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Introduction

The purpose of this document is to support the Galaxy end user in completing purchasing
transactions in the Galaxy system. This manual incorporates step-by-step instructions for each

purchasing screen found in the purchasing module of the Galaxy system. Each step is
accompanied by a screen capture for easy viewing and further assistance.

The Purchasing module creates transactions that interface with other Galaxy modules.
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The Galaxy Purchasing module is a line driven procurement tool. The purchasing activity

begins with the requisition process. Galaxy has built in flexibility for electronic purchasing
transactions to flow through various levels of user-defined approvals and district specific
options.

Electronic purchasing transactions require information from various departments with the
district. Prior to deploying Galaxy Purchasing, the district will use the Modify District

Purchasing Options Screen to setup a series of district specific options. The district will also
define user approvals and roles in the system.

Purchasing Module Components

Contract Management

Item Catalog

Location Management

Purchase Order Management
Purchase Requisition Managements
Receiving Management

User Security and Approvals

OO0 QO

Vendor Management

Other Modules receiving updates from Galaxy Purchasing

Accounts Payable

E The Purchasing system creates Accounts Payable transactions from Purchase
Order payments, Direct Payments and Credit Memaos.

Asset Management

o Any purchases received or paid that meet GASB 34/35 requirements, will
automatically become a pending asset and will be update to the Modify Asset
Screen.

Financial

o The Financial module maintains all of the purchasing encumbering and
expenditure information.

Year End Processing
& The Purchasing system sends accruals to the Modify A/P Accruals screen.

o During the Accrual Processing Period, purchase order line items can be
transferred back and forth between fiscal years.
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Support Plan

There will be trained staff available from the Data Center and Help Desk at RCOE to assist with
Galaxy questions and to help resolve any issue which may arise. Initial calls for assistance will
be made to the Data Center at 909-826-6524. Emails can be sent to galaxy@rcoe.k12.ca.us.
Should they need additional assistance, System Support will be available. Additional support is
also available through the Applications Systems Trainers and the System Development
Department. Should these avenues be unable to resolve the issue, our contacts at Optimus
Consulting and Coyote Works will be notified.

Manual Conventions

On any screen where the information has been changed, the @ save| hytton must be clicked
before leaving the screen. The data is not saved to the database until the Save button is clicked.

In most cases, leading zeros are not required, i.e. 0025 can be entered as 25.

Dates are entered in the following format (M/D/YY). An exception would be a year prior to
1950 which requires all four digits for the year, i.e. 1948.

Dashes are not allowed in Galaxy. Do not enter them in Social Security Numbers, phone
numbers, etc.

The keyboard Tab key can be used on most screens to move to the next field. Shift-Tab will
move the cursor to the previous field.

On screens where the following appears:

.'ﬂ‘ — Add new line or record - click the Add button and type in your data.

_D“pJ - Duplicate a line - If the line you are adding is similar to another line, select the
similar line and click the Dup button. This will duplicate the line and you can then modify the
data.

LA Delete _ Dejete a line - select the line by clicking on it and click the Delete button to delete
the entire row or record.

= Prnt | print the data - The information displayed can be printed from the browser or
copied to Excel by clicking the Print button. A document describing how to make Excel the
default for the Galaxy print button is available on the Galaxy Training web site.
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To Modify existing data - click in the field you want to modify, delete the data in the field with
the keyboard Delete key, and type in the new data.

Wherever a button is described, the name is displayed in bold type, i.e. Save, Print, etc.

select a Benefit Code x|

i -ode  |Benefit Code Description
The co_lumns on_the screens anq pop up lists can be R T RIS
sorted in ascending order by clicking on a column 40E 4HR CCADENTICARE

4L 4 HR KAISER/DPO

heading (shift-click for descending). 40M  4HR POS/DELTA/UPG

40M  4HR POS / DENTICARE

40R  4HR CC/DELTA DENTAL

405 4HR. POS/DELTAS DENT

40T 4 HR. KAISER/DENTICA

v 4HR POS/DPO

4w 4 HR POS/DPOIPG

< 4HR FOS/DENTIAIRG ﬂ

AFD AR UD CAl CADC MO0

o OK | % Cancel|

[

© Riverside County Office of Education. All Rights Reserved. 7/6/04 Page 8



DRAFT Galaxy Purchasing Purchase Requisitions v1.0.0

Purchasing Module Navigation Menu

=l _| Purchasging (Beta Test)

4 _| Contract Management
__| Direct Payment Management

4 _j tem Catalog
# _| Location Management
4 | Purchaze Order Management
# | Purchaze Requisition Management
4 _j Receiving Management
# | User Security and Approvals
4 | Wendor Management
# | View Purchasing

=l _| Contract Management
& Approve Contracts
w3 Clo=e Out Contracts
w5 Modify Contract

=l _j tem Catalog

w5 Modify tem
w5 Modify tem Category

=l _j Location Management

w5 Modify Location
w5 Modify Worksite Location

=l _j Purchaze Order Management
w Approve Purchase Orders
W Cloge Out Purchase Orders
w» Modify Open Purchase Order
w» Modify Purchase Order
w3 Print Purchaze Orders

=l _j Purchase Requisition Management
W& Approve Purchase Requistions
w5 Modify Internal Tranzsfer Purchase Requisition
w5 Modify Internal Transfer Types
w5 Modify Open Purchase Reguisition
w5 Modify Purchase Requisition
w5 Process Internal Transfer Purchase Requisition

=l _j Receiving Management
W Receive tems
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=l _ User Security and Approvals
W Modify Approval List
w5 Modify District Purchasing Options
W Modify SACS Approval List
W Modify Substitute User
w5 Modify User Alias
w Modify User Approval List
w5 Modify User Roles
W Modify User SACS Account Favorites

=l _j Vendor Management
w5 Modify Mote
W& Modify Vendor
W Modify Vendor/Payee Names

=l _j Wiew Purchasing
W View Approval List
& View Contracts
w5 View District Purchasing Options
W8 View Internal Transfer Types
& View ltem
W View ltem Category
& View Location
& View Note
W View Purchasze Qrders
W View Purchaze Requisitions
W View SACS Approval List
W View Substitute User
W View User Alias
W View User Approval List
W View User Roles
W View User SACS Account Favorites
W View Vendor

Wb View Worksite Location
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| Purchase Requisition Management

Purchase Requisition Management consists of the following screens:

@ Approve Purchase Requisition

Modify Internal Transfer Purchase Requisition
Modify Internal Transfer Types

Modify Open Purchase Requisition

Modify Purchase Requisition

® 6 &6 & 6

Process Internal Transfer Purchase Requisition
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Approve Purchase Requisitions

Approve Purchase Requisitions
This screen is used to approve purchase requisitions.

Step 1

From menu select | Moy
Approve Purchase —_ PersonnetFesionConol ysiem
Requisitions T e e

_J ltem Catalog
_J Location Management

C I iCk O K, # _j Purchase Order Management

[=l _j Purchase Requisition Management
2

B Modify Internal Transfer Purchase Requisition
B Modify Internal Transfer Types
3 Modify Open Purchase Requisition
& Modify Purchase Requisition
% Process Internal Transfer Purchase Requisition
& _ Receiving Management
_| User Security and Approvals
__J Vendor Management
_| View Purchaging

Step
To generate a list _menu| Approve Purchase Requisitions
of purchase
requisitions to
approve
[ @
Click Find.

[
[ @

[
|
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Approve Purchase Requisitions

Step

To approve
specific purchase
requisitions enter “Y™—
in the Approve Field.

To approve all
purchase requisitions
check the “Approve
All” Checkbox.

Click Save

Menu | Approve Purchase Requisitions

RO0OC a0
RODoOT

Step

Click the Items
sub tab to view
information regarding
the item(s) on the
purchase requisition
selected in the view
above.

Menu| Approve Purchase Requisitions

Step

Click the Account
Distribution sub tab
to view information
regarding the account
distribution on the
purchase requisition
selected in the view
above.

R.
RO

Fund P | Goal | Function | Object

© Riverside County Office of Education. All Rights Reserved.
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Approve Purchase Requisitions

Step
Click the Notes menu | Approve Purchase Requisitions
sub tab to view
information regarding -‘ PR b
RO0O0T00
the notes on the RO000T01

purchase requisition
selected in the view

above.
Step

Click the Mmenu| Approve Purchase Requisitions
Authorized Purchaser
sub tab to view p en F 7. Number |P.F. Requestor
- - - ROOOOT00
information regarding Roooten

the authorized
purchaser on the
purchase requisition
selected in the view
above.

Step

Click the Menu | Approve Purchase Requisitions
Approvals sub tab to
view information E

regarding the o
approvals on the
purchase requisition

selected in the view

Seq Nbr

above' U‘\ PRINTES
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Add a New Internal Transfer Purchase Requisition

Internal Transfers Purchase Requisitions

Add a New Internal Transfer Purchase Requisition

The Modify Internal Transfer Purchase Requisition screen is used to create new internal transfer
purchase requisitions. This screen has been developed for transfers within the District and is
specific to object code 5700- (i.e. Repo, Field Trips, etc.).

Step 1

From menu select
Modify Internal
Transfer Purchase
Requisition

Click OK.

Mr""l - - s a- -
e

& _ ) Credential System - District

Ll x

# _ Financial System - County
# _ Financial System - District
# _ Payroll System
& _y PersonneliPosition Control System
= _ Purchasing (Beta Test)
4 _ Contract Management
4 _ tem Catalog
# _ Location Management

nty Schools

# _ Purchase Order Management

nation System

Izl _) Purchase Requisttion Management
B Approve Purchase Requisitions

w3 Modify Internal Transfer Purchase R

B Modify Internal Transfer Types

B Modify Open Purchase Requisition

B Modify Purchase Requigition

W3 Process Internal Transfer Purchase Requisition j

~ OK | % cancel|

Step

To add an internal
transfer purchase
requisition, select
Internal Transfer
P.R. Prefix.— |

If additional fields
are selected they will
populate the Details
tab.

Click Add

menu | Modify Internal Transfer Purchase Requisition

Search | Details | items | Notes | Approvals |

County |33 - AIVERSIDE COUNTY = | District: | UNFED SCHOOLDISTRET =]

Fiscal Year: | 2005 vl
Internal Transfer P.R. Number: [

Internal Transfer P.R. Prefix: IR—FURCHASE REQUISITION d

Internal Transfer P.R. Status: I j

Internal Transfer Type: | LI

Ship To Location: [a]
Waorksite Location &
P_R. Originator User 1D
Copy From

Internal Transfer P.R. Mumber &

#Add| S Find
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Add a New Internal Transfer Purchase Requisition

Step

Add detail internal
transfer purchase
requisition
information.

After desired

information has been
entered

Click Items tab.

menu | Modify Internal Transfer Purchase Requisition

Search m|nm|mﬁ|nmmvm|

District: UNIFED SCHOOL DISTRICT Fiscal Year: [2005 PR Number: [ROD00NEW
PR Type: [T- NTERNALTRANSFER Date Due: [o2252005
P.R. Status: [N - NEW (NOT SUBMITTED FOR Af
N . Bill Ta Location: [WHS &
B oun
L [waReHouSE
Category: |FELD TRIP [&]
FIELD TRIP Ship To Location: |/vH2 [4]
[warenouse
P.R. Requestor: [
Approval List: | I Waorksite Location: |Z||
PR OrginatorUserio: [ Board Rpt. Desc: |
— PR MiscFld 1: [
Contact Phane Nbr: _
PR MiscFld 2: [
Update User ID I—
Update Timestamp: |ﬂ142mooa 316 PM In Rev: Rev Cmt:

SPrint |

&% save| % Cancel|

NOTE: Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.

Step

To add an item(s)
to the internal transfer
purchase requisition

Select an Internal—
Transfer Type.

menu | Modify Internal Transfer Purchase Requisition

search | Details IleInS|uu|a|Ammvm|

o
Fiscal Year: [2005 P.R. Number: |RO0DONEW Acct. Dist.

District: I UNIFIED SCHOOL DISTRICT
| Show Description  Edit Internal Transfer Type:| FELD TRP - FIELD TRF 1| [ ertand  ciase
I
Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|

NOTE: Internal Transfer Types must exist before they can be
selected on this screen. Internal Transfer Types are set up
on the Modify Internal Transfer Type screen.

© Riverside County Office of Education. All Rights Reserved.
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Add a New Internal Transfer Purchase Requisition

Step

To add a line item
to the internal transfer
purchase requisition,

Click Add Line.

Enter/Select
desired information
on the pop up
window

Click Save. — |

menu | Modify Internal Transfer Purchase Requisition

Dismet [ oo x|fFEN Aect.Dist |
[# Show Description Edit De: Line Nbr ltem Name ':I (:_lieww  Close
- [ooo+ FIELD TRIP [a] =
Line Nbr_|Itern Name
Description
[FIELD TRIF 1727105 Edit Desc. |
Quanti i
1.00 300.000000 EAcH  [al
/ > Sava| ¥ Cancel
Add Line | AddAcct| AddFav.| EzDup| f Delete] &) save| % Cancel

search | Details IleInS|uu|a|Ammvm|

NOTE: “Edit Desc.” button on the Add Line Nbr. pop up prompts

another pop up window to enter a more detailed description
of the item.

Step

To add a SACS
account string(s) to
the line item

Click Add Acct.

Enter SACS
account string(s)
information.

Required fields:
Fund

School
Resource

PY

Goal

Function

Object

Percent is shown
by default; the user
may enter an
Amount, making sure
to change the Percent
to “0”.

menu | Modify Internal Transfer Purchase Requisition

[ Show Description Edit Desc.| Internal Transfer Type: | FIELD TRIP - FIELD TRIP

search | Details IleInS|uu|a|Ammvm|

Fiscal Year: [2005 P.R. Number: |RO0DONEW Acct. Dist.
View
LI (% Expand " Close
Quartity|  Unit Price| U/ |

Amount
FIELD TRIF 1427205 1.00 200.00 EACH 200,00

District: I UNIFIED SCHOOL DISTRICT

|
0 oo falalny] o 110 1000 &7 0.00 1.000000 0.00

Add Line | Add Acct.| AddEa¢| ExDup| f Delete]
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Add a New Internal Transfer Purchase Requisition

Step
To make changes menu | Modify Internal Transfer Purchase Requisition
to the line item Search | Details  ltems | Hotes | Approvals |
description, p|ace o UMFEDSM
. FIELD TRIP 1/27/05
cursor on the line I Show Descripiiag, Edt Desc.
Click Edit Desc—| Furd | 5ohool [Fesouce | Y
03 [} oot 0.00
Edit the _ﬁ
description in the pop
up window. > ¢ Save| % Cancel
Click Save Add Line | Add Acct.| AddFav.| B3Dup|  f Delete] &) Save| ¥ Cancel
NOTE: “Edit Desc.” button provides a pop up window to enter a
more detailed description of the item.
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Add a New Internal Transfer Purchase Requisition

Step
Click Save

This will start the
budget check process.

Continuous Budget Check

Requires Budget Check Before Submission

Menu | Modify Internal Transfer Purchase Requisition @
search | Details Ilem5|uu|a|nmmvm| -
District: | UNIFEED SCHOOL DISTRICT Fiscal Year: [2005 P.R. Nurnber: |RODDONEW Acct. Dist.

[ Show Description Edit Desc.| Internal Transfer Type:| FELD TRIP - FIELD TRIP | (:‘ﬁewlf_xpan " Close

Line Mbr_|Item Mame Amount
= 0001 FIELD TRIF FIELD TRIF 1427205 1.00 200.00 EACH 200,00

|
0 oo falalny] o 110 1000 &7 0.00 1.000000 0.00

Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|

Depending on the Budget Check option chosen on the District
Purchasing Options Screen, one of the following processes will go
into effect.

If the “continuous budget check” district option is enabled, the
Save button logic will check the financial ledgers to determine if
there are sufficient funds for all line item account strings. If not, a
warning message will be displayed listing the account strings that
have insufficient funds. This is only a warning; the user may
continue their data entry.

If the screen edits are passed successfully, the purchase requisition
is saved to the database and a message is displayed asking the user
if the purchase requisition should be sent to the approval process.
If the “require budget check before submission” district option is
enabled, the Save button logic will check the financial ledgers to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the list of approvers will be
built based on the step and extended approval parameters
(purchase requisition status will be set to “S” (submitted for
approval)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.
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Add a New Internal Transfer Purchase Requisition

No Approvals

If no approvals are necessary (purchase requisition status will be
set to “A” (approved)), the financial ledgers will be checked to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the account strings will be
encumbered. If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.

If the user does not have sufficient user security privileges to
override the budget check, the purchase requisition status will be
set to “B” (approved, but budget override required).
Subsequently, a user may use the Modify Internal Transfer
Purchase Requisition screen to re-save the purchase requisition to
perform another budget check. If there are sufficient funds, the
account strings will be encumbered (purchase requisition status
will be set to “A” (approved)). If not, an error message will be
displayed listing the account strings that have insufficient funds.
The user will be given the opportunity to override the budget
check, provided that they have sufficient user security privileges
(purchase requisition status will be set to “A” (approved)).

Step

“Submit for
Approval?” warning
message prompts

Click Yes.

Approval x|

Submit for Approval?

Step
System will

Menu | Modify Internal Transfer Purchase Requisition

generate an internal
transfer purchase
requisition number.

Click Notes tab

search | Details Ilemsluoles|npprovals|

Fiscal Year: [2005 P.R. Number: Igmcmus Acct. Dist.

District: | UNIFIED SCHOOL DISTRICT
[~ Show Description Edit Desc.| Internal Irmsfertype:lFlELD TRIP - FIELD TRIP ;I (!‘ﬁww " Close

Line Nbr. |Item Name Jescription Quantity Unit Price| /M Amaunt
= 0001 |FIELD TRIP FIELD TRIP 1/27/05 1.00 300.00 EACH 300.00

03 onn 000 o 1110 1000 EF oon 1.000000 300,00

Add Line | AddAcct| AddFav.| EaDup| f Delete] &) save| ¥ Cancel|
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Add a New Internal Transfer Purchase Requisition

Step

To select a menu | Modify Internal Transfer Purchase Requisition
previously defined Search | Detaits | Hems  Notes | Approvals |
I nternal/EXternal District: | UNIFIED SCHOOL DISTRICT Fiscal Year: [2005 P.R. Number: [R0000008
note(s) Internal External

Click Attach,
\

or

Manually enter L

Internal/ External £ Attach \* & Attach

note(s). #% save| % Cancel|

Click Save o I
NOTE: External notes will print on purchase requisitions and

purchase orders, internal notes will not.

Step
Click the Menu | Modify Internal Transfer Purchase Requisition
Approvals tab to view search | petais | ems | Notes  Approvais |

approvals associated
to this internal
transfer purchase
requisition.

District: | UNIFEED SCHOOL DISTRICT Fiscal Year: [2005 P.R. Mumber: |R0000003

No changes can be
made on this tab.
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Add a New Internal Transfer Purchase Requisition using Account Distribution

Add a New Internal Transfer Purchase Requisition using Account Distribution

A feature available on the Modify Internal Transfer Purchase Requisition screen is the ability to
apply account distribution to line items. If all line items on the new internal transfer purchase
requisition will be funded by the same account string(s) the user may set up the account
distribution. As a line item is added it will automatically populate the funding with the account
string(s) entered into the account distribution pop up window.

Step 1
N [ - -~
From menu select T ——— x
M0d|fy Internal =] E.redelTliTISSytslem—CDist;;d -]
# _ Financial System - Coun
Transfer Purchase & _ Financial System - District
a a,m H _ ) Payroll System
ReqU|S|t|0n # _ PersonnelPosition Control System
= _ Purchasing (Beta Test)
# _) Contract Management nty Schools
CIiCk OK # _ tem Catalog
- e nhation System
e e
w5 Modify Internal Transfer Purchase R
B Modify Internal Transfer Types
@ Modify Open Purchase Requisition
B Modify Purchase Requisition
B Process Internal Transfer Purchase Requisition d
« OK| ¥ Cam:all
Step
To add an internal Ml Modify Internal Transfer Purchase Requisition
transfer pUI’Chase Search | Details I Items | Notes I Approvals |
requisition select
|nterna| Transfer County: [23 - RvERIDE couny | District: | UNFFEED SCHOOLDISTRICT |
. Fiscal Year: (2005 'I
P.R. PrEflx.\ Internal Transfer P.R. Number: al
T ntemai Transterp R Preic |R-PURCHASE REQUISTION =]
. . Internal Transfer P R. Status: | =l
If addltlonal flel_ds \nterna\TransT’erT}rpe.| ;I
are Selected they WI“ Ship To Location: ’7@
popu'ate the Details Worksite Location: &
tab F.R. Originator User ID:
’ Copy From
Internal Transfer P.R. Mumber: (a]
Click Add +Add| S Find
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Add a New Internal Transfer Purchase Requisition using Account Distribution

Step

Add detail internal
transfer purchase
requisition
information.

After desired
information has been
entered

Click Items tab.

menu | Modify Internal Transfer Purchase Requisition

NOTE: Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.

Step
Click Acct. Dist.—

menu | Modify Internal Transfer Purchase Requisition

feoos”

FIELD TRIP - FIELD TRIP

Line Mbr. |ltem Name e ion Guantity Uit Price| L/
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Add a New Internal Transfer Purchase Requisition using Account Distribution

Step

To add default
account distribution
for all line items to be
entered,

Click Add.\

Enter SACS
account string(s)
information.

Required fields:
Fund

menu | Modify Internal Transfer Purchase Requisition

Search | Detaile ltems I Hntoc I Annrowale I

x '
District: |10~ p R Number: [RO0IONEW Acct. Dist.
View
School | Resource unclion :I v Expand " Close

Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|

+ Add| AddFav.| BaDup| "fDelete] &b Save| % Cancell
7 Y

School
Resource
PY

Goal
Function
Object

Click Save

NOTE: Clicking the Account Distribution button will popup a

window to enter the default account distribution for all line
items. The account string percentage is entered as default
(the total for all account strings entered in this window
must equal 100% or 0%), each line item will be split
funded according to the respective percentage. The
account string percentage may also be set to 0 for all
account strings to establish default funding for all line
items without automatically calculating the split funding
amounts. Account strings entered in this popup window
will go through the account validation routine. Clicking
the Save button will close the popup window and apply the
account distribution to the line items by multiplying the
account string percentage times the total line item amount.
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Step
To add a line item ﬂl Modify Internal Transfer Purchase Requisition

to the internal transfer

purchase requisition

Add a P.R. Line Nbr. x|

Click Add Line. mot_J - frepme
[FELoTRP 105 | Eitbese

Enter/Select o— [EAcH] (@
desired information
on the pop up
window.

[4]

Click Save.— |

NOTE: “Edit Desc.” button prompts a pop up window to enter a
more detailed description of the item.

Step
Verify line item(s) ﬂl Modify Internal Transfer Purchase Requisition
are populated with the
dgfal_JIt a_ccount | e |
distribution.

NOTE: By default all lines will be shown expanded. Select Close
to hide account information for all line items.
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Step
To make changes menu | Modify Internal Transfer Purchase Requisition
to the line item Search | Details  ltems | Hotes | Approvals |
ioti x|
description, place e e
cursor on the line [ Showw Dessrp

Edit Desc.

o]

Lirz pibr. [ltem Name:

R . = 0001 [FIELD TRIF FIE
Click Edit Desc.— |
03 oon 0001
Edit the
description in the pop
up window. / &) Save| ¥ Cancel
Click Save — | aaa Line | AddAcct.| AddFav.| 2zDup|  f Delete| &) Save| % Cancel|

NOTE: “Edit Desc.” button provides a pop up window to enter a
more detailed description of the item.
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Step
Click Save

This will start the
budget check process.

Menu | Modify Internal Transfer Purchase Requisition @
search | Details Ilem5|uu|a|nmmvm| -
District: | UNIFEED SCHOOL DISTRICT Fiscal Year: [2005 P.R. Nurnber: |RODDONEW Acct. Dist.

[ Show Description Edit Desc.| Internal Transfer Type:| FELD TRIP - FIELD TRIP | (:‘ﬁewlf_xpan " Close

Line Mbr_|Item Mame Amount
= 0001 FIELD TRIF FIELD TRIF 1427205 1.00 200.00 EACH 200,00

|
0 oo falalny] o 110 1000 &7 0.00 1.000000 0.00

Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|

Depending on the Budget Check option chosen on the District
Purchasing Options Screen, one of the following processes will go
into effect.

Continuous Budget Check

If the “continuous budget check” district option is enabled, the
Save button logic will check the financial ledgers to determine if
there are sufficient funds for all line item account strings. If not, a
warning message will be displayed listing the account strings that
have insufficient funds. This is only a warning; the user may
continue their data entry.

Requires Budget Check Before Submission

If the screen edits are passed successfully, the purchase requisition
is saved to the database and a message is displayed asking the user
if the purchase requisition should be sent to the approval process.
If the “require budget check before submission” district option is
enabled, the Save button logic will check the financial ledgers to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the list of approvers will be
built based on the step and extended approval parameters
(purchase requisition status will be set to “S” (submitted for
approval)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.
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No Approvals

If no approvals are necessary (purchase requisition status will be
set to “A” (approved)), the financial ledgers will be checked to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the account strings will be
encumbered. If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.

If the user does not have sufficient user security privileges to
override the budget check, the purchase requisition status will be
set to “B” (approved, but budget override required).
Subsequently, a user may use the Modify Internal Transfer
Purchase Requisition screen to re-save the purchase requisition to
perform another budget check. If there are sufficient funds, the
account strings will be encumbered (purchase requisition status
will be set to “A” (approved)). If not, an error message will be
displayed listing the account strings that have insufficient funds.
The user will be given the opportunity to override the budget
check, provided that they have sufficient user security privileges
(purchase requisition status will be set to “A” (approved)).

Step

“Submit for
Approval?” warning
message prompts

Click Yes.

Approval x|

Submit for Approval?

Step

System will
generate an internal
transfer purchase
requisition number.

Click Notes tab

Menu | Modify Internal Transfer Purchase Requisition

search | Details Ilemsluoles|npprovals|

v
Fiscal Year: [2005 P.R. Number: [R0000008 Acct. Dist.

District: | UNIFIED SCHOOL DISTRICT
[~ Show Description Edit Desc.| Internal Irmsfertype:lFlELD TRIP - FIELD TRIP ;I (!‘ﬁww " Close

Line Nbr. |Item Name Jescription Quantity Unit Price| /M Amaunt
= 0001 |FIELD TRIP FIELD TRIP 1/27/05 1.00 300.00 EACH 300.00

03 onn 000 o 1110 1000 EF oon 1.000000 300,00

Add Line | AddAcct| AddFav.| EaDup| f Delete] &) save| ¥ Cancel|
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Step

To select a
previously defined
Internal/External
note(s)

Click Attach,
\
or

Manually enter
Internal/External

menu | Modify Internal Transfer Purchase Requisition

Search | Details | ltems Mole5|nppmvm|

District: I UNIFIED SCHOOL DISTRICT Fiscal Year: |2005 P.R. Mumber: |R0000008
Internal External

& Attach \"5 & Attach

note(s). #% save| % Cancel|
Click Save o I
NOTE: External notes will print on purchase requisitions and
purchase orders, internal notes will not.
Step
Click the Menu | Modify Internal Transfer Purchase Requisition

Approvals tab to view
approvals associated
to this internal
transfer purchase
requisition

No changes can be
made on this tab.

search | Details | ttems | otes ﬁmmvdS|

District: | UNIFEED SCHOOL DISTRICT Fiscal Year: [2005 P.R. Mumber: |R0000003
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Add a New Internal Transfer Purchase Requisition using Predefined Favorites for
Account Distribution

A feature available on the Modify Internal Transfer Purchase Requisition screen is the ability to
assign predefined sacs account strings to the account distribution. Predefined SACS account
string(s) (accounts used most often by user) can be setup on the Modify User SACS Favorites
screen. Once the accounts are setup, whenever the user is entering account distribution (line
items that will be funded by the same account string(s)) they can select the “Add Fav.” button on
the account distribution pop up window and select their predefined account strings.

Step 1

From menu select M ——
Modify Internal
Transfer Purchase

Requisition

Ll x

# _| Credential System - District

# _ Financial System - County

& _ Financial System - District

H _ ) Payroll System

# _ PersonnelPosition Control System
= _ Purchasing (Beta Test)

i _j Contract Management S h I
CIICk OK # _j tem Catalog nty c OO s
. # _ Location Management t' S t
# _) Purchase Order Management n a Ion ys em
I=l _) Purchase Requisition Management
B Approve Purchase Requisitions
w5 Modify Internal Transfer Purchase R
B Modify Internal Transfer Types
@ Modify Open Purchase Requisition
B Modify Purchase Requisition
B Process Internal Transfer Purchase Requisition d
0K | ¥ Cam:all
Step

To add an internal
transfer purchase
requisition(s) select
Internal Transfer
P.R. Prefix. ——— |

If additional fields
are selected they will
populate the Details
tab.

Menu | Modify Internal Transfer Purchase Requisition

Search | Details I ltems | Notes I Approvals |

County: [23 - RvERIDE couny | District: | UNFIED SCHOOL DISTRICT

Fiscal Year: (2005 'I
Internal Transfer P.R. Mumber: @

Internal Transfer P.R. Prefix: IR—F‘URCHASE REQUISITION j

Internal Transfer P.R. Status: I j

Internal Transfer Type: | LI

Ship To Location: (&
Worksite Location: [a]
P.R. Originator User ID:

Copy From

Internal Transfer P.R. Mumber: @

Click Add +Add| S Find
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Step

Add detail internal
transfer purchase
requisition
information.

After desired
information has been
entered

Click the Items
tab.

menu | Modify Internal Transfer Purchase Requisition

NOTE: Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.

Step
Click Acct. Dist. —|

menu | Modify Internal Transfer Purchase Requisition

FIELD TRIP - FIELD TRIP

Line Mbr. |ltem Name e ion Guantity Uit Price| U/M Amount
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Step

To add default menu | Modify Internal Transfer Purchase Requisition
account diStribUtion Search | Details EnterthAccoun Distrihutinnnfnrmaﬁnn
for all line items s [ PR Number. 0w —
using a user’s 7 Show Descripi®o
predefined SACS ——
account string(s)

Click Add Fav.

mdFaV-| B0up | " Delete| & Save| % Cancel
Add Line | AddAcct| AddFav.| EzDup| f Delete] & save| ¥ Cancel

Step

To select the x
user’s predefined R TR
SACS account L 0w o 4+ o0 no i ceer.s
string(s) for the 03 000 000 0 110 1000 5711 FIELD TRIF
default account
distribution,

Highlight each « OK | % cancel|

account string row
from the pop up
window

Click OK.
Or

Double clicking on
an account string row
will automatically
add it to the account
distribution.
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Step
Click Save menu | Modify Internal Transfer Purchase Requisition
\ L N W encer the Account Distributon Information |
Line Nbr. ﬁlem Mame
|
Step
To add a line menu | Modify Internal Transfer Purchase Requisition

item(s) to the internal

transfer purchase
requisition

FIELD TRIP [4]
Ling Nbr.

Click Add Line. [FEDTRP 2705 | Editbesel
ecHl [

Enter/Select
desired information
on the pop up
window.

Click Save — |

NOTE: “Edit Desc.” button prompts a pop up window to enter a
more detailed description of the item.
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Step

Verify line item(s) ﬂl Modify Internal Transfer Purchase Requisition :
are populated with the Soarch | etaits Hems | toes | Approvats | b -
defau It account District: | UNIFED SCHOOL DISTRICT Fiscal Year: [2005 P.R. Number: [R0000NEW Acct. Dist.
dIStl’Ibutlon. | Show Deseription Edit Desc.| Internal Transfer Type: | FELD TP - FELD TRP | (}"i:"mﬂ  Close.

Line Mbr. |ltem Name Jescription Guantity Unit Price| /M Amount

= 0001 FIELD TRIF FIELD TRIF 1427205 1.00 200.00 EACH 200,00

Percent is shown 1"y | Goal [ Function | Obic | | ! | \

Tesrodl|
IF [} oot o 1110 1000 BTN 0.00 1.000000 0.00

by default; the user

may enter an

Amount, making sure
to change the Percent

to “011.
Add Line | Add Acct.| AddFav.| B3Dup|  f Delete] &% save| % Cancel
NOTE: By default all lines will be shown expanded. Select Close
to hide account information for all line items.
Step
To make ChangeS Menu | Modify Internal Transfer Purchase Requisition
to the line item Search | Details  ltems | Hotes | Approvals |
description, plgce e . cot. Dist
cursor on the line 17 Show Descripto L oo
Linz tior, [lemName D
. . Soom [FELDTRP  (FIl
Click Edit Desc. — [Fung chel [Resouce | ser At
03 ooo ooo1 0.0o
Edit the _ﬁ
description in the pop
up window. ~____—» @ Save| X Cancel
Click Save —— | aa Line | AddAcct.| AddFav.| BaDup| f Delete| &% save| % Cancel|

NOTE: “Edit Desc.” button provides a pop up window to enter a
more detailed description of the item.
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Step
Click Save

This will start the
budget check process.

Menu | Modify Internal Transfer Purchase Requisition @
search | Details Ilem5|uu|a|nmmvm| -
District: | UNIFEED SCHOOL DISTRICT Fiscal Year: [2005 P.R. Nurnber: |RODDONEW Acct. Dist.

[ Show Description Edit Desc.| Internal Transfer Type:| FELD TRIP - FIELD TRIP | (:‘ﬁewlf_xpan " Close

Line Mbr_|Item Mame Amount
= 0001 FIELD TRIF FIELD TRIF 1427205 1.00 200.00 EACH 200,00

|
0 oo falalny] o 110 1000 &7 0.00 1.000000 0.00

Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|

Depending on the Budget Check option chosen on the District
Purchasing Options Screen, one of the following processes will go
into effect.

Continuous Budget Check

If the “continuous budget check” district option is enabled, the
Save button logic will check the financial ledgers to determine if
there are sufficient funds for all line item account strings. If not, a
warning message will be displayed listing the account strings that
have insufficient funds. This is only a warning; the user may
continue their data entry.

Requires Budget Check Before Submission

If the screen edits are passed successfully, the purchase requisition
is saved to the database and a message is displayed asking the user
if the purchase requisition should be sent to the approval process.
If the “require budget check before submission” district option is
enabled, the Save button logic will check the financial ledgers to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the list of approvers will be
built based on the step and extended approval parameters
(purchase requisition status will be set to “S” (submitted for
approval)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.
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No Approvals

If no approvals are necessary (purchase requisition status will be
set to “A” (approved)), the financial ledgers will be checked to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the account strings will be
encumbered. If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.

If the user does not have sufficient user security privileges to
override the budget check, the purchase requisition status will be
set to “B” (approved, but budget override required).
Subsequently, a user may use the Modify Internal Transfer
Purchase Requisition screen to re-save the purchase requisition to
perform another budget check. If there are sufficient funds, the
account strings will be encumbered (purchase requisition status
will be set to “A” (approved)). If not, an error message will be
displayed listing the account strings that have insufficient funds.
The user will be given the opportunity to override the budget
check, provided that they have sufficient user security privileges
(purchase requisition status will be set to “A” (approved)).

Step

“Submit for
Approval?” warning
message prompts

Click Yes.

Approval x|

Submit for Approval?

Step

System will
generate an internal —
transfer purchase
requisition number.

Click Notes tab

menu | Modify Internal Transfer Purchase Requisition

search | Details IleInS|uu|a|Ammvm|

Acct, Dist. |

View
Ll (% Expand { Close

District: I UNIFIED SCHOOL DISTRICT

Fiscal Year: |2005

[ Show Description Edit Desc.| Internal Transfer Type: | FIELD TRIP - FIELD TRIP

P.R. Number: |

Line Mbr._|Item Name
= 0001 FIELD TRIP

Amount
300.00 EACH 300,00

FIELD TRIF 1427205 1.00

03 000 falalny] o 110 1000 &7 0.00 1.000000 300,00

Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|
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Step

To select a
previously defined
Internal/External

menu | Modify Internal Transfer Purchase Requisition

Search | Details | ltems Mole5|nppmvm|

District: | UNIFED SCHOOL DISTRICT Fiscal Year: [2005 P.R. Number: [R0000008

note(s) intornat T

Click Attach,\

or T

Manually enter —\
Internal/External £ Attach & Attach
note(s). #% save| % Cancel|

Click Save . i .

NOTE: External notes will print on purchase requisitions and
purchase orders, internal notes will not.

Step

Click the Menu | Modify Internal Transfer Purchase Requisition

Approvals tab to view
approvals associated
to this internal
transfer purchase
requisition

No changes can be
made on this tab.

search | Details | ttems | otes ﬁmmvdS|

UNIFED SCHOOL DISTRICT

Fiscal Year: [2008

District |

P.R. Mumber: |RO000002

Whias ID  |UserlD  |Emplopee Name

Update Timestamp

\pprowal Comment
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Add a New Internal Transfer Purchase Requisition using Predefined Favorites

A feature available on the Modify Internal Transfer Purchase Requisition screen is the ability to
assign predefined sacs account strings to line item(s). Predefined SACS account string(s)
(accounts used most often by user) can be setup on the Modify User SACS Favorites screen.
Once the accounts are setup, the user may assign their predefined SACS account strings to the
line items entered on the Items tab by selecting the “Add Fav.” button.

Step 1
From menu select e ——
M0d|fy Internal % _) Credential System - District -]
# _ Financial System - County
Transfer Purchase & _ Financial System - District
a a,m H _ ) Payroll System
ReqU|S|t|0n # _ PersonnelPosition Control System
= _ Purchasing (Beta Test)
# _) Contract Management nty Schools
CI iCk OK. f - t::a?:?:i:na ement H
j j Purchase Urdegrmanagement natlon System
I=l _) Purchase Requisition Management
B Approve Purchase Requisitions
w5 Modify Internal Transfer Purchase R
B Modify Internal Transfer Types
@ Modify Open Purchase Requisition
B Modify Purchase Requisition
B Process Internal Transfer Purchase Requisition d
o OK | ¥ Cam:all
Step
To add an internal Ml Modify Internal Transfer Purchase Requisition
transfer pUI’Chase Search | Details I Items | Notes I Approvals |
requisition, select
County: [23 - RvERIDE couny | District: | UNFIED SCHOOL DISTRICT
Internal Transfer iscalvear [soos =]
. Fiscal Year: 2005 =
P. R. Prefix. _— | Internal Transfer P.R. Number: &
Internal Transfer P.R. Prefix: IR-F‘URCHASE REQUISITION j
. . Internal Transfer P R. Status: | =l
If addltlonal flel_ds \nterna\TransT’erT}rpe.| ;I
are Selected they WI“ Ship To Location: ’7@
popu'ate the Details Worksite Location: &
tab P.R. Originator User ID:
’ Copy From
Internal Transfer P.R. Number: [a]
Click Add +Add| S Find
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Step

Add detail internal
transfer purchase
requisition
information.

After desired

information has been
entered

Click Items tab.

menu | Modify Internal Transfer Purchase Requisition

Search  Details | Items | Hotes I Approvals |

District: UNIFIED SCHOOL DISTRICT Fiscal Year: [2008 PR Number: [ROD0ONEW
PR Type: [T- INTERNAL TRANSFER Dete Dus: [pzzezuos |
P.R. Status: [N - NEW (NOT SUBMITTED FOR Af
N . Bill Ta Location: [WHS &
B oun
L [waReHouSE
Category: |FELD TRIP [&]
FIELD TRIP Ship To Location: |/vH2 [4]
[warenouse
P.R. Requestor: [
Approval List | &l Worksite Location: |Z||
PR OrginatorUserio: [ Board Rpt. Desc: |
PR MiscFld 1: [
Contact Phone Nbr: _
PR MiscFld 2: [
Update User ID I—
Update Timestamp: |ﬂ1127rzm5 316 PM In Rev: Rev Cmt:

SPrint |

&% save| % Cancel|

NOTE: Depending on the options chosen for each District on the

District Purchasing Options Screen, cer
required on the Details tab.

tain fields may be

Step

To add a line item
to the internal transfer
purchase requisition

Click Add Line.

Enter/Select
desired information
on the pop up
window.

Click Save. — |

menu | Modify Internal Transfer Purchase Requisition

Search | Details ~ltems | Notes | Approvals |

Distice [~ vwen: x(fiEW Aect Dist |
[# Show Description Edit De: Line Nbr ftem Name '] (:‘ﬁewlf_xpan  Close
- o001 FIELD TRIP [&] =
Lina b [liem Name
Description
[FIELD TRIF 1127105 Edit Desc.
Quanti Unit Price U/
1.00 [300.000000 [ErcH [
/» Savl ¥ Cancel
Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|

NOTE: “Edit Desc.” button prompts a pop up window to enter a

more detailed description of the item.
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Ste

-?_O add a user’s ﬂl Modify Internal Transfer Purchase Requisition
predefined SACS Search | Detals  ems | Notes | Approvals |
account string(s) to et | _—_————
the line item 7 Show Descripiion | | P e | :

03 000 000 4 0000 FI00 1105 TEST-1

W 03O0 000 4 0000 FI00 1108 TEST-2

. 03000 0000 4 0000 700 1135 TEST-3
Click Add Fav_\ 03000 0001 0 1110 1000 571 FIELD TAIE
Highlight each \

account string row 0K % Gancol
from the pop up
window
Add Line | Add Acct| “AddFav.| EzDup| f Delete] & save| ¥ Cancel
Click OK.
Or

Double clicking on
each account string
row will
automatically add it
to the line item.

Step
Verify line item Ml Modify Internal Transfer Purchase Requisition %.
and account string Search | Detats Hems: | notes | Approvais |
Infor_matlon for each District: | UNIFED SCHOOL DISTRICT Fiscal ear [2005 PR Number: [RODDONEW Acct. Dist.
line item. I”| Show Description Edit Desc.| Internal Transfer Type:| FELD TRIP - FELD TRP =1/ |+ expand  close
Line Nbr. [ltem Mame Jesciption Duantity Unit Price|  U/M g
=001 FIELD TRIP FIELD TRIP 1/27/2008 1m 30000 EACH
[ | P [ Goal | | | | \ L \
5 oo oot oo 0 o0 s D00 1000000 nm
AddLine | AddAcct| AddFav.| B3Dup|  f Delete] @b save| % Cancel|

NOTE: By default all lines will be shown expanded. Select Close
to hide account information for all line items.
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Step

To make changes
to the line item
description, place
cursor on the line,

Click Edit Desc. —1
Edit the

description in the pop
up window.

Click Save —— 1 |

)]
/ = 0001 FIELD TRIP FIE

menu | Modify Internal Transfer Purchase Requisition

search | Details IleInS|uu|a|Ammvm|
x
B UNFEDSCAC o1 o TRIP 1127105
iptiog

03 000 falalny]

p————

4 save| X Cancel
Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|

NOTE: “Edit Desc.” button provides a pop up window to enter a
more detailed description of the item.
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Step
Click Save

This will start the
budget check process.

Menu | Modify Internal Transfer Purchase Requisition @
search | Details Ilem5|uu|a|nmmvm| -
District: | UNIFEED SCHOOL DISTRICT Fiscal Year: [2005 P.R. Nurnber: |RODDONEW Acct. Dist.

[ Show Description Edit Desc.| Internal Transfer Type:| FELD TRIP - FIELD TRIP | (:‘ﬁewlf_xpan " Close

Line Mbr_|Item Mame Amount
= 0001 FIELD TRIF FIELD TRIF 1427205 1.00 200.00 EACH 200,00

|
0 oo falalny] o 110 1000 &7 0.00 1.000000 0.00

Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|

Depending on the Budget Check option chosen on the District
Purchasing Options Screen, one of the following processes will go
into effect.

Continuous Budget Check

If the “continuous budget check” district option is enabled, the
Save button logic will check the financial ledgers to determine if
there are sufficient funds for all line item account strings. If not, a
warning message will be displayed listing the account strings that
have insufficient funds. This is only a warning; the user may
continue their data entry.

Requires Budget Check Before Submission

If the screen edits are passed successfully, the purchase requisition
is saved to the database and a message is displayed asking the user
if the purchase requisition should be sent to the approval process.
If the “require budget check before submission” district option is
enabled, the Save button logic will check the financial ledgers to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the list of approvers will be
built based on the step and extended approval parameters
(purchase requisition status will be set to “S” (submitted for
approval)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.
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No Approvals

If no approvals are necessary (purchase requisition status will be
set to “A” (approved)), the financial ledgers will be checked to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the account strings will be
encumbered. If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.

If the user does not have sufficient user security privileges to
override the budget check, the purchase requisition status will be
set to “B” (approved, but budget override required).
Subsequently, a user may use the Modify Internal Transfer
Purchase Requisition screen to re-save the purchase requisition to
perform another budget check. If there are sufficient funds, the
account strings will be encumbered (purchase requisition status
will be set to “A” (approved)). If not, an error message will be
displayed listing the account strings that have insufficient funds.
The user will be given the opportunity to override the budget
check, provided that they have sufficient user security privileges
(purchase requisition status will be set to “A” (approved)).

“Submit for

Approval?” warning x|
message prompts Submit for Approval?

Click Yes. ves | o
Step

System will menu | Modify Internal Transfer Purchase Requisition

generate an internal
transfer purchase
requisition number.

Click Notes tab

search | Details IleInS|uu|a|Ammvm|

A4

District: [ UNIFIED SCHOOL DISTRICT Fiscal Year: [2008 P.R. Number: |

7 Show Description Edit Desc. | Intemal Transfer Type:|FELD TR - FELD TRP 1| [ ertand  ciase
) el ; ) iption Armout
1P 172705 1.00 300.00 EACH 300,00

03 000 falalny] o 110 1000 &7 0.00 1.000000 300,00

Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|

© Riverside County Office of Education. All Rights Reserved. 7/6/04 Page 43




DRAFT Galaxy Purchasing Purchase Requisitions v1.0.0
Add a New Internal Transfer Purchase Requisition using Predefined Favorites

Step

To select a
previously defined
Internal/External
note(s) for the
internal transfer
purchase requisition

Click Attach—__|
or

Manually enter
Internal/External

menu | Modify Internal Transfer Purchase Requisition

Search | Details | ltems Mole5|nppmvm|

UNIFIED SCHOOL DISTRICT

Fiscal Year: |2005

External

District: |
Internal

P.R. Mumber: |R0000002

\—\»@ —

¥ Save| X Cancel[

note(s). o L
© NOTE: External notes will print on purchase requisitions and
Click Save purchase orders, internal notes will not.
Step
Click the Menu | Modify Internal Transfer Purchase Requisition

Approvals tab to view
approvals associated
to this internal
transfer purchase
requisition

No changes can be
made on this tab.

search | Details | ttems | otes Mnrwnlsl

UNIFIED SCHOOL DISTRICT

Fiscal Year: |2005

District: |

P.R. Mumber: |R00C0002

UserID [Employee Name

Seq Nbr. |Alias 1D

Approval Status [Lpdate Timestamp

[approval Comment
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Add a New Internal Transfer Purchase Requisition Copying from an Internal
Transfer P.R. Number

A feature available on the Modify Internal Transfer Purchase Requisition screen is the ability to
create a new internal transfer purchase requisition from an existing purchase requisition using the
“Copy From” feature. The internal transfer purchase requisition will be pre-filled with data from
the existing purchase requisition selected, which may be modified as necessary.

Step 1
o s - -~
From menu select T ——— x
M0d|fy Open % _) Credential System - District -]
# _ Financial System - County
PurChaSe Order & _ Financial System - District
H _ ) Payroll System
# _ PersonnelPosition Control System
- = _ Purchasing (Beta Test)
CI ICk OK. i _j Contract Management ty
# _ tem Catalog n SChOOIs
# _ Location Management 3
# _) Purchase Order Management natlon System
I=l _) Purchase Requisition Management
B Approve Purchase Requisitions
w5 Modify Internal Transfer Purchase R
B Modify Internal Transfer Types
@ Modify Open Purchase Requisition
B Modify Purchase Requisition
B Process Internal Transfer Purchase Requisition d
0K | ¥ Cam:all
Step
Select an Internal menu | Modify Internal Transfer Purchase Requisition
Transfer P.R. Preflx.\ search | Detais | ems | otes | Approvals |
E /S | County: [23 - RvERIDE couny | District: | UNFIED SCHOOL DISTRICT
nter e eCt an Fiscal Year: (2005 'I
Internal Transfer temal Transter PR Number: [ [&]
P.R Number Internal Transfer P.R. Prefix: |R - PURCHASE REQUISITION =]
Internal Transfer P R. Status: | |
. Internal Transfer Type: | ;I
CI |Ck Add Ship To Location: (]
Worksite Location: [a]
P.R. Originator User ID:
Copy From
Internal Transfer P.R. Mumber: [R0000008 (4]
# Add| S Find
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Step

Verify and make
necessary changes on
Details, Items and
Notes tabs.

menu | Modify Internal Transfer Purchase Requisition

Search  Details | ltems | Hotes I Approvals |

E = B
District UNFED SCHOOL DISTRICT Fiscal Year: [200s PR Number: [Rocoonew _f Delete
P R. Type: [T- INTERNAL TRANSFER e T
PR, Status: [N - NEW (NOT SUBMITTED FOR AF
Bill Te Location: [7WHS [a]
P.R. smount: [300.00
[waREHOUSE
Category ’W@
[FELD TRIP Ship T Location: [WHE [
[warEHOUSE
P.R. Requestor: [
Approval List & Worksite Location: [&d]
PR Originator Userio: [ Board Rpt. Desc: [
| PR MiscFld 1: |
ContactPhoneMbr | :
PR MiscFld 2: |
Update User ID: ’7
Update Timestamp: [02/0872005 10:37 Al InRev [N RevCmt
& Print_| &% save| % Cancel|

NOTES:

e The new internal transfer purchase requisition is pre-filled with
data from the existing purchase requisition, which may be
modified as necessary.

¢ Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.

¢ Regardless of which tab you are currently working on, if you
click save or cancel it will save or cancel all changes made to
that point.
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Step
After all necessary menu | Modify Internal Transfer Purchase Requisition @
changes have been Soarch | Detats  Hems | wotes | Approvas | b
made District: | UNIFIED SCHOOL DISTRICT Fiscal Year: [2005 P.R. Number: [RODOONEW Acct. Dist.
/| Show Description Edit Desc.|  Internal Transfer Type: | FELD TRP - FELD TRP ] e nd  Close
Click Save. Ling Nbr_ [liem Name: e
=000 FIELD TRIF FIELD TRIF 1/27/05 1.00 300.00 EACH 200,00

03 000 falalny] o 110 1000 &7 0.00 1.000000 300,00

This will start the [ I 7 | \ |

budget Check process = 0002 - FIELD TRIP | FllELDTlFHF'Z#FUDE | 2|DD ZDD|DD EACH ‘ 40000 |

[ix] onn 000 o 1110 1000 EF oon 1.000000

e e e e

Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|

Depending on the Budget Check option chosen on the District
Purchasing Options Screen, one of the following processes will go
into effect.

Continuous Budget Check

If the “continuous budget check” district option is enabled, the
Save button logic will check the financial ledgers to determine if
there are sufficient funds for all line item account strings. If not, a
warning message will be displayed listing the account strings that
have insufficient funds. This is only a warning; the user may
continue their data entry.

Requires Budget Check Before Submission

If the screen edits are passed successfully, the purchase requisition
is saved to the database and a message is displayed asking the user
if the purchase requisition should be sent to the approval process.
If the “require budget check before submission” district option is
enabled, the Save button logic will check the financial ledgers to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the list of approvers will be
built based on the step and extended approval parameters
(purchase requisition status will be set to “S” (submitted for
approval)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.
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No Approvals

If no approvals are necessary (purchase requisition status will be
set to “A” (approved)), the financial ledgers will be checked to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the account strings will be
encumbered. If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.

If the user does not have sufficient user security privileges to
override the budget check, the purchase requisition status will be
set to “B” (approved, but budget override required).
Subsequently, a user may use the Modify Internal Transfer
Purchase Requisition screen to re-save the purchase requisition to
perform another budget check. If there are sufficient funds, the
account strings will be encumbered (purchase requisition status
will be set to “A” (approved)). If not, an error message will be
displayed listing the account strings that have insufficient funds.
The user will be given the opportunity to override the budget
check, provided that they have sufficient user security privileges
(purchase requisition status will be set to “A” (approved)).

Step

“Submit for
Approval?” warning
message prompts

Approval x|

Submit for Approval?

Yes | No |
Click Yes.
Step
System will menu | Modify Internal Transfer Purchase Requisition

generate an internal —
transfer purchase
requisition number.

search | Details IleInS|uu|a|Ammvm|

District: I UNIFEED SCHOOL DISTRICT Fiscal Year: (2005 P.R. Number: ’;0000011
7 Show Description Edit Desc. | Intemal Transfer Type:|FELD TR - FELD TRP 1| [ ertand  ciase

r.|Item Name Descri
= 0001 FIELD TRIP FIELD

iption
TRIP 1427205 1.00

Amount
300.00 EACH 300,00

03 000 falalny] o 110 1000 &7 0.00 1.000000 300,00

= 0002 - FIELD TRIP FIELD TRIF 2/14./05 200 200,00 EACH 40000

03 onn 000 o 1110 1000 EF oon 1.000000 40000

Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|
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Modify an Existing Internal Transfer Purchase Requisition

The Modify Internal Transfer Purchase Requisition screen allows the user to edit an existing
internal transfer purchase requisition.

Step 1
o - i -
From menu select X e TTr—— £
Modify Internal # _j Credential System - District -
& _ ) Financial System - County
Transfer Purchase @ _) Financial System - Distrct
a a,. # _ Payroll System
RGQUISItlon # _ ) PersonnelPosition Control System
= _ ) Purchasing (Beta Test)
# _ Contract Management ty
Click OK # _ tem Catalog n SChOOIs
. # _) Location Management H
4 _ Purchase Order Management natlon System
i=l _) Purchase Requisition Management
B Approve Purchase Requisitions
w3 Modify Internal Transfer Purchase R i |
B Modify Internal Transfer Types
3 Modify Open Purchase Requisition
& Modify Purchase Requisition
B Process Internal Transfer Purchase Requisition j
« OK| % Cam:all
Step
To edit an existing _menu| Modify Internal Transfer Purchase Requisition
Internal Transfer Search | Detas | tems | Wotes | Approvai |
Purchase Requisition
Iselect County: |33 - RIVERSIDE cOUNTY = Diisirict: | UNFED 5CHOOL DETRICT |
_enter S€ ?C Fiscal Year: | 2005 'I
information as Internal Transfer P.R. Number: [R0000011 (]
avai |ab|e Internal Transfer P.R. Prefix: |R - PURCHASE REQUISITION = |
Internal Transfer P.R. Status: | 4|
. . Internal Transfer Type: | =l
CI |Ck Flnd Ship To Location: ]

Waorksite Location: ]
PR Originator User ID:

Copy From

Internal Transfer P.R. Mumber: E

# Add| Sp Find

NOTES:

e In order to modify a particular purchase requisition, the user
must be the same person that originally created the purchase
requisition, or the user must be assigned the Approver role in
user security.

e Purchase requisitions that have been linked to purchase orders
may not be modified.
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Step
Edit internal menu | Modify Internal Transfer Purchase Requisition
purchase requisition Search  Detaits | ems | Notes | Approvals | =
dEtaII InfOFmatIOH as District: UNIFED SCHOOL DISTRICT Fiscal Year: [2005 P.R. Number: [R0000011 " f Delete
necessary. PR Type: [ TERGAL TASE
PR Staﬁis: [~ aPPROVED pate B U_MMUU-
T ik e Bill To Location: |wH5 [a]
H teqo ,_— [WAREHOUSE
Click Items tab. Cetegory ﬁitf.rili T et [ =

[warEHOUSE
P.R. Requestor: [

Approvallist [ (& Worksite Location: N
P.R. Originator User ID: Board Rpt. Desc: |

PR Misc Fld 1: |
Contact Phone Nbr
Update User ID

PR Misc Fld 2: |

Update Timestamp: [02/08/2005 10:56 Al InRev [N RevCmt
& print_| &% save| % Cancel|
NOTES:

o With certain exceptions, any modifications to data on this tab
will reinitiate the approval process (purchase requisition status
will be set to “N”” (new — not submitted for approval)).

e Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.

e Click the print button to print all internal transfer purchase
requisition data from all tabs.

¢ Regardless of which tab you are currently working on, if you
click save or cancel it will save or cancel all changes made to
that point.

© Riverside County Office of Education. All Rights Reserved. 7/6/04 Page 50



DRAFT Galaxy Purchasing Purchase Requisitions v1.0.0
Modify an Existing Internal Transfer Purchase Requisition

Step

Edit data
associated to the
existing line item(s)
as necessary.

menu | Modify Internal Transfer Purchase Requisition

fooos [rooooots

|
1P 1/27/05

e| Py | Goal [Functi
o 1110 1000

NOTES:

e Any modifications to data on this tab will reinitiate the approval
process (purchase requisition status will be set to “N” (new —
not submitted for approval)).

e Regardless of which tab you are currently working on, if you
click save or cancel it will save or cancel all changes made to
that point.

Step

To add new line
item(s) to an existing
internal transfer
purchase requisition

Click Add Line.

Enter/Select
desired information
on pop up window.

Click Save— |

To duplicate an
existing line item
place cursor on that
line

Click Dup.

Menu | Modify Internal Transfer Purchase Requisition s 3

(a]

- FIELD TRIP 2/22/2005

NOTE: “Edit Desc.” button prompts a pop up window to enter a
more detailed description of the item.
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Step

To manually add a
SACS account
string(s) to the line
item

Click Add Acct.
Enter SACS

account string(s)
information.

I

Required fields:
Fund

School
Resource

PY

Goal

Function

Object

Percent is shown
by default; the user
may enter an
Amount, making sure
to change the Percent
to “0”.

menu | Modify Internal Transfer Purchase Requisition

feoos”

Guantity Unit Price| /M
1.00 300.00 EACH
*y | Goal | Function i

o 1110 1000

oo falalny]

[=0002  FIELD TRIP FIELD TRIF 2/14./05

0.00
FIELD TRIP 2/22/2005 100.00 EACH
Fund | School |Resouwrce [ P | Goal | Function | Object Amount Percent
[iE] 000 00g1 o 1110 1000 ST 0.00 1.000000

=0003  FIELD TRIP

roooooiT

400
400.00
10000

Acct, Amount
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Step

To add a user’s
predefined SACS
account string(s) to a
line item

Click Add Fav.
AN

Highlight each
account string row
from the pop up
window.

Click OK.
Or

Double clicking on
an account string row
will automatically
add it to the line item.

menu | Modify Internal Transfer Purchase Requisition

0000

0000 1103 TEST-2
0000 1135 TEST -3
1110 1000 711 FIELD TRIP

Step

To make changes
to the item
description, place
cursor on the line

Click Edit Desc. —
Edit the
description in the pop

up widow.

Click Save ———

Menu | Modify Internal Transfer Purchase Requisition

FIELD TRIP 22212005

.
Line Mor, [Item Name

(=001 FIELD TRIP

= 0002 FIELD TRIP
Fund | 5
03

ooo

100.00
Amnount| Pre Encumber At
0.00

| — - |
—

e| ¥ Cancel

= 0003 FIELD TRIP

FL Amount Percent

NOTE: “Edit Desc.” button provides a pop up window to enter a
more detailed description of the item.
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Step
Click Save

This will start the
budget check process.

menu | Modify Internal Transfer Purchase Requisition

Search | Details ~ltems | Notes | Approvals |

District: | UNIFIED SCHOOL DISTRICT Fiscal Year: 2005 P.R. Number: [R0000011 Acct. Dist.

[~ Show Description Edit Desc. | Intemal Transfer Type: | FELD TR - FELD TRP 1| [ erand  Ciose

Line Mbr_|Item Mame Amount
= 0001 FIELD TRIF FIELD TRIF 1427205 1.00 300.00 EACH 300,00

| | Fv | ol | | |

0300 ot 0 1110 1000 571 000 1.000000
| | | |

FIELD TRIF 214705 200 20000 EACH

|

\

\

[ Gioal | | \
00 o s

\

\

\

= 0002 - FIELD TRIP

|
03 on 000 o0 1000000
|

FIELD TRIF 2/22/2005

[} oot o 1110 1000 5711
 —— |
Add Line | AddAcct| AddFav.| EzDup| f Delete] e 3

|
|
=000 FIELD TRIP

100 100,00 EACH

[iE] oo 1.000000

ave | ¥ Cancel |

s B3 k=

Depending on the Budget Check option chosen on the District
Purchasing Options Screen, one of the following processes will go
into effect.

Continuous Budget Check

If the “continuous budget check” district option is enabled, the
Save button logic will check the financial ledgers to determine if
there are sufficient funds for all line item account strings. If not, a
warning message will be displayed listing the account strings that
have insufficient funds. This is only a warning; the user may
continue their data entry.

Requires Budget Check Before Submission

If the screen edits are passed successfully, the purchase requisition
is saved to the database and a message is displayed asking the user
if the purchase requisition should be sent to the approval process.
If the “require budget check before submission” district option is
enabled, the Save button logic will check the financial ledgers to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the list of approvers will be
built based on the step and extended approval parameters
(purchase requisition status will be set to “S” (submitted for
approval)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.
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No Approvals

If no approvals are necessary (purchase requisition status will be
set to “A” (approved)), the financial ledgers will be checked to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the account strings will be
encumbered. If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.

If the user does not have sufficient user security privileges to
override the budget check, the purchase requisition status will be
set to “B” (approved, but budget override required).
Subsequently, a user may use the Modify Internal Transfer
Purchase Requisition screen to re-save the purchase requisition to
perform another budget check. If there are sufficient funds, the
account strings will be encumbered (purchase requisition status
will be set to “A” (approved)). If not, an error message will be
displayed listing the account strings that have insufficient funds.
The user will be given the opportunity to override the budget
check, provided that they have sufficient user security privileges
(purchase requisition status will be set to “A” (approved)).

Step
If any changes that worming x|
were made require re-
approval a Waming Changes have been made that require re-approval.
message will prompt Please confirm changes.

asking the user to
confirm changes.

No

Click Yes.
Step

“Submit for ﬂ
Approval? Warnlng Submit for Approval?
prompts

Click Yes.
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Step

Click the Notes tab
to modify the
Internal/External
note(s) for the
internal purchase
requisition,

Click Attach.—___

Select from a
previously defined
note

or

Manually enter
Internal/External

menu | Modify Internal Transfer Purchase Requisition

Search | Details | ltems Mole5|nppmvm|

District: I UNIFIED SCHOOL DISTRICT Fiscal Year: |2005 P.R. Mumber: |R0000011
Internal External
&/ Attach D & Attach
&% save| % Cancel|

NOTES:

e External notes will print on purchase requisitions and purchase

note(s). orders, internal notes will not.

Click Save e Regardless of which tab you are currently working on, if you
click save or cancel it will save or cancel all changes made to
that point.

Step
Click the menu | Modify Internal Transfer Purchase Requisition

Approvals tab to view
approvals associated
to this internal
transfer purchase
requisition.

No Changes can
be made on this tab.

search | Details | ltems | Hotes Awrovals|

District: I UNIFIED SCHOOL DISTRICT Fiscal Year: |2005 P.R. Mumber: |[RO000011
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Modify an Existing Internal Transfer Requisition — Reapply Account Distribution

The Modify Internal Transfer Purchase Requisition screen allows the user to reapply account
distribution to existing line items.

Step 1

From menu select
Modify Internal
Transfer Purchase
Requisition

Click OK.

Mg
A rrrrr——

Ll

# _ ) Credential System - District
& _ ) Financial System - County

# _ Financial System - District
& _ Payroll System
& _y PersonneliPosition Control System
= _ ) Purchasing (Beta Test)
# _ Contract Management
# _ tem Catalog
4 _y Location Management
# _ Purchase Order Management

nty Schools
nation System

i=l _) Purchase Requisition Management
B Approve Purchase Requisitions
w3 Modify Internal Transfer Purchase R i |
B Modify Internal Transfer Types
3 Modify Open Purchase Requisition
& Modify Purchase Requisition
B Process Internal Transfer Purchase Requisition j

« OK| % Cam:all

Step

To edit an existing
Internal Transfer
Purchase Requisition
enter/select
information as
available.

Click Find

Menu | Modify Internal Transfer Purchase Requisition

Search | Details | items | Notes | Approvais |

County: |33 - RIVERSIDE cOUNTY = Diisirict: | UNFED 5CHOOL DETRICT |

Fiscal Year: lm
Internal Transfer P.R. Mumber: ’W@
Internal Transfer P.R. Prefix: IR—FURCHASE REQUISITION j
Internal Transfer P.R. Status: | 4|

Internal Transfer Type: | |

Ship To Location: [a]
Worksite Location: &l
P.R. Originator User ID:

Copy From

Internal Transfer P.R. Mumber: E

# Add| Sp Find

NOTES:

e In order to modify a particular purchase requisition, the user
must be the same person that originally created the purchase
requisition, or the user must be assigned the Approver role in
user security.

e Purchase requisitions that have been linked to purchase orders
may not be modified.
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Step

Edit internal
purchase requisition
detail information.

Click Items tab

menu | Modify Internal Transfer Purchase Requisition

Search  Details | ltems | Hotes I Approvals |

R
District UNFED SCHOOL DISTRICT Fiscal Year: [200s. PR Number: [Rocooot1 _f Delete
PR Type: [T~ INTERNAL TRANSFER e T
PR Status: [A-APPROVED
Bill To Location: [#H3 &
P.R. Amount: |700.00
— [waREHOUSE
Category: |FELD TRIP [&]
[FELD TRIP Ship Te Location: [WHS [

[warEHOUSE
P.R. Requestor: [

Approvallist [ (& Worksite Location: N
P.R. Originator User ID: Board Rpt. Desc: |

PR Misc Fld 1: |
Contact Phone Nbr
Update User ID

PR Misc Fld 2: |

Update Timestamp: [02/08/2005 10:56 Al InRev [N RevCmt
& print_| &% save| % Cancel|
NOTES:

o With certain exceptions, any modifications to data on this tab
will reinitiate the approval process (purchase requisition status
will be set to “N”” (new — not submitted for approval)).

e Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.

e Click the print button to print all internal transfer purchase
requisition data from all tabs.

¢ Regardless of which tab you are currently working on, if you
click save or cancel it will save or cancel all changes made to
that point.
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Step
To reapply/ reset menu | Modify Internal Transfer Purchase Requisition

the account

distribution for

existing line item(s) FeLD TP -FELD TR
1 e on Quarntity] Uit Price| UM |

1.00 300.00 EACH

Click Acct. Dist. I o] B | Gioal | Function

oo falalny] o 1110 1000
[=0002  FIELD TRIP FIELD TRIF 2/14./05

400
0.00 400.00
= 0003 FIELD TRIP FIELD TRIP 2/22/2005 100.00 EACH 100.00
Fund | School |Resouwrce [ P | Goal | Function | Object Amount Percent|  Acct Amount
|D3— 000 00g1 o 1110 1000 ST 0.00 1.000000

-——---m

Addline| AddAcet| AddFav. ¢

NOTES:

e Any modifications to data on this tab will reinitiate the approval
process (contract status will be set to “N” (new — not submitted
for approval)).

e Regardless of which tab you are currently working on, if you
click save or cancel it will save or cancel all changes made to
that point.
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Step

Manually edit
existing default
account distribution
in the pop up
window,

or

Select an account
from the user’s
predefined sacs
account favorites to
reapply for the
account distribution
in the pop up
window.

Click Save

Required fields:
Fund

menu | Modify Internal Transfer Purchase Requisition

- 1
S x
District: P.R. Number: [R0000011 Acct. Dist.

= 0003 FIELD TRI

© T o Add| AddFav.| EaDup| "f Delete| r'Saie * Cancel |
=]

Add Line | Add Acct.| AddFav.| B3Dup|  f Delete]

J 1 L
e e

Fund | School |Resource| Py | Goal unction | Object M[ i  Close
otal:

—
—

¥ Save| X Cancel[

NOTE: Clicking the Account Distribution button will popup a
window to enter the default account distribution for all line
items. The account string percentage is entered as default
(the total for all account strings entered in this window
must equal 100% or 0%), each line item will be split
funded according to the respective percentage. The
account string percentage may also be set to 0 for all

School account strings to establish default funding for all line
Resource items without automatically calculating the split funding
PY amounts. Account strings entered in this popup window
Goal will go through the account validation routine. Clicking
Function the Save button will close the popup window and apply the
Object account distribution to the line items by multiplying the

account string percentage times the total line item amount.
A warning

message will be
displayed asking the
user if they would
like to continue with

x

When the Account Distribution changes, the P.R. line Allocations for Freight,
Tax, and Discounts are re-set and must be re-allocated. Do you want to
continue with theze changes?

Yes | No
the changes.
Click Yes
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Step
Verify account menu | Modify Internal Transfer Purchase Requisition

distribution

reallocation.

03 onn 0000

0002 FIELD TRIP FIELD TRIF 2/14/05
0 " | Goal [ Function | Objec
0 A} 4 0000 F0
0.00 400,00
E|3 FIELD TRIP FIELD TRIP 2/22/2005 i 100.00 EACH 100.00
Fund | £ e| P | Goal | Function | Object Amount Perc Amount
03 ono oooo 4 o000 7100 1135 0.0o 1.000000 100.00
Totak 0.00 100.00

e

NOTE: By default all lines will be shown expanded. Select Close
to hide account information for all line items.
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Step
Click Save

This will start the
budget check process.

Continuous Budget Check

Requires Budget Check Before Submission

menu | Modify Internal Transfer Purchase Requisition

search | Details Ilem5|uu|a|nmmvm|

District: I UNIFIED SCHOOL DISTRICT Fiscal Year: |2005
[ Show Description Edit Desc.| Internal Transfer Type: | FIELD TRIP - FIELD TRIP

Line Mbr. |Item Name

03 onn 0000 4 oooo Foo 1135 oon 1.000000 30000

\
FIELD TRIP 2/14/05 200 20000 EACH
| Goal | | | \

\

\

| |
20002 FIELD TRIP
| | | |
03 00 0 4 000 TIOD 1138 000 1.000000
| | | |
| |

=000z FIELD TRIP FIELD TRIF 2/22/2005

03 oog oooo 4 0000 oo 1138 oo 1.000000 100.00

1.00 100.00 EACH

Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|

Depending on the Budget Check option chosen on the District
Purchasing Options Screen, one of the following processes will go
into effect.

If the “continuous budget check” district option is enabled, the
Save button logic will check the financial ledgers to determine if
there are sufficient funds for all line item account strings. If not, a
warning message will be displayed listing the account strings that
have insufficient funds. This is only a warning; the user may
continue their data entry.

If the screen edits are passed successfully, the purchase requisition
is saved to the database and a message is displayed asking the user
if the purchase requisition should be sent to the approval process.
If the “require budget check before submission” district option is
enabled, the Save button logic will check the financial ledgers to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the list of approvers will be
built based on the step and extended approval parameters
(purchase requisition status will be set to “S” (submitted for
approval)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.
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No Approvals

If no approvals are necessary (purchase requisition status will be
set to “A” (approved)), the financial ledgers will be checked to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the account strings will be
encumbered. If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.

If the user does not have sufficient user security privileges to
override the budget check, the purchase requisition status will be
set to “B” (approved, but budget override required).
Subsequently, a user may use the Modify Internal Transfer
Purchase Requisition screen to re-save the purchase requisition to
perform another budget check. If there are sufficient funds, the
account strings will be encumbered (purchase requisition status
will be set to “A” (approved)). If not, an error message will be
displayed listing the account strings that have insufficient funds.
The user will be given the opportunity to override the budget
check, provided that they have sufficient user security privileges
(purchase requisition status will be set to “A” (approved)).

Step
If any changes that waming e

were made require re-
approval a Waming Changes have been made that require re-approval.
message will prompt Please confirm changes.

asking the user to
confirm changes. i Yes No

Click Yes.

Step
“Submit for |

Approval?” warning
prompts

Submit for Approval?

Click Yes.
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Step

Click the Notes tab
to modify the
Internal/External
note(s) for the
internal transfer
purchase requisition

Click Attach.—__|

Select from a
previously defined
note

or

Manually enter
Internal/External

menu | Modify Internal Transfer Purchase Requisition

Search | Details | ltems Noles'n“,mm.s'

District: I UNIFIED SCHOOL DISTRICT Fiscal Year: |2005 P.R. Mumber: |R0000011
Internal External
&/ Attach \-b_(«;%e Attach
&% save| % Cancel|

NOTES:

e External notes will print on purchase requisitions and purchase

note(s). orders, internal notes will not.

Click Save e Regardless of which tab you are currently working on, if you
click save or cancel it will save or cancel all changes made to
that point.

Step
Click the menu | Modify Internal Transfer Purchase Requisition

Approvals tab to view
approvals associated
to this internal
transfer purchase
requisition.

No Changes can
be made on this tab.

Search | Details | ltems | Hotes  Approvals |

District: I UNIFIED SCHOOL DISTRICT Fiscal Year: |2005 P.R. Mumber: |[RO000011

© Riverside County Office of Education. All Rights Reserved. 7/6/04 Page 64



DRAFT Galaxy Purchasing Purchase Requisitions v1.0.0
Modify Internal Transfer Types

Delete an Internal Transfer Purchase Requisition

The Modify Internal Transfer Purchase Requisition screen allows the user to delete existing
internal transfer purchase requisition.

Step 1
From menu select N er———
Modify Internal S e e
Transfer Purchase . Fnanca Sysiom - Ditic
Requisition e

= _j Purchasing (Beta Test)
_| Contract Management

I- k _J ttem Catalog
C IC O K- # _ Location Management

_J Purchase Order Management

= _) Purchase Requisition Management
B Approve Purchase R

3 Modify Internal Transfer Purchase Requis ]
B Modify Internal Transfer Types

3 Modify Open Purchase Requisition

& Modify Purchase Requisition

B Process Internal Transfer Purchase Requisition

Step
To delete an Menu | Modify Internal Transfer Purchase Requisition
existing internal

transfer purchase

requisition T
enter/select RO0000T1 (]
information as R - PURCHASE REQUISITION v
available.

[ @
Click Find [ ™
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Step
To delete the menu | Modify Internal Transfer Purchase Requisition
internal transfer Search  Detalls | ems | Notes | Approvals |
purChase reqUISItlon District: UNIFIED SCHOOL DISTRICT Fiscal Year: lﬁ P.R. Mumber: |R0000011
. e I E AT SEEY Date Due: [02/11/2008
Click Delete. :;fnt:?:t: ;;};:ﬂ Bill To Location: [vis (]
——— Sy [waReHouSE
Category: [FELD TRIP [a]
FIELD TRIP Ship To Location: [WHS [a]

[warenouse
P.R. Requestor: [

Approval List: | I Worksite Location: [a1]

P.R. Originator User ID: Board Rpt. Desc: |
PR MiscFld 1: [
Contact Phone Nbr: )
PR MiscFld 2: [
Update User ID I—
Update Timestamp: |ﬂz.n}9rzm5 10:56 AM InRev: [N RevCmt
Sprint_| &% save| % Cancel|

NOTE: This will cancel the purchase requisition set the purchase
requisition status to “C”, cancelled to prevent any further
processing of this purchase requisition.

Step

Galaxy warning |
prompts to confirm
the request to delete

Pleaze confirm your request to delete thiz Purchaze Requisition.

the Purchase ok | (“Cancel ]
Requisition.
Step

Confirmation x|

message prompts to
verify purchase
requisition has been
cancelled
successfully.

The Purchase Requisition was cancelled successfully.

NOTE: The cancelled purchase requisition remains in the database
for future reference.
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Modify Internal Transfer Types

This screen is used to add, edit, delete, or view internal transfer type information. Internal
Transfer Types must be set up before the user can add internal transfers on the Modify Internal

Transfers screen.

Step 1

From menu select
Modify Internal
Transfer Types

Click OK

Me=as | - - " - - -~
el Navigation Menu
# _ Credential System - District
# _ Financial System - County
# _ ) Financial System - District

Ll x

H _ ) Payroll System
# _ PersonnelPosition Control System
= _ Purchasing (Beta Test)

# _) Contract Management nty Schools

# _ tem Catalog
# _ Location Management 3
# _) Purchase Order Management natlon System
I=l _) Purchase Requisition Management
& Approve Purchase Requisitions
B Modify Internal Transfer Purchase Requisition
3 Modify Internal Transfer Types |
@ Modify Open Purchase Requisition

B Modify Purchase Requisition
B Process Internal Transfer Purchase Requisition d

« OK| ¥ Cam:all

Step

To add, edit or
delete internal
transfer type(s)
enter/select Internal
Transfer Type, and/or
Internal Transfer
Type Description

Click Find.

Menu | Modify Internal Transfer Types

Search | Details |

County: |23 - RVERSIDE COUNTY || District: | UNIFEED SCHOOL DISTRICT > |

Internal Transfer Type: [al
Internal Transfer Type Description:

§ Find

NOTE: Clicking “Find” with no other selection criteria entered will
display all Internal Transfer Types associated to the
District on the Details tab.
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Step
Add, edit or delete wmenu | Modify Internal Transfer Types
transfer types as Search  Detats |
necessary District. [ UNIFED SCHOOL DISTRICT
nternal Transfer Type |Inte ansfer Type Description Fi E= lesource l
- FIELD TRIP 03 anoo 0 oooo - 3800 5710
Click Save B

o+ Add| E=Dup| "7 Delete| print | @) Save| % Cancel
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Open Purchase Requisitions

Add a New Open Purchase Requisition

The Modify Open Purchase Requisition screen is used to create new open purchase requisitions.
An Open Purchase Requisition does not have a quantity field; the line item is driven by amount.
Depending on the options chosen for each District on the District Purchasing Options Screen,
certain fields may be required on the Details tab.

Step 1
S - s - -
From menu select 2 TT—— x
M0d|fy Open # _ Credential System - District |
. el . # _ Financial System - County
PurChaSe Requlsltlon # _ Financial System - District
# _ Payroll System
& _y PersonneliPosition Control System
- = _ Purchasing (Beta Test)
CI ICk OK. # _) Contract Management
4 _ tem Catalog nty SChOOIs
@ _j Location Management H
# _ Purchase Order Management natlon System
Izl _) Purchase Requisttion Management
B Approve Purchase Requisitions
B Modify Internal Transfer Purchase Requisition
B Modify Internal Transfer Types
3 Modify Open Purchase Requisi ]
B Modify Purchase Requigition
W3 Process Internal Transfer Purchase Requisition j
~ OK | % cancel|
Step
To add an open Menu | Modify Open Purchase Requisition
purChase reqU|S|t|0n, Search | Details | Account Distribution | Notes | Authorized Purchaser | Approvals |
select Open Purchase
R .. p P f County |33 - AIVERSIDE COUNTY = | District: | UNFFIED SCHOOL DISTRIET =]
equisition Pre IX.\ e
\:pen Purchase Requisition Number: a]
If additional fields Open Purchase Requisition Prefix: :R-FURCHASE REQUISITION x| .
- Open Purchase Requisition Status: hd
are selected they will rmanVendor |
populate the Details ship ToLocaion: | @
tab Worksite Location: ]
! PR OriginatorUseriD: [
. Copy From
CI |Ck Add Open Purchase Requisition Number: [a]
#Add| g Find
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Step

Add detail open
purchase requisition
information.

After desired
information has been
entered

Click Account
Distribution tab.

Menu | Modify Open Purchase Requisition

Search  Details | Account Distribution | Notes | Authorized Purchaser | Approvals |
District: UNFED SCHOOL DSTRCT  FiscalYear: [2005. PR Numper: [Roooowew  _ff Delete
P.R. Type: ID'OPEN— Expiration Date: IW
P.R. Status: [N - NEW (NOT SUBHITTED FOR AF Co e EETEE
PR Amount [¢00000 UNITED RENTALS
P.R. Deseription: | CRIGHNAL x| Vendor Address [ @
Open P.0. Nbr: I—@ 35025 CATHEDRAL CANYON DRIVE, CATHEDRAL CNT
Category: [rovertse (] Bill To Location: [BUSNESS 5v/C[a][Business Services
|ADVERTISEMENTS, NEWSPAPER Ship To Location: [#4renouse [alf Warehouse
PR Requestor. [ Worksite Location: [085 _ [&][FURCHASING DEPARTHENT
Approvallist [ @ Board Rpt. Desc
P.R. Originator User ID: | | Instructions
ContactPhonehbr [ FRUTEER
Update User ID: | [02/1072005 1:07 P11 mRev [ Revemt |
S print_| & Save| ¥ Cancel|

NOTE: Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be

required on the Details tab.

Step

To add SACS
account string(s) to
the open purchase
requisition

Click Add Acct.

Enter SACS
account string(s)
information.

Required fields:
Fund

School
Resource

PY

Goal

Function

Object

Percent is shown
by default; the user
may enter an
Amount, making sure
to change the Percent
to “0”.

Menu | Modify Open Purchase Requisition

search | Details Account Distribution | Notes | Authorized Purchaser | Approvals |

UNIFED SCHOOL DISTRICT  Fiscal Year: |2005

0 0000 =200 GESE

Add Acct.| Add Fav.

Dup'l | % Dele!e|

PR Nurmnber: [RODDONEW

P.R. Amt: [4,000.00

&) Save| % Cancel|
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Step
Click Save

This will start the
budget check process.

Continuous Budget Check

Requires Budget Check Before Submission

Menu | Modify Open Purchase Requisition

Search | Details ~Account Distribution | Notes | Authorized Purchaser | Approvals | i -

District: I UNIFEED SCHOOL DISTRICT  Fiscal Year: [2005 P.R. Number: |W|EW' P.R. Amt: IAIIDDDDD

unction m

0

Add Acct | AddFav.| BzDup| f Delete] &% save| % Cancel|

Depending on the Budget Check option chosen on the District
Purchasing Options Screen, one of the following processes will go
into effect.

If the “continuous budget check” district option is enabled, the
Save button logic will check the financial ledgers to determine if
there are sufficient funds for all line item account strings. If not, a
warning message will be displayed listing the account strings that
have insufficient funds. This is only a warning; the user may
continue their data entry.

If the screen edits are passed successfully, the purchase requisition
is saved to the database and a message is displayed asking the user
if the purchase requisition should be sent to the approval process.
If the “require budget check before submission” district option is
enabled, the Save button logic will check the financial ledgers to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the list of approvers will be
built based on the step and extended approval parameters
(purchase requisition status will be set to “S” (submitted for
approval)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.

© Riverside County Office of Education. All Rights Reserved. 7/6/04 Page 71



DRAFT Galaxy Purchasing Purchase Requisitions v1.0.0
Add a New Open Purchase Requisition

No Approvals

If no approvals are necessary (purchase requisition status will be
set to “A” (approved)), the financial ledgers will be checked to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the account strings will be
encumbered. If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.

If the user does not have sufficient user security privileges to
override the budget check, the purchase requisition status will be
set to “B” (approved, but budget override required).
Subsequently, a user may use the Modify Purchase Requisition
screen to re-save the purchase requisition to perform another
budget check. If there are sufficient funds, the account strings will
be encumbered (purchase requisition status will be set to “A”
(approved)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges (purchase requisition
status will be set to “A” (approved)).

Step
“Submit for X

Approval?” warning

message prompts

Submit for Approval?

Yez | No |

Click Yes.
Step

System will Menu | Modify Open Purchase Requisition
generate an Open search | Details ~Account Distribution | Notes | Authorized Purchaser | Approvals |

ey A v

purChase reqU|S|t|0n District: | UNFED SCHOOL DISTRICT  Fiscal Year: [2005 P.R. Number: [R0000025 P.R. Amt: [£,000.00
number. und | Schoo [ Resource | P | Gl |Function | Dbies

ount
4,000.00

0.00 4,000.00

Click Notes tab

Add Acct.| AddFav.| BaDup| " Delete] &% Save| X Cancel|
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Step
To select a menu | Modify Open Purchase Requisition
prEViOUSIy defined Search | Details | Account Distribuion  Notes | Authorized Purchaser | Approvals |
I nternal/EXternal District: | UNFED SCHOOL DISTRICT  Fiscal Year: [2005 PR Number: [R0000025
note(s) Internal External

Open purchase order for 2004/2005 for rental of equipment, not to
exceed $4000.00

Click Attach,\

or

Manually enter 1

Internal or External £ Attach \@mm
note(s). #% save| % Cancel|
Click Save

NOTE: External notes will print on purchase requisitions and
purchase orders, internal notes will not.

Step

Click the Menu | Modify Open Purchase Requisition
Authorized Purchaser Search | Details | Account Distribution | Notes ~Authorized Purchaser | approvals |
tab to ?’dd an UNIFIED SCHOOL DISTRICT Fiscal Year: lm P.R. Mumber: I—RDDDDHZS
authorized 5on bt

0001 Jane Doe

purchaser(s) 0002 TomDos
associated to this s s bee
open purchase o005 [fentoe
requisition

Click Add.

Enter the #Add| BDup| fDelete| &) Save| ¥ Cancel|
Authorized Purchaser
information.

Click Save
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Step
Click the menu | Modify Open Purchase Requisition
Approvals tab to view Search | Details | Account Distribution | Notes | Authorized Purchaser  Approvals |
the Approvals . District: | UNFED SCHOOLDISTRICT  Fiscal Year: [2005  P.R Number: [Ro000025
associated to this [Afias ID__[UserID__|Employee Name Approval Status [Update Timestamp [&ppraval Comment

open purchase order.

No changes can be
made on this tab.
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Add a New Open Purchase Requisition using Predefined Favorites

A feature available on the Modify Open Purchase Requisition screen is the ability to assign
predefined sacs account strings to line item(s). Predefined SACS account string(s) (accounts
used most often by user) can be setup on the Modify User SACS Favorites screen. Once the
accounts are setup, the user may assign their predefined SACS account strings to the line items
entered on the Items tab by selecting the “Add Fav.” button. Depending on the options chosen
for each District on the District Purchasing Options Screen, certain fields may be required on the
Details tab.

Step 1
o s - -~
From menu select T —— x4
M0d|fy Open # _y Credential System - District -l
. m,m # _ Financial System - County
Purchase Requlsltlon # _ Financial System - District
H _ ) Payroll System
# _ PersonnelPosition Control System
- = _ Purchasing (Beta Test)
CI |Ck OK. i# _ Contract Management ty
# _ tem Catalog n SChOOIs
# _ Location Management H
# _) Purchase Order Management natlon System
I=l _) Purchase Requisition Management
& Approve Purchase Requisitions
B Modify Internal Transfer Purchase Requisition
B Modify Internal Transfer Types
> Modify Open Purchase R |
B Modify Purchase Requisition
B Process Internal Transfer Purchase Requisition d
o OK | ¥ Cam:all
Step
To add an open menu | Modify Open Purchase Requisition
purChase reqU|S|t|On, Search | Details | Account Distribution | Hotes | Authorized Purchaser | Approvals |
select Open Purchase
R isiti Prefi County: |23 - RVERSIDE COUNTY || District: | UNFEED SCHOOL DISTRCT ¥
equisition Fre IX'\ Fiscal Year: [2005 ~|
\2,% Purchase Requisition Number: [a]
If additional fields Open Purchase Requisition Prefix: R - PURCHASE REQUISITION = |
- Open Purchase Requisition Status: | |
are selected they will manVendor| 5]
populate the Detal IS Ship To Location: [&]
tab Worksite Location: [a]
! F R. Originator User I
- Copy From
CI |Ck Add Open Purchase Requisition Mumber [&]
+ Add E Find
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Step

Add detail open
purchase requisition
information.

After desired
information has been
entered

Click Account
Distribution tab.

Menu | Modify Open Purchase Requisition

Search  Details |m:u-nnnsuixmm| Notes | Authorized Purchaser | Approvals |

District: UNFED SCHOOL DISTRICT  Fiscal Year: [2005 P.R. Number: [ROD0DONEW
P.R. Type: ID'OPEN— Expiration Date: IW
P.R. Status: [N - NEW (NOT SUBHITTED FOR AF Co e EETEE
PR Amount [¢00000 UNITED RENTALS
P.R. Deseription: | CRIGHNAL x| Vendor Address [ @
openPonNbe| (& 35025 CATHEDRAL CANYON DRIVE, CATHEDRAL CNl
Category: [Fovertse (@] Bill To Location: [BUSINESS 5vC [&][Business Services
|ADVERTISEMENTS, NEWSPAPER Ship To Location: [#4renouse [alf Warehouse
PR Requestor. [ Worksite Location: [085 _ [&][FURCHASING DEPARTHENT
Approvallist [ @ Board Rpt. Desc
P.R. Originator User ID: | | Instructions
ContactPhonehbr [ FRUTEER
Update User ID: | [02/1072005 1:07 P11 mRev [ Revemt |
S print_| & Save| ¥ Cancel|

NOTE: Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.

Step

To add a user’s
predefined SACS
account string(s) to
the open purchase
requisition

Click Add Fav.

Highlight each
account string row
from the pop up
window

Click OK.

\ ¥ OK | % Cancel|

Menu | Modify Open Purchase Requisition

Search | Details ~Account Distribution | Notes | Authorized Purchaser | Approvals |

District: I Select an Account x| Amt: I‘-m 00
Schoal |Resource Sch 3 ) iption

Add Acct | AddFav.| BzDup| "f Delete] &% save| % Cancel|

Or

Double clicking on
each account string
row will
automatically add it
to the line item.
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Step
Percent is shown—_| ﬂl Modify Open Purchase Requisition

by default; the user w s |

may enter an

Amount, making sure

to change the Percent Lo — R L A

to “0”.

District: | UNIFED SCHOOLDISTRCT__Fiscal Year: [2005  P.R. Number: [R0000NEW P.R. Amt: [¢,000.00

Add Acct.| AddFav.| BzDup | f Delete] &% save| ¥ Cancel
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Step
Click Save

This will start the
budget check process.

Menu | Modify Open Purchase Requisition

Search | Details ~Account Distribution | Notes | Authorized Purchaser | Approvals |

District: I UNIFEED SCHOOL DISTRICT  Fiscal Year: [2005 P.R. Number: IRDD‘D‘DNEW P.R. Amt: IAI,DDDD'D

L thnfﬁEEET

0 GBGE

Add Acct | AddFav.| BzDup| f Delete] &% save| % Cancel|

Depending on the Budget Check option chosen on the District
Purchasing Options Screen, one of the following processes will go
into effect.

Continuous Budget Check

If the “continuous budget check” district option is enabled, the
Save button logic will check the financial ledgers to determine if
there are sufficient funds for all line item account strings. If not, a
warning message will be displayed listing the account strings that
have insufficient funds. This is only a warning; the user may
continue their data entry.

Requires Budget Check Before Submission

If the screen edits are passed successfully, the purchase requisition
is saved to the database and a message is displayed asking the user
if the purchase requisition should be sent to the approval process.
If the “require budget check before submission” district option is
enabled, the Save button logic will check the financial ledgers to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the list of approvers will be
built based on the step and extended approval parameters
(purchase requisition status will be set to “S” (submitted for
approval)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.
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No Approvals

If no approvals are necessary (purchase requisition status will be
set to “A” (approved)), the financial ledgers will be checked to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the account strings will be
encumbered. If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.

If the user does not have sufficient user security privileges to
override the budget check, the purchase requisition status will be
set to “B” (approved, but budget override required).
Subsequently, a user may use the Modify Purchase Requisition
screen to re-save the purchase requisition to perform another
budget check. If there are sufficient funds, the account strings will
be encumbered (purchase requisition status will be set to “A”
(approved)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges (purchase requisition
status will be set to “A” (approved)).

Step
“Submit for X

Approval?” warning

message prompts

Submit for Approval?

Yez | No |
Click Yes.
Step
System will Menu | Modify Open Purchase Requisition
generate an Open search | Details ~Account Distribution | Notes | Authorized Purchaser | Approvals |
purChase reqUISItlon / District: | UNIFED SCHOOL DISTRICT  Fiscal Year: lm P.R. Mumber: [Ro000025 P.R. amt: [+000.00
number. und | Schoo [ Resource | P | Gl |Function | Dbies

ount
4,000.00

4,000.00

Click Notes tab

Add Acct.| AddFav.| BaDup| " Delete] &% Save| X Cancel|
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Step
To select a menu | Modify Open Purchase Requisition
prEViOUSIy defined Search | Details | Account Distribuion  Notes | Authorized Purchaser | Approvals |
I nternal/EXternal District: | UNFED SCHOOL DISTRICT  Fiscal Year: [2005 PR Number: [R0000025
note(s) for the open internal External
- w,m Open purchase order for 2004/2005 for rental of equipment, not to
purChase reqU|S|t|0n excecd $4000.00
Click Attach,
\
\
o R
Manually enter & Attach \—bgmmn
Internal/External b Save]| % Cancel
note(s).
Click Save
Step
Click Authorized Menu | Modify Open Purchase Requisition
Purchaser tab to add Searcn | Details | Account Distribution | Notes | Authorized Purchaser | approvais |
aUthorlzed District: [ UNFED SCHOOLDISTRCT  Fiscal Year: [2005 PR Number: [R0000025
purchaser(s) Seq, o, sborzed Puchese
associated to this -
Open purchase 0003 Sally Doe
C . 0004 PaulDos
reqU|S|t|0n. o5 [len Doe
Click Add.
Enter the
Authorized Purchaser +Add| B0up| fDelete] @ Save| % Cancel |
information.
Click Save
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Step
Click the Meﬂu| Modify Open Purchase Requisition
Approvals tab t0 VIEW | i uisie | accoumtisiabion | Wotes | Autharzed uscaser] | Avorovas |

the approvals
associated to this
open purchase
requisition.

District: |O1 - DESERT COMMUNTY COLLEGE DISTRICT Fiscal Year: [2005 P.R. Mumber: IRDDDDI‘EW

sproval Status |Update Timestamp Appraval Comment

7 i
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Add a New Open Purchase Requisition Copying from a Purchase Requisition

A feature available on the Modify Open Purchase Requisition screen is the ability to create a new
open purchase requisition from an existing purchase requisition using the “Copy From” feature.
The open purchase requisition will be pre-filled with data from the existing purchase requisition
selected, which may be modified as necessary. Depending on the options chosen for each
District on the District Purchasing Options Screen, certain fields may be required on the Details
tab.

Step 1
From menu select M r—— T T

L

# _) Credential System - District

Modify Open
Purchase Requisition

# _ Financial System - County
# _ Financial System - District

# _j Payroll System
# _) PersonnelPosition Control System
= _ Purchasing (Beta Test)

CIiCk OK. # _ Contract Management nty Schools
i+ _ tem Catalog

# _ Location Management t' S t
& _j Purchase Order Management na Ion ys em
=l _j Purchase Requisition Management
D Approve Purchase Requisttions
B Modify Internal Transfer Purchase Reguisition
w3 Modify Internal Transfer Types
3 Modify Open Purchase Requisiti |
3 Modify Purchaze Requisition
B Process Internal Transfer Purchase Requisition LI

o OK ] ¥ Cancel

Step
Select Purchase
Order Prefix.

Menu | Modify Open Purchase Requisition

Search | Details | Account Distribution | Notes | Authorized Purchaser | Approvals |

County: |23 - RVERSDE COUNTY | District: [ UNIFED SCHOOL DISTRIC |

Enter/Select an cecavene oo o]
Open PurChaSG Open Purchase Requisition Number: [&]
Requ|siti0n N umber Open Purchase Requisition Prefix: | R - PURCHASE REQUISITION x|

Open Purchase Requisition Status: | |
PrimaryVendor; | (4]
CI |Ck Add . Ship To Location: | (&
Worksite Location: | (4]
PR. OfiginatorUseriD: |

Copy From
Open Purchase Requisition Number: [R0000025  [A]

# Add| Sp Find
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Step
Verlfy and make menu | Modify Open Purchase Requisition
necessary ChangeS On Search  Details | Account Distribution | Hotes I Authorized Purchaser | Approvals I e
Detalls tab, ACCOU”t District: UNIFED SCHOOL DISTRICT  Fiscal Year: [2005 P.R. Number: |RO00ONEW _J Delete
DIStrIbUtlon tab' P.R. Type: |0 - OPEN Expiration Date: [03/13/2005
Notes tab and P.R. Status: [N - NEW (NOT SUBMITTED FOR Af Primary Vendor o275 [&]
. P.R. Amount |4,000.00 [UnTED RENTALS.
AUthorlzed PurChaser P.R. Deseription: | CRIGHNAL x| Vendor Address [ @
tab openPonbe| @ [6025 CATHEDRAL CANYON DRIVE, CATHEDRAL CN
' Category [ART EQUF [a] Bill To Location |BUS\NESS SVCEHBusinms Services
[ART SUPPLES/EQUPMENT Ship To Location: [wareHoUse [l Warehouse
PR Requestor | Worksite Location:[0e5  [A][PURCHASING DEPARTMENT
Approval List & Board Rpt. Desc: |
P.R. Originator User ID: | [ Instructions: [
Contact Phone Nbr: isc. Field 2|
Update User ID: [ 0201172005 7:46 AN inRev [N RevCmt
& Print J &) Save| ¥ Cancel |

e The new open purchase requisition is pre-filled with data from
the existing purchase requisition, which may be modified as
necessary.

e Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.

¢ Regardless of which tab you are currently working on, if you
click save or cancel it will save or cancel all changes made to
that point.
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Step
After all necessary menu | Modify Open Purchase Requisition
Changes have been Search  Details | Account Distribution | Note:;l Authorized Purchaser | Appr(walsl e
made District: UNIFED SCHOOL DISTRICT ~ Fiscal Year: [2005 P.R. Nurnber: |RODDONEW :_’ Delete
P.R. Type: |0 - OPEN Expiration Date: [03/13/2005
Click Save P.R. Status: [N - NEW (NOT SUBMITTED FOR Af PrimanyVendar [pozrs B
P.R. Amount |4,000.00 [UnTED RENTALS.
P.R. Description: |URIG\NAL LI Vendor Address: |1 [a]
H H ) [38025 CATHEDRAL CANYON DRIVE, CATHEDRAL €N
This will start the Open P.0. bt 4
Category: [4RT EQUP [a] Bill To Location: [BUSNESS SVCEHBusinms Services
budget CheCk prOCGSS. |ARTSUPPLE51'EQUIPMEN1 Ship To Location: |-,"-AREHOU5E |Z|| Warehouse

PR Requestor | Worksite Location:[0e5  [A][PURCHASING DEPARTMENT

Approval List & Board Rpt. Desc: |

P.R. Originator User ID: | [ Instructions: |

Contact Phone Nbr: Misc Field 2 |
Update User ID: | [02/1172005 7:46 A nRev N RevCmt|[
& Print_| & Save| ¥ Cancel|

Depending on the Budget Check option chosen on the District
Purchasing Options Screen, one of the following processes will go
into effect.

Continuous Budget Check

If the “continuous budget check” district option is enabled, the
Save button logic will check the financial ledgers to determine if
there are sufficient funds for all line item account strings. If not, a
warning message will be displayed listing the account strings that
have insufficient funds. This is only a warning; the user may
continue their data entry.

Requires Budget Check Before Submission

If the screen edits are passed successfully, the purchase requisition
is saved to the database and a message is displayed asking the user
if the purchase requisition should be sent to the approval process.
If the “require budget check before submission” district option is
enabled, the Save button logic will check the financial ledgers to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the list of approvers will be
built based on the step and extended approval parameters
(purchase requisition status will be set to “S” (submitted for
approval)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.
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No Approvals

If no approvals are necessary (purchase requisition status will be
set to “A” (approved)), the financial ledgers will be checked to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the account strings will be
encumbered. If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.

If the user does not have sufficient user security privileges to
override the budget check, the purchase requisition status will be
set to “B” (approved, but budget override required).
Subsequently, a user may use the Modify Purchase Requisition
screen to re-save the purchase requisition to perform another
budget check. If there are sufficient funds, the account strings will
be encumbered (purchase requisition status will be set to “A”
(approved)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges (purchase requisition
status will be set to “A” (approved)).

Step
“Submit for X

Approval?” warning

message prompts

Submit for Approval?

Yez | No |
Click Yes.
Step
System will menu | Modify Open Purchase Requisition
generate a purChase Search | Details Account Distribution | Notes | Authorized Purchaser | Approvals |

>l
<4

requisition number:

District: I UNIFEED SCHOOL DISTRICT  Fiscal Year: [2005 P.R. Number: IRDDDDHB P.R. Amt: IAI,DDDDD

Add Acct | AddFav.| BzDup| f Delete] - &% save| % Cancel|
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Add a New Purchase Requisition selecting Discount and Freight checkboxes

when adding line items

Step
To add line item(s)
to the purchase

requisition et [T DO T— x
[ Show Description Edit De: Line Mbr. Item Name o
: . P ——
Click Add Line. e n—
[coPY PAPER Edit Desc. |

Enter/Select O S =T
desired information I7 Discount [ Freight  [7 Taxable
on the pop up / s Save| X Cancel
window.

/

Check the / Add Line cet.| AddFav.| E2Dup| f Delete

applicable -

checkboxes if a
discount amount
and/or freight
amount will be
applied to the line
item.

Click Save

Menu | Modify Purchase Requisition

search | Details IleInS|uu|a|Ammvm|

Acct. Dist.

View
(% Expand { Close

PHEW

ible ‘ Tax .ﬂ.n'u:\l.u'ltl Toatal Amaunt

¥ Save| X Cancel[

NOTE: Freight may be selected by default. This means it was
selected on the District Purchasing Option screen.
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Step

To add a SACS
account string(s) to
the line item

Click Add Acct.

Enter SACS
account string(s)
information.

Required fields:
Fund

School
Resource

PY

Goal

Function
Object

Percent is shown |
by default; the user
may enter an
Amount, making sure
to change the Percent
to “0”.

menu | Modify Purchase Requisition

feoos

Joss —|petfooonocs_

| UnitPrice| UM

Step

Once all line items—
are entered, enter the
Discount Amt and
Freight Amt.

menu | Modify Purchase Requisition

Line Mbr. |lter uantity Unit Price| U/M

e ion
= 00o COPY PAPER
ource | P | Goal | Funct
0 0000 360
0.00 1
COPY PAPER 5.00 REAM
e| P | Goal [ Function [ Object Amount
0 1110 1000 4300 0.00 1.000000
Totak 0.00 000

=0002 PAPER
Fund | Sche
03 72 00g1

|< |
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Step
Discount ﬂl Modify Purchase Requisition
Discount Amount
Freight

Freight Amount
columns will appear
in the view.

Click Save

NOTE: The Discount and Freight flag are set to “Y” and the
amount entered in the Discount Amt. and Freight Amt
fields at the top of the view have been distributed to those
lines.
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Add a New Purchase Requisition without selecting Discount and Freight
checkboxes when adding line items

Step

To add line item(s)
to the purchase
requisition

Click Add Line.

Enter/Select
desired information
on the pop up
window.

Discount and/

Freight are not
checked.

Click Save

/

Menu | Modify Purchase Requisition

searcn | Details IIGnS|uotes|npprovus|

pisct [V [Ty T

[¥ Show Description Edit De: Line Nbr.
0001

ltem Name

PAPER [a]

Description
[copy PaPER

Quanti
1.00 5 REAM  [4l

I Discount

™ Freight [~ Taxable

/y!' Sava| % Cancel

Edit DesCI

Acct. Dist.
View
(% Expand " Close

ible \ Tax .'u"-.n-u:u_u'ut| Tatal Amount

Add Line | AddAcct| AddFav.| Z2Dup| CfDelete]

&) save| % Cancel|

NOTE: Freight may be selected by default. This means it was
selected on the District Purchasing Option screen.
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Step

To add a SACS
account string(s) to
the line item

Click Add Acct.

Enter SACS
account string(s)
information.

Required fields:
Fund

School
Resource

PY

Goal

Function

Object

Percent is shown |
by default; the user
may enter an
Amount, making sure
to change the Percent
to “0”.

menu | Modify Purchase Requisition

=

|Quantity|  Unit Price| U |

Step
Once all line items
are entered, if

menu | Modify Purchase Requisition

Discount and/or e
Freight need to be
applied to one or —
more of the line o e
items, enter i ‘

Discount Amt/ COPY PAPER T w0 F\EA

Fr9|ght Amt Fd 0ot - F. I F”m L' W"L 1.000000

| |
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Step
Discount,
Discount Amount,
Freight
Freight Amount
columns will appear

menu | Modify Purchase Requisition

in the view.
Click Save
NOTE: The Discount and Freight flag are set to “N” and the
amount in the Discount Amt and Freight Amt are “0.00”
Step

Enter Discount
and/or Freight to one
or more of the line
items.

Enter “Y” in the
Discount column and
Freight column and
enter Amount in the
Discount Amount and
Freight Amount.

Click Save

menu | Modify Purchase Requisition

NOTE: The Discount and Freight flags must be set to “Y” and an
amount must be entered in the Discount Amount and
Freight Amount columns in the view in order for these
amounts to be applied when the user clicks Save.
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Step

Double check
Discount and Freight
amount in the view to
make sure they match
the Discount and
Freight amount
entered in these fields

| Modify Purchase Requisition

Step

If the incorrect
amount is entered in
the view, the
incorrect amount will
be reflected in the
Discount and Freight—
amount fields when
the user clicks Save.

NOTE: The Discount Amt field and Freight Amt field will reflect
the change from the view. This is because the Discount
and Freight is summed from the last line item upward to
the first line item.
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Modify an Existing Open Purchase Requisition
The Modify Open Purchase Requisition screen allows the user to edit an existing open purchase

requisition.

Step 1

From menu select
Modify Open
Purchase Requisition

Click OK.

"(,,,I - " - a -~
Bl Mavigation Menu E
_ | Credential System - District
_ Financial System - County

_ Financial System - District
_1 Payroll System
_| PersonneliPosition Control System
= _j Purchasing (Beta Test)
_| Contract Management
_J ttem Catalog
# _ Location Management
_J Purchase Order Management

= _) Purchase Requisition Management

B Approve Purchase Requisitions

B Modify Internal Transfer Purchase Reguisition
3 Modify Internal Transfer Types

3 Wodify Open i |
& Modify Purchase Requisition

B Process Internal Transfer Purchase Requisition

Step
To edit an existing
open purchase

Menu | Modify Open Purchase Requisition

requisition
gnter/selgct ]
information as R00000T3 (@]
available.
) ) I
Click Find [

[ G
|

[ @
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Step
Edit open purchase menu | Modify Open Purchase Requisition
rEQUISltlon detall Search  Details | Account Distribution | Hotes I Authorized Purchaser | Approvals I e
InfOI’matIOI’] If District: UNFED SCHOOL DISTRIET  Fiscal Year: [2008 PR Number: [R0000073 " f Delete
necessary. PR Type: [o-oren Expiration Date: [03/13:2005
PR, Status: [N - NEW (NOT SUBMITTED FOR AF PrimaryVendor [20275 (&I
. P.R. Amount |4,000.00 [UnTED RENTALS.
CI ICk Save P.R. Deseription: | CRIGHNAL x| Vendor Address: |1 [&]
T I [6025 CATHEDRAL CANYON DRIVE, CATHEDRAL CN
. Category: [4RT EQUP [a] Bill To Location: [BUSINESS SVCEHBusinms Services
CI |Ck Account [ART SUPPLES/EQUIPMENT Ship To Location: [wareHoUsE [l Warehouse
DIStI’IbUtIOI’] tab PR Requestor | Worksite Location:[0e5  [A][PURCHASING DEPARTMENT
Approval List Board Rpt. Desc: |
P.R. Originator User ID: | [ ) Instructions: [
Contact Phone Nbr: Hisc. Field 2 |
Update User ID: | 0201172005 8:07 AN InRev [N RevCmt
& Print_| & Save| ¥ Cancel|

o With certain exceptions, any modifications to data on this tab
will reinitiate the approval process (purchase requisition status
will be set to “N”” (new — not submitted for approval)).

e Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.

e Click the print button to print all open purchase order data from
all tabs.

¢ Regardless of which tab you are currently working on, if you
click save or cancel it will save or cancel all changes made to
that point.
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Step
Edit the SACS Menu | Modify Open Purchase Requisition
account string(s) search | Detaits  Account Distribution | otes | Authorized P | |
2sse?]CIaJ$ghtaoS;hls District: | UNFED SCHOOL DETRICT . Fiscal Year: 2005 P.R. Number: [R0000073 P.R. Amt: [+,000.00
repquisﬁtion as 3] s 000 o DDD a200 Jatsian o . 4,DDD
000,00 000000 4,000.00
necessary.
Click Save
Add Acct.| AddFav.| BzDup | f Delete] & Save| % Cancel
NOTE: Regardless of which tab you are currently working on, if
you click save or cancel it will save or cancel all changes
made to that point.
Step
To add a new ﬂl Modify Open Purchase Requisition
St“ng(s) District: [ UNIFED SCHOOL DISTRICT_ Fiscal Year: [2005 P.R. Number: [R0000073 P.R. Amt: [4,000.00
C||Ck Add ACCt_ 45 oono 0 o000 Ez200 GB5E 4,
Required fields:
Fund
School
Resource
PY
Goal _ Add Acct.| AddFav.| BaDup | "f Delete] @) Save| % Cancel |
Function
Object . . .
NOTE: Regardless of which tab you are currently working on, if

Amount or Percent ; >
you click save or cancel it will save or cancel all changes

To duplicate an made to that point.

existing account
string place cursor on
the account string

Click Dup.
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Step
To add a user’s ﬂl Modify Open Purchase Requisition
predefined SACS Search | Dotals  AccountDistibuton | ot | Autborized Purchaser | |

account string(s) e x
- ] r

Schoo esource | P | Goal |Function| Dbject |Description
03 845 0000 1] 0000 8200 G856 RENTALS

Click Add Fav.

Highlight each
account string row
from the pop up 0K | % Cancel
window

Click OK. Add Acct | AddFav.| BzDup| f Delete] & save| ¥ Cancel

Or

Double clicking on
each account string
row will
automatically add it
to the line item.
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Step
Click Save

This will start the
budget check process.

Continuous Budget Check

Requires Budget Check Before Submission

Menu | Modify Open Purchase Requisition

Search | Details ~Account Distribution | Notes | Authorized Purchaser | Approvals | i -

District: I UNIFEED SCHOOL DISTRICT  Fiscal Year: [2005 P.R. Number: IRDDDDHB P.R. Amt: IAI,DDDDD

unction m

0

Add Acct | AddFav.| BzDup| f Delete] &% save| % Cancel|

Depending on the Budget Check option chosen on the District
Purchasing Options Screen, one of the following processes will go
into effect.

If the “continuous budget check” district option is enabled, the
Save button logic will check the financial ledgers to determine if
there are sufficient funds for all line item account strings. If not, a
warning message will be displayed listing the account strings that
have insufficient funds. This is only a warning; the user may
continue their data entry.

If the screen edits are passed successfully, the purchase requisition
is saved to the database and a message is displayed asking the user
if the purchase requisition should be sent to the approval process.
If the “require budget check before submission” district option is
enabled, the Save button logic will check the financial ledgers to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the list of approvers will be
built based on the step and extended approval parameters
(purchase requisition status will be set to “S” (submitted for
approval)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.
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No Approvals

If no approvals are necessary (purchase requisition status will be
set to “A” (approved)), the financial ledgers will be checked to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the account strings will be
encumbered. If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.

If the user does not have sufficient user security privileges to
override the budget check, the purchase requisition status will be
set to “B” (approved, but budget override required).
Subsequently, a user may use the Modify Purchase Requisition
screen to re-save the purchase requisition to perform another
budget check. If there are sufficient funds, the account strings will
be encumbered (purchase requisition status will be set to “A”
(approved)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges (purchase requisition
status will be set to “A” (approved)).

Step
If any changes that waming x
were made require re-
approval a Waming Changes have been made that require re-approval.
message will prompt Please confirm changes.
asking the user to
confirm changes. i Yes No
Click Yes.
Step
“Submit for ﬂ

Approval?” warning
message prompts

Submit for Approval?

Click Yes.
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Step

To modify the
Internal/External
note(s) for the open
purchase requisition

Click Attach.
\

Select from a
previously defined
note,

or

Manually enter
Internal/External

Menu | Modify Open Purchase Requisition

Search | Details | Account Distribution ~Hotes |AulhuriZl=!P||rdm5er| Approvals |

District: I UNIFEED SCHOOL DISTRICT Fiscal Year: |2005 P.R. Mumber: |R0000073

Internal External

Open purchase order for 2004/2005 for rental of equipment, not to
exceed $4000.00

4 Attach \* & Attach

&% save| % Cancel|

note(s).
Click Save
Step
Click the Menu | Modify Open Purchase Requisition

Authorized Purchaser

search | Details | Account Distribution | Notes Mﬂmrﬁmwmrlmmﬂsl

tab to edit _aUthO”Z(_ed UNFED SCHOOLDISTRCT  Fiscal Year [2008. PR Number: [R00000T3
purchaser information e
as necessary. o
0003 Bridge Doe
. 0004 Abran Doe
Click Save o005 [Troy Dos
#Add| B20up | s Delete] @b save| % Cancel|
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Step

Click the _Menu| Modify Open Purchase Requisition
Approvals tab to view Search | Details | Account Distribution | Notes | Authorized Purchaser  Approvals |
the approvals District: | UNFED SCHOOLDISTRICT  Fiscal Year: [2005  P.R. Number: [Ro000072
associated to this Seq. Ner. [Alias ID ploges Name Approval Status |Update Timestamp___[Approval Comment
open purchase
requisition.

No changes can be
made on this tab.
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Delete an Open Purchase Requisition

The Modify Open Purchase Requisition screen allows the user to delete existing open purchase
requisitions.

Step 1

From menu select N er———
Modify Open e
Purchase Requisition . FinncielSystem -Distic

_1 Payroll System

_| PersonneliPosition Control System
- =l _j Purchasing (Beta Test)

CIICk OK. _| Contract Management

_J ttem Catalog

# _ Location Management
_J Purchase Order Management

[ _) Purchase Requisition Management

B Approve Purchase Requisitions

B Modify Internal Transfer Purchase Reguisition
3 Modify Internal Transfer Types
3

& Modify Purchase Requisition
B Process Internal Transfer Purchase Requisition

Step
To delete an Menu | Modify Open Purchase Requisition
existing open

purchase requisition,

gnter/selgct T
information as R00000T3 (@]
avatlable.
. . I
Click Find [

[ G
|

[ @
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Step
To delete the open menu | Modify Open Purchase Requisition
purChase reqUiSition Search  Details | Account Distribution | Notes | Authorized Purchaser | Approvals |

/ District: UNIFIED SCHOOL DISTRICT Fiscal Year: |2005 P.R. Mumber: |R0000073
CI ICk Delete- P.R. Type: |0- OPEN Expiration Date: [03/13/2005
P.R. Status: IN—PEW(NDTSUBMI‘I‘I‘ED FOR AF Primary Vendor: Fm

P.R. Amount: |4,DDD 00 UNITED RENTALS
P.R. Description: |URIG\NAL x| Vendor Address: |1 [a]
Open P.O. Nbr. I m 36025 CATHEDRAL CANYON DRIVE, CATHEDRAL Cl
Category: [rrEQUr (&) Bill Ta Location: [BUSINESS 5vC[a] [Business Services
[RRT SUPPLESZEQUIPMENT Ship To Location: [viarerouse [a]] Warehouse

PR Requestor. [ Waorksite Location: 125 [&][PURCHASING DEPARTMENT

Approval List I Board Rpt. Desc:

P.R. Originator User ID: | | Instructions

Contact Phone Nbr: | Misc. Field 2

Update User ID: | [02r11r2005 2:07 AM inRev [V RevCmt [
& Print | & Save| ¥ Cancel|

NOTE: This will cancel the purchase requisition set the purchase
requisition status to “C”, cancelled to prevent any further
processing of this purchase requisition.

Step
Galaxy warning x|

prompts to confirm

the request to delete

Pleaze confirm your request to delete this Purchase Reguisition.

the Purchase ok |
Requisition.
Step
Confirmation 5I

message prompts to
verify purchase
requisition has been
cancelled
successfully.

The Purchase Requisition was cancelled successfully.

NOTE: The cancelled purchase requisition remains in the database
for future reference.
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Purchase Requisitions

Add a New Purchase Requisition

The Modify Purchase Requisition screen is used to create new purchase requisitions in
purchasing. The Purchase Requisition is the originating process. Purchase Requisition lines
carry forward in the system to create Purchase Orders, Receipts and Payments. Depending on
the options chosen for each District on the District Purchasing Options Screen, certain fields may
be required on the Details tab.

Step 1

From menu select M oer———
MOdIfy Purchase & _ ) Credential System - District

e e . # _ Financial System - County
Requlsltlon # _ Financial System - District
# _ Payroll System
& _y PersonneliPosition Control System
CI iCk O K =l _J Purchasing (Beta Test)
. ¥ _y Contract Management S h I
4 _ tem Catalog nty c OO s

@ _j Location Management t' S t
# _ Purchase Order Management n a Ion ys em
Izl _) Purchase Requisttion Management

& Approve Purchase Requisitions

B Modify Internal Transfer Purchase Requisition

@ Modify Internal Transfer Types

B Modify Open Purchase Requisition

3 Modify Purchase Requi ]
W3 Process Internal Transfer Purchase Requisition j

~ OK | % cancel|

Ll x

Step
To add a purchase Weni| Modify Purchase Requisition
requisition, select search | Detaits | Hems | Notes | Approvals |
Purchase Requisition -
County. |33—HIVERS\DE COUNTY ;l District: | UNIFIED SCHOOL DISTRIC:'

PrefIX\ Fiscal Year: | 2005 'I
\:"rchase Requisition Number: a]
If add itional fields Furchase Requisition Prefix: |R-FURCHASE REQUISITION j

- Purchase Requisition Status: I j
are selected they \{VI“ exmany vencor [——— &
populate the Details ship ToLocaion: | @
tab Waorksite Location: ’7@
' PR OriginatorUseriD:[
. Copy From
CI |Ck Add Purchase Requisition Number: [

#Add| S Find
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Step

Add detail
purchase requisition
information.

After desired
information has been
entered

Click Items tab.

menu | Modify Purchase Requisition

[pePT.#501110028004687 P.0. B0 €722, THE LAKE!
fpushess svel

fiamercuse [

-

NOTE: Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.

Step

To add line item(s)
to the purchase
requisition

Click Add Line.

Enter/Select
desired information
on the pop up
window.

Click Save—

menu | Modify Purchase Requisition

Add a P.R. Line Nbr.

PAPER

orverer | b
T — T

NOTE: “Edit Desc.” button prompts a pop up window to enter a
more detailed description of the item.
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Add a New Purchase Requisition

Step

To add a SACS
account string(s) to
the line item

Click Add Acct.

Enter SACS
account string(s)
information.

Required fields:
Fund

School
Resource

PY

Goal

Function

Object

Percent is shown
by default; the user
may enter an
Amount, making sure
to change the Percent
to “0”.

Menu | Modify Purchase Requisition

District: I UNIFIED SCHOOL DISTRICT

COFY PAPER 1.00

Fiscal Year: [2005
[ Show Description Edit Desc. | Discount Amt:|0 00 Pct:|0.000000

B00 REAM

PR Mumber: Fosooen Ao, Dist |

Freight Amt:|0.00 & Expand ¢ Close

0 oooo 8200 5RSE

Add Line | Add Acct.| AddEaC.| BxDup| f Delete]

0.00[1.000000

#§ save| % cancel

Step

To make changes
to the line item
description, place
cursor on the line

Click Edit Desc. —
Edit the

description in the pop
up window.

Click Save —— |

/j 1

Menu | Modify Purchase Requisition

DiEhkE UNFEL 0Py PAPER

[* Show Descriptioyp Edit Desc.
Hor, || o

FAPER o

iy
[
o3 .. >
x|
pet. Dist.
ld © Close

Lin= Hor.[ltem Name

03 a45 0000

e s s

/N. Save| % Cancel |

Add Line | AddAcct| AddFav.| EzDup| g Delete]

&% save| % Cancel|

NOTE: “Edit Desc.” button prompts a pop up window to enter a

more detailed description of

the item.
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Step
Click Save

This will start the
budget check process.

Continuous Budget Check

Requires Budget Check Before Submission

Menu | Modify Purchase Requisition

search | Details Ilem5|uu|a|nmmvm|

District: | UNIFED SCHOOL DISTRICT  Fiscal Year: [2005 P.R. Nurnber: [RD0DONEW Acct. Dist.

¥ Show Description Edit Desc.| Discount Amt:|0.00 Pct:[0.000000 | Freight Amt:|0.00

B00 REAM

03 845 0000 0 oooo 8200 5RSE DDDlW naoonn

Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|

Depending on the Budget Check option chosen on the District
Purchasing Options Screen, one of the following processes will go
into effect.

If the “continuous budget check” district option is enabled, the
Save button logic will check the financial ledgers to determine if
there are sufficient funds for all line item account strings. If not, a
warning message will be displayed listing the account strings that
have insufficient funds. This is only a warning; the user may
continue their data entry.

If the screen edits are passed successfully, the purchase requisition
is saved to the database and a message is displayed asking the user
if the purchase requisition should be sent to the approval process.
If the “require budget check before submission” district option is
enabled, the Save button logic will check the financial ledgers to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the list of approvers will be
built based on the step and extended approval parameters
(purchase requisition status will be set to “S” (submitted for
approval)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.
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No Approvals

If no approvals are necessary (purchase requisition status will be
set to “A” (approved)), the financial ledgers will be checked to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the account strings will be
encumbered. If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.

If the user does not have sufficient user security privileges to
override the budget check, the purchase requisition status will be
set to “B” (approved, but budget override required).
Subsequently, a user may use the Modify Purchase Requisition
screen to re-save the purchase requisition to perform another
budget check. If there are sufficient funds, the account strings will
be encumbered (purchase requisition status will be set to “A”
(approved)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges (purchase requisition
status will be set to “A” (approved)).

Step
“Submit for X

Approval?” warning

message prompts

Submit for Approval?

Yez | No |
Click Yes.
Step
System will ﬂl Modify Purchase Requisition
generate a purChase Search | Details ltems | Notes | Approvals |
requisition number.—| — TSR recaven BT A e TR Acet.Dist.

¥ Show Description Edit Desc.| Discount Amt:|0.00 Pct:[0.000000 | Freight Amt:|0.00 (v Expand { Close

Click Notes tab

=000l |PAPER COFY PAPER 1.00 B00 REAM

03 845 0000 0 oooo 8200 5RSE 0.00 1.000000 533

Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|
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Step

To select a
previously defined
Internal/External
note(s)

Click Attach,\
or

Manually enter
Internal/External

Menu | Modify Purchase Requisition

Search | Details | ltems Mole5|nppmvm|

District: I UNIFEED SCHOOL DISTRICT Fiscal Year: |2005 P.R. Mumber: |[RO000081
Internal External

- Attach Y & Attach

note(s). #% save| % Cancel|
Click Save o I
NOTE: External notes will print on purchase requisitions and
purchase orders, internal notes will not.
Step
Click the menu | Modify Purchase Requisition

Approvals tab to view
approvals associated
to this purchase
requisition

No changes can be
made on this tab.

search | Details | items | notes Awm\r&'

District: I UNIFED SCHOOL DISTRICT Fiscal Year: |2005 P.R. Mumber: |R00000&1

0001 DIR_RISK 0341542005 10:06 &M
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Add a New Purchase Requisition using Account Distribution

A feature available on the Modify Purchase Requisition screen is the ability to apply account
distribution to line items. If all line items on the new contract will be funded by the same
account string(s) the user may set up the account distribution. As a line item is added it will
automatically populate the funding with the account string(s) entered into the account
distribution pop up window.

Step 1

From Menu Select M e
MOdIfy PUfChase # _ ) Credential System - District

. . & _ ) Financial System - County
ReqU|S|t|0n % _j Financial System - District

& _ Payroll System

& _y PersonneliPosition Control System
= _ ) Purchasing (Beta Test)

CIiCk OK. # _| Contract Management nty Schools

# _ tem Catalog
# _) Location Management t' S t
# _ Purchase Order Management n a Ion ys em
i=l _) Purchase Requisition Management
B Approve Purchase Requisitions
B Modify Internal Transfer Purchase Reguisition
B Modify Internal Transfer Types
3 Modify Open Purchase Requisition

w3 Modify Purchase Requis
B Process Internal Transfer Purchase Requisition j

« OK| % Cam:all

Ll

Step
To add a purchase Menu| Modify Purchase Requisition

reqUiSition, select Search | Details | items | Notes | Approvals |

Purchase Requisition_|

P f County: |23 - RVERSDE COUNTY | District: [ UNIFIED SCHOOL DISTRIC 7]
re IX' Fiscal Year: | 2005 'I
Purchase Requisition Mumber: [a]
If add itional -ﬁelds Purchase Requisition Prefix; |R-FURCHASE REQUISITION j

. Purchase Requisition Status: | |
are selected they \{Vlll =
populate the Details ship To Location: [ @
tab Worksite Location: [a]
' P.R. Originator User ID:
. Copy From
CI |Ck Add Purchase Requisition Mumber: [a]

# Add| Sp Find
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Step

Add detail
purchase requisition
information.

After desired

information has been
entered

Click Items tab.

menu | Modify Purchase Requisition

[pePT.#501110028004687 P.0. B0 €722, THE LAKE!
fpushess svel

fiamercuse [

-

room

NOTE: Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.

Step
Click Acct. Dist. |

menu | Modify Purchase Requisition

Line Nbr. |IlEn'| Name Jescription ‘Duanlit},\‘ Unit Pli-:el LA |
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Step

To add, default
account distribution
for all line items

Click Add.

Enter SACS
account string(s)
information.

Required fields:
Fund

School
Resource

PY

Goal

Function

Object

Click Save

District:

Meﬂu| Modify Purchase Requisition

Search | Details nmlmnﬁlmpmvdsl

. P.R. Number: |RDDDDha
¥ Show Descriptio
esoLice

. Add| AddFav.| BaDup | "fDelete| A Save| % Cancel _>IL|

Add Line | Add Acct| AddFav.| B2Dup | f Delete] &) Save| % Cancel|

x| .
Acct. Dist. |

jew
Expand ( Close

nount | Total & F|'||:||_=

NOTE: Clicking the Account Distribution button will popup a

window to enter the default account distribution for all line
items. The account string percentage is entered as default
(the total for all account strings entered in this window
must equal 100% or 0%), each line item will be split
funded according to the respective percentage. The
account string percentage may also be set to 0 for all
account strings to establish default funding for all line
items without automatically calculating the split funding
amounts. Account strings entered in this popup window
will go through the account validation routine. Clicking
the Save button will close the popup window and apply the
account distribution to the line items by multiplying the
account string percentage times the total line item amount.
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Step
To add line item(s)
to the purchase menu | Modify Purchase Requisition
rQQUiSition Search | Detais  ltems | Notes | Approvals |
. . Distict [ Ui
Click Add Line. [7 Show Description Edit De: Line Nbr. ltlem Name
Ling Mbr. |ltem Mame |0001 PAPER (4l
Description
Enter/Select [coPy PAPER it Desc.|
desired information I | CETE
on the pop up Foscount [ Freignt [ Table
window. /t. Save| % Cancel
. I
Click Save — |
Add Line | AddAcct| AddFav.| EaDup| f Delete] & save| ¥ Cancel|

NOTE: “Edit Desc.” button prompts a pop up window to enter a
more detailed description of the item.

Step

Verify line item(s) _menu| Modify Purchase Requisition
are populated with the Search | Details  ems | Notes | Approvals | -
defau It a.CCOUﬂt District: | UNFED SCROOLDSTRICT  Fiscal Year: 2005 PR Numper: [Roooovew  Acct. Dist.
distribution. 7 Show Description Edit Desc. | Discount Amt[0.00 Pet[0.000000 | Freight Amt[0.00 T o ) Clos

B =00 PAPER COPY P&PER 1.00 5.00 REAM 500 ¥ 0.33 5.39
Percent is shown JscroollFeiouce L P | ioa T cton ] Dbiect ] l \ !
03 845 ooan o 0000 200 5856 DDUIT 000000

by default; the user
may enter an
Amount, making sure
to change the Percent
to “0”.

Add Line | AddAcct| AddFav.| EaDup| f Delete] &% Save| X Cancel|

NOTE: By default all lines will be shown expanded. Select Close
to hide account information for all line items.
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Step
To make changes ﬂl Modify Purchase Requisition
to the line item Search | Details  ltems | Hotes | Approvals |
description, place N
cursor on the line, - Stow Descriptigay,Edit Desc. |
[ Lin= *tir, {item Name D4
Click Edit Desc.— | R
Edit the —
description in the pop
up window. /P!'Sa\'le| 80ancal|
Click Save — | aud Line | AddAcct.| AddFav.| 2zDup|  f Delete| &% save| % Cancel
NOTE: “Edit Desc.” button prompts a pop up window to enter a
more detailed description of the item.
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Step
Click Save

This will start the
budget check process.

Continuous Budget Check

Requires Budget Check Before Submission

Menu | Modify Purchase Requisition

search | Details Ilem5|uu|a|nmmvm|

District: | UNIFED SCHOOL DISTRICT  Fiscal Year: [2005 P.R. Nurnber: [RD0DONEW Acct. Dist.

¥ Show Description Edit Desc.| Discount Amt:|0.00 Pct:[0.000000 | Freight Amt:|0.00

B00 REAM

03 845 0000 0 oooo 8200 5RSE DDDlW naoonn

Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|

Depending on the Budget Check option chosen on the District
Purchasing Options Screen, one of the following processes will go
into effect.

If the “continuous budget check” district option is enabled, the
Save button logic will check the financial ledgers to determine if
there are sufficient funds for all line item account strings. If not, a
warning message will be displayed listing the account strings that
have insufficient funds. This is only a warning; the user may
continue their data entry.

If the screen edits are passed successfully, the purchase requisition
is saved to the database and a message is displayed asking the user
if the purchase requisition should be sent to the approval process.
If the “require budget check before submission” district option is
enabled, the Save button logic will check the financial ledgers to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the list of approvers will be
built based on the step and extended approval parameters
(purchase requisition status will be set to “S” (submitted for
approval)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.
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No Approvals

If no approvals are necessary (purchase requisition status will be
set to “A” (approved)), the financial ledgers will be checked to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the account strings will be
encumbered. If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.

If the user does not have sufficient user security privileges to
override the budget check, the purchase requisition status will be
set to “B” (approved, but budget override required).
Subsequently, a user may use the Modify Purchase Requisition
screen to re-save the purchase requisition to perform another
budget check. If there are sufficient funds, the account strings will
be encumbered (purchase requisition status will be set to “A”
(approved)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges (purchase requisition
status will be set to “A” (approved)).

Step
“Submit for X

Approval?” warning

message prompts

Submit for Approval?

Click Yes.
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Step

System will menu | Modify Purchase Requisition
generate a purchase
requisition number.—|

[poos”
-
| UnitPrice| UM

Step
To select a ﬂl Modify Purchase Requisition
previously defined
Internal/External
note(s) for the
purchase requisition

Click Attach,\
or
Manually enter

Internal/External
note(s).

Click Save

Step
Click the ‘menu| Modify Purchase Requisition
Approvals tab to view
approvals associated
to this purchase
requisition.

No changes can be
made on this tab.
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Add a New Purchase Requisition using Predefined Favorites for Account
Distribution

A feature available on the Modify Purchase Requisition screen is the ability to assign predefined
sacs account strings to the account distribution. Predefined SACS account string(s) (accounts
used most often by user) can be setup on the Modify User SACS Favorites screen. Once the
accounts are setup, whenever the user is entering account distribution (line items that will be
funded by the same account string(s)) they can select the “Add Fav.” button on the account
distribution pop up window and select their predefined account strings.

Step 1

From menu select | M oo —
MOdify Purchase # _) Credential System - District

. . & _ ) Financial System - County
ReqU|S|t|0n % _j Financial System - District

& _ Payroll System

& _y PersonneliPosition Control System
= _ ) Purchasing (Beta Test)

CIiCk OK. # _| Contract Management nty Schools

# _ tem Catalog
# _) Location Management t' S t
4 _ Purchase Order Management n a Ion ys em
i=l _) Purchase Requisition Management
B Approve Purchase Requisitions
B Modify Internal Transfer Purchase Reguisition
B Modify Internal Transfer Types
3 Modify Open Purchase Requisition

«3 Modify Purchase Requi ]
B Process Internal Transfer Purchase Requisition j

o+ OK| % Cam:all

FY

Step
To add a purchase Menu| Modify Purchase Requisition

reqUiSition, select search | Details | iems | Notes | approvals |

Purchase Requisition__|

P f County: |23 - RVERSDE COUNTY | District: [ UNIFIED SCHOOL DISTRIC 7]
' Fiscal Year: [2005 =]
Purchase Requisition Mumber: [&]
Purchase Requisition Prefix: IR—FURCHASE REQUISITION j

If additional fields

. Purchase Requisition Status: | |
are selected they WI|| =
populate the Details ship To Location: [ @
tab Worksite Location: [a]
' P.R. Originator User ID:
. Copy From
CI |Ck Add Purchase Requisition Mumber: [a]

# Add| Sp Find
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Step
Add detail menu | Modify Purchase Requisition

purchase requisition

information.

After desired
information has been

[DEPT. 0111025004657 P.0_BOX 6722, Tr LAKE!
entered [pusness sVl

[warenouse (o
Click Items tab. oo [[scuavaceieT

NOTE: Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.

Step
Click Acct. Dist— menu | Modify Purchase Requisition

Line Nbr. |IlEn'| Name Jescription ‘Duanlit},\‘ Unit Pli-:el LA |
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Step
To add default ﬂl Modify Purchase Requisition
account distribution Search | Detals ftems | Notes | Approvals |
for all line items S|
. District: [
using a user’s 7 Show Deserprior o
predefined SACS e e
account string(s)
Click Add Fav. —_|
\\
J mm Fav.| BxDup| "fDelete| s Save| ¥ Cancell | _";I
Add Line | AddAcct| AddFav.| EzDup| f Delete] & save| ¥ Cancel
Step
To select the ‘menu| Modify Purchase Requisition
user’s predefined searcn | Details ltems | Notes | Approvais |
SACS account Y |_
Strlng(s) for the [7 show Descriptior E m School HE‘EI:\IJII:E',?W Fur'u:h-:-n’m[’lezcmphﬂn
default account @@ 03 845 oooo a 0000 8200 5856 RENTALS
distribution,
Highlight each
account string row oK |  Gancel
from the pop up —
window J "f Deiete| b Save| % Cancel | | _»ILI
. /ﬂ| Add Acct| AddFav.| EsDup| f Delete| &) Save| X Cancel|
Click OK. — |
Or

Double clicking on
each account string
row will
automatically add it
to the account
distribution.

© Riverside County Office of Education. All Rights Reserved. 7/6/04 Page 119



DRAFT Galaxy Purchasing Purchase Requisitions v1.0.0

Add a New Purchase Requisition using Predefined Favorites for Account Distribution

Step

Click Save\

M| Modify Purchase Requisition

Line Mbr, [Item Neme

Step

To add line item(s)
to the purchase
requisition

Click Add Line.

Enter/Select
desired information
on the pop up
window.

Click Save.— |

Menu | Modify Purchase Requisition

Add a P.R. Line Nbr. |
Line Mbr. _I PAPER
COPY PAPER
REA (o

NOTE: “Edit Desc.” button prompts a pop up window to enter a
more detailed description of the item.
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Step

Verify line item(s)
are populated with the
default account

Menu | Modify Purchase Requisition
search | Details Ihmvs'mm|nmmvm|

District: | UNFED SCHOOL DISTRICT  Fiscal Year: [2005 P.R. Mumber: [RODDONEW Acct. Dist.

distribution. |7 Show Description _Edit Desc. FreightAME000 || et (= Close
COFY PAPER 500 REAM -
T5zhoo [Resource | PY | Goa | Fucion| Dbict | ! ! |
03 845 ooon 0 0000 8200 5856 DDDlW 000000
Add Line | Add Acct.| AddFav.| B3Dup|  f Delete] &% save| % Cancel
NOTE: By default all lines will be shown expanded. Select Close

to hide account information for all line items.

Step

To make changes
to the line item
description, place
cursor on the line

Click Edit Desc.—
Edit the
description in the pop

up window.

Click Save — |

Menu | Modify Purchase Requisition

searcn | Details ltems | notes | approvals |

Lz UNIFEL TC 0Py PAPER

¥ Show Descriptiogy, Edit Desc.

/yr. Sm’m| x Cam:al|

Add Line | Add Acct.| AddFav.| E3Dup| f Delete] &) save| % Cancel|

NOTE: “Edit Desc.” button prompts a pop up window to enter a
more detailed description of the item.
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Step
Click Save

This will start the
budget check process.

Menu | Modify Purchase Requisition

search | Details Ilem5|uu|a|nmmvm|

District: | UNIFED SCHOOL DISTRICT  Fiscal Year: [2005 P.R. Nurnber: [RD0DONEW Acct. Dist.

¥ Show Description Edit Desc.| Discount Amt:|0.00 Pct:[0.000000 | Freight Amt:|0.00

B00 REAM

03 845 0000 0 oooo 8200 5RSE DDDlW naoonn

Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|

Depending on the Budget Check option chosen on the District
Purchasing Options Screen, one of the following processes will go
into effect.

Continuous Budget Check

If the “continuous budget check” district option is enabled, the
Save button logic will check the financial ledgers to determine if
there are sufficient funds for all line item account strings. If not, a
warning message will be displayed listing the account strings that
have insufficient funds. This is only a warning; the user may
continue their data entry.

Requires Budget Check Before Submission

If the screen edits are passed successfully, the purchase requisition
is saved to the database and a message is displayed asking the user
if the purchase requisition should be sent to the approval process.
If the “require budget check before submission” district option is
enabled, the Save button logic will check the financial ledgers to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the list of approvers will be
built based on the step and extended approval parameters
(purchase requisition status will be set to “S” (submitted for
approval)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.
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No Approvals

If no approvals are necessary (purchase requisition status will be
set to “A” (approved)), the financial ledgers will be checked to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the account strings will be
encumbered. If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.

If the user does not have sufficient user security privileges to
override the budget check, the purchase requisition status will be
set to “B” (approved, but budget override required).
Subsequently, a user may use the Modify Purchase Requisition
screen to re-save the purchase requisition to perform another
budget check. If there are sufficient funds, the account strings will
be encumbered (purchase requisition status will be set to “A”
(approved)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges (purchase requisition
status will be set to “A” (approved)).

Step

“Submit for
Approval?” warning
message prompts

Click Yes.

Approval x|

Submit for Approval?

Step

System will
generate a purchase —
requisition number.

Click Notes tab

Menu | Modify Purchase Requisition

search | Details IleInS|uu|a|Ammvm|

Acct. Dist.

¥ Show Description Edit Desc.| Discount Amt:|0.00 Pct:[0.000000 | Freight Amt:|0.00 (v Expand { Close

District: I UNIFEED SCHOOL DISTRICT Fiscal Year: |2005 P.R. Mumber: |R0000083

=000l |PAPER COFY PAPER 1.00 B00 REAM

0 oooo 8200 5RSE 0.00 1.000000 533

03 845 0000

Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|
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Step
To select a
previously defined

Menu | Modify Purchase Requisition

Search | Details | ltems Mole5|nppmvm|

I nternal/EXternal District: | UNFED SCHOOL DISTRICT  Fiscal Year: [2005 PR Number: [R0000083
note(s) for the Internal External
purchase requisition

Click Attach,

\
\

o R

Manually enter & Attach \@mm
Internal/External &) save| 3 Cancel|
note(s).

Click Save NOTE: External notes will print on purchase requisitions and

purchase orders, internal notes will not.

Step

Click the menu | Modify Purchase Requisition

Approvals tab to view
approvals associated
to this purchase
requisition.

No changes can be
made on this tab.

search | Details | items | notes Awm\r&'

District: |30—DESERT5APDG UNIFED SCHOOL DISTRICT Fiscal Year: |2005 P.R. Mumber: |R0000083

0001 DIR_RISK 03A15/20051:27 PM
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Add a New Purchase Requisition using Predefined Favorites

A feature available on the Modify Purchase Requisition screen is the ability to assign predefined
sacs account strings to line item(s). Predefined SACS account string(s) (accounts used most often
by user) can be setup on the Modify User SACS Favorites screen. Once the accounts are setup,
the user may assign their predefined SACS account strings to the line items entered on the Items
tab by selecting the “Add Fav.” button.

Step 1

From menu select | Mo ——
MOdIfy Purchase % _) Credential System - District

# _ Financial System - County

ReqUiSition # _ ) Financial System - District

H _ ) Payroll System

Ll x

# _ PersonnelPosition Control System
= _ Purchasing (Beta Test)

Click OK. # _j Contract Management nty Schools

# _ tem Catalog
# _ Location Management 3
# _) Purchase Order Management natlon SYStem
I=l _) Purchase Requisition Management
& Approve Purchase Requisitions
B Modify Internal Transfer Purchase Requisition
B Modify Internal Transfer Types
@ Modify Open Purchase Requisition

> Modify Purchase R |
B Process Internal Transfer Purchase Requisition d

« OK| ¥ Cam:all

Step

To add a purchase _
requisition, select, search | petais | ems | Notes | Approvais |
Purchase Requisition-

Prefi County: |23 - RVERSIDE COUNTY || District: | UNIFED SCHOOL DISTRIC v |
) Fiscal Year: [2005 ~|
Purchase Requisition Number: [
Purchase Requisition Prefix: | R - PURCHASE REQUISTION v

If additional fields

iMenu| Modify Purchase Requisition

- Purchase Requisition Status: | |
are selected they will eetmany vencor [ ——— (&
populate the DetaI|S Ship To Location: | [&]
tab Waorksite Location: ’7@
' P.R. Originator User ID ’7
- Copy From
CI |Ck Add Purchase Requisition Number: [&]

% Add| Sp Find
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Step

Add detail
purchase requisition
information.

After desired
information has been
entered

Click Items tab.

menu | Modify Purchase Requisition

[pePT.#501110028004687 P.0. B0 €722, THE LAKE!
fpushess svel

fiamercuse [

-

NOTE: Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.

Step

To add line item(s)
to the purchase
requisition

Click Add Line.

Enter/Select
desired information
on the pop up
window.

Click Save.— |

menu | Modify Purchase Requisition

Add a P.R. Line Nbr.

PAPER

orverer | b
T — T

NOTE: “Edit Desc.” button prompts a pop up window to enter a
more detailed description of the item.
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Step

To add a user’s
predefined SACS
account string(s) to
the line item(s)

Click Add Fav.
\

Highlight each
account string row
from the pop up
window

Click OK.
Or

Double clicking on
each account string
row will
automatically add it
to the line item.

Menu | Modify Purchase Requisition

District: |
¥ Show Description | i
0000 8200

245 0

Select an Account
OLIC

5856 REMNTAL:

5

0001 |PAPER

« 0K | ¥ Cancel
Add Line | Add Acct.|" AddFav.| BaDup | f Delete] &% save| % Cancel

Step

Verify line item(s)
are populated with the
default account
distribution.

Menu | Modify Purchase Requisition

District: | Fiscal Year: [2005
I Show Description Edit Desc.| Discount Amt:[0.00 Pct:[0.000000

UNIFED SCHOOL DISTRICT

=0001  PAPER COPY PAPER

1.00

500 REAM

o
P.R. Number: [RO00ONEW Acct. Dist.

Freight Amt: |0.00 & Expand (" Clos

500 Y 0.3 5.2

03 a45 0000 0 oooo 8200 RRAE

Add Line | AddAcct| AddFav.| EzDup| g Delete]

0.00[1.000000

&% save| % Cancel|

NOTE: By default all lines will be shown expanded. Select Close-

to hide account information for all line items.
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Step
To make changes ﬂl Modify Purchase Requisition
to the line item Search | Details  ltems | Hotes | Approvals |
description, place o ﬁ x|
cursor on the line 7 Show Descriniogy, Edit Desc. | '
Lin=*or HTEm Nare EI
. . |_—T[=oom [P oo
Click Edit Desc. —| T
Edit the —
description in the pop
up window. /P"Sﬂ\“i' % Cancel|
Click Save — | aud Line | Add Acct.| AddFav.| BsDup| f Delete| &% Save| % Cancel
NOTE: “Edit Desc.” button prompts a pop up window to enter a
more detailed description of the item.
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Step
Click Save

This will start the
budget check process.

Continuous Budget Check

Requires Budget Check Before Submission

Menu | Modify Purchase Requisition

search | Details Ilem5|uu|a|nmmvm|

District: | UNIFED SCHOOL DISTRICT  Fiscal Year: [2005 P.R. Nurnber: [RD0DONEW Acct. Dist.

¥ Show Description Edit Desc.| Discount Amt:|0.00 Pct:[0.000000 | Freight Amt:|0.00

B00 REAM

03 845 0000 0 oooo 8200 5RSE DDDlW naoonn

Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|

Depending on the Budget Check option chosen on the District
Purchasing Options Screen, one of the following processes will go
into effect.

If the “continuous budget check” district option is enabled, the
Save button logic will check the financial ledgers to determine if
there are sufficient funds for all line item account strings. If not, a
warning message will be displayed listing the account strings that
have insufficient funds. This is only a warning; the user may
continue their data entry.

If the screen edits are passed successfully, the purchase requisition
is saved to the database and a message is displayed asking the user
if the purchase requisition should be sent to the approval process.
If the “require budget check before submission” district option is
enabled, the Save button logic will check the financial ledgers to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the list of approvers will be
built based on the step and extended approval parameters
(purchase requisition status will be set to “S” (submitted for
approval)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.
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No Approvals

If no approvals are necessary (purchase requisition status will be
set to “A” (approved)), the financial ledgers will be checked to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the account strings will be
encumbered. If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.

If the user does not have sufficient user security privileges to
override the budget check, the purchase requisition status will be
set to “B” (approved, but budget override required).
Subsequently, a user may use the Modify Purchase Requisition
screen to re-save the purchase requisition to perform another
budget check. If there are sufficient funds, the account strings will
be encumbered (purchase requisition status will be set to “A”
(approved)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges (purchase requisition
status will be set to “A” (approved)).

Step

“Submit for x
Approval?” warning .

Submit for Approval?
message prompts
Yes | No |

Click Yes.
Step

System will ﬂl Modify Purchase Requisition

generate a purchase —
requisition number.

Click Notes tab

search | Details IleInS|uu|a|Ammvm|

y -
District: | UNFED SCHOOL DISTRICT  Fiscal Year: [2005 P.R. Number: [R0000084 Acct. Dist.

¥ Show Description Edit Desc.| Discount Amt:|0.00 Pct:[0.000000 | Freight Amt:|0.00 (v Expand { Close

=000l |PAPER COFY PAPER 1.00 B00 REAM

03 845 0000 0 oooo 8200 5RSE 0.00 1.000000 533

Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|
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Step

To select
previously defined
Internal/External
note(s) for the
purchase requisition

Click Attach,\
or

Manually enter
Internal/External

Menu | Modify Purchase Requisition

Search | Details | ltems Mole5|nppmvm|

District: I UNIFEED SCHOOL DISTRICT Fiscal Year: |2005 P.R. Mumber: |R0000084
Internal External

& Attach

¥ Save| X Cancel[

note(s).
Click Save NOTE: External notes will print on purchase requisitions and
purchase orders, internal notes will not.
Step
Click the menu | Modify Purchase Requisition

Approvals tab to view
approvals associated
to this purchase
requisition.

No changes can be
made on this tab.

search | Details | items | notes Awm\r&'

District: I UNIFED SCHOOL DISTRICT Fiscal Year: |2005 P.R. Mumber: |R00000284

0001 DIR_RISK 0341542005 3:39 PM
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Add a New Purchase Requisition Copying from a Purchase Requisition

A feature available on the Modify Purchase Requisition screen is the ability to create a new
purchase requisition from an existing purchase requisition using the “Copy From” feature. The
purchase requisition will be pre-filled with data from the existing purchase requisition selected,
which may be modified as necessary.

Step 1
N " - ar -
From menu select 2 TTrT——— £
M Od ify Pu rchase # _ Credential System - District ;I
ey # _ Financial System - County
Requlsltlon # _ Financial System - District
# _j Payroll System
i _j PersonnelPosition Control System
- = _ Purchasing (Beta Test)
CI ICk OK. i _j Contract Management nty Schools
[ _j ttem Catalog
# _ Location Management H
& _j Purchase Order Management natlon System
=l _j Purchase Requisition Management
D Approve Purchase Requisttions
B Modify Internal Transfer Purchase Reguisition
B Modify Internal Transfer Types
3 Modify Open Purchase Reguisition
2 liodiy Purchase Requist |
B Process Internal Transfer Purchase Requisition LI
o OK ] ¥ Cancel
Step
Select Purchase _menu| Modify Purchase Requisition
Requisition Prefix. ~ Search | petais | tems | Motes | Approvals |
E /S | County: |23 - RVERSDE COUNTY | District: [ UNIFED SCHOOL DISTRIC |
nter e eCt a_ R Fiscal Year: (2005 'I
PurChaSG RGQUISIUOH Purchase Requisition Mumber: [&]
Number Purchase Requisition Prefix: | R - PURCHASE REQUISTION v/
Purchase Requisition Status: | j
Primary Vendor: [a]
CI |Ck Add Ship To Location: (a]
Worksite Location: [ (4]
PR OrginatorUserio: [
Copy From
Purchase Requisition Mumber: [R0000081  [4]
# Add| Sp Find
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Step
Verlfy and make menu | Modify Purchase Requisition
necessary ChangeS on Search  Details | ltems | Hotes I Approvals | e
the Detalls tab’ Items District: UNIFED SCHOOL DISTRICT  Fiscal Year: [2005 P.R. Number: [R000ONEW " f Delete
tab and NOtes tab PR Type: [N-NORMAL Date Due: 0411472005
P.R. Status: [N - NEW (NOT SUBMITTED FOR Af PrimaryVendor [17¢30 (&I
P.R. Amount: [5.38 [sTarLES
Category: |OFFICE (a] VendorAddress: [T (&
[oFFICE suPPLY [DEPT. #801110028004687 P.0. BOX 6722, THE LAKES
P.R Requestor: | Bill T Location: [FUSINESS 5ve (4] [Business Services
Approval List: (4] Ship To Location: [waReHoUSE  [A]] Warehouse
P.R. Originator User ID: Worksite Location: |01 |Z||RL€.K MANAGEMENT
| Board Rpt. Desc: |
Contact Phone Nbr: Instructions: |
Update User ID: Misc. Field 2. |
Update Timestamp: [03r52005 4200 mRev W Revemt|[
& Print_| & Save| ¥ Cancel|

e The new purchase requisition is pre-filled with data from the
existing purchase requisition, which may be modified as
necessary

¢ Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.

¢ Regardless of which tab you are currently working on, if you
click save or cancel it will save or cancel all changes made to
that point.
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Step

After all necessary
changes have been
made

Click Save.

This will start the

budget check process.

Menu | Modify Purchase Requisition

Search | Details ~ltems | Notes | Approvals |

District: | UNIFED SCHOOL DISTRICT  Fiscal Year: [2005 P.R. Nurnber: [RD0DONEW Acct. Dist.

¥ Show Description Edit Desc.| Discount Amt:|0.00 Pct:[0.000000 | Freight Amt:|0.00

B00 REAM

0.00[1.000000

Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|

Depending on the Budget Check option chosen on the District
Purchasing Options Screen, one of the following processes will go
into effect.

Continuous Budget Check

If the “continuous budget check” district option is enabled, the
Save button logic will check the financial ledgers to determine if
there are sufficient funds for all line item account strings. If not, a
warning message will be displayed listing the account strings that
have insufficient funds. This is only a warning; the user may
continue their data entry.

Requires Budget Check Before Submission

If the screen edits are passed successfully, the purchase requisition
is saved to the database and a message is displayed asking the user
if the purchase requisition should be sent to the approval process.
If the “require budget check before submission” district option is
enabled, the Save button logic will check the financial ledgers to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the list of approvers will be
built based on the step and extended approval parameters
(purchase requisition status will be set to “S” (submitted for
approval)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.
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No Approvals

If no approvals are necessary (purchase requisition status will be
set to “A” (approved)), the financial ledgers will be checked to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the account strings will be
encumbered. If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.

If the user does not have sufficient user security privileges to
override the budget check, the purchase requisition status will be
set to “B” (approved, but budget override required).
Subsequently, a user may use the Modify Purchase Requisition
screen to re-save the purchase requisition to perform another
budget check. If there are sufficient funds, the account strings will
be encumbered (purchase requisition status will be set to “A”
(approved)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges (purchase requisition
status will be set to “A” (approved)).

Step
“Submit for X

Approval?” warning

message prompts

Submit for Approval?

Yes | No |
Click Yes.
Step
System will menu | Modify Purchase Requisition
generate a purChase - Search | Details ltems | Notes | Approvals |

requisition number.

y .
District: [0 - DESERT SANDS UNIFED SCHOOL DISTRICT  Fiscal Year: [2005 P.R. Number: [R000002S Acct. Dist.
[ Show Description Edit Desc.| Discount Amt:|0 00 Pct:|0.000000 Freight Amt: |0.00 (v Expand { Close

=000l |PAPER COFY PAPER 1.00 B00 REAM

03 845 0000 0 oooo 8200 5RSE 0.00 1.000000 533

Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|
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Modify an Existing Purchase Requisition
The Modify Purchase Requisition screen allows the user to edit an existing purchase requisitions.

Step 1

From Menu select | oo 50
Modify Purchase 8 o Gy
« m,s # _ Financial System - Counl
ReqU|S|t|0n # _j Financial System - District

_ | Payroll System

_) PersonnelPosition Control System
- =l _j Purchasing (Beta Test)

CIICk OK. # _ Contract Management

_) tem Catalog

_| Location Management
_J Purchase Order Management

(= _) Purchase Requisition Management

& Approve Purchase Requisitions

B Modify Internal Transfer Purchase Requisition
B Modify Internal Transfer Types

@ Modify Open Purchase Requisition

v,

B Process Internal Transfer Purchase Requisition

Step

To edit an existing menu | Modify Purchase Requisition
purchase requisition,
enter/select
- .
mfo_rmatlon as |
available. Roooooes al

Click Find
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Step

Edit purchase
requisition detail
information if
necessary.

Click Items tab

Menu | Modify Purchase Requisition

Search  Details | ltems | Hotes I Approvals |

E = z
District UNIFED SCHOOL DISTRICT  Fiscal Year: [2005 P.R. Number: [R0000025 _f Delete

P.R. Type: |N- NORMAL
P.R. Status: |S- SUBMITTED FOR APPROVAL

P.R. Amount: |5.2%

Category: |OFFICE [&]

[oFFice suPPLY

P.R. Requestor: [
Approval List a]
P.R. Originator User ID:

Contact Phone Nbr:

Update User ID
Update Timestamp: [03/16/2005 8:45 AN

& Print J

Diate Due: [04/15/2005
Primary Vendor [17430 [a]

[sTarLES

Vendor Address: |1 [a]

|DEF‘T. #501110028004687 P.0. BOX 8722, THE LAKES

Bill To Location: [EUSNESS Sve[A][Business Services
Ship To Location: |WAREHOIJ5E ml ‘Warehouse
Worksite Location: |01 |Z||RL€.K MANAGEMENT

Board Rpt. Desc: |
Instructions: |
Misc. Field 2 |

In Rev: er Rev Cmt
& Save| ¥ Cancel|

NOTES:

o With certain exceptions, any modifications to data on this tab
will reinitiate the approval process (purchase requisition status
will be set to “N”” (new — not submitted for approval)).

¢ Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.

e Click the print button to print all open purchase order data from
all tabs.

¢ Regardless of which tab you are currently working on, if you
click save or cancel it will save or cancel all changes made to
that point.
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Step
Edit data menu | Modify Purchase Requisition
associated to the Search | Detats Hems | Notes | Approvals |

existing line item(s)

District: | UNIFED SCHOOL DISTRICT  Fiscal Year: [2005 P.R. Number: [R0000085 Acct. Dist.

as necessary. " Show Description | Edit Desc.| DiscountAmt[000 | Pe|0000000 | FrelohtAmE[000 | | Ewmand ~ Close

=000l |PAPER COFY PAPER 1.00 B00 REAM 00 v 033 f33

03 845 0000 0 oooo 8200 5RSE 0.00 1.000000 533

Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel

NOTES:

e Any modifications to data on this tab will reinitiate the approval

process (purchase requisition status will be set to “N” (new —
not submitted for approval)).

e Regardless of which tab you are currently working on, if you
click save or cancel it will save or cancel all changes made to

that point.
Step
To add new line menu | Modify Purchase Requisition
item(S)tO an eXiSting search | Detals  ltems | Notes | Approvals |

purchase requisition T e e
[¥ Show Description Edit De: Line Nbr. Itern Name
1 1 ine b [ltern Name: |0002 Pens |
Click Add Line. e [
[PENS BLACK Edit Desc. |
03 845 0000 Quan
Enter/Select e T TE— T
dESIFGd InfOI'matlon [ Discount [ Freight [ Taxable
on pop up window. I save| % Cancel
Click Save — ||
AddLine | AddAcct| AddFav.| E2Dup| " Delete] &) Save| X Cancel|
To duplicate an
existing line item - ” :
place cursor on that NOTE: “Edit Desc.” button prompts a pop up window to enter a
line and more detailed description of the item.

Click Dup.
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Step
To manually add a ﬂl Modify Purchase Requisition
SACS account
string(s) to the line =

item —
on ) Unit Price| L/

Click Add Acct.

PEMS BLACK

Enter SACS und | Sche e| P | Goal [ Funchion

account string(s)
information.

Required fields:
Fund

School
Resource

PY

Goal

Function

Object

Percent is shown -]
by default; the user
may enter an
Amount, making sure
to change the Percent
to “0”.
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Step
To add a user’s ﬂl Modify Purchase Requisition
predEfined SACS Search | Details ltems | Notes | Approvals |
account string(s) to a et |
line item
0000 8200 5856 REMTALS
=000 PAPER
Click Add Fav. [Furd | Schoal

\ = 000z ;‘i 0.7 o7
Highlight each \ : :

account string row « 0K | % Cancel %
from the pop up

window
Add Line | Add Acct [addFav. | EzDup | f Delete] &% save| % Cancel
Click OK.
Or

Double clicking on
an account string row
will automatically
add it to the line item.

Step
To make changes _menu| Modify Purchase Requisition
to the item Search | Details | ltems | Notes | Approvals | >
inti x|
description, plgce e —  Acct Dist
cursor on the line > Show Descriptiog £ view
[ Line ME-._iitem Name
. ; /0001 F‘AF‘
Click Edit Desc. — !
Edit the = 0002 PEMS n.ra nre
description in the pop "
i (N
up widow. /yt‘ Save| ¥ Cancel w
) -
Click Save — | Add Line | Add Acct.| AddFav.| E3Dup| f Delete] &) save| % Cancel|

NOTE: “Edit Desc.” button prompts a pop up window to enter a
more detailed description of the item.
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Step
Click Save

This will start the
budget check process.

Continuous Budget Check

Requires Budget Check Before Submission

Menu | Modify Purchase Requisition

search | Details Ilem5|uu|a|nmmvm|

District: | UNFED SCHOOL DISTRICT  Fiscal Year: [2005 P.R. Number: [R0000025 Acct. Dist.

¥ Show Description Edit Desc.| Discount Amt:|0.00 Pct:[0.000000 | Freight Amt:|0.00

=000 PAPER COFY PAPER

03 845 0000 0 oooo 8200 5RSE 0.00 1.000000 533

=000z PENS PEMS BLACK 1.00 000 O oo v 07 n7s

[iE] 845 o000 0 oooo =200 BBSE 0.00 1.000000

_— L

Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|

Depending on the Budget Check option chosen on the District
Purchasing Options Screen, one of the following processes will go
into effect.

If the “continuous budget check” district option is enabled, the
Save button logic will check the financial ledgers to determine if
there are sufficient funds for all line item account strings. If not, a
warning message will be displayed listing the account strings that
have insufficient funds. This is only a warning; the user may
continue their data entry.

If the screen edits are passed successfully, the purchase requisition
is saved to the database and a message is displayed asking the user
if the purchase requisition should be sent to the approval process.
If the “require budget check before submission” district option is
enabled, the Save button logic will check the financial ledgers to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the list of approvers will be
built based on the step and extended approval parameters
(purchase requisition status will be set to “S” (submitted for
approval)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.
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No Approvals

If no approvals are necessary (purchase requisition status will be
set to “A” (approved)), the financial ledgers will be checked to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the account strings will be
encumbered. If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.

If the user does not have sufficient user security privileges to
override the budget check, the purchase requisition status will be
set to “B” (approved, but budget override required).
Subsequently, a user may use the Modify Purchase Requisition
screen to re-save the purchase requisition to perform another
budget check. If there are sufficient funds, the account strings will
be encumbered (purchase requisition status will be set to “A”
(approved)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges (purchase requisition
status will be set to “A” (approved)).

Step
If any changes that worming x|
were made require re-
approval a Waming Changes have been made that require re-approval.
message will prompt Please confirm changes.

asking the user to
confirm changes.

No

Click Yes.
Step
“Submit for ﬂ

Approval?” warning
message prompts

Submit for Approval?

Click Yes.
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Step

Click the Notes tab
to modify the
Internal/External
note(s) for the
purchase requisition

Click Attach.\

Select from a
previously defined
note,

or

Manually enter
Internal/External

Menu | Modify Purchase Requisition

Search | Details | ltems Mole5|nppmvm|

District: |01 - DESERT COMMUNMY COLLEGE DISTRICT Fiscal Year: |2004 P.R. Mumber: |R0000002
Internal External

%gm‘ \yﬁAﬁach

¥ Save| X Cancel[

NOTES:

note(s). e External notes will print on purchase requisitions and purchase
orders, internal notes will not.
Click Save _ _ )
¢ Regardless of which tab you are currently working on, if you
click save or cancel it will save or cancel all changes made to
that point.
Step
Click the wenu | Modify Purchase Requisition

Approvals tab to view
approvals associated
to this purchase
requisition

No Changes can
be made on this tab.

Search | Details | items | Notes Approvnls'

District: |O1 - DESERT COMMUNITY COLLEGE DISTRICT Fiscal Year: [2004 P.R. Mumber: |HDDDDD02

Seq. Mbr. [Aliag 1D [UserlD  |[Employes Mame Approval Status |Update Timestamp Approval Comment
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Modify an Existing Purchase Requisition — Reapply Account Distribution

The Modify Purchase Requisition screen allows the user to reapply account distribution to
existing line items.

Step 1

From menu select N er———
Modify Purchase S e e
Requisition . Fnanca Sysiom - Ditic

_1 Payroll System

_| PersonneliPosition Control System
- =l _j Purchasing (Beta Test)

CIICk OK. _| Contract Management

_J ttem Catalog

# _ Location Management
_J Purchase Order Management

= _) Purchase Requisition Management
B Approve Purchase Requisitions
B Modify Internal Transfer Purchase Reguisition
B Modify Internal Transfer Types
b Modify Open Purchase R i
3 Modify [:

B Process Internal Transfer Purchase Requisition

Step
To edit an existing _menu| Modify Purchase Requisition
purchase requisition
enter/select
. -
qurmatlon as ]
available. RO0000E5  [&]

- - h
Click Find
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Step

Edit purchase
requisition detail
information if
necessary.

Click Items tab

Menu | Modify Purchase Requisition

Search  Details | ltems | Hotes I Approvals |

District: UNIFIED SCHOOL DISTRICT

P.R. Type: |N- NORMAL
P.R. Status: |S- SUBMITTED FOR APPROVAL

P.R. Amount. |16.17

Category: |OFFICE [&]

[oFFice suPPLY

P.R. Requestor: [
Approval List a]
P.R. Originator User ID:

Contact Phone Nbr:

Update User ID
Update Timestamp: [03/16/2005 11:01 Al

& Print J

E = B
Fiscal Year: [2005 P.R. Number: [R0000085 " f Delete

Diate Due: [04/15/2005
Primary Vendor [17430 [a]

[sTarLES

Vendor Address: |1 [a]

|DEF‘T. #501110028004687 P.0. BOX 8722, THE LAKES

Bill To Location: [EUSNESS Sve[A][Business Services
Ship To Location: |WAREHOIJ5E ml ‘Warehouse
Worksite Location: |01 |Z||RL€.K MANAGEMENT

Board Rpt. Desc: |
Instructions: |
Misc. Field 2 |

inRev [¥ RevCmt [NUMBER OF LINE HAS BEEN CHANE
& Save| ¥ Cancel|

NOTES:

o With certain exceptions, any modifications to data on this tab
will reinitiate the approval process (purchase requisition status
will be set to “N”” (new — not submitted for approval)).

¢ Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.

e Click the print button to print all open purchase order data from
all tabs.

¢ Regardless of which tab you are currently working on, if you
click save or cancel it will save or cancel all changes made to
that point.
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Step

To reapply/reset
the account
distribution for all
existing line item(s)

Click Acct. Dist.

menu | Modify Purchase Requisition

-
| UnitPrice| UM

PENS BLACK
e| P | Goal [ Funchion

NOTES:

e Any modifications to data on this tab will reinitiate the approval
process (contract status will be set to “N” (new — not submitted
for approval)).

e Regardless of which tab you are currently working on, if you
click save or cancel it will save or cancel all changes made to
that point.
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Step

Manually edit
existing default
account distribution—_|
in the pop up
window.

Or

Select an account —|
from the user’s
predefined sacs
account favorites to
reapply for the
account distribution
in the pop up
window.

Click Save

Required fields:
Fund

Meﬂu| Modify Purchase Requisition

—~—

Search | Details

ing tem Name
= 00m IF'AF‘EH
| Fund [ Schol

03

|1

=H0002  PEMS

03

Add Line | Add Acct| AddFav.| B2Dup | f Delete]

[Fund | Schol

Enter the Account Distribution Information
P.R. Number: IRDDDDD&S

Acct. Dist. |

v
apa\d("l:lose’

ez} 539

School |Resource | PY | Goal | Function | Object
03 1ER 00 o 1110 1000|4300 1.000000

845

7

Fm

&) Save| ¥ Cancel|

io.7a

845

4 Add| AddFav.| B2Dup | “g Delete| A Save| % Cancel|

NOTE:

Clicking the Account Distribution button will popup a
window to enter the default account distribution for all line
items. The account string percentage is entered as default
(the total for all account strings entered in this window
must equal 100% or 0%), each line item will be split
funded according to the respective percentage. The

School account string percentage may also be set to 0 for all
Resource account strings to establish default funding for all line
PY items without automatically calculating the split funding
Goal amounts. Account strings entered in this popup window
Function will go through the account validation routine. Clicking
Object the Save button will close the popup window and apply the
account distribution to the line items by multiplying the

Optional field: account string percentage times the total line item amount.
Percent
A warning

message will be x|

displayed asking the

user if they would e e L

like to continue with continue with these changes?

the changes.

Yes No

Click Yes
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Step

Verify account Menu | Modify Purchase Requisition
distribution
reallocation

NOTE: By default all lines will be shown expanded. Select Close
to hide account information for all line items.
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Step
Click Save

This will start the
budget check process.

Menu | Modify Purchase Requisition

search | Details Ilem5|uu|a|nmmvm|

District: | UNIFED SCHOOL DISTRICT ~ Fiscal Year: |2005
[ Show Description Edit Desc.| Discount Amt:|0.00 Pct:|0.000000  Freight Amt:|0.00

P&PER COFY PAPER

03 166 o001 o 1110 1000 4300 0.00 1.000000 533

=000z PENS PEMS BLACK 1.00 000 O oo v 07 n7s

03 166 ooa o 1110 1000 4300 0.00 1.000000 n.7s

L

=l 000

Add Line | AddAcct| AddFav.| EzDup| f Delete] &% save| % Cancel|

Depending on the Budget Check option chosen on the District
Purchasing Options Screen, one of the following processes will go
into effect.

Continuous Budget Check

If the “continuous budget check” district option is enabled, the
Save button logic will check the financial ledgers to determine if
there are sufficient funds for all line item account strings. If not, a
warning message will be displayed listing the account strings that
have insufficient funds. This is only a warning; the user may
continue their data entry.

Requires Budget Check Before Submission

If the screen edits are passed successfully, the purchase requisition
is saved to the database and a message is displayed asking the user
if the purchase requisition should be sent to the approval process.
If the “require budget check before submission” district option is
enabled, the Save button logic will check the financial ledgers to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the list of approvers will be
built based on the step and extended approval parameters
(purchase requisition status will be set to “S” (submitted for
approval)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.
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No Approvals

If no approvals are necessary (purchase requisition status will be
set to “A” (approved)), the financial ledgers will be checked to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the account strings will be
encumbered. If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.

If the user does not have sufficient user security privileges to
override the budget check, the purchase requisition status will be
set to “B” (approved, but budget override required).
Subsequently, a user may use the Modify Purchase Requisition
screen to re-save the purchase requisition to perform another
budget check. If there are sufficient funds, the account strings will
be encumbered (purchase requisition status will be set to “A”
(approved)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges (purchase requisition
status will be set to “A” (approved)).

Step
If any changes that | wenu| Modify Purchase Requisition

were made require re-

approval, a warning

Search | Details ltems | Notes | Approvals |

message will prompt District: | - UN\FEDS-CHOOLDISTRICT Fiscal Year: [2005 P.F?. Number: [R000002E . Acct. Dist. |
) ! [7 Show Description Edit Desc. | Discount Amt:[0.00 Pct:[0.000000 | Freiaht Amt:[0.00 @ Expana C Close
asking you to confirm | \mmim :

Changes & 00m IF'AF‘EH

#0002 PEMS

Changes have been made that require re-approval.

Click Yes.

Add Line | AddAcct.| AddFav.| BaDup| g Delete] &% Save| % Cancel|
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Step

“Submit for
Approval?” warning
message prompts

Approval x|

Submit for Approval?

Yes |
Click Yes.
Step
Click the Notes tab menu | Modify Purchase Requisition
o mOdlfy the Search | Details | items ~Notes | Approvals |
I nternal/EXternal District. [01- DESERT COMMUNITY COLLEGE DISTRICT Fiscal Year: [2008 PR Number: [Ro000002

note(s) for the
purchase requisition

Click Attach.\

Select from a
previously defined
note,

or
Manually enter
Internal/External

note(s).

Click Save

Internal External

% e T

& Save| ¥ Cancel|

NOTES:

e External notes will print on purchase requisitions and purchase
orders, internal notes will not.

¢ Regardless of which tab you are currently working on, if you
click save or cancel it will save or cancel all changes made to
that point.
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Step
Click the ﬂl Modify Purchase Requisition
Approvals tab t0 VIEW | | petais | ems | totes | Hoproias |
approvals associated
to this purchase
requisition

District: |01 - DESERT COMMUNTY COLLEGE DISTRICT Fiscal Year: [2004 P.R. Mumber: IRDDDDDDQ

atus |Update Timestamp

No Changes can
be made on this tab.
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Delete a Purchase Requisition
The Modify Purchase Requisition screen allows the user to delete existing purchase requisitions.

Step 1

From menu select M r——— x
Modify Purchase 8 o Gy
« m,s # _ Financial System - Counl
ReqU|S|t|0n # _j Financial System - District

_ | Payroll System

_) PersonnelPosition Control System
- =l _j Purchasing (Beta Test)

CIICk OK. # _ Contract Management

_) tem Catalog

_| Location Management
_J Purchase Order Management

(= _) Purchase Requisition Management

& Approve Purchase Requisitions

B Modify Internal Transfer Purchase Requisition
B Modify Internal Transfer Types

@ Modify Open Purchase Requisition

v,

B Process Internal Transfer Purchase Requisition

Step

To delete an ﬂl Modify Purchase Requisition
existing purchase
requisitions
gnter/selt_act ooe o]
information as Rooo00s (&l

avatlable
=

Click Find
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Step
To delete the menu | Modify Purchase Requisition
purchase requisition Search  Detaits | ems | Notes | Approvals |
. / District: UNIFIED SCHOOL DISTRICT Fiscal Year: lﬁ P.R. Mumber: |R0000081
Click Delete. e — oo
P.R. Status: |S- SUBMITTED FOR APPROVAL Primary Vendar Wm
P.R. Amount: |5.33 Er::
Category: |OFFICE (a] Vendor Address: |1 [&]
OFFICE SUPPLY DEPT. #601110028004687 P.O. BOX 6722, THE LAKE:
P.R. Requestor: | Bill To Location: [8USNESS 5vC[Al[Gusiness Services
Appraval List: | (4] Ship To Location: [RErOUSE [alf Warehouse
P.R. Originator User ID: Worksite Location:[051 _[&][RISK MANAGEMENT
3 Board Rpt. Desc:
Contact Phone Nbr: Instructions
UpdateUser>: [ Misc. Field 2
Update Timestamp: |03l15r2005 10:06 AM In Rev l— Rev Cmt I
& Print | & Save| ¥ Cancel|
NOTE: This will cancel the purchase requisition set the purchase
requisition status to “C”, cancelled to prevent any further
processing of this purchase requisition.
Step
Confirmation x

message prompts to
confirm the request to

Pleaze confirm your request to delete thiz Purchaze Requisition.

delete the Purchase ok | (“Cancel ]
Requisition.
Step

Confirmation zl

message prompts to
verify purchase
requisition has been
cancelled
successfully.

The Purchaze Requizition was cancelled successfully.

NOTE: The cancelled purchase requisition remains in the database
for future reference.
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Process Internal Transfer Purchase Requisition

This screen is used to process internal transfer purchase requisition information. Only users with
proper user security will have access to this screen. This screen performs an internal transfer of
funds for requisitioned items that are within the 5700 object code.

Step 1
From menu select e ——
Process Internal S & oy G o -l
+| _j Contract Managemen
Transfer Purchase # yem Ctaeg
a m,m £ Location Management
ReqU|S|t|0n + j Purchase Ordegrl.mnagemem
=l _ Purchase Requisition Management
Click OK S |[NEY SChOOIS
. @ Modify Internal Transfer Types =
::.:u:%Euel:]Purc:ase.F;;;i\smun natlon System
5 Procees tana Transtr Purchss R |
8 0 e Sy v Ao
# _) Wendor Management
8 5 Focuirent Sy -
" OK | ¥ Cancel I
Step
To process an Menu | Process Internal Transfer Purchase Requisition
eXiStlng internal Search | Details I Items | Notes I Approvals |
transfer purchase
. e County: |23 - RVERSIDE COUNTY || District: | UNIFED SCHOOL DISTRIC x|
I’eCIUISItlon Fiscal Year: [2005 ~|
enter/select Internal Transfer P.R. Number: [R0000090 (4]
information as Internal Transfer P.R. Prefix: |R - PURCHASE REQUISITION =]
. Ship To Location: [a]
aVal Iable Worksite Location: ]
P_R. Originator User ID:
Click Find
§ Find
NOTE: Internal Transfer Purchase Requisitions that have not
received final approval, or that have already been
processed, may not be modified.
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Step
Enter information
if necessary.

Click Items tab

Menu | Process Internal Transfer Purchase Requisition

NOTES:

e Misc. Field 1 and Misc. Field 2 are optional fields that when
entered will show on the printed report.

e Modifications on data on this tab will not reinitiate the approval
process.

e Clicking the Delete button will cancel the requisition and set the
requisition status to prevent any further processing of this
requisition (purchase requisition status will be set to “C”
(cancelled)). This will also disencumber the requisition. The
cancelled purchase requisition remains in the database for future
reference.

Step

Edit internal
transfer credit SACS
account string if

necessary. —— |

Required fields:
Fund

School
Resource

PY

Goal

Function
Object

Menu| Process Internal Transfer Purchase Requisition

oo

0000 (& [s200 (2] [5856 (a]
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Step 4
Edit line item
SACS account string

if necessary. District: | UNFED SCHOOLDISTRCT  Fiscal Year: [2008  P.R. Number: [R0000030
Internal Transfer Type: [0S - OFFICE SUPPLIES ) (!"'E?Ww_d C Gose
Requ”-ed flelds- . Fund  School  Resource PE:? Goal  Function  Object
Fund . | Show Descripton  View Desc| o3 (@ [s45 [ foooo [&] [o [@ [oooo [l [s200 &) [sase [a])
un
000 PAPER COLOR COPY PAPER 1.0 5.00 AEAM 5.00
School [5c-ool [Fesowee | P [ Goa [Function [ b | | ] | |
Resource 03 mas 000D 0 OOOD B200 5856 000 1.000000 500 5.00
PY
Goal
Function
Object #% Save| % Cancel

Amount or Percent

Click Save

Click Notes tab

Menu | Process Internal Transfer Purchase Requisition

search | Details IleInS|uu|a|Ammvm|

NOTE: If the screen edits are passed successfully, the purchase

requisition is saved to the database and the appropriate
financial transactions are applied to the financial ledgers to
transfer (expense) the funds. The encumbrances associated
with the account strings are also disencumbered. The
purchase requisition status will be set to “F” (finalized- all
lines closed out)
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Step
Click Save

This will start the
budget check process.

Continuous Budget Check

Requires Budget Check Before Submission

Menu | Process Internal Transfer Purchase Requisition

search | Details Ilem5|uu|a|nmmvm|

District: I UNIFED SCHOOL DISTRICT Fiscal Year: (2005 P.R. Number: |R00000S0
View
Internal Transfer Type: [0S - OFFICE SUPPLIES — Py ~ Close
- Fund  School Resource Year  Goal  Function  Object
| Show Description  View Desc| oz @ [s45 (& foooo [& [o @ [oooo @ [s200 (& [5sse (@l

= 0001 PAPER COLOR COPY PAPER 1.00 5.00 HEAM 5.00

03 845 oooo 0 oooo 8200 BESE 0.00 1.000000 5.00 5.00

&% save| % Cancel|

Depending on the Budget Check option chosen on the District
Purchasing Options Screen, one of the following processes will go
into effect.

If the “continuous budget check” district option is enabled, the
Save button logic will check the financial ledgers to determine if
there are sufficient funds for all line item account strings. If not, a
warning message will be displayed listing the account strings that
have insufficient funds. This is only a warning; the user may
continue their data entry.

If the screen edits are passed successfully, the purchase requisition
is saved to the database and a message is displayed asking the user
if the purchase requisition should be sent to the approval process.
If the “require budget check before submission” district option is
enabled, the Save button logic will check the financial ledgers to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the list of approvers will be
built based on the step and extended approval parameters
(purchase requisition status will be set to “S” (submitted for
approval)). If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.
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No Approvals

If no approvals are necessary (purchase requisition status will be
set to “A” (approved)), the financial ledgers will be checked to
determine if there are sufficient funds for all line item account
strings. If there are sufficient funds, the account strings will be
encumbered. If not, an error message will be displayed listing the
account strings that have insufficient funds. The user will be
given the opportunity to override the budget check, provided that
they have sufficient user security privileges.

If the user does not have sufficient user security privileges to
override the budget check, the purchase requisition status will be
set to “B” (approved, but budget override required).
Subsequently, a user may use the Modify Internal Transfer
Purchase Requisition screen to re-save the purchase requisition to
perform another budget check. If there are sufficient funds, the
account strings will be encumbered (purchase requisition status
will be set to “A” (approved)). If not, an error message will be
displayed listing the account strings that have insufficient funds.
The user will be given the opportunity to override the budget
check, provided that they have sufficient user security privileges
(purchase requisition status will be set to “A” (approved)).

Step

The Internal
Transfer Purchase
Requisition is
processed and
assigned a Processed
Transaction ID
number.

Click Ok

Menu | Process Internal Transfer Purchase Requisition

Search | Details ~ltems | Notes | Approvals |

District: | UNFED SCHOOL DSTRCT  Fiscal Year: [2005 P.R. Mumber: [R0000030
View
Internal Transfer Type: |O.‘ Expenditure a transfer Purchase Requsition x| {* Expand (" Close
» Function  Object
7 Show Description Vi processed Transaction D: GPO000D328 5200 (& [5556 @]

4 0001 PAPER

& Save| ¥ Cancel|
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Step

Click the Notes tab
to modify the
Internal/External
note(s) for the
internal transfer
purchase requisition

Click Attach—__|

Select from a
previously defined
note

or

Manually enter
Internal/External

Menu | Process Internal Transfer Purchase Requisition

Search | Details | ltems Mole5|nppmvm|

District: |30—[E5ERTSAPI1’§ UNIFEED SCHOOL DISTRICT Fiscal Year: |2005 P.R. Mumber: |R00000S0
Internal External

m \"’_@Amm

&% save| % Cancel|

NOTES:

e External notes will print on purchase requisitions and purchase

note(s). orders, internal notes will not.

Click Save e Regardless of which tab you are currently working on, if you
click save or cancel it will save or cancel all changes made to
that point.

Step
Click the Menu | Process Internal Transfer Purchase Requisition

Approvals tab to view
approvals associated
to this internal
transfer purchase
requisition

No Changes can
be made on this tab.

search | Details | ttems | otes Mnrwnlsl

District: I UNIFIED SCHOOL DISTRICT Fiscal Year: |2005 P.R. Mumber: |R00000S0

|aias 10 [UUser 1D [Employee Name Approval Status [Lpdate Timestamp [approval Comment
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