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Building Module

Sign on, Exit, & Password Instructions

Sign on Instructions

1. On your main screen, double click on the Mi-Case Windows icon.
2. Choose Financial Accounting System, click on OK.

3. Type in your Log-in ID.

4. Type in your Password.
5. Press Enter twice.
6. You are now in the Financial Accounting System.

MiCase Information Systems - Application Login Screen
h".

Lagin 10 |
Pazzwaord:

Teacher Pazsward:

’ 8] ] ’Can:el]
[] Change Password After Login

MiCose

Exiting the System

1. You may exit from any screen.
2. Click on Exit.

3. Click on Yes.

4. Click on Exit button.

5. You are now out of the system.
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Using the Building Module Screens

Chart File

This screen shows you account setup information by ASN. You will be able to review account
flags and configuration in addition to any information on changes that have been made to your
accounts.

History Screen
The screen shows your account history by ASN. As history is posted in the account, you will
see the history in the browse list at the bottom of the screen.

Vendor Screen
This screen shows you vendor information and history by vendor number. As history is posted
against a vendor you will see the history in the browse list at the bottom of the screen.

Basic Vendor Screen
This screen shows you vendor information by vendor number.

Request Notification Screen

For those individuals with approval capabilities, user can leave screen open (minimized or full
screen) and it will check in 10 minute increments for any requests that need approval. If a
request needs approval, the screen will pop up to the front of your monitor.

Section History Screen

The purpose of this screen is to allow you to view the account history by ASN and section
number. As history is posted in the account section, you will see the history in the browse list at
the bottom of the screen.

General Report Selection Screen
This screen allows you to print your area of responsibility’s budget summary and YTD history
reports.

Inventory Master Screen
The purpose of this screen is to allow you to look up catalog numbers and view inventory items
with up-to-date information on the status of the item, like quantity on hand, unit description, etc.

Inventory Request Screen
In this screen, inventory requisition requests are entered, edited, printed, approved and denied.

Inventory Request Approval/Denial #1 Screen
This screen is used by authorized personnel who give the first level of approval on a building’s
inventory requests.

Inventory Request Approval/Denial #2 Screen
This screen is used by authorized personnel who give the second level of approval on a
building’s inventory requests.
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Purchase Order Screen

The purpose of this screen is to view and print purchase requests that have been turned into
purchase orders.

Purchase Order Request Screen
In this screen, purchase order requests are entered, edited, printed, approved and denied.

Purchase Request Approval/Denial Screen #1

This screen is used by authorized personnel who give the first level of approval on a building’s
purchase requests.

Purchase Request Approval/Denial Screen #2

This screen is used by authorized personnel who give the second level of approval on a
building’s purchase requests.

C-5 Revised December 2009.



Appendix C

Purchase Order Procedures

Workflow Description - Purchase Order Request

1. Requisitioning person writes up Purchase Order Request, including ASN number,
vendor name, product information, cost (if known), and any special instructions.

2. Requisitioning person gives purchase order request to assigned building person in
charge of entering purchase order requests for that building.

3. Assigned person enters online purchase order request into the system. This is done in
the Screens, then Purchase Order Requests.

4. Assigned person prints a copy of the purchase order request by choosing Reports, then
Print All Purchase Requests.

5. Authorized building administrator approves or rejects online purchase order requests.

6. If approved, online purchase order requests are then viewed by the authorized program
administrator for their approval or rejection.

7. The Business Office then views the approved purchase order requests.
8. The Business Office reviews all approved online purchase order requests. Approved
requests will be turned into purchase orders and sent on to the vendor. Rejected

requests will be returned to the appropriate building.

9. Purchase order receivers will be sent to each building for their approved orders.
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Entering Purchase Request Information

1. Choose Screens, Purchase Order Requests.

2. Click on New in the second tool bar or press the F9 function key.

2. & Purchase Order Request),Screen - Cycle C11 N13  Default Year=C 3
Request 000027 | Date: 03/15/2009 Complete ? Y\ Total 1.00 / )
Vend [00773 | 'VENDOR - 00779 Attertion | 1 4
Pay [00773| | ~ VENDOR-00773 | FiscalYr | C =7 NJieauest Printed [N _ '
7 Ship 00710 | | [CUSTOMER-00710 Altertion | test N
: Email [N _[Change N Approval | 54w Swf
Noée test ~ | Date App.|03/15/2008 | |08/15/2009 | [N, /
to Bus -
Offies / 3 Req. By |Scott'wilkams
:‘?Agst .
ak  Seq # anti Description Itern Total
8 / // [ Thest [ im0 ia
v
[Edititem | [Deleteltem] [ Additem | Item Total 1.00
P O Amount Over Budget Budg_el Balance _
N o T T B Mes 1 I~
v
[_EditAsN | [Delete ASN] [ Add ASN ] ASM Total 1.00

The cursor will be in the “Vend” field. You have the option of changing the request
number or date. To change one of these two fields, click your mouse on the field you
wish to change and type in the new information. If you do not want to make any
changes, type in a valid vendor number. This is where the PO will be sent. There are
several options to locate a vendor name and number.

To locate a vendor by name:

Press Enter twice to open the Select A Vendor Name box.

Vendor Browse Screen - 1=Find Name, 2=Search All, Enter=0K

[ ] sect Yendor Name Address 1 Address 2 Al
[Wlos T PavroLL _ |
[leg  [1-800-CONFERENCE 33252 TREASURY CENTER

99 |100% EDUCATIONAL VIDEOS PO BOX 4440 1921 RJ WATTHEWS

99 122DV 422 LOMBARDY BLVD

99 |1433 INTERMATIONAL PKWY

99 |1ST CHOICE MEMORY F O BOX 30894

99 |20-20 PHOTOGRAPHIC 218 8 WASHINGTON
o [2500 SUBSCRIPTIONS F O BOX 752
[leg [|2BUYSTORE.CON 7260 MW 58TH ST

99 |3l SUPPLY CO INDUSTRIAL INSULATION SPEC | 2405 CENTENNIAL L

99 |58 CALIBER PAINTBALL 1809 REED ST

99 |00 VIDED EXPRESE INC P D BOX 142

90 |OFIRST NATIONAL BANK 1640 LOUK MARKHAM ACCT

99 |91B 1l CORPORATION-FST F O BOX 91945 BIOFST vl
| ES > |
Name Begins with: [Find Name | [ search Al

c-7
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|
Either scroll down the list or

Type the beginning letter(s) of the vendor or

Type “1” or click on the Find Item button on the bottom left window. The Search
Window will open.

Type in the name of the vendor you are looking for and click the Search button.

If there is no vendor that matches your search, the blue header bar of the Search
Window will indicate “End of File Reached” and you will need to enter a different
vendor name.

If the searched vendor is found, a small arrow will appear at the appropriate far
left column of the Vendor Browse Screen.

(To view information hidden by the Search Window, the window can be
moved to a new location by placing the cursor on the blue header bar, click
and hold the mouse button, then drag the box to a new location.)

To select this vendor, click on the Close button in the Search Window. The vendor
number will be highlighted in blue. (The Vendor Browse Screen is frozen until the
Search Window is closed.)

Click the OK button and the appropriate codes will be inserted into the Purchase Order
Request Screen.

To locate a vendor by an alphanumeric field (City/ Address Lines 1 or 2):
Press Enter twice to open the Select A Vendor Name box.

Either scroll down the list or

Type “2” or click on the Search All button on the bottom left window. The Search
Window will open.

Type in the city or address line of the vendor you are looking for and click the Search
button.

If there is no vendor that matches your search, the blue header bar of the Search
Window will indicate “End of File Reached” and you will need to enter a different vendor
name/address/city/state.

If the searched vendor is found, a small arrow will appear at the appropriate far left
column of the Vendor Browse Screen.

(To view information hidden by the Search Window, the window can be moved to a
new location by placing the cursor on the blue header bar, click and hold the mouse
button, then drag the box to a new location.)

To select this vendor, click on the Close button in the Search Window. The vendor
name will be highlighted in blue. (The Vendor Browse Screen is frozen until the Search
Window is closed.)

Click the OK button or press Enter and the appropriate codes will be inserted into the
Purchase Order Request Screen.

To browse the vendors if you do not know the exact vendor name or number
Press Enter twice to open the Select A Vendor screen. A browse list of all vendors will
come up on the screen. Use the up and down arrows to scroll through the available
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10.

vendors, stopping on the vendor you want to use. Press Enter and that vendor will be
placed in the Vendor field on the purchase request.

Note: If you do not find the vendor name and address you want, you will need to send
an e-mail to the Business Office containing the complete vendor name, address, e-
mail address, phone and fax number to have them assign a new vendor number.

In the “Attention” field, type in the contact name or department at the vendor’s location to
receive the PO, then press Enter.

In the “Fiscal Year” field, the system defaults to “C” for current year. Leave this field set to
the default of “C” unless the Business Office instructs you to change it to “N” for new year.
(The box to the right of “Fiscal Year” field will automatically fill with the budget fiscal year.)
Press Enter.

In the “Ship” field, the system will default to the signed on user’s building code. Typically,
you will leave it set to the default, but you can change the number to another shipping
location if you are shipping the order to another building. If you need to ascertain the code
for the shipped-to building, delete the entire Ship Code, press Enter through the next two
fields and the Browse List will open; the correct code can be selected, then Press Enter.

In the second “Attention” field, type in the name of the staff member requesting this order.
Press Enter.

The “Email” field, is a flag to identify if the Purchase Order is to be e-mailed to the vendor or
the person who is to receive the Purchase Order.

The “Change” field is a flag to identify if you want to change the e-mail address of the
recipient of this order. If you have chosen to do this, then key in the e-mail address in the
salmon-colored box.

NOTE: if you, as the recipient, need to pick up the items at a local vendor, key in
your e-mail address here.

The “Note to Business Office” field is only visible on the screen; it will not print on the
Purchase Order. Key in any information that would benefit the business office in the
processing of this order.

The “Message” area is a seventy-character field to type in a message that will print on the
purchase order. Use this field for messages such as: “Delivery must be received prior to
(date)”, “Prices per quote from (name)”, CHECK ENCLOSED, etc. then press Enter. By
pressing enter, you move past the message field and the system saves the header
information. The system will automatically take you to the next section, Line Iltem Data
Entry.

Note: If you are requesting a check be enclosed with the purchase order,
you need to put that message in this field (i.e. CHECK ENCLOSED).
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To copy information previously entered, highlight that information with the mouse. After the
mouse button is released, hit the Control and “C” buttons simultaneously. This will place the
highlighted information into the memory clipboard. To retrieve the highlighted information, place
the mouse in the desired area for that information and then hit the Control and “V” buttons
simultaneously. Note that the information will stay in the clipboard until replaced by other
information in the same manner, or until the program is exited.

Changing Header Information

To change any information in the header area, point and click your mouse in the field you wish
to change. The cursor will now be in the text area of that field. Make any necessary changes,
then press Enter to change other fields or click on the Save button in the second tool bar to
save all changes.

Line Item Data Entry

To add line items to the purchase order request, click on the Add Item button in the middle of
the screen or press Enter. The Line Item Data Entry window will be displayed. This window is
used to fill in the line item information for the purchase request.

& Line ltem Data Entry Q@E

Sequence | 11 Catalog : | Unit Size [

Huantity: k]l Cost/Unit: | 185.0000)/| 1] Amount | BRE00)

Product | Teela Renda, Cindy ‘westley, and Carolpn Fitzmaurice attending seminar ""Succeeding with the Difficult ¥oung A
Child"

Movember 21, 2008 - Grand R apids, M|
Corfirmation #

3922136 - Renda

3922141 -Westley

AOTITED Cibore o irics N 1
Item Total | see00] | SavedMew | [ SavetEst | [ Cancel ASN Tatal | 55500
Mark  Seq #  Guantity Description Itern T otal
~

Catalog Field: Enter catalog number of your item and press Enter.

Unit Size: Type in the unit of item such as: EACH, DOZEN, CASE, etc. then press
Enter. (If you are ordering a yearly subscription or dues, your unit size would be YEAR-
not 1 Year.)

Quantity: Type in the number of items you are ordering. (If it is a one-year subscription
or dues, the quantity would be 1 and the Unit Size would be YEAR.) Press Enter.
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. _____________________________________________________________________________________________________________|]
Cost/Unit: Type in the cost of each unit, press Enter. The system will calculate the total
guantity of this item times the unit cost. Press Enter again to move on to next field.

Product: Type in the complete description of your product. Only 2-3 lines appear visible
at a time, but this field has an unlimited length for large descriptions.

To copy information previously entered, highlight that information with the mouse.
After the mouse button is released, hit the Control and “C” buttons
simultaneously. This will place the highlighted information into the memory
clipboard. To retrieve the highlighted information, place the mouse in the desired
area for that information and then hit the Control and “V” buttons simultaneously.
Note that the information will stay in the clipboard until replaced by other
information in the same manner, or until the program is exited.

Once you finish typing the description, you have a choice of clicking on Save & Next,
Save & Exit, or Cancel on the second toolbar.

- Save & Next will allow you to enter another item. The product description from
the previous item will remain so you can edit this field when ordering similar
items. If you do not want to use or edit the current description, type in a new
description. The previous one will be erased, saving the newly entered data
only.

- Save & Exit will save your item information and take you out of this screen.

- Cancel will delete the item information you entered and return you to the base
screen without any updates made to the line items.

To edit a Line Iltem already on a purchase request:

To find the specific line item, either scroll down the list by using the up/down arrows, or
use the scroll bar on the right, or click the Browse Items button.

To select that specific line item, either double click the highlighted item or click the Edit
Item button to open the text box for editing.

After all the changes are made, click on Save & Exit to save the changes.

To delete a Line Item already on a purchase request:

To find the specific line item, either scroll down the list by using the up/down arrows, or
use the scroll bar on the right, or click the Browse Items button.

Click on the line item you need to delete and click on the Delete Item button.

ASN Data Entry

This area of the purchase request is used to indicate what ASN(s) and section codes are being
charged with the purchase. Either click on the Add ASN button at the bottom of the screen or
bring the cursor down to that section of the screen and press Enter. The ASN Number
Breakdown Entry window will be displayed.
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1. 1 Requesttt [000027 | Seauence Number N
ASN Number: 00080 | | |ACCOUNT -111 - 00060 |
'__ﬁ.r_mﬂ;___. 1.00 il !1 111 /0000 |000| | 0000 | | 00000, | 0000 Totak 1.00
2. —
ASN Total 0. Save & Exit Cancel em Total 0.00
_Maked Sequence  ASN _ Secton PO Amount OverBudget  BudoetBalance | —9.
-~

1. Type in your ASN(s) and section code(s). If using an ASN without a section code, you

will need to press Enter.

If you do not know the ASN number, press Enter. (You cannot proceed with the screen
without a valid ASN number.) This will bring up the General Ledger Chart Browse
List. Once you have located the correct ASN, press Enter.

If you type an invalid ASN, the General Ledger Chart Browse List will appear, allowing
you to make a valid choice. Once you have located the correct ASN, press Enter.

Next, enter the total dollar amount to be charged to the ASN and section code. Use
each ASN and section code only once, no matter how many products you are
charging to that ASN and section code. It is important to make sure that your
purchase order request is in balance.

Once you type in the dollar amount, you must click on Save & Next, Save & Exit, or
Cancel.

- Save & Next will allow you to enter another ASN.
- Save & Exit will save your ASN and dollar amount, then take you out of this screen.

- Cancel will delete the ASN and dollar amount you entered and return you to the
base screen without any updates made to the ASN Breakdown Entry.

Repeat the above steps for all unique ASN(s) and section codes being used on this request. It
is important to make sure that all purchase requests are in balance. After all ASN(s) and
section codes are entered, check the ASN Total box, which should equal the Item Total box.

If it does, the purchase request is in balance.

If it does not, check each individual ASN and section code totals to verify that the ASN
Total is correct. Make necessary changes to the ASN Total and Item Total boxes until
they are equal.

To edit an ASN and section code on an existing purchase request:

Click on the ASN, which will highlight the line containing the number, then click on the Edit ASN
button or double click the record below the box containing the number. This will allow you to
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. _____________________________________________________________________________________________________________|]
change the ASN or dollar amount information. After all changes are made, click on Save & Exit
to save these changes.

To delete an ASN and section code on an existing purchase request:
Click on the ASN, which will highlight the line containing the number, then click on the Delete
ASN button below the box containing the number.

To add an ASN and section code on an existing purchase request:

Click on the Add ASN button, which will open the ASN Breakdown Entry screen. Add the new
ASN and section code with the appropriate dollar amount. After all changes are made, click on
Save & Exit to save these changes.

11. Upon returning to the original Purchase Order Request screen, the “Request Complete” field
indicates whether you have completed the purchase request. It can be useful if you want to
enter a request but do not have all the information to complete it. You can begin the request
and come back to it when you have the additional information needed to finish. Until you
change the Request Complete flag from a “N” to a “Y”, the purchase request will not be
able to be approved or transferred into a PO. Therefore, to process/approve a request, this
box must be changed to “Y”.

Changing the Request Complete Field:

Once the item total and ASN total are in balance and you are finished entering all of the
information for the purchase request and completed any changes, you need to change
the Request Complete field in the top middle of the screen from a “N” for Noto a “Y”
for Yes. After you complete the ASN Data Entry area and click on Save & Exit, the
system will put the cursor in the Request Complete field. Change the field from a “N”
to a “Y” and click on the Save button in the second tool bar. This will complete the
request, making it ready for approval.

Finding A Purchase Request

Enter the purchase request number in the Request # box. You can also click on Browse to
view and locate the correct request number for which you are searching. Once you have
located the request number in the Browse, place cursor on the record, single click then click
OK at the bottom of the screen.

Rather than visually searching through all the Purchase Order Requests to find the required
request, the Find Vendor button can be used. This is an alphabetical search tool that will only
search forward from the cursor.
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Purchase Request Browse Screen
P.O.# Date Fiscal Total Encumb Vendor Name A
000027 09/15/2009 |C 1.00 1.00|VENDOR - 00779 |

|< >

{[Fravenaa >

Click on the Find Vendor button on the bottom left window. The Search Window will open.
Type in the name of the vendor you are looking for and click the Search button.

If there is no vendor that matches your search, the blue header bar of the Search
Window will indicate “End of File Reached” and you will need to go back to the
beginning of the list and enter a different vendor name.

If the searched vendor is found, a small arrow will appear at the appropriate far left
column of the Purchase Request Browse Screen.

(To view information hidden by the Search Window, the window can be moved to a
new location by placing the cursor on the blue header bar, click and hold the mouse
button, then drag the box to a new location.)

To select this vendor, click on the Close button in the Search Window. The purchase
order number will be highlighted in blue. (The Purchase Request Browse Screen is
frozen until the Search Window is closed.)

Click the OK button and the appropriate code will be inserted into the Purchase Order
Request Screen.

Deleting A Purchase Request

After you have located the requisite purchase request, click on the Mark button in the second
tool bar to delete the entire purchase request.
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A red message will appear at the top, which reads Item Marked for Deletion. The Mark
button should only be used if you want to delete the entire purchase order request.
Please note that there will be no electronic notification of the Purchase Request deletion to the
originator.

Printing Purchase Requests**

To print all purchase requests you have entered, click on Reports, Print All Purchase
Requests. This will print all purchase requests that you have entered that have not previously
been printed.

Click on OK to begin printing. You will see the purchase request copies flash by on the
screen. Then a message will appear that says “Did your purchase requests print
properly?”

If they did not print properly, click on the No button. Once you click on this button,
a message will appear that says, “You may now reprint your purchase
requests.” Press ENTER to remove this message. Repeat the above steps to
reprint your requests.

If they did print properly, click on the Yes button. You will see the Request
Printed box change from N to Y. The Y or yes indicates that these requests
have been printed. This flag will change automatically.

To print a single purchase request, click on Reports, Print Purchase Request. This will print a
copy of the purchase request that you are currently on.

Click on OK to begin printing. You will see the purchase request copy flash by on the
screen. Then a message will appear that says “ Did your purchase request print
properly?”
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If it did not print properly, click on the No button. Once you click on this button, a
message will appear that says, “You may now reprint your purchase
request.” Press ENTER to remove this message. Repeat the above steps to
reprint your request.

If it did print properly, click on the Yes button.
To print another single request, click on the Next button in the second tool bar or type the

request number in the “Request #” field and then repeat above steps. After each single request
has printed, the Request Printed flag will change automatically to a Y for yes.

To reprint a single purchase request, click on Reports, Print Purchase Request. This will
reprint a copy of the purchase request that you are currently on. After the initial printing of
requests, you must print each request by itself to get additional copies of the request.

To print a report that displays all purchase requests for a particular ASN, click on Reports,
Purchase Request by ASN. This will print a report that shows all purchase requests in
sequential order for a chosen ASN. This report displays request number and date, vendor
number and name, and the amount of the request. You may also choose to leave the ASN
blank to print all ASN’s you have rights to.

**If you wish to create a PDF of these documents, and/or e-mail the document, see the
Send Report to a PDF File section of Appendix A for further instructions.

Approving Purchase Requests

To approve a purchase request, choose Screens, Purchase Request Approval/Denial #1 or
#2, depending on your level of approval.

& Purchase Approval Q@ X

Request # 000027 | Date: 09/15/200% Total P.0. 0.00]

Vend (00773 | VENDOR - 00779 Attention | |

Pay 100774 | WVENDOR - 00779 FiscalYr [C |

Ship (00710 CUSTOMER - 00710 Altention | test

Requested By |Scott Williams Approval | | .

Email [N [Cha|N | Date&pp. | / / Ll Fid

Bus.Off. Notes | test

Message test

kb o heide i R

T3 et [ 100 1A
v

[(Edititem ] [(Deleteitem] [(Additem ] Item Total 0.00

Marked Sequence __ASN _Section E.0 Amount OverBudget ____BudgetBaolance

@ L3 Toooso | B | 11813156.00 1a
v

[(EditasN ] [Delete ASN] [ Add SN | ASN Total 0.00]

C oprove D[ peny
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The first request ready for approval/denial will appear. Click on the Approved button at the
bottom of each purchase request that you want to approve. After clicking on the Approved
button, the system will take you to the next request that is ready for approval.

Purchase Order Screen

The Purchase Order Screen is used to view current purchase orders. This is a view only
screen in the Building Module. Once the Business Office has created the Purchase Order, no
changes can be made at the building level. After all three levels approve a purchase request,
the Business Office converts it into a purchase order. The request will then be transferred from
the Purchase Request Screen via the system to the Purchase Order Screen. The screen
opens with the first sequential purchase order numbers being displayed.

& Purchase Order Screen - Cycle €11 N13

PO#  [O5773E Daate [17/71/2002 ] NestPO # | | PO At 154.30 Paid
Vendor (3702 [01 | [VENDOR-s3ios | Attention Tl
PayTo [53702| |  [VENDOR 93108 |Fiscalr [T | |Req [sent[y |
Ship Ta _ | [CUSTOMER - 08678 | Attention |C. DEGROOT _
FulPat |[F_|  Feq By | frpproval | | | REAUME |
Emal  |M_|ChangeM || |Datedpp.| A/ | /4 | 07312008 |
B.O. Msg |
Message | T |
Mark Seq #  Quantity Description Itemn Total
4
il
ltem Tatal | 134,30
Marked Sequence ASH Section ASH Amount ASH Total Amount Paid EullPart
3
v:
ASN Total 194.30|

To locate a purchase order by the Browse button on the second toolbar:
The Browse button allows you to locate and view current purchase order information. Click on
Browse and select one of the following choices:

Browse Purchase Orders- will display a numerical listing of all current purchase orders
starting with the smallest number and continuing in ascending order.

Browse P.O.s-Alpha Vendor Order- will display purchase orders by vendor in alpha
order, then by purchase order number.

Browse P.O.s-by ASN then P.O. Number - will display purchase orders by ASN order,
then purchase orders in numeric order.

Once you have located the purchase order you are searching for in any of the above browses,
click on that purchase order. This will move the black arrow to the left of the screen next to the
purchase order you want to view. Click OK or Enter to retrieve purchase order.
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To locate a purchase order by the Find button on the second toolbar:

The Find button allows you to locate and view current purchase order information. Click on
Find and select one of the following choices:

Find by Purchase Order Number- allows you to locate the corresponding purchase
order by entering the purchase order number.

Find by Purchase Request Number- allows you to locate the corresponding purchase
order by entering the purchase request number.

Find by Vendor Number- allows you to locate the corresponding purchase order by
entering the vendor number.

Find by Vendor Name- allows you to locate the corresponding purchase order by
vendor name.

Once you have entered the information for the Find you want to use, click on OK. The system
will find the purchase order you are searching for or the closest match to the information you
entered.

To locate a purchase order by the Find Vendor button on the second toolbar:

At the bottom left of each of these Browse screens, the Find Vendor button provides you the
option of searching the vendor names for the needed purchase order. This is an alphabetical
search tool that will only search forward from the cursor.

Click on the Find Vendor button on the bottom left window. The Search Window will open.
Type in the name of the vendor you are looking for and click the Search button.

If there is no vendor that matches your search, the blue header bar of the Search
Window will indicate “End of File Reached” and you will need to go back to the
beginning of the list and enter a different vendor name.

If the searched vendor is found, a small arrow will appear at the appropriate far left
column of the Purchase Order Browse Screen.

(To view information hidden by the Search Window, the window can be moved to a
new location by placing the cursor on the blue header bar, click and hold the mouse
button, then drag the box to a new location.)

To select this vendor, click on the Close button in the Search Window. The purchase
order number will be highlighted in blue. (The Purchase Order Browse Screen is
frozen until the Search Window is closed.)

Click the OK button and the appropriate Purchase Order will appear on the screen.

To locate a purchase order by the Previous button on the second toolbar:
Click on the Previous button to go backward through the purchase orders in numeric order one
by one.

To locate a purchase order by the Next button on the second toolbar:
Click on the Next button to advance forward through the purchase orders in numeric order one

by one.
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To print a Departmental Receiver copy of a purchase order**:

This feature prints only the Departmental Receiver page of the purchase order currently
displayed on the screen. Once you have the purchase order you need to print displayed on the
screen, click on Reports, Print/E-mail Original Copy (the Building Module will only allow you
to print the Departmental Receiver copy, not the original). Click on OK. You will see the
purchase order flash by on the screen. Then a message will appear that says, “Did your
purchase requests print properly?” If they did not print properly, click the No button. Repeat
the steps above to reprint your request. If they did print properly, click the Yes button.

Business Office Purchase Order Processing - Reports

When you select Print/E-mail Purchase Order Copy, the system will automatically e-
mail the Department Receiver copy to the e-mail address of the person who created the
original Purchase Request. If the system e-mail field is blank, a hard copy of the
Department Receiver will print on the selected printer.

**If you wish to create a PDF of this document, and/or e-mail the document, see the
section Send Report to a PDF File in Appendix A for further instructions.

To view payment history on a purchase order:

Once you have the requisite purchase order displayed on the screen, click on View in the upper
toolbar, Purchase Order Payment History. This listing contains payment history for the
purchase order with information about ASN and section code, fiscal year, transaction date,
amount, and vendor information. Click OK to return to the Purchase Order screen.

C-19 Revised December 2009.



Appendix C

Accounting and Budget Report
Procedures

Viewing an Individual Account History

Viewing an Account History with a Section Code

1. Click on Screens, Section History Screen. ASN (Reference) Section Screen will
appear and the cursor will be located where the ASN and section code needs to be
entered.

2 & ASN (Reference) Section Screen - Cycle C11 N13
A -"‘-‘____--‘- g _
Tide | 1]
Previous Year Current Year New Year
Chart Budget 0.00 0.00 L ——

Section Budget 0.00 . 0.00/ 0.00°
Section Encumbrance 0.00 | 0.00

SectionYear To Date — 000 — ]
Section Balance 0.00 0.00 0.00

Fiscal Year (O 2005/2006 () 2006/2007 () 2007/2008 (%) 2008/2009 () 2009/2010

History
Wte Amount Vendor Name cnecmcm/lnmrmation
q.

'--...________ ___,_../v
I< T——— — >

2. Type in an ASN and section code. If you type an invalid ASN and section code, a
browse list will appear, allowing you to make a valid choice. You can scroll through the
list by using the right-hand slide bar or by using up/down arrows. Once you have
located the correct ASN and section code, press Enter or click OK to return to the ASN
(Reference) Section Screen.

The Find (using the ASN), Browse, Next, and Previous buttons on the second toolbar
may also be used to locate the required ASN and section code.

All of the history information will appear at the bottom of the screen. Make sure the
current fiscal year is selected by a black dot in the circle to the left of that year. If it is
not, click in the circle to select the current fiscal year.

3. The history information for the ASN and section can be viewed by using the arrow keys
or the slide bars on the right side and bottom of the screen. To increase the size of the

Revised December 2009 C-20



Building Module

. _____________________________________________________________________________________________________________|]
viewing screen, click the Browse Items button at the bottom of the screen. Navigate the
records using the slide bars or arrow keys. Click the Close button to return to the full
ASN (Reference) Section Screen.

4. To view the encumbrances for this ASN and section, click on View on the second
toolbar then choose one of the following:

Purchase Order Information
Purchase Order Requests
Inventory Request Information

The summary information for a particular item is in the top half of the screen, and
the detail information for the item highlighted is in the lower half of the screen.

5. Again, use the slide bars on the right or bottom to move around within the View area.
When you are done, click on the OK button at the bottom of the screen to return to the
ASN (Reference) Section Screen.

Printing an Account Section History or Budget Summary of Building Accounts
with Section Codes**

1. To print an account section history, click on Reports, then choose one of these six

reports:

Current ASN Section YTD - Listing of Current Year history information by one or
more ASN(s) and section codes within your budget
area.

Current ASN Section YTD To produce same information as above but with a

With a Page Break - page break inserted after each different section
code.

New Year ASN Section YTD - Listing of New Year history information by one or
more ASN(s) and section codes within your budget
area.

New Year ASN Section YTD To produce same information as above but with a

With a Page Break - page break inserted after each different section
code.

Current Section Budget Summary - Breakdown of budgets by each section for

Current Year.
New Year Section Budget Summary - Breakdown of budgets by each section for

New Year.
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Current ASN Section Only YTD-  Listing of Current Year History information for the
specific ASN and section code you have displayed.

New Year ASN Section Only YTD- Listing of New Year History information for the
specific ASN and section code you have displayed.

Note: If you only have one printer choice, skip this step.
Click on Select Printer and choose your printer options via the drop down menu. Click
on OK once you have made your selection.

If you skipped Step #2, click on OK. If you are printing the Current Year ASN Section
YTD or New Year ASN Section YTD report and you choose Yes, a screen will appear
that lets you to print either All ASN’'s, ASN Only, or Cancel.

- All ASN’s will print all ASN(s) under your area of responsibility.

- ASN Only will print only the ASN selected from your screen.

- Cancel will exit the report without printing anything.

Click on the form of report you would like to print. The screen will go blank and there will
be numbers adding in the lower left corner. Then a box will open in the upper right area
of the screen that indicates Report being processed, please wait. The report will print
in landscape format.

To produce this same information but with a page break inserted after each different
section code, use the reports entitled Current Year ASN Section YTD With A
Pagebreak or New Year ASN Section YTD With A Pagebreak.

If you are printing the Current Year Section Budget Summary or New Year Section
Budget Summary report, click OK. The report will run automatically using the ASN'’s
under your responsibility that have section codes set up for them. The report will print in
landscape format.

If you are printing the Current ASN Section Only YTD or New Year ASN Section Only
YTD report, click OK. The report will run automatically using the ASN’s under your
responsibility that have section codes set up for them. The report will print in landscape
format.

**If you wish to create a PDF of this document, and/or e-mail the document, see the
section Send Report to a PDF File in Appendix A for further instructions.

Previewing an Account Section History or Budget Summary of Building Accounts

with Section Codes

1.

To preview an account history to the screen, click on Reports, and then choose from one of
the following reports:

Current Year ASN Section YTD
New Year ASN Section YTD
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Current Year Section Budget Summary
New Year Section Budget Summary

Current Year ASN Section Only YTD
New Year ASN Section Only YTD

2. Current Year ASN Section YTD or New Year ASN Section YTD

Click on Preview in the Report Print Options Screen, then OK. A screen will appear
which will allow you to either preview All ASN’'s, ASN Only, or Cancel.

- All ASN’s will show all ASN(s) under your area of responsibility.
- ASN Only will show only the ASN selected from your screen.
- Cancel will exit the report without previewing anything.

The screen will go blank and there will be numbers adding in the lower left corner. A box
will open in the upper right of the screen that indicates Report Being Processed,
Please Wait. The report will appear on the screen in a separate box. Use the
right/bottom slide bars or the up and down arrows and the left and right arrows to move
around in the report text box.

Also, the Print Preview tool bar that is just above the report will allow you to change
pages, resize, print, and close the report. If you position your mouse pointer over each
button on the Print Preview tool bar but DO NOT CLICK, it will tell you the function of
each button. Once you have located the function you would like to use, click on it to
utilize.

You can close this report by clicking on the close preview symbol in the tool bar. Do
not click on the X in the right hand corner of the report text box. Another box will appear
in the upper right area that states Closing Report, Please Wait.

The screen will go blank and there will be numbers adding in the lower left corner. A box
will open in the upper right of the screen that indicates Report Being Processed,
Please Wait. The report will appear on the screen in a separate box. Use the
right/bottom slide bars or the up and down arrows and the left and right arrows to move
around in the report text box.

Also, the Print Preview tool bar that is just above the report will allow you to change
pages, resize, print, and close the report. If you position your mouse pointer over each
button on the Print Preview tool bar but DO NOT CLICK, it will tell you the function of
each button. Once you have located the function you would like to use, click on it to
utilize.

You can close this report by clicking on the close preview symbol in the tool bar. Do
not click on the X in the right hand corner of the report text box. Another box will appear
in the upper right area that states Closing Report, Please Wait.
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To produce this same information but with a page break inserted after each different
section code, use the reports entitled Current Year ASN Section YTD With A
Pagebreak or New Year ASN Section YTD With A Pagebreak.

3. Current Year Section Budget Summary or New Year Section Budget Summary

Click on Preview in the Report Print Options Screen, then OK. The report will preview
on your screen using the ASN and section code that you have assigned within your
budget area.

The screen will go blank and there will be numbers adding in the lower left corner. A box
will open in the upper right of the screen that indicates Report Being Processed,
Please Wait. The report will appear on the screen in a separate box. Use the
right/bottom slide bars or the up and down arrows and the left and right arrows to move
around in the report text box.

Also, the Print Preview tool bar that is just above the report will allow you to change
pages, resize, print, and close the report. If you position your mouse pointer over each
button on the Print Preview tool bar but DO NOT CLICK, it will tell you the function of
each button. Once you have located the function you would like to use, click on it to
utilize.

You can close this report by clicking on the close preview symbol in the tool bar. Do
not click on the X in the right hand corner of the report text box. Another box will appear
in the upper right area that states Closing Report, Please Wait.

4. Current Year ASN Section Only YTD or New Year ASN Section Only YTD
If you are previewing these reports, click on Preview, then OK.

The screen will go blank and there will be numbers adding in the lower left corner. A box
will open in the upper right of the screen that indicates Report Being Processed,
Please Wait. The report will appear on the screen in a separate box. Use the
right/bottom slide bars or the up and down arrows and the left and right arrows to move
around in the report text box.

Also, the Print Preview tool bar that is just above the report will allow you to change
pages, resize, print, and close the report. If you position your mouse pointer over each
button on the Print Preview tool bar but DO NOT CLICK, it will tell you the function of
each button. Once you have located the function you would like to use, click on it to
utilize.

You can close this report by clicking on the close preview symbol in the tool bar. Do
not click on the X in the right hand corner of the report text box. Another box will appear
in the upper right area that states Closing Report, Please Wait.
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Viewing and Printing Reports from the General Report Selection Screen

The General Report Selection Screen contains the Budget Summary Reports and YTD

History Reports for your area of responsibility only.

1. To view on the screen or print a report from this screen for your area of responsibility,

click on Screens, General Report Selection Screen.

% General Report Selection Screen - Cycle €11 N13

Access
Code

Report

MHame Report Type Repart Title

Sort Sequence

[MAINT

- Range -

Dimension From Ta Group Selection

Fund
Function
Object
Program
State
Facility
Other

Acocess Code

The firgt digit of each bwo digit
sort seguence iz az follows:

1 =Fund

2 = Function

3 = Obiject

4 = Program

5 =State

B = Facility

7 = Other

8 = Access Code

The zecond diait of each bwo
digit sort sequence is as follaws:
0 = Mo total, space one line

1 = Subtotal, space one line

2 = Tatal and zkip to new page

2. Click on Browse in the second toolbar to view a list of reports available to you for your

area of responsibility.

Click on the name of the report that you wish to view or print and press Enter. The
name of that report will be displayed in the Report Name area.

3. Click on Reports, Process The Selected Report on the second toolbar. Click on OK,

leaving the fiscal year set to the default.

To print the selected report:

1. Note: If you only have one printer choice, skip this step.

Click on Select Printer and choose your printer options via the drop down menu. Click on

OK once you have made you selection.

2. If you skipped Step 1, click on OK. The screen will go blank and there will be numbers
adding in the lower left corner. Then a box will open in the upper right area of the screen
that indicates Report Being Processed, Please Wait. The report will scroll by the screen
and then be sent to the printer. Another box will appear in the upper right area that states
Closing Report, Please Wait. Once this box disappears, the system will return control of
the computer and the report will begin printing. If you wish to create a PDF of this
document, see the section Send Report to a PDF File in Appendix A for further

instructions.
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To view the selected report on the screen:

1. Click on Preview, then OK.

2. The screen will go blank and there will be numbers adding in the lower left corner. Then
a box will open in the upper right area of the screen that indicates Report Being
Processed, Please Wait. The report will appear on the screen in a separate box. Use
the up and down arrows and the left and right arrows to move around in the report text
box. Also, the Print Preview tool bar that is just above the report will allow you to
change pages, resize, print, and close the report. If you position your mouse pointer
over each button on the Print Preview tool bar but DO NOT CLICK, it will tell you the
function of each button. Once you have located the function you would like to use, click
on it to utilize. You can close this report by either clicking on the Close Preview symbol
or clicking on the X in the right hand corner of the report text box. Another box will
appear in the upper right area that states Closing Report, Please Wait. Once this box
disappears, the system will return control of the computer in the General Report
Selection Screen.
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Inventory Procedures

Workflow Description - Inventory Requisition Procedures

1.

Requisitioning person writes up Requisition Request, including ASN number, inventory
product information, and any special instructions.

Requisitioning person or designated building person enters requisition request online.
This is done in the Screens, then Inventory Requisition.

Requisitioner prints a copy of their requisition request by choosing Reports, then Print
All Packing Requisition Copies.

Next the authorized building principal approves or denies requisition requests online.

The Business Office then views the approved requisition requests for accurate
information and approves them for the warehouse to fill.

After the Business Office approves requests, the warehouse personnel view and fill
requested items.

Warehouse then sends a priced packing list to the requisitioning building.
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Inventory Request Procedures

Inventory Master Screen
To locate inventory items and view the inventory master screen, choose Screens, Inventory
Master.

Dristrict | 55D | Location |
Praduct | | Claszification Code Nurmber
D escription ] )

Description : _ Inventary Y alue
Units/Group Group Desc.1
Deliver By Unit Desc.2 & Cost Per Unit
Cuszt. Charge | tarkup X | @ Total Cost
Reorder By On Order N Encurmbered
Average Cost Std Price | Auailable
Auta. Bill | 1 End Del Mext # Std Price
Quantity used in Thres Years Prew Curr Hew

Reorder Information .
If Tatal Lezs Than | I asiniurm Order Amt. h aimum Order |
Catalag ) ) Cost Per [ | N o
Check # Prew Cost
Purchase|nvoice/Bid Information Bid Description

Vend # YENDOR - -~
Cust # _CUST-DMEF!- Eid
Cat | Brand| Gty bt

There are three ways to locate an inventory item and view the Inventory Master Screen
information. You can perform these operations whether you know the catalog number or not.

To locate an inventory item by a Find Item without the product number:

Click on Browse in the second tool bar to bring up the browse window of the Inventory
Browse Screen.

Either scroll down the list or

Click on the Find Item button on the bottom left window. The Search Window will
open.

Type in the name of the product you are looking for (i.e. paper)
Click the Search button.

If there is no product with the information that you entered, the blue header bar of the
Search Window will indicate “End of File Reached” and you will need to enter a
different search item.

If the searched product is found, a small arrow will appear at the appropriate far left
column of the Inventory Browse Screen.

(To view information hidden by the Search Window, the window can be moved
to a new location by placing the cursor on the blue header bar,

Click and hold the mouse button, then drag the box to a new location.)

To select this product, click on the Close button in the Search Window. The
product code will be highlighted in blue. (The Inventory Browse Screen is frozen until
the Search Window is closed.)
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Click the OK button and the appropriate codes will be inserted into the Inventory
Master Screen.

Click the Save button on the second tool bar.

To locate an inventory item by a Find with the product number:

When you know the product number of the item you are looking for, click on the Find button
in the second tool bar, press Enter to accept the CR that the system automatically fills in for
you, and then type in the product number. The system will take you to that item or to the
closest match to the number you entered.

To locate an inventory item by Browse with/without the product number:

Click on the Browse button to view all available inventory items. After the Inventory
Browse box opens, use the up and down arrows or the slide bar at the right to browse the
list of inventory items. Once you have found the item you are looking for, press Enter to
select the item and bring it to the Inventory Master Screen. Be aware that the last catalog
number the black arrow was on will be brought over to the Inventory Master Screen upon
pressing Enter.

Once you return to the Inventory Master Screen you can also click on the Next button to
move ahead one inventory item at a time or click on the Previous button to move backward
one item at a time.

To print a complete listing of all inventory items that Central Receiving has in stock, click on
Reports, Complete Listing. Click on OK and the report will print to your selected printer in
landscape format. If you wish to create a PDF of this document, and/or e-mail the document,
see the Send Report to a PDF File section of Appendix A for further instructions.

To view inventory status and disbursement history listings, click on the first toolbar’s View, then
choose one of the following:

Quantity Status- this list shows product number, product name, quantity in
stock, quantity requested, quantity presently available and unit size of item. Click
on OK to exit screen.

Inventory Disbursement History- this list shows items that have been
disbursed by the warehouse; including product number and name, request
number and date it was ordered, quantity shipped, price per item, total price,
ASN number, cycle and contact name. Click on OK to exit screen.

Entering Inventory Request Information

1. Choose Screens, Inventory Requisition.

2. Click on New in the second tool bar.
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& Inventory Request Screen -

Cycle C11 N13

Request # :| FRequest Date. / / | — 2
3. —J4 _ShpTo | Altention
[ Fecarveart | ASN/Section | [———__ [ACCOUNT- -
M _____—————_______
5 o] S
] : [ Prt. Stat. |
S ; i ]

Date Approved | / / :f BldgPrt |F

Edititem | [Delete item] [ Add tem | D'd?dA"'W.“ Shipped Amourk

000 [ s 000
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This will take you to the “Attention” field. In this “Attention” field, enter the name of the
person requesting the inventory items, and then press Enter.

In the “Year” field, the system defaults to “C” for current year. You will want to use the
default “C” unless instructed by the Business Office to change it to “N” for the new year.
Press Enter.

Type in your 5-digit ASN. Next, you have the option of entering a 2-digit section code (if
used by your area.) If you are not using the section code, press Enter.

In the “Message” field, type in a message to the Central Receiving staff such as: “Please
Rush” or “Need Delivery by (Specific Date)”, then press Enter to save your header
information.

Click on the Add Item button. This will bring up the Inventory Item Request Screen.

8.

& Inventory Item Request Screen

7. —  Seqtt | 2
Product CH]]SIJ[!?! Unit Desc. ~ Product Name |lodine tincture, small bottle
Quantty| 1) Sm./Lg! 1] Cost| ¢ 21900 Unit Dese. [ bottle
Q. Am [ 46037] | MBE SUPPLIES SCIENCE® gl s 219 10
e Seettd _Tmm>—— |
Seg Prod#t Product Name Quantity  Urit Price  Urit Desc.  &mount  Shipped  Ship Date Filled
1 |60071|lodine tincture, [ 1] 21900 jbotle | 219 | 0|}/ [N
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7. Next, the system will default to filling “CR” in the Product field.

If you do not know the catalog humber, you can find the product by hame by performing
a Find.

Press Enter to bring up the browse window of the Product Selection Screen. Click on
Edit in the top tool bar.

Next click on Find or press the Ctrl+F keys. Then, type in the name of the product you
are looking for (i.e. paper). DO NOT PRESS ENTER. Pressing enter will close the Find
field and return you to the inventory browse screen with no product found.

Clicking on the Find Next button will prompt the system to bring up the first closest
match to your inventory item name. You do not need to mark any of the “Options” in the
box for the Find to work. You may, however, choose to use one of the options. To
select an option, click on the square to the left of that option.

Continue clicking on the Find Next or pressing the Ctrl+G keys to scroll through
all inventory items with your typed phrase in the title.

Using the Backward Search will take you from the end to the beginning in
reverse order, in case you missed the item you wanted. A black arrow to the left
will show you the item that the system has located.

You can move the “Find” box to a new location to view the information below this
box by placing the cursor on the blue header bar, click and hold the mouse
button, then drag the box to a new location.

After you locate the inventory item you want to use, press Enter to select that item and
close the Find window. Then, press Enter again to return to the Inventory Item
Request Screen.

You can also Browse to find an item by pressing Enter with no product number. This
will bring up a browse list of all warehouse items. Use the up and down arrows to locate
the correct inventory item. Once you have located the catalog number you want, press
Enter to accept that item.

If you know the catalog number, type this number in the box. The system will display the
product description and automatically take you to the next entry field.

8. In the “Unit Desc” field of the Inventory Item Request Screen, click on the drop down
arrow beside the unit size box to see all available options or use the up and down arrows
on your keyboard to select a unit description for the product. If there is only one choice
for unit size, you will not see a change in the box using the keyboard up and down
arrows. Likewise, clicking on the drop down arrow beside the unit size box will show you
the same description twice. Once you have located the size you want, press Enter.

9. In the “Quantity” field of the Inventory Item Request Screen, type in the number of items
you wish to order, then press Enter.
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*NOTE : If you enter a quantity for an item that is out of stock, you will receive a
message stating “Inventory out of stock ( -X) Items can not be delivered. These
items will be delivered to you upon the stock being replenished. Otherwise you
may wish to select another item from stock in place of this item.

10. The system will take you to Save & Next as a default, which will allow you to enter
another item by repeating the above steps. Click on Save & Exit once you have
completed entering your items. This will save your last item and return you to the base
screen. Click on Cancel to delete the inventory product information that you have just
entered and return to the base screen without any updates made to the Inventory ltem
Request area.

To copy information previously entered, highlight that information with the mouse. After the
mouse button is released, hit the Control and “C” buttons simultaneously. This will place the
highlighted information into the memory clipboard. To retrieve the highlighted information, place
the mouse in the desired area for that information and then hit the Control and “V” buttons
simultaneously. Note that the information will stay in the clipboard until replaced by other
information in the same manner, or until the program is exited.

*Note: The next three items should only be used on an existing inventory request
that you are currently working on, not a request from a previous day or one that
was completed earlier in the same day. You cannot add, delete or edit items on a
request that has already been approved by your administrator.

*To add a new item to an existing, unapproved Inventory Request you are currently
working on:

Click on the Add button at the bottom of the screen to input a new inventory item
request. After you are done, click on Save & Exit to add new item.

*To edit an item in an existing, unapproved Inventory Request you are currently working
on:

To make corrections, highlight the appropriate item, then click on the Edit button at the
bottom of the screen to open the Inventory Item Request Screen. Use your mouse to
place cursor in area you want to change, type in change(s), and press Enter to save the
change(s). Next click on Save & Exit.

*To delete an item in an existing, unapproved Inventory Request you are currently
working on:

To delete an item from your order, highlight the appropriate item by clicking on the line.
Then, click on the Delete button at the bottom of the screen to delete that item only.

Change ASN
This button allows you to change the ASN and section code that was originally charged to a

different ASN and section code.

Browse Items
This button allows you to view all line items that have been entered for the request. This is
useful if there are numerous line items and they do not all fit on the screen.
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Changing Header Information

To change any information in the header area, point and click your mouse in the field you need
to change. The cursor should now be in the text area of that field. Make any necessary
changes, then press Enter to tab through and change other fields or click on the Save button in
the second tool bar to save all changes.

To copy information previously entered, highlight that information with the mouse. After the
mouse button is released, hit the Control and “C” buttons simultaneously. This will place the
highlighted information into the memory clipboard. To retrieve the highlighted information, place
the mouse in the desired area for that information and then hit the Control and “V” buttons
simultaneously. Note that the information will stay in the clipboard until replaced by other
information in the same manner, or until the program is exited.

Deleting Entire Inventory Requests
Use this function to delete an entire request. No order will be created once request is deleted.

To delete an inventory request, click on Mark at the in the second tool bar. A message will
appear that says, “Do you wish to delete this inventory request?” If you are sure you want
to delete this request, click on the Yes button. If you clicked on Mark by accident and do not
want to delete this request, click on the No button. If you choose Yes and continue deleting the
request, a red message will appear in the upper right corner of the request that reads “Request
Marked for Deletion.”

Printing Inventory Requests**

To print all inventory requests you have entered, click on Reports, Print All Packing
Requisition Copies. This will print all inventory requests that you have entered that have not
previously been printed.

Click on OK to begin printing. You will see the packing requisition copies flash by on the
screen. Then a message will appear that says “Did your packing slips print properly?” If
they did not print properly, click on the No button. Once you click on this button, a message will
appear that says, “You may now reprint your packing requisition slips.” Repeat the above
steps to reprint your packing slips. If they did print properly, click on the Yes button. You will
see the Bldg Prt box in the Inventory Request Screen change from Fto T. The T or true
indicates that these requisitions have been printed.

To print a single inventory request, click on Reports, Print Packing Requisition Copy. This
will print a copy of the inventory request that you are currently on. The Inventory Request
Screen will return.

To print another single inventory request, click on the Next button in the header row or type the
request number in the “Request #” field and then repeat step above.

To reprint a single inventory request, click on Reports, Print Packing Requisition Copy. This
will reprint a copy of the inventory request that you are currently on. After the initial printing of
requests, you must print each request by itself to get additional copies of the request.
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The Bldg Prt or Building Print box is for building usage. This box shows you whether the
inventory request has been printed. If the request has been printed, the box will show T for true.
If it has not been printed, the box will show F for false. If there is an F in the box, you can use
the Print All Packing Requisition Report to print all previously, unprinted requests. If there is
a T in the box, you can use the Print Packing Requisition Report to reprint another copy of
the requisition.

The Prt Stat or Print Status box is for Warehouse Personnel use only. It does not show you
the printing status of your inventory requests. Refer to the Bldg Prt field for this information.

*Note — To return items to Central Receiving, enter the information exactly as if
you were ordering it — except enter the quantity as a negative (-5) instead of (5).
Enter your reason for return in the message line. Print a copy of the request and
attach it to the material being returned and then send the items through
interschool mail to Central Services.

**If you wish to create a PDF of this document, and/or e-mail the document, see
the Send Report to a PDF File section of Appendix A for further instructions.

Administration Approval Section for Inventory Requests

Approving Inventory Requests
To approve an inventory request, choose Screens, Inventory Request Approval/Denial #1 or
#2, depending on your level of approval.

& Inventory Request Approval Screen E]@"'x
Auto Fll Requests? | N %
Request # | Fequest Date| / / Dishrict Buiding
Customer CUSTOMER - Altention
Fiscal'Year| ASN/Section | ACCOUNT - -
Message
Approval n Pit. Stat,
Al lCh ge ASN
DateApp. | 7/ [77 Y77 [Lcuppm = {L.._—_..-L Lz Bldg Fit [F
Seq Prodit Product Name Quantity UnitPrice  Unit Desc  Amount Shipped Ship Date Filled

E Edit Item NDE|ete |!Eln' Add tem
s —

s —

Browse ltems|

Ordered Amount Shipped Amount
$

0.00

§$ 000

The first request ready for approval/denial will appear. Click on the Approve button. The
system will automatically advance to the next inventory request. Continue clicking on Approve
If you do not want to approve a particular
request, click on Next on the second toolbar to skip this request and go on to the next one.

for all requisition requests that you want to approve.
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Denying Inventory Requests

To deny by deleting an entire inventory request:
This will delete the entire request and no order will be created.

Choose Screens, Inventory Request Approval/Denial #1 or #2, depending on your level of
approval. The first request ready for approval/denial will appear. If the first request does not
need to be altered, click on Next to advance to the next available inventory request. Click on
Deny to deny the appropriate purchase request. Once you have clicked on Deny, a screen will
appear that states, “ Please type the reason for this request being denied.” Type in the
reason for denial and then tab through the remainder of the box until the cursor is on the “Y” at
the bottom of the box. The message there reads “Press Y when completed.” Press Enter to
accept the “Y” for Yes if you are done entering the reason for denial. Another box will appear
that asks, “Are you sure you want to delete this request?” If you have deleted this request
by accident, answer this question with a “N” for no and it will cancel the delete routine. If you do
want to continue with deleting the request, answer this with a “Y” for yes. A print box will
appear. Click on “OK” to print a copy of the request denial. If you wish to create a PDF of this
document, and/or e-mail the document, see the Send Report to a PDF File section of Appendix
A for further instructions, as no electronic denial information will be sent to originator.

To deny by deleting specific inventory items:

Choose Screens, Inventory Request Approval/Denial #1 or #2. The first request ready for
approval/denial will appear. If the first request that appears does not need to be altered, click on
Next to advance to the next available inventory request. If this request has specific line items
that need to be denied, click on the first line item that you want to delete. This line should now
be highlighted in blue. Click on the Delete Item button near the bottom left corner. The
highlighted inventory item should disappear. Repeat the above steps for all inventory items you
wish to deny/delete. After you have deleted all items you are choosing to deny, click on the
Approve button to approve the remaining items.

To deny by changing the guantity on order:

Choose Screens, Inventory Request Approval/Denial #1 or #2. The first request ready for
approval/denial will appear. If the first request that appears does not need to be altered, click on
Next to advance to the next available inventory request. If this request has specific line items
that need to be modified, click on the first line item in the request that you want to change. This
line should now be highlighted in blue. Click on the Edit Item button near the bottom left corner.
The Inventory Item Request Screen will appear with the cursor in the header. Click on the
“Quantity” field and type in your change to the quantity to be ordered. Press Enter to save this
change. After you have changed the quantity, click on Save & Exit to close this edit box.
Repeat the above steps for all line items you wish to change. After you have deleted all items
you are choosing to deny, click on the Approve button to approve the remaining items.
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