/2010 3 *To:  [06/30/2011 [s)

Flrs(n 1of1 o Last

From ChartField Value To ChartField Value

Q|

Q=

B save

[Es Add | JElUpdate/isplay

1

[

@ Internet | Protected Mode: On

fy v ®100% v

Step

Action

15.

Click the Not Equal - < > list item.

16.

ChartField Sort Options

You may enter single or multiple chartfields. Use the following to specify chartfield
information:

* If you wish to specify a different ChartField value other than the one defaulted,
click the Look up ChartField button and select the desired value (Account, Dept ID,
Fund, Operating Unit, etc);

* If you wish to specify more than one ChartField, click the Add a new row at row 1
(+) button to insert rows and select the desired values;

« If you wish to run the report to view all Pos for your BU, click the Delete Row 1 (-
) button to delete the defaulted ChartField value (most users will not run all Pos for
their BUs).

NOTE: When a Project/Grant value is entered, the remaining fields may be left
blank since there would only be one ChartString associated with the specified
Project/Grant.
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PS9FSTRNes

PS9FSWEBDEV12 RCB
Eir

Reg-PO Budgetary Activity

Run Control ID:  PO_ACT_REPORT
English -

Home | Workist | AddtoFavorites |  Sign out

New Window | Help | Customize Page | B

Run |

BeportWanager  Process Monitor

Language:
Report Request Parameters

LSUNO|Q, *Budget Date From: |07/01/2010 [5 *To:

*Business Unit: [osiz0/2011 [

Remaining Amount: H - 0.000

LSUND &

usD
Business Unit GL:

ChartField Sort Options

*ChartField Short Hame From ChartField Value

1 &) #

Customize | Find | Vi

Flrs(n 1of1 o Last

ield Value

[ACCOUNT @ Account | QHE
M E‘ﬂl A Update/isplay
< I J G
@ Internet | Protected Mode: On ooy ®100% v
Step Action
17. Click the Look up ChartField button.
18. Click the DEPTID link.
19. Enter the desired information into the From ChartField Value field. Enter
"1050100".
20. Click the Save button.
& save

21. Click the Add a new row at row 1 button.
22. Click the Look up ChartField button.
23. Click the FUND_CODE link.
24, Enter the desired information into the From ChartField Value field. Enter "111".
25. Click the Delete row 2 button.
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Step

Action

26.

A warning message displays.

Click the OK button.

27.

In this example, the parameters entered will retrieve only POs for the fiscal year
2011, department 1050100 with a Remaining Amount not equal to zero.

Click the Save button.

& save

28.

Click the Run button.
Run
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PS9FSTRNes
PSOFSWEBDEVi2 Rce
»

Process Scheduler Request

UserID: KOCONN Run Control ID: PO_ACT_REPORT

Server Name: Run Date: 071272011 ]

Recurrence: ~  Run Time: 318:38PM Resetto Current Date/Time
Time Zone: @

Process Name Process Type

Procurement Budgetary Activity POS8001 S0OR Report Web > PDF w Distribution
7] Requisition Budgetary Ativity POS3002 SR Report Web v PDF  ~ Distribuion
1 PO Activity, Excel for POS8001 7ZPO0032 SOR Report Web ~ PDF  + Distibution
] Req.Activity, Excel POS8002 7ZPO0033 SQR Report web ~ PDF Distribution

oK Cancel

New Window | Help | Customize Page | B

ORACLE
USER PRODUCTIVITY KIT

Done

[+] Internet | Protected Mode: On

®100% ~

L4

Step Action

29. Click the button to the right of the Server Name field.

]
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PS9FSTRNes

PS9FSWEBDEV12 RCB
»

Process Scheduler Request

User ID: KOCONN

New Window | Help | Customize Page |

Run Control ID: PO_ACT_REPORT

Server Name:

v RunDate: 07272011

£l

Recurrence: PSNT Run Time: 3:18:38PM Reset to Current Date/Time
" [PSNT__ | :

Time Zone:

[7] Procurement Budgetary Activity PO38001
[} Requisition Budgetary Activity POSB002
[[] PO Activity, Excel for POSE001 ZZPO0032
[[]  Req. Activity, Excel POS8002 ZZPO0033

OK Cancel

Process Name Process Type

SQR Report
S0OR Report
SOR Report
SQOR Report

Web ~ PDF ~ Distribution
Web ¥ FDF ¥ Distribution
Web ~ PDF ~ Distribution

Training Guide

hit

Done

@ Internet | Protected Mode: On

o -

% 100%

-

Step

Action

30.

Click the PSNT list item.
[PSHT |
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PS9FSTRNes

PS9FSWEBDEV1Z RcB

=

Process Scheduler Request

New Window | Help | Customize Page | B

Procurement Budgetary Activity
Requisition Budgetary Activity
PO Activity, Excel for POS8001
Req. Activity, Excel POS8002

oK Cancel

P0S8001 SQR Report
POS8002 SQR Report
Z7P00032 SQR Report
ZZPO0033 SQR Repont

UserID: KOCONN Run Control ID: PO_ACT_REPORT

Server Name: PSNT | RunDate: 07/27/2011 58]

Recurrence: ~  Run Time: 318:38PM Resetto Current Date/Time
Time Zone: @

rmat Distribution

Web FDF

Web ¥ FPDF ~ Distribution

~ Distribution
Web ~ PDF ~ Distribution

Web ¥ FPFDF ¥ Distribution

Add to Favorites

ORACLE
USER PRODUCTIVITY KIT

Sign out

[+] Internet | Protected Mode: On

L4

®100% ~

Step

Action

31.

Click the Procurement Budgetary Activity option in the Process List section.

O

32.

Click the OK button.

oK
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PS9FSTRNes

PS9FSWEBDEV12 RCB
»

Reg-PO Budgetary Activity

Run Control ID:  PO_ACT_REPORT Repor Manager Process Monitor

Worklist Add to Favorites Sign out

New Window | Help | Customize Page | B

" Run

Language: English Process Instance:6103050
Report Request Parameters

*Business Unit: LSUNO @, *Budget Date From: |07/01/2010 3 *To:  [06/30/2011 [
Remaining Amount: <> ¥ 0.000 usD

Business UnitGL:  |LSUNO Q@

ChartField Sort Options Customize | Find |\ ) First K0 4 or 1 B Last

*ChartField Short Hame From ChartField Value To ChartField Value
DEPTID Q. Dept [1050100 Q| Q [=]

= save [Es Add | JElUpdate/isplay

< I | r
Done @ Internet | Protected Mode: On ooy ®100% v

Step Action

33. Click the Process Monitor link.
| Process Monitor |
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PS9FSTRNss0
PSOFSWEBDEV12 Rce Home | Workist | AddtoFavortes |  Sign out
»

New Window | Help | Customize Page | B

Process List Server List
View Process Request For

User ID: [KOCONN Q. Type: v Last - | 1 Days - Refrash
Server: ~ Name: [ Q. Instance: | to |

Run ~ Distribution - Save On Refresh

Status: Status:

Process List Customize | Find

Select|Instance | Seq. |Process Type % user Run DateTime

6103050 S0R Report POS8001 KOCONN 07/27/2011 3:18:38PM CDT Success NIA Details

Go back to Req and PO Budqetary Activity

= save | [ Hotify

Process List| Server List

< I | 3
Done @ Internet | Protected Mode: On oy R100% v

Step Action

34. Click the Refresh button until the Runs Status = Success and the Distribution Status
= Posted.

et |

35. Click the Go back to Req and PO Budgetary Activity link.
[Go backto Req and PO Budgetary Activity |
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PS9FSTRNes

PS9FSWEBDEV12 RCB
»

Reg-PO Budgetary Activity

Training Guide

Worklist Add to Favorites

New Window | Help | Customize Page |

Run Control ID:  PO_ACT_REPORT Report Wanager

Process Monitor

Run |

EEE. -

Language:

*Business Unit: LSUNO|Q, *Budget Date From: |07/01/2010 [5 *To:

0.000

Remaining Amount: <> ¥ usb

LSUND @

Business Unit GL:

ChartField Sort Options

[o6i30/2011 [

Customize | Find | \

|

Report Request Parameters

First I 1 or 4 B Last

*ChartField Short Hame From ChartField Value To ChartField Value

[1050100

=y

Q=

& save | SLReturn to Search

< 1

Sign out

hit

Done

@ Internet | Protected Mode: On 3

% 100%

-

Step Action

36. Click the Report Manager link.

| Report Manager |
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PS9FSTRNes
PSOFSWEBDEVi2 Rce
»

New Window | Help | Customize Page | B

Administration List Explorer Archives

View Reports For
Folder: I ~|  instance: to: Refresh |

Name:| Created On:| Last - | 1 Dayss v

Reports Customize | Find | View Al B First BN 4 op 4 B Last

Report Report Description Folder Name
1 Report

Go backto Reg and PO Budgetary Activity

B save

Administration | List | Explorer | Archives

< | 1 J »
Done @ Internet | Protected Mode: On v ®100% v

Step Action

37. Click the Administration link.
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PS9FSTRNes

PS9FSWEBDEV12 RCB

Eir

Administration List Explorer Archives

View Reports For
User ID: Type: N ~ | Last - 1 Days - Refresh
Status: ~ Folder: ~ Instance: to:

Report List customize | Fina | view A1) B0 88 First B0 4 or1 B Las

Select

Home | Workist | AddtoFavorites | Signout

New Window | Help | Customize Page | /&,

Report |Prcs - lequest -
D Instance [RESCrintion DatelTime  |Format |Status  |Details
07/27/2011  Acrobat

z
4713491 6103050 Procurement Budgetary Activity 319:23PM  (-pdn)

Posted  Details

Click the delete button to delete the selected repori(s)

Go backto Reg and PO Budgetary Activity

Select All

o

Deselect All

& save

Administration | List | Explorer | Archives

<

11 | 3

Done

@ Internet | Protected Mode: On oo ®I100% v

Step

Action

38.

Click the Procurement Budgetary Activity link. This action opens a new window.

NOTE: If the Status does not equal Posted click the refresh button until it does so.
Once the Status = Posted, the Procurement Budgetary Activity in the Description
column becomes a blue link.

|F'rm::urement Budgetary Activity |

39.

As specified in the Procurement Budgetary Activity parameters page, only the PO
line(s) with a Remaining Amount are retrieved. This will make it easier for the user
to analyze the report when determining the encumbrances that need to be closed or
adjusted.

TIPS:

« Finalization if the Voucher versus Cancellation of the PO Lines:

PO lines having no AP activity (i.e. the Vouchered Amount column is zero dollars,
hence no Voucher ID exists for the PO line) during the current Budget Period, the

Action required would be Cancellation of the PO line(s) by Purchasing rather than
Finalization of the Voucher (PO) by Accounts Payable.

» Change/Reduce PO Encumbrance:

If you wish to change/reduce the encumbered balance of the PO (i.e. not finalize or
liquidate the entire encumbered balance), the request must be directed to Purchasing
rather than to AP.
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Step

Action

40.

The number of pages included in the report is displayed on the toolbar. You can also
enlarge/reduce the picture size by clicking the - or + sign or changing the
percentage.

41.

The Procurement Budgetary Activity Report is comprised of the following columns
viewed from left to right:

PO ID - PeopleSoft auto-generated PO number and/or Confirmation Purchase
Order. Any other value would denote a converted PO that was created prior to
PeopleSoft.

Line/Sched/Dist:

Line - Line ID # on the PO (should be the same on the Requisition);
Schedule - Number of the scheduled deliveries; and

Dist - ChartString of the department paying for the item

Dept - Department number from Chart of Accounts

Class - Class number from Chart if Accounts

Project/Grant - Project number from Chart of Account if applicable

42.

Procurement Budgetary Activity Report (continued)
Vendor - ID number of the Vendor on the PO
Vendor Name - Name of the Vendor associated with Vendor ID

Req ID - Source of the PO if it exists. The Requisition ID may not appear on this
report if one of the following occurred:

* If a change was made to the PO, usually the ChartString of the PO, the PO and
Requisition may become disconnected; or

« If the Requisition was hand-written (i.e. the Requisition was entered into the
PeopleSoft system by Purchasing as a Purchase Order rather than by the Requester
as a Requisition)

43.

Procurement Budgetary Activity Report (continued)

Original PO Amount - The total dollar amount of the PO line. PeopleSoft
calculates the amount based on the total of the item quantity and the item price

Liquidated Amount - The dollar amount of the PO line that has been paid (i.e. the
reversal of the encumbrance)

Remaining Amount - Amount not spent from the PO) (Original Amount -
Liquidated Amount = Remaining Amount)

Vouchered Amount - The dollar amount of the PO line that has been invoiced and
paid to the vendor.
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https:/ | ps9fstchreports.isuhsc.edu/psreports fstrn/4713491/P0S8001_6103050.PDF - Windows Internet Explorer

[&] https: /fpsOfsrchreports. kuhse. edu fpsrepor ts/fsirn/4713491/POSB001_6103050 POF ElL 8 [[#2][>¢]].° ana Feaks

>)

Fle FEdit GoTo Favorites Help

i Favorites (@ https: jpsSfirchreports Jsuhsc.edujpsrepor ts/fstm/4. . | | i - B -

BB ol ee® @ -

B repiesots surcneris
- XA

Business Uait GL: LSUNO
Departmeat - 1050100

20 1D Line/Gched/Dist . . Vendor EED D QOriginsl PO Ameunt - Liguidseed hwount - Bemsining hmeunt Vouchered Ascunt
on3saETan 1/1/1 1050100 40130 5050100000 DOOOD03010 ECUTHERN CREDI 0033584 2,500.00 628 a5 1,871.55 528.a5
003603408 111 1050100 40130 5050100000 0O0OD1S064 MED RECEIV-001 0033588 2€,000.00 12,011 88 12,988.10 12,011.88
LLEEEEY 1/1/1 1050100 10108 0000009039 ROYERRE-0D1 7,215.00 &,705.00 s10.00 &,705.00
003g8778 1050100 10108 0000007124 GALLAGHER-001 1,050.00 84z.61 207.38 84z.61
o03ge0a7 1050100 40130 EOS0100000 0000025211 KEWTWOOD-D02 0033622 1,000.00 a30.30 56870 a30.30 =
o03g633E 1050100 40130 5050100000 0O0N00E994 IRON MOUNT-001 0033628 2,200.00 1,707.80 492.20 1,707.80
o03ges0E 1050100 10108 0000005933 ATST-001 0034352 7,500.00 2,185.50 5,314.50 2,185.50
o03caz9E 1050100 10108 0000007124 GALLAGHER-001 1,080.00 .00

Totals 47,515 00 24,511 .52 23,003.a8 24,511 .52

21.00x1067in 4| |

sl_h_

Done [ [ 1 [ [ | & unknown Zone | Protected Mode: Off Fa x|

[ start! @ Regand PO Budgetar.ul @ https:/ /ps9fsrchre... 2 1) ;i;ﬂi
2B M7 N
= = 7/27/2011

Step Action

44, Click the Printer button to print the report or select File, Print on the toolbar.

You can Save the report by clicking Save As or e-mail the report by clicking Send,
Page by E-mail.

=

45, Click the Close button.

Page 19




Training Guide

PS9FSTRNes

PS9FSWEBDEV12 RCB
»

Home |

Administration List | Explorer | Archives

View Reports For

UseriD:  [KOCONN Type: - Last - 1 Days v Refresh

Status: ~ Folder: ~ Instance: | lo:‘

Report List customize | Find | view A1 ) B8 First B 4 o1 B Las

Report |Prcs - Requ -
Select D Instance [RESCrintion DatelTime  |Format |Status  |Details

4713491 6103050 Bracurament Budgetar Actvity gz’;_ggu :iup ‘:%E“ Posted  Detils

SelectAJI DDese\emAﬂ

C-° |clickthe delete button to delete the selected report(s)
Go backto Req and PO Budgetary ACtivity

& save

Administration | List | Explorer | Archives

Workist |

New Window | Help | Customize Page | B

ORACLE
USER PRODUCTIVITY KIT

Add to Favorites | Sion out

i}

J »

iz @ Internet | Protected Mode: On

v ®m100% v

Step

Action

46.

Click the Home link.

47.

HTML.
End of Procedure.

This completes View and Print the Procurement Budgetary Activity Report to
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View and Print the Procurement Budgetary Activity Report to Excel

Procedure

In this topic you will learn how to View and Print the Procurement Budgetary Activity
Report in Excel.

NOTE: This report will retrieve information on Purchase Orders for your department for a
specified time period. You will be able to view any remaining encumbrance amounts for the PO
lines in this report.

PS9FSTRN:s
PSY9FSWEBDEV12 RCB
Personalize Content | Layout

Menu
Search:

®

[ My Favorites

[- L8U Processes

[ Accounts Payable

[ Allocations

> Asset Management

[ Background Processes
[ Banking

[: Commitment Control

[ Cost Accounting

[» Customer Contracts

[ General Ledger

> Inventory

[ llems

[ PeopleTools

[ Purchasing

[ Reporting Tools

(- Set Up Financials/Supply Chain
[ Vendors

[ Worklist

|- My Personalizations

=]

\Worklist

Add to Favorites

Help

<

| »

Done @ Internet | Protected Mode: On oo ®I100% v
Step Action
1. Click the Purchasing link.
2. Click the Purchase Orders link.
| [ Purchase Orders |
3. Click the Reports link.
4. Click the Req and PO Budgetary Activity link.

|- Reg and PO Budgetary Activity |
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PS9FSTRNes

PS9FSWEBDEV12 RCB

Eir

Req and PO Budgetary Activity
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300); 300

Search by: Run Control ID begins with

[[Icase Sensitive

Search | advanced Search

Find an Existing Value | Add a New Value

Home | Workist | AddtoFavorites |  Sign out

New Window | Help | o,

<

1 | 3

Done

@ Internet | Protected Mode: On oo ®I100% v

Step

Action

Click Search to retrieve an existing run control or click the Add a New Value tab to
create a run control.

Click the Add a New Value link.

Run Control ID

A Run Control ID accesses the Process Scheduler and represents a set of parameters
to determine how the system runs various transactions. You may save parameters
related to a particular process or report to a Run Control ID to minimize data entry
when running recurring processes or reports.

A Run Control ID is:

* Specific to the end-user’s Operator ID;

« Case sensitive;

* Must be one continuous string of alphanumeric characters;
* Cannot use special characters such as @, $, %;

+ Cannot contain blank spaces; and

* Can use the underscore to link one or more words.

Enter the desired information into the Run Control ID field. Enter
"PO_ACT_RPT".

Click the Add button.

Add
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Step Action

9. The first time you enter the Req-PO Budgetary Activity page you will select the
report parameters. The selected parameters will be saved to the Run Control ID and
will display in the page the next time you access it.

So that you do not retrieve all POs for all Business Units, the minimum required
parameters will be entered: Business Unit, the Dept ID or Project/Grant.

If the Project/Grant is entered, there is no need to enter any other chartstring
information since the Project/Grant is linked to only one chartstring.
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PS9FSTRN:s0
PSOFSWEBDEV12 Rce Home | Workist | AddtoFavorites | Sian out
=
Mew Window | Help | Customize Page | &
Run Control ID:  PO_ACT_RPT Report Manager Process Monitor e ‘
Language: h
*Business Unit: [ /@ +BudgetDate From: | “To: |
Remaining Amount: hd 0.000
Business Unit GL: ’—O\
ChartField Sort Options customize | Find | View 1] G| B First B0 4 op 1 B (o5t
[ACCOUNT Q1 Account [ la A =]
&) save [Es Add | FFUpdateDisplay
< | 1l J 3
Done @ Internet | Protected Mode: On v ®100% v
Step Action

10. Enter the desired information into the Business Unit field. Enter "LSUNQO".
NOTE: LSUSH encumbers travel, so travel vouchers will be viewed in this report
as well.

11. Enter the desired information into the Budget Date From field. Enter "070110".
NOTE: If this involves a Project/Grant, you can retrieve information since the
inception of the Project/Grant (i.e. back to 2001 when PeopleSoft went live).

12. Enter the desired information into the To field. Enter "063011".

13. Remaining Amount

Specify the Remaining Amount parameters using the following:

* If you wish to view all of your department’s POs generated during a specified
period, regardless of the balance (i.e. those with a remaining balance if zero as well
as those not equal to zero), do not specify an operand and accept the default entry of
zero in the Remaining Balance field;

* You may specify an operand and enter the dollar amount in the adjacent field or
accept the default entry of zero; or

* For the purpose of managing encumbrances, the user will select Not Equal (<>)
with a Remaining Balance of zero so only PO lines with a Remaining Amount
(including credits) will be retrieved.
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Step

Action

14.

Click the button to the right of the Remaining Amount field.

PS9FSTRNes

PS9FSWEBDEV12 RCB

Eir

Reg-PO Budgetary Activity

Run Control ID:  PO_ACT_RPT Repor Manager Process Monitor
Language: English v

Report Request Parameters

*Business Unit: LSUNO @, *Budget Date From: |07/01/2010 3 *To:  [06/30/2011 [s)

Remaining Amount: - 0.000 usD
Business UnitGL:  |= QQ
=

ChartField Sort Optionsf customize | Find | View A1) B0 | 38 st B0 4 o g I Lot

*ChartField = Fi ChartField Val To ChartField Val
“ChartField N rom iel falue: (] iel alue
ACCOUNT v= funt | Q| Q FHE

Home | Workist | AddtoFavorites |  Sionout

New Window | Help | Customize Page | /&,

Run ‘

= save [Es Add | JElUpdate/isplay

11 | 3

@ Internet | Protected Mode: On oo ®I100% v

Step

Action

15.

Click the Not Equal - < > list item.

16.

ChartField Sort Options

You may enter single or multiple chartfields. Use the following to specify chartfield
information:

« If you wish to specify a different ChartField value other than the one defaulted,
click the Look up ChartField button and select the desired value (Account, Dept ID,
Fund, Operating Unit, etc);

* If you wish to specify more than one ChartField, click the Add a new row at row 1
(+) button to insert rows and select the desired values;

* If you wish to run the report to view all Pos for your BU, click the Delete Row 1 (-
) button to delete the defaulted ChartField value (most users will not run all Pos for
their BUs).

NOTE: When a Project/Grant value is entered, the remaining fields may be left
blank since there would only be one ChartString associated with the specified
Project/Grant.
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PS9FSTRNes

PS9FSWEBDEV12 RCB
Eir

Reg-PO Budgetary Activity

Run Control ID:  PO_ACT_RPT Repor Manager Process Monitor
Language: English v

Report Request Parameters

*Business Unit: LSUNO @, *Budget Date From: |07/01/2010 3 *To:  [06/30/2011 [s)

Home | Workist | AddtoFavorites |  Sionout

New Window | Help | Customize Page | B

Run |

Remaining Amount: [l ¥ 0.000 UsD

Business UnitGL:  LSUNO &

ChartField Sort Options customize | Find | iew 1| B | 88 First B 4 oo I Last

*ChartField Short Hame From ChartField Value To ChartField Value

[ACCOUNT Q4 Account | Q| Q =
< I J G
@ Internet | Protected Mode: On ooy ®100% v
Step Action
17. Click the Look up ChartField button.
18. Click the DEPTID link.
19. Enter the desired information into the From ChartField Value field. Enter
"1050100".
20. Click the Save button.
Bl save

21. Click the Add a new row at row 1 button.
22. Click the Look up ChartField button.
23. Click the FUND_CODE link.
24, Enter the desired information into the From ChartField Value field. Enter "111".
25. Click the Delete row 2 button.
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Step

Action

26.

A warning message displays.

Click the OK button.

27.

In this example, the parameters entered will retrieve only POs for the fiscal year
2011, department 1050100 with a Remaining Amount not equal to zero.

Click the Save button.

& save

28.

Click the Run button.
Run
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PS9FSTRNes
PSOFSWEBDEVi2 Rce
»

Process Scheduler Request

UserID: KOCONN Run Control ID: PO_ACT_RPT

Server Name: Run Date: 07/28i2011 ]

Recurrence: ¥ Run Time: 11:29:57AM Resetto Current Date/Time
Time Zone: @

Process Name Process Type

Procurement Budgetary Activity POS8001 S0OR Report Web > PDF w Distribution
7] Requisition Budgetary Ativity POS3002 SR Report Web v PDF  ~ Distribuion
1 PO Activity, Excel for POS8001 7ZPO0032 SOR Report Web ~ PDF  + Distibution
] Req.Activity, Excel POS8002 7ZPO0033 SQR Report web v PDF Distribution

oK Cancel

New Window | Help | Customize Page | B

ORACLE
USER PRODUCTIVITY KIT

Done

[+] Internet | Protected Mode: On

®100% ~

L4

Step Action

29. Click the button to the right of the Server Name field.

]
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PS9FSTRNes

PS9FSWEBDEV12 RCB
»

Process Scheduler Request

User ID: KOCONN

New Window | Help | Customize Page |

Run Control ID: PO_ACT_RPT

Server Name:

v RunDate:  07/282011

£l

Recurrence: PSNT Run Time: 11:29:57AM Reset to Current Date/Time
" [PSNT__ | :

Time Zone:

[7] Procurement Budgetary Activity PO38001
[} Requisition Budgetary Activity POSB002
[[] PO Activity, Excel for POSE001 ZZPO0032
[[]  Req. Activity, Excel POS8002 ZZPO0033

OK Cancel

Process Name Process Type

SQR Report
S0OR Report
SOR Report
SQOR Report

Web ~ PDF ~ Distribution
Web ¥ FDF ¥ Distribution
Web ~ PDF ~ Distribution

Training Guide

hit

@ Internet | Protected Mode: On

o -

% 100%

-

Step

Action

30.

Click the PSNT list item.
[PSHT |
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PS9FSTRNes
PSOFSWEBDEVi2 Rce
»

Process Scheduler Request

UserID: KOCONN Run Control ID: PO_ACT_RPT

Server Name: PSNT | RunDate: 07/28/2011 58]

Recurrence: ~  Run Time: 11:29:57AM Resetto Current Date/Time
Time Zone: @

[} Procurement Budgetary Activity
L} Requisition Budgetary Activity
[} PO Activity, Excel for POS8001
[[]  Req. Activity, Excel POS8002

oK Cancel

rmat Distribution

POS8001 S0OR Report Web PDF w Distribution
POS3002 SR Report Web v PDF  ~ Distribuion
7ZPO0032 SOR Report Web ~ PDF  + Distibution
7ZPO0033 SQR Report web v PDF Distribution

New Window | Help | Customize Page | B

ORACLE
USER PRODUCTIVITY KIT

Add to Favorites Sign out

[+] Internet | Protected Mode: On

®100% ~

L4

Step

Action

31.

O]

Click the PO Activity, Excel for POS8001 option.

32.

OK

Click the OK button.
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PS9FSTRNes

PS9FSWEBDEV12 RCB

Eir

Reg-PO Budgetary Activity

Run Control ID:  PO_ACT_RPT Repor Manager Process Monitor

Language: English

*Business Unit:
Remaining Amount:
Business Unit GL:

ChartField Sort Options

*ChartField Short Hame From ChartField Value To ChartField Value
DEPTID Q. Dept [1050100 Q| Q [=]

Worklist Add to Favorites

New Window | Help | Customize Page | B

" Run

v Process Instance:6103051

Report Request Parameters

LSUNO @, *Budget Date From: |07/01/2010 3 *To:  [06/30/2011 [
= ¥ 0000 usD
LSUND @

Customize | Find | V &) First B 4 of 1 I Last

[Es Add | JElUpdate/isplay

1 J

Sign out

Done

@ Internet | Protected Mode: On ooy ®100% v

Step Action

33. Click the Process Monitor link.

| Process Monitor |
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PS9FSTRNes
PSOFSWEBDEVi2 Rce
»

Mew Window | Help | Customize Page |

Process List Server List
View Process Request For

UserID: KOCONN Q. Type: v Last - | 1 Days - Refresh
Server: ~ Name: [ Q. Instance: | to |
Run « Distribution - Save On Refresh
Status: Status:
Process List Customize | Find | View Al | B First B 40070 B st
Select|Instance | Seq. |Process Type % user Run Date/Time Run Status gi(:::.isw Details
6103051 3S0R Report ZZP0O0032 KOCONN 07/28/2011 11:29:57TAM CDT Buccess NIA Details
6103050 SOR Report POS8001 KOCONN 07/27i2011 3:18:38PM CDT Success Posted Details

Go back to Req and PO Budqgetary Activity

= save | [ Notify

Process List| Server List

Home | Workist | AddtoFavorites |

ORACLE
USER PRODUCTIVITY KIT

Sign out

L=

< | 1

Done (<] Internet | Protected Mode: On

v ®100% v

Step

Action

34.

= Posted.

et |

Click the Refresh button until the Run Status = Success and the Distribution Status

35.

Click the Go back to Req and PO Budgetary Activity link.
| Go backto Req and PO Budgetary Activity |
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PSOFSTRNss0
PSOFSWEBDEV12  RCB | workist | Addto Favorites | Sion out
(=13
New Window | Help | Customize Page | B
Req-PO Budgetary Activity
Run Control ID:  PO_ACT_RPT Report hianager  Process Monitor __R47 |

Language: -

Report Request Parameters

*Business Unit: LSUNO @, *Budget Date From: |07/01/2010 3 *To:  [06/30/2011 [
Remaining Amount: <> ¥ 0.000 usD
Business UnitGL:  |LSUNO Q@

ChartField Sort Options Customize | Find | \ ) First K0 4 or 1 B Last

*ChartField Short Hame From ChartField Value To ChartField Value
DEPTID Q. Dept [1050100 Q| Q [=]

& save | SLReturn to Search

< I | r
Done @ Internet | Protected Mode: On ooy ®100% v

Step Action

36. Click the Report Manager link.
|Regnrt Manager |
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PS9FSTRNes
PSOFSWEBDEVi2 Rce
»

New Window | Help | Customize Page | B

Administration List Explorer Archives

View Reports For
Folder: I ~|  instance: to: Refresh |

Name:| Created On:| Last - | 1 Dayss v

Reports Customize | Find | View Al B First BN 4 op 4 B Last

Report Report Description Folder Name
1 Report

Go backto Reg and PO Budgetary Activity

B save

Administration | List | Explorer | Archives

< | 1 J »
Done @ Internet | Protected Mode: On v ®100% v

Step Action

37. Click the Administration link.
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Sign out

Workist | Add to Favorites |

PSOFSTRNss0
PSSFSWEBDEV12 RCB Home
Eir
New Window | Help | Customize Page | B

Administration List Explorer Archives
View Reports For
Type: N v Last - 1 Days - Refresh

~ Instance: l— to: ’—

i # st B iz or2 B e

User ID: KOCONN
Status: ~ Folder:
Customize | Find | Vi

Report List
Select Report \Pros = |noooription Request Format |Status |Details
1D Date/Time

Instance
07/28/2011  Acrobat Posted Details

PO Activity, Excel for POS8001
4713492 6103051 PO Activity, Excel for POS8001 11303280 (~.pan)
071272011 Acrobatl  poed Detsils

Procurement Budgetary Activity
4713491 6103050 Procurement Budgetary Activil I1823PN (.pan)

SelectAJI DDese\emAﬂ
C=° |clickthe delete button to delete the selected report(s)
Go back to Req and PO Budgetary ACtivity

& save

Administration | List | Explorer | Archives

< | I |
@ Internet | Protected Mode: On v W100% v

Done

Step Action
38. Click the PO Activity, Excel for POS8001 link.

NOTE: If the Status does not equal Posted click the refresh button until it does so.
Once the Status = Posted, the Procurement Budgetary Activity in the Description

column becomes a blue link.
PO Activity, Excel for POS8001
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PSOFSTRNsso
PSSFSWEBDEV12 RCB Home | Workist | AddtoFavorites |  Sign out
Eir
New Window | Help | Customize Page | B
Report Detail

ReportiD: 4713492 Process Instance: 103051 figgsage o
Name: ZZP0O0032 Process Type: SQR Report

Run Status: Success

PO Activity, Excel for POS8001
Distribution Details

Distribution Node: REFNODE Expiration Date: 08M11/2011

File List

Hame File Size (bytes) Datetime Created

SQR ZZP0O0032 6103051.log 1,942 07/28/2011 11:30:54.810000AM CDT
ZZP00032 6103051 out 58 07/28/2011 11:30:54.810000AM COT

zzpo0032 6103051 csv 1323 07/28/2011 11:30:54.810000AM CDT

Distribution ID Type *Distribution 1D

User KOCONN

oK Cancel

Done @ Internet | Protected Mode: On ooy ®100% v

Step Action

39. Click the zzpo0032_6103051.csv link. This action opens a new window.

NOTE: The link always begins with zzpo0032_, followed by the Process Instance

number, followed by .csv. The Process Instance number will be unique to the
rocess run.

zzpo0032 6103051.csv |
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PS9FSTRN 0
ST UL I/~ https:/ /ps9fsrcbreports.lsuhsc.edu/psreports/fstrn/4713500/zzpo0032_6103059.csv - Windows Intes 9 [m] B4} lian out
@ DR - s D
CISE [&] https: jpesfercbreports.lsuhsc.edu/psreports futm/471350 7 || £y B3 |2 Bing |2
Fo B 0D e s hon =
Report Detail <7 Favarites  {} https: fpsdfsrchreports. lsuhse. edufpsreparts/fstm/4... | | fi - B - [ @ - Page- Safety~ Tods- @- 7
El
ReportiD: 4713500
Name: ZZPO0032
Run Status: Success
PO Activity, Excel for POS8001
Distribution Details X Microsoft Office Bxcel |
Distribution Node: REFNOC
The file you are trying to open, 'zzpo0032_6103058.45', is in a
File List 1, different farmat than specified by the file extension. Verify that
" the file is not corrupted and is from 2 trusted source before
[pome | opening the fle. Da you want t open the fle now?
SOR Z7ZP00032 6103059.10q
ZZPO0032 6102059.0ut
Yes No
ZD00032 6103059.cov
Distribute To
T
User
OK Cancel _ I
Done I | | | | | [ Trustedsites | Protected Mode: OFF [Va - [ R 100% ~ 4

=Y d If it b
[start guqan PO Budgetar... e ps:/ [ psofsrcbre...
]

11:41 AM
7/25/11
11:41 AM
7/29/2011

A ()

Action

Click the

A warning message displays.

Yes button.

Yes

NOTE: This is an Oracle issue. The Support team is aware of it and it will be
fixed in the next upgrade.

41.

Click the

Close button.
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PS9FSTRNes

PS9FSWEBDEV12 RCB
»

Report Detail

ReportID: 4713492 Process Instance: §103051 Message Log
Name: ZZP0O0032 Process Type: SQR Report
Run Status: Success

PO Activity, Excel for POS8001
Distribution Details

Distribution Node: REFNODE Expiration Date: 08M11/2011
File List
Hame File Size (bytes) Datetime Created
SQR ZZP0O0032 6103051.log 1,942 07/28/2011 11:30:54.810000AM CDT
ZZP00032 6103051 out 58 07/28/2011 11:30:54.810000AM COT
12900032 6103051 cav 1323 07/28/2011 11:30:54.810000AM CDT

*Distribution 1D

User KOCONN

oK Cancel

New Window | Help | Customize Page | B

ORACLE
USER PRODUCTIVITY KIT

Add to Favorites | Sion out

iz @ Internet | Protected Mode: On

v m100% v

Step

Action

42.

Click the Home link.

[ tome |

43.

Excel.
End of Procedure.

This completes View and Print the Procurement Budgetary Activity Report in
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Run the CLEANUP_PO_ACTIVITY Query

The CLEANUP_PO_ACTIVITY query is a public query within the PeopleSoft system. It has
been designed and developed to provide users with the information needed for managing
encumbrances. When running the query, the information can be displayed in three formats:
HTML, Excel or CSV Text File. Most users will not use the CSV text File option.

The HTML format displays the data in a specified order. It does not allow for manipulation of the
data (i.e. moving columns).

You may elect to run the data to Excel or to CSV. Both will display in an Excel spreadsheet. The
data displays in the same order as viewed in HTML, but can be manipulated in the spreadsheet.

NOTE: This query must be run the PS 9 Report database. It cannot be run in the PS9
Production database.
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In this topic you will Run the CLEANUP_PO_ACTIVITY Query.

ORACLE
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NOTE: This query must be run in the Reporting database. It cannot be run in Production.

PS9FSRPT:s
PSSFSWEB4 DPS
Personalize Content | Layout

[ My Favorites

[- L8U Processes

[ PeopleTools

> Reporting Tools

|- My Personalizations

Add to Favorites

-

Sign out
Help

| »

@ Internet | Protected Mode: On

-

®100% ~

Step Action

1. Click the Reporting Tools link.
|- Reporting Tools |

2. Click the Query link.

3. Click the Query Viewer link.
[ - Query Viewer |
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PS9FSRPT:s

PSIFSWEB4 DPS Home | AddtoFavorites | Sionout
Eir

New Window | Help | Customize Page | /&,

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By: Query Name ~  begins with

Search |Advanced Search

Done @ Internet | Protected Mode: On oo ®I100% v

Step Action

4, A portion or all of the Query Name must be known and entered in order to retrieve
the desired information. The Query Name field is not case sensitive.

Enter the desired information into the begins with field. Enter "CLEANUP".

5. Click the Search button.

6. Query results can be run to two formats: HTML and Excel. Queries should first be
run to HTML to ensure all results are viewed.

Click the HTML link.
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€ https://ps9fs.Isuhsc.edu/ps

S®

\=ICQryNameURL=|

IC.CLEANUP_PO_AC -

4 | X || = Bing

g https://ps9fs.Isuhsc.edu/psc/fsrpt_2/EMPLOYEE/ERP/q/?ICE + l
b |

.1 Favorites ‘ b3 .’e Suggested Sites v @ Web Slice Gallery *

. o ] P~ »
|fe https://ps9fs.lsuhsc.edu/psc/fsrpt_2/E... | ‘ b >[4 l;ga ¥ Page~ Safety v Tools~ @v

CLEANUP_PO_ACTIVITY - 88 PO Cleanup query

P

Business Unit: ’7

Department:

Beg Accounting Date: ’7 [5)

End Accounting Date:| |
View Resulls

I ]

3

@ Internet | Protected Mode: On foov ®|100% ~

A T T

Step Action
7. Enter the desired information into the Business Unit field. Enter "LSUNO".
8. You may run the query for a specific department by entering the department
number, or you may utilize the "wild card" (%) to run the query for the entire
Business Unit.
Enter the desired information into the Department field. Enter "11015%".
9. Enter the desired information into the Beg Accounting Date field. Enter "070111".
10. Enter the desired information into the End Accounting Date field. Enter "063012".
11.

The query will retrieve only those lines that have a remaining amount other than
zero.

NOTE: It may take several minutes to display results since the data must be pulled
from many different tables within the system.

Click the View Results button.

View Results I
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ime=CLEANUP_PO_ACTIVITY&ICDummy=255

i\? Favorites ‘ ‘7‘/@“ .’e Suggested Sites v @ Web Slice Gallery =

~ 1 P~ »
|fe https://ps9fs.lsuhsc.edu/psc/fsrpt_2/E... | ‘ b L l;ga ¥ Page~ Safety v Tools~ @v

CLEANUP_PO_ACTIVITY - 88 PO Cleanup query

-

Business Unit: ’m
Department: ’W
Beg Accounting Date: ’W [&
End Accounting Date: [06/30/2012 |

View Resulls

Download resuts in :  Excel SpreadSheet CSVTextFile XWLFile (7 kb)

m

Vndr

. - _|Budget |Change| Original
unit | POMNo. | WM | vendor | Location Mame |Type Status|AcctgDate | PODate | Buyer [Status| Rule |Receipt| e | oraes | prcnel
1 LSUNO 00368458 SHARE 0000025211 0000000001 SENWOOR 8p0 D 071012011 053022011 WIREMB T STANDARD N v 0 60001
KENTWOOD
2 LSUNO 00368458 SHARE 0000025211 0000000001 KENTWOOD 8p0 D 0710112011 05302011 WIREMB T STANDARD N ¥ 0 80000l
GE
HEALTHCARE
3 LSUNO 00388944 SHARE 0000007172 0000000001 IEALTHEARE 55 o 071132011 071132011 GDESIM T sTANDARD N ¥ 0 1750001
CORP
GE
4 LSUNO 00368944 SHARE 0000007172 0000000001 HEALTHEARE D 071132011 07132011 GDESIM T  STANDARD N v 0 122380.001
CORP
5 LSUNO 00389170 SHARE 0000035241 0000000001 TECHNOLOGY §S D 07/29/2011 07/29/2011 GDESIM T STANDARD NV 0o 25000
WYATT -
< 1 | 3
Done @ Internet | Protected Mode: On foov ®100% v

~ P

Step

Action

12.

The query results will display at the bottom of the page. Only the first 100 lines
displaying for view.

Click the Right button of the scrollbar to view additional information.

[o]

13.

In this example only 10 lines have been retrieved. When working in Production if
more than 100 lines are retrieved, click the right arrow to view the next page.

14.

Results can be downloaded from HTML to Excel by clicking the Excel Spreadsheet
link. This will open a new window.

Click the Excel Spreadsheet link.
Excel Spreadsheet

15.

Click the Open button.

Open
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| Home ‘ Insert Page Layout Farmulas Data Review View Add-Ins @ - = x
= % T = = |Text ~ || (B conditional Formatting = | S=Insert~ X -
_‘j 3 A IA—A/ | I e - | $ - % » | (g% Format as Table ~ 2% Delete - || (3] - H [ﬁ ‘
Pa:;le 7 | BY L U o A" |de -ﬂ‘ 1= Cell Styles ~ [l Format - | 2 - ii?t’:r&‘ SF;?:G&,
Clipboard ™ Font L Alignment M| Number [ Styles Cells Editing |
Al - (‘ F ‘ 88 PO Cleanup query ¥
A B \ & | D \ E \ F \ =
1 |88 PO| 10
2 |unit  |PO No. |vndr SetiD  |Vendor |Location [Name [Type
3 |LSUNO 00368458 SHARE '0000025211 0000000001 KENTWOQOD SPRINGS BPO
| 4 |LsUNOT00368458 SHARE "0000025211  "0000000001 KENTWOOD SPRINGS BPO
| 5 |LSUNO'00368944 SHARE ‘0000007172 0000000001 GE HEALTHCARE BIOSCIENCES CORP 88
| 6 |LSUNO00368944 SHARE "0000007172 0000000001 GE HEALTHCARE BIOSCIENCES CORP 88
| 7 |LSuNO'00369170 SHARE ‘0000035241 "0000000001 WYATT TECHNOLOGY CORP 88
| & |LSUNO'00369170 SHARE "0000035241 0000000001 WYATT TECHNOLOGY CORP 88 3
| 9 |LSUNO'00369163 SHARE "o000003778  "0000000001 WAYNE LEBLEU & ASSOCIATES INC BPO
| 10 |LSUNO'00369163 SHARE "0000003778 0000000001 WAYNE LEBLEU & ASSOCIATES INC BPO
| 11 |LsUNO 00369163 SHARE "0000003778  "0000000001 WAYNE LEBLEU & ASSOCIATES INC BPO
| 12 |LSUNO 00369163 SHARE ‘0000003778 '0000000001 WAYNE LEBLEU & ASSOCIATES INC BPO
|13 |
|14 |
|15 |
|16 |
|17 |
|18 |
4 4 » ¥ sheet1 20 4 [ -
Ready |

324 PM
8/2/2011

|

Step Action

16.

Click the Close button.
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1 hitps://; Isuhsc.edu/[ =
@) https//psdfslsunscedu/psc/fsipt 2/EMPLOYEE/ERP/q/7ICC ~ & [ 42 | X || =) ging P~

jl-f Favorites ‘ ﬁ;} g Suggested Sites v @ Web Slice Gallery v

S »
|g https://ps9fs.Isuhsc.edu/psc/fsrpt_2/E... | ‘ Eﬁ ~ B - = l% ~ Page~ Safety v Tools~ @v
CLEANUP_PO_ACTIVITY - 88 PO Cleanup query

Business Unit: ’m

Department: ’W

Beg Accounting Date: W

End Accounting Date: ’W 1}
View Results

Download results in . Exgei 8preagShesi csvTexFile xuLFile (7 kb)

s

1

_ Vndr - __|Budget |Change | Ori
Unit | POMo. | chn | Vendor | Lacation Wame  (Type Status|Accig Date| PODate | Buyer (Status| Rule  [Receipt| - do!| ™ /on0% ) g le,

1 LSUNO 00358458 SHARE 0000025211 0000000001 SENTWIOD gpo b 0710112011 053012011 WTREMB T STANDARD N v il

60.001

(8]

LSUNO 00368458 SHARE 0000025211 0000000001 KENTWOOP 58P0 D 07012011 0573012011 WIREME T STANDARD NV 0

GE
HEALTHCARE
LSUNO 00358944 SHARE 0000007172 0000000001 oo su-eo 88 D 07/13/2011 0713/2011 GDESIM T STANDARD N v o
CORP
GE
HEALTHCARE
4 LSUNO 00368944 SHARE 0000007172 0000000001 EIOSCIENCES 8 D 0711312011 07i13/2011 GDESIM T STANDARD N v
CORP

800.001

"

1750.000

0 122360.000

WYATT
5 LSUNO 00359170 SHARE 0000035241 0000000001 TECHNOLOGY 88 D 07/28/2011 07/20/2011 GDESIM T STANDARD N v 0 250001
CORP
WYATT T
] ]

@ Internet | Protected Mode: On

8/2/2011

Step Action

17. Click the Close button.
[ —
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PSOFSRPT.. i
PSSFSWEB4 DPS

3

New Window | Help | Customize Page | /&,
Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By: QueryMName - begins with CLEANUP
Search | Advanced Search

Search Results

*Folder View:  — All Folders — -
Customize | Find | % i &) First B 114 or 14
it Bunto |Runto |Runio
Description Owner |Folder HTML |Excel |XML

(CLEANUP_PQ_ACTIVITY 88 PO Cleanup query Public HTMUE Excel XML  Schedule Favori

CLEANUP_PO_ACTIVITY_PVICKN 88 PO Cleanup query Public HTML Excel XML  Schedule Favorite
[ CLEANUP_REQ_ACTIVITY 88 Requisition Cleanup query Public HIML Excel XML Schedule Favorite
CLEANUP_SHR_PO_2WAY_SIG_REQ 88 PO Cleanup 2way sig req Public HIML Excel XML Schedule FEavorite
(CLEANUP_SHR_PO_ACTIVITY 88 PO Cleanup query Public HTML Excel XML Schedule Favorite
CLEANUP_SHR_PO_BLMNK_MO_ACTIV 28 PO Cleanup no activity Public HTML Excel XML  Schedule Favorite
| CLEANUP_SHR_PO_BLNK_WITH_ACTIV 88 PQ Cleanup binkt w activity Public HIML Excel XML Schedule Favorite
CLEANUP_SHR_PO_NOT_RECVD 88 PO Cleanup not received Public HIML Excel XML Schedule FEavorite
CLEANUP_SHR_PO_PARTL_PAID 88 PO Cleanup partial paid Public HTML Excel XML Schedule Favorite
CLEANUP_SHR_PO_RECVD_NOT_PAID 88 PO Cleanup recv not paid Public HTML Excel XML Schedule  Favorite
(CLEANUP_SHR_PO_TRAVEL_NO_ACTIV 88 PO Cleanup travel no activi Public HIML Excel XML  Schedule Favorite
CLEANUP_SHR_PO_TRAVL_NOT_FINAL 88 PO Cleanup travel not finl Public HIML Excel XML Schedule FEavorite
(CLEANUP_SHR_REQ_ACTVITY CLEANUP REQ query Public HTML Excel XML  Schedule Favorite
CLEANUP_TEST_MG 88 PO Cleanup query Public HTML Excel XML Schedule  Favorite

17| @ Internet | Protected Mode: On Foov ®100% -
Step Action
18. You also have the ability to run your query directly to an Excel spreadsheet.

Click the Excel link.
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e https://; Isuhsc.edu/ps

@ https://ps9fs.Isuhsc.edu/psc/fsrpt_3/EMPLOYEE/ERP/q/?ICE + o [ 45 | X E Bing L~
i B

.1 Favorites ‘ b3 ,e Suggested Sites v @ Web Slice Gallery *

. »
|fe https://ps9fs.lsuhsc.edu/psc/fsrpt_3/E.. | ‘ & b >[4 @ ¥ Page~ Safety v Tools~ @v
CLEANUP_PO_ACTIVITY - 88 PO Cleanup query

Business Unit: ’7

Department:

Beg Accounting Date: ’7 [5)

End Accounting Date:| |
View Resulls

P

< 1l |

3

@ Internet | Protected Mode: On v ®I00% v

A T T

Step Action
19. Enter the desired information into the Business Unit field. Enter "LSUNO".
20. Enter the desired information into the Department field. Enter "11015%".
21. Enter the desired information into the Beg Accounting Date field. Enter "070111".
22. Enter the desired information into the End Accounting Date field. Enter "063012".
23. Click the View Results button.

View Results
24, Click the Open button.

Open
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| Home ‘ Insert Page Layout Farmulas Data Review View Add-Ins @ - = x
= % T ——|[= = |Text ~ || (B conditional Formatting = | S=Insert~ X -
_‘j 3 A IA—A/ | I e - | $ - % » | (3% Format as Table ~ 2% Delete - || 3] - H [ﬁ ‘
Pa:;le 7 | By L U o A" |de -ﬂ‘ 1= Cell Styles ~ [l Format - | 2 - ii?t’:r&‘ SF;?:G&,
Clipboard ™ Font L Alignment M| Number [ Styles Cells Editing |
Al - (‘ F ‘ 88 PO Cleanup query ¥
A B \ & | D \ E \ F \ =
1 |88 PO| 10
2 |unit  |PO No. |vndr SetiD  |Vendor |Location [Name [Type
3 |LSUNO 00368458 SHARE '0000025211 0000000001 KENTWOQOD SPRINGS BPO
| 4 |LsUNOT00368458 SHARE "0000025211  "0000000001 KENTWOOD SPRINGS BPO
| 5 |LSUNO'00368944 SHARE ‘0000007172 0000000001 GE HEALTHCARE BIOSCIENCES CORP 88
| 6 |LSUNO00368944 SHARE "0000007172 0000000001 GE HEALTHCARE BIOSCIENCES CORP 88
| 7 |LSuNO'00369170 SHARE ‘0000035241 "0000000001 WYATT TECHNOLOGY CORP 88
| & |LSUNO'00369170 SHARE "0000035241 0000000001 WYATT TECHNOLOGY CORP 88 3
| 9 |LSUNO'00369163 SHARE "o000003778  "0000000001 WAYNE LEBLEU & ASSOCIATES INC BPO
| 10 |LSUNO 00369163 SHARE "0000003778 0000000001 WAYNE LEBLEU & ASSOCIATES INC BPO
| 11 |LsUNO 00369163 SHARE "0000003778  "0000000001 WAYNE LEBLEU & ASSOCIATES INC BPO
| 12 |LSUNO 00369163 SHARE ‘0000003778 '0000000001 WAYNE LEBLEU & ASSOCIATES INC BPO
|13 |
|14 |
|15 |
|16 |
|17 |
|18 |
4 4 » ¥ sheet1 2 4 | -
Ready |

3:26 PM
8/2/2011

|

Step Action

25. Click the Close button.

[ —
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@ hitpsy/fy edu/|

gj https://ps9fs.lsuhsc.edu/psc/fsrpt_3/EMPLOYEE/ERP/q/7IC/ ~ 3 i~

Training Guide

Department: 11015%
Beg Accounting Date: 070111
End Accounting Date: (063012 |

Ve REsLIE

i1}

wyl +# | X | =) ging Pl
ﬁ Favorites ‘ {Q‘T‘ g Suggested Sites = gj Web Slice Gallery »
| @ nttpsy/psoisisutscedufpsc/fspt J/E. | %~ B - (2 o v Page~ Safetyv Tooks~ @~
CLEANUP_PO_ACTIVITY - 88 PO Cleanup query -
Business Unit: ’m

@ Internet | Protected Mode: On

3:26 PM

8/2/2011

Step

Action

26.

Click the Close button.
' o |
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PSOFSRPT..
PSSFSWEB4 DPS

3

New Window | Help | Customize Page | /&,

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By: QueryMName - begins with CLEANUP
Search | Advanced Search

Search Results

*Folder View:  — All Folders — -

Customize | Find | % i &) First B 114 or 14

[E]

(CLEANUP_PO_ACTIVITY 88 PO Cleanup query Public HTML Excef XML Schedule Favori

CLEANUP_PO_ACTIVITY_PVICKN 88 PO Cleanup query Public HTML Excel XML  Schedule Favorite
[ CLEANUP_REQ_ACTIVITY 88 Requisition Cleanup query Public HIML Excel XML Schedule Favorite
CLEANUP_SHR_PO_2WAY_SIG_REQ 88 PO Cleanup 2way sig req Public HIML Excel XML Schedule FEavorite
(CLEANUP_SHR_PO_ACTIVITY 88 PO Cleanup query Public HTML Excel XML Schedule Favorite
CLEANUP_SHR_PO_BLMNK_MO_ACTIV 28 PO Cleanup no activity Public HTML Excel XML  Schedule Favorite
| CLEANUP_SHR_PO_BLNK_WITH_ACTIV 88 PQ Cleanup binkt w activity Public HIML Excel XML Schedule Favorite
CLEANUP_SHR_PO_NOT_RECVD 88 PO Cleanup not received Public HIML Excel XML Schedule FEavorite
CLEANUP_SHR_PO_PARTL_PAID 88 PO Cleanup partial paid Public HTML Excel XML Schedule Favorite
CLEANUP_SHR_PO_RECVD_NOT_PAID 88 PO Cleanup recv not paid Public HTML Excel XML Schedule  Favorite
(CLEANUP_SHR_PO_TRAVEL_NO_ACTIV 88 PO Cleanup travel no activi Public HIML Excel XML  Schedule Favorite
CLEANUP_SHR_PO_TRAVL_NOT_FINAL 88 PO Cleanup travel not finl Public HIML Excel XML Schedule FEavorite
ICLEANUP_SHR_REQ_ACTIVITY CLEANUP REQ query Public HTML Excel XML Schedule Favorite
CLEANUP_TEST_MG 88 PO Cleanup query Public HTML Excel XML Schedule  Favorite

17| @ Internet | Protected Mode: On ooy ®100% -
Step Action

27.

Click Signout then click File, Exit.

28.

This completes Run the CLEANUP_PO_ACTIVITY Query.
End of Procedure.
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Inquire on a PO

The PO Activity Summary page is the only tool available that will display all voucher activity
(i.e. Voucher IDs and Voucher Line Numbers) for a PO line. This information must be provided
to Accounts Payable to finalize the Voucher.

The PO Activity Summary page indicates the following:
» Whether or not the Receipt(s) has been entered in the PeopleSoft system for the PO line(s) with
a listing of the Receipt

IDs; and

» Whether or not an Invoice(s) (i.e. Voucher) has been paid by Accounts Payable for the PO
line(s) with a listing of the
Voucher IDs and VVoucher Line Numbers.

View and Analyze the PO Activity Summary Page

Procedure
In this topic you will learn how to View and Analyze the PO Activity Summary.

NOTE: The PO Activity Summary can be used to determine why there is a remaining
encumbrance amount on a PO line.
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PS9FSTRN:s
PSOFSWEBDEV12 RcB Home
Personalize Content | Layout

Menu =

Search:
®

(- My Favorites

[- L8U Processes

> Accounts Payable

[ Allocations

[ Asset Management

[ Background Processes
[ Banking

[: Commitment Control

[ Cost Accounting

[» Customer Contracts

[ General Ledger

> Inventory

[ llems

[ PeopleTools

[ Purchasing

[ Reporting Tools

[ et Up Financials/3upply Chain
[ Vendors

[ Worklist

|- My Personalizations

Worklist

Add to Favorites Sign out

ORACLE
USER PRODUCTIVITY KIT

Help

< | 0]

| »

Done @ Internet | Protected Mode: On

®100% ~

Step

Action

Click the Purchasing link.

[* Purchasing

Click the Purchase Orders link.
| [ Purchase Orders |

Click the Review PO Information link.
|[> Review PO Information |

Click the Activity Summary link.
[ - Activity Summary |
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PO Activity Summary

Enter any information you have and click Search. Leave fields blank for a list of all values.

Training Guide

Home | Workist | AddtoFavorites | Sign out

New Window | Help | 5,

Maximum number of rows to return (up to 300). W

Business Unit: = - ’WO\
PO Number: eginswin v [
Purchase Order Date: = - liﬁj
Purchase Order Reference: begins with ,7
Vendor ID: begins with + liQ
[Icase sensitive

Search ‘ Clear ‘BasicSear:h B Save Search Criteria

<

| r

Done @ Internet | Protected Mode: On v ®100% -
Step Action
5. Enter the desired information into the PO Number field. Enter "00364839".
6. Click the Search button.
7. Details Tab

through the entire process.

You can view the following information on the Details tab:

* PO Status — For most Pos, the status will be Dispatched. If the PO has been
changed, but has not yet been Dispatched or Budget Checked, the status could be
Approved or Canceled. A status of Complete indicates the PO has proceeded

* Order Qty — The quantity ordered.
« Amount Ordered — The total dollar amount of the PO line.
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PSOFSTRNss0
PSSFSWEBDEV12 RCB
Eir
New Window | Help | Customize Page | B
Activity Summary
Unit  LSUNO PO Status:  Compl
POID: 00364839 Vendor: ADAIGGER & COMPANY INC
Lines
[ Details ] Receipt ] invoice T Matched T RTV
Bhaking incubator 120V EA 1.0000 3,970.000 USD
Fixing Clip Attachment F/8872 EA 1.0000 520.000 USD
Basic Holder F/2872 EA 1.0000 350.000 USD
E\Return to Search | [=] Notify
Done @ Internet | Protected Mode: On ooy ®100% v

Step Action

8. Click the Line Details for line 1 button.
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PS9FSTRNes

PSOFSWEBDEVi2 Rce
=

Activity Summary

Details for Line 1

PO Humber: 00364839 PO Status: Compl
Line: 1 Vendor ID: A DAIGGER & COMPANY INC
Item ID: Shaking incubator 120Y

Line Details

Order Qty: 1.0000 UOM: EA Amount Ordered: 3,970.000 USD

xpand All Collapse Al
¥ Receipt

} Invoice

+ Matched

» RTV

Return

Training Guide

Sign out

Home | Workist | AddtoFavorites |

New Window | Help | Customize Page | B

[+] Internet | Protected Mode: On

®100% ~

g

Step

Action

Click the Expand All link.
Expand All

10.

View line detail information for line 1.

Click the Return button.
Return

Page 55



Traini

ng Guide ORACLE

USER PRODUCTIVITY KIT

PSOFSTRN:s
PSOFSWEBDEV12 RCB Home | workist | AddioFavorites | Sionout
Eir
New Window | Help | Customize Page | B
Activity Summary
Unit: LSUNO PO Status: Compl
POID: 00364839 Vendor: ADAIGGER & COMPANY INC
Lines customize | Fing | view Al | 20 | B First B 45 05 B st
[ Detaits | Receipt [ invoice ] Matched | RTV
Iltem Item Description UoM Order Qty ﬁ
1 %’ Bhaking incubator 120V EA 1.0000 3,970.000 USD
2 % Fixing Clip Attachment F/8872 EA 1.0000 520.000 USD
3R Basic Holder F/8872 EA 1.0000 350.000 USD
E\Return to Search | [=] Notify
Done @ Internet | Protected Mode: On ooy ®100% v
Step Action
11. Click the Receipt tab.
[7 = ]
[ Receipt |
12. Receipt
* Qty Received — The quantity received in the shipment for the PO line.
* Qty Accepted — The quantity accepted from the shipment.
» Open Quantity — The quantity not yet received.
» Open Amount — The amount not yet received.
13. NOTE: If the Receipt button displays on the PO line (i.e. the icon next to the

Currency field), this indicates a Receipt(s) has been entered in PeopleSoft for the
PO line. If a Receipt does not display on the page, then a Receipt has not been
entered in PeopleSoft for the PO line.

Click the Receipt button.
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PS9FSTRNes

PS9FSWEBDEV12 RCB

1 LSUNO

Unit: LSUNO POID: 00364839

Item ID

Customize | Find | View All| | 3

1.0000 0.0000

3970.000 USD

First B 1 or 1 B L ast

o i e | s |

Amount | Currency

Home Workist | Add to Favories |

New Window | Help | Customize Page | B

B =

Go Back To Aclivity Summary

Training Guide

Sign out

£\ Return to Search | [Z] Hotify
Done @ Internet | Protected Mode: On ooy ®100% v

Step Action

14. You do not have to access the Receipts page (shown later in this exercise) to retrieve

this page.

the Receipt ID and/or Receipt Line Number, as the information is shown here on

Click the Receipt No - 016892 link to access the Receipts page. This action will
open a new window.
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gkemiptSMOws Internet :@ _ X {
ejps:/f’pssfsrch‘Isuhsc.edu/psp/fstrn,l,fEMPLOYEE/ERF + & (&4 x = e o -
‘5;'2 Favorites ‘ w @ Suggested Sites ¥ ﬂj Web Slice Gallery =
|§ Receipts |7‘ & e M= @ v Page v Safety v Tools~ @v >
PS9FSTRNsso
PSOFSWEBDEV12 RcB Home | Workist | AddtoFavortes | Signout
~ Review Receipt New Window | Help | Customize Page | B

Information
— Advanced Shipment

Receipts
SN Histo Unit:  LSUNQ Receipt No: 016892 Source:  On-ine Receipt Status: Received

- Partially Received POs [Receipt Lines Customize | Find | view Al 1] B Firs Bl 4.3 073 B Lagy
- Receipts byLocation Receipt Lines [ More Line Data | Gptional lnpit

B .;t:“t:rua\ Accountin De: ce AmtOnly |RecvQty |RecvUOM  |RejectQty |Device T
— GL Journal Drill Dawn Shaking incubator 120V 3,970.00000 | | 1.0000 EA

L Document Status Fixing Clip Attachment F/8872  520.00000 | | 10000  EA

I Reports

— Add/Update Receipts Basic Holder F/i8g72 350.00000 | 1.0000 EA

— Load Receipts

- Process Receipts

— Inspect Receipts

— Waintain Delivery
Information

— Waintain Activity and
Comments

— Waintain ChariFields
Close Backorders Header Detailg Line Details Manufacturerinfa  Asset Information Document Status ~ Header Comment

— Close Landed Costs

— Accrue Receipls

— Budget Check
— Enlry Event Request 2\ Return to Search | +[5] Frevious in List | +[E] Nextin List | [Z] Notify

- Close Receipts

Display RTV Information Line Status Distribution Putaway Information  Device Tracking Line Comment

l

& Internet | Protected Mode: On

2:41 PM

i
il o

_|

Action

You can also access the Receipts page by navigating from the Main Menu.

Click the Close button.

16.

View the Receipts page.

Click the Close button.
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PS9FSWEBDEV12 RCB
»

New Window

Unit: LSUNO POID: 00364839 Line Item ID

Receipt No

1

Receipt Customize | Find | view Al |G B First BN 4 op B st

o i e | s |

Amount | Currency
1 Received 1 1.0000 0.0000 3970.000 USD =

Sched|p) pecy

1 LSUNO

Go Back To Aclivity Summary

£\ Return to Search | [Z] Hotify

Training Guide

| Help | Customize Page | B

@ Internet | Protected Mode: On

> ®100% ~

3

Step Action

17. Click the Go Back To Activity Summary link.

| Go Back To Activity Summary |
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PS9FSTRN:s
PSOFSWEBDEV12 Rce Home | Workist | AddtoFavorites | Sion out
=
New Window | Help | Customize Page | B
Activity Summary
Unit  LSUNO PO Status:  Compl
POID: (00364839 Vendor: ADAIGGER & COMPANY INC
Lines Customize | Find | View 41| B0 B First B0 13 0p3 B Lost
(DeiEN ] Rreceipt [invaicen [matchea [ oar =]
Line item item Description QiyReceived| o0t it mam Open Amount
1Ry Shaking incubator 120V 1.0000 1.0000 0.0000 0.000 USD
2 B Fixing Clip Attachment F/B872 EA 10000 1.0000 0.0000 0.000 USD
3R Basic Holder F/2872 EA 10000 1.0000 0.0000 0.000 USD
S\ Return to Search | =] Hotify
Done @ Internet | Protected Mode: On v ®100% -
Step Action
18. Click the Invoice tab.

* Quantity Invoiced — The quantity (invoiced) of item(s) paid for on the PO line.
« Amt Invoiced — The amount (invoiced) of the item(s) paid for on the PO line.

If the Invoice (Voucher) button displays on the PO line (i.e. the icon next to the
Currency field), this indicates a payment(s) has been made by Accounts Payable for
the PO line. If a payment has not been made by AP for the PO line, the Invoice
(Voucher) button will not display.

Although the Invoice (i.e. the document from the vendor) and VVoucher (i.e. the
document generated by Accounts Payable in the PeopleSoft system to pay the
vendor invoice) are really two separate documents, PeopleSoft refers to a Voucher
as an Invoice. Vouchers are generated by AP in the PeopleSoft system for anything
that shows payment for funds in your department:

* Invoice (for Vendors)

* Advance Payment (for Direct Pay and Travel)
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PS9FSTRNes

PS9FSWEBDEV12 RCB

Eir

Activity Summary

Unit: LSUNO PO Status:  Compl
POID: 00364839 Vendor: ADAIGGER & COMPANY INC

Lines customize | Fina | view Al] B0 88 First Bl 1.3 0r3 B Last
e \[IRzeept ] 1nvoice T{iMatched ] ATV

Line

Home | Workist | AddtoFavorites |  Sign out

New Window | Help | Customize Page | /&,

e [T N —— Quantity Amount Amt Invoiced |Currency | U-ioiced |Un-invoiced
- Invoiced | Only ‘Quantity

1B Bhaking incubator 120V 100 3,870.000 USD 0.0000 0.000 USD E
2 % Fixing Clip Attachment F/8872 EA 100 520.000 USD 0.0000 0.000 USD E
3R Basic Holder F/g872 EA 1.00 350.000 USD 0.0000 0.000 USD =

E\Return to Search | [=] Notify

@ Internet | Protected Mode: On v ®I100% v

Step

Action

20.

Click the Invoice button to view the Invoice (Voucher) for the PO line and the
Voucher Id.

e

21.

You do not have to access the VVoucher Inquiry page to retrieve the Voucher ID and
the Voucher Line Number. Both are shown on this page.

NOTE: If more than one voucher displays, the items on the PO were received in
more than one shipment. AP cannot finalize the voucher if the last Voucher ID
issued, (i.e. the largest or highest number in the list of Voucher) and the Voucher
Line # are not provided to AP when requesting finalization. The request will be
returned to the user for completion of the information. Both the PO Line # and
the Voucher Line # must be provided to AP since these two numbers are not
always the same.

22.

The Invoice page is the only tool that provides you will all voucher activity for
a line to be able to identify the last voucher issues.

Click the Voucher ID - 00228387 link to access the VVoucher Inquiry page. This
action will open a new window.

00228387
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g\mucher%dnws Internet rer 1@ _X_ {
@ e/ o Qj https://psdfsrcbJsuhscedu/psp/fstm_L/EMPLOYEE/ERE v 3 [ Iy 43 | X | =] Bing P~

* Favorites ‘ ‘7;5 g Suggested Sites ¥ @ Web Slice Gallery =
N - >
|g Voucher | ‘ IO R @ + Page~ Safety v Tools~ @v
PS9FSTRNesso

PSOFSWEBDEV12 RcB K Add to Favorites | Sign out

= Vauchers New Window | Help | Customize Page | B
— Accounting Entries
— Document Status Voucher Inqu".y

— Document Tolerance
Override

— Journal Drill Down — =

- Match Warkbencn search Criteria 3

— Review Payables
Revaluation

- SelfBilled Invoice SearchName  |ALL Q
Creation

— SeltBilled Invoice From To

— Unbalanced Accountin Business Unit LSUNO @ LSUNO O

Voucher ID 00228387 | 00228387 Q)
Invoice Id [
Vendor SetiD SHARE QY

Rediassification
I Interfaces Short Name a |

[ Payments Vendor ID ’76‘
I Vendor VendorLocaton | @

Entry Status v
Accounting Dt

ackground Processes N
anking Invoice Date

ommitment Control Due Date
ost Accounting
< - Entered Date

1:00 PM
8/4/2011

Step

Action

23.

View the Voucher Inquiry page.

Click the Close button.

Page 62




ORACLE
USER PRODUCTIVITY KIT

PS9FSTRNes

PS9FSWEBDEV12 RCB
»

LSUNO PO No.:00364839

1LSUNO

Activity Summary

2 Return to Search | [Z] Hotify

Home | workiist |

Training Guide

Add to Favorites | Sion out

New Window | Help | Customize Page | B

iz @ Internet | Protected Mode: On

v m100% v

Step

Action

24.

Click the Activity Summary link.
Activity Summa
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PS9FSTRN 0
PSOFSWEBDEV12 Rce Home | Workist | AddtoFavorites | Sion out
=
New Window | Help | Customize Page | B
Activity Summary
Unit: LSUNO PO Status:  Compl
POID: 00364830 Vendor: ADAIGGER & COMPANY INC
Lines customize | Find | View &1) B0 ) 38 First Bl 4.2 or2 B Lot
(oetiEn ToReeept 1] invoice  [IMachea [ arv =]
Item Description Quantity | Amount Amt Invoiced |Currency Un-invoiced |Un-invoiced
— Invoiced |Only Quantity
16 Shaking incubator 120V 1.00 3,870.000 USD 0.0000 0.000 USD 2]
2 B Fixing Clip Atachment F/8872 EA 1.00 520.000 UsD 0.0000 0.000 USD =
3R Basic Holder F/8872 EA 1.00 350.000 USD 0.0000 0.000 USD ]
A Return to Search | [=] Hotify
Done @ Internet | Protected Mode: On v ®100% -

Step Action

25. Click the Matched tab.
26. View the Qty Matched and the Amt Matched.

Click the RTV tab.

217. View the Qty Returned and the Amount Returned.

Click the Details tab.

28. Analyzing the PO Activity Summary Page

When analyzing the PO, the general order of review will be as follows:
Receipt > Purchase Order > Voucher

The issues to consider are:

* Receipt — Does the item(s) need Receipt in PeopleSoft?

* Purchase Order — Does the PO or line(s) on the PO need to be changed or
cancelled?

* VVoucher — Does the PO need to be closed?
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Step Action

29. Four scenarios have been found to occur when analyzing the PO Activity Summary
Page. These four scenarios arise from the Receipt (scenario 1 & 2), Purchase
Order (scenario 3) and/or Voucher (scenario 4) are as follows:
1. The PO line has been received (i.e. a Receipt was entered in the PeopleSoft
system) and vouchered (i.e. paid in Accounts Payable), but there is a Remaining
Amount;
2. The PO lines item(s) were ordered and physically received in the Department, but
not vouchered (i.e. paid by Accounts payable);
3. The PO line(s) need to be cancelled and/or changed; and/or
4. The Receipt, Invoice and matched quantities are equal, but the dollar amount
invoiced is less than (<) the PO line amount on any of the PO line(s).
Analyzing these four scenarios is shown in the steps that follow.

30. Receipt
1. The PO line has been received (i.e. a Receipt was entered in the PeopleSoft
system) and vouchered (i.e. paid by Accounts Payable), but there is a Remaining
Amount:
Solution: The PO should be closed by Purchasing.

31. Receipt
2. The PO line item(s) were ordered and physically received in the Department, but
not vouchered (i.e. paid by Accounts Payable).
Solution: Determine if AP has an outstanding invoice to be paid. If there is an
outstanding invoice, AP should proceed with payment. If there is no invoice, the PO
should be closed through PO Reconciliation workbench by someone in Purchasing.

32. Purchase Order
3. The PO line(s) need to be canceled and/or changed.
Solution: Contact Purchasing (i.e. the Buyer) to request the PO line(s) be canceled
and/or changed.

33. Voucher

4. The Receipt, Invoice and matched quantities are equal, but the dollar amount
invoiced is less than (<) the PO line amount on any of the PO line(s).

Solution: The PO can be closed through PO Reconciliation Workbench by
Purchasing.
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Step

Action

34.

For tips on analyzing all encumbrance amount on departmental accounts, including
additional information regarding the fours scenarios discussed above, see:

* The Access the CLEANUP Public Queries that Augment the Procurement and
Requisition Budgetary Activity Reports handout; or

* The PeopleSoft Support Website:
http://www.Isuhsc.edu/ps/support/info%20release20fin.aspx

Information Release #11(R) - LSUSH — Encumbrance Analysis Tips and
Information Release #44 — LSUNO — Encumbrance Analysis Tips.

35.

Click the Home link.

36.

This completes View and Analyze the PO Activity Summary.
End of Procedure.
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View the Receipts Page for a PO Line

Procedure

Training Guide

In this topic you will learn how to View the Receipts Page for a PO Line.

PS9FSTRNes
PSSFSWEBDEV12 Rce
Personalize Content | Layout

Menu
Search:

| ®
[ My Favorites

[: LSU Processes

[+ Accounts Payable

[ Allocations

[ Asset Management

[ Background Processes
[ Banking

[» Commitment Control

[ Cost Accounting

[- Customer Contracts

[ General Ledger

> Inventory

[ ltems

[ PeopleTools

[ Purchasing

[ Reporting Tools

[ Set Up Financials/Supply Chain
[: Vendors

[ Worklist

|- My Personalizations

28

\Worklist Add to Favorites

Help

<

10}

| »

Done

[+ Internet | Protected Mode: On

iy v ®|100% v

Step

Action

Click the Purchasing link.

[* Purchasing

Click the Receipts link.

Click the Review Receipt Information link.
| [ Review Receipt Information |

Click the Receipts link.
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PSOFSTRNsso
PSSFSWEBDEV12 RcB AddtoFavorites | Sian out
Eir
New Window | Help |
Receiving

Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 300). W

Business Unit: BN ’WO\
ReceiptNumper: bpeginswin v |
Bill of Lading: begnswith «| |
PO Business Unit: = ’70\
Item 1D: begins with !70\
UserID: begins with ’70\
PO Number: begins with + ’70\
Ship To Location: begins with ’70\
Vendor ID: begins with ’70\

Received Date: = - [Hl
Receipt Status: = - -
[[Icase sensitive
Search | Clear |pasic Search [E Save Search Criteria
< 1 | b
Done @ Internet | Protected Mode: On ooy ®|100% v

Step Action

5. Enter the desired information into the Receipt Number field. Enter "016892".

6. Click the Search button.
Search
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»

Unit:  LSUNO ReceiptNo: 016892

Source:  On-line Receipt Status: Received

Receipt Lines
[ Receipt Lines ] More Line Data | @piional input

liem Description

New Window | Help | Customize Page | B

Shaking incubator 120V 3,970.00000 1.0000 EA
Fixing Clip Attachment F/8872 520.00000 1.0000 EA
Basic Holder F/8872 350.00000 1.0000 EA
H Line Details Manufacturer Info AssetInformation Document Status ~ Header Comment
Display RTV Information Line Status Distribution Putaway Information Device Tracking Line Comment
& Return to Searchl +[E] Previous in List | 4[] Mextin List | [=] Notify |

Training Guide

J »

Done

@ Internet | Protected Mode: On

®100% ~

o -

Action

Click the Show all columns button.
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PS9FSTRNes
PSOFSWEBDEVi2 Rce
(=13
New Window | Help | Customize Page | B
Unit: LSUNO ReceiptNo: 016892 Source:  OrHine Receipt Status: Received
Receipt Lines
Sel Reject Oty (Device Track (Insp Oty
F1 Shaking incubator 120V 3,970.00000 1.0000 EA 1.0000 1.0000
[ 2 Fixing Clip Attachment F/3872 520.00000 1.0000 EA 1.0000 1.0000
1 3 Basic Holder F/8872 350.00000 1.0000 EA 1.0000 1.0000
Header Details Line Details Manufacturer Info AssetInformation Document Status ~ Header Comment
Display RTV Information Line Status Distribution Putaway Information Device Tracking Line Comment
E\Return to Search | +[5] Frevious 0 List | +[E] Next in List | [=] Motify |
< | 111 D
Done @ Internet | Protected Mode: On v ®100% -

Step Action

8. Click the Right button of the scrollbar to view additional information.

]
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PSOFSTRNss0
PS9FSWEBDEV12 RCB Worklst | AddtoFavorites |  Sign out
»

customize | Find | view A1l B 88 First Bl 13053 B0 Last

Reject Action |RMA Number |Line Nbr (Invoice Humber |PK Slip No Pro Number

< [

1 | »

@ Internet | Protected Mode: On fa v R100% v .

Step Action

9. Click the Home link.

10. This completes View the Receipts Page for a PO Line.
End of Procedure.
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View the Voucher Inquiry Page for a PO Line

Procedure

Training Guide

In this topic you will learn how to View the Voucher Inquiry Page for a PO Line.

PS9FSTRNes
PSSFSWEBDEV12 Rce
Personalize Content | Layout

Menu
Search:

®
[ My Favorites
[: LSU Processes
[+ Accounts Payable
[ Allocations
[ Asset Management
[ Background Processes
[ Banking
[» Commitment Control
[ Cost Accounting
[- Customer Contracts
[ General Ledger
> Inventory
[ ltems
[ PeopleTools
[ Purchasing
[ Reporting Tools
[ Set Up Financials/Supply Chain
[: Vendors
[ Worklist
|- My Personalizations

28

\Worklist Add to Favorites

Help

<

10}

| »

Done

& Internet | Protected Mode: On

v ®100% v

Step

Action

Click the Accounts Payable link.

|[> Accounts Payable |

Click the Review Accounts Payable Info link.
|[> Review Accounts Payable Info |

Click the Vouchers link.

— Voucher

Click the Voucher link.
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Step Action

5. Vouchers are generated by AP in the PeopleSoft system for anything showing
payment of funds for your Department:

* Invoice (for vendors)

* Advance Payment (for direct pay and travel)

The following Business Units may be used to view Vouchers for Purchase Orders,
Travel or Direct Pay when searching from the VVoucher Inquiry page:

LSUNO:
LSUNO for Public and General Requisitions and Purchase Orders
LSUNE for Internal Travel and Direct Pay

LSUSH:
LSUSH for Public and General Requisitions and Purchase Orders
LSUSE for Internal Travel and Direct Pay

Enter the desired information into the Voucher ID From field. Enter "00228387".

Enter the desired information into the Voucher ID To field. Enter "00228387".

8. Click the Vertical scrollbar to scroll down to the bottom of the page.
9. Click the Search button.
Search
10. Click the Vertical scrollbar to scroll down to the bottom of the page and view the
Voucher Inquiry results.

11. View the fields on the Details page.
Invoice Date - The date the voucher was generated

Click the Payment Info button to view payment information.

12. View the Payment page.

Bank Code/Account - BKOL for LSUNO, LSUNA and LSUNE;

BKDG for LSUSH and LSUSE.

Payment Reference ID - The Check Number. This link will take you to the
Payment Inquiry page. You will not be able to return directly to the Voucher Inquiry
page once you click this link.

Payment Date - Date payment of voucher is made (i.e. date of the check).
Payment Amount - Amount of the check (i.e. the check could include payment of
several vouchers for a specific vendor).

Voucher Paid Amount - Amount that was paid for the voucher being viewed.
Payment Status - Indicates the status of the payment (i.e. Paid, Void, blank until a
credit is applied, etc.).
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Step Action

13. Click the Back To Voucher Inquiry link.
|Ea|:h To Voucher Inguiry |

14. Click the Amounts tab.

15. View the Amounts page.
Gross Invoice Amount - Amount of the Voucher
Click the More Details tab.

16. View the fields on the More Details page.
Due Date - The date AP is scheduled to pay the vendor
Acctg Date - The Accounting Period in which the Due Date falls
Entered On - The date AP entered the Voucher
Click the Detail Lines button. This action will open a new window.
%

17. Click the Horizontal scrollbar to view additional fields.

|
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w Favorites ‘ w ,’e Suggested Sites v @ Web Slice Gallery *

g Voucher Line Display

& b >[4 @ ¥ Page~ Safety v Tools~ @v ”

PS9FSTRN:s
PSOFSWEBDEV12 Rce Add to Favorites |  Sian out
[E3
New Window | Help | Customize Page | B, -
4,840.00
0.00
0.00

Eind | View &l First Bl 4 053 O Last

1

nt: 3,970.00
rice: 3,970.00000
hedule: 1
ule: 1
Customize | Find | View All| B0 ] First B0 1 of 1 B Last
Class t Activity |Source Type |Cateqory |Subcategory |Affiliste |Fund Affil T
10001 20200 LSUNO 1404001334 1
-
« [ 11 ] »
& Internet | Protected Mode: On ooy ®I100% v

Step Action

18. View additional fields.

Click the Close button.

=
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PS9FSTRNes
PSSFSWEBDEV12 RcB
Eir
nem Iy |
*Amount Rule Any he
Amount ]
Currency ’_Q
*Voucher Style All Vouchers -
Post Status -
Approval Status M
Voucher Balance -
Voucher Source v
UserlID
Gl Business Unit | |
Account
Department ]
VAT o ]
Process Instance ’—
Match Status -
Financial Sanctions -
Status
Max Rows m Search Clear
jSort Criteria
*Sort By: Woucher ID A *SortAsc/Desc:  Ascending A Sort Display|

¥ Display Currency Criteria

¥ Late Interest Analysis

'Voucher Inquiry Results
[ Waucherbetais) [ Amaunis ] More Details

Post |Approval|Close |,
es |Status [Status |Status 2700 \Due Date

LSUNO 00228387 Regular 0000000002

Posted Approved Open

Customize | Find | View Al | &0

Basis Date Acctq Date

ONL  01/271/2010 01/21/2010

02/02/2010  02/02/2010

Training Guide

Sign out

11

First I 1 or 1 N Last

Entered on

Valid Valid

L}

B @ Internet | Protected Mode: On

®100% ~

o -

Step

Action

19.

Click the Home link.

20.

End of Procedure.

This completes View the Voucher Inquiry Page for a PO line.
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View the Payment Inquiry Page for a PO Line

Procedure

Training Guide

In this topic you will learn how to View the Payment Inquiry Page for a PO Line.

PS9FSTRNes
PSSFSWEBDEV12 Rce
Personalize Content | Layout

Menu
Search:

®
[ My Favorites
[: LSU Processes
[+ Accounts Payable
[ Allocations
[ Asset Management
[ Background Processes
[ Banking
[» Commitment Control
[ Cost Accounting
[- Customer Contracts
[ General Ledger
> Inventory
[ ltems
[ PeopleTools
[ Purchasing
[ Reporting Tools
[ Set Up Financials/Supply Chain
[: Vendors
[ Worklist
|- My Personalizations

28

\Worklist Add to Favorites

Help

<

10}

| »

Done

& Internet | Protected Mode: On

v ®100% v

Step

Action

Click the Accounts Payable link.

|[>- Accounts Payable |

Click the Review Accounts Payable Info link.
|[> Review Accounts Payable Info |

Click the Payments link.

[ Payments

— Payment

Click the Payment link.
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PS9FSWEBDEV12 RCB
Eir

Home | Workist | AddtoFavortes |

New Window | Help | Customize Page | [,

Payment Inquiry

Search Criteria

SearchName  |ALL Q
From To

Vendor Name [ Q| Q
*Amount Rule Any v
Amount
Currency ’7 Q

Bank SetlD [SHARE O

Bank Code L a

Bank Account Q

Bank Account #

Reference

Payment Date ’—@ ’— il
Payment Method hd
Pay Cycle Q
Seqg Num Q
Payment Status -

Remit SetiD SHARE O,

Remit Vendor Q

Settle By -

Settlement Status A
Single Payment Vouchers: [

Max Rows 300 Search Clear

Sign out

ORACLE
USER PRODUCTIVITY KIT

-

m

[] show Chart “Chart Type:  Bar Chart -
-
< 1 = | »
Done @ Internet | Protected Mode: On ooy ®100% v
Step Action

Enter the desired information into the Reference field. Enter "446953",

NOTE: The Reference number is the check number.

Click the Search button.

[ searn |
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PS9FSTRNes

PS9FSWEBDEV12 RCB

Home | Workist | AddtoFavorites |  Sionout

Eir
New Window | Help | Customize Page | /&, =l
Payment Inquiry
SearchName  |ALL Q
From To
Vendor Name [ Q | Q
*Amount Rule Any -
Amount ’7
Currency ’7Q =
Bank SetlD [SHARE O
Bank Code ’jo\
Bank Account Q
Bank Account #
Reference 446953 446953
Payment Date ’— [ ’— il
Payment Method hd
Pay Cycle ’—Q
Seqg Num ’—Q
Payment Status - L4
Remit SetiD [sHARE|Q
Remit Vendor ’—Q
Settle By -
Settlement Status h
Single Payment Vouchers: [
Max Rows m Clear
["] show Chart “Chart Type:  Bar Chart -
< 1 : ] » )
Done @ Internet | Protected Mode: On oo ®I100% v
Step Action
7. Click the Vertical scrollbar to scroll down to the bottom of the page.
8. View the fields on the Payment Details page.
Payment Reference ID - The check number
Amount - Amount of the check
NOTE: The check could include payment for several vouchers for a specific
vendor.
9. Click the Payment Reference ID link to view the Vouchers For a Payment page.
446953
10. View the Vouchers For a Payment page.
Payment Clear Date - Date the check cleared the bank.
11. Click the Back To Payment Inquiry link.
Hack To Payment Inguiry
12. Click the Additional Info tab.
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Step Action
13. View the fields on the Additional info page.
Click the Vendor Details tab.
14. View the fields on the Vendor Details page.
NOTE: This is the Remit Address where the check was mailed.
Click the Financial Gateway tab.
15. Click the Home link.
=
16. This completes View the Payment Inquiry Page for a PO Line.

End of Procedure.
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Inquire on a Purchase Order to Determine the Receiving Options
Procedure

In this topic you will learn how to Inquire on a Purchase Order to Determine the Receiving
Option.

Step Action

1. You will need to determine whether a Purchase Order needs to be received in the
PeopleSoft system in order for payment to be processed by Accounts Payable. In
this exercise you will identify the Receiving Option for the specified item.
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PS9FSWEBDEV12Z RcB

\Worklist

Personalize Content | Layout

Menu

[ ltems

Search:

[ My Favorites

[: LSU Processes

[+ Accounts Payable

[ Allocations

[ Asset Management
[ Background Processes
[ Banking

[» Commitment Control
[ Cost Accounting

[- Customer Contracts
[ General Ledger

> Inventory

[ PeopleTools

[ Purchasing

[ Reporting Tools

[ Set Up Financials/Supply Chain
[: Vendors

[ Worklist

|- My Personalizations

28

®

Add to Favorites

ORACLE
USER PRODUCTIVITY KIT

Help

<

10}

] »

Done

@ Internet | Protected Mode: On AT

®100% ~

Step

Action

Click the Purchasing link.

[> Purchasing

Click the Purchase Orders link.
|[> Purchase Orders |

Click the Review PO Information link.
|[> Review PO Information |

Click the Purchase Orders link.
|— Purchase Orders |
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PS9FSTRNes

PSOFSWEBDEV12  RcB | workist | Addto Favorites | Sign out
Eir

Mew Window | Help |

Purchase Order Inquiry
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
Maximum number of rows to return (up to 300); |300
Business Unit: = LSUNO Q
POID: begins with ¥
Contract SetiD: begins with + Q
Contract ID: begins with Q
Release Number: = A
Purchase Order Date: = - El
PO Status: = - -
Short Vendor Name:  begins with + Q
Vendor ID: begins with Q
Buyer: begins with Q
Buyer Hame: begins with + Q
PO Type: = A -
[[Icase Sensitive

Search | Clear |Eas||: search [E) Save Search Criteria
< 1 ] G

@ Internet | Protected Mode: On ooy ®100% v

Step Action

6. Enter the desired information into the PO ID field. Enter "00364839".

7. Click the Search button.
Search
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PS9FSWEBDEV12 RCB Home
Eir

Purchase Order Inquiry
Purchase Order

Unit: LSUNOD PO Status: Compl
POID: 00364839 Budget Status:  Valid
PO Date: 11/18/2009 Doc Tol Status: Valid
Vendor: ADAIGGER & CO Backorder Status: None
VendorlD: 0000001228 Vendor Details Receipt: Received
Hold From Further Processing
Buyer: Tremblay, William Amount Summary
PO Reference: 0032115 Merchandise: 4840.00
Header Details Al RTV Matching FreightTax/Misc.: 0.00
Header Comments Document Status Total: 4840.00 USD

Change Order Change Order Comments

Select Lines To Display

Lines customize | Find | View a1 | 0| 38 First Bl 43 or2 B (ost

ot ot s [

Lne | [item Item Description Cateqory PO Gty

1 B Shakinoincubator 120V 00082 1.0000 EA 3970.00 USD Closed (0 [E
2 B Ebing Clip Aftacnment /8872 00082 1.0000 EA 52000 USD Closed (O [
: B Basic Holder F/8s72 00082 1.0000 EA 350.00 USD Closed 2 [3

E\Return to Search | [=] Notify = Related Links

| workist | AddtoFavories |

New Window | Help | Customize Page | B

ORACLE
USER PRODUCTIVITY KIT

Sign out

Done @ Internet | Protected Mode: On

®100% ~

-

Step Action

Click the Line Details button for the Shaking Incubator option.

=13

‘=]

The Recv Reqd option indicates whether a PO will be received

into the PeopleSoft

system. If "Required" displays to the right of the field, a receipt must be entered for
this PO. If “Do Not” displays, then a receipt will not be entered for the PO.
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PSOFSTRNsso
PSIFSWEBDEVI2 RCB AddtoFavoriles |  Sign out
Eir
New Window | Help | Customize Page | B
Details for Line A DAIGGER & CO
POID: 00364839 Line: 1 Ehaking incubator 7201
Status: Closed Amount Only Backorder Status:  None
Physical Nature: Goods
Amount: 3,970.00 usD
Category: 00082 INCUBATOR SHAKERS, PARTS, 00083
ETC
Contract: SHARE Release:
Rebate ID:
RFQID: UPN ID:
Vnd Itm 1D: GPOID:
Vndr Catlg: GPO Contract:
Mfg 1Dz
Mfg Itm ID:
Price Qty: Schedule Price Date: PO
Withholding Replenish Code: Standard
Recv Reqd Required Inspect Device Tracking
Config Code:
Retumn
Done @ Internet | Protected Mode: On foov ®100% ~
Return
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PS9FSTRNes
PSOFSWEBDEVi2 Rce
»

Purchase Order Inquiry

ORACLE
USER PRODUCTIVITY KIT

Mew Window | Help | Customize Page | B

Purchase Qrder

Unit: LSUNO PO Status: Compl
POID: 00364839 Budget Status:  Valid
PO Date: 11/18/2009 Doc Tol Status: Valid
Vendor: ADAIGGER & CO Backorder Status: Mone
VendorID: 0000001228 Vendor Details Receipt: Received
Hold From Further Processing
Buyer: Tremblay, William

Amount Summary
PO Reference: 0032115

Merchandise: 4840.00
Header Details AllRTV Matchin FreightTax/Misc.: 0.00
Header Comments... Document Status Total: 4840.00 USD

Change Order Change Order Comments

A B First B 4 B st

Customize | Find

Select Lines To Display

1 Shaking incubator 120V 0o0s2 1.0000 EA 3970.00 USD Closed ESi
2 Fixing Clip Aftachment F/8872 00082 1.0000 EA 52000 USD Closed O ES
3 Basic Holder F/IB872 00082 1.0000 EA 350.00 USD Closed O 4

2 Return to Search | [=] Hotify

Done [+] Internet | Protected Mode: On

% 100%

L4

Step Action

11. Click the Home link.

12.
Option.
End of Procedure.

This completes Inquire on a Purchase Order to Determine the Receiving
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Inquire on a PO Document Status Page

Procedure

Training Guide

In this topic you will learn how to Inquire on the PO Document Status Page.

PS9FSTRNes

PSSFSWEBDEV12 Rce
Personalize Content | Layout

Menu
Search:

®
[ My Favorites
[: LSU Processes
[+ Accounts Payable
[ Allocations
[ Asset Management
[ Background Processes
[ Banking
[» Commitment Control
[ Cost Accounting
[- Customer Contracts
[ General Ledger
> Inventory
[ ltems
[ PeopleTools
[ Purchasing
[ Reporting Tools
[ Set Up Financials/Supply Chain
[: Vendors
[ Worklist
|- My Personalizations

28

\Worklist

Add to Favorites

Help

<

10}

| »

Done

& Internet | Protected Mode: On

v R100% v

Step Action

1. The PO Document Status page will allow you to view the status of any documents
associated with the PO (i.e. Requisitions, Receipts, Vouchers, and Payments).
Click the Purchasing link.
[i Purchasing |

2. Click the Purchase Orders link.
[l Purchase Orders |

3. Click the Review PO Information link.
|[> Review PO Information |

4, Click the Document Status link.

|- Document Status |
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PS9FSTRNes
PS9FSWEBDEV12 RCB
Eir

Purchase Order Document Status

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Maximum number of rows to return (up to 300): W
smo a
begins with + ,7
Bl
begins with ~ liQ
I

Purchase Order Reference: begins with +

Business Unit: = -
PO Number:
Purchase Order Date: = -

‘Origin:

[Icase sensitive

Search ‘ Clear ‘BasicSear:h B Save Search Criteria

Home

| workist |

ORACLE
USER PRODUCTIVITY KIT

Add to Favorites | Sion out

New Window | Help | o,

| r

@ Internet | Protected Mode: On

fy v ®100% v

Step

Action

Enter the desired information into the PO Number field. Enter "00364839".

Click the Search button.
Search

the proper security.

View the PO Document Status page.

From the Document Status page you can view the Inquiry pages for all Document
Types (i.e. Requisition, PO, Receipt, Voucher and Payment).

NOTE: You can only access the Voucher and Payment Inquiry pages if you have
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PS9FSTRNes
PSSFSWEBDEV12 RCB Addto Favorites | Sion out
Eir
New Window | Help | Customize Page | B
PO Document Status
Document Status
Business Unit:  LSUNO POID: 034839 Status: Compl
Document Date: 11/18/2009 Document Type: Purchase Order Budget Status: Valid
Currency: usD Amount: 4,840.00
Buyer: Tremblay, William
Associated Document Eind First K 1.4 ora Bl Last
[ Documents [
SetiD DocIp Status Document Date  |Vendor ID
LSUND REQ 0032115 ‘Complete 11132009
LSUNO Receipt 016892 Received 02/01/2010 0000001228 0000000001 B
LSUNO Voucher 00228387 Posted 012172010 ‘0000000002
SHARE Payment 00002346956 Posted 02/03i2010 0000001228 7 0000000002 B
ELReturn to Search
< | 1 J »
Done

@ Internet | Protected Mode: On

fy v R100% v

Step Action

Click the PO ID 00364839 link to view the PO Inquiry page. This action will open a
new window.
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- Windows
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| 9 Purchase Orders

PS9FSTRNss0

PSIFSWEBDEV12 RcB

= Review PO Information -

— Adlivity Summary
— PO Accounting Entries
— Document Tolerance
Exceptions
— Doc Tolerance Override
History

— PrintPOs
— PO Distribution Print
— Document Status

[- Reports

[» Budget Year End
Processing

— Add/Update Express POs

— Add/Update POs

— Approve Amounts

— Approve ChariFields

— Resene PO IDs

— Maintain Distributions

— Dispatch POs

— Werify Document
Tolerance

— Budget Check

— Entry Event Request

— Create Backorders

— Approval Workflow

— Effective Dated UOM PO
Update

Darsinte

1

I} 3

. Favorites ‘ b3 e Suggested Sites v @ Web Slice Gallery *

=
= gj https://psOfsrch.lsuhsc.edu/psp/fstrn_1/EMPLOYEE/ERP/c/h + 3 byl 49 | X @ Bing L~
. »
| IR > [ @ ~ Page~ Safety~ Tools~ @v
New Window | Help | Customize Page | B
Purchase Order Inquiry
Purchase Order
Unit: LSUNO PO Status: Compl
POID: 00364839 Budget Status:  Valid
PO Date: 11/18/2009 Doc Tol Status: Valid E
Vendor: ADAIGGER & CO Backorder Status: None
VendorID: 0000001228 Vendor Details Receipt: Received
|| Hold From Further Processing
Buyer: Tremblay, William Amount Summary
PO Reference: 0032115 Merchandise:
Header Details All RTV Matching Freight/Tax/Misc.: (L
Header Comments.. Document Status Total:
Change Order Change Order Comments Select Lines To Display
Customize | Find | View All| &) ast
ltem ltem Description Category PO Oty UOM |Amount Status
1 Shakinn ineuhator 1204 nnna? 4.0000 EA 207000 1SN Clnsad (@l N
4 {11} »
@ Internet | Protected Mode: On

Action

View the PO Inquiry page.
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PSOFSTRNss0
PSSFSWEBDEV12 RCB Addto Favorites | Sion out
Eir
New Window | Help | Customize Page | B
PO Document Status
Document Status
Business Unit:  LSUNO POID: 034839 Status: Compl
Document Date: 11/18/2009 Document Type: Purchase Order Budget Status: Valid
Currency: usD Amount: 4,840.00
Buyer: Tremblay, William
Associated Document Find First Kl 1.4 or 4 B Lost
[ Documents [
SetiD Docip Status Document Date  |Vendor ID
LSUND REQ 0032115 ‘Complete 11132009
LSUNO Receipt 016892 Received 02/01/2010 0000001228 0000000001 B
LSUNO Voucher 00228387 Posted 012172010 ‘0000000002
SHARE Payment 00002346956 Posted 02/03i2010 0000001228 7 0000000002 B
ELReturn to Search
< 1 J »
iril @ Internet | Protected Mode: On v W100% v

Step Action

10. Click the Receipt Doc ID 016892 link to view receipt information. This action will

open a new window.
016892
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%% Receipts - fe)

ﬂj https://psSfsrcb.lsuhsc.edu/psp/fstrn_2/EMPLOYEE/ERP/c/h + 3

Internes

Bing

ORACLE’
USER PRODUCTIVITY KIT

.4 Favorites ‘ b3 e Suggested Sites v ej Web Slice Gallery *

| g Receipts

PS9FSTRNss0

PSIFSWEBDEV12 RcB

Information
— Advanced Shipment

Receipts
— ASN Histol

— Partially Received POs
— Receipts by Location
— Accrual Accounting
Entry

— GL Journal Drill Down
— Document Status

[> Reports

— Add/Update Receipts

— Load Receipts

— Process Receipts

— Inspect Receipts

— Maintain Delivery
Information

— Maintain Adtivity and
Comments

— Maintain ChariFields

— Close Backorders

1

= Review Receipt N

Mew Window | Help | Customize Page |

=)

Unit:  LSUNQ ReceiptNo: 016892 Source:  On-line Receipt Status:

Receipt Lines
" Receipt Lines |{/iore Line Data) ] Gptional ingit

sel Des

[ [ Shaking incubator 120V 3,970.00000 | | 1.0000
2 Fixing Clip Attachment FI3872 52000000 [ 1.0000
[~ = Basic Holder Fi8872 35000000 | | 1.0000

Received

LI

— Close Landed Costs
— Accrue Receipts

— Budget Check

— Entry Event Request
— Close Receipts
Generate Journals

Header Details Line Details ManufacturerInfo  Asset Information
Display RTV Information Line Status Distribution Putaway Information
E\Return to Search | +[5] Frevious in List | +E Next in List | [=] Notify |

Document Status

Device Tracking

Header Comment

Line Comment

< | 1

@ Internet | Protected Mode: On

Step Action

11.

l.

View the Receipts Inquiry page.

Click the Close button to return to the Document Status page.
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PSOFSTRNss0
PSSFSWEBDEV12 RCB Home | Workist | AddtoFavorites | Sian out
(=13
New Window | Help | Customize Page | B
PO Document Status
Document Status
Business Unit:  LSUNO POID: 00364839 Status: Compl
Document Date: 11/18/2009 Document Type: Purchase Order Budget Status: Valid
Currency: usD Amount: 4,840.00
Buyer: Tremblay, William
Associated Document customize | Find | View A1) E0) 3 rirst B 44 o B Lot
| Documents  [ReREaRN =
SetiD E:ni“e“ Document Type |DOC ID Status Document Date  |Vendor ID
LSUNO REQ 0032115  Complete 1111312009
LSUNO Receipt 18853 Received 02/01/2010 0000001228 5 0000000001 £
LSUNO Voucher 00228387 Posted 01/21/2010 00000012285 0000000002
SHARE Payment 0000346956 Posted 02/03/2010 0000001228 & 0000000002 B
E\Return to Search
< 1 J »
[ @ Internet | Protected Mode: On ooy ®100% v i

Step Action

12. Click the Voucher Doc ID 00228387 link to view the VVoucher Inquiry page. This

action will open a new window.

NOTE: You will only be able to view this page is you have the appropriate security
access.
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ﬂj https://ps9fsrcb.lsuhsc.edu/psp/fstrn_3/EMPLOYEE/ERP/c/E + 3

ORACLE’
USER PRODUCTIVITY KIT

P -

' 7 Favorites iz Suggested Sites v @ | Web Slice Gallery »
w ¥ & >u9g Ty

R »
|e Voucher | IR > [= @ ~ Page~v Safetyv Tools~ @v
PS9FSTRN:s
PSOFSWEBDEV12 Rce st | AddtoFavortes | Signout
= Vouchers = MNew Window | Help | Customize Page | B, &
— Accounting Entries
— Document Status i
— Document Tolerance Voucher IanIry
Override
— Journal Drill Down — L
- Match Workbench SearcGlilori £
— Review Payables g
Revaluation
~ Self-Billed Invoice Search Name AL Q
Creation
— Sel-Billed Invoice From To
— Unbalanced Accounting Business Unit LSUNO C LSUNG
B E:‘T”thans Voucher ID 00228387 | @ 0228387 | @
cher = Invoice Id Q, [ Q,
— Partial 224 Vendor SetiD SHARE G
Reclassification
[+ Interfaces SLil D Q | a
[> Payments Vendor ID Q Q
[» Vendor - ]
Reports Vendor Location Q
Miocations L Entry Status A
fsset Management Accounting Dt [E] [51)
background Processes
amgng Invoice Date [ [
Lommitment Control Due Date
0st Accounting
bustomer Contracts |y e —a & B
Ranaral | srnar e a4
‘ T o < ‘Ongm SetlD —_ = ;
Done @ Internet | Protected Mode: On v R100% v

1:42 PM

8/12/2011

_|

Step Action

13. View the Voucher Inquiry page.

[rer—

NOTE: Scroll to the bottom of the page to access Payment page. See the ""View
the Payment Inquiry Page for a PO Line" topic in this section.

Click the Close button to return to the Document Status page.
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PSOFSTRNss0
PSSFSWEBDEV12 RCB st | AddtoFavorites |  Sign out
Eir
New Window | Help | Customize Page | B
PO Document Status
Document Status
Business Unit:  LSUNO POID: 00364839 Status: Compl
Document Date: 11/18/2009 Document Type: Purchase Order Budget Status: Valid
Currency: usD Amount: 4,840.00
Buyer: Tremblay, William
Associated Document Customize | Find | First K 1.4 ora Bl Last
[ Documents [
setiD B"’"‘e“ Document Type |DOC ID Status DocumentDate  [VendorID
LSUNO REQ 0032115 Complete 1111312009
LSUNO Receipt 01 Received 02/01/2010 0000001228 55 0000000001 B
LSUNO Voucher it 4 Posted 01212010 0000001228 5 0000000002
SHARE Payment 00002346956 Posted 02/03/2010 0000001228 7 0000000002 B
ELRetun to Search
< 1 J »
il @ Internet | Protected Mode: On v ®100% v

Step Action

14.

accCess.

0000346956

Click the Payment Doc ID 0000346956 link to view the Payment Inquiry page.

NOTE: You will only be able to view this page is you have the appropriate security
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= aj https://psSfsrcb.lsuhsc.edu/psp/fstrn_4/EMPLOYEE/ERP/c/C =

ORACLE’
USER PRODUCTIVITY KIT

3 byl 49 | X Eging L~

w Favorites ‘ ‘7‘/5 ,’e Suggested Sites v @ Web Slice Gallery *

| % -

- »
>[4 @ ¥ Page~ Safety v Tools+ @v

@ Payment
PS9FSTRN:s
PSOFSWEBDEV12 RcB

= Payments N
— Detail Data

— Summary Data

— Summary Metric

— Bank Transfer Charge

— Document Status

— Drafts

— Eederal Payment
Schedule

— Letter of Credit r

yment
— Prepayments
— Prompt Payments
— Replaced Payments
[ Vendor
Reports
Hlocations
fsset Management =
packground Processes
anking
Control
0st Accounting
Pustomer Contracls
Feneral Ledger
fventory
ems
eopleTools
furchasing
reporting Tools

a4 In Einanrisle @unnh

I} 3

New Window | Help | Customize Page | B

Payment Inquiry

Search Name |ALL Q =
From To
Vendor Hame [ a | a
“Amount Rule -
Amount ]
Currency ,_ Q,
Bank SetiD SHARE QU
Bank Code [eroL @
BankAccount  |BKOL QU
Bank Account® | |
Reference [aagosa [aaposa
Payment Date ,7 ,7
Payment Method ~ Check -
Pay Cycle [ &
Seq Num ’7 Q
Pavment Status hd -

[ I \ b

@ Internet | Protected M

8/12/2011

_|

Step Action

15.

View the Payment Inquiry page.

Click the Close button to return to the Document Status page.
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PSOFSTRNsso
PSSFSWEBDEV12 RcB Home | Wiorkist | AddioFovorites | Sion out
Eir
New Window | Help | Customize Page | B
PO Document Status
Document Status
Business Unit:  LSUNO POID: 00364839 Status: Compl
Document Date: 11/18/2009 Document Type: Purchase Order Budget Status: Valid
Currency: usD Amount: 4,840.00
Buyer: Tremblay, William
Associated Document customize | Find | View A1) E0) 3 rirst B 44 o B Lot
[ Documents JRERiEdRIG
SetiD E:;i“e“ Document Type |DOC ID Status Document Date  |Vendor ID
LSUNO REQ 0032115  Complete 1111312009
LSUNO Receipt 016892 Received 02/01/2010 0000001228 55 0000000001
LSUNO Voucher 00228387  Posted 01/21/2010 0000001228 5 0000000002
SHARE Payment {iGGG345554 Posted 021032010 0000001228 7 0000000002 B
ELReturn to Search
< I J r
# @ Internet | Protected Mode: On ooy ®100% -

Step Action

16. Click the Show all columns button.

17. Click the Voucher Accounting Entries link. This action will open a new window.

NOTE: You will only be able to view this page is you have the appropriate security
access.

Accounting Entries
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% Accountin ies - Windo =
ﬂj https://ps9fsrcb.lsuhsc.edu/psp/fstrn_5/EMPLOYEE/ERP/c/E + 3 @ 4 | X @\ Bing L~
W Favorites ‘ ‘7‘/@“ e Suggested Sites v @ Web Slice Gallery *
| »
|9Accounting Entries | oo e @ v Page~v Safety v Tools ¥ @'

PS9FSTRNss0
PSI9FSWEBDEV12 RcB
»

Mew Window | Help | Customize Page | -

nies
Voucher Accounting Entries

“Business Unit: LSUNO QL youcherip: (00228387 U jnyoice Number: 1800460 Q

“Accounting Line View Option:  ¥iewBoth ¥ (] Show Foreign Currency _ Search Reset

Invoice Date:  01/21/2010 VendorID: 0000001228  Vendor Hame: ADAIGGER & COMPANY INC

Accounting Information

First Bl 1 or2 O Last

1

Posting Process: AP Accrual GL Dist Status:  Distributed
Customize | Find | Vi First Bl 1.6 or 6 B Last
in Information  [{CRarfers ] aimal
Monetary Amount Currency Code

Accounts Payable -3,970.00 USD ACTUALS LSUNO

Shaking incubator 120V 3,970.00 USD ACTUALS LSUNO

Accounts Payable -520.00 USD ACTUALS LSUNO

Fixing Clip Aftachment F/8872 520.00 USD ACTUALS LSUNO W
Accounts Payable -350.00 USD ACTUALS LSUNO

Basic Holder Fig872 350.00 USD ACTUALS LSUNO

] »

@ Internet | Protected Mode: On foov ®|100% ~

1:44 PM

8/12/2011

_|

Step

Action

18.

Click the Show all columns button.

19.

Click the Right scrollbar to view additional columns.
P.

20.

Click the Right scrollbar to view additional columns.
}
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€ Accounti - Wind =
= ttps://psOfsrcb.lsuhsc.edu/psp/fstrn_ c/E = + ing <
| @] nitps.//psSfsrch.Isuhsc.edu/psp/fstm_S/EMPLOYEE/ERP/c/E fi by 9 | X [l =] Bi L
w Favorites ‘ ‘7‘/@“ ,’e Suggested Sites v @ Web Slice Gallery *
o ~ »
|@Accounting Entries | & 7 > [= @ ¥ Page~ Safetyv Tools~ @v

PS9FSTRNss0

PSI9FSWEBDEV12 RcB
»

APACCR5039
APACCR5039
APACCRS5039
APACCR5039

APACCR5039
APACCRS5039

240 3!‘2010
114 02/03/2010
240 02/0312010
170 02/03/2010

240 02/03/2010
171 02/03/2010

Find | View Al

02/02/2010
02/02/2010
02i02/2010

02i0212010
02/02/2010

First B 1 or2 O | ast

02/02/2010
02/02/2010
02i02/2010

02i02/2010
02/02/2010

1

m

3

@ Internet | Protected Mode: On

-

% 100%

-

1:46 PM
8/12/2011

_

Action

.

Click the Close button to return to the Document Status page.

~
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PS9FSTRNes
PSOFSWEBDEV12 Rce Home i Add to Favorites | Sign out
=
New Window | Help | Customize Page | B
PO Document Status
Document Status
Business Unit:  LSUNO POID: 00364839 Status: Compl
Document Date: 11/18/2009 Document Type: Purchase Order Budget Status: Valid
Currency: usD Amount: 4,840.00
Buyer: Tremblay, William
Associated Document First KN 1.4 o7 B Last
Document Date Accounting Entries
LSUND REQ 0032115 Complete 111132009 B Accounting Entries
LSUND Receipt 016892 Received 02/071/2010 0000001228 F 0000000001
LSUND Voucher 00228387 Posted 012152010 0000001228 & 0000000002 [ Match Workbench &ccounting Enfries
SHARE Payment 0000346956 Posted 02/03/2010 0000001228 & 0000000002 B Accounting Entries
£\ Return to Search
« 1 ] r
A @ Internet | Protected Mode: On v ®100% ~

Step Action
22.

Click the Receipt Go To Document Status Inquiry button. This action will open a
new window.

NOTE: You will only be able to view this page is you have the appropriate security
access.
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PS9FSTRNes
PS9FSWEBDEV12 RCB
Eir
New Window | Help | Customize Page | B
PO Document Status
Document Status
Business Unit:  LSUNO POID: 00364839 Status: Compl
Document Date: 11/18/2009 Document Type: Purchase Order Budget Status: Valid
Currency: usD Amount: 4,840.00
Buyer: Tremblay, William
Associated Document First K 1.4 or.g B Last
Document Date Accounting Entries
LSUND REQ 0032115 Complete 1113/2009 Accounting Entries
LSUNO Receipt 016892 Received 02/01/2010 0000001228 7 0000000001 %
LSUNO Voucher 00228387 Posted 01/21/2010 0000000002 Match Workbench Accounting Entries
SHARE Payment 0000346956 Posted 02/03/2010 0000000002 Accounting Entries
£l Return to Search
< 1 J »
i) @ Internet | Protected Mode: On ooy ®100% v

Step Action

23. Click the Voucher Go To Document Status Inquiry button. This action will open a

new window.

NOTE: You will only be able to view this page is you have the appropriate security
access.
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gj https://ps9fsrcb.lsuhsc.edu/psp/fstrn_7/EMPLOYEE/ERP/c/F +

- Window:

ORACLE’
USER PRODUCTIVITY KIT

P -

.4 Favorites ‘ b3 e Suggested Sites v @ Web Slice Gallery =

|e Document Status

PS9FSTRNss0

PSIFSWEBDEV12 RcB

= Wouchers -
— Accounting Entries

— Document Tolerance
Override

Voucher Document Status

Mew Window | Help | Customize Page | B

Business Unit:  LSUNO Voucher ID: 0022; Status:  Valid
— Journal Drill Down
— Match Warkbench Invoice ID: 1600460 Invoice Date: 01/21/2010 Budget Misc Status: Valid
— Review Payables =
Revaluation Gross Amount: 4840 00 usD Approval Status:  Approved Budget Status: Valid
— Sel-Billed Invoice
Creation Vendor ID: 0000001228 5 A DAIGGER & CO Document Type:  Voucher Match Status: Matched
— Sel-Billed Invoice
— Unbalanced Accounting Location: 0000000002 Status: Posted
Enlries Associated Document Customize | Find | view All] 1] First Bl 1.0 ora B Last =
— VAT Details _| T — T TSR —
_ Voucher E ocuments elated Info
- Partial 224 B £ | pocument Type |DOC ID Status Document Date  |Vendor ID
Reclassification
I Interfaces Payment 0000346956 Posted 02/03/2010 0000001228 & 0000000002
[> Payments = .
b Vendor FO 00364839  Compl 1118/2009 0000001228 & 0000000001
Reports Receipt 016892 Received 02/01/2010 0000001228 & 0000000001 =2
flocations
lsset Management bl REQ 0032115 Complete 111372009
background Processes
anking (o
Lommitment Control
0st Accounting
Lustomer Contracts 5
"j"“’,"““"'%’ v E\Return to Search | 7L Refresh 22
< | Im | s
@ Internet | Protected Mode: On foov ®I100% ~

1:55 PM

8/12/2011

_|

Step Action

24,
Document

|

Type Inquiry page.

Click the Close button to return to the PO Document Status page.

View the Receipt Document Status page. From this page you can navigate to any
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PS9FSTRNes
PS9FSWEBDEV12 RCB
@
New Window | Help | Customize Page | B
PO Document Status
Document Status
Business Unit:  LSUNO POID: 00364839 Status: Compl
Document Date: 11/18/2009 Document Type: Purchase Order Budget Status: Valid
Currency: usD Amount: 4,840.00
Buyer: Tremblay, William
Associated Document First Kl 14 o0 B Lot
Document Date Accounting Entries
LSUND REQ 0032115 Complete 1113/2009 Accounting Entries
LSUNO Receipt 016892 Received 02/01/2010 0000001228 0000000001 E]
LSUNO Voucher 00228387 Posted 01/21/2010 0000000002 ' Match Waorkbench Accounting Entries
SHARE Payment 0000346956 Posted 02/03/2010 0000000002 Accounting Entries
£l Return to Search
< 1 J »
i) @ Internet | Protected Mode: On ooy ®100% -

Step Action

25. Click the Payment Go To Document Status Inquiry button. This action will open a

new window.

NOTE: You will only be able to view this page is you have the appropriate security
access.
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% Document - Window:

ﬂj https://ps9fsrcb.lsuhsc.edu/psp/fstrn_8/EMPLOYEE/ERP/c/F +
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P -

W Favorites ‘ ‘7‘/@ e Suggested Sites v @ Web Slice Gallery *

| @ Document Status |

PS9FSTRN:s
PSIFSWEBDEV12 RcB
= Payments -

— Detail Data

— Summary Data
— Summary Metric

- ElanKTransferCnarie

Payment Document Status Inquiry

— Prompt Payments
— Replaced Payments

Associated Document

Mew Window | Help | Customize Page | B

Bank SetiD: SHARE Payment ID: 0000346956 Remit Vendor: 0000001228
— Drafts Bank Code: BKOL Payment Reference: 446953 Vendor Name: ADAIGGER & CO
— Federal Payment . . .
;iﬁg[fu":a ment Bank Account:  BKOL Payment Status: Paid Document Type:  Payment
— Letter of Credit (W Payment Method: Check Payment Amount: 4840.00 UsD Location: 0000000002
— Payment
— Prepayments Payment Date: 02/03/2010

First KN 14 ora BN L ast

> Vendor Documents  [[REktEdInf =
Reports Business Unit| Document Type |DOC ID Status Document Date Vendor ID
o L 00364833  Compl 1111812009 B
fsset Management = —
Background Processes LSUNO Receipt 016892 Recelved 02/01/2010 0000001228 0000000001 B
g — LSUNO REQ 0032115 Complete 11M3/2009 B
0st Accounting LSUNO Voucher 00228387  Posted 01/21/2010 000000122 ooooogoooz B
bustomer Contracts
Feneral Ledger
nventory
ems 3
eopleTools |
furchasing
Reporting Tools A8 LS\ Return to Search | #3s Refresh
ot In i -
[ 1] ] v
< | I |
@ Internet | Protected Mode: On foov ®|100% ~

1:56 PM

8/12/2011

_|

Step

Action

26.

Document Type Inquiry page.

AT

Click the Close button to return to the PO Document Status page.

View the Payment Document Status page. From this page you can navigate to any
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PSSFSWEBDEV12  RCB Agd to Favorites | Sion out
Eir
New Window | Help | Customize Page | B
PO Document Status
Document Status
Business Unit:  LSUNO POID: 00364839 Status: Compl
Document Date: 11/18/2009 Document Type: Purchase Order Budget Status: Valid
Currency: usD Amount: 4,840.00
Buyer: Tremblay, William
Associated Document First K 1.4 or.g B Last
Document Type Document Date Accounting Entries
LSUND REQ 0032115 Complete 1113/2009 Accounting Entries
LSUNO Receipt 016892 Received 02/01/2010 0000001228 0000000001 E]
LSUNO Voucher 00228387 Posted 01/21/2010 0000000002 IMatch Workbench Accounting Entries
SHARE Payment 0000346956 Posted 02/03/2010 ‘0000000002 Accounting Entries
£l Return to Search
< 1 J »
i @ Internet | Protected Mode: On ooy ®100% v

Step Action

27. Click the Home link.

Home

28. This completes Inquire on the PO Document Status Page.
End of Procedure.
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Cancel a PO without an Associated Req from the PO Header
Procedure

In this topic you will learn how to Cancel a PO without an Associated Req from the PO
Header.

Personal

Menu
Search:

- Comm

[ ltems

[ SetUp

PS9FSTRNes

PS9FSWEBDEV11 RcB

[ My Favorites

[: LSU Processes

[+ Accounts Payable

[ Allocations

[ Asset Management

[ Background Processes
[ Banking

[ Cost Accounting

[- Customer Contracts
[ General Ledger

> Inventory

[ PeopleTools
[ Purchasing
[ Reporting Tools

[: Vendors
[ Worklist
|- My Personalizations

ize Content | Layout

28

®

itment Control

Financials/Supply Chain

\Worklist

Add to Favorites

Help

10}

Done

€ Local intranet | Protected Mode: Off

v ®100% -

Step

Action

Click the Purchasing link.

[ Purchasing

Click the Purchase Orders link.
|l Purchase Orders |

Click the Add/Update POs link.
|- Add/Update POs |
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»

Mew Window | Help |

Purchase Order

Find an Existing Value Add a New Value

Business Unit: LSUNO C
POID: NEXT
Add

Find an Existing Value | Add a New Value

] 0] | r
€ Local intranet | Protected Mode: Off v ®00% v

Step Action

4, Click the Find an Existing Value tab.

Find an Existing Value 1

Enter the desired information into the PO ID field. Enter "00368577A".

Click the Search button.
Search
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»

New Window | Help | Customize Page | B

Maintain Purchase Order

Purchase Order

unit: LSUND PO Status: Dispatched A X
POID: 00368577A Budget Status: Valid

Copy From: - ["] Hold From Further Processing
|~Beader |
*PO Date: [o8rerzo11 | Vendor Search Doc Tol Status:  Valid

Vendor RUSSELL PA-001 Vendor Details Backorder Status: None Create BackOrder
*Vendor ID: RUSSELL PALAZZOLO Receipt Status: MNotRecvd
*Buyer: DYOUN1 Youngblood, Denise T *Dispatch Method:  Print b L5 gt
PO Reference:
Header Details PO Activities Add ShipTo Comments Merchandise: 1:370.00 Calculate
PO Defaults Document Status ~ Change Order Comments FreightTaxiMlisc.: o00
Total Amount: 1,370.00 USD

Edit Comments Requisitions

Add ltems From Select Lines To Display

Purchasing Kit Catalog ltem Search Line: AU T Q M

Lines
[ Details ] ship Tomue Date T statuses

Amount | Status

= SLEE R ) GEPE R ERE & 10000 JOB 22113 Q [1.370.00000 1,370.00 Active

Tulane Ave.

View Printable Version *Go to: More A

=] savel ELReturn to searcnl [=] notify | » Refresh

< | I *
Done € Local intranet | Protected Mode: Off ooy ®100% v

Step Action

7. Click the Cancel PO button.

8. A warning message displays.

Click the Yes button.
Yes
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Home | Workist | AddtoFavorites |  Sionout

New Window | Help | Customize Page | B
Maintain Purchase Order

Cancel Purchase Order

PO has "Pending Cancel’ status, but requires a budget check. Press the Budget Check button below to run
the budget checking process. Otherwise, click OK to continue without budget checking the PO.
Also, PO has 'Pending Cancel' status. Dispatch PO to set the status to 'Canceled".

Budget Check Ok

Goto: View Budaet Status- Prorated ~ Budqet Status- Mon Prorated

ESave| .QRe«umtuSearch| Elmmfy| %, Refresh Bk Add| [ UpdateiDisplay

Done € Local intranet | Protected Mode: Off ooy ®100% v

Step

Action

The Budget Check process must be re-run whenever a PO is cancelled.
Click the Budget Check button.

NOTE: The PO status will change to Pending Cancel and the Budget Check will
be Valid after re-running the budget check process.

Budget Check |

Page 112




ORACLE
USER PRODUCTIVITY KIT

Training Guide

PS9FSTRNes
PSOFSWEBDEV11  Rca Home | Workist | Addto Favorites | Sign out
Eir
New Window | Help |
Purchase Order
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value
Maximum number of rows to return (up to 300); |300
Business Unit: = - LSUNO Q
POID: begins with +
Purchase Order Date: = - [
PO Status: = - -
Short Vendor Name: begins with + Q
Vendor ID: begins with + Q
Vendor Name: begins with +
Buyer: begins with w Q
Buyer Hame: begins with Q
PO Type: = v -
Purchase Order Reference:  begins with +
Hold From Further Processing =
[T case sensitive
Search Clear | Basic Search & Save Search Criteria
Find an Existing Value | Add a New Value
< 1 ] G
Done G"-‘,. Local intranet | Protected Mode: Off R T ®100% ~

Step

Action

10.

Click the Expand Menu button.

11.

Click the Dispatch POs link.
|- Dispatch POs |

12.

Click the Search button.

Search

NOTE: If you have not previously created a Run Control 1D, you will need to
create one. Click the Add a New Value tab to create a Run Control ID.
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Eir
New Window | Help | Customize Page | B
Dispatch Purchase Orders
Run |
Run Control ID: DISPATCH_PQ Report Manager Process honitor
Language:  English ¥ @ Specified ) Recipient's
Process Request Parameters Statuses to Include
Business Unit:  |LSUNO Q, To: Q Approved Dispatched Pending Cancel
POID: 00369362 |Q Select Purchase Order Dispatch Methods to Include
FOSETS CILEE print [//FAX [/EDX Phone
Contract SetlD:
Miscellaneous Options
Contract ID:
Release: *Chartfields: Valid Chartfields -
From Date: Change Orders:  Changed and UnChanged Orders ¥
TN [] Print Changes Only Print PO ltem Description
Vendor ID: [_] Test Dispatch [_] Print Duplicate
Buyer: [ print Copy
Fax Cover Page: Q [] PrintBU Comments  SortBy: LineNo. v
=] Eavel EReturnto Searchl [=] Notify | [+ Add
< | i | b
Done € Local intranet | Protected Mode: Off Foov ®100% -

Step Action

13. Enter the desired information into the PO ID field. Enter "00368577A".

14, Click the Run button.
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New Window | Help | Customize Page |

Process Scheduler Request

User ID: KQCONN Run Control ID: DISPATCH_PO

Server Name: PSNT | Run Date: 02/30/2011 [

Recurrence: ¥ Run Time: ‘2'03‘52PM Reset to Current Date/Time
Time Zone: aQ

hit

Training Guide

@] PO Dispatch & Email PODISP P3lob
[} PO DispatchiPrint POPOO0D5S SOR Report Web
[]  Email PO_PO_EMAIL Application Engine  Web ~ Distribution
oK Cancel
Done € Local intranet | Protected Mode: Off ooy ®100% v

Step

Action

15.

Click the PO Dispatch/Print option.

O]

16.

Click the OK button.
OK
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Eir
New Window | Help | Customize Page | B

Dispatch Purchase Orders

Run Control ID: DISPATCH_PQ Report Manager Process honitor Him

Language:  English  ~ @ Specified () Recipient's Process Instance 6390027

Process Request Parameters Statuses to Include
Business Unit:  |LSUNO Q, To: Q Approved patched Pending Cancel
POID: 00368577A |Q Select Purchase Order Dispatch Methods to Include
PO Status Pending Cancel FAX EDX Phone
Contract SetlD:

Miscellaneous Options

Contract ID:
Release: *Chartfields: Valid Chartfields -
From Date: Change Orders:  Changed and UnChanged Orders ¥
TN [“IPrint Changes Only Print PO ltem Description
Vendor ID: [_] Test Dispatch [_] Print Duplicate
Buyer: [ print Copy
Fax Cover Page: Q [] PrintBU Comments  SortBy: LineNo. v

=] Eavel EReturnto Searchl [=] Notify | [+ Add

< | 1 J »
Process Instance:6390027 9; Local intranet | Protected Mode: Off R T ®100% ~

Step Action

17. Click the Process Monitor link.
[ Process Monitor |
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Process List rver List

View Process Request

Process List

Select (Instance

P
. |Process Type
Seq. |Process T ==

6390027 S0R Report POPOO0S KOCONM 08/30/2011 2:03:52PM CDT
6390026 ZZPO_FS_BP FS_BP KOCONN 08/30/2011 2:01:01PM CDT
6390025 SQR Report ZZPO0032 KOCONN 08/20/2011 1:45:36PM CDT
6380024 SOR Report ZZP00032 KOCONN 08/30/2011 1:43:34PM CDT

User

Run Date/Time

UseriD: KOCONN |, Type: v Last - | 1 Days
Sarver: ~ HName: [ Q, Instance: | to |

Run ~ Distribution - Save On Refresh

Status: Status:

Run Status
Queued
Success
Success

Success

-

Status
NIA
Posted

Posted
Posted

Training Guide

New Window | Help | Customize Page | B

Refresh

Details
Details
Details

Details

Go back to Dispatch Purchase Orders

& save | [ Notify

Process List| Server List

< | 1

Process Instance:6390027

@ Local intranet | Protected Mode: Off

% 100%

-

L4

Step Action

18. Click the Refresh button.

[ Reteon |

Page 117




Training Guide ORACLE'

USER PRODUCTIVITY KIT

PSOFSTRNsso
PSSFSWEBDEV11 RCB
Eir
New Window | Help | Customize Page | B
Process List | SewerList
View Process Request For
User ID: [KOCONN QU Type: ~ Last - | 1 Days - Refresh |
Server: ¥ Hame: [ Q. Instance: | to |
Run w Distribution - Save On Refresh
Status: Status:

Process List

6380027 SQR Report POP0O005 KOCONN 08/30/2011 2:03:52PM CDT Success Posted Details.
6390026 ZZPO_FS_BP FS_BP  KOCONN 08/30/2011 2:01:01PM CDT Success Posted Details.
6380025 S5QR Report ZZP00032 KOCONN 08/30/2011 1:45:36PM CDT ‘Success Posted Details.
6390024 SCOR Report ZZPO0032 KOCONM 08/20/2011 1:43:34PM CDT Success Posted Details

Go back to Dispalch Purchase Orders

& save | =] Notity

Process List| Server List

< | I | r
Process Instance:6390027 € Local intranet | Protected Mode: Off v ®100% ~

Step Action

19. Click the Go back to Dispatch Purchase Orders link.
| Go back to Dispatch Purchase Orders |
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=

Administration List Explorer Archives

View Reports For
User ID: OCONN Type: N ~ | Last - 1 Days - Refresh
Status: ~ Folder: ~ Instance: to:

Report List customize | Find | View A11 B | B8 First BN g ora B Lost
t

Report |Prcs - £1 -
D e Description DatelTime Format |Status Details

Select

Home | Workist | AddtoFavortes |  Sign out

New Window | Help | Customize Page | B

083012011 Acrobat
20411PM  (*pdn)

08/30/2011  TextFiles
Lomm. Control Budget Processor Detalls
4960427 6390026 Comm. Control Budget Processar 501-02BM () Posted  Details

4960428 6390027 PO Dispatch/Print Posted Details

08/30/2011  Acrobat
PO Activity, Excel for POS8001
4960426 6390025 PO Activity, Excel for POS8001 14542PM  (*.pdf)

0813012011  Acrobat
14347PM (“pdn)

Posted  Details

4960425 6390024 PO Activity, Excel for POS8001 Posted Details

Go back to Dispaich Purchase Orders

Select All

U FIE Iclick the delete button to delete the selected report(s)

g

Deselect All

B save

Administration | List | Explorer | Archives

<

1l J 3

Process Instance:6390027 € Local intranet | Protected Mode: Off v ®100% -

Step

Action

20.

Once the Dispatch PO process completes, the PO Status is Cancelled and a Budget
Check status is Valid.

Click the Expand Menu button.
[E3

21.

Click the Reconcile POs link.
[ Reconcile POs |

22.

Click the Reconciliation Workbench link.

— Reconciliation
Warkbench

23.

The Workbench ID is a run control. Unlike other processes where a run control is
unique to a user, this process stores everyone's run controls. It is important that you
add a new run control that is unique. If you use an existing run control, you could
possibly have pre-defined parameters that do not meet your needs and you will not
receive the desired results.
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| workist | AddtoFavorites |  Sionout

New Window | Help |
Reconciliation WorkBench

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300). W
Business Unit: = WQ
WorkBench ID: peginswitn v |
Description:  beginswith v |

[[Icase Sensitive

Search | Clear |BasicSearch [E save Search Criteria

Find an Existing Value | Add a New Value

<

m | »
Process Instance:6390027 € Local intranet | Protected Mode: Off v ®100% ~
Step Action
24, If you have previously entered a unique Workbench ID, click the Search button to

find it.

Click the Add a New Value link.

25. Enter the desired information into the WorkBench ID field. Enter "KBORECON".

26. Click the Add button.
Add
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Home | Workist | AddtoFavorites |  Sionout
(=13
New Window | Help | Customize Page | B
Reconciliation WorkBench
Filter Options
Business Unit: LSUNO WorkBench ID: KBORECON
Description:
Enter search criteria and click on Search. Leave blank for all values
Search Criteria
Purchase Order: A To: Q
PO Date: & To:
*Accounting Date H 10 & I
Activity Date: ] To: o
Due Date: H 1o &
Request BU: Q
Vendor ID: @ Requisition ID: Q
Item ID: Q
Buyer: ‘ Q
Contract SetiD: Q I |
ContractID: Q
Release Number: Q
GPOID: 2 GPO Contract:
[Jinclude Closed
[Topen [“lapproved [IDispatched [|Cancelled ["]Pending Appr
Receiving
Recv Reqd Receiving is Optional hd
i am 7 Mt Dnnniind (7 Dariaths Darnind 7 Cnallas Drninend T
< | I J »
Process Instance:6390027 ?‘-,. Local intranet | Protected Mode: Off R T ®100% ~

217.

find it.

In most instances you will be reconciling a single PO. Enter your search criteria to

Enter the desired information into the Purchase Order field. Enter "00368577A".

28.

"00368577A".

Enter the desired information into the Purchase Order To field. Enter

29.

Enter the desired information into the Accounting Date field. Enter "070111".

30.

Enter the desired information into the Accounting Date To field. Enter "063012".
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PS9FSTRNes
PS9FSWEBDEV11 RCB \ Sign out
»

New Window | Help | Customize Page | -

hit

Reconciliation WorkBench M
Filter Options

Business Unit: LSUNO WorkBench ID: KBORECON
Description:

Enter search criteria and click on Search. Leave blank for all values
Search Criteria

Purchase Order: 003885774 & To: IWQ

PO Date: ’7 & To: ,7
*Accounting Date | 07/01/2011 -1 ,W [ =
Actwypate: | 6 [

Due Date: ’— H 1o ,— i

Request BU: ’_ Q

Vendor ID:  a Requisition ID: e
Item ID: ’7 Q

Buyer: ‘ Q

Contract setin: | |[Q N
Contract ID: [

Release Number: ’7 Q

GPOID: S 6RO Contract:
[Jinclude Closed

[Topen [“lapproved [IDispatched [|Cancelled ["]Pending Appr

RecvReqd ~ ReceiingisOptional v

~ _ _, -
an 7 Mt Bocninnd (7] Dartialhs Darnimd 7 Eastlar D rrinendd

< \ 1 J 3

Process Instance:6390027 €. Local intranet | Protected Mode: Off v ®100% ~

Step Action

31. Click the Down button of the scrollbar.
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Request BU: | QU

Vendor ID: Q Requisition 1D: Q
Item ID: Q

Buyer: I Q
Contractset: | |2

ContractID: Q

Release Number: ’_ Q

GPOID: 2 GPO Contract:

[include Closed
[[Jopen []Approved [ |Dispatched [ |Cancelled [ |Pending Appr

Receiving

Recv Reqd Receiving is Optional A

Al (~) Hot Received ) Partially Received () Fully Received
Matching

| Required [ Not Required

AN ) None () Partial Match () Fully Matched

Encumbrance

[~ Open Encumbrances
ChartFields

GLUnit  |Account  |AlAcct |OperUnit Fund  |Deot Program  |Class Product  |PCBus Unit |Project Activity ::’“"'ce

[ &l &l &  jaf & @&l & @’ ‘&l &l  ‘’f’&f ’af |

Search | Return to Reconciliation WorkBench
[=] notify | ris Refresh

< | 1 >

Training Guide

1

1

Process Instance:6390027 € Local intranet | Protected Mode: Off v ®100% -

Step

Action

32.

Click the Search button.
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Reconciliation WorkBench
Business Unit: LSUNO WorkBench ID: KBORECON
*Description: [
Select POs for Further Processing
List of Purchase Orders ‘Customize | Find | View All | (1) | Download First Bl 1 or 1 B (o5t
[ Detan TliGHER

Purchase Order Accounting Date | PO Status |Hold |PO Date Last Activity Vendor ID Buver Match
Stat us Action

[] 003685774 07/01/2011 Canceled N 08MB/2011 08/30/2011 0000034207 YOUNGDIOOd, giapgarg g =

| workist | AddtoFavories |

Home Sign out

New Window | Help | Customize Page | B

Denise T

selectAll [ Clear Al

Action: Appmvel Unapprove Cancel Close Dispaich Preview

Go To: Setfilter options  Process Request Options Process Wonitor  View Processing Results

Save
[=] wotity | s Refresh

Process Instance:6390027 €. Local intranet | Protected Mode: Off v ®100% v

Step

Action

33.

You will need to add a Description if a new Workbench ID was added.

Enter the desired information into the Description field. Enter "CLOSE PO".

34.

NOTE: The PO Status is Canceled.

Click the 00368577A option.

=]

35.

Click the Close button.

Close ‘

36.

The PO is qualified for closing if the PO ID displays into the Qualified box. If the
PO ID does not display, return to the Reconciliation Workbench to determine if an
input error has occurred.
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PSOFSTRNsso
PSSFSWEBDEVI1 RCB e | Workist | AddtoFavorites |  Sign out
Eir

New Window | Help | Customize Page | B

Reconciliation WorkBench
Processing Results

Business Unit: LSUNO WorkBench ID: KBORECON
*Description: [eLosero

Select POs for Further Processing

Accounting Date for Action: El

["] update Budget Date Equal to Accounting Date

Not Qualified view Al B First Bl 4 or 4 B (a5t Qualified view Al First Bl 4 or 1 Bl Last

POID Log POID Line Sched |Distrib Line
m 003685774 [=]

Select All DC\earA\l
Proceed:  Ves Delele | Return to Reconciliation WorkBench
[Z] Notify | % Refresh

Process Instance:6390027 € Local intranet | Protected Mode: Off v ®100% ~

Step Action

37. The Accounting Date of Action is the current date.

Enter the desired information into the Accounting Date for Action field. Enter
"083011".

38. Click the Yes button to proceed with closing the PO.
Yes

39. A warning message displays.

Click the Yes button.
Yes
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PSSFSWEBDEVI1 RCB avorites | Sion out
»

Reconciliation WorkBench
Business Unit: LSUNO WorkBench ID: KBORECON

*Description: |cLose Po

Select POs for Further Processing

List of Purchase Ord
" Detan TliGHHER

Purchase Or: ::;Ils Accounting Date (PO Status |Hold PO Date Last Activity Vendor ID
B

00368577A 08/30/2011 Compl ] 08M6/2011  08/30/2011 0000034297

Customize | Find

Youngblood, =
Denise T Standard 1

selectAll [ Clear Al

Action: Appmvel Unapprove Cancel Close Dispaich Preview

Go To: Setfilter options  Process Request Options Process Wonitor  View Processing Results

Save
[=] wotity | s Refresh

Process Instance:6390027 & Local intranet | Protected Mode: Off v ®100% v

Step Action

40. Click the Set filter options link to close another PO.
[ Setfilter options |

41. This completes Cancel a PO without an Associated Req from the PO Header.
End of Procedure.
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Cancel a PO with an Associated Req from the PO Header

Procedure

In this topic you will learn how to Cancel a PO with an Associated Req from the PO Header.

PS9FSTRNes

PSSFSWEBDEV12 Rce
Personalize Content | Layout

Menu
Search:

I ®
[ My Favorites

[: LSU Processes

[+ Accounts Payable

[ Allocations

[ Asset Management

[ Background Processes
[ Banking

[» Commitment Control

[ Cost Accounting

[- Customer Contracts

[ General Ledger

> Inventory

[ ltems

[ PeopleTools

[ Purchasing

[ Reporting Tools

[ Set Up Financials/Supply Chain
[: Vendors

[ Worklist

|- My Personalizations

28

\Worklist Add to Favorites

Help

<

10}

| »

Done

[+ Internet | Protected Mode: On

v R100% v

Step

Action

Click the Purchasing link.

[+ Purchasing

Click the Purchase Orders link.

[l Purchase Orders |

Click the Add/Update POs link.

AAdf

[~ Ada

date POs |
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»

Mew Window | Help |

Purchase Order

Find an Existing Value Add a New Value

Business Unit: LSUNO C
POID: NEXT
Add

Find an Existing Value | Add a New Value

< 1 | r
Done @ Internet | Protected Mode: On v ®100% v

Step Action

4, Click the Find an Existing Value link.

Find an Existing Yalue l

Enter the desired information into the PO ID field. Enter "00369352".

Click the Search button.
Search
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New Window | Help | Customize Page | B

Maintain Purchase Order

Purchase Order

Unit: LSUNOD PO Status: Dispalched A X
POID: 00369352 Budget Status:  Valid HR

Copy From: - ["] Hold From Further Processing

*PO Date: [oBrt@iz011 |H  vendor Search Doc Tol Status: ~ Valid

Vendor CARGILL-001 Vendor Details Backorder Status: None Create BackOrder
*Vendor ID: 7784 CARGILL SALT Receipt Status:  NotRecvd

*Buyer: DYOUN1 Youngblood, Denise T *Dispatch Method:  Print e DiEpE

PO Reference: [SALT FOR WATER SOFTNERS
HeaderDetails PO Actities Add ShipTo Comments Merchandise: IHEL0 =
PO Defaults Document Status ~ Change Order Comments FreightTaxiMisc.: £0.00

Edit Comments Reguisitions Total Amount: 3,406.00 USD
Purchasing Kit Catalog Item Search Line: Q To: ’7Q M

Lines
| Details | shipToDuzDate | Statuses | kemnformation | Attributes T RFa T Contract T Reciving

Amount | Statu

TOP FLOW SALT Qa 220000 EA 00027 L |153.00000 3,366.00 Active
2 @ FRIEGHT COST f 1.0000 EA 90634 O 4000000 40.00 Active
View Printable Version *Goto: Wore -

2 Savel EReturnto Searchl [=] Hotify | 4 Refresh

< 11 | r
Done € Local intranet | Protected Mode: Off ooy ®100% v

Step Action

7. Click the Cancel PO button.

X]

8. A warning message displays.

Click the Yes button.
Yes
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PS9FSTRNes
PS9FSWEBDEV11 RCB Sign out
»

New Window | Help | Customize Page | /&,

Maintain Purchase Order
Cancel Purchase Order

Unit: LSUNO POID: 00369352 Vendor:  CARGILL-001

Would you like to open the Requisition quantity(ies) to be sourced again?
(2) Yes, Re-Source all Regs
(@ No, Do Not Re-Source Regs
(7) Specify Regs to Re-source

Continue

2 Savel EReturnto Searchl [=] Hotify | 4 Refresh Bk Add

-

Done € Local intranet | Protected Mode: Off v ®100%

Step Action

9. Click the Continue button.

=
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Maintain Purchase Order

Cancel Purchase Order

PO has 'Pending Cancel' status, but requires a budget check. Press the Budget Check button below to run
the budget checking process. Otherwise, click OK to continue without budget checking the PO.

Also, PO has 'Pending Cancel status. Dispatch PO to set the status to ‘Canceled’.

Budget Check Ok

Goto: View Budaget Status- Prorated ~ Budaget Status-Mon Prorated

&) save | SLReturnto Searchl [=] Motify | b Refresh

Training Guide

Add to Favorites

New Window | Help | Customize Page | B

Done € Local intranet | Protected Mode: Off v ®100% -

Step

Action

10.

A warning message displays.

Click the Budget Check button.
| BudgetCheck |
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Home | Workist | AddtoFavorites |  Sionout

New Window | Help | o},

Purchase Order

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300} 300

Business Unit: = - ’LSUNDiO\

POID: veginswin v

Purchase Order Date: = - ’7 [

PO Status: = - -
Short Vendor Name: begins with + ’7Q
Vendor ID: begins with + ’70\

Vendor Name: begins with + ’7

Buyer: begins with + ’7Q

Buyer Hame: begins with ’70\

PO Type: = - -
Purchase Order Reference: begins with ’7

Hold From Further Processing =

[“Icase sensitive

Search Clear | Basic Search & Save Search Criteria

Find an Existing Value | Add a New Value

< | 1 | r

Done € Local intranet | Protected Mode: Off oo ®I100% v

Step

Action

11.

The PO now has a status of Pending Cancel and the Budget Check status is valid.
You must Dispatch the PO in order to get a PO status of Cancelled and a Budget
Check status of Valid.

Click the Expand Menu button.

12.

Click the Dispatch POs link.

— Dispatch POs

13.

Click the Search button.
Search

14.

Click the DISPATCH_PO link.
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Dispatch Purchase Orders

Training Guide

Home | Workist | AddtoFavories |  Sionout

New Window | Help | Customize Page | B

Run Control ID: DISPATCH_PO

Language:  English ¥ @ Specified ) Recipient's

Process Request Parameters

Report Manager Process honitor

Run |

Statuses to Include
["1Approved [ |Dispatched [ | Pending Cancel

=) save | [ Hotify

BusinessUnit | Q4 T Q
POID: Q. Selsct Purchass Order Dispatch Methods to Include
ContractsetD: | Q@ Print FAX EDX E-Mail Phone
Contract ID: | Q Miscellaneous Options
Release: ,70\
. = “Chartfields: Valid Chartfields -
Through Date: I—Eﬂ Change Orders:  Changed and UnChanged Orders v
Vendor ID: Q ["] print Changes Only Print PO ltem Description
Buyer: & [ Test Dispatch [] Print Duplicate
Fax Cover Page: Q ["] print Copy

[C]Print BU Comments  SortBy: LineNo.

[E4 Add | JE|UpdatelDisplay

1

Done

€ Local intranet | Protected Mode: Off

®100% ~

-

Step

Action

15.

Enter the desired information into the Business Unit field. Enter "LSUNQO".

16.

Enter the desired information into the PO ID field. Enter "00369352".

17.

Click the Run button.
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»

New Window | Help | Customize Page | B

Process Scheduler Request

User ID: KQCONN Run Control ID: DISPATCH_PO

Server Name: PSNT | Run Date: 08/26/2011 [

Recurrence: ¥ Run Time: 9:48:32AM Reset to Current Date/Time
Time Zone: aQ

Process List

rocess Hame Process Type

[[]  PODispatch & Email PODISP P3lob (None) + (None)  Distribution
[} PO DispatchiPrint POPOO0D5S SOR Report Web > PDF w Distribution
[ Email PO_PO_EMAIL Application Engine  Web ¥ TXT ~ Distribution

oK Cancel

€ Local intranet | Protected Mode: Off ooy ®100% v

Step Action

18. Click the PO Dispatch/Print option.

=]

19. Click the OK button.
OK
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New Window | Help | Customize Page | B
Dispatch Purchase Orders
Run Control ID: DISPATCH_PO Report Manager Process Monitor Run

Languag: English
Process Request Parameters
Business Unit:  [LSUNO'Q To: QU

Process Instance:6390001

Dispatched g Cancel
POID: 00369352 QL Selsct Purchass Order Dispatch Methods to Include
PO Status Pending Cancel

Phone

Contract SetiD:

Miscellaneous Options

Contract ID:

Release: *Chartfields: Valid Chartfields -

From Date: Change Orders: Changed and UnChanged Orders *

TN [“IPrint Changes Only Print PO ltem Description
["] Test Dispatch [ Print Duplicate
Buyer: [ print Copy

Fax Cover Page: Q

Vendor ID:

] print BU Comments  SortBy: Line No -

= save | [ Notify [E4 Add | JE|UpdatelDisplay

< | 1 J

Process Instance:6390001

€L Local intranet | Protected Mode: Off ooy ®100% v

Step Action

20. Click the Process Monitor link.
| Process Monitor |
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»

New Window | Help | Customize Page | B

Process List Server List
View Process Request For

User ID: [ KOCONN Q. Type: v Last - | 1 Days - Refrash
Server: ~ Name: [ Q. Instance: | to |
Run ~ Distribution - Save On Refresh
Status: Status:
Process List Customize | Find | View A1 C0 ) B First Bl 9012 B Last
Select|Instance | Seq. |Process Type % User Run DateTime Run Status W Details
6330001 30R Report POPO005 KOCONN 08/26/2011 9:48:32AM CDT Queued NA Details
6390000 ZZPO_FS_BP FS_BP KOCONN 08/26/2011 9:45:06AM CDT Success Posted Details

Go back to Dispatch Purchase Orders

& save | [ Notify

Process List| Server List

< 1 ] r
Process Instance:6390001 € Local intranet | Protected Mode: Off v ®100% -

Step Action

21. Click the Refresh button until Run Status = Success and Distribution Status =
Posted.

e |

22. Click the Go back to Dispatch Purchase Orders link.
| Go back to Dispatch Purchase Orders |

Page 136




ORACLE
USER PRODUCTIVITY KIT

PS9FSTRNes

PS9FSWEBDEV11 RCB
Eir

Home

| workist | AddtoFavories |

Training Guide

Sign out

New Window | Help | Customize Page | B

Administration | List | Explorer | Archives

View Reports For
User ID: KOCO Type: N ~ | Last - 1 Days - Refresh
Status: ~ Folder: ~ Instance: to:

Report List customize | Fina | view A1 |0 | 88 st B g por2 B Lot

Select :%em LSS |pescription Beauest Format |Status |Details

Instance Date/Time
0812612011  Acrobat
94T53AM  (“pdf)

08/26/2011  TexiFiles
EECITIR- AR N TR RH T [z
4960401 6390000 Comm. Control Budget Processar 9-45:08AM ~tt) Posted Details

4960402 6390001 PO Dispatch/Print Posted Details

g

C=° Iclick the delete button to delete the selected report(s)

Select All Deselect All

Go back to Dispatch Purchase Orders

& save

Administration | List | Explorer | Archives

< | 11l

Process Instance:6390001 ﬂ,LocaI intranet | Protected Mode: Off R T ®100% ~

Step Action
23. Click the Expand Menu button.

=
24. Click the Reconcile POs link.

|[> Reconcile POs |
25. Click the Reconciliation Workbench link.

— Reconciliation

Warkbench

26. The Workbench ID is a Run control ID. If you have previously entered a unique

Value tab to add one.

retrieve the desired results.

Workbench ID, click the Search button to access it. If not, click the Add a New

NOTE: Unlike other processes where a run control is unique to a user, this
process stores everyone's run controls. It is important that you add a new
Workbench ID that is unique. If you use an existing run control, you could

possibly have pre-defined parameters that do not meet your needs and you will not
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Reconciliation WorkBench

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Home | workiist |

New Window | Help |

Maximum number of rows to return (up to 300). W
Business Unit: = WQ
WorkBench ID: peginswitn v |
Description: begins with « ’7

[[Icase Sensitive

Search | Clear |BasicSearch [E save Search Criteria

Find an Existing Value | Add a New Value

<[

Agd to Favorites |

ORACLE
USER PRODUCTIVITY KIT

Sign out

L=

| »

Process Instance:6390001

€ Local intranet | Protected Mode: Off "

®100% v

Step

Action

27.

Click the Add a New Value link.

Add a Mew Value l

28.

"KBOCRECON".

Enter the desired information into the WorkBench ID field. Enter

29.

Click the Add button.
Add
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Home | Workist | AddtoFavorites |  Sionout

New Window | Help | Customize Page | [&, «

Reconciliation WorkBench
Filter Options

Business Unit: LSUNO WorkBench ID: KBOCRECON
Description:
Enter search criteria and click on Search. Leave blank for all values
Search Criteria
Purchase Order: | 2 To: Q
PO Date: ] To:
*Accounting Date H 10 & i
Activity Date: [EI ¥ &
Due Date: H 1o &

ReauestBl: | |

Vendor ID:  a Requisition ID: e
Item ID: ’7 Q

Buyer: [ Q

Contract setin: | |[Q L
ContractID: ’—O\

Release Number: ’70{

GPOID: S GPo Contract:
[Jinclude Closed

[Topen [“lapproved [IDispatched [|Cancelled ["]Pending Appr
Receiving

Recv Reqd Receiving is Optional -

7 Mt Bocninnd (7] Dartialhs Darnimd T Custler Dncninend

Fian i
< | 1 J »

Process Instance:6390001 € Local intranet | Protected Mode: Off v ®100% -

Step Action
30. In most instances you will be reconciling a single PO. The PO Number must be
entered in both the Purchase Order and To fields.
Enter the desired information into the Purchase Order field. Enter "00369352".
31. Enter the desired information into the To field. Enter "00369352".
32. Both the Accounting Date and To fields must be entered. Use the current fiscal year
for the Accounting Date and To fields.
Enter the desired information into the Accounting Date field. Enter "070111".
33.

Enter the desired information into the Accounting Date To field. Enter "063012".
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PS9FSTRNes
PS9FSWEBDEV11 RCB \ Sign out
»

New Window | Help | Customize Page | -

hit

Reconciliation WorkBench M
Filter Options

Business Unit: LSUNO WorkBench ID: KBOCRECON
Description:

Enter search criteria and click on Search. Leave blank for all values
Search Criteria

Purchase Order: ’WQ To: ,MQ

PO Date: [ 0%
“Accountng Date 97012911 g fosaorz [ 3
Activity Date: 1o &

Due Date: 1o 2]

Request BU: ’_ Q

Vendor ID:  a Requisition ID: e
Item ID: ’7 Q

Buyer: ‘ Q

Contract setin: | |[Q N
Contract ID: [

Release Number: ’7 Q

GPOID: S 6RO Contract:
[Jinclude Closed

[Topen [“lapproved [IDispatched [|Cancelled ["]Pending Appr

RecvReqd ~ ReceiingisOptional v

~ _ _, -
an 7 Mt Bocninnd (7] Dartialhs Darnimd 7 Eastlar D rrinendd

< \ 1 J 3

Process Instance:6390001 €. Local intranet | Protected Mode: Off v ®100% ~

Step Action

34. Click the Down button of the scrollbar.

w
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Request BU: | QU

Vendor ID: Q Requisition 1D: Q
Item ID: Q

Buyer: I Q
Contractset: | |2

ContractID: Q

Release Number: ’_ Q

GPOID: 2 GPO Contract:

[include Closed
[[Jopen []Approved [ |Dispatched [ |Cancelled [ |Pending Appr

Receiving

Recv Reqd Receiving is Optional A

Al (~) Hot Received ) Partially Received () Fully Received
Matching

| Required [ Not Required

AN ) None () Partial Match () Fully Matched

Encumbrance

[~ Open Encumbrances
ChartFields

GLUnit  |Account  |AlAcct |OperUnit Fund  |Deot Program  |Class Product  |PCBus Unit |Project Activity ::’“"'ce

[ &l &l &  jaf & @&l & @’ ‘&l &l  ‘’f’&f ’af |

Search | Return to Reconciliation WorkBench
[=] notify | ris Refresh

< | 1 >

Training Guide

1

1

Process Instance:6390001 € Local intranet | Protected Mode: Off v ®100% -

Step

Action

35.

Click the Search button.
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Reconciliation WorkBench
Business Unit: LSUNO WorkBench ID: KBOCRECON
*Description: [
Select POs for Further Processing

List of Purchase Orders Customize | Find | View All | 3] | Download
[ Detan TliGHER

Purchase Order Accounting Date | PO Status |Hold |PO Date Last Activity Vendor ID Buver Match
Stat us Action

[] 00369352 08H8/2011 Canceled N 08M8/2011 08/26/2011 0000007784  1OUNODIOOd. giangarg 4 =

| Workist | AddtoFavorites |  Sionout

Home

New Window | Help | Customize Page | B

First I 4 of 1 B Last

Denise T

selectAll [ Clear Al

Action: Appmvel Unapprove Cancel Close Dispaich Preview

Go To: Setfilter options  Process Request Options Process Wonitor  View Processing Results

Save
[=] wotity | s Refresh

Process Instance:6390001 €. Local intranet | Protected Mode: Off v ®100% ~

Step

Action

36.

If you have added a new Workbench ID you will enter a Description.

Enter the desired information into the Description field. Enter "CLOSE PO".

37.

NOTE: The Status of the PO is Cancelled.

Click the 00369352 option.

Ol

38.

Click the Close button.

Close |

39.

If the PO ID does not display in the Qualified section it is not qualified for closing.
You will return to the Reconciliation Workbench to check for input errors.
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New Window | Help | Customize Page | B

Reconciliation WorkBench
Processing Results

Business Unit: LSUNO WorkBench ID: KBOCRECON
*Description: [cLosePO

Select POs for Further Processing

Accounting Date for Action: El

["] update Budget Date Equal to Accounting Date

Not Qualified view Al B First Bl 4 or 4 B (a5t Qualified view AL First Bl 4 or 1 Bl Last
POID Log POID Line Sched |Distrib Line
m 00369352 [=]

Select All DC\earA\l
Proceed:  Ves Delele | Return to Reconciliation WorkBench
[Z] Notify | % Refresh

Process Instance:6390001 €. Local intranet | Protected Mode: Off v ®100% v

Step Action

40. Use the current date for the Accounting Date of Action.

Enter the desired information into the Accounting Date for Action field. Enter
"082611".

41, Click the Proceed: Yes button.

42, Click the Yes button.
Yes
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Reconciliation WorkBench
Business Unit: LSUNO WorkBench ID: KBOCRECON
*Description: [cLose PO
Select POs for Further Processing

List of Purchase Drdem Customize | Find | Vie —II\IElE wnload First Bl 1 or 1 B (o5t
vetail JIGHHER

Purchase Order S(atlls Accounting Date (PO Status |Hold PO Date Last Activity Vendor ID Buyer

7] 0026352 08/26/2011 Compl N 08M82011 08262011 0000007784 Youngblood. oo g =

Home | Workist | AddtoFavorites |  Sionout

New Window | Help | Customize Page | B

Denise T

selectAll [ Clear Al

Action: Appmvel Unapprove Cancel Close Dispaich Preview

Go To: Setfilter options  Process Request Options  Process Wonitor  View Processing Results

Save
[=] wotity | s Refresh

Process Instance:6390001 & Local intranet | Protected Mode: Off v ®100% v

Step

Action

43.

You are returned to the Reconciliation Workbench. The PO status is Complete. To
close another PO, click the Set Filter Options link.

Click the Home link.

one |

44,

This completes Cancel a PO with an Associated Req from the PO Header.
End of Procedure.
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Close a PO from the PO Recon Workbench

Procedure

In this topic you will learn how to Close a PO from the PO Recon Workbench.

PS9FSTRNes
PSSFSWEBDEV11 Rce
Personalize Content | Layout

Menu =

Search:
®

\Worklist Add to Favorites

Help

[ My Favorites

[: LSU Processes

[+ Accounts Payable

[ Allocations

[ Asset Management

[ Background Processes
[ Banking

[» Commitment Control

[ Cost Accounting

[- Customer Contracts

[ General Ledger

> Inventory

[ ltems

[ PeopleTools

[ Purchasing

[ Reporting Tools

[ Set Up Financials/Supply Chain
[: Vendors

[ Worklist

|- My Personalizations

< | 1 | »

Done € Local intranet | Protected Mode: Off e v ®100% ~

Step Action

1. Click the Purchasing link.

2. Click the Purchase Orders link.
|[> Furchase Orders |

3. Click the Reconcile POs link.
| [ Reconcile POs |

4, Click the Reconciliation Workbench link.
|— Reconciliation Workbench |

5. Click the Search button.

NOTE: If you have not previously created a Workbench ID, you will need to
create one. Click the Add a New Value tab to create a Workbench ID.

6. Click the appropriate Workbench ID link.
|LSL.ING KBOCRECON CLOSE PO
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Step Action
7. Enter the desired information into the Purchase Order: field. Enter "00369335".
8. Enter the desired information into the Purchase Order To: field. Enter "00369335".
9. Enter the desired information into the Accounting Date field. Enter "070111".
10. Enter the desired information into the Accounting Date To: field. Enter "063012".
11. Click the Down button of the scrollbar.
12. Click the Search button.
13. Note: If you added a new Workbench ID, you must enter a Description.
Click the 00369335 option.
14, Click the Close button.
15. In this example the PO is not qualified for closing, so you must override it.
Enter the desired information into the Accounting Date for Action: field. Enter
"083111",
16. Click the 00369335 option.
17. Click the Log button to determine why the PO is not qualified.

e
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Reconciliation WorkBench

Purchase Order Logs

Business Unit:
Description:
PO Number:

LSUND

00369335

The Purchase Order may not be closed
because it has not been fully Matched.

The Purchase Order may not be closed
because it has not been fully Matched.
The Purchase Order may not be closed
because it has not been fully Matched.
The Purchase Order may not be closed
because it has not been fully Matched.
The Purchase Order may not be closed
because it has not been fully Matched.
The Purchase Order may not be closed
because it has not been fully Matched.
The Purchase Order may not be closed
because it has not been fully Matched.
The Purchase Order may not be closed
because it has not been fully Matched.

WorkBench ID: KBOCRECON

New Window | Help | Customize Page |

[E]
hit

Training Guide

Done

€L Local intranet | Protected Mode: Off

£

-

% 100%

-

Step Action
18. Click the Return button.
Return
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Reconciliation WorkBench

| AddtoFavorites | Sian out

New Window | Help | Customize Page | B

Processing Results
Business Unit: LSUNO WorkBench ID: KBOCRECON
“Description: [cLosePO

Select POs for Further Processing

Not Qualified view Al| B First Bl 1 or 1 Bl Lost

00369335 B m

Accounting Date for Action: 083111 EJ

] Update Budget Date Equal to Accounting Date

POID Log

sslectall  Clgiears
Proceed: __ Yes Delete | Returnto Reconciliation WorkBench
[=] Notify | i Refresh

Done

€ Local intranet | Protected Mode: Off v ®100% ~

Step

Action

19.

Click the Override button to move the PO to Qualified.
D]
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Home

Reconciliation WorkBench
Processing Results

Business Unit: LSUNOD WorkBench ID: KBOCRECON

*Description: [cLosePO

Select POs for Further Processing

Accounting Date for Action: |08/31/2011 [

["] update Budget Date Equal to Accounting Date

v ;ul@ Fm“ 10f1 1] Last Qualified View ;u\@ Flrstn 10f1 [ Last
POID Log POID Line Sched |Distrib Line
m 00369235 [=]

Select All DC\earNI

Proceed:  Ves Delele | Return to Reconciliation WorkBench

| workist | AddtoFavorites |

New Window | Help | Customize Page | /&,

Training Guide

Sign out

[=] Notify | s Refresh
Done @ Local intranet | Protected Mode: Off s ~ ®100% ~
Step Action
20. Click the Yes button to proceed with the closing process.
Yes
21. Click the Yes button.
fBs
22. You are returned to the Reconciliation Workbench page. The PO status is now
Complete.
You must Budget Check the PO by navigating to:
Purchasing > Purchase Orders > Budget Check
23. To close another PO, click the Set Filter Options link.

NOTE: If your PO originated from a requisition, canceling the PO will result in
making the requisition available for sourcing. If you no longer need the
requisition, cancel it from the Req Header or from the Reconciliation Workbench.
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New Window | Help | Customize Page | B

Reconciliation WorkBench
Business Unit: LSUNO WorkBench ID: KBOCRECON

*Description: [cLose PO

Select POs for Further Processing
List of Purchase Orders ' X First K 1 or 1 Bl Last
" Detan TliGHER

Purchase O Accounting Date (PO Status |Hold PO Date Last Activity

00269335 B 08/31/2011 Compl N 08M72011  09/07/2014 0000000085 Tremblay, Standard =

William

selectAll [ Clear Al

Action: Appmvel Unapprove Cancel Close Dispaich Preview

Go To: Setfilter options  Process Request Options Process Wonitor  View Processing Results

Save
[=] Notity | s Refresh

Done € Local intranet | Protected Mode: Off ooy ®100% v

Step Action

24. Click the Home link.

25. This completes Close a PO from the PO Recon Workbench.
End of Procedure.

Page 150



ORACLE Training Guide

USER PRODUCTIVITY KIT

Close Purchase Orders

Close a PO to Release the Remaining Encumbrance

Procedure

In this topic you will learn how to Close a PO to Release the Remaining Encumbrance.

Step Action

1. Accounts Payable no longer finalizes the last voucher on a PO to reverse the
remaining encumbrance. A business decision was made requiring the remaining
encumbrance to be liquidated by closing the PO. The PO will be closed by the
Purchasing SuperUser.

The exception to this policy is when a PO has multiple lines and not all lines of the
PO are ready to be finalized. In that situation, it is acceptable for AP to finalize the
last voucher for the affected PO lines.

NOTE: In this scenario the remaining encumbrance on all lines of the PO are
ready to be reversed.
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PSSFSWEBDEV11 Rce
Personalize Content | Layout
Menu =
Search:

[ My Favorites

[: LSU Processes

[+ Accounts Payable

[ Allocations

[ Asset Management

[ Background Processes
[ Banking

[» Commitment Control

[ Cost Accounting

[- Customer Contracts

[ General Ledger

> Inventory

[ ltems

[ PeopleTools

[ Purchasing

[ Reporting Tools

[ Set Up Financials/Supply Chain
[: Vendors

[ Worklist

|- My Personalizations

\Worklist

ORACLE
USER PRODUCTIVITY KIT

Add to Favorites

Help

< 10}

] »

@ Local intranet | Protected Mode: Off

v ®100% v

Step Action

2. Click the Purchasing link.

[* Purchasing

3. Click the Purchase Orders link.
[ > Purchase Orders |

4, Click the Reconcile POs link.
[ I Reconcile POs |

5. Click the Reconciliation Workbench link.
|- Reconciliation Workbench |
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Home | Workist | AddtoFavorites |  Sionout

New Window | Help |
Reconciliation WorkBench

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300). W
Business Unit: = WQ
WorkBench ID: peginswitn v |
Description:  beginswith v |

[[Icase Sensitive

Search | Clear |BasicSearch [E save Search Criteria

Find an Existing Value | Add a New Value

m | »

€ Local intranet | Protected Mode: Off ooy ®100% v

Step Action

6. Click the Search button to select an existing WorkBench ID.

NOTE: If an existing WorkBench ID is not available, click the Add a New Value

tab to create one. It is important that you add an ID that is unique since all run
controls are stored for this process.

Search

7. Click the appropriate WorkBench ID link.

KBOCRECOM
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Reconciliation WorkBench

Home | workist | AddtoFavortes |

Sign out

New Window | Help | Customize Page | B =

Filter Options
Business Unit: LSUNO WorkBench ID: KBOCRECON
Description: CLOSE PO

Enter search criteria and click on Search. Leave blank for all values
Search Criteria

Purchase Order: 00389348 | 4. (00369348

PO Date: ’7 & To: ,7
“Accounting Date 071012011 [ +pq [o8ra0r2012 |5 =
Actwypate: | 6 [

Due Date: ’— H 1o ,— i

Request BU: Q
Vendor ID: @ Requisition ID: Q

Item ID:
Buyer:
Contract setin: | |[Q N
Contract ID: Q

Release Number: ’7 Q

GPOID:
[Jinclude Closed
[Topen [“lapproved [IDispatched [|Cancelled ["]Pending Appr

[ a
\ Q

S 6RO Contract:

Receiving
Recv Reqd Receiving is Optional A
am 7 Mt Dnnniind (7 Dadiaths Daenind ) Enallas Drninend T
< | [ J b
€ Local intranet | Protected Mode: Off ooy ®100% v
Step Action

The search criteria entered for you last reconciliation will default. The Purchase
Order and Purchase Order To fields will need to be changed.

Enter the desired information into the Purchase Order field. Enter "00369354".

Enter the desired information into the To field. Enter *00369354".

10.

Enter the desired information into the Accounting Date field. Enter "070111".

11.

Enter the desired information into the Accounting Date To: field. Enter "063012".
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PS9FSTRNes

PS9FSWEBDEV11 RCB
Eir

Home | Workist | AddtoFavorites |  Sionout

New Window | Help | Customize Page | [&, «
Reconciliation WorkBench

Filter Options

Business Unit: LSUNO WorkBench ID: KBOCRECON
Description: CLOSE FO
Enter search criteria and click on Search. Leave blank for all values
Search Criteria
Purchase Order: 00389354 | 4 (0039384
PO Date: [ R ]
*Accounting Date | 07/01/2011 H 1o IW@ =
Activity Date: [T H e [ s
Due Date: H o l— [5)

ReauestBl: | |

Vendor ID:  a Requisition ID: e
Item ID: ’7 Q

Buyer: [ Q

Contract setin: | |[Q L
ContractID: ’—O\

Release Number: ’70{

GPOID: S GPo Contract:

[Jinclude Closed
[Topen [“lapproved [IDispatched [|Cancelled ["]Pending Appr

. .‘"nu 7 Mt Dnenind |7\nuﬁ|u\hlunrllnlr;rnd ) Bty Docninend ‘ 3 T
€ Local intranet | Protected Mode: Off oo ®100% v

Step Action
12. Click the Down button of the scrollbar.
13. Click the Search button.

[ searcn |
14. Click the 00369354 option.

[]

15. Click the Close button.
16. The PO is not eligible for closing.

Click the Log button to view the reason the PO is not eligible for closing.

)
17. Below are some examples of messages you may receive when clicking the Log

button. POs with these messages can be overwritten and closed.
POs with Receiving Required On though not received.
The PO may not be closed because it has not been fully Matched.

POs with Receiving Required Off and Due Date not <= Calculated PO Close Date.
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Step Action

18. Below are examples of message you may receive when clicking the Log button. POs
with either of these messages cannot be overridden and closed.
The PO Line is tied to an active Voucher therefore it may not be closed.
The PO is on Hold From Further Processing.

19. In this example, the PO cannot be closed because it has not been fully matched.
Click the Return button.

20. The Accounting Date for Action is the current date.
Enter the desired information into the Accounting Date for Action field. Enter
"083111".

21. Click the 00369354 option.

22. Click the Override button.

D

23. The PO is now qualified for closing.

To Proceed, click the Yes button.
Yes
24. Click the Yes button.
B

25. The Budget Status is now Not Checked, so you must Budget Check the PO.
Navigate to:
Purchasing > Purchase Orders > Budget Check
Click the Home link.
=

26. This completes Close a PO to Release the Remaining Encumbrance.

End of Procedure.
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Close a Range of POs from PO Recon Workbench

Procedure

Training Guide

In this topic you will learn how to Close a Range of POs from the PO Recon Workbench.

PS9FSTRNes
PSSFSWEBDEV11 Rce
Personalize Content | Layout

Menu =

Search:
®

[ My Favorites

[: LSU Processes

[+ Accounts Payable

[ Allocations

[ Asset Management

[ Background Processes
[ Banking

[» Commitment Control

[ Cost Accounting

[- Customer Contracts

[ General Ledger

> Inventory

[ ltems

[ PeopleTools

[ Purchasing

[ Reporting Tools

[ Set Up Financials/Supply Chain
[: Vendors

[ Worklist

|- My Personalizations

\Worklist

Add to Favorites

Help

< 1

| »

Done € Local intranet | Protected Mode: Off

v R100% v

Step Action

1. Click the Purchasing link.

2. Click the Purchase Orders link.
[ > Purchase Orders |

3. Click the Reconcile POs link.
[ > Reconcile POs |

4, Click the Reconciliation Workbench link.
|— Reconciliation Workbench |
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PS9FSTRNes
PS9FSWEBDEV11 RCB Home
Eir

| workist | AddtoFavorites |  Sinout

Mew Window | Help | &}
Reconciliation WorkBench

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300). W
Business Unit: = WQ
WorkBench ID: peginswitn v |
Description: begins with « ’7

[ case Sensitive

Search ‘ Clear ‘BasicSearch B save Search Criteria

Find an Existing Value | Add a New Value

1 | 3

€ Local intranet | Protected Mode: Off oo ®I100% v

Step Action

5. Click the Search button.

NOTE: If you have not previously created a Workbench ID, you will need to
create one. Click the Add a New Value tab to create a Workbench ID.

Search
6. Click the appropriate Workbench ID link.
[LSUNO KBORECON CLOSEPQ |
7. NOTE: The Purchase Order, Purchase Order To, Accounting Date and

Accounting Date To fields are required search criteria.
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PS9FSTRNes

PS9FSWEBDEV11 RCB
Eir

Home

Reconciliation WorkBench

| workist | AddtoFavories |

New Window | Help | Customize Page | B =

Training Guide

Sign out

Filter Options

Business Unit: LSUNO WorkBench ID: KBORECON
Description: CLOSE PO

Enter search criteria and click on Search. Leave blank for all values
Search Criteria

Purchase Order: 00389348 | 4. [ooe3ss @
PO Date: ’7 & To: ,7
“Accounting Date 071012011 [ +pq [o8ra0r2012 |5
Actwypate: | 6 [
Due Date: ’— H 1o ,— i

Request BU: ’_ Q

Vendor ID: @ Requisition ID: Q
Item ID: Q

Buyer: ‘ Q

Contract setin: | |[Q

Contract ID: Q

Release Number: ’7 Q

GPOID: S 6RO Contract:
[Jinclude Closed
[Topen [“lapproved [IDispatched [|Cancelled ["]Pending Appr

m

Receiving
Recv Reqd Receiving is Optional -
am 7 Mt Dnnniind (7 Dadiaths Daenind ) Enallas Drninend T
< | [ J 3
Done € Local intranet | Protected Mode: Off ooy ®100% v
Step Action

Enter the desired information into the Purchase Order field. Enter "00355337E".

NOTE: The beginning PO number must be smaller than the ending PO number.

"00364884B".

Enter the desired information into the Purchase Order To: field. Enter

10.

Enter the desired information into the Accounting Date field. Enter "070111".

11.

Enter the desired information into the Accounting Date To: field. Enter "063012".
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Home

New Window

Reconciliation WorkBench

| workist | AddtoFavories |

ORACLE
USER PRODUCTIVITY KIT

Sign out

| Help | Customize Page | B, =

Filter Options
Business Unit: LSUNO WorkBench ID: KBORECON
Description: CLOSE PO

Enter search criteria and click on Search. Leave blank for all values
Search Criteria

Purchase Order: ’WQ To: MQ
PO Date: [ 0%
*Accounting Date or012011 [ 7o [oerz0r2012 |5
Activity Date: ] To: o
Due Date: H 1o &

Request BU: ’_ Q

Vendor ID: @ Requisition ID: Q
Item ID: Q

Buyer: ‘ Q

Contract setin: | |[Q

Contract ID: Q

Release Number: ’7 Q

GPOID: S 6RO Contract:
[Jinclude Closed
[Topen [“lapproved [IDispatched [|Cancelled ["]Pending Appr

m

Receiving
Recv Reqd Receiving is Optional A
am 7 Mt Dnnniind (7 Dadiaths Daenind ) Enallas Drninend T
< | [ J b
€ Local intranet | Protected Mode: Off ooy ®100% v
Step Action

12.

Click the Down button of the scrollbar.

|

13.

Click the Search button.
Search

14.

arrow to view additional entries.

A total of 54 POs were retrieved. The page displays only 10 values at a time. Click
the View All (View 100 if more than 100 options available) or the Show Next row
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PS9FSTRNes
PS9FSWEBDEV11 RCB
Eir

Reconciliation WorkBench

Business Unit: LSUNO

WorkBench ID: KBORECON

*Description: |cLosePo

Select POs for Further Processing
List of Purchase Orders

" Detan TliGHER

Training Guide

| Workist | Addio Favoriles

g rirst Bl 1100650 O Last

Sign out

New Window | Help | Customize Page | B

-

Purchase Or:
[] 00355337E B 07/04/2011 Dispatched N 06/0/2011  08M18/2014 00000335321 w!,';:‘fb Standard B
[] 003569505 B omotzo1 Dispatched N 07/01/2011  08/08/2011 0000006729 Eﬁu";':r‘f“- Standard =
[] 00357911 B o7muzon Dispatched N 05162011 07/222011 0000019554 w!ri‘igsh Standard = E
[] 003581510 B omouzon Dispatched N 05/252011  07/18/2011 0000029328 Wlmsé Standard =l
] 00358536C B 07/05/2011 Dispatched N 07/05/2011  07/05/2011 0000029305 m!"]:’;sb Standard B
] 00358674C B 07/01/2011 Dispatched N 06/21/2011  08/04/2011 0000003010 W!rgg\sb Standard B
[]00380311c B o701 Dispatched N 05M6/2011  05M6/2014 0000002281 w!:;’;"sb Standard =
[] 003599080 B 07192011 Dispatched N 07/9/2011 07/19/2011 0000002785 Eﬁ"i‘;'r’r““- Standard =
[] 00360066E B o7muzon Dispatched N 05/26/2011 08122011 0000001146 w!ri‘igsh Standard =
] 00360127C B omo1uzon Dispaiched N 05/26/2011  08/10i2011 0000001146 migsé Standard E
selectal O clearan
Action: Approve | unappmve' Cancel Close Dispatch Preview
Go To: Setfilter options  Process Request Options  Process Monitor  View P Resulis
.
< in | ¥
Done € Local intranet | Protected Mode: Off v ®100% ~

Step Action

15.
Order number.

5]

Click the 00355337E option.

Select the POs you wish to close by clicking the checkbox to the left of the Purchase

16.

Click the 00356950E option.

17.

Close ‘

In this example the first 5 options were selected for closing.

Once all options have been selected, click the Close button.
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PSOFSTRN:s
PSSFSWEBDEVI1 RCB Home | Workist | AddtoFavorites | Sian out
Eir
New Window | Help | Customize Page | /&,
Reconciliation WorkBench
Processing Results
Business Unit: LSUNO WorkBench ID: KBORECON
*Description: [cLosePo
Select POs for Further Processing
Accounting Date for Action: Eﬂ
["] update Budget Date Equal to Accounting Date
Not Qualified view Al T First B 1 of 1 Bl st Qualified view | & rirst B 1.5 or5 Bl Last
D] 00358536C [=]
00358151D =
00357911E =]
00356950E =
00355337E =]
™ selectay Dlgieara
Proceed: Yes Delete Return to Reconciliation WorkBench
[=] Notify | s Refresh
Done € Local intranet | Protected Mode: Off oo ®I100% v
Step Action
18. Enter the desired information into the Accounting Date for Action field. Enter
"083111".
19. The POs are qualified for Closing.
Click the Yes button to proceed with the closing process.
Yes
20. A warning message displays.

Click the Yes button.
Yes

21. You are returned to the Reconciliation Workbench page. The PO status is now
Complete.

You must Budget Check the PO by navigating to:

Purchasing > Purchase Orders > Budget Check

22. To close another PO, click the Set Filter Options link.

NOTE: If your PO originated from a requisition, canceling the PO will result in
making the requisition available for sourcing. If you no longer need the
requisition, cancel it from the Req Header or from the Reconciliation Workbench.
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PSOFSTRNss
PSIFSWEBDEV11  RcB
Eir
New Window | Help | Customize Page | B
Reconciliation WorkBench
Business Unit: LSUNO WorkBench ID: KBORECON
*Description: |cLosePo
Select POs for Further Processing
List of Purchase Orders Customize | Find | ¢ All| E|
" Detan TliGHER
Purchase Order oo |Accounting Date PO Status |Hold [PODate |LastActivity Vendor 1D B
00358536C B 08R12011 Compl N 07/05/2011 09/07i2011 0000029305 ;‘c‘g‘;’;“‘b Standard =
Tremblay,
003569508 B oapzo1 Compl N 07/01/2011 09/07/2011 0000006729 ninn Standard
00357911 B oamvzon Compl N 05/6/2011 09/072011 0000019554 mg";’;“sh Standard E
00355337 B oasuzo11 Compl N 0B/01/2011 09/07i2011 0000033531 Wﬁmsé Standard E
003581510 B om0 Compl N 0512512011 09072011 0000029328 :A"I'!r'];’;‘fb Standard
] 00359311C B 07/01/2011 Dispatched N 05M6/2011 05162011 0000002281 :'\'A"I'!':ngb Standard
[] 003599080 B 07H9/2011 Dispatched N 07M9/2011  07/19/2011 0000002785 Em‘l‘;':l‘f’- Standard
[7] 00360469C B o7o12011 Dispatched N 06/23/2011  05/24/2011 0000020731 m!g;% Standard
[] 00360551E B omotzon Dispaiched N 06412011 07/29/2011 0000034914 mg";’;“sh Standard 1
williams, =]
[] 00360066E B o7otzon Dispatched N 05/26/2011 081212011 0000001145 b SRS Standard =
selectl O clearan
Action: Approve | unappmve' Cancel Close Dispatch Preview
Go To: Setfilter options  Process Request Options  Process Monitor  View P Resulis
) -
< | i | v
Done ﬁ Local intranet | Protected Mode: Off R T ®100% ~

Step Action

23. Click the Home link.

24,
End of Procedure.

This completes Close a Range of POs from the PO Recon Workbench.
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Manage Requisition Encumbrances

Training Guide

View and Print the Req and PO Budgetary Activity Report in HTML

The Requisition Budgetary Activity report allows you to view remaining requisition pre-
encumbrance amounts. The report provides information on Requisitions submitted to Purchasing

from your Department for the current fiscal year.

Procedure

In this topic you will learn how to View and Print the Req and PO Budgetary Activity Report
in HTML.

PS9FSTRN:s
PSOFSWEBDEV11 RcB
Personalize Content | Layout

Menu =

Search:
®

(- My Favorites

[- L8U Processes

> Accounts Payable

[ Allocations

[ Asset Management

[ Background Processes
[ Banking

[: Commitment Control

[ Cost Accounting

[» Customer Contracts

[ General Ledger

> Inventory

[ llems

[ PeopleTools

[ Purchasing

[ Reporting Tools

[ et Up Financials/3upply Chain
[ Vendors

[ Worklist

|- My Personalizations

Help

| »

€ Local intranet | Protected Mode: Off

fy v ®100% v

Step

Action

[* Purchasing

Click the Purchasing link.

[I- Purchase Orders |

Click the Purchase Orders link.

Click the Reports link.
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[ Cost Accounting o
[» Customer Contracts
[ General Ledger

[> Inventory

[ ltems

[ PeopleTools
== Purchasing
> Requisitions
I Request for Quotes
[ Procurement Conracts
[ Vendor Rebales
~ Purchase Orders
[» Stage/Source Requests
[ Acknowledgements
[» Manage Change Orders
[ Reconcile POs
[> Review PO Information
Gl=epons)
— Expediting
— Listings
— Status Listings
— Detail Listings
— Schedule Listings

1

— AddiUpdate Express POs
— Add/Update POs

— Approve Amounts

— Approve CharFields

— Resene POIDs

— Maintain Distributions
— Dispatch POs
— Verify Document Tolerance
— Budget Check
— Entry Event Reguest
— Create Backorders
— Approval Workflow
— Effective Dated UOM PO Update
> Receipts
[ Return To Vendor
I Analyze Procurement

:E?ERT\E_QTOO_\S ﬂﬂﬂﬂﬂ . . -
@& Local intranet | Protected Mode: Off e v ®100% ~
Step Action

4, Click the Req and PO Budgetary Activity link.
|- Req and PO Budgetary Activity |

5. A Run Control ID allows you to access the Process Scheduler and represents a set of
parameters that determine how the system runs various transactions. A Run Control
ID is:
* Specific to the user’s Operator ID;
« Case Sensitive;
* One continuous string of alphanumeric characters;
 Cannot contain any blank spaces between words; and
* Can utilize the Underscore to link characters or words together.
A Run Control must be added the first time a report is run. Thereafter, the same Run
Control ID can be used when running subsequent reports. On the Find an Existing
Value tab you will click the Search button to find existing Run Control IDs.

6. If you have already created a Run Control 1D, click the Search button to find it.
Click the Add a New Value tab.

7. Enter the desired information into the Employee-facing registry content field.
Enter "REQ_ACTIVITY_REPORT".

8. Click the Add button.

Add
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Step

Action

9.

You will enter or select your report parameters using the fields contained in the
Report Request Parameters section. The minimum entries required to retrieve
information are Business Unit and Dept ID or Project/Grant. If a Project/Grant
number is entered, there is no need to enter additional ChartString information.

NOTE: Parameters from the last time you ran the report will default if you use an
existing Run Control ID.

10.

Enter the desired information into the Business Unit field. Enter "LSUNQO".

11.

To view all documents for a specified fiscal year, enter 07-01-XX to 06-30-XX in
the Budget Date From and To fields.

NOTE: If you are retrieving information on a Project/Grant, you can retrieve data
from the inception of the Project/Grant (i.e. back to 2001 when PeopleSoft went
live).

Enter the desired information into the Budget Date From field. Enter "070111".

12.

Enter the desired information into the Budget Date To field. Enter "063012".

13.

The user must specify the Remaining Amount operand based on the following:

* If you wish to view all of your department’s requisitions generated during a
specified period, regardless of the balance (i.e. those with a Remaining Balance
equal or not equal to zero), do not specify an operand and accept the default entry of
zero in the Remaining Balance field;

* You may specify an operand and enter the dollar amount in the adjacent field or
accept the default entry of zero; or

* For the purpose of managing encumbrances, the user will select “Not equal” (< >)
to a Remaining Amount of zero so that only the requisition lines with a Remaining
Amount (including credits) will be retrieved.

14.

Click the button to the right of the Remaining Amount field.

M

15.

Click the Not Equal (< >) list item.
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Step Action

16. You may enter a single or multiple chartfield criteria.
* If you wish to specify a different ChartField other than what is defaulted, click the
Look up ChartField button and select another value (Account, Dept ID, Fund, Class,
Operating Unit, etc.;
* If you wish to specify more than one ChartField value, click the Add a new row at
row 1 button to insert additional row(s); or
* If your wish to run the report to view all requisition for your BU, click the Delete
row 1 button (most users will not run all requisitions for their BU).
NOTE: If a Project/grant is entered the remaining fields may be left blank since
there is only one ChartString associated with the specified Project/Grant.

17. Click the Look up ChartField button.

18. Click the DEPTID link from the Search Results table.
[DErTD |

19. Enter the desired information into the From ChartField Value field. Enter
"1053000".

20. Enter the desired information into the To ChartField Value field. Enter "1053000".

21. Click the Save button.

El save

22. Click the Add a row at row 1 button to add another ChartField value.

23. Click the Look up ChartField button.

24, Click the CLASS FLD link from the Search Results table.

25. Enter the desired information into the from ChartField Value field. Enter "10105".

26. Enter the desired information into the To ChartField Value field. Enter "10105".

217. Click the Delete row 2 button.
[=]

28. Click the OK button.

0k
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Step Action
29. Click the Save button.
NOTE: In this example, the values entered on the Reg-PO Budgetary Activity
page will retrieve only those requisitions with a Remaining Amount not equal to
Zero.
& save
30. Click the Run button.
31. Click the button to the right of the Server Name field.
32. Click the PSNT list item.
33. Click the Requisition Budgetary Activity option from the Process List.
34. Click the OK button.
OK
35. Click the Process Monitor link.
| Process Monitor |
36. Click the Refresh button until the Run Status = Success and the Distribution Status
= Posted.
[ Refreon |
37. Click the Go back to Req and PO Budgetary Activity link.
| Go back to Reqg and PO Budgetary Activity |
38. Click the Report Manager link.
| F:eg-:urtr-.-1ana-;|er|
39. Click the Administration tab.
40. Click the Requisition Budgetary Activity link. This action opens a new window.
| Requisition Budgetary Activity |
41. As specified on the Re Budgetary Activity page, only those requisitions with a

Remaining Amount are retrieved and displayed in the report. This makes it easier for
users to analyze the report when determining pre-encumbrances needing to be
closed or adjusted.

TIP: If a user finds that a pre-encumbrance remains even after the PO has been
built, he/she should contact Purchasing (i.e. the Buyer associated with the PO) for
assistance rather than AP.
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& The Req-PO Budgetary Activity Report contains the following fields:

Req ID - PeopleSoft generated requisition number and/or confirmation
purchase order number.

Line/Sched/Dist

Line - ID line # on the requisition.

Sched - Number of scheduled deliveries.

Dist - ChartString of department paying for the item(s).

Dept - Department number from the Chart of Accounts

Class - Class number from the Chart of Accounts.

Project/Grant - Project/Grant number from Chart of Accounts.
Original REQ Amount - The total dollar amount of the requisition line.
Liquidated Amount - Indicates the PO has been issued.

Remaining Amount - Amount not spent from the requisition.

PO Amount - Amount for which the PO was issued.
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'@ POS8002_6390028[1].pdf - Adobe Reade

File Edit View Document Tools Window Help *®

B & | € 1 /1 ®® 5% - o [ Fnd 3

Pocplesoft Furchasing
RBQUISITION BUDSETARY ACTIVITY REFGRT

Budget Date From 2011-07-01 To 2012-06-30  Femaining kmount <

437pM ||

- [
P W 1 8/30/2011 | |

Step

Action

42.

You can print the report using the printer icon on the browser bar or by selecting
File, Print from the menu.

NOTE: You may also Save the report using the File, Save As option from the
menu.

Click the Print button.

=

43.

You would select your print options and click OK.

For training purposes only, click the Cancel button.

Cancel

44,

Click the Close button.

A
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PS9FSTRNes
PS9FSWEBDEV11 RCB Sign out
»

New Window | Help | Customize Page | B
Administration [ List || Explorer || Archives

View Reports For
< Type: ¥ Last hd 1 Days - Refresh

User ID:
Status: ~ Folder: ~ Instance: | lo:‘
Report List Customize | Find | Vie First Bl 15065 B Last
Report |Prcs . lequest -
Select D Instance |RESCrintion DatelTime  |[Ormat |Status  |Details
08/30/2011  Acrobat
Requisition Budgstary Activity 2
4960429 6390028 Requisition Budgetary Activil A3635PM (-pan) Posted  Details

08/30/2011  Acrobat
20411PM (pd)

08/30/2011  TextFiles
EE IR~ RS L R KR T R R T
4960427 6390026 Comm. Control Budget Processor 201-02PM 1)

08/30/2011  Acrobat

4960428 6390027 PO Dispatch/Print Posted  Details

Posted  Details

. .
4960426 6390025 PO Activity, Excel for POS3001 14542PM (*pan) Posted  Details
08/30/2011  Acrobat
PO Activity, Excel for POS8001 2 Details
4960425 6390024 PO Activity, Excel for POS8001 143:47PM  (“pdf) Posted Details
SelsmAJI DlDess\eclAH
[

Click the delete button to delete the selected report(s)

Go backto Req and PO Budgetary Activ

&) save

Administration | List | Explorer | Archives

< | 11 | r
Process Instance:6390028 jrail € Local intranet | Protected Mode: Off ooy ®100% -

Step Action

45, Click the Home link.

| Home |

46. This completes View and Print the Req and PO Budgetary Activity Report in
HTML.
End of Procedure.
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View and Print the Req and PO Budgetary Activity Report in Excel
Procedure

In this topic you will learn how to View and Print the Req and PO Budgetary Activity Report
in Excel.

PS9FSTRNes

PSI9FSWEBDEV11 RcB
Personalize Content | Layout

Menu
Search:

®
[ My Favorites
[: LSU Processes
[+ Accounts Payable
[ Allocations
[ Asset Management
[ Background Processes
[ Banking
[» Commitment Control
[- Cost Accounting
[- Customer Contracts
[ General Ledger
> Inventory
[ ltems
[ PeopleTools
[ Purchasing
[ Reporting Tools
[ Set Up Financials/Supply Chain
[: Vendors
[ Worklist
|- My Personalizations

2=

\Worklist

Add to Favorites

Help

1T}

] v

Done

€ Local intranet | Protected Mode: Off

iy v ®100% v

Step

Action

Click the Purchasing link.

[ Purchasing

Click the Purchase Orders link.

[I> Purchase Orders |

Click the Reports link.
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[ Cost Accounting -
[- Customer Contracts
[ General Ledger
[+ Inventory
[ liems
[ PeopleTools
= Purchasing
[» Requisitions
I» Request for Quotes
[> Procurement Contracts
[> Vendor Rebates
= Purchase Orders
[> Stage/Source Requests
[> Acknowledgements
[> Manage Change Orders
[ Reconcile POs
[ Review PC Information
EdReports)
— Expediting
- Listings
— Status Listings
— Detail Listings
— Schedule Listings
— Requisition/PO Xref
— Non-Owned History
— Activity
— Acknowledgments
— Backorder Status
— Reg and PO Budgetary Activily
> Budget Year End Processing
— Add/Update Express POs
— AddiUpdate POs
— Approve Amounis
— Approve ChariFields
— Resene PO IDs
— Maintain Distributions
— Dispatch POs
— Verify Document Tolerance
— Budget Check
— Entry Event Request
— Create Backorders
— Approval Workflow B
— Effective Dated UOM PO Update
I Receipts
[> Return To Vendor
- Analyze Procurement

[ Reporting Tools J
m T“H In FinanrialsiSunnlv Chain
] 1 »
€ Local intranet | Protected Mode: Off e v ®100% ~
Step Action

Click the Req and PO Budgetary Activity link.
|- Reg and PO Budgetary Activity |

Click the Add a New Value tab to create a new Run Control ID.

Click the Search button to search for an existing Run Control ID.
Search

Click the REQ ACTIVITY_REPORT link.
REQ ACTIVITY REPORT

The parameters entered from the last time you ran and saved the report will default.
Ensure that the Business Unit, Budget Date From, Budget Date To, Remaining
Amount, and ChartField default correctly. If defaults are not correct, make the
appropriate changes.

Enter the desired information into the From ChartField Value field. Enter
""1053500".

Enter the desired information into the To ChartField Value field. Enter "1053500".

Click the Save button.

10.

Click the Add a new row at row 1 button.
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Step Action
11. Click the Look up ChartField button.
12. Click the FUND CODE link from the Search Results table.
13. Enter the desired information into the From ChartField Value field. Enter "111".
14. Enter the desired information into the To ChartField Value field. Enter "111".
15. Click the Delete row 2 button.
(=]
16. A warning message displays.
Click the OK button.
4
17. Click the Save button.
NOTE: In this example, the values entered on the Reg-PO Budgetary Activity
page will retrieve only those requisitions with a Remaining Amount not equal to
Zero.
@ see]
18. Click the Run button.
Run
19. Click the Req. Activity, Excel POS8002 option.
NOTE: Verify the Server Name is PSNT.
20. Click the OK button.
oK
21. Click the Process Monitor link.
| Process Maonitor |
22. Click the Refresh button until the Run Status = Success and the Distribution Status
= Posted.
[ Refresh |
23. Click the Go back to Req and PO Budgetary Activity link.
|G-:| back to Reqg and PO Budgetary Activity |
24, Click the Report Manager link.
|F-:eg-:|rt Manager |
25. Click the Administration tab.

I |
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Step Action
26. Click the Req. Activity, Excel POS8002 link.
|Req. Activity, Excel POS8002 |
217. Click the zzpo0033 6390029.cvs link.
| zoo0033 6300029 cov |
28. Click the Open button.
| Open |
29. As specified in the Req-PO Budgetary Activity Parameter page, only the requisition

line(s) with a Remaining Amount are retrieved. This makes it easier for a user to
analyze the report when determining the pre-encumbrances needing to be closed or
adjusted.

TIP: If a user finds a pre-encumbrance remains even after the PO has been built,
he/she should contact Purchasing (i.e. the Buyer associated with the PO) for
assistance rather than AP.

The Reqg-PO Budgetary Activity Report contains the following fields:

Req ID - PeopleSoft generated requisition number and/or confirmation
purchase order number.

Line/Sched/Dist

Line - ID line # on the requisition.

Sched - Number of scheduled deliveries.

Dist - ChartString of department paying for the item(s).

Dept - Department number from the Chart of Accounts

Class - Class number from the Chart of Accounts.

Project/Grant - Project/Grant number from Chart of Accounts.
Original REQ Amount - The total dollar amount of the requisition line.
Liquidated Amount - Indicates the PO has been issued.

Remaining Amount - Amount not spent from the requisition.

PO Amount - Amount for which the PO was issued.
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77p00033_6390029 [Read-Only]

Microsoft Excel

Training Guide

4 4 » M| zzpo0033_6390029 0 4

— Home Insert  Page Layout Formulas Data Review  View  Add-Ins ® - = x
I:"‘} & Calibri . |A‘ A" |§ = §| = General ~ | (B conditional Formatting = | 5= Insert ~ z - ﬂ ﬁ
3 |= =[G |8 - % o 5EFormatas Table - 3% Delete - | [@ - )
Pafte J | [HE e '” = '” S - A" |§ 2 ;’.E‘ I Cell Styles ~ B Format ~ | &2 - ii?t':r&' SF;T:G&,
Clipboard ™ Font L Alignment M| Number [ Styles Cells Editing
Al -0 | Report ID: ¥
A B C D E F G H J K L I
1 [Report ID:POS8002 PeopleSoft Purchasing
2 REQUISITI Remaining <> 0 Run Date: HH##HH#H
3 Business U LSUNO Budget Da 7/1/2011 To HEHHHHEH Run Time: 11:50:22
4 Department = 1053500
5
5]
7
8 =
9 REQID Line/Sched/Dist Requester Sourcing S Original RE Liquidated Remaining PO Amount I
10 Totals: 0 o] 0 0
11
12
13
14
15
16
17
18

Ready

T eV E eE

Step Action
30. Click the Office Button.
31. Point to the Preview and Print field.
32. Click the Print menu.
33. You will select your print options and click OK to print the report.
For training purposes only, click the Cancel button.
NOTE: You can also save the report using the File, Save As option on the Office
Button.
Cancel
34. Click the Close button to close the report.
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PS9FSWEBDEV11 RCB
»

Report Detail
ReportID: 4960430 Process Instance: 5390029 Message Log
Name: ZZP0O0033 Process Type: SQR Report

Run Status: Success

Req. Adtivity, Excel POS8002

Distribution Details

Distribution Node: REFNODE Expiration Date: 09142011
File List
Hame File Size (bytes) Datetime Created
SQR ZZP0O0033 6390029.log 1,960 08/31/2011 11:50:36.770000AM CDT
Z7ZP00033 6390029 out 224 08/31/2011 11:50:36.770000AM COT
zzpo0033 6390029 csv 426 08/31/2011 11:50:36.770000AM CDT

oK Cancel

New Window | Help | Customize Page | B

ORACLE
USER PRODUCTIVITY KIT

Sign out

Process Instance:6390029 jrai} € Local intranet | Protected Mode: Off ooy ®I100% v

Step

Action

35.

oK

Click the OK button to return to the Administration page.
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PS9FSTRNes
PSOFSWEBDEVI1 RcB Add to Favorites Sign out
(=13
New Window | Help | Customize Page | B
Administration List Explorer Archives
View Reports For
UseriD:  |KOCONN Type: ~ Last - 1 Days - Refresh
Status: ~ Folder: ~ Instance: to:
First KN 45 ors B Lost
Format |Status Details
4960430 6390029 Req. Activit, Excel POSS002 ot Posted  Delalls
08/30/2011  Acrobat
Requisition Budgetary Activity - Details
4960429 6390028 Requisition Budgetary Activi 436°36EM * pef) Posted  Details
08/30/2011  Acrobat
PQ Dispatch/Print . Details
4960428 6390027 PO Dispatch/Print 20411PM  (-pdf) Posted Details
08/30/2011  TexiFiles
Lomm. Control Budget Processor . Details
4960427 6390026 Comm. Control Budget Processaor 2:01:02PM ) Posted Details
: 08i30/2011  Acrobat
PO Activity, Excel for POS8001 i
4960426 6390025 PO Activity, Excel for POS8001 145.42PM  (=pdn) Posted Details
; 08i30/2011  Acrobat
PO Activity, Excel for POS8001 I
4960425 6390024 PO Activity, Excel for POS8001 14T 4TPM = pdn) Posted Details
Se\eclAH @Deselemi\l\
UEFE lclickthe delete button to delete the selected report(s)
Main Content
Go back to Req and PO Budaetary Activity
[ save
Administration | List | Explorer | Archives
4 [ ] r
Process Instance:6390029 17 € Local intranet | Protected Mode: Off v ®100% -

Step Action

36. Click the Go back to Req and PO Budgetary Activity link.
| Go backto Reg and PO Budgetary Activity

37. This completes View and Print the Req and PO Budgetary Activity Report in
Excel.
End of Procedure.
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Run the CLEANUP_REQ_ACTIVITY Query

Procedure

Training Guide

In this topic you will learn how to Run the CLEANUP_REQ_ACTIVITY Query.

PS9FSTRNes

PSSFSWEBDEV11 Rce
Personalize Content | Layout
Menu =
Search:

[ My Favorites

[: LSU Processes

[+ Accounts Payable

[ Allocations

[ Asset Management

[ Background Processes
[ Banking

[» Commitment Control

[ Cost Accounting

[- Customer Contracts

[ General Ledger

> Inventory

[ ltems

[ PeopleTools

[ Purchasing

[ Reporting Tools

[ Set Up Financials/Supply Chain
[: Vendors

[ Worklist

|- My Personalizations

\Worklist

Add to Favorites

Help

< 10}

| »

€ Local intranet | Protected Mode: Off

v R100% v

Step

Action

Click the Reporting Tools link.
|[>- Reporting Tools |

Click the Query link.

Click the Query Viewer link.
| - Query Viewer |
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PSOFSTRNsso
PSSFSWEBDEVI1 RCB Home | Workist | AddtoFavorites |  Sign out
Eir

New Window | Help | Customize Page | B

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By: Query Name ~  begins with

Search |Advanced Search

Done € Local intranet | Protected Mode: Off v ®100% v

Step Action

4, Enter the desired information into the begins with field. Enter "cleanup".
5. Click the Search button.
6. Click the HTML link.

NOTE: Queries should be run to HTML first to ensure that all desired lines are
retrieved.
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‘@ hitps//| Isuhsc.edu =

@j https://psSfsrcb.lsuhsc.edu/psc/fstrn_1/EMPLOYEE/ERP/q/?ICAC ~ i 45 | X E\Bing L~

.1 Favorites ‘ = ,e Suggested Sites v QJ Web Slice Gallery =

. »
|e https:/jpsQ'fsrch‘Isuhsc.edu/pscﬁstrn_l.‘.| ‘ & b >[4 @ ¥ Page~ Safety v Tools~ @v
CLEANUP_REQ_ACTIVITY - CLEANUP REQ UNION <

Business Unit: Hi

Department: ’—

BegDate: | [H

End Date: [
View Resulls

Done @ Local intranet | Protected Mode: Off r ®100% v

EH ! g @ - [ W 0

Step Action

7. Enter the desired information into the Business Unit field. Enter "LSUNO".
8. Enter the desired information into the Department field. Enter "11015%".
9. Enter the desired information into the Beg Date field. Enter "070111".

10. Enter the desired information into the End Date field. Enter "063012".

11. Click the View Results button.

NOTE: It may take several minutes for the results to display since the data is
being pulled from many tables.

View Results

12. Click the Excel SpreadSheet link.
| Excel SpreadSheet |
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& hitps://psSfsrcb Jsuhsc.edu/psc/fstrn_L/EMPLOYEE/ERP/q/7ICQryName ~CLEANUP_REQ_A
W \aj https://psSfsrcb.lsuhsc.edu/psc/fstm_ L /EMPLOYEE/ERP/0/7100n +

W Favorites ‘ w e Suggested Sites v @ Web Slice Gallery *

|O Connecting... | ‘

CLEANUP_REQ_ACTIVITY - CLEANUP REQ UNION

>

Business Unit: LSUNO

Department: ’W

BegDate:  |07/01/2011 [

End Date: [osiz0iz012 [
View Resulls

Download results in :

Do you want to open or save this file?

quxls
Type: Microsoft Office Excel 97-2003 Worksheet, 13.8KB
ps9fsreb.lsuhsc.edu

Excel prea

11

Open ] [ Save l I Cancel Project

1 LSUNO 07/01/2011 DETAIL_PRE 0 0105 5101500015 07/01/2014
2 LSUNO 07/01/2011 DETAIL_PRE 0 pwayslasR e penng i pelokile 90105 5101500015 07/01:2011
3 LSUNO 07H3/2011 DETAIL_PRE 0 071132011
< While files from the Internet can be useful. some files can potentially harm
4 LSUNO 073/2011 DETAIL_PRE 0 @ your computer. If you do not trust the source, do not open or save this file 071312011 i
5 LSUNO 07/29/2011 DETAIL_PRE 0 What's the risk? 07/29/2011
6 LSUNO 07/20/2011 DETAIL_PRE 00} 0712912011
7 LSUNO 07/29/2011 DETAIL_PRE 0038834 0 0 01500 00654 0712812011
8 LSUNO 07/20/2011 DETAIL_PRE 0035834 2 1 10 534620 111 1101500 00654 10105 0712012011
9 LSUNO 07/20/2011 DETAIL_PRE 0035834 31 10 534620 111 1101500 00654 10105 0712912011
10 LSUNO 07/20/2011 DETAIL_PRE 0035834 41 10 534620 111 1101500 00654 10105 0712912011
11 LSUNO 08M6/2011 DETAIL_PRE 0036967 1 1 10 534620 111 1101500 00654 10105 08/16/2011
12 LSUNO 08H6/2011 DETAIL_PRE 0035867 2 1 10 535400 111 1101500 00654 10105 081612011 A
i | b
% Done €& Local intranet | Protected Mode: Off v ®100% v

Step Action

13. Click the Open button.
COpen
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Insert Page Layout Formulas @
ﬂ # arial nicode 1 |10 - [ = Text ~ | B conditional Formatting ~ = 5= Insert - 3 - ﬂ [ﬁ ‘
£ = | = - | $ - % | (55 Format as Table - 3% Delete - || (8] - )
i) SCLECEEErs| - ol - sy [l g T T
Clipboard = Font £} Alignment G| Number & Styles Cells Editing |
Al - fi| CLEANUP REQ UNION ¥
A B \ c | D | E | F \ G i
1 24
2 |Unit |Acctg Date |Ledger |Req ID [status [Req Date  [Srce Stat
3 |LSUNO 7/1/2011 DETAIL_PRE 0036087
| 4 |LSuNO 7/172011 DETAIL_PRE 0036087
| 5 |LsuNO 7/13/2011 DETAIL_PRE 0036511
| 6 |LSUNO 7/13/2011 DETAIL_PRE 0036511 -
| 7 |LSuNO 7/29/2011 DETAIL_PRE "0036786
| 8 |Lsuno 7/29/2011 DETAIL_PRE 0036786
| @ |LSuNO 7/29/2011 DETAIL_PRE "0036834
| 10 |LSunO 7/29/2011 DETAIL_PRE 0036834
| 11 |LSUNO 7/29/2011 DETAIL_PRE "0036834
| 12 |LsuNO 7/29/2011 DETAIL_PRE 0036834
| 13 |LSuNO 8/16/2011 DETAIL_PRE 0036967
| 14 |LsuNO 8/16/2011 DETAIL_PRE 0036967
| 15 |LSUNO 7/172011 DETAIL_PRE 0036087 A 5/30/2011 C
| 16 |LSUNO 7/28/2011 DETAIL_PRE 0036834 A 7/28/2011 C
| 17 |Lsuno 7/28/2011 DETAIL_PRE 0036834 A 7/28/2011 C
| 18 |LSUNO 7/28/2011 DETAIL_PRE "0036834 A 7/28/2011 C
4 4 » M| sheet1 47 4
Ready \ e

=

9/7/2011

|

Step Action

14. Click the Close button.
I ]
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‘@ hitps//| Isuhsc.edu =
= gj https://psSfsrcb.lsuhsc.edu/psc/fstrn_1/EMPLOYEE/ERP/q/?ICQrn ~ i 4 | X ﬂging L~

7;2 Favorites ‘ w e Suggested Sites v @ Web Slice Gallery *

|g https:prsQfsrch‘Isuhsc.edu/pscﬁstrn_l.‘.| ‘ & b L @ ¥ Page~ Safety v Tools~ @v

CLEANUP_REQ_ACTIVITY - CLEANUP REQ UNION

>

Business Unit: LSUNO

Department: ’W

BegDate:  |07/01/2011 [

End Date: [osiz0iz012 [
View Resulls

Download resuffs in:  Excel SpreadSheet C3VTextFile XWLFile (11 kb)

1

Program |Class |  Project

1 LSUNO 07/01/2011 DETAIL_PRE 0036087 1 1 10 543700 113 1101500 00001 90105 5101500015 07/01/2011

2 LSUNO 07/01/2011 DETAIL_PRE 0036087 2 1 10 543700 113 1101500 00001 90105 5101500015 07/01/2011

3 LSUNO 07A3/2011 DETAIL_PRE 0036511 1 1 10 572500 111 1101500 00654 10105 071132011

4 LSUNO 0713/2011 DETAIL_PRE 0036511 2 1 10 572500 111 1101500 00654 10105 071312011 i

5 LSUNO 07/29/2011 DETAIL_PRE 0036786 1 1 10 572500 111 1101500 00654 10105 07129/2011

6 LSUNO 07/20/2011 DETAIL_PRE 0036786 2 1 10 572500 111 1101500 00654 10105 0712012011

7 LSUND 07/29/2011 DETAIL_PRE 0036834 1 1 10 534620 111 1101500 00654 10105 0712912011

8 LSUNO 07/20/2011 DETAIL_PRE 0035834 2 1 10 534620 111 1101500 00654 10105 0712012011

9 LSUNO 07/29/2011 DETAIL_PRE 0036834 3 1 10 534620 111 1101500 00654 10105 07129/2011

10 LSUNO 07/20/2011 DETAIL_PRE 0035834 41 10 534620 111 1101500 00654 10105 0712012011

11 LSUNO 08M6/2011 DETAIL_PRE 0036967 1 1 10 534620 111 1101500 00654 10105 08/16/2011

12 LSUNO 08H6/2011 DETAIL_PRE 0035867 2 1 10 535400 111 1101500 00654 10105 081612011 A

1 | »

Done €& Local intranet | Protected Mode: Off oy ®100% v

Step Action

15. Click the Close button.

16. This completes Run the CLEANUP_REQ_ACTIVITY Query.
End of Procedure.
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Cancel a Requisitions

Cancel a Requisition from the Req Header

Procedure

Training Guide

In this topic you learn how to Cancel a Requisition from the Req Header.

PS9FSTRNes
PSSFSWEBDEV12 Rce
Personalize Content | Layout

Menu =

Search:
®

> My Favorites

[: LSU Processes

[+ Accounts Payable

[ Allocations

[ Asset Management

[ Background Processes
[ Banking

- Commitment Control

[ Cost Accounting

[- Customer Contracts

[ General Ledger

> Inventory

[ ltems

- PeopleTools

[ Purchasing

[ Reporting Tools

[ Set Up Financials/Supply Chain
[: Vendors

[ Worklist

|- My Personalizations

\Worklist

Add to Favorites

Help

< 1

| v

Done [+] Internet | Protected Mode: On

- ®100% ~ 4

Step

Action

Click the Purchasing link.

[* Purchasing

Click the Requisitions link.

[ Requisitions

Click the Add/Update Requisitions link.
|- AddiUpdate Requisitions |
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PSOFSTRNss0
PSOFSWEBDEV12 RCB Home | Workist | AddtoFavorites |  Sign out
Eir
New Window | Help |
Requisitions

Find an Existing Value Add a New Value

Business Unit: LSUNO C
Requisition ID: |[NEXT

Add

Find an Existing Value | Add a New Value

< 1 | r
Done @ Internet | Protected Mode: On Rr R100% v

Step Action

4, Click the Find an Existing Value link.

Find an Existing Yalue l

Enter the desired information into the Requisition ID field. Enter "0036977".

Click the Search button.
Search

Page 188




ORACLE
USER PRODUCTIVITY KIT

PS9FSTRNes

PS9FSWEBDEV12 RCB
»

Maintain Requisitions

Training Guide

New Window | Help | Customize Page | /&,

Requisition

Business Unit:  LSUNOQ
Requisition ID: 0036977

~ Header

*Requester: SDEBOS
*Requisition Date: (08/17/2011
Origin: oNL &

*Currency Code: usD

Accounting Date: 08172011 [

De Bose, Sheila
Requester Info

Status: Approved

Budget Status: Valid

["]Hold From Further Processing

Requisition Defaults
Edit Comments

On-Line Entry
US Dollar

Requisition Activities
Document Status

Total Amount:

AR

Amount Summary

7,165.00 USD

Add ltems From Select Lines To Display

Purchasing Kit
ltem Search

Line

Catalog
Reguester tems

uine: [ Qre:[ @ Retrieve

[ Details ] ship Tomue Date T status T Vendor information T #em information | atributes T contract ] Sourcing Controls

3162- Ausioscan-Model
“Axiom” - Axiom main unit-
Probe Mic(2), Copler Mic
(1),Cpler Clip Ref Mic-1-

First Bl 1.4 ora B Last

1

=N RECDtransducer(1),BTE
= cplerstip TEcopler Blu I3, 1.0000 00057 5,995.00000  £,995.00 Approved O m |
tac Probe tubes(QTY
TBD),Foam tips (5-each
size),Mouse laser or optical).
Ext.Spkr+Spkr.stand.
2 B Dual HOMI Monitor Display 63, 1.0000 00057 0.00000 0.00 Approved O | \v
< | n | 3
v mI100% -

Contains commands for working with the selected items.

Action

Click the Cancel graphic.
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PS9FSTRNes

PSOFSWEBDEV12 Rce Home | Workist | AddtoFavortes |  Sign out
=

Canceling a requisition will cormmit any changes made and prevent further
changes. Continue? (10100,7)

When you mark a reguisition as complete or canceled, the systern does not
allow any further changes to the reguisition. Any changes made, howewer, will
be stared on the requisition.

Ifyou have any mare changes to make to this requisition, do not mark it as
complete or canceled atthis time. Make the other changes, then return to
change its status.

es No

@ Internet | Protected Mode: On v ®100% v i
Step Action
8. A warning message displays.
Click the Yes button.
Yes
9. You are returned to Requisition Header page.

NOTE: The Status is now Cancelled and the Budget Status is Not Chk'd.
The requisition must be Budget Checked again. Navigate to:

Purchasing > Requisitions > Budget Check

10. Once the Budget Check is complete, navigate to the Reconciliation Workbench as
follows:

Purchasing > Requisitions > Reconciliation Workbench
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PS9FSTRNes

PS9FSWEBDEV12 RCB

Eir

Requisition Recon WorkBench

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300). W
Business Unit: = WQ
WorkBench ID: peginswitn v |
Description:  beginswith v |

[[Icase Sensitive

Search | Clear |BasicSearch [E save Search Criteria

Home | Workist | AddtoFavorites |  Sign out

Mew Window | Help |

Find an Existing Value | Add a New Value

<

Done

@ Internet | Protected Mode: On Foov ®100% -

Step

Action

11.

Click the Add a New Value link.

12.

Enter the desired information into the WorkBench ID field.
Enter "KOCLOSEREQ".

NOTE: Unlike other processes where a run control is unique to a user, this
process stores everyone's run controls. It is important that you add a new run
control that is unique. If you use an existing run control, you could possibly have

pre-defined parameters that do not meet your needs and you will not retrieve the
desired results.

13.

Click the Add button.

Add
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PS9FSTRNes

PS9FSWEBDEV12 RCB
»

Home | Workist | AddtoFavorites |  Sionout

New Window | Help | Customize Page | B
Reconciliation WorkBench

Filter Options

Business Unit: LSUNO WorkBench ID: KOCLOSEREQ
Description:

Enter search criteria and click on Search. Leave blank for all values
Search Criteria

Requisition: ’7 Q To: liq

*Accounting Date: ’— G *To: ,— ]

Rea Date: I '™ [

Actvigbate: | e [

Due Date: ’— &) To: ,— ] =
Vendor ID: ’— a

Requester: ‘ aQ Item ID: | Q

["Jopen [|Approved ["|Lines Approved [ |Pending Appr [|Cancelled ("] Denied
[ Partially or Fully Sourced
Encumbrance

[~ Open Pre-encumbrances

ChartFields

GLUnit  |Account  |AlAcct |OperUnit Fund  |Dept Program  |Class Product ﬁ:" Project Activity :'r‘c""ce

C @& @ @l @ @&l @ Rl @& @&l @& @’[&[ @l ¢

Search
Return to Requisition Workbench

T aese, | A ncsenan | T
< I l 3

Done @ Internet | Protected Mode: On v ®100% v

Step

Action

14.

Enter the desired information into the Requisition field. Enter "0036977".

15.

Enter the desired information into the Requisition To: field. Enter "0036977".

16.

Enter the desired information into the Accounting Date field. Enter "070111".

17.

Enter the desired information into the Accounting Date To: field. Enter "063012".
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PS9FSTRNes

PS9FSWEBDEV12 RCB
»

| AddioFavories | Sion out

New Window | Help | Customize Page | B
Reconciliation WorkBench I
Filter Options

Business Unit: LSUNO WorkBench ID: KOCLOSEREQ
Description:

Enter search criteria and click on Search. Leave blank for all values
Search Criteria

Requisition: [oozger7 Q& o [oozeerz @

*Accounting Date: ’W [ “To: W £}

Req Date: [ [

Actviypate: | B 1o [

Due Date: ’— &) To: ,— £ E
Vendor ID: ’— aQ

Requester: ‘ U femin: ,70\

["Jopen [|Approved ["|Lines Approved [ |Pending Appr [|Cancelled ("] Denied
[ Partially or Fully Sourced
Encumbrance

[~ Open Pre-encumbrances

ChartFields

GLUnit  |Account |AltAcct  |Oper Unit Fund  [Dept Program  |Class Product  [E=P%  |Project Activity :'r‘c"‘rce

C @& @ @l @ @&l @ Rl @& @&l @& @’[&[ @l ¢

Search
Return to Requisition Workbench

T aese, | A ncsenan | T

r
@ Internet | Protected Mode: On v ®00% v

Step

Action

18.

Click the Search button.

19.

NOTE: The Status is Cancelled and the Budget Check is Valid.
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PSOFSTRN:s
PSOFSWEBDEV12  RCB Home | Wordist | AddioFavorites | Signout
Eir

New Window | Help | Customize Page | B

Reconciliation Workbench

Business Unit: LSUNO WorkBench ID: KOCLOSEREQ
*Description: |

Select Regs for Further Processing

List of Requisitions

Requisition ID Doc Status | Accounting Date  |Status Hold |Budget Status |Req Date

[] 0036977 B 08M7/2011 Cancelled N Valid 0817/2011 09/08/2011 De Bose, Sheila 1

Mseectan O clearm

Action: _ Approve | Unapprove Cancel Close

Go To: Setfilter options View Processing Results

Save
[=] Notify | 3 Refresh

< n [»
Done & Internet | Protected Mode: On v ®100% v

Step Action

20. Enter the desired information into the Description field. Enter "CLOSE
REQUISITIONS".

21. Click the 0036977 option.

22. Click the Close button.

Close ‘
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PS9FSTRNes

PS9FSWEBDEV12 RCB
Eir

Home | Workist | AddtoFavorites | Sian out

New Window | Help | Customize Page | B
Reconciliation WorkBench

Processing Results

Business Unit: LSUNOD WorkBench ID: KOCLOSEREQ
Description:

CLOSE REQUISITIONS

Select Reqs for Further Processing

Accounting Date for Action: EJ

["] update Budget Date Equal to Accounting Date
Not Qualified view a1l B First B 4 o1 B Last First Bl 4 o

T T

sslectall O clearl

Proceed:  Ves | Delete |Retumm

Done @ Internet | Protected Mode: On ooy ®|100% v

Step

Action

23.

The Accounting Date for Action is the current date.

Enter the desired information into the Accounting Date for Action field. Enter
"083111".

24.

Click the Yes button.

25.

A warning message displays.

Click the Yes button.
Yes
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PSOFSTRNsso
PSSFSWEBDEV12 RCB Home | Workist | AddtoFavorites |  Signout
(=13

New Window | Help | Customize Page | B

Reconciliation Workbench

Business Unit: LSUNO WorkBench ID: KOCLOSEREQ
*Description: |bLDSE REQUISITIONS

Select Regs for Further Processing

List of Requisitions Customi =) c First B 4 of4
Requisition ID Doc Status | Accounting Date  |Status Hold |Budget Status |Req Date ast Activity lame Change Order

es
0036977 B 08M7/2011 Complete N Valid 0817/2011 09/08/2011 De Bose, Sheila 1 [El

Mseectan O clearm

Action: _ Approve | Unapprove Cancel Close

Go To: Setfilter options View Processing Results

Save
[=] Notify | 3 Refresh

< 101 [ »
Done @ Internet | Protected Mode: On ooy ®100% v

Step Action

26. You are returned to the Reconciliation Workbench page. The Status is how
Complete.

NOTE: If you want to reconcile another requisition, click the Select Filter Options
link.

Click the Home link.

Home

217. This completes Cancel a Requisition from the Req Header.
End of Procedure.
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Close a Requisition from the Req Recon Workbench

Procedure

In this topic you will learn how to Close a Requisition from the Req Recon Workbench.

PS9FSTRNes
PSSFSWEBDEV11 Rce
Personalize Content | Layout

Menu
Search:

®

[ My Favorites

[: LSU Processes

[+ Accounts Payable

[ Allocations

[ Asset Management

[ Background Processes
[ Banking

[» Commitment Control

[ Cost Accounting

[- Customer Contracts

[ General Ledger

> Inventory

[ ltems

[ PeopleTools

[ Purchasing

[ Reporting Tools

[ Set Up Financials/Supply Chain
[: Vendors

[ Worklist

|- My Personalizations

28

\Worklist

Add to Favorites

Help

<

10}

| »

Done

€ Local intranet | Protected Mode: Off

v R100% v

Step

Action

Click the Purchasing link.

[* Purchasing

Click the Requisitions link.

[ Requisitions

Click the Reconcile Requisitions link.
| > Reconcile Requisitions |

Click the Reconciliation Workbench link.
| - Reconciliation Warkbench |
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PS9FSTRNes

PS9FSWEBDEV11 RCB

Eir

Requisition Recon WorkBench

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300). W
Business Unit: = WQ
WorkBench ID: peginswitn v |
Description: begins with « ’7

[ case Sensitive

Home | Workist | AddtoFavorites |  Sionout

New Window | Help | o},

Search ‘ Clear ‘BasicSearch B save Search Criteria
Find an Existing Value | Add a New Value
] 1 | 3
€ Local intranet | Protected Mode: Off oo ®I100% v
Step Action
5. You can search for an existing Workbench ID by clicking the Search button. If you
do not have an existing Workbench ID, you must add one.
NOTE: The Workbench ID is a run control for accessing the Process Scheduler.
Click the Add a New Value link.
6. Unlike other processes where a run control is unique to a user, this process stores
everyone's run controls. It is important that you add a new run control that is unique.
If you use an existing run control, you could possibly have pre-defined parameters
that do not meet your need and you will not retrieve the desired results.
Enter the desired information into the WorkBench ID field. Enter
"KOCLOSEREQ".
7. Click the Add button.

Add
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PS9FSTRNes

PS9FSWEBDEV11 RCB
Eir

Home | Workist | AddtoFavorites | Sion out

New Window | Help | Customize Page | B, =

Reconciliation WorkBench

Filter Options

Business Unit: LSUNO WorkBench ID: KOCLOSEREQ
Description: CLOSE REQUISITION

Enter search criteria and click on Search. Leave blank for all values
Search Criteria

Requisition: ’7 Q To: liq

*Accounting Date: ’— G *To: ,— ]

Rea Date: I '™ [

Actvigbate: | e [

Due Date: ’— [+ To: ,— il =
Vendor ID: ’— Q

Requester: ‘ aQ Item ID: ,7O~

["Jopen [|Approved ["|Lines Approved [ |Pending Appr [|Cancelled ("] Denied
[ Partially or Fully Sourced
Encumbrance

[~ Open Pre-encumbrances

ChartFields

GLUnit  |Account  |Alt Acct Oper Unit Fund  [Dept Program |Class Product ﬁ:" Project Activity :'r‘c""ce Category|

@& @ @l @ @&l [ @& @& @l @& @&l @&

Search
Return to Requisition Workbench
[ B | T

< | 1 J »

€ Local intranet | Protected Mode: Off ooy ®100% v

Step Action

8. Enter your search criteria. In most situations you will be reconciling a single
requisition.

NOTE: At minimum the Requisition, Requisition To, Accounting Date, and
Accounting Date To fields must be populated.

Enter the desired information into the Requisition field. Enter "0037110".

9. Enter the desired information into the To field. Enter "0037110".

10. Enter the desired information into the Accounting Date field. Enter "070111".
11. Enter the desired information into the To field. Enter "063012".

12. Click the Search button.

=
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PSOFSTRNsso
PSSFSWEBDEVI1 RCB Home | Workist | AddtoFavorites |  Signout
(=13

New Window | Help | Customize Page | B

Reconciliation Workbench

Business Unit: LSUNO WorkBench ID: KOCLOSEREQ
*Description: [

Select Regs for Further Processing

List of Requisitions Customi EI ‘ 0 First n 10f1 Last
Requisition 1D Doc Status | Accounting Date Status Hold Budget Status Req Date ast Activity lame Change Order |Lil
] 0037110 B 09/06/2011 Approved N valid 09/06/2011 00/0712011 .JI_“’HSH::: ETGE =

Mseectan O clearm

Action: _ Approve | Unapprove Cancel Close

Go To: Setfilter options View Processing Results

Save
[=] Notify | 7} Refresh

< 1 | v

Done € Local intranet | Protected Mode: Off ooy ®100% v

Step Action

13. Enter the desired information into the Description field. Enter "CLOSE
REQUISITION".

14. NOTE: The Status = Approved and the Budget Status = Valid.

Click the 0037110 option.

15. Click the Close button.
Close
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PS9FSTRNes

PS9FSWEBDEV11 RCB
Eir

Home | Workist | AddtoFavorites |  Sionout

New Window | Help | Customize Page | /&,
Reconciliation WorkBench

Processing Results
Business Unit: LSUNO WorkBench ID: KOCLOSEREQ
Description: CLOSE REQUISITION

Select Reqs for Further Processing
Accounting Date for Action: EJ

["] update Budget Date Equal to Accounting Date
view Al B0 First KN 4 or 4 B Lost

0037110 B

sslectall O clearl

Proceed: Yes | Delete ‘Retumm

[=] Notify | & Refresh

Done € Local intranet | Protected Mode: Off oo ®I100% v

Step

Action

16.

The requisition is qualified for closing. The Accounting Date of Action is the current
date.

Enter the desired information into the Accounting Date for Action field. Enter
"091511".

17.

If the requisition is Not Qualified, you can click the Log button to determine why.
Below are examples of messages that you might receive when clicking the Log
button. Requisitions with these messages can be overridden and closed:

The Requisition may not be closed because it has not been fully sourced.

18.

If the requisition is Not Qualified, you can click the Log button to determine why.
Below are examples of messages that you might receive when clicking the Log
button. Requisitions with these messages cannot be overridden and closed:

The Requisition is associated with a Purchase Order that has not been closed.

The Requisition is associated with a PO that has been closed or canceled but not
budget checked.

19.

Click the Yes button.
Yes

20.

Click the Yes button.
Yes
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Step Action

21. You are returned to the Reconciliation Workbench. The Status now is Complete and
the Budget Check is Not Chk'd.
The Requisition must be Budget Checked when it is closed or canceled. Navigate to:
Purchasing > Requisitions > Budget Check
NOTE: The pre-encumbrance will not be reversed until the requisition is budget
checked.

22, This completes Close a Requisition from the Req Recon Workbench.

End of Procedure.

Page 202




ORACLE Training Guide

USER PRODUCTIVITY KIT

Finalize a Purchase Orders

Finalize a PO to Release the Remaining Pre-Encumbrance
Procedure

In this topic you will learn how to Finalize a PO to Release the Remaining Pre-
Encumbrances.

Step Action

1. The process required to finalize the remaining pre-encumbrance will depend on the
PO Status. If the associated PO is at a status of Dispatched, the PO should be
finalized to release the release the remaining pre-encumbrance. If the associated PO
has a Status of Complete, the remaining pre-encumbrance must be finalized by
running Requisition Reconciliation.

In this example the PO Status is Dispatched.

NOTE: Before you begin this process you must know the PO ID number.
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PS9FSTRNes
PSSFSWEBDEV11 Rce
Personalize Content | Layout

Menu =

Search:
®

[ My Favorites

[: LSU Processes

[+ Accounts Payable

[ Allocations

[ Asset Management

[ Background Processes
[ Banking

[» Commitment Control

[ Cost Accounting

[- Customer Contracts

[ General Ledger

> Inventory

[ ltems

[ PeopleTools

[ Purchasing

[ Reporting Tools

[ Set Up Financials/Supply Chain
[: Vendors

[ Worklist

|- My Personalizations

\Worklist

ORACLE
USER PRODUCTIVITY KIT

Add to Favorites

Help

< 10}

] »

@ Local intranet | Protected Mode: Off

v ®100% v

Step Action

2. Click the Purchasing link.

[* Purchasing

3. Click the Purchase Orders link.
[I> Purchase Orders |

4, Click the Add/Update POs link.
|- Add/Update POs |
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PS9FSTRNes

PS9FSWEBDEV11 RCB
»

Purchase Order

Find an Existing Value Add a New Value

Business Unit: LSUNO C
POID: NEXT
Add

Find an Existing Value | Add a New Value

Training Guide

Mew Window | Help |

< 1

Done el‘p Local intranet | Protected Mode: Off

fh v m00% v

Step

Action

Click the Find an Existing Value link.

Find an Existing Value l
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=

PS9FSTRNes

PS9FSWEBDEV11 RcB

Home | Workist | AddtoFavortes |  Sign out

New Window | Help | /B

Purchase Order

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300): |300

Business Unit: = suno a
POID: peginswith v
Purchase Order Date: = - ’7@
PO Status: = - -
Short Vendor Name: begins with ’70\
Vendor ID: peginswin v @
Vendor Name: begins with ’7
Buyer: begins with + ’70\
Buyer Name: begins with + ’7Q
PO Type: = - -
Purchase Order Reference: begins with + ’7
Hold From Further Processing |}
[[Icase Sensitive
Search ‘ Clear ‘Easm Search [§ Save Search Criteria

Find an Existing Value | Add a New Value

< | 1 ] »

Done € Local intranet | Protected Mode: Off o v ®100% ~

Step

Action

Enter the desired information into the PO ID field. Enter "00355337E".

Click the Search button.
Search

Click the Finalize Document button.

NOTE: The Finalize Document button is the pink sheet of paper with arrows icon
to the right of the Budget Status.

=
1

A warning message displays.

Click the Yes button.
Yes

10.

The PO Status is still Dispatched, but the Budget Status is now Not Chk'd. The PO
must be Budget Checked again.

Click the Budget Check button.
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Step Action
11. Click the Refresh button until the Run Status = Success and the Distribution Status
= Posted.
Refresh
12. Click the Go back to Purchase Order link.
| 5o backto Purchase Order |
13. The PO Status is Dispatched and the Budget Status is Valid.
14. Click the Home link.
tone
15. This completes Finalize a PO to Release the Remaining Pre-Encumbrance.
End of Procedure.
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Close a Requisition to Release Remaining Pre-Encumbrance

Procedure

In this topic you will learn how to Close a Requisition to Release the Remaining Pre-

Encumbrance.

Menu
Search:

[ My Favorites

[: LSU Processes
[+ Accounts Payable
[ Allocations

> Banking
[- Cost Accounting

[ General Ledger
> Inventory

[ ltems

[ PeopleTools

[ Purchasing

[ Reporting Tools

[: Vendors
[ Worklist

PS9FSTRNes

PSI9FSWEBDEV11 RcB
Personalize Content | Layout

[ Asset Management
[ Background Processes

[» Commitment Control

[- Customer Contracts

|- My Personalizations

®

[ Set Up Financials/Supply Chain

2=

\Worklist

Add to Favorites

Help

1T}

] v

Done

€ Local intranet | Protected Mode: Off

iy v ®100% v

Step Action

1. Click the Purchasing link.

[ Purchasing

2. Click the Requisitions link.

[+ Requisitions

3. Click the Reconcile Requisitions link.

|[> Reconcile Reguisitions |

4, Click the Reconciliation Workbench link.

[— Reconciliation Waorkbench |
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PS9FSTRNes
PS9FSWEBDEV11 RCB Home
Eir

| workist | AddtoFavorites |  Sinout

New Window | Help |
Requisition Recon WorkBench

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300). W
Business Unit: = WQ
WorkBench ID: peginswitn v |
Description:  beginswith v |

[[Icase Sensitive

Search | Clear |BasicSearch [E save Search Criteria

Find an Existing Value | Add a New Value

<

Done

€ Local intranet | Protected Mode: Off ooy ®100% -

Step Action

5. Click the Add a New Value tab to add a new Workbench ID.

Click the Search button to search for an existing Workbench ID.
Search

6. Click the appropriate Workbench ID link.

KOCLOSEREQ
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PS9FSTRNes

PS9FSWEBDEV11 RCB

Eir

Reconciliation WorkBench

Home | Workist | AddtoFavorites | Sion out

New Window | Help | Customize Page | B, =

Filter Options
Business Unit: LSUNO WorkBench ID: KOCLOSEREQ
Description: CLOSE REQUISITION

Enter search criteria and click on Search. Leave blank for all values
Search Criteria

Requisition: jpoazoss Q1o [oo37009 @

*Accounting Date: 07/01/2011 [ *To: M [5)

Req Date: B unte: [

Actviypate: | B 1o [

Due Date: ’— [+ To: ,— il =
Vendor ID: ’— aQ

Requester: ‘ aQ Item ID: ,7O~

["Jopen [|Approved ["|Lines Approved [ |Pending Appr [|Cancelled ("] Denied
[ Partially or Fully Sourced
Encumbrance

[~ Open Pre-encumbrances
ChartFields

GL Unit

Account  |Alt Acct Oper Unit Fund  [Dept Program |Class Product ﬁ:" Project Activity :'r‘c""ce Category|

@& @ @l @ @&l [ @& @& @l @& @&l @&

Search
Return to Requisition Workbench

I J »

Done

€ Local intranet | Protected Mode: Off ooy ®100% v

Step

Action

When using an existing Workbench 1D, the Requisition, Requisition To, Accounting
Date and Accounting Date To fields are populated. The Requisition and Requisition
To field's information will change. The Accounting Date and Accounting Date To
fields may, or may not, need to be changed.

Enter the desired information into the Requisition field. Enter "0037103".

Enter the desired information into the To field. Enter "0037103".

Enter the desired information into the Accounting Date field. Enter "070111".

10.

Enter the desired information into the Accounting Date To: field. Enter "063112".

11.

Click the Search button.
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PS9FSTRNes
PSOFSWEBDEV11  RCB S
Eir
New Window | Help | Customize Page | B
Reconciliation Workbench
Business Unit: LSUNO WorkBench ID: KOCLOSEREQ
*Description: |CLDSE REQUISITION
Select Regs for Further Processing
List of Requisitions
RequisitionID  |Doc Status | Accounting Date  |Status Hold |Budget Status
[] 0037103 B 09/02/2011 Approved N valid 09/02/2011 091512011 ‘Ezg:g’;”e-
Msetectan O clearan
Action: _ Approve | Unapprove Cancel Close
Go To: Setfilter options View Processing Results
Save
[=] Notify | 3 Refresh
< | n | v
Done el‘p Local intranet | Protected Mode: Off R T ®100% ~

Step Action

12. Click the 0037103 option.

=]

13. Click the Close button.
Close
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PS9FSTRNes

PS9FSWEBDEV11 RCB
Eir

Home | Workist | AddtoFavorites |  Sionout

New Window | Help | Customize Page | /&,

Reconciliation WorkBench

Processing Results

Business Unit: LSUNO WorkBench ID: KOCLOSEREQ
Description: CLOSE REQUISITION

Select Reqs for Further Processing
Accounting Date for Action: EJ
[Tl update Budget Date Equal to Accounting Date

Not Qualified view AI] & First B 1 o1 B Last Qualified View All] First K 1 or 1 B Last

sslectall O clearl

Proceed: Yes | Delete ‘Retumm

[=] Notify | & Refresh
Done @ Local intranet | Protected Mode: Off s ~ ®100% ~
Step Action
14. The requisition is Qualified for closing. The Accounting Date of Action is the
current date.
Enter the desired information into the Accounting Date for Action field. Enter
"091511".
15. Below are examples of messages that you might receive when clicking the Log
button. Requisitions with these messages can be closed:
The requisition may not be closed because it has not been fully sourced.
16. Below are examples of messages that you might receive when clicking the Log
button. Requisitions with these messages cannot be closed:
The Requisition is associated with a Purchase Order that has not been closed.
The Requisition is associated with a PO that has been closed or canceled but not
budget checked.
17. Click the Yes button.
Yes
18. A warning message displays.

Click the Yes button.
Yes
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Step

Action

19.

You are returned to the Reconciliation Workbench.

The Status is now Complete and the Budget Status is Not Chk'd. You must Budget
Check the requisition in order to reverse the pre-encumbrance.

Budget Check the requisition by navigating to:

Purchasing > Requisitions > Budget Check

PS9FSTRNes
PSOFSWEBDEV11 Rce
=

Home | Workist | AddtoFavortes |  Sign out

New Window | Help | Customize Page | B

Reconciliation Workbench

Business Unit: LSUNO WorkBench ID: KOCLOSEREQ
*Description: |CLDSE REQUISITION

Select Reqs for Further Processing

List of Requisitions Customize | Find | View Al| B0 | Downioad _ First B0 1 of 1 I L ast

Requisition ID Doc Status  |Accounting Date Status Hold Budget Status |Req Date Last Activity Name Change Orde
0037102 B 09M5/2011 Complete N Mot Chicd 00/02/2014 09/15(2011 i:z::’m""e- =

Mseiectan [ crearan

Action: _APprove | Unapprove Cancel Close

Go To: Setfilter options  View Processing Results

Save
[=] Notity | s Refresh

< 1 ] »

Done € Local intranet | Protected Mode: Off v ®100% -

Step

Action

20.

Click the Home link.

o

21.

This completes Close a Requisition to Release the Remaining Pre-Encumbrance.
End of Procedure.
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Close a Range of Requisitions from Req Recon Workbench

Procedure

In this topic you will learn how to Close a Range of Requisitions from the Req Recon
Workbench.

PS9FSTRNes

PSI9FSWEBDEV11 RcB
Personalize Content | Layout

Menu =

Search:
®

[ My Favorites

[: LSU Processes

[+ Accounts Payable

[ Allocations

[ Asset Management

[ Background Processes
[ Banking

[» Commitment Control

[- Cost Accounting

[- Customer Contracts

[ General Ledger

> Inventory

[ ltems

[ PeopleTools

[ Purchasing

[ Reporting Tools

[ Set Up Financials/Supply Chain
[: Vendors

[ Worklist

|- My Personalizations

\Worklist

Add to Favorites

Help

< 1

] v

Done € Local intranet | Protected Mode: Off

iy v ®100% v

Step

Action

1. Click the Purchasing link.
2. Click the Requisitions link.
3. Click the Reconcile Requisitions link.
[ I Reconcile Requisitions |
4, Click the Reconciliation Workbench link.

| - Reconciliation Workbench |
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PS9FSTRNes
PS9FSWEBDEV11 RCB Home
Eir

| workist | AddtoFavorites |  Sinout

New Window | Help |
Requisition Recon WorkBench

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300). W
Business Unit: = WQ
WorkBench ID: peginswitn v |
Description:  beginswith v |

[[Icase Sensitive

Search | Clear |BasicSearch [E save Search Criteria

Find an Existing Value | Add a New Value

< 1 ] G

Done € Local intranet | Protected Mode: Off ooy ®100% -

Step Action

5. Click the Search button to search for an existing Workbench ID.

NOTE: If you do not have an existing Workbench 1D, click the Add a New Value

tab to add one. When adding a new Workbench 1D make sure it is unique to the
rocess being run.

Search

6. Click the Workbench ID link.

KOCLOSERED
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PS9FSTRNes

PS9FSWEBDEV11 RCB
Eir

Home | Workist | AddtoFavorites | Sion out

New Window | Help | Customize Page | B

Reconciliation WorkBench

Filter Options

Business Unit: LSUNO WorkBench ID: KOCLOSEREQ
Description: CLOSE REQUISITION

Enter search criteria and click on Search. Leave blank for all values
Search Criteria

Requisition: W QU o ’WQ

*Accounting Date: 07/01/2011 [ *To: M [5)

Req Date: B unte: [

Actvigbate: | e [

Due Date: ’— [+ To: ,— il =
Vendor ID: ’— aQ

Requester: ‘ aQ Item ID: ,7O~

["Jopen [|Approved ["|Lines Approved [ |Pending Appr [|Cancelled ("] Denied
[ Partially or Fully Sourced
Encumbrance

[~ Open Pre-encumbrances

ChartFields

GLUnit  |Account  |Alt Acct Oper Unit Fund  [Dept Program |Class Product ﬁ:" Project Activity :'r‘c""ce Category|

@& @ @l @ @&l [ @& @& @l @& @&l @&

Search
Return to Requisition Workbench

YR I |
<[

I J »

Done € Local intranet | Protected Mode: Off ooy ®100% v

Step Action

7. In this example you will be closing requisitions using a group or range of requisition
numbers.

NOTE: The Requisition number must be smaller than the Requisition To number.
Enter the desired information into the Requisition field. Enter "0037115".

Enter the desired information into the To field. Enter "0037123".

Enter the desired information into the Accounting Date field. Enter "070111".

10. Enter the desired information into the Accounting Date To: field. Enter "0037123".

11. Click the Search button.

=
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PS9FSWEBDEV11 RCB
Eir

Reconciliation Workbench

Business Unit: LSUNO

*Description: |CLDSE REQUISITION

Select Regs for Further Processing

List of Requisitions

WorkBench ID: KOCLOSEREQ

Accounting Date  |Status Hold |Budget Status

| workist

Add to Favorites

New Window | Help | Customize Page | B

ORACLE
USER PRODUCTIVITY KIT

Sign out

St Etienne,
[ 0037115 B 000722011 Approved N Valid 0910712011 0911512011 e
St. Etienne, =
[ 0037118 B 09/0772011 Approved N NotChkd 09/07/2011 0910712011 L e El
St Etienne, =]
[ 0037117 B 081072011 Approved N NotChkd 0910712011 0910712011 e e
St Etienne, = =
[ 0037418 B 00/07/2011 Approved N NotChkd 09/07/2011 0910712011 el El
St Etienne, =
[] 0037119 B 000712011 Approved N NotChkd 09/07/2011 0010712011 s =
St Efienne, =
[ 0037120 B 09/07/2011 Approved N NotChkd 09/07/2011 0910712011 ot =
] 0037121 B 09/07/2011 Approved N valid 09/07/2011 0910772011 E;’%‘:b““’g‘ =
[ 0037122 B 09/0772011 Approved N Valid 09/07/2011 0910712011 Ulirich, Terry
[] 0037123 B 001072011 Approved N valid 090712011 0010712011 Burms, Brandi K
Miseiectar O cleara
Action: Approve | Unapprove | Cancel Close

Go To: Setfilter aptions  View Processing Results

Save

[=] Notify | s Refresh |

<]

1

Done

€ Local intranet | Protected Mode: Off

£

v ®100% -

Step

Action

12.

close.

5l

Click the 0037115 option.

In this example 9 records were retrieved. Select the Requisition IDs you wish to

13.

Click the 0037121 option.

14.

Close ‘

Click the Close button.
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PS9FSTRNes

PS9FSWEBDEV11 RCB
Eir

Home | Workist | AddtoFavorites |  Sionout

New Window | Help | Customize Page | /&,

Reconciliation WorkBench

Processing Results

Business Unit: LSUNO WorkBench ID: KOCLOSEREQ
Description: CLOSE REQUISITION

Select Reqs for Further Processing
Accounting Date for Action: EJ

[Tl update Budget Date Equal to Accounting Date

Not Qualified view AI] & First Bl 1 or1 B Last

Qualified view AlTED First Bl 42012 B st

Requisition ID Log E) Requisition 1D Line Sched | Distrib Line ,7
[F] 2] 0037121 =
0037115 =

sslectall O clear Al

Proceed: Yes | Delete ‘Retumm

[=] Notify | & Refresh
Done @ Local intranet | Protected Mode: Off s ~ ®100% ~
Step Action
15. The Accounting Date of Action is the current date.
Enter the desired information into the Accounting Date for Action field. Enter
"091511".
16. The requisitions are qualified for closing.
Below are examples of messages that you might receive when clicking the Log
button. Requisitions with these messages can be closed:
The Requisition may not be closed because it has not been fully sourced.
17. Below are examples of messages that you might receive when clicking the Log
button. Requisitions with these messages cannot be closed:
The requisition is associated with a Purchase Order that has not been closed.
The Requisition is associated with a PO that has been closed or canceled but not
budget checked.
18. Click the Yes button.
Yes
19. A warning message displays.

Click the Yes button.
Yes
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Step Action

20. You are returned to the Reconciliation Workbench.

The Status is now Complete and the Budget Status is Not Chk'd. You must Budget
Check the requisition in order to reverse the pre-encumbrance.

Budget Check the requisition by navigating to:

Purchasing > Requisitions > Budget Check

PS9FSTRN:s
PSOFSWEBDEV11  Rce Home | Workist | AddtoFavorites | Sign out
=
New Window | Help | Customize Page | 1§, =
Reconciliation Workbench
Business Unit: LSUNO WorkBench ID: KOCLOSEREQ
“Description: [pLosE REQUISITION
Select Regs for Further Processing
List of Requisitions Customize | Find | i & First B 1.9 019 Bl 155
RequisitionlD  |Doc Status |Accounting Date |Status Hold |BudgetStatus |ReqDate Last Activity Name Change Orde|
St Efienne, =
0037115 B 091512011 Complete N Not Chk'd 09/07/2011 0911512011 S E
St Etienne, =
[] 0037116 B 00/07/2011 Approved N Not Chk'd 00/07/2011 0910712011 e e
St Efienne, =
[] 0037117 B 0910712011 Approved N Not Chk'd 09/07/2011 0910712011 e El
St. Etienne, =] =
[] 0037118 B 0010712011 Approved N Net Chi'd 0910712011 0910712011 St El
] 0037119 B 09/07/2011 Approved N Not Chicd 09/07/2011 09/07/2011 EEwTE B
— Yvonne Yvette =
[ 0037120 B 09/07/2014 Approved N Not Chk'd 0010712011 0010712011 SEETE =
—— Yvonne Yvette =
0037121 B 00152011 Complete N Mot Chicd 00/07/2014 09152011 ggi?:b”“’g‘ B
[] 0037122 B 09/07/2014 Approved N valid 0910712011 091072011 Ulrich, Terry =
[] 0037123 B 0010712011 Approved N Valid 0910712011 0910712011 Bumns, Brandi K. =
Msetectan [ clearan
Action: _Approve | Unapprove | Cancel Close
Go To: Setfilter options  View Processing Results
Save
=] Notity | 4 Retresh | ¥
< I ] »
Done € Local intranet | Protected Mode: Off v ®100% -

Step Action

21. Click the Home link.

22. This completes Close a Range of Requisitions from the Req Recon Workbench.
End of Procedure.
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Finalize the PO Voucher

Finalize the PO Voucher

When a user determines that the last payment has been made on a purchase order, the purchase
order will be closed by Purchasing. Accounts Payable will not finalize the last voucher. Accounts
Payable should notify their purchasing SuperUser that the PO is ready to be finalized.

The exception to this policy is if the PO contains several lines and not all lines of the PO are
ready to be finalized. In this case, Accounts Payable will finalize the last voucher for the PO line
in question.

Things to Remember

* When you use a Reversal Voucher, the encumbrance is put back into the Budget so it can be
reused. When you finalize a line on a PO Voucher, you are taking the encumbered amount out of
the Budget so it is no longer available to use.

» Finalizing a Voucher if a PO has already been completed by PO Reconciliation will have no
effect because all remaining funds were released when the PO was closed. To see if your PO is
complete, navigate using the options below and enter your Business Unit: Purchasing >
Purchase Orders > Review PO Information > Purchase Orders

* Finalizing a PO on a Voucher only finalizes the lines that were copied into that specific
voucher. If a PO line has never been vouchered against, then a change order is required to cancel
that individual line.

* Purchase Orders that are distributed by amount are considered fully vouchered when the amount
of a voucher, or combination of vouchers, equals the amount that has been encumbered (original
amount +/- the amount of any change orders against the PO).

* There are two finalized buttons: one at the top of the lines and/or one for each line. The Finalize
button on the invoice information page, in the upper right, above the Post Status is used to
finalize the entire PO. The Finalize button to the right of each line is to finalize only that line.

« If you check finalize on the voucher, it does not “close” the PO, however it will return any
unexpended funding back to your budget once the Budget Check is run. This is a less complicated
method of returning monies to your budget.

* As stated above, finalizing the voucher will return any unexpended funding back to your budget
once the Budget Check is run. No PO change order is required.
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Procedure

In this topic you will learn how to Finalize the PO Voucher.

Step Action

1. There are three (3) ways to finalize a PO at Voucher Entry:
1. Finalize the entire Document;

2. Finalize the PO Line; and/or

3. Finalize at the Distribution Line level.

All three of these methods will be demonstrated in this topic.

PS9FSTRNes

PSI9FSWEBDEV11 RcB
Personalize Content | Layout

Menu =

Search:
®

\Worklist Add to Favorites

[ My Favorites

[: LSU Processes

[+ Accounts Payable

[ Allocations

[ Asset Management

[ Background Processes
[ Banking

[» Commitment Control

[- Cost Accounting

[- Customer Contracts

[ General Ledger

> Inventory

[ ltems

[ PeopleTools

[ Purchasing

[ Reporting Tools

[ Set Up Financials/Supply Chain
[: Vendors

[ Worklist

|- My Personalizations

] 1l ] v

€ Local intranet | Protected Mode: Off v ®100% ~

Step Action

2. Click the Accounts Payable link.
> Accounts Payable |

3. Click the Vouchers link.

4. Click the Add/Update link.

[» Add/Update

5. Click the Regular Entry link.
[ - Regular Entry |
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PS9FSTRNes

PSOFSWEBDEVI1 Rce Home | Workist | AddtoFavortes |  Sign out
=
New Window | Help |
Voucher

Eind an Existing Value Add a New Value

Business Unit: ,mQ

Voucher ID: NEXT

Voucher Style: W
Short Vendor Name: ,7 Q

Vendor ID: ,70\

Vendor Location: liQ

Address Sequence Number: I_OQ

Invoice Number: |

Invoice Date: ,—

Gross Invoice Amount: I—OUO
Freight Amount: I—UHU

Misc Charge Amount: 0.00

Estimated No. of Invoice Lines: 1

Add

Find an Existing Value | Add a Mew Value

€ Local intranet | Protected Mode: Off v ®100% v

Step Action

6. Click the Find an Existing Value link.

| Find an Existing Value }

Enter the desired information into the Voucher ID field. Enter "00252738".

Click the Search button.
Search
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PS9FSTRNes
PS9FSWEBDEV11 RCB
@
New Window | Help | Customize Page | B
summary || Related Documents ce Information | Payments | Voucher Attributes | Error Summary
Business Unit: LSUNO Invoice Date: 08/25/2011
Voucher ID: 00252738 Invoice No: 1071765
Voucher Style: Regular Invoice Total: 260710 usD
ContractID:
Vendor Name: GLOBAL DATA SYSTEMS INC Pay Terms: Due Mow
PO BOX 53824 Voucher Source: Online
LAFAYETTE, LA 70505
Entry Status: Postable Origin: ONL
Match Status: Matched Created: 09/06/2011
Approval Status: Approved Created By: COATIS
Post Status: Posted Modified: 08/06/2011
Modified By: COATIS
Document Tolerance Status:  Valid ERS Type: Mot Applicable
Budget Status: Valid Close Status: Open
Budget Misc Status: Valid
*View Related Payment Inquiry -~ Go
B save | & Reurnto searcnl [=] Hotify | ) Refresh Eradd| EHu
Summary | Related Documents | Invoice | Bayments | Youcher Aftributes | Error Summar
< | I | r
Done € Local intranet | Protected Mode: Off v ®100% ~

Step Action

9. Click the Invoice Information link.

Invoice Information
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PS9FSTRNes
PSOFSWEBDEVI1 Rce Home | Workist | AddtoFavorites | Sign out
=
Mew Window | Help | Customize Page | (B, &
Summary | RelatedDocuments | Invoice Information | Payments | Voucher Aiributes | Error Summary Tl
Business Unit:  LSUNO Invoice Number; 1071765
Voucher ID: 00252738 Invoice Date: 81252011
Voucher Style:  Regular
Copy from a Source Document
PO Unit: Purchase Order: Worksheet Copy Option: | None -
Vendor: +pay Terms: DueMow [  BasisDiType InvDate I
Name: GLO B B commensno
Location: Accounting Date:
*Address: Advanced Vendor Search  *Currency: SD Non Merchandise Summary
GLOBAL DATA SYSTEMS INC Total: 2,607.10|  Calculate
PO BOX 53824 Difference 0.00 Session Defaulls
LAFAYETTE, LA 70505
Packing Slip: o

Maintenance WO Unit Maintenance Work Order Task Number Resource Type
-
Purchase Order & Receiver Info
= Distribution Lines
" Lchart ||Exehangeate [(iStstcs) [asseE

o | Jroree

‘ 2A/0710 10000 1 SUNO 540103 ‘
< 1

Invoice Lines

Line “Distribute by Item Description Quantity UOM Unit Price Extended Amount
1 |Quantity - Config Set# CS25730917| [1.0 EA 2 B07 1 S B07 4
Ship To SpeedChart o
il )
1324000 Use One AssetID | |Force Price_ Calculate

Associate Receiver(s

PO Percent  |Percent| Amount Quantity |*GL Unit |Account (Openitem |Oper Unit |Fund Program |Class  |Product

Resource Line No.

Customize | Find | View a1 | 2§

13 1438500 30001 1suNg T

»

AR100

Done

@ Local intranet | Protected Mode: Off

®100% ~

-

Step Action

10. Finalize the Entire Document

Click the Finalize Document button.
in

If you have received all the items on a purchase order, you can finalize the entire
purchase order by selecting the Finalize button (pink sheet of paper with arrows).

11. A warning message will display.

liquidating.

Click the Yes button.

Yes

NOTE: Make sure that this is the final voucher for the purchase order you are

NOTE: Normally you will Save after clicking the Yes button. For training
purposes only, do not Save your changes.
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Step

Action

12.

If finalization is done in error, there is a chance to reverse the action using the Undo
Finalize (green sheet of paper with one arrow) button located to the right of the
Finalize button.

Click the Undo Finalize button.
[

13.

A warning message displays.
Click the Yes button.

This completes Finalize the Entire Document.

Yes
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PS9FSTRNes
PSOFSWEBDEV11 RcB 0 | AddtoF: B
=
New Window | Help | Customize Page | B
Summary | RelatedDocuments | Invoice Information | Payments | VoucherAtiibules | Error Summary (W
Business Unit:  LSUNO Invoice Number: A
Voucher ID: 00252738 Invoice Date:

Voucher Style:  Regular Print Invoice

Copy from a Source Document

PO Unit: Purchase Order: CopyRo; Worksheet Copy Option: _

Vendor:

m

“pay Torms: 000 DueNow [  BasisDtType InvDate
Name: B B commenswo
Location: Accounting Date: 011

*Address:

Advanced Vendor Search ~ “Currency:

GLOBAL DATA SYSTEMS INC Total: 2,607.10 Calculate

PO BOX 53824 Difference 000 Session Defaulls
LAFAYETTE, LA 70505

Non Merchandise Summary

Packing Slip:

Invoice Lines

Line “Distribute by Item Description Quantity UOM Unit Price ExtendedAmoum
1 [zt~ b A a00s
Ship To SpeedChart =
R
1324000

Use One AssetID | |Force Price _ Calculate

Maintenance WO Unit Maintenance Work Order Task Number Resource Type Resource Line No.

Purchase Order & Receiver Info  Associale Receiver(s
= Distribution Lines

" Lchart ||Exehangeate [(iStstcs) [asseE

‘ 2A/0710 10000 1 SUNO 540103 ‘ 13
< I

1498500 30001 I SUNO

javascriptsubmitAction_win0{document.win0,'VCHR_HC

€ Local intranet | Protected Mode: Off faov ®100% ~

Step Action

14. Finalize the PO Line

The Finalize button to finalize a single line is located in the Invoice Lines section.

Click the Down button of the scrollbar.
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PS9FSTRNes
PSOFSWEBDEV11  Rca Home | Workist | Addto Favorites | Sign out
Eir
Packing Slip: -
Line “*Distribute by Item Description Quantity UOM Unit Price Extended Amount
1 | Quaniity Config Set# CS25730917 0 EA 2,607.1000 2,607.
Ship To SpeedChart =
R
1324000 Use One AssetID | |Force Price _Calculale
Maintenance WO Unit Maintenance Work Order Task Number Resource Type Resource Line No.

-

Purchase Order & Receiver Info  Associate Receiver(s
= Distribution Lines Customize | Find | View i | | 8
" cLchart |(Exehangenate [ISttstcs) [asseE

2,607.10 1.0000 LSUNO 540103 113 1438500 30001 35100
Business Unit: LSUNO
VoucherID: (0252738 Invoice Lines 2,607.10
Print Invoice. Misc Charge Amount ﬂ £
Freight Amount =

(minus) Total 2,607.10 Calculate

(equals) Difference Amount 0.00

Non Merchandise Summary

€ Local intranet | Protected Mode: Off ooy ®100% v

Step Action

15. Click the Finalize Line button.
B

16. A warning message displays.

NOTE: Make sure that this is the final voucher for the purchase order you are
liquidating.

Click the Yes button.

NOTE: Normally you will Save after clicking the Yes button. For training
purposes only, do not Save your changes.

Yes

17. If finalization is done in error, there is a chance to reverse the action using the Undo
Finalize (green sheet of paper with one arrow) button located to the right of the
Finalize button.

Click the Undo Finalize Line button.
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Step

Action

18.

A warning message displays.
Click the Yes button.

This completes Finalize the PO Line.
Yes

PS9FSTRNes

PSOFSWEBDEV11 Rce
=

Home | Workist | AddtoFavortes |  Sign out

Packing Slip: s
Line *Distribute by [tem Description Quantity UOM Unit Price Extended Amount
1 | Quantity Config Set# C825730917 0 EA 2,607.1000 2,607
Ship To SpeedChart o
m |
1324000 Use One AssetID |_|Force Price _Calculate
Maintenance WO Unit Maintenance Work Order Task Number Resource Type Resource Line No.
-

Purchase Order & Receiver Info  Associale Receiver(s
~ Distribution Lines Customize | Find | View A1 (2] 35 [
GLchart | ExchangeRate | statistics | Assets

PO Percent Percent| Amount Quantity [*GL Unit |Account [Openitem |Oper Unit |Fund Program |Class Product

2,607.10 1.0000 LSUNO 540103 12 1498500 30001 35100 LSUNO

Business Unit: LSUNO

VoucherID: 00252732 Invoice Lines 2,607.10

Print Invoice: Misc Charge Amount ] =
Freight Amount =

(minus) Total 2,607.10 Calculate

(equals) Difference Amount 0.00

MNon Merchandise Summary

< | 11 J »

javascriptsubmitAction_win0{document.win0,'VCHR_PA € Local intranet | Protected Mode: Off oo ®100% -

Step

Action

19.

Finalize at the Distribution Line Level

The Finalize at the Distribution Line Level checkbox is located on the far right of
the Distribution Line. Finalizing at the Distribution Line will only finalize the lines
selected.

Click the Right button of the scrollbar.
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PSOFSTRNsso
PSOFSWEBDEV11  RCB kist | AddtoFavorites |  Sion out
3

Eind | iew Al First Bl 4 of 1 B Lagt

Activity Source Type |Category |Subcategory |Entry Event |Affiliate |Fund Affil Finalize %Ehz =
AN 1 09/06/2011 0O N
-
< | 1 | »

€. Local intranet | Protected Mode: Off v ®00% v

Step Action

20. Click the Finalize option.

=
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PS9FSTRNes0
PSOFSWEBDEVI1 Rce Home | Workist | AddtoFavortes |  Sign out
=
A
Find | view Al First Bl 1 or 1 B Last
Activity Source Type |Category |Subcategory |EntryEvent |(Affiliste |FundAffil  (Budget Date Finalize ;—ﬁam e
AN 1 09/06/2011 N
-
q [ I ] »
ﬁ‘\.LccaIintranet|Pmtectendde:Oﬁ v ®100% v

Step Action

21. Click the Left button of the scrollbar.
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PS9FSTRNes
PSOFSWEBDEV11  Rca Workist | AddtoFavorites | Sian out
Eir
Maintenance WO Unit Maintenance Work Order Task Number Resource Type Resource Line No. T
Purchase Order & Receiver Info Associale Receiver(s
= Distribution Lines
" GLchart ||Exehangeate) [(IStatstics) [AsseE
CA"E: PO Percent | Percent|Amount Quantity |*GL Unit |Account  |Openitem |Oper Unit |Fund  |Dept Program |Class  |Product
2,607.10 1.0000 LSUNO 540103 13 1438500 30001 35100
Business Unit: LSUNO
VoucherID: (0252738 Invoice Lines 2,607.10

Print Invoice Misc Charge Amount

2 Eavel Returnto Searchl [=] Notify | 4, Refresh

s
Freight Amount 5

(minus) Total 2,607.10] Calculate

(equals) Difference Amount 000

Non Merchandise Summary

11

Summary | Related Documents | Inveice | Payments | Youcher Attributes | Error Summary

-

<[

11 J »

€. Local intranet | Protected Mode: Off v ®100% v

Step

Action

22.

Click the Save button.
Bl save

23.

Click the Summary link.

24,

The Summary page shows the voucher is still Approved but is not Budget Checked.
You must Budget Check the voucher in order to liquidate the voucher. Once the
Budget Check process is completes, the encumbered balance on the PO is liquidated.
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Done

Microsoft Internet Explorer
& This voucher is assigned to a verified control group and cannat be maodified. (7030,249)
This voucher cannot be modified because it is in a verified control group.
I b
€& Local intranet | Protected Mode: Off e v ®100% ~

Step

Action

25.

Trouble Shooting:
1. Receiving a message that the PO is part of a control group.
Resolution: None

Press the Enter key on your keyboard.

26.

2. Finalization not allowed because PO is fully liquidated
Resolution: None

Press the Enter key on your keyboard.

27.

3. Finalization not allowed because the AP Period is closed.

Resolution: If the GL Period is closed but the AP Period is Open, the user will be
able to finalize the PO Voucher successfully. However, if the AP Period is closed
then the user will not be able to finalize the PO Voucher.

NOTE: Warning message picture unavailable.

Press the Enter key on your keyboard.
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PS9FSWEBDEV11 RCB
»

summary | Related Documents | Invoice Information
Business Unit: LSUNO

Voucher ID: 00252738

Voucher Style: Regular

ContractID:

GLOBAL DATA SYSTEMS INC

PO BOX 53824
LAFAYETTE, LA 70505

Vendor Hame:

Entry Status: Postable
Match Status: Matched
Approval Status: Approved
Post Status: Posted
Document Tolerance Status:  Valid
Budget Status: NotChkd
Budget Misc Status: Valid

Payments

*View Related Payment Inquiry

&) save | SLReturnto searcnl [=] notify | » Refresh

Summary | Related Documents | Invoice

[

Voucher Attributes

Invoice Date:
Invoice No:

Invoice Total:

Pay Terms:

Voucher Source:

Origin:
Created:
Created By:
Modified:
Modified By:
ERS Type:
Close Status:

| Bayments | Youcher Aftributes | Error Summar

or Summary

08/25/2011
1071765
260710 usp
Due Now

Online

ONL
08/06/2011
COATIS
09162011
KOCONN

Mot Applicable
Open

New Window | Help | Customize Page | B

ORACLE
USER PRODUCTIVITY KIT

Sign out

i}

J »

Done

?ip Local intranet | Protected Mode: Off

®100% ~

o -

Step

Action

28.

Click the Home link.

o |

29.

End of Procedure.

This completes Finalize the PO Voucher.
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Attach a Document to a Requisition, RFQ or Purchase Order
Procedure

In this topic you will learn how to Attach a Document to a Requisitions, RFQ or Purchase
Order.

NOTE: For demonstration purposes the exercise outlines how to attach a document to a
requisition. The procedure is the same when attaching a document to a RFQ or PO.

Step Action

1. NOTE: Although PeopleSoft allows you to attach a document to a specific
Requisition, RFQ or PO, the document will not print when the Requisition, RFQ
or PO is dispatched or printed. You must print the attachment separately if you
wish to attach it to a hard copy of your document.
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PS9FSTRNes
PSOFSWEBDEV11 Rce
»

New Window | Help | Customize Page | B

Maintain Requisitions

Requisition

Business Unit:  LSUNO Status: Pending

Requisition ID:  NEXT Copy From Budget Status: NotChkd  TE

Hold From Further Processing

*Requester: WQ O'Connor, Karen Requisition Defaults
+Requisition Date: ,m@ Requester Info Add Comments

origin: MO\ On-Line Eniry Requisition Activiies
*Currency Code: /5D US Dallar

P

Total Amount: 000 USD

Purchasing Kit Catalog

ltem Search Requester ltems

Line Customiz
Details | Ship ToDusDate | status | Vendor information | eminformation | Attributes | Contract | Sourcing Controls

[ [osaotmy [vow [cateoon

== @ |3-RING BINDER, 5 L |s.o000 [EA @ [B1500 @ [18.99 0.00 Pending

View Printable Version *Go to: More -

1) Save | [S] Notify | 7 Refresh [Ex Add | JE UpdateDis|

€ Local intranet | Protected Mode: Off v ®100% ~

Step Action

2. From the Requisition Header, RFQ Header or PO Header page:

Click the Add Comments link.
Add Comments |
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PS9FSTRNes
PS9FSWEBDEV11 RCB Worklist
»

| Add to Favorites

Sign out

New Window | Help | Customize Page | B

Header Comments

Business Unit:  LSUNO Requisition Date:  09/16/2011

Requisition ID: ~ NEXT Status: Pending

REU L UL Comment Time Stamp A Sort Sequence: Ascending ¥ Sort

First B 1 or 1 B ast

Comment Status:  Active Inactivate

Copy Standard Comments

£

[] send to Vendor [] Shown at Receipt [_| Shown at Voucher

Associated Document

Attachment Aftach

=)
©

Email
From -= REQ LSUNO-NEXT
OK Cancel Refresh
Done € Local intranet | Protected Mode: Off ooy ®100% v

Step Action

3. Click the Attach button.

Page 237



Training Guide ORACLE'

USER PRODUCTIVITY KIT

PS9FSTRNes

PSOFSWEBDEV11 Rce
»

Browse:

Upload Cancel

Done € Local intranet | Protected Mode: Off v ®100% v

Step Action

4. Enter the file name with the directory in the blank field, or click the Browse button
to search your file directories for the file.

Click the Browse button.

Browse...

5. Click the Upload button.
Lpload
6. The file name displays in the space to the right of the word Attachment.

The View and Delete buttons activate once the document is attached.

If you click the View button, a new window will open and you can view the
document. No changes can be made to the attachment within PeopleSoft. If changes
need to made to the document, make sure you do so before attaching the document
to a Requisition, RFQ or PO.
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PS9FSTRNes

PS9FSWEBDEV11 RCB

Eir

Home

New Window | Help | Customize Page | B

Header Comments

Business Unit:  LSUNO Requisition Date:  09/16/2011
Requisition ID:  NEXT Status: Pending
*SortMethod:  Comment Time Stamp hd *Sort Sequence: Ascending v Sort

ol visw ar First Bl 4 o1 B Last
Copy Standard Comments Comment Status:  Active M‘

£

[] send to Vendor [] Shown at Receipt [_| Shown at Voucher

Associated Document

Attachment  Binders. docx oo | view | Delete | Cleman

OK

From -= REQ LSUNO-NEXT

Cancel Refresh

Training Guide

| workist | AddtoFavories |

Sign out

Done

€ Local intranet | Protected Mode: Off

-

®100% ~

Step

Action

Click the Delete button to delete the attachment.

NOTE: Additional documents can be attached by adding a new comment box and

repeating steps 3 through 5.
Delete II

Click the OK button.
Ok

Click the OK button.
OK
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PS9FSTRNes

PS9FSWEBDEV11 RCB

Eir

Maintain Requisitions

Sign out

New Window | Help | Customize Page | B

Requisition
Business Unit:  LSUNO Status: Pending
Requisition ID:  NEXT Copy From Budget Status: NotChicd T
Hold From Further Processing
~ Header
*Requester: KOCONN S, O'Connor, Karen Requisition Defaults
*Requisition Date: 09/16/2011 Reguester Info Edit Comments
Origi ONL © on-Line Entry Requisition Activities
rigin: -
*Currency Code: |USD US Dollar

Accounting Date: 09M6/2011 [F Amount Summary
Add ltems From

Purchasing Kit Catalog
ltem Search Requester ltems

Line

[ Details ] shipTomue Date T Status ] Vendor information ] kem information | Attributes ] Contract ] Sourcing Controls

I Quantity |‘UOM |Category  |Price Amount Status

By @ |3-RING BINDER, 5 B =t |s.o000 [EA @ [s1500 @ 1899000 94.95 Pending (@ifl=s]

Total Amount: 94.95 USD

Customiz Alll st B g or g B Laat

View Pril

ntable Version *Go to: -Mare... A

12 save | =] Notify | £ Refresh ErAdd | B UpdateiDis|

1 | »

Done

€ Local intranet | Protected Mode: Off ooy ®100% v

Step

Action

10.

Click the Save button.
Bl save

11.

This completes Attach a Document to a Requisition, RFQ or Purchase Order.
End of Procedure.
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Remove the PC Business Unit Defaults from a Requisition

Remove the PC Business Unit Defaults from a Requisition

Procedure

In this topic you will learn how to Remove the PC Business Unit from a Requisition.

PS9FSTRN:s

PSY9FSWEBDEV11 RCB e Worklist Add to Favorites
Personalize Content | Layout Help
Menu =
Search:

(- My Favorites

[- L8U Processes

> Accounts Payable

[ Allocations

> Asset Management

[ Background Processes
[ Banking

[: Commitment Control

[ Cost Accounting

[» Customer Contracts

[ General Ledger

> Inventory

[ llems

[ PeopleTools

[ Purchasing

[ Reporting Tools

[ et Up Financials/3upply Chain
[ Vendors

[ Worklist

|- My Personalizations

< | 1 | »

Done € Local intranet | Protected Mode: Off oo ®I100% v

Step Action

1. Click the Purchasing link.

[* Purchasing

2. Click the Requisitions link.

[+ Requisitions

3. Click the Add/Update Requisitions link.
|- Add/Update Requisitions
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PSOFSTRNsso
PSOFSWEBDEV11  RCB Home | Workist | AddtoFavorites | Sign out
Eir
New Window | Help |
Requisitions

Find an Existing Value Add a New Value

Business Unit: MCLNO C
Requisition ID: |[NEXT

Add

Find an Existing Value | Add a New Value

] 0] | r
€. Local intranet | Protected Mode: OFf v ®100% v

Step Action

4, Click the Find an Existing Value link.

Find an Existing Yalue l

Enter the desired information into the Requisition ID field. Enter "0081667".

Click the Search button.
Search
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PS9FSTRNes
PS9FSWEBDEV11 RCB
»

Maintain Requisitions

New Window | Help | Customize Page | B

Training Guide

Requisition

Business Unit:  WMCLNO
Requisition ID: 0081667

~ Header

*Requester:

*Requisition Date: [09/19/2011
Origin: ONL &
*Currency Code: |50

Accounting Date: 0911912011 [

SAUTHE Q. Authement, Sally

Reguester Info

Status: Pending x
Budget Status: NotChkd
["] Hold From Further Processing

Requisition Defaults
Edit Comments

On-Line Entry
US Dollar

Catalog
Reguester tems

Requisition Activities
Document Status

Amount Summary

Total Amount: 145350 USD

Add ltems From Select Lines To Display

Purchasing Kit
ltem Search

Line: ’_O\TO:,_O\ Retrieve

Quantity [2UOM |Category

Q. |A1110 3924N PANEL

.| 8 [15.0000 |LCCy |42554 @ 96 90000

Amount Status

1,453.50 Pending

View Printable Version

& save | £\ Retum to Search

[=] Notify

) Refresh

*Go to: Wore -

B Add

| »

?lp Local intranet | Protected Mode: Off

®100% ~

o -

Step Action

7. Click the Requisition Defaults link.

| Requisition Defaults |
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PS9FSTRN 0
PSOFSWEBDEVI1 Rce ist | AddtoFavorites | Sign out
=
Maintain Requisitions -

Requisition Defaults

Business Unit:  MCLNO Requisition Date: 08/19/2011
Requisition 1D: 0081667 Status: Pending
7 Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only

applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are notused.

(@ Override If you select this option, all default values entered on this page override the default values found in the default
hierarchy, only non-blank values are assigned.

Line

Buyer: LCUPIT QU Cupit, Lori W Unit of Measure: Q

Vendor: 0000029438 @ WORKPLACE RESOURCE, LLC Vendor Location:  [000000(C,
Category: Q Wendor Lookup
Schedule I
Ship To: UHREC Q University Hospital Receiving *Distribute by: Quantity -
Due Date:

Ultimate Use Code: Q One Time Address
Distribution

SpeedChart: Q

Distributions
[ Details [ Assetinformaton

Dist Percent GL Unit Account Dept Location IN Unit Fund Program Class Budget Date Project %

100.0000 |MCLNO QY Q Q. Q, Ql a Q Q, 09M9/2011 Q [metno @ [1]

OK | Cancel | Refresh |

< | Im ] »

Done € Local intranet | Protected Mode: Off v ®100% -

Step Action

8. Click the Right button of the scrollbar.

]

9. Highlight the PC Bus Unit and press [Delete] button on your keyboard.

10. Highlight the Activity and press [Delete] button on your keyboard.

11. Click the Left button of the scrollbar.
o

12. Click the OK button.
oK
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PS9FSTRNes

PS9FSWEBDEV11 RCB
»

Retrofit field changes to "all" existing requisition lines/schedules/distributions.....

Business Unit:  MCLNO Requisition Date:  09/19/2011
Requisition ID: 0081667 Status: Pending

For Line and Schedule defaults, Select"Apply to apply changes to all lines and schedules.
For Distribution defaults, Select'Apply’ to apply changes to the Distrib Line.

Example: [fyou select 'Apply for Distrib Line 3, the change is applied to each Distrib Line 3 on the requisition.
Select'Apply to All Distribs’ to apply changes to all distribution lines on the requisition.

Wark All O Unmari Al

] 1 GL Unit
& 1 PC Bus Unit
|| 1 Activity

OK | Cancel | Refresh

Training Guide

New Window | Help | Customize Page |

hit

Done G'.;, Local intranet | Protected Mode: Off €5

-

% 100%

-

Step

Action

13.

Click the Mark All link.

14.

Click the OK button.
OK
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PS9FSTRNes

PS9FSWEBDEV11 RCB

Eir

Maintain Requisitions

Add to Favorites

Sign out

New Window | Help | Customize Page | B

Line

Requisition
Business Unit:  WMCLNQ Status: Pending x
Requisition ID: 0081667 Budget Status: NotChkd T3
["]Hold From Further Processing

~ Header
*Requester: SAUTHE Q Authement, Sally Requisition Defaults
“Requisition Date: |09/19/2011 Reqguester Info Edit Comments

Reguisition Activities
origin: ’WQ On-Line Entry Requisition Activities

Document Status

*Currency Code: |YSD US Dollar
Accounting Date: [09/19/2011 Amount Summary

Total Amount: 145350 USD
Add ltems From Select Lines To Display
Purchasing Kit Catalog Line: QTo: Q, Refrieve
ltem Search Reguester tems

[ Details ] ship Tomue Date T status T wendor information T #em information | attributes T contract T Sourcing Controls

Customi o pll | 21 First BN 1 or 1 B Last

1B Q [a11103024nPaNEL B [15.0000 [LOT O |a2554 @ (9890000 1,45350 Pending @ o
View Printable Version *Go to: More. A
1) save | [\ Return to Search | (=7 otify | 7 Refresh B Add Update/Did
< I | r
Done € Local intranet | Protected Mode: Off ooy ®100% -

Step

Action

15.

Click the Save button.
Bl save

16.

Click the Home link.

tome |

17.

This completes Remove the PC Business Unit Defaults from a Requisition.
End of Procedure.
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Appendix

Understanding Budget Control Exceptions

This topic provides an overview of exception handling in PeopleSoft Commitment Control and
discusses how to:

e Set up and run exception notification.

e View and handle budget exceptions.

Understanding Exception Handling and Notification

Inevitably, some transactions fail the budget checking process or cause the Budget Processor to
issue a warning. Such transactions are marked by the Budget Processor as exceptions. PeopleSoft
Commitment Control provides processes and pages to notify appropriate users of exceptions.
Depending on the nature of the exception and the security authority granted to the user, a user can
handle budget exceptions by changing transactions, adjusting budgets, overriding the budget
checking process, or by simply viewing and noting them.

Errors and Warnings
Exceptions fall into two categories: errors and warnings.

Errors

Errors are exceptions that have failed budget checking because they do not conform to the rules
established for that control budget. Transactions with errors are not allowed by the system to
update the Commitment Control budget ledgers. Most errors occur when a transaction has at least
one line that exceeds at least one budget and is over tolerance. Depending on the configuration of
your control budgets, the exact reason that a budget has insufficient funds will vary from budget
to budget. The budget may be on hold, closed, or simply lacking a sufficient available budget
amount.

Transactions with errors stop at the budget check stage and do not proceed until they are
corrected or overridden and are budget checked again.

These are errors that you might encounter:

Error | Overridable? Description
Code

\ \ \
E1 Y

Exceeds budget N/A

and is over
tolerance.
E2 N No budget exists. N/A
E3 N Budget is closed. N/A
E4 Y Budget is on hold. N/A
E5 Y Transaction has The transaction line contains an account value that is reserved as an
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\ \ \
Error | Overridable? Description
Code
\ \ \

E6 Y
E7 Y
E8 N
E9 N
E10 N
E11 Y
E12 N
E13 N
E14 Y
E15 Y
E16 Y

offset account.

Budget date is out
of bounds.

Spending authority
over budget.

CF (ChartField)
funding source
error.

Cumulative
calendar data not
found.

Cumulative date
range not found.

Exceeds budget
and is over
tolerance for
referenced row.

No budget exists
for referenced row.

Budget is closed
for referenced row.

Budget is on hold
for referenced row.

Transaction has
offset account for
referenced row.

Budget date is out
of bounds for
referenced row.

offset account.

N/A

Credit transaction caused spending authority (available budget
balance) to exceed original budgeted amount.

This error does not occur if you selected Allow Increased Spending
Authority for the control budget definition on the Ledgers for a Unit -
Commitment Control Options page.

See Adding Commitment Control Ledger Groups to a Business Unit.

A funding source allocation row for a project budget exists without a
corresponding budget amount having been entered in the
Commitment Control ledger data table (LEDGER_KK).

See Project Budgets With Funding Source Control.

Budget is defined for cumulative budgeting with a cumulative
calendar, but the calendar is not found.
See Budget Period Calendars and Cumulative Budgeting.

Budget is defined for cumulative budgeting with a cumulative date
range, but the date range is not found.

When a transaction (such as a voucher) and its referenced
documents (such as purchase orders) impact different budgets, the
Budget Processor budget-checks the liquidation rows for the
referenced documents separately from the transaction itself. Errors
E11 through E20, E23 through E25, and E30 occur for the
referenced (liquidation) row.

See Budget Processor.
See E11.
See E11.

See E11.

See E11.

See E11.
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Error Overrldable’7 Description
Code

E18

E19

E20

E21

E22

E23

E24

E25

E27

E28

E29

Spending authority
over budget for
referenced row.

CF (ChartField)
funding source
error for referenced
row.

Cumulative
calendar data not
found for
referenced row.

Cumulative date
range not found for
referenced row.

Exceeds statistical
budget and is over
tolerance.

Statistical budget
does not exist.

Exceeds statistical
budget and is over
tolerance for
referenced row.

Statistical budget
does not exist for
referenced row.

Spending authority
over statistical
budget for
referenced row.

Spending authority
over statistical
budget.

Referenced
document balance
is zero.

Funding source

See E7, E11.

See E8, E11.

See E9, E11.

See E10, E11.

Occurs for budgets with statistical budgeting enabled.
See Statistical Budgeting.

See E21.

See E21.

See E11, E21.

See E7, E11, E21.

See E7, E21.

The transaction (such as a voucher) has a referenced document
(such as a purchase order) that has already been fully liquidated.

There are no funding source allocations for the project budget
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\ \ \
Error | Overridable? Description
Code

\ \ \

allocation not related to the transaction. This only applies if funding source tracking
found. is enabled for the control budget definition and the Project ID in the
transaction is flagged as Funding Source Controlled.
See Project Budgets With Funding Source Control.

E30 N Funding source See E11, E29.
allocation not found
for referenced row.

E31 N Current budget Cumulative budgeting has been set up incorrectly for the budget,
period not in such that a budget period defined as part of the cumulative range
cumulative range. does not, in fact, fall within the cumulative range.

For example, asume that you set up cumulative budgeting for the
date range of 01/01/2002 through 02/28/2002 and include monthly
budget periods 2002M1 (covering January), 2002M2 (covering
February), and 2002M3 (covering March). The budget period
2002M3 does not fall within the cumulative date rage, and an error
results when you budget-check a transaction whose budget date falls
within budget period 2002M3.

See Budget Period Calendars and Cumulative Budgeting.

E32 N Current budget See E11, E31.
period not in
cumulative range
for referenced row.

E33 Y Funding is expired. | The budget date on the transaction line is beyond the expiration date
specified on the Expiration CF (ChartField) page within the budget
definition and the transaction line is attempting to reduce the
budget's remaining spending authority.

E34 Y Budget date The budget date on the transaction line is outside either the begin or
outside specified end date specified on the Expiration CF (ChartField) page within the
dates. budget definition.
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Warnings

Warnings are exceptions that do not conform to the rules of the control budget, but have been
passed along and update the Commitment Control ledgers nonetheless. Warnings function as
exceptions that are automatically overridden, as well as alerts to certain situations that could
adversely impact the budget and budgetary processing.

The Budget Processor issues warnings, rather than errors, in the following situations:
1. The system inherently defines the transaction exception as a warning.

This is the case, for example, with the warning that the budget date does not equal the
accounting date and the warning that the transaction exceeds the remaining available
budget but is within tolerance.

2. The control option for the control budget definition is Track with Budget, or Control
Initial Document.

If you selected one of these options when you defined your budgets, you determined that
transactions that would otherwise generate an error exception merely require an audit trail and
examination and do not need to be stopped.

If the control option is Track with Budget, you receive warning exceptions, except when there is
no budget for a transaction, which results in an error exception. If the control option is Control
Initial Document, you receive error exceptions for the initial document and warning exceptions
for subsequent transactions.

Note. Whether the option is Track without Budget or Track with Budget, you receive
warnings for any error that can be overridden; however, errors that cannot be overridden
might be logged.

These are the warnings:

[ \
Warning Description Notes
Code

W1 Exceeds budget but is within Transaction exceeds available budget balance, but is within the
tolerance. tolerance allowed.

See Hierarchy of Control Budget Attributes.

W2 Exceeds budget, butis atrack | Transaction exceeds budget, but the control option for the control
or non-initial transaction. budget definition is Tracking without Budget, or Control Initial
Document.

See Hierarchy of Control Budget Attributes.

W3 Budget date and accounting N/A
(transaction) date are not
equal.
W4 Override of the error of Overrides always generate warnings.

Exceeds budget and is over
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W
Code

W5

W6

w7

w8

W9

W21

W22

W24

W25

W26

W33

W34

tolerance.

SA (spending authority)
exceeds non-control budget
amount.

Override of the error of SA
(spending authority) exceeds
budgeted amount.

Override of the error of Budget
is on hold.

Override of the error Date is
out of bounds.

Closed budget periods exist in
cumulative set.

Exceeds statistical budget but
is within tolerance.

Exceeds non-control statistical
budget.

Override of the error of
exceeds statistical budget.

SA (spending authority)
exceeds non-control statistical
budget amount.

Override of the error of SA
(spending authority) exceeds
statistical budget amount.

Funding is expired.

Budget date outside dates
specified on the Expiration CF
(ChartField) page.

|

ORACLE
USER PRODUCTIVITY KIT

“
\

Credit transaction caused spending authority (available budget
balance) to exceed original budgeted amount for a budget whose
control option is Tracking with Budget, or Tracking without Budget, or
Control Initial Document.

This warning does not occur if you selected Allow Increased Spending
Authority for the control budget definition on the Ledgers for a Unit -
Commitment Control Options page.

See W2.
See Adding Commitment Control Ledger Groups to a Business Unit.

See W4,

See W4,

See W4,

One or more budget periods within a cumulative budgeting set has
been closed.
See Budget Period Calendars and Cumulative Budgeting.

See W1.
See Statistical Budgeting.

See W2, W21.

See W4,

See W5, W21.

See W4,

Warning is issued if you override the E33 exception

Warning is issued if you override the E34 exception.
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Note. Early warnings, or notifications that a predefined percentage of a budget has been
committed for spending or spent, are not exceptions. You set them up on the Notify Preferences

page.
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Frequently Asked Questions

Requisition Frequently Asked Questions

QUESTION ANSWER

| built a requisition and saved it but my | There are a couple of situations that would result
requisition did not build to my in the requisition not moving to the worklist.
approver’s worklist. What did I do

wrong? 1) If the requisition is “on hold from further

processing” it will not move to the worklist.
Uncheck the hold flag if it is checked.

2) The application engine job that moves
requisitions to the worklist runs every 15
minutes throughout the day, beginning at 7:00
a.m. and ending at 5:00 p.m. on the hour, 15
minute, half hour, and forty-five minute marks.
Wait until the next scheduled time and then
check the worklist again. If the requisition is
still not on the approver’s worklist open a help
desk ticket. You will need to supply the BU,
Req ID, and UserlD of the user whose worklist
the requisition should have built to.

My requisition will not budget check. | There are a few situations that would result in
Why: your requisition not budget checking.

1) Verify that the requisition is not on hold

2) Verify that the requisition is at a status of
approved. Until the requisition is approved it
will not budget check.

3) If the budget check status is error navigate to
the Commitment Control pages to see why the
requisition failed budget check.
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QUESTION

ANSWER

| have a requisition that | am
attempting to budget check but when |
try to pull it up in update/display I get
a message stating that | am not
authorized to update requisitions for
this requester. How do 1 fix this?

Your user preferences need to be modified so
that you can update requisitions entered by
another requester. Contact your security
administrator so that they can update the
requisition authorization page of your user
preferences.

| canceled a requisition but it is still
displaying on the Requisition
Budgetary Activity Report: How do |
remove it from the report?

The pre-encumbrance is not reversed until the
requisition is budget checked. Check the budget
check status of the requisition and if it is “not
checked” budget check it from the menu.

| have a requisition that was sourced to
a PO but there is a remaining amount
shown on the Requisition Budgetary
Activity Report. How do I get rid of
the remaining amount?

This situation indicates that the PO was issued
for less than the requisition. The method used to
get rid of the remaining pre-encumbrance
depends on the status of the PO. If the PO is ata
status of Dispatched purchasing can finalize the
PO to remove the remaining pre-encumbrance.
Once they finalize the PO and budget check it
the remaining pre-encumbrance will be reversed.
If the PO is at a status of Complete Purchasing
can close it through PO Recon Workbench.
Once the PO is closed then budget checked the
remaining pre-encumbrance is reversed.

| entered a requisition and one of the
lines on the requisition is printing
twice. How did this happen?

If you have more than one schedule the line
information will print for each schedule. For
example, your requisition is for 2 each so you
entered 2 schedules and selected 2 different ship
to locations. Instead of entering 2 schedules you
should designate where you want them shipped
by adding a line comment instead of adding
multiple schedules.
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QUESTION

ANSWER

| need to enter a requisition for a piece
of equipment and the vendor has
offered us a credit for trade-in of an

old piece of equipment. How do |
enter this information in to PeopleSoft?

You must have approval from the Office of
Property Control before you can trade it in. If
you have that approval you will need to define
this on your requisition. PeopleSoft does not
allow a user to enter a negative value on a
requisition. You will need to enter the
description of the new item that you are
purchasing and within the description state what
item you are trading in. Your requisition line
amount should be the difference in the cost of
the new equipment minus the trade-in.

| have a requisition that is approved
and has a budget check status of valid.
When my buyer attempted to copy it to
a PO it did not display as a valid value.
Why?

There are several things to check for.

1) If the RFQ required flag is checked off on the
requisition the buyer will not be able to source it
directly to a PO. To check for the flag click the
Item Information tab on the requisition header
page. If the flag checked off uncheck it then
save. Repeat for all lines of the requisition.

2) If the RFQ required flag is not checked off
inquire on the document status. It is possible
that the requisition was already sourced to a PO
or RFQ.

3) Verify that the vendor number selected on the
PO matches the vendor number on the
requisition. If it does not match change the
vendor number on the PO or change the vendor
number on the requisition.

4) Check the Source Date on the requisition. If
the Source Date is a future date you cannot
source it to a PO until that date. To check the
Source Date click on the Sourcing Controls tab
on the requisition header page. If the Source
Date is a future date change it to the current date,
click OK, and Save. You will need to check the
source Date for each line of the requisition.
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QUESTION

ANSWER

| am entering a requisition for an
inventory item. | entered my default
information first and when | enter the
Item ID | get a message stating that the
priority vendor for the item does not
match the default vendor. Why is this
happening?

The item does not have an item/vendor
association. Open a help desk ticket to request
that purchasing attributes be added for that item
and vendor. You will need to supply the item id,
vendor number, vendor’s unit of purchase,
conversion (how many per unit of purchase), and
price

| am entering a requisition for an
inventory item and I don’t see the unit
of measure | need from the dropdown
list. What do | do?

Open a help desk ticket and request that the new
unit of measure be added. You will need to
supply the item id, vendor number, vendor’s unit
of purchase, conversion (how many per unit of
purchase), and price.

| am trying to print a requisition and it
will not print. What could the problem
be?

Check your run control. If you are printing a
single requisition you should enter only the BU
and the Req ID. Make sure there are no dates
entered. Also, the Requester field should be
blank. The Status to include should be all
checked off and On Hold AND not on Hold
should display.

| deleted a requisition and now |
cannot inquire on it. Should I be able
to inquire on a deleted requisition?

No. Once a requisition is deleted there is no
record of the requisition. If you want to
maintain a record of a requisition it should be
canceled instead of deleted.

| entered a requisition and am getting a
message about the SetID not being
found with record PROJ_ACTV_VW.
What should I do?

Click on the Requisition Defaults and delete the
PC Business Unit and Activity form the defaults
page. Click OK. When the Retrofit page
displays mark all and click OK, then save your
document.
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| entered a PO and one of the lines on
the PO is printing twice. How did this
happen?

If you have more than one schedule the line
information will print for each schedule. For
example, your PO is for 2 each so you entered
2 schedules and selected 2 different ship to
locations. Instead of entering 2 schedules you
should designate where you want them shipped
by adding a line comment instead of adding
multiple schedules.

| am entering a PO for an inventory
item. | entered my default information
first and when I enter the Item ID | get a
message stating that the priority vendor
for the item does not match the default
vendor. Why is this happening?

The item does not have an item/vendor
association. Open a help desk ticket to request
that purchasing attributes be added for that
item and vendor. You will need to supply the
item id, vendor number, vendor’s unit of
purchase, conversion (how many per unit of
purchase), and price.

| am entering a PO for an inventory item
and I don’t see the unit of measure |
need from the dropdown list. What do |
do?

Open a help desk ticket and request that the
new unit of measure be added. You will need
to supply the item id, vendor number, vendor’s
unit of purchase, conversion (how many per
unit of purchase), and price.

| am entering a PO for an inventory item
and when | put in the item ID | get a

message staging that contract is required.

What do | do now?

Open a help desk ticket. You will need to
provide the item ID and request that the
Contract Required flag be removed so that you
can enter your order.
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| am trying to print a PO and it will not
print. What could the problem be?

Check your run control. Your run control
should contain the Business Unit and PO ID.
The Hold Status should be set to On Hold
AND not on Hold. The Chartfields option
should read Recycled AND Valid Chartfields.
The Change Orders option should read
Changed and Unchanged Orders. Print PO
Item Description should be checked off. Print
changes Only and Print Duplicate should not
be checked.

| deleted a PO and now I cannot inquire
on it. Should I be able to inquire on a
deleted PO?

No. Once a PO is deleted there is no record of
the PO. If you want to maintain a record of a
PO it should be canceled instead of deleted.

| entered a PO and am getting a message
about then SetID not being found with
record PROJ_ACTV_VW. What should
| do?

Click on the PO Defaults and delete the PC
Business Unit and Activity form the defaults
page. Click OK. When the Retrofit page
displays mark all and click OK, then save your
document.

My PO will not budget check. Why?

There are several things to check:

1) The PO must not be on hold. If the hold
flag is checked uncheck it, save, then budget
check.

2) The PO must be at a status of
Approved. If the PO status is Open approve
the PO then budget check it.
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My PO will not dispatch. Why is that
happening?

Several things can cause this:

1) The PO must be at a status of Approved and
have a Valid budget check and document
tolerance check status. Budget Check the PO.
Document tolerance should run at the same
time as budget check. Once budget check
completes verify that the document tolerance
check status is Valid. If it is not Valid navigate
to the bottom of page and click the drop down
list next to Go To. Select 18-Doc Tolerance
Checking.

2) Check your Header and line Comments. If
they are too long the PO will not dispatch,
especially if you have issued a change order. If
your comments are too long you can either add
more comment boxes and cut and paste some
of your text to the new comment boxes or
uncheck Send to Vendor for each comment
that appears too long.

3) If you are dispatching by EDX and have
previously dispatched the PO the PO will not
dispatch. Change the dispatch method to Print
and dispatch again. To check to see if the PO
was previously dispatched click the dropdown
next to Go To at the bottom, select 02-PO
Dispatched History.

4) If you selected EDX as the dispatch method
and you are dispatching to a vendor who is not
setup to accept POs by EDX the PO will not

dispatch. Change the dispatch method to Print.

5) The dispatch flag may be unchecked. Click
on the Header Details link on the PO Header
page. If the Dispatch box is unchecked check
it.

| canceled a PO but it is still displaying
on the PO budgetary Activity Report.
Why is it still displaying?

Check the budget check status of the PO. If
the budget check status is not checked budget
check it from the menu.
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| have a PO that | am trying to update
but when [ try to pull it up in
update/display | get a message stating
that I am not authorized to update Pos
for that buyer. What should I do?

Your user preferences need to be modified so
that you can update the buyer’s Pos. Open a
help desk ticket. You will need to provide
your UserID, BU and PO ID, and the name of
the buyer whose PO you are attempting to
update.

| have a PO that | issued from a
requisition. My PO is for less money
than the requisition. What do | do to get
rid of the remaining money on the
requisition?

The method used to get rid of the remaining
pre-encumbrance depends on the status of the
PO. If the PO is at a status of Dispatched click
the Finalize PO on the PO Header page then
budget check it. The pre-encumbrance will be
reversed when the PO is budget checked. If
the PO is at a status of Complete the
requisition will need to be finalized through
Requisition Recon Workbench.

| need to enter a PO for a piece of
equipment and the vendor has offered us
a credit for trade-in of an old piece of
equipment. How do | enter this
information in PeopleSoft?

You must have approval from the Office of
Property Control before you can trade in a
piece of equipment. If you have the approval
enter the description of the item you are
purchasing as line 1 of the PO and enter the PO
amount as the cost of line 1. Then, add a line
and enter the description of the item you are
trading in as line 2 of the PO. Enter the Price
for line 2 as a negative value or the trade-in
value.
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| have a requisition that | need to copy to
a PO, but when I try to do so the
requisition is not displaying as a valid
value. Why?

There are several things to check for.

1) Verify that the requisition is approved and
has a budget check status of valid.

2) Verify the document status of the
requisition. If the requisition was already
copied to a PO or RFQ it will not be available
for copying to a PO.

3) Verify that the RFQ required flag is not
checked off on the requisition. If it is uncheck
the flag for all lines of the requisition. The
RFQ required flag can be found by clicking on
the Line Information tab of the requisition.

4) Verify the vendor number. The vendor
number on your PO must match the vendor
number on the requisition.

5) Verify the Source Date on the requisition. If
the Source Date is a future date you cannot
source it to a PO until that date. To check the
Source Date click on the Sourcing Controls
tab. If the date is a future date change it to the
current date.

I ran the PO budget check process and
my status ended in No Success. What
went wrong?

Your process deadlocked with another process.
Click on the Details link to the right of the
process instance, click Restart Request, then
click OK. Click the Refresh button until the
Run Status is Success and the Distribution
Status is posted. If the job ends in No Success
again open a help desk ticket.

I ran the PO budget check process and
my status ended in Warning. What went
wrong?

A process that ends in warning means that the
process completed successfully but the
document failed budget check. Click OK to
exit the process monitor page. Click on the
Error link on the PO. This takes you to the
Commitment Control Page where you can see
why the PO failed budget check.
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| am dispatching a PO by FAX but when
I click on the Dispatch button I don’t see
the vendor’s FAX number there. What
should | do?

You have the option of entering the FAX
number on the page and then dispatching the
PO. The FAX number must be entered in this
format — 555/555-5555. Once you have
dispatched the PO you should open a help desk
ticket and request that the FAX number be
entered on the vendor record.

| am dispatching a PO by FAX but when
I click on the Dispatch button | see a
FAX number but it is not correct. What
should | do?

If the FAX number displays on the Dispatch
page but is not the correct number you can
enter the correct number on the dispatch page.
Once you dispatch your PO you should open a
help desk ticket so that the number can be
corrected on the vendor record.

| faxed a PO to a vendor and a few
minutes later | got an e-mail notice
stating that my FAX did not go through.
What should I do?

The e-mail notification will give you a specific
reason why the FAX did not go through. If the
reason is Check the Recipient Fax Number or
Voice answer correct the FAX number you
should FAX the PO manually or call it in to the
vendor.

| am trying to close a PO through PO
Recon Workbench but the PO is not
displaying when 1 click search. Why?

Your selection criteria may need to be
modified. If you are closing a single PO you
should enter the PO ID in the first 2 boxes,
uncheck all boxes in the Status section, Check
All in the Receiving and Matching sections,
then click Search.
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| entered an RFQ in to PeopleSoft and it
won’t dispatch. Why?

There are several reasons why the RFQ
won’t dispatch.

1) Check the status of the requisition. It must
be at a status of Approved.

2) Verify that there are vendors on your
Dispatch Vendor List

3) If your run control contains a buyer verify
that the buyer on the RFQ is the same as on
your run control.

| entered an RFQ and clicked View
Printable Version but my RFQ does not
display. Why:

You must have at least one vendor added to
your dispatch vendor list in order for the
RFQ to display when you click View
Printable Version.

| entered an RFQ, entered vendor
responses, awarded the quote, and created
the PO. 1then ran the PO Calculation and
Po Create process but the Source Status is
Staged. What went wrong?

Check your PO Calculation run control and
verify that the PO Process that Built Row is
set to RFQ. If the PO Process that Built Row
is correct verify that the buyer name on your
run control matches the buyer on the RFQ. If
it does not correct it on your run control and
run the PO Calculation and PO Create
processes again.

| entered an RFQ, entered vendor
responses, awarded the quote, and created
the PO. 1then ran the PO Calculation and
PO Create processes but the Source Status
is Error. What do | do now?

Open a help desk ticket. If your RFQ was for
items from the item master and you awarded
to a vendor that does not have an item/vendor
relationship for the item the process will
error out. Also, if your RFQ was awarded to
a vendor whose location does not exist in PS
it will error out. In either case you will need
to open a help desk ticket. You will need to
supply the BU, RFQ ID, Req number if
known, and process instance.
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| entered an RFQ, entered vendor
responses, awarded the quote, and created
the PO. 1then ran the PO Calculation and
PO Create processes but the Source Status
is Ready. What did | do wrong?

Check your PO Create run control. Verify
that the buyer listed on the run control
matches the buyer on the RFQ. If it does not
correct it and re-run PO Create.

| awarded a quote and am in the process of
creating the PO. When I click on the
Create PO link and the Create PO check
box | get a message stating that there are
no outstanding quantities for this vendor.
What did | do wrong?

If you entered responses for more than one
vendor you will need to select the correct
vendor on the Create PO page. The vendors
on this page display in numerical order by
vendor number. Click the Show Next Row
button until the vendor that you awarded the
items to displays.

I ran the PO Calculation process and it
ended in No Success. What should | do
now?

You will need to navigate to your process
monitor and delete the PO Calc process that
ended in No Success. Once you do that enter
a new run control for PO Calc and run the
process again
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| am trying to enter a receipt for a
PO but when I put in the PO number
and click search the PO lines do not
display. What should I do?

Check the PO status. The PO must be at a status
of Dispatched in order to be received. Also, the
Hold From Further Processing flag needs to be
unchecked in order to enter a receipt.

Another thing to check is the receiving options. If
the PO is set to Do Not Receive it will not display
and you should not enter a receipt.

| am entering a receipt for inventory
items and the Inv Status field does
not display so that | can check the
putaway quantity. What should |
do?

The PO may not be setup correctly. Open a help
desk ticket. Provide the BU, PO number, and item
id. The Ship to Location may not be correct on the
PO or the Inv BU may not have defaulted in. The
PO will need to be corrected by purchasing before
you can proceed to enter your receipt.

| am entering a receipt for inventory
items and when | click on the Inv
Status link and look at the putaway
quantity it is not correct. What
should I do?

Open a help desk ticket. Provide the BU, PO
number, item id, quantity you are receiving, and
correct putaway gquantity. The purchasing
attributes will need to be verified and the PO will
need to be corrected before you can enter your
receipt.
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