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CHAPTER 1

WebPurchasing Setup

In this chapter

“Requisition Considerations” on page 2
“WebPurchasing Setup Checklist” on page 2
“Security Group Setup” on page 3

“User Security Setup” on page 5

“Define Approval Rules” on page 11

“Define Product Categories” on page 14
“Define Products” on page 15

“Configure Business Rules” on page 26

“Define Tables” on page 27

vV Vv vV v v v v v.Y

“Define Attributes” on page 28

With WebPurchasing, you can create and approve requisitions online. After you create the requisitions,
you can view and update requisition records from the Records page of Accounts Payable, and generate
purchase orders. To use WebPurchasing, you must have the optional module Purchase Orders, WebPortal
liscenses, and a Web server. We recommend you use a dedicated server for WebPurchasing. This chapter
details the tasks you should follow to setup WebPurchasing.
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Note: A purchase order is an order placed with a vendor for goods or services. Purchase Orders is an
@ optional module in Accounts Payable you can use to process purchase orders and receipts between your
organization and its vendors.

Requisition Considerations

Before using WebPurchasing, we recommend that your organization establish purchasing policies and
procedures. When doing so, we recommend you consider the following questions:

* How often are requisitions reviewed?

* How do approvals work within your organization?

* How often are purchase orders created from requisitions?
* Who receives?

* Do you post encumbrance transactions?

* Does your organization need to have all products defined in the product list? Or do you want requestors
to be able to request non-listed products?

* Does the requestor need to know any GL distribution information when making the request?
* Does the requestor need to know the vendor when making the request?
» Can the requestor use a vendor that is not listed in Accounts Payable?

* If vendor information or GL distribution information is missing, who is the contact person for
questions?

WebPurchasing Setup Checklist

There are several tasks involved with setting up your WebPurchasing system. These tasks should be
completed in the order below.

U Create Security Groups — Use the Set up system security page in Administration in Accounts Payable
to create group profiles for WebPurchasing users.

U Create Users — Use the Set up system security page in Administration in Accounts Payable to create the
user record and define the user’s security privileges, Windows authentication, and the type of access to
WebPurchasing.

U Create Approval Rules — On the Approval Rules page in Configuration in Accounts Payable, define the
approval rules that route a requisition to the reviewers identified by your organization. All reviewers
you select are required to approve, not just one.

U Define Product Categories — Use the product category to group products into categories and
subcategories. This makes it easier for users to locate the products they need on the Product List page.
You can define product categories in Configuration in Accounts Payable and in WebPurchasing.

U Define Products — Use the Products Setup page to create the products users can purchase. You can
define products in Configuration in Accounts Payable and in WebPurchasing.

Q Configure Business Rules — On the Business Rules page in Configuration in Accounts Payable, specify
the requirements and settings for WebPurchasing functionality.

Q Configure Tables — On the Tables page in Configuration in Accounts Payable, detine WebPurchasing
specific fields, such as requisition rejection reasons, unit of measure, and location.
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U Create Attributes — On the Attributes page in Configuration in Accounts Payable, define specific
attributes to be used in requisition reports and queries.

Security Group Setup

By creating a security group and assigning users, you determine the type of access a user has to
WebPurchasing. Properly setting up security ensures that users can access only the areas that you specify.
New Security groups are defined in Administration in Accounts Payable.

> Add a security group

1. From the navigation bar in The Financial Edge, click Administration. The Administration page
appears.

B2 The Financial Edge {Sample Data)

Flz Edt View Go Favortes Took Help
4 Back ® Forward = Community Services Inc. = Accounts Payable +
Administ...
P Set up Accounts Payable P Set up system security S
Ge 0 ins D mation Accounts
Payable
View
system
statistics
o E o Post
b Import records » Purge vendor activity Import
Define import parameters; import fles forma e Remove historic vendor activity records
» Globally change records » Purge vendors Giobally
Globally edit, delete, view, re e fields on a record Remove vendors from Accounts Payable change
Globally ete, view, re efidsona Remove vendors from Accounts Payable
records
} Search for duplicates » Merge Vendors
" - P e Queus
- Merge information from the duplicate vendor with information from the primary vendor
Set up
b Queue System
Schedule securiy

2. Click Set up system security. The Set up system security page appears.

Fie Edt Vew Go Favortes ook Help
4 Back ® Forward | Community Services Inc. - Accounts Payable
New Goup Mew Liger (10 Admini
= S
B’ ';;D“DS | Fayale
Data Enty | B
A\ Managers 0 Tk
24, Student Biling | stakistics
% Business Manay || T
“B\RO - Nursz |
2\ Director of Adm || flneor
B A0 - hdmissione | | (e
B\ Head of Schocl | | Globally
PUGL -Budget Mz | | f;‘fﬂ"’g;
2, Uppet Schoolo ||
B President Qe
24 Dir. of Admission | | Set up
P, Chief Financiall || system
8 Registiar Sxau)
24, Data Entry - Fin
2, Data Entry - Adi
A\ DataEnty - Re
@, Users
[P
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3. Click New Group on the action bar. The New Group screen appears.

& New Group PE
File Edit Group Help

A5 ave and Close ~ | [ A H 4 » W= ?-

Giroup name: |

Description: |

Group type: |Standard j

Group Privileges l Group Members ]

| ejeje
Syztem Components Accounts Payable Privileges
nts Payable Records

Fixed Assets Guerny

Student Biling Feports

Pagrall Export

Accounts Receivable tail

Cash Receipts Adminizgtration

General Ledger Configuration

Shared Tables Motes

Shared Components Code Tables

Shared Configuration Information Drazhbaoard

Papables Processing

4. In the Group name ficld, enter a name for the user group. This name must be unique and no
longer than 30 characters. We recommend you use a descriptive name that you can easily
remember for each group. If you make a user with Supervisor rights a member of a security group,
his Supervisor rights are not affected.

Note: When you create approval rules, you can specify what security groups have rights to use that
approval. If your approvals are based on department, set up a security group for each department.
For more information about approval rules, see “Define Approval Rules” on page 11.

5. In the Description field, enter a description of the user group that indicates the type of access the
group has to WebPurchasing.

6. In the Group type field, select the type of group you want to create. Your selection changes the
options that appear on the Group Privileges tab. Select “Standard” for users that access
WebPurchasing and The Financial Edge. Select “WebPortal” for users that only access
WebPurchasing and/or WebInvoicing.

Note: If a user is a member of the “Standard” group, but their user record indicates that they have
access to online modules, they will be able to access the WebPortal. If the user is a member of a
“Web Portal” group only, they will not have access to The Financial Edge.

7. In the System Components box, select a program or component. To restrict users from accessing
the program, unmark the checkbox. With a box marked, a list of security privileges for that
component appears in the Privileges box on the right.

8. In the Privileges box, unmark a checkbox to prevent the group from accessing that area of the
program. Leave the checkbox marked to allow the group access.

9. To define additional levels of security, select a privilege and click Options. The Security Options
screen appears.
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10.

11.

12.

13.

14.

15.
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Note: If no additional security rights are available for the selected privilege, the Options button is
disabled.

Security Options @

Fecord Types Requisitions Privileges
Wendors view | Add | Edit | D..
Invaices Requisitions |
Recurring Invoices
Credit Memos
Purchase Orders
Feceipts
Products

onsE

Mizcellaneous Options
Generate Purchaze Orders from Requisitions

Cancel

In the box on the left, select a security option. If the option has additional security privileges, they
appear on the right.

Mark the checkbox in the View, Add, Edit, and Delete columns for the program areas the group
can access.

Some privileges have miscellaneous options. Mark a checkbox to give the group access or unmark
to deny access to a function.

When you finish, click OK to return to the New Group screen.

Although you can assign users to a security group by selecting the Group Members tab, we
recommend you skip this section and add a user to a group from the Users screen. For more
information on creating a user, see “User Security Setup” on page 5.

To return to the Set up system security page, click Save and Close.

User Security Setup

An individual user’s security privileges are determined by the group the user is assigned to. You add users
to security and then define their levels of access by assigning them to security groups. Using groups
ensures data consistency, integrity, and confidentiality by limiting access to records and functions to the
users who need it. A user can be a member of multiple groups. User access to WebPurchasing is defined
on the User screen in The Financial Edge.
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> Add a user to a security group

1. From the navigation bar in The Financial Edge, click Administration. The Administration page

appears.

2 The Financial Edge {Sample Data)

File Edit View Go Favorkes Tooks Help

4 Back # Forward | Community Services Inc. - Accounts Payable

P Set up Accounts Payable
Get started with step-by-step instructions
P View system statistics
View a summary of processes and record types
b Post
Post all or selected transactions to the General Ledger
¥ Import records
Define import parameters; import fles with information based on parameters structure
» Globally change records
Globally edit, delete, view, replace, add, swap, or move fields on a record
b Search for duplicates
View report on duplicate vendor records
» Queue
Schedule one or more processes to occur at a selected time

e Edt View Go Favortes Tooks Help

4 pack % Forward Community Services Inc, - Accounts Payable «

Mew Group Mew User (oer Dicleie

Set up system security

Define groups and users and their rights to view, add, edit, and delete information
Validate database

Determine if any data corruption or inconsistency is present in the database
Electronic signatures

Enter and maintain electronic signatures

Purge vendor activity

Remove historic vendor activity

Purge vendors

Remove vendors from Accounts Payable

Merge Vendors

Merge information from the duplicate vendor with information from the primary vendor

Secuily -
B Groups o
B Data Enry

2, Managers 0

21, Student Billing

B Business Mana
24 RO - Hurse

2L Director of Adm

B, 40 - Admission:
24, Head of School

2L L - Budget Mz

-8, Upper School o
2\, President

2L Dir. of Admission

- Chie Financial
2\ Registrar

21, Daata Entry - Fin

8 Data Enly - Ak
2, Data Entry - Re
&, Users

PO B

Administrati

’ Administ...

et up
Accounts
Payable

statistics

Past

Import
records

ilobally

Adminis...

Set up
Accounts
Payable
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3. Click New User on the action bar. The New User screen appears.

& New User,
File Edit User Help

A5 ave and Close ~ | [ W 4 » M| 7~

Uszer name: |

Drescription: |

Uszer Information ]Qccount Security] Froject Security] Signature Security] Online Security] Employee Security]
Connection Options

=3 I Use Windows Authentication
Password: i
Confirrm:

User Type: |(IREIRENY The Financial Edge and online modules

Groups for 'Community Services Inc.'

" Supervisorights ™ Selected group rights I User can view data but cannat make changes
Mot a member of: Member of:

Managersv0

RO - F&web Group >
Student Billing
Business Manager
RO - Murze £
Director of Admissions

A0 - Admizsions Users

Head of Schoal

1 - Buidest b ananar b

Iv User can change password Iv User can change User Options

4. In the User name field, enter the name the user will use to log into the program.
5. In the Description field, enter a full name or other information to identify the user.

6. In the Connection Options frame, mark Use FE7 Authentication if you want a user’s log in
information for The Financial Edge to be separate from his workstation log in information.

a. If you mark Use FE7 Authentication, enter the user’s password in the Password field.

Create a strong password that consists of at least eight characters that are a combination of
letters and numbers.

b. Enter the password again in the Confirm field.

Note: The actual password does not display in the Password and Confirm fields. For privacy,
only asterisks appear.

7. Mark Use Windows Authentication if you want a user’s log in information for The Financial
Edge to be based on his Windows log in information. When users logged into a workstation
through their Windows authentication access The Financial Edge, the Windows information is
used to automatically log the user into the program.

Note: If you mark both the Use FE7 Authentication and Use Windows Authentication
checkboxes, this affects only whether or not a password is stored for the user. The Financial Edge

always tries Windows authentication first, but if for some reason that fails, The Financial Edge
User name/Password screen appears.

To associate a user’s Windows authentication information with The Financial Edge, use the
Login field to locate that user’s account on your network.

a. Click the binoculars in the Login field. The Select User Account screen appears.

b. In the List Names From field, select the system to which the user you want to select belongs.
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8.

10.

11.
12.

13.

14.

c. All members of the selected system appear in the Names box. Select the user you want to
specify and click Add. The name appears in the Add Name field.

d. Click OK. You return to the Security User screen where the user now appears in the Login
field.

In the User Type field, to enable WebPurchasing for the user, you must select either “User can
only access online modules” or “User can access The Financial Edge and online modules”.

In the Groups for <Your Organization> frame, to assign the user full access to the programs,
mark Supervisor rights. To restrict access to certain security groups, mark Selected group rights.

If you mark Selected group rights, select the user’s group from the Not a member of box and
click the single right arrow to move the group to the Member of box.

To grant the user the right to change his password, mark User can change password.

To grant the user the right to change his options, mark User can change User Options. To set
options, click Set this user’s options after saving the user to open the user’s options screen. At the
bottom of the Options screen, you can click Copy From to copy another user’s options. Using this
feature helps keep data consistent.

If you have the optional module Advanced Security, select the Account Security tab.

Y& New User, g|
File Edit User Help
[} 5ave and Close ~ | [ W 4« » M| 7~

Uszer name: |

Drescription: |

Uszer Information Froject Security | Signature Security] Online Security] Employes Security]

Account access: |AIIOW access to all Accounts %

[Fl e » o iz Bl Al

! 2

In the Account access field, select the access level you want the user to have. If you select “Allow
access to selected Accounts” or “Prevent access to selected Accounts”, mark Query, Range, or
Selected.

* If you mark Query, enter a query name in the Query Name field or click the binoculars to
locate the query.

* If you mark Range, in the Start Account Number column, enter a starting account number. In
the End Account Number column, enter an ending account number. The account descriptions
appear from the account records.

Tip: With the optional module Advanced Security, you can use masking for a range of selected
accounts. You can also mask one or more characters of an account segment using the asterisk in
place of the character. For more information about masking, see the Configuration Guide for
General Ledger.

* If you mark Selected, enter an account number in the Account Number column. Repeat for
each account the user should be able to access.
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15. Ifyou have the optional modules Advanced Security and Projects and Grants, select the Project
Security tab to define additional security for projects.

& New User, rgr

File Edit User Help

[ 5ave and Close ~ | [ S| H 4 » M| 7

Uszer name: |

Description: |

Uszer lnformation] Account Security Signature Security] Online Security] Employes Security]

Project access: |AIIOW access to all Projects &

e [eiel= » o iz Bl Al

| A

16. In the Project access ficld, select the projects you want the user to be able to access. If you select
“Allow access to selected Projects” or “Prevent access to selected Projects”, mark Query, Range,
or Selected.

* If you mark Query, in the Query Name field, enter a query name or click the binoculars to
locate the query.

» Ifyou mark Range, enter a starting project number in the Start Project Number column or
click the binoculars to locate a number. In the End Project Number column, enter an ending
project number or click the binoculars to locate a number. The project descriptions appear from
the project records.

» If you mark Selected, enter a project number in the Project Number column. Repeat for each
project the user will access.

17. If you have the optional module Advanced Security and the program Accounts Payable or Payroll,
select the Signature Security tab.

Y& New User,
File Edit User Help
[ 5ave and Close ~ | [ 23 M 4 » M |7~

Uszer name: |

Description: |

Usger lnformation] Account Security | Project Security Online Security | Emploves Security

Signatures for Uszer

Choices? Signature Preview

John Doe gdm m

Jean Daisy ‘Z;M =¥

18. Mark the Choices? checkbox to make a signature available for use.
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19. If you have the optional module Purchase Orders and use WebPurchasing, select the Online
Security tab.
r?P New User gr
File Edit User Help

[ 5ave and Close ~ | | 4| W 4 b M| 7

Uszer name: |

Drescription: |

Uszer lnformation] Account Security | Project Security] Signature Securty  Online Security | Employes Security]

Online Systems

] Pun Department: | j

L q
™ weblnvaicing

™ Can approve Requisitions

™ Can self-approve Requisitions

—

* Cannot create Receipts
™ Can create Receipts for own Requisitions

™ Can create Receipts for all Requisitions

™ Can view all Requisitions

™ Can edit My Account infarmation for other users

20. In the Online Systems box, mark WebPurchasing to give the user access to WebPurchasing.

Note: You can also grant users access to WebiInvoicing from this screen. For more information
@ about WebInvoicing, see the WebInvoicing User Guide.

21. Inthe Department field, select the user’s primary department.
22. To allow the user to approve or reject requisitions, mark Can approve Requisitions.
23. To allow the user to approve his own requisitions, mark Can self-approve Requisitions.

24. To restrict the amount a user can self-approve, enter the maximum amount in the Requisition self
approval limit field.

:§ Note: Requisitions under self-approve limits are automatically approved.

25. To prevent the user from creating receipts for himself or others, mark Cannot create Receipts.

26. To allow the user to create receipts for his own requisitions, mark Can create Receipts for own
Requisitions.

27. To allow the user to create receipts for all requisitions, mark Can create Receipts for all
Requisitions.

28. To allow the user to view all requisitions, mark Can view all Requisitions.

29. To allow the user to edit other users’ information on the My Account page in WebPurchasing,
mark Can edit My Account information for other users.
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30. If you have the optional module Advanced Security and the program Payroll, select the Employee
Security tab.

=

r »
& New User, g|

File Edit User Help

A5 ave and Close ~ | [ 4 » M| 7~

Uszer name: |

Description: |
Uszer lnformation] Account Security | Project Security | Signature Security | Online Security  Employes Security l
Employee access: ([T

[+ [ . iz Bl Al

Query Mame: | ﬂ

31. Inthe Employee access ficld, select the employees you want the user to be able to access. If you
select “Allow access to selected Employees” or “Prevent access to selected Employees”, mark
Query, Range, or Selected.

* If you mark Query, in the Query Name field, enter a query name or click the binoculars to
locate the query.

* If you mark Range, enter a starting employee in the From Employee column or click the
binoculars to locate an employee. In the To Employee column, enter an ending employee or
click the binoculars to locate an employee. The employee IDs appear from the employee
records.

» Ifyou mark Selected, enter an employee in the Employee Name column. Repeat for each
employee the user will access.

32. To save the user security settings and return to the Set up system security page, click Save and
Close.

Define Approval Rules

Approval Rules route a requisition to the reviewers identified by an organization. The Approval Rule table
is designed to be flexible enough to accommodate your needs. For example, your organization may require
one set of reviewers for normal supply orders, a different set of reviewers for capital expenditures, and yet
a different set of reviewers for computer-related purchase. Approval rules are defined in Accounts Payable
in Configuration. When a user selects an approval rule on his requisition and submits it, the requisition is
forwarded to the right reviewers in the right order. Approval histories on all requisitions are maintained
and available to users. All reviewers you select are required to approve, not just one.

Note: When a user has rights to self-approve up to a certain amount, his requisitions are automatically
@ approved up to that amount.

If you have both WebPurchasing and WebInvoicing installed, you can designate which system should use a
specific approval rule. In addition you can set up distinct user groups for each systems approval rule. For
more information about user groups, see “Security Group Setup” on page 3.
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> Define approval rules
1. On the Configuration page, click Approval Rules. The Approval Rules page appears.

E The Financial Edge (Sample Data)

File Edit Yiew Go Favoribes Tools  Help
4 Back & Cormunity Services Inc, ~ Accounts Payable -
B Home w
T Hew Open Delete Find Configur...
General
Approval Rule Name Drescription Inactive
Facilities - IT Purchases Use this for b fsoft L Terms
Facilities - Regular Purchases Use this For non-IT purchases O Attributes
Info Tech - IT Purchases Use this for hardware/software purchaess O Aging
Info Tech - Regular Purchases Use this For non-IT purchases O Information
Office Supplies Use this for office supply purchases .} Business
Travel Expenses Aapproves for any travel expenses O Rules
Tables
Fields
Distributi. ..
Miscellan. ..
Line Items
Internati...
e it B s ot et il Al o U

2. Click New. The New Approval Rule screen appears.

w. Facilities - IT Purchases - Use this for hardware/software purchases |’._||’E”Z|
File Edit Yiew Favorites Tools Help

[ 5ave and Close~ | [ 3¢ | &) (2| 2 -

Approval Rule | Group Access ]

Approval Rule Mame: [=5E 1T Purcl V Active
Description: | s this for hardware/software purchases
Approval Rule Type: [v wWebPurchasing [~ Weblnvaicing

Approval Rules

Approve above Approvers

$1,000,00 TonySu, AnneCa, AnthonyDr, Supervisor

S E oy A e AR R s L e PR PP

In the Approval Rule Name field, enter the name of the approval rule, for example “IT
Purchases”.

Note: Be very particular of how you name an approval rule. This is what the user sees in
WebPurchasing.

In the Description field, enter the a description of the approval rule, for example, “All IT requests
needing approval”.

In the Approval Rule Type field, select the module(s) with which you want this approval rule
associated, for example “WebPurchasing”.

Note: This field appears only if you have both WebInvoicing and WebPurchasing.

In the Approve above column, enter the requisition amount selected users can approve, for
example, a selected approver can approve purchases over $100.00. The default amount in the first
row is $0.00. Enter other amount thresholds in each following row. For example, if you enter
$500.00 in the second row, reviewers on the first row can approve purchases up to $499.
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7. To select the users for each row, in the Approvers column, click the binoculars. The Select
Approvers screen appears. The Available approvers box lists users given approval rights in

Administration for Accounts Payable. For more information, about defining approval settings for
user accounts, see “User Security Setup” on page 5.

Approval Rule Users

Available approvers
sandrewshda
Budget Mar
Business Mar
College

Erinllh

JennLk

K12

Kingat'a <
LizaBn

Marilynig

Queue

Supervizor

Selected approvers

()8 Cancel

8. Inthe Available approvers box, select the approvers for each row and move them to the Selected

approvers box.

Note: If a reviewer leaves your organization make sure to remove that user from each approval
rule of which he was a member.

=

li Select Approvers E]@@

Approval Rule Users

Available approvers Selected approvers

q Andrewshtia

Erinllh Busziness Mar 3
JennLk

K12

Kingat'a

LizaBn

Marilynig

Queue . <

Supervizor

()8 Cancel

9. To add the approvers to each row and return to the New Approval Rule screen, click OK.
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10. To define the security groups that will have the ability to use the approval rule, click the Group
Access tab. The Group Access screen appears.

=

&, |T - IT Requests needing approval

File Edit Yiew Favorites Tools Help
AsaveandCloze~| = 2 | = = ? -

Approval Rule

Available groups:

Aszsigned groups:
R - Group -

anager

Stdent Billing [rata Entry
RO - Murze GL - Budget Manager
Diirector of Admissions Managersv0

A0 - Admizsions Users
Head of Schoal
Upper School only

Professars >
Prezident 3
Dir. of Admissions

Chief Financial Officer <
Fegistrar ££

[rata Entry - Finance
[rata Entry - Admizzions
[rata Entry - Registrar

7/9/2008

11. The Available groups box lists security groups with access to WebPurchasing. For more
information about security groups, see “Security Group Setup” on page 3.

12. In the Available groups box, select the security groups for this approval rule and move them to

the Assigned groups box.

13. To save the approval rule, click Save and Close.

Define Product Categories

The product category page is where you define categories and subcategories. Product categories make it
casier for users to locate the products they need on the Product List page in WebPurchasing. Y ou can

define a product category in Accounts Payable on the Configuration page. A product does not need to be
assigned to a category.

» Define a product category in Accounts Payable

1. On the Configuration page, click Categories. The Categories page appears.

2 The Financial Edge {Sample Data)

File Edit View Go Favortes Tooks Help

 Back * Community Services Inc. - Accounts Payable -

<

Mew Open Delete Find Configur...

General
Category Name Motes Inactive
=

a Hardvare and Software (] tadli
Cffice Supplies Cffice supplies B Attributes

Aging
Infarmation

Business
Rules.

Tables
Fields
Distributi,..

Miscellan, ..
Line Ttems

Internati.,.
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2. Click New. The New Category screen appears.

w. News Category g@@

File Edit Yiew Favorites Tools Help
=) Save and Cloze~ | (= . i

Category Information l

Category Mame: |E0mputerHardwa[e v Active

Notes: Computer equipment uzed throughout the organization.

Subcategory Mames Motes Ackive
Cables Mebwork and device cables
Drives Hard Drives, external drives, etc,
Monitars Wideo display monitars

£/12/2008

3. Inthe Category Name field, enter a name for the category, for example, “Computer Hardware”.
4. Mark Active, to display the category throughout the system.

5. In the Notes field, enter a description of the category, for example, “Computer equipment used
throughout the organization”.

6. Inthe Subcategory Name column, enter the name of a subcategory, for example, “Cables”.

7. In the Notes column, enter a description of the subcategory, for example, “Network and device
cables”.

8. Mark Active, to display the subcategory throughout the system.

9. To save the category and return to the Categories page, click Save and Close.

Define Products

£

You create products for items or services you routinely purchase from vendors. The benefit of creating a
product is that it is more efficient than entering the same product information again and again in purchase
orders. Using products also provides consistency in product information you enter in each purchase order.
Once a product is entered into the system, you can edit information or delete the product, as long as the
product is not in use by one or more line items.

Note: Products can be goods (office supplies) or services (consulting). For a product that is a service and
will be receipted over time, we recommend defining the unit price per session and the quantity as more
than one. For each service, you would create a receipt for the number of sessions or hours purchased and
the unit cost per session or hour.

You can create products in Accounts Payable if you have the optional module Purchase Orders. If you do
not have access to Accounts Payable, you can create products in WebPurchasing. The products you define
appear on the Product List page in WebPurchasing.

For steps to add a product record:

* in Accounts Payable, see “Define a Product in Accounts Payable” on page 16.
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* in WebPurchasing, see “Define Products in WebPurchasing” on page 22.

Define a Product in Accounts Payable

You can define products in Accounts Payable if you have the optional module Purchase Orders.

» Define a product in Accounts Payable

1. On the navigation bar, click Configuration.

2. Click Products. The Products page appears.

The Configuration page appears.

4 Back %

&
I=

=g Export

Community Services I

Fle Edt View Go Fawortes Took Help

Hew Open Delete Print Export

- Accounts Payable +

Find.

Product ID

DB
DM41DT
DMBILT
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EPCP
FaK
GLOVES
Hak
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LP36
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OXDRZS
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P

RP
SECURITY
LUeP

WE

Des:

3Ring Binder
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Copier Paper - ...
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Each
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Shipping -
Shipping -
Shipping -
Shipping -
Shipping -
Shipping -
Shipping -
Shipping -
Shipping -
Shipping -
Shipping -
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Shipping -
Shipping -
Shipping -
Shipping -
Shipping -
Shipping -
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Shipping -
Shipping -
Shipping -
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Shipping -
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Front Desk

Central War...
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Front Desk
Front Desk

Central War...
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Central War...
Central War...
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Front Desk

Central War...
Central War...
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Front Desk

Central War..
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Attributes |

Aging
Information |

Eusiness
Rules

Tables
Fields
Distribi...
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Line Items

Internati...
Address
Interfund
osting
Information
Default
Accounts
Products
Categories |
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Rules

welcome to Accounts Payzble
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3. On the action bar, click New. The New Product screen appears.

. New Product

File Edit Yiew Product Favorites Tools Help
() Save and Cloze~ | (=4 b M 4 » BB ' ? -
Praduct Information | PFricing gchedule] Qategories] Attribgtes] Distrilgution]

Product ID: ||

Description: |

Unit of measure: | j

Standard unit cost: |

Quantity decimals: |3

Feceiving location: |

E
Wendor name: | ﬂ 1D:

Wendor Part #: |

Motes:

[ Do not allow this product to be used on new line items

7/9/2008

Tip: You can use default sets to define common information for products. For a new product, you
can select Product, Load Defaults from to select a default set of information to copy. For more
information about using default sets, see the Program Basics Guide for The Financial Edge.

4. In the Product ID field, enter a unique ID for the product.
5. In the Description field, enter a description to help identify the product.

Note: Be mindful of the information you enter in the Product ID and Description fields. This
information helps users search for products in WebPurchasing.

6. In the Unit of measure field, select the unit of measure to use when measuring the product’s
quantity. The entries available in this field are pulled from the Unit of Measure table defined in
Configuration. You can quickly access the table and add new units of measure by clicking Unit of
measure, which is a link as well as the name of the field. For more information about the Unit of
Measure table, see “Define Tables” on page 27.

Tip: In fields containing table entries defined in Configuration, you can add a new entry by simply
typing it in. The program prompts you to add the entry to the table.

7. In the Standard unit cost field, enter the price of a single unit.

8. In the Quantity decimals field, enter the number of decimal places to allow when defining the
quantity of a product.

9. In the Receiving location field, select a location. Receiving locations are pulled from a code table
defined in Configuration. You can quickly access the table and add new locations by clicking
Receiving location, which is a link as well as the name of the field. For more information about
the Location table, see “Define Tables” on page 27.
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10.

11.
12.
13.

14.

In the Vendor name or Vendor ID field, enter the name or ID of the vendor or use the binoculars
to locate a vendor.

Note: Whether you enter the name or ID depends on your selection for General Options on the
Records tab of the Options screen.

In the Vendor Part # ficld, enter the number assigned to this product by the vendor.
In the Notes field, enter any additional information about the product.

If you do not want this product to appear as an available option when defining line items, mark Do
not allow this product to appear on new line items.

To save the product and return to the Products page, click Save and Close.

> Add a product pricing schedule

On the Pricing Schedule tab, you can specify price changes to take effect on certain dates or within a
certain quantity. For example, if you have a price increase that starts January 1, you can create a
pricing schedule that automatically increases the price for that product on that date. When a product is
used on a purchase order, the price defined in the pricing schedule that is effective as of the purchase
order’s transaction date defaults into the purchase order.

1.

2.

3.

From an open product, select the Pricing Schedule tab.

=

. 300 GB DRIVE - 300 Gigabyte IDE Hard|Drive

File Edit Yiew Product Favorites Tools Help

HAsaveardCiose~| [l | & S| W « » 0| V)| = =2 -

Praduct Information

I _ategories] Attribgtes] Distrilgution]
.j e XDeIete...

Effective Date Description Uik Price

To add a new pricing schedule, click New Pricing Schedule on the action bar. The Add a Pricing
Schedule screen appears.

@ |

Add a Pricing Schedule fgl
Frices are effective as of: |EER

Drescription: |

Pricing: |Use a zingle unit price for all quantities j

Unit Price

Cancel

Press F3 for today's date, F7 for calendar

In the Prices are effective as of field, enter the beginning date for this price change. The field
defaults to the current date.
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4. In the Description ficld, enter a description for this pricing schedule.

5. In the Pricing field, select “Use a single unit price for all quantities™ or “Base unit price on
quantity”.

If you select “Use a single unit price for all quantities”, in the grid, enter the new unit price. If you
select “Base unit price on quantity”, the Minimum Quantity, Maximum Quantity, and Unit
Price columns appear in the grid. Enter the maximum quantity eligible for the first price range.
The minimum quantity defaults to 0.00. In the Unit Price column, enter the per unit price for those
quantities. Repeat for additional quantity ranges.

6. To save the pricing schedule and return to the Pricing Schedule tab, click OK.

7. To save the product record and return to the Products page, click Save and Close.

> Assign a product category to a product

On the Categories tab, you can assign a category and subcategory to a particular product. Product
categories make it easier for users to locate products on the Product List page in WebPurchasing. For
more information about product categories, see “Define Product Categories” on page 14.

1. From an open product, select the Categories tab.

=

™. 300 GB DRIVE - 300 Gigabyte IDE Hard|Drive

File Edit Yiew Product Favorites Tools Help
HAsaveardClose~| [ € |8 S| W « » 0|V | & & ?-

Proguctlnformation] Pricing Schedule  Categories |Attribgtes] Distrilgution]

Product Categories / Subcategories

Categories

Subcategories

[ cables
[ Drives
[ Monitars

M Computer Hardware

2. In the Categories column, mark the category you want to assign to the product.

3. If the selected category has subcategories, they appear in the Subcategories column. Mark the
subcategory you want to assign to the product.

4. To save the product record with the selected category and return to the Products page, click Save
and Close.
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> Adda product attribute

Use the Attributes tab to record additional information about a product. You can report on products
with specific attributes. You can also use product attributes as filters in other areas of Accounts
Payable, such as Query and Reports. For more information about attributes, see “Define Attributes” on
page 28.

1. From an open product, select the Attributes tab.

. 300 GB DRIVE - 300 Gigabyte IDE Hard Drive

File Edit Yiew Product Favorites Tools Help

HsaveardClose~| [l € |G S| W « » 0| 8| = =2 -

Product Information] PFricing ﬁchedule] Lategories | Distrilgution]
<&l Categoriess - * Up Do
Attribute Type Description Short: Description Date Required Comments
O

2. In the Attribute Type field, you can filter the attribute types appearing in the grid.
3. Inthe Attribute Type column, select an attribute. Attribute types are established in Configuration.

4. In the Description column, enter or select a value for the attribute. The available options depend
on how the attribute type is defined.

5. In the Date column, enter the date you add the attribute.

6. The Required column is for informational purposes only. You can make an attribute required in
Configuration when defining attribute types. If required, the attribute automatically appears on the
product and you must enter a description for the attribute.

7. Enter any additional comments or more detailed information in the Comments column. You can
enter free-form text in this column.

8. To return to the Products page, click Save and Close.
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» Add a default distribution to a product

When adding a new product, you should establish default account distribution information for it if
possible. You can designate the debit accounts, the percent to distribute to each account, and whether
to further classify the distributions using projects, classes, and transaction codes. If you define default
distributions on the product, you will not have to enter those details every time you use the product.

1. From an open product, select the Distribution tab.

. 300 GB DRIVE - 300 Gigabyte IDE Hard Drive

File Edit Yiew Product Favorites Tools Help
[HAsaveardCiose~| [l € |8 S| W « » 0| B | &2 FH|?-

Product Information] PFricing ﬁchedule] Qategories] Attributes  Distribution l

Interfund: |01 5
DR Account Murnber DR Account De. .. Percent Project ID Project Description
01-1550-00 Equiprent & Furn... 100,000

7 E555-55 )

i ) ?

B e el SETES

Press F7 for GL account lookup, Shift F7 for Fund segment search 74942008

Tip: To move between rows in a grid column, press CTRL + the up or down arrow key.

2. Inthe DR Account Number column, enter the debit accounts for the distribution. You can use the
small binoculars to search for an account segment or use the large binoculars to search for an
account number. When you enter a valid debit account number, the description appears
automatically in the DR Account Description column.

You can also use a default account distribution defined in Configuration. Click Load Distribution
and select From Table.

3. Enter the percentage of the distribution in the Percent column. You can manually enter
percentages for each account or you can click Distribute Evenly to distribute percentages equally
among the selected accounts.

4. If you have the optional module Projects and Grants, enter a project ID number in the Project ID
column, or use the binoculars to search for a project ID. When you enter a valid project ID number,
the description appears automatically in the Project Description column.

5. In the Class column, select a class for the distribution.

6. Ifyou have the optional module Projects and Grants and have defined transaction codes,
additional columns appear based on the number of transaction codes you have defined. In the grid,
select a value for each transaction code.

7. To enter different transaction distributions for the debit accounts in a distribution row, select the
distribution row and click Distribution. The Debit Transaction Distribution screen appears.
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You can also use this screen to split transaction distributions among multiple projects, classes, or

transaction codes for a single debit account. When you have finished entering information, click
OK to return to the product record Distribution tab.

Note: On the Debit Transaction Distribution screen, you can click Load Distribution to select a
transaction distribution defined in Configuration in Accounts Payable.

8. To attach transaction attributes to an account in the distribution, select the account and click

Attributes on the action bar below the grid. When you have finished entering information, click
OK to return to the product record Distribution tab.

9. To save the product and return to the Products page, click Save and Close.

Define Products in WebPurchasing

If you do not have access to The Financial Edge, but have rights to add products, you can create products

in WebPurchasing.

» Define a product in WebPurchasing

1. Log in to WebPurchasing. The Home Page appears.

- WebPurchasing - Windows Internet Explorer

EBX

@.\g o =[] netpifim-netp-2kafwebPortal/ivebPurchasing/Hore. aspox

B

Fle Edit View Favorites Tools  Help

% e IHWebPurchasmg

WebPurchasing
Activities

Activities

B Go Shopping

£ View My Requisitions

oo Review Requisitions

(2 Receive Products

[ ]

- ) »
s ~ |5k Page + G Tools -

My Account \ Help | Log Out

Home Purchasing Requisitions Receive

Purchasing

> Go Shopping

> Reguest One-time Product

> My Favorites

> My Cart (0 Line Items)
Purchasing Setup

> Products > New Product

Requisitions

> All Requisitiens

> My Requisitions > Requisitions For Review

Crested Requisitions: Requisitions Waiting for Review:

> 14
Receive

> Find Purchase Order

Administration

> Edit User Options

Welcome AndrewsMa

Administration

' Trusted sites H100% -
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2. Under Purchasing Setup, click New Product. The New Product page appears.

Hw

®© = o

11.

12.
13.

{2 New Product - Windows Internet Explorer

Go- & o & [][x] | |EIE

Fle Edt  Wew Favorkes Took el

R l@wewpmduct Wil - B v [hpage v Tk - T

New Product My Account | Help | Log Out
Home Purchasing Requisitions Receive |

General Product Information Save

product 10: | [¥ Active

Descriptio [ |

Unit of Measure: Standard Unit Cost: [ |
Quantity Decimals: Receiving Location:
Notes

=| isplay Details
List detail

Dialog detail

| Categories Associated B

Categories:

|<Select a Category> |

Subcategories:

« Trusted sites HA00%  ~

In the Product ID field, enter a unique ID for the product.
In the Description field, enter a description to help identify the product.

Note: Be mindful of the information you enter in the Product ID and Description fields. This
information helps users search for products on the Product List page.

. To make this product available throughout WebPurchasing and Accounts Payable in

The Financial Edge, mark Active.

. In the Vendor Name field, enter the name of the vendor, or use the binoculars to locate the vendor.

. In the Vendor Part # field, enter the vendor part number for this particular product.

In the Unit of Measure field, select the unit of measure to use when measuring the product’s
quantity. The entries available in this field are pulled from the Unit of Measure table defined in
Accounts Payable in Configuration.

. In the Standard Unit Cost field, enter price of a single unit.
10.

In the Quantity Decimals field, enter the number of decimal places to allow when defining the
quantity of a product.

In the Receiving Location field, select a location. Receiving locations are pulled from a code table
defined in Accounts Payable in Configuration.

In the Notes field, enter any additional information about the product.
In the Display Details frame:

* In the List detail box, enter a short description of the product. This description appears beneath
each product listed on the Product List page.
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* In the Dialog detail box, enter a longer description of the product. You can view this description
when you click a product link on the Product List page.

14. In the Categories Associated frame, select the category and subcategory associated with the

15.

16.

product and click Assign. The category and subcategory appear in the box to the right.

Note: To remove the category and subcategory associated with the product, select the item from
the box and click Remove.

In Pricing Schedules, you can specify any price changes that take effect on certain dates. To add a
new pricing schedule, click New, the Pricing Schedule screen appears.

Pricing Schedule
Effective as of: |06/25/2008 i
Description:

Usze a =single unit price for all quantities w
Unit Price:

* In the Effective as of field, enter the date the price change takes effect or select a date by
clicking the calendar.

* In the Description field, enter a description of the pricing schedule.
* Select whether to “Use a single unit price for all quantities” or “Base unit on Quantity”.

If you select “Use a single unit price for all quantities”, in the grid, enter the new unit price. If
you select “Base unit price on quantity”, the Minimum Quantity, Maximum Quantity, and
Unit Price columns appear on the screen. Enter the maximum quantity eligible for the first price
range. The minimum quantity defaults to 0.00. In the Unit Price column, enter the per unit price
for those quantities. Repeat for additional quantity ranges.

* To save the new pricing schedule and attach it to your product, click Save.

In Attributes, you can add any additional information about the product. To add a new product
attribute, click Add, the New Attribute screen appears.
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Note: The Add button is disabled if no product attributes were defined in Configuration. For more
information about product attributes, see “Define Attributes” on page 28.

17. In Distribution, you can establish default account distribution information for the product. You
can designate the debit accounts, the percent to distribute to each account, and whether to further
classify the distributions using projects, classes, and transaction codes.

3RB1 - Windows Internet Explorer

Oo- & e B ez =5

fle Edt Vew Favortes ook Help

Ll T B - B - @ Deege - Grock s

Activities H

1 | I i
| Quantity Decimals: Receiving Location: Shipping - Central Wareho! ¥

 Notes

]

Back to Products
Add New Product

' Dialog detail

+ Distribution
]

Done Local intranet @ 100% - .

18. From the drop-down list, select “Summary View” or “Detail View” and click Add.
If you select “Summary View”,

a. Inthe Amount field, enter the percentage to distribute to the account. You can manually enter
percentages for each account or you can click Distribute Evenly to distribute percentages
equally among the selected accounts.

b. In the GL Account field, enter the debit account for the distribution. You can use binoculars
to search for an account number. When you enter a valid debit account number, the
description appears automatically to the left of the account number field.

¢. To add additional debit accounts, click Add.
If you have the optional module Projects and Grants and select “Detail View”,

a. Inthe Amount field, enter the percentage to distribute to the account. You can manually enter
percentages for each account or you can click Distribute Evenly to distribute percentages
equally among the selected accounts.

b. In the GL Account field, enter the debit account for the distribution. You can use the
binoculars to search for an account number. When you enter a valid debit account number,
the description appears automatically to the left of the account number field.

c. Enter the percentage to distribute to the project in the Percent column.

d. Enter a project ID number in the Project field or use the binoculars to search for a project ID.
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e. Select a class for the distribution in the Class field.
f. To add additional debit accounts, click Add.

additional fields appear based on the number of transaction codes you have defined. Select a value

:§ Note: 1f you have the optional module Projects and Grants and have defined transaction codes,
for each transaction code. For more information on transaction codes, see “Transaction Codes” in

Configuration Guide for General Ledger.

19. To save the product click Save. The new product appears on the Product Setup page.

{2 Product Setup - Windows Internet Explorer

@-\;}/ - &

Fle Edt  Wew Favories

Tooks  Help

w & l_fgpmductsetup

Product Setup

Activities

Activities.

Add New Product
Edit Categories

Product Description
Vendor

Vendor Part No
Broduct 1D

Category.

All Categories

Search the Product List

O bisplay Inactive Entries

Home

300 GB DRIVE

My Account | Help | Log Out
Purchasing

Show |10 +] items per page Page| 1 |of 3 (29 records) > >|

Requisitions Receive

Product ID Description Vendor Part No. Vendor Name

300 Gigabyte 1DE Hard Drive a00ghd K-Star Technologies, Inc.

3rB1 3 Ring Binder (1in)
2RBZ 3 Ring Binder (2in)
Bw Bottled Watar
ceLe Copier Paper - Legal
ceLt Copier Paper - Letter
o Canned vegtables
0B Disposable Blankst
DM410T Dell Dimension 4100 - Desktop
oma1LT Dell Dimension 8100 Laptop
Show |10 +] items per page Page| 1 |of 3 (29 records) > >|

Configure Business Rules

Business rules help you customize standard procedures and requirements to suit your organization.
Business rules affect all users and are usually defined by the system administrator. With Requisition
business rules, you can specify requirements and settings for WebPurchasing functionality. To change
business rules, from the Configuration page in Accounts Payable, click Business Rules. The Business
Rules page appears. For more information about business rules, see the Business Rule Configuration
chapter of the Configuration Guide for Accounts Payable.

= The Financial Edge {Sample Data)

Add new Product

Active

Fle Edt View Go Fawortes Took Help
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I Credit tlemo

b Payment

I Cash Management Adius!
I Purchase Oider

I Line ltem

P Receipt

P Queue

Frequire a General Ledger account distrbution:

[Never
Fleduire  vendor.

[Before each requisition line item is saved

% Allows the unit price and quartity to be edted on requisiton line items

" Reroute updated requisitions to the bedinning of the appioval process after changes

W Allovr users ko change the wnit price for items in their Shopping Cart

Configur...

izeneral
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Attributes

Aging
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Tables
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Distribi...

Miscellan...
Line Items

Internati...
Address

Interfund
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The following is a list of business rules specific to WebPurchasing.

Business Rule Description

Require a General Ledger account distribution | With this business rule marked, you can choose if or
when a General Ledger account distribution is
required when creating a requisition.

Require a vendor With this business rule marked, you can choose if or
when a vendor is required when creating a
requisition.

Allow the unit price and quantity to be edited |Mark this business rule if you want to allow

on requisition line items reviewers to edit the unit price and quantity on

requisition line items. This rule also applies to the
user running the purchase order process.

Reroute updated requisitions to the beginning |If you marked Allow the unit price and quantity to
of the approval process after changes be edited on requisition line items, then mark this
business rule if you want to reroute updated
requisitions to beginning of the approval process.

Allow users to change the unit price of items in |Mark this business rule if you want to grant users the
their Shopping Cart ability to change the unit price of items in their
Shopping Cart.

Define Tables

A table is a field in which you can predefine entries to save time and promote consistency for your data
entry. Tables are set up and maintained in The Financial Edge. WebPurchasing uses several tables to
successfully create requisitions and purchase orders. You can add or delete table entries depending upon
your organization’s needs. The following is a list of tables specific to WebPurchasing.

Table Description

Buyers The individuals responsible for buying products.

Cancellation Reason Indicates the reason a line item on a requisition is rejected. This
table is used for requisitions that are invalid but have been fully
approved.

Department The department for which the order is being placed.

FOB Freight On Board. The point at which a customer assumes
ownership of an order.

Location The location where an order is delivered.

Rejection Reason The reason a requisition line item is rejected.

Shipping Codes The shipping method used for an order; for example, UPS,
Fed-Ex, or US Mail.

Units of Measure The measurement of a particular product; for example, box,

pallet, case.

» Add a table entry

1. On the navigation bar, click Configuration. The Configuration page appears.
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Click Tables. The Tables page appears.

B The Financial Edge {Sample Data),
File Edt View Go Favortes Tooks Help

& pack * Community Services Inc. - Accounts Payable -

¢

HewTableErtry Open Delete... Inseit Sot Table Cleanup. Configur...
General

Type: [accounts Payable K| Description Status

Tom Johnson Active et

Action stats
Action type
Bank Account Notepad Type

Bil James Active Attributes
Cyrithia Bel Active Agrg
Susan Thomas Active Information

Cancellation Reason Business
Rules.

Tables

Fields
Distribii...

Miscelln...
Fejection Reason Line Items
Fieauistion Line ltem Ststus g
Shipping Codes
Staft

Ui of Measure Interfund

Pasting

Address

In the box on the left, select the table in which to add the new table entry. Table entries appear in a
grid on the right.

Select New Table Entry. The New Table Entry screen appears.

=

New Table Entry

Diescription: ||

™ Inactive

Cancel

In the Description field, enter a description for the new table entry. Depending on the field you
add, you may be asked to enter other fields, such as Short Description or Email address.

If you want to make the new table entry inactive, mark Inactive. When you make a table inactive
it will not appear in WebPurchasing. For example, if you make a specific a Unit of Measure table
entry inactive, such as “box”, you cannot use that table entry to define the measurement of a
particular product.

To save the new table entry and return to the Tables page, click OK.

Note: Table entries can be edited at any time or deleted if they are not used on any records.

Define Attributes

An attribute is a reporting tool you use to group information based on a common theme. With attributes
defined, you can filter information to your specifications. Attributes are set up and maintained in

The Financial Edge. You can define specific requisition attributes for use in WebPurchasing. For
example, a school might need a “Classroom” requisition attribute. The information is maintained on the
requisition and can be used in requisition reports and queries.

> Add an attribute

1. On the navigation bar, click Configuration. The Configuration page appears.
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Click Attributes. The Attributes page appears.

[ The Financial Edge (Sample Data)

Fie Edt Vew o Fgvortes Tooks Help

4 pack & Community Services Inc. - Accounts Payable -

Attribute Type Data Type Table Name Required? Urique?

o
oogeE
oooeg

. In the box on the left, select the type of attribute to add, for example, Requisition. The attributes
grid appears on the right.

. In the Attribute Type column, enter a description of the attribute, for example, “Classroom”.

5. In the Data Type column, select the field’s format type. Data types include text, date, yes/no,

number, currency, and table.

Note: 1f you define the data type as a table, you can select an existing table or create a new one.

. If you select Table as the data type, enter a table name in the Table Name column.

. To make the attribute required on each record, mark Required.

Note: Attributes can be edited at any time or deleted if they are not used on any records.

. To require a unique attribute for each record, mark Unique.

. When you exit the attributes grid, your attributes are saved automatically.
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Blackbaud

Use WebPurchasing
Online

In this chapter

“Access WebPurchasing” on page 32
“Create Requisitions” on page 36
“View Requisition Records” on page 44

“Approve and Reject Requisitions” on page 47

vV v. v v .Y

“Create Receipts” on page 48

Creating requisitions through WebPurchasing involves searching for the products you want to purchase,
creating the requisition, and submitting the requisition for approval. Once you create a requisition you can
update it online. You can also save the products you use most frequently as “favorites” to speed the process
of creating future requisitions. This chapter details the requisition order process in WebPurchasing, from
creating and submitting requisitions, to approving or rejecting requisitions, to creating receipts for
purchase orders.
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Access WebPurchasing

During the install process, your system administrator defined the URL for The Financial Edge WebPortal
website. Once you access the WebPortal website, via this URL you can log in using your user name and
strong password. If you are denied access, you can reset your password.

Blackbaud.

Web Porta»l"_

vsermome: ]
password: [ ]

Forgot your password?

This program is protectad by US and international copyright lzws.
(C) Blackbaud 2008.

WebPurchasing supports Internet Explorer 7 or higher on the PC and with Firefox 3 or higher on the PC
and Macintosh. Other browsers are not supported and may not operate or display information correctly in
WebPurchasing.

Home Page

When you log into the WebPortal, your Home page appears. To use WebPurchasing, you must have
specific security rights. Your security settings determine which tasks appear on the Home page. Therefore,
the Home page will look different based on each user’s security settings. Your system administrator
establishes security settings in The Financial Edge in Administration.

Note: If you have rights to both WebPurchasing and WeblInvoicing, the Home page displays tasks related
@ to both applications.

= WebPurchasing - Windows Internet Explorer

é\- = [[5] betpifvm- webp-2K3fWebPortalfWebPurchasingiHome. aspx 2]

File Edit View Favortes Tooks Help

= — - »
v @ [r; webPurchasing ] I = ~ | page ~ i Tooks ~

WebPurchasing My Account | Help | Log out Welcome AndrewsMa
Activities Home Purchasing Requisitions Receive Administration

Activities Purchasing

B Go Shepping > Go Shoppin

2] View My Requisitions > Request One-time Product
& Review Requisitions > My Favorites

(&) Receive Products > My Cart (0 Line Items)
Purchasing Setup

> Products > New Product

Requisitions

> All Requisitions

> My Requisitions > Requisitions For Review
Created Requisitions: Requisitions Waiting for Review:

> 14
Receive

> Find Purchase Order

Administration

> Edit User Options

J Trusted sites 100 -




USE WEBPURCHASING ONLINE * 33

* Purchasing — The Purchasing list contains links to all purchasing tasks. Fore more information on
purchasing tasks see “Create Requisitions” on page 36.

» Purchasing Setup — The Purchasing Setup list contains links to tasks used to define products categories
and products available for purchase. For more information about purchasing setup tasks, see
“WebPurchasing Setup” on page 1.

* Requisitions — The Requisitions lists contains links to all requisition tasks. For more information about
requisition tasks see, “Create Requisitions” on page 36.

» Receive — The Receive list contains links to all receipting tasks. For more information on receipts, see
“Create Receipts” on page 48.

Note: To close WebPurchasing, always click Log Out. Do not close the browser because the program
considers the license you are using active until the session expires 40 minutes later. If you have multiple
users accessing WebPurchasing, this may prevent someone from logging on.

My Account Page

If you have access to WebPurchasing or WebInvoicing, you can specify personal settings for your account.
For example, you can choose to be notified when a requisition is submitted for your approval, or change
your email address.

» Manage your WebPurchasing account

1. From WebPurchasing, click My Account. Your account page appears.

= My Account - Windows Internet Explorer,

hasing/iy:

fle Edt Vew Fgvortes ook Help

e 5 : »
w o [\:‘M\/A(munt [ } M- B # - [eage » ( Took -

My Account My Account | Help | Log Out T S

Activities Home | Purchasing | Requisitions | Receive |  Administration

Update My Account | save

| Account Details

| Activities

" Go Shepping
B View My Requisitions

e Review Requisitions Department [Department not set]

(2 Receive Products Email [kimbert

- | Notifications.

Email me when:

My request is approved by any reviewer
My request is approved by final reviewer
My request is rejected

My Purchase Order is created

My approval is required for a requisition
+] Out of Office

Turn on Out of Office processing

Forward requests submitted for my approval to |

|Erinuh

'Kiniava

LisaBn
Queue
MarilynAg
Business Mgr
Budget Mgr
College

K12
AndrewsMa

' Trusted sites 0w -

2. In the Email field, enter the email address you want to receive notifications.

3. Mark one or more checkboxes to specify when to receive notifications.
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* Mark My requisition is approved by any reviewer if you want email notification when a
requisition you submitted has been approved by any reviewer.

* Mark My requisition is approved by final reviewer if you want email notification when a
requisition you submitted has been approved by the final reviewer.

* Mark My requisition is rejected if you want email notification when a requisition you
submitted has been rejected.

* Mark My Purchase Order is created if you want email notification when a purchase order is
created for a requisition you submitted.

* Mark My approval is required for a requisition if you want email notification when an
requisition requires your approval.

4. If you will be out of the office for a period of time and want requests submitted for your approval
forwarded to someone else, mark Turn on Out of Office processing and select the person who
will receive the requests in the Forward requests submitted for my approval to field.

Note: In cases where all of the current reviewers are out of the office, a notation will be added in the
Reviewer column and in the Current Reviewer ficld of the requisition, indicating the reviewer is out of
the office.

5. To save your information, click Update My Account. You can update or change this information
at any time.

My Favorites

You can save the products you use most frequently as favorites to speed the process of creating future
requisitions. Once you save a product as a favorite, it is stored on the My Favorites page. You can remove
a product from the My Favorites page at any time by clicking Remove from Favorites.

& My Favorites - Windows Internet Explorer

G- &

Eile Edt Wiew Favorites Tools Help

o

>
e ~ [ Page - {0 Tools -

i My Account | Help | Log Out
My aN O 4 [Heln Welcome AndrewsMa

Activities | My Cart Home | . Purchasing Requisitions Receive

Activities. 3 Ring Binder (lin) (3RB1)
Price: $14.000

B View My Cart (0 ems) + Vendor: Unit:  Box
« Vendor Part No:

. Add to Cart
Remove from Favorites

Request Non-listed Product
Capier Paper - Legal (CPLG)
Search My Faverites Price: $57.000
+ Vendor: Unit:  Box

Product Description * Vendor Part No: aty Add to Cart

Vendor Remove from Favorites

Vendor Part No Legal Pad (3 x 5) (LP36)

Price: $29.500
Product 1D + vendor: Unit:  Case

» Vendor Part No: aty Add to Cart

Remove from Favorites

Letterhead (LTH)

Price: $17.500
+ Vendor: Unit:  Box

» Vendor Part No: aty Add to Cart

Remove from Favorites

> Save a favorite product

1. From the WebPurchasing home page, click Go Shopping. You can access this link from the
Activities tab or the Purchasing frame on the home page. The Product List page appears.
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2. Locate the products you want to include in the favorites list. You can use search options under the
Search the Product List on the left side of the page.

3. Once you locate the product you want to save as a favorite, click Add to Favorites. A
confirmation message ‘“Product Added to Favorites” appears above the product price.

~ Product List - Windows Internet Explorer

G- e 3 > ] (%] [ [coeseorch =5

fle Edt Vew Fgvortes ook  Help

W A | @ product List

Product List

Activities J| My Cart

Price: $115.000 =
+ Yendor: Unit: Pallet
« Vender Part No:
B View My Cart (@ iems) Qty 1.0000|
dd to Favorite

57 View My Favorites

) Request Non-listed Product | Copier Paper - Legal (CPLG) eroduct Added to Favorites

Price: $57.000
e Vendor: Unit:  Box
* Vendor Part No: Qty 1.00
Product Description [Add to Favontes)
o Capier Paper - Letter (CPLT)
Price: $52.000
Wendor Part No. e Vendor: Unit:  Box
* Vendor part No: @ [ e
(Add to Favorites)

Dell Dimension 4100 - Desktop (DM41DT]
Price: $1,150.000

i ~| . Ve:nr: Unit:  Each
= * Vendor Part No:
o [ 2o >
x Add to Favorites

Dell Dimension 8100 Laptop (DMB1LT)
Price: $1,475.000
« Vendor: Unit:  Each
* Vendor Part No: aty

AAA e Fruentes

4. The confirmation message is also a hyperlink. When you click the link, the My Favorites page
appears. Verify the product you selected appears on the page.

7 My Favorites - Windows Internet Explorer

G- e efpurchasigigFaver B [ [e e |

Eile Edit View Favorites Tools  Help

i & | @y Favorites

B - B - @ - [reage - GTook - 7

My Favorites

Home frmmPy

(7]

Price: $115.000

« Vendor:

Unit:  Pallet
« Vendor Part No: e
B View My Cart (0 tiems) Qty Add to Cart
Remove from Faverites

@ view Product List

| Copier Paper - Legal (CPLG)

i Price: $57.000
i s Vendor: Unit:  Box

() Request Non-listed Product

~Search hese |« Vendor Part No: Qty 1.00 Add to Cart
plenos Copier Paper - Letter (CPLT)
Price: $52.000
Vendor Part No . Vexnr: Unit:  Box
= Vendor Part No:
T Qty Add to Cart
Remove from Favorites
Catego
All Categories Dell Dimension 4100 - Desktop (DM41DT]
Subcatego Price: $1,150.000
All Subcatagories « Vendor: Unit:  Each
5  Vendor Part No: Qv Add to Cart
Product Description ’
(e @ Remove from Favorites

5. You can remove a product from the My Favorites page by clicking Remove From Favorites.
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Create Requisitions

Creating requisitions through WebPurchasing involves searching for the products you want to purchase,
confirming the order, creating the requisition, reviewing the requisition, and submitting the requisition for
approval. When a requisition is submitted, an email notification is sent to your reviewers for approval.
Based on the settings defined on your My 'Account page, you may receive email notifications when your
requisition is approved or rejected. Once you create a requisition you can update it online until it is

submitted.

> Search for products to purchase

1. From the WebPurchasing home page, click Go Shopping. You can access this link from the
Activities tab or the Purchasing frame on the home page. The Product List page appears.

= Product List - Windows Internet Explorer.

G- [Ew F— e 9% | I2-
Fle Edt Yew Favoites Tools  Help
- . »
w [w Prodiuct List l } i - B - # - [2heage - i Tooks -
Product List My Account | Administration | Help | Log Out Welcome AndrewsMa
Activities | My Cart Home WebPurchasing Purchasing Requisitions Receiving
it . ~
Activities 3 Ring Binder (1in) (3RB1) =
Price:$14.000
W View My Cart (0 Line Irems) * Vendor: Unit: Box
« Vendor Part No:
View My Favorites qty Add to Cart
7) Add New Product Add to Favorites
Request One-time Product 3 Ring Binder (2in) (3RB2
Price: $18.000
Search the Product List . Vendor: n unit:  Box
+ Vendor Part No:
i 1.00 Add to Cart
Product Deserpion @
— Add o Fovorfes
vandor N
| 300 Gigabyte IDE Hard Drive (300 GB DRIVE)
Vendor Part o Price: $145.000
C & Vendor: K-Star Technologies, Inc. (K100) Unit:  Each
Product 1D e qty Add to Cart
L ] Add to Favorites
Category L
Subeategory .
o et 00T
= . xendﬂr-P . Unit:  Pallet
+ Vendor Part No:
oy [ rowe| [(addtocar
Add to Favorites
Canned Vegtables (Cv)
Price:$115.000
* Vendor: Unit:  Pallet
* Vendor Part No: Qty -LUUUU _Add to Cart
Add to Favorites
Copier Paper - Legal (CPLG)
Price: $57.000
« Vendor: Unit:  Row L
Show items per page H 4 Page of 3 (28 records) b M
hitp: i ams2009 webportalfwebPurchasing/Purchasing/Products, aspx % Local intranet H100% -

This page lists all the products defined in Accounts Payable and represents a catalog of products
frequently requested by your organization. Click a product link to view additional product

information.

3 Ring Binder (1in)
$14.000 per Box
Vendor

Vendor ID

Vendor Part MNo.

Product ID 3RB1

2. Search for the products you want to request. You can scroll through all the items on the product list

or use the search options under the Search the Product List on the left side of the page.
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* You can search for products by entering information in the Product Description, Vendor,
Vendor Part No, or Product ID fields or selecting a Category and Subcategory and clicking
Search.

Note: When you search for products or vendors, the search results display all records that contain
your criteria, regardless of where it falls in the word. For example, if you enter “Board” in the
Product Description field and click Search, the results could include “Boards — 2x4”, “Boarding
Services”, and “Dry Erase Board”. Wildcards are not needed for searching.

* In the Sort by field, you can sort the product list by Product Description, Product ID, Price:
Low to High, Price: High to Low, or Vendor.

3. Enter the quantity of the product you want to purchase in the Qty field.

To add the item to your cart, click Add to Cart.

Note: To view the items you have requested so far, including the quantity, price, and the total
purchase amount, click the My Cart tab.

> Request a one-time product

If you need to purchase a product that is not on the product list and should not be added to the product
list, click Request One-time Product on the Activities tab. The product information added to the
Request One-time Product page appears on your shopping cart and your requisition.

1. From the Activities tab on the Product List page, click Request One-time Product. The Request
One-time Product page appears.

= Request One-time Product - Windows Internet Explorer.

@.\:, ~ (5] b, bPurchasing/Pur roduct, aspc

fie Edt view Favorites ool Help

w o IP:RequestOne-tlmerdutt

Request One-time Product My Account | Administration | Help | Log Out Welcome AndrewsMa

Home WebPurchasing Purchasing Requisitions Receiving

Activities | My cart

Activities

+| Ccan't Find a Vendor?

Enter one here
Vendor Name
Phone Number

Website
Address

Office Mart
843-555-1212

Contact Name

Email Address

B View My Cart (5 Line Itams)
W B e s Product Description |Dry Erase Markers ]
51 iew Product List Quantity Unit of Measure
{ ] Add New Product Unit Price
Notes
Select a Vendor...

Cheryl Gamble

[www.officemartwebsite.com

1212 Rivers Ave.,

Charleston, 5C

P e

W W LN ¥ W WS v ._-‘..".."'.ﬂ - ‘A"\q—-‘-—.&-‘."“#’ L

2. In the Product Description field, enter a description to help identify the product.

3. Enter the quantity of the product you want to purchase in the Quantity field.
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4. In the Unit of Measure field, select the unit of measure to use when measuring the product’s
quantity. The entries available in this field are pulled from the Unit of Measure table defined in
Configuration in Accounts Payable.

5. In the Unit Price field, enter the price of a single unit.
6. In the Notes field, add any additional information about this product.

7. In the Select a Vendor ficld, enter the name or ID of the vendor or use the binoculars to locate a
vendor.

8. If the vendor is not in the system, enter the vendor name and contact information in the Can’t
Find a Vendor? frame.

9. To add the product to your cart, click Add to Cart. A link appears at the top of the page notifying
you that the product was added to your cart. Click the link to return to the My Cart page.

Addto Cart | 'Dry Erase Markers' has been added to the Cart.

> Confirm the order

Once you have selected the products you want to purchase on the Product List page, confirm your
order on the My Cart page.

1. From the Product List page, click View My Cart under the Activities tab. The My Cart page
appears. This page lists the products you have requested so far and the total price of the products
selected.

(= My Cart - Windows Internet Explorer

E@ - ‘ﬂhttp:f P hasing/Purchasing/Cart, aspx V||§\ \z\ ‘Lwe search ||EE\

Fie Edt view Favorites ook Help

| Administration | Help | Log Out Welcome AndrewsMa

WebPurchasing Purchasing Requisitions Receiving
Activities Total: $203.00
E¥ Continue Shapping Remove S Quantity Unit Price Extended Price
773 Add New Product [] 3 Ring Binder (1in) 2.00 $28.00
Unit: Box
. Request One-time Product ]  Copisr Paper- Lattar oo $52.00
€] Create Requisition Unit: Box
[ isterhesd Lon $17.30
Unit: Box
Bl Uni-Ball Vision Pen $48.00
Unit: Case
O WindowEnveloses s2230
Unit: Case
ST e
Unit: Box

AN A M“‘MO-J-O-M- ' R o
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2. Verify the information is correct. If you make any changes, click Update Cart.
* In the Quantity you can change how many items you want to order.

* To change a product’s Unit Price, you must have the appropriate security rights.

Note: 1f you select a product subject to a pricing schedule, the Unit Price field is disabled and
cannot be edited. An asterisk appears next to the field. For products with pricing schedules that
change over time, the unit price for the current time period is selected. For products with pricing
schedules based on amount, make sure you have the correct unit price for the quantity you request.
In the Quantity field, enter the number of items you want to order and click Update Cart.

* To remove a product from your cart, mark the appropriate checkbox under the Remove column
and then click Update Cart.

3. To add other products to this order, click Continue Shopping to return to the Product List page.

» Create the requisition

1.

When you complete your shopping, click Create Requisition. The Create Requisition page
appears.

£%) Create Requisition - Mogzilla Firefox

File Edt Wew Hstory Bookmarks Tools  Help

3 Create Requisition + |

€ | @ rm-wp12/siteetPurchasing Renuisitions|CreateRequisition. aspx

& |[B- Googe £le &
(2] Most visited { | Getting Started || Customize Links | |

" FresHotmal [ Windaws Marketplace || Windows Media | Windows

Create Requisition

it | Administration | Help | Log out
Activities Home | WebPurchasing Purchasing Requisitions Receiving
Activities Submit Requisition | _Save | Total: $39.00 Return To Cart |
T Return To Cart Created By: Supervisor Appraval Rule: | Seff-Approve L || show Detsils
| =seltApprave  Z]
[ save Requisition Status: Editing

|4 Submit Requisition

—

Description: [ ]

Add attachments |0 Attachments

Line # Line Item Description Quantity Unit Cost Extended Price Status

1 3Ring Binder (1in) 1.00 $14.000 $14.00 Panding Edit
vendor: | i) <Not Distributed> | Savs

2 Disposable Blanket 1.00 $25.000 $25.00 Pending Edit
Vendor: | ey Mot Distributed> | Sava
| attributes

Add Attribute Type Description Short Description Date Required Comments

| History of Changes

There ars no changes on this Requisition.

On this page you can verify your product selections, edit each line item in the grid, and add a
vendor to each line item.
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2. Inthe Approval Rule ficld, select the approval rule you have rights to use. If you have self
approval rights, this field defaults to “Self Approve”, however you can change the rule. Click
Show Details to view more information about the selected approval rule.

Rule Details

Rule Name: IT

Description:  IT Reguests needing approval

Close

3. In the Description field, enter any additional information about the requisition. This information
appears on the requisition record in Accounts Payable.

4. Select Add Attachments to access the Attachments screen. From here you can add an attachment
to a requisition record. This helps ensure that all supporting documentation associated with a
purchase request is included in the approval process.

5. To make changes to a line item on the requisition, click the Edit hyperlink that appears in the last
column on the grid. The Edit Line Item page appears.

{2 Edit Line Item 1 - Windows Internet Explorer,

o
W e lmEd\tUne]taml ] I %~ B 0 v |page - % Taoks -
Edit Line Ttem 1 My Account | Administration | Help | Log Out Welcome AndrewsMa
Activities Home WebPurchasing Purchasing Requisitions Receiving
Activities ‘ Return to Requisition Item Status: Pending Copy Line Item Info |
e Return To Requisition Line Item 1 - 3 Ring Binder (1in)
H save Line Ttem 1 Quantity: 2.00 Unit: Box
e e e Unit Price: $14.000 Extended Price: $28.00
~| External Notes
~|Internal Notes
4| vendor Information
Search for a Vendor
Suggest Another Vendor
Website [ |
Address
~| Purchase Order Line Item Information (optional)
| Distribution
Summary View | [2dd] [Distribute Evenly] [Check Budget] [Load Default Distribution |
4| History of Changes
There are ne changes on this Line Item.
% Local intranet HA00% ~

6. Enter any additional comments or more detailed information about the product in the External
Notes and Internal Notes boxes. Any information you enter in the External Notes box appears on
the purchase order. Any information you enter in the Internal Notes box appears on the
requisition line item.

7. In the Search for a Vendor ficld, click the binoculars to locate a vendor.

8. If the vendor is not in the system, enter the vendor name and contact information in the Suggest
Another Vendor section.

9. Entering information in Purchase Order Line Item Information is optional.
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11.
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In the Date Required field, enter the date the item must be delivered.

In the Department field, select the department for which the order is being placed.

In the Ship via field, select the shipping method to use.

In the Deliver to field, select the individual who should receive the item.

In the Ship to field, select the location where you want the item sent.

In the Freight on board field, select the point where your organization assumes ownership of
the order.

In the Buyer field, select the individual responsible for buying the product.

In the Distribution frame, you can select the account or project distribution and view budget
information.

| Distribution

summary View ¥ [Distr\buta Euen\y] [Check Budget] [Load Default Distmbut\on]

From the drop-down list, select “Summary View” or “Detail View” and click Add.

If you select “Summary View””:

a.

C.

In the Amount field, enter the amount to distribute to the account. You can manually enter an
amount for each account or you can click Distribute Evenly to distribute an amount equally
among the selected accounts.

. In the GL Account field, enter the debit accounts for the distribution in the second field. You

can use binoculars to search for an account number. When you enter a valid debit account
number, the description appears automatically to the left of the account number field.

To add additional debit accounts, click Add.

If you select “Detail View”:

a.

In the Amount field, enter the amount to distribute to the account. You can manually enter
percentages for each account or you can click Distribute Evenly to distribute percentages
equally among the selected accounts.

In the GL Account field, enter the debit accounts for the distribution in the second field. You
can use the binoculars to search for an account number. When you enter a valid debit account
number, the description appears automatically to the left of the account number field.

In the Amount field, enter the amount to distribute to the project. You can manually enter an
amount for each account and project or you can click Distribute Evenly to distribute an
amount equally among the selected accounts and projects.

Enter the percentage to distribute to the project in the Percent column.
Enter a project ID number in the Project field or use the binoculars to search for a project ID.
Select a class for the distribution in the Class field.

To add additional debit accounts, click Add.
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Note: If you have the optional module Projects and Grants and have defined transaction codes,

@ additional fields appear based on the number of transaction codes you have defined. Select a value
for each transaction code. For more information on transaction codes, see “Transaction Codes” in
the Configuration Guide for General Ledger.

12. To check account spending against the budget, click Check Budget. The Budget View screen

appears. You can view what the budget forecast for the selected account and what was actually

budgeted for that account. This screen allows you to see when you are over budget and plan
accordingly.

Budget View

View: Account Budgets % | | Forecast % | As of period 9 in Fiscal Year 2008

Status Account # Period Forecast Period Budget

Annual Forecast Annual Budget
No budget 01-5099-02 514

514

13. To use default account distributions, click Load Distribution. The Default Distributions screen

appears. Select a distribution from the list and the distribution information appears in the
Distribution frame of the Edit Line Item page.

Default Distributions
Distribution Name
Office
Software

Furniture

14. To copy specific information from the current line item to other line items on the requisition, click

Copy Line Item Info. The Copy Line Item Information screen appears. This screen lists each field
on the Edit Line Item page.

Copy Line Item Information
[ External Notes

[ internal Notes

[Jwendor Information

[Jro tnformation

[ pistribution
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Mark the checkbox to copy information from the current line item to other line items on the
requisition. For example, mark Vendor Information to copy the vendor information from the
current line item to the other line items on the requisition.

To return to the Edit Line Item page, click OK.

To save the changes made to the line item, click Save. The changes made to the line item appear
under the History of Changes frame.

[<| History of Changes
Item Changed Previous Setting New Setting Changed On Changed By
vendor <blank> A+ Office Supplies 07/15/2008 AndreveMa

To return to the Edit Requisition page, click Return to Requisition. Any changes made to a
specific line item now appear on the requisition. For example, if you copied vendor information
from a specific line item, the vendor information would appear on the remaining line items on the
requisition.

To save changes made to the requisition, click Save. The changes made to the requisition appear in
the History of Changes frame.

[~ History of Changes

Item Changed i i i nged
Status reatec 1/12/2009
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20. When you complete your changes to the requisition, click Submit Requisition. A confirmation
message appears.

{2 Requisition 5 Submitted - Windows Internet Explorer, EX
@\i/. = pxiid=s = [#2][x] [ 2]
e & [;_w’neqummssmmma [71 o B - e - GiTesk v

My Account | Administration | Help | Log Out Welcome AndrewsMa

Requisition 5 Submitted

Activities Home WebPurchasing Purchasing Requisitions Receiving

Activities. isition 5 i Succ

y!
Continue Shoppin:

L Prina You may view your newly submitted requisition here.

b View My Requisitions

If you have opted into Email alerts, as defined on the My Account page, you will receive alerts indicating your requisition's status.

Note: Pressing the browser back button te edit your requisition is not possible at this time.

LR S VP IO S S Wl sl bl -l N

when your requisition is approved or rejected. For more information about defining email

:§ Note: Based on the settings defined on the My Account page, you may receive email notifications
notifications for your account, see “My Account Page” on page 33.

21. Click the Home tab to return to the Home page.

View Requisition Records

Once requisitions are submitted for approval, you can view requisitions you created or the requisitions
created by all users if you have the appropriate security rights. You can view when the requisition was
created, who created the requisition, the requisition amount, and the approval status.
> View requisitions

1. From the WebPurchasing Home page, click All Requisitions or My Requisitions.

* When you click All Requisitions, the All Requisitions page appears. From this page you can
view all the requisitions submitted by every user in your organization.

= Al Requisitions - Windows Internet Explorer

@\— 3~ \H’ http: fjaes2003webportalfWebPurchasing/Requisitions/Requisiions aspx V\ *2/| % | | P

Fle Edt View Favortes Took Help

] [ |4l Requisitions

]_I s B & [eags v @ Took -

My Account | Administration | Help | Log Out Welcome AnneCa

All Requisitions

Activities Home WebPurchasing Purchasing Requisitions Receiving

Activities

Date Created Status Total

Requisition Number Depa

View 1 Paper Supplies & Bottled Water AndreveMa  Administration 1/8/2005  Approved $155.00

D View Requisitions for Review

View 2 Supplies for Cafeteria AndrewsMa  Administration 1/8/2009 Approved $197.50
42] View My Requisitions View Copy 2 Supplies for Facilities Office AnneCz Facilities 1/8/2008  Submitted  $139.25

Search Requisitions
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Note: To view all requisitions, you must have the appropriate security rights that are defined in
Accounts Payable. For more information about user security see, “User Security Setup” on page 5.

* When you click My Requisitions, the My Requisitions page appears. From this page you view

all the requisitions you created.

(= My Requisitions - Windows Internet Explorer

o~ (@]
QO - (B

'ebPurchasing/Requisiti

MyRequisitions, aspx

2[4 [x] [Live search

Fle Edt View Favorites Tools Hslp

w o If'i My Reuisitions

My Requisitions

Activities

View Copy
View Copy

£ View Al Requisitions

421 View Requisitions for Review

Search My Requisitions

Requisition Number

Requisition Number

v [ page - () Tanks -

- B

Purchasing

Description
i Paper Supplies & Bottled Water
2 Supplies for Cafeteria

\J'M r‘ww\f’ ‘4"\“ M"“*’M‘W

Requisitions

Welcome AndrewsMa
Receiving

Date Created Status

1/8/2009
1/8/2009

Approved
Approved

To view a specific requisition, click View. The View Requisition page appears.

e Requisition 1 - Windows Internet Explorer

+ [Elnt B ebPurchasing/Requisiti

isition. aspx?id=1

) [42][x] [Live sezrch

G

Fle Edit View Favorites Tools  Help

v e I!»)-Requls\tmnl

Requisition 1

Activities Requisition 1
£ view Al Requisitions

Created By:
£ view My Requisitions

Status:
£ View Requisitions for Review

Description:

Total:
Line Items

Line #
Vendor: A+ Office Supplies

Vendor: A+ Office Supplies
3 Bottled Watsr
Vendor: A+ Office Supplies

Vendor: A+ Office Supplies

Attributes

Neo Attributes Associated.

Item Changed

Status
Status

Ram U el "\AM‘HM."M”JJ” bttt ol o M‘*\

Line [tem Description

1 3 Ring Binder (1in,

2 3 Ring Binder (2in,

4 Copier Paper - Legal

Requisitions

AndrewsMa Approval Rule: Self-Approve
Approved
Paper Supplies & Sottled Water

$159.00

Unit Cost

$14.000
$18.000
$70.000

$57.000

History of Changes

Previous Setting New Setting

Editing Created

Created Approved

s - |k page - {C Tools - »

fi- 8

Receiving

Copy Requisition

Extended Price Status

$14.00 Approved

$18.00 Approved

$70.00 Approved

$57.00 Approved

Changed On Changed By

1/8/2009 AndrevsMa

1/8/2003 AndraveMa
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:5 Note: When the item has been ordered, the status changes to “Ordered”.

3. To view a specific line item within the requisition, click View. The View Line Item page appears.

{2 View Line llem - Windows Internet Explorer M
@, - [@ It d=37 VHEHZ\ [Live search I[2]

W & [Fj View Line Ttem - v [rPage v ook -

View Line Item 1 M Welcome AndrewsMa

Requisitions Receiving

Return To Requisition
View Next Line Item

Line Item 1 - 3 Ring Binder (1in)

Quantity: 2.00 Unit: Box
Unit Price: $14.000 Extended Price: 528.00

External Notes
Internal Notes

Vendor Information

Selected Vendor: A+ Office Supplies
Purchase Order Information

Date Required: Department:
Ship via: Deliver to:

Ship to: Freight on board:
Buyer:

Distribution Information

Detail View v

528.00 GL Account: 01-5200-00 Office Supplies
Detail View
Amount  Project Class Mission / The Raiser's Edge
$28.00 1001 Unrestricted Net Assets. None Spendable

History Information

Item Changed Previous Setting New Setting Changed On Changed By
Vendor <blanks A+ Office Supplies 1/12/2009 AndreveMa
Last Action Pending Approved 1/12/2009 AndreveMa
Approval Status Pending Approved 1/12/2009 AndrevsMa

Yy~ e ST S RREHE S "‘Jkr-a-’.\‘“‘“\r"ﬂ“’“- ..
The View Line Item page displays specific details about a selected line item, including vendor
information, purchase order information, and history information. In addition, you can display a
summary or detailed view of the GL distributions applied to the line item.

4. To copy the entire requisition click Copy Requisition. A requisition only has to have been saved
in order to copy it. When you copy a requisition, a new requisition is created and includes the same
items from the previous requisition. You can add more items to the new requisition or submit it for
approval as is.
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Note: If you set your business rules to require GL distribution or a vendor on a requisition, the
@ requisition cannot be copied.

£ Edit Requisition 4 - Windows Internet Explorer,

@ G- [ hetpsijaesz00ajwebportalebPurchasing/Requistions/EditRequisiian. aspiid=4

Fle Edt View Favorites Tools Hslp

W I?fEd\tRaqu\sitinn4 liw

Edit Requisition 4 My Account | Administration | Help | Log Out

Activities WebPurchasing Purchasing Requisitions Receiving
Activities | Submit Requisition Total: $159.00
|/ EDFINL Created By: AndrewsMa Approval Rule: | Self-Approve v| showDetails

£ view My Requisitions Status: Editing

& 5ave requisition Description: |Paper Supplies & Bottled water |

|3 Submit Requisition
Line # Line Item Description Quantity Unit Cost Extended Price Status

1 3 Ring Binder (1in} 1.00 $14.000 $14.00 Pending

Vendor: A+ Office Supplies <Distributed=>

2 3 Ring Binder (2in) g $18.000 $13.00 Pending

vendor: A+ Office Suppliss <Distributed=>

3 Bottled Water $70.000 $70.00 Pending

Vendor: A+ Office Supplies <Distributed=>

4 Copier Paper - Legal g $57.000 $57.00 Pending

vendor: A+ Office Suppliss <Distributed=>

~ Attributes

Add Attribute Type Short Description

+ History of Changes

There are no changes on this Requisition.

Approve and Reject Requisitions

To approve and reject requisition orders, you must have security rights. The Supervisor can establish
security settings for groups of users in Administration. For more information about setting up
WebPurchasing security, see “User Security Setup” on page 5.

> Approve a requisition

1. From the WebPurchasing home page, click Requisitions for Review. The Requisitions for
Review page appears. This page lists the requisitions available for review.

e Requisitions for Review - Windows Internet Explorer

G- %] | [EE

Fie Edt Vew Favorkes Tooks Help
5 &t | @ Requsiions for Review B B - [heage - 0 Tok -

¢
| Requisitions for Review

m Purchasing Requisitions | Receive

| Activities Requisition Number Description Date Created Status
vigw H EBusiness Mgr 06/30/2008  Submitted

4 Supervisor 06/30/2008  Submitted

Search Requisitions for Review

| Requisition Number

(W D==cription

2. Locate the requisition(s) you want to approve. To speed your search, you can use Search
Requisitions for Review on the Activities tab.
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3. Click the Review link next to the requisition you want to approve. The Review Requisition page
appears.

(= Review Requisition 3 - Windows Intennet Explorer

G-

Edit View Favorites Tooks Help

& - |[:rpage v ) Taks - 7

[ & Review Requisition 3

Review Requisition 3 My Account | Help | Log Out

Activities Home Purchasing Requisitions Receive

H save reaquisition 3 Created By: Business Approval Rule: Show Details

Activities

gar
Status: Submitted Current Owner:  Business Mgr

Description:
Line # Line Ttem Dascription Quantity Unit Cost Extended Price Status

1 3 Ring Binder (1in] 1.00 514.000 $14.00 Pending Egit

«| Attributes
Attribute Type Description Short Description Date Required Comment ts
| History of Changes

Item Changed Previous Setting New Setting Changed on Changed By

Status Editing Submitted 06/30/2008 Business Mgr

4. Review the requisition order and make any changes to the information.

To approve all line items, click Approve All at the top of the Review Requisition page. The
Status column in the line item grid changes to “Approved” for all line items.

6. To reject all requisition line items, click Reject All at the top of the page. The Status column in
the line item grid changes to “Rejected” for all line items.

7. To approve an individual line item, in the line item grid, click Approve. The Status column
changes to “Approved”.

8. To reject an individual line item, click Reject in the line item grid. The Status column changes to
“Rejected”.

Note: If a requisition line item is rejected, you will need to create a new requisition for that item.
@ Other approved line items in the requisition will continue through the approval process.

9. Click Finalize to finalize the approval. The requisition is sent to the next reviewer or to the
business office if you are the final reviewer.

Create Receipts

Receipts are created for purchase orders. A receipt is a record created to keep a record of items or services
your organization purchases and receives. In Accounts Payable, a receipt records whether purchase order
line items are received, rejected or canceled.

Once an item on a purchase order is delivered to your organization, you can receipt the item. When you
create a receipt for a purchase order, you automatically generate the entries required to reverse
encumbrance transactions posted from a purchase order. You can create receipts in both WebPurchasing
and The Financial Edge. With the receipting functionality in WebPurchasing, you can receive, reject, and
cancel line items attached to a purchase order, and specify the quantity received and who will receive the
items. Your user security settings determine whether you can create receipts for only yourself or for all
users.
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Your organization should decide who can create receipts — a receiving department, specific user, or all
users creating requisitions — and whether that user or users have rights to The Financial Edge. Creating
receipts in WebPurchasing is helpful if you have multiple users that do not have access to The Financial
Edge receipting functionality. If you only have a few users creating receipts, it may make more sense to
give them rights to The Financial Edge and create receipts there.

Note: For more information about creating receipts in The Financial Edge, see the Records Guide for
Accounts Payable.

» Create a receipt in WebPurchasing

Before you can create a receipt in WebPurchasing, you must generate a purchase order in
The Financial Edge. For more information about generating a purchase order, see “Generate Purchase
Orders” on page 61.

1. From the Home page in WebPurchasing, click the Find Purchase Order link under the Receive
list. The Purchase Orders page appears. This page lists purchase orders that have not been closed
or have not been printed.

Note: Your user security settings determine which purchase orders you see on this page. For
example, you may be able to view purchase orders generated by everyone in your organization, or
you may be able to view only purchase orders you generate. For more information about user
security settings, see “User Security Setup” on page 5.

= Receive Purchase Order - Windows Internet Explorer,

@“ y - \ )| hittp: f 2852009 /webportalfwebPurchasing/Receiving/ReceivePOList aspx

File Edt View Favorkes Tooks Help

W [r.Rece.vepur:haseorder l 1

Purchase Orders My Account | Administration | Help | Log Out Welcome AnneCa

Activities Home wWebPurchasing Purchasing Requisitions Receiving

Search Purchase Orders. PO Number PO Date Vendor Name Vendor ID  Department Total Status.

PO Number Receive 7 1/12/2009 Palmetto Coffee Break 21 $197.50 Unprinted
Receive i 6 1/12/2009 A+ Office Supplies 0057 $533.75 Unprinted

Requisition Number

Vendor

Vendor ID

Department
[ <Az

Receipt Number

g Jr\ "“Kﬁ\- ' \‘-‘—“"\rﬂ‘ﬂr~‘%fﬂ“"\w

2. Locate the purchase order for which you want to create a receipt. You can use search options under
Search Purchase Orders on the left side of the page. The Receive link appears next to each
purchase order that has not been fully received.



50 * CHAPTER 2

3. Click Receive to create a receipt. The Receive Purchase Order page appears. This page displays
line items for the selected purchase order.

= Receive PO - Windows Infernet Explorer,

6\; - \?!’ hittp:/aes2009/webportalfwebPurchasing/Receiving/ReceivePO, aspx?ID=7 ‘ Li-

File Edt View Favortes Tooks  Help

— _ - »
w o [?)’Receive FO l 1 o= v |5k Page ~ Gk Taoks ~

Receive Purchase Order My Account \ Administration | Help \ Log Out Welcome AnneCa

m Home WebPurchasing Purchasing Requisitions Receiving

Activities Return to PO's (Receive All]| [Reject All] [Cancel All] |
@ Receive a different PO PO Number: 7 Ordered by: PO Date: 1/12/2000
@ 1 GLOVES Disposable Foodservice Gloves Qty: [1.000 Receive
= — - Case $42.00
T | Ordered:1.000
Receipt items: 2 faK Hygiens Kit Qty:
Case $30.00

Ordered:1.00

3 v Canned vegtables o

Pallet $115.00

Ordered:1.0000

4 RP Rice Packets Qty: |1.000 Receive

Case $10.50

Ordered:1.000

et it G i W o it S it e AN

4. Review the line items listed on your purchase order.

5. To receive individual line items, in the line item grid, click Receive. The received items appear in
the Current Receipt box on the Activities tab. Clicking the minus button next to the item removes
it from the list and cancels the action.

6. To receive all line items for the purchase order, click Receive All at the top of the Purchase Order
Line Item page. The New Receipt page appears.

the top of the page. To reject a line item and replace it later, click Reject. To cancel a line item

:§ Note: To reject or cancel all line items within a purchase order, click Reject All or Cancel All at
completely, click Cancel.

= New Receipt - Windows Internet Explorer

G:—;rv ‘F.v' hteps, P bPurchasing/Rs L aspx V‘ || X | ‘ R~

fie Edi Yiew Favorites Tooks  Help

* & Iwimew Receipt [7I %o B v [rPage - CFTass -

My Account | Administration | Help | Log Out Welcome AnneCa

New Receipt

=

Activities
@ Add items to this receipt

Home WebPurchasing

|Eemisros

Purchasing

PO Number: 7 Ordered by: PO Date: 1/12/2009
Description: [ |
Receipt date: i Received by:
Default Location: Sost dete: e
Item Post Status:
Receipt Line Items
Product ID Product Description Quantity Unit  Action  Serial #
1 GLOVES Disposable Foodservice Gloves 1.000 Case Receive Add SH
2 HGK Hygiene Kit 1.00 Case Receive Add SH
3 cv Canned Vegtables 1.0000 Pallet Receive Add SH
4 RP Rice Packets 1.000 Case Receive Add SN
it i T P e gn g b anten A .Hw‘-*‘ta—-««‘ ~ .
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In the Description field, enter a description of the items. For example, “May 2008 office supply
order.”

The Receipt date field displays the current date. You may change the date in this field.

In the Received by field, select the individual who received the order. This is a required field.
In the Default Location field, select the area where the order was delivered.

In the Post Date field, enter the date for the line item to post. This is a required field.

In the Item Post Status field, “Not Yet Posted,” “Do Not Post,” or, “Wait For Invoice.” This is a
required field.

If you need to create more receipts for this purchase order, click Add items to this receipt on the
Activities tab. You return to the Purchase Order where you can select more items to add to the
receipt.

To add a serial number to the line item, click Add SN under the Serial # column. The Serial
Numbers screen appears.

Serial Numbers

Quantity of SN: n

Item Serial Number
1

In the Quantity of SN field, enter the number of serial numbers you want to add to the line item.
In the Serial Number field, enter the serial number.

To return to the Receipt page, click Save. The Serial # column displays the number of serial
numbers you added to the line item.

To save the receipt and return to the Purchase Order page, click Save Receipt.

Edit Receipts

Once you have created and finalized a receipt, you still have an opportunity to edit it until it is posted. For
example, you may want to delete a line item, add a serial number to a line item within the receipt, or add
more line items to the receipt.

> Edit a receipt

1.

From the Home page in WebPurchasing, click the Find Purchase Order link under the Receive
list. The Purchase Orders page appears. This page lists purchase orders that have not been printed
or closed.
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2. To open a purchase order, click View. The Purchase Order Receipts page appears.

{2 Purchase Order Receipts - Windows Internet Explorer

©¢¢ - ‘r-i http:, partal{\webPurchasingiReceiving ViswPO, aspx7ID=6 V| 2| X ‘ | R

Fie Edit Yiew Favotes Tools  Help

wodr [ | Purchase Order Receipts

l_‘ B B s e pame e (ol e

My Account | Administration | Help | Log Out Welcome AndrewsMa

Purchase Order Receipts

Activities Home WebPurchasing Purchasing Requisitions Receiving
Activities Vvendor: A+ Office Supplies Vendor ID: 0087
PO Number: 3 Order Date: 1/12/2009
@ Back to PO List
Status: Unprinted Buyer:
Order From:  <Vendor Address> Department:
Ship Via: Best Way Confirm To:
FOB: Ship To: Shipping & Receiving
Attention:
Comment:
Receipts:
Receipt # Description Date Received By
Edit Delete 8 1/12/2009 Cynthiz Bell
Line items:
Product ID Product Description Ordered Quantity Unit Unit Cost Extended Cost
1 3RB1 3 Ring Binder (1in) 1.00 Box $14.00 514.00
2 ame2 3 Ring Binder (2in) 1.00 Box $18.00 $18.00
3 PN Post It Notes 1.00 Box $15.50 $15.50
4 WE Window Envelopes 1.00 Case £22.50 $22.50
b

ey ‘\J‘-\.J-WAW\"\..J\,‘ '“'\JJ\“‘\"*J“\MJ‘"'\J”. by

3. Under Receipts, click Edit to open the receipt you want to edit. The Receipt page appears.

: % Note: To delete the entire receipt, click Delete.

= Edit Receipt 8 - Windows Internet Explorer

@.-.‘ - [ bt portalfWekPrchasing/Recehving EdiReceiot. aspx v [4[x] | o~

=

My Account | Administration | Help | Log Out

fie Edi Yiew Favorites Tooks  Help

e IV;Ed\tRe:e\ptB

Edit Receipt 8

Activities Home WebPurchasing Purchasing Requisitions Receiving

Activities

[Return to PO's] [Save Receipt| [Delete Receipt] ‘

PO Number: 8 Ordered by: PO Date: 1/12/2009

@ Add items to this receipt

Description: [ |

Receipt date: 1/12/2008 @ Received by: Cynthia Bell v
Default Location: Post date: 1/16/2009 B

Item Post Status:
Receipt Line Items
Product ID Product Description ‘Quantity Unit Action Serial #
1 3RBE1 3 Ring Binder (1in 1.00 Box Receive Add SH
2 ZEREZ2 2 Ring Binder (2in, 1.00 Box Receive Add SH
3 PN Post 1t Notes 1.00 Box Receive Add SH
4 we Window Envalopes 1.00 Case  Racsiva Add S

PP ¥ o e F S IV T e g v W S FYy ‘,.......-l.“‘ |/

4. Make your changes to the receipt.

* You can change the information entered in the Description, Receipt date, Default Location,
Received by, Item Post Date, and Item Post Status fields.

* Under Receipt Line Items, you can delete a line item or add a serial number to the line item.

 If you need to create more receipts for this purchase order, click Add items to this receipt on
the Activities tab. You return to the Purchase Order where you can select more items to add to
the receipt.
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» If you want to cancel the entire receipt, click Delete Receipt. This removes the line items from
the purchase order and relieves the encumbrance accounts.

5. To save your changes and return to the Purchase Order Receipts page, click Save Receipt.

6. To return to the Purchase Orders page, click Back to PO List under the Activities tab.
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Blackbaud

CHAPTER 3

WebPurchasing
Business Office
Processes

In this chapter

“View Requisition Records” on page 56
“Generate Purchase Orders” on page 61
“View Purchase Orders” on page 67

“View Receipts” on page 69

vV v v v Y

“WebPurchasing Reports” on page 71

This chapter describes the business processes related to WebPurchasing that are performed in

The Financial Edge. When requisitions are generated and approved in WebPurchasing, you can generate
purchase orders automatically from those requisitions in The Financial Edge. In addition, you can view
requisition and purchase order records, run reports, and create receipts. Users must have rights to

The Financial Edge to use this functionality.



56 * CHAPTER 3

View Requisition Records

Once you create requisitions in WebPurchasing, the requisition records appear in Accounts Payable and
are accessed from the Records page. From Accounts Payable, click Records on the navigation bar and
then click the Requisition link.

| The Financial Edge {Sample Data)

File Edit Wiew Go Favorites Tools Help
4 Back * Community Services Inc, - Accounts Payable ~
Records
What do you want to do? Fradne
. Vendors
ﬁ Open a Requisition Invoices
- Recurring
4 ) Generate Purchase Orders from Requisitions Invoices
Credit
Memos
Search for a Requisition by Requisition ID e
Orders
& Receipts
Requisitions
Access a Recently used Requisition

From this page, you can update requisitions and generate purchase orders. To quickly access requisitions,
you can click a recently accessed record or use the Search for a Requisition by requisition ID field.

Open and Edit Requisition Records

To find and open a requisition, you need to be familiar with the Open screen. The Open screen has a
number of filters you can use to narrow your search and quickly locate the requisition you want to open.

You access the Open screen by clicking Open a Requisition from the Requisitions page.

Note: For detailed information about the Open screen and each filter you can use, see the Program Basics
/ % Guide.
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> Open a requisition from the Requisition page of Records

1. From the Requisition page, click Open a Requisition. The Open screen for requisitions appears.

Find: | J Search using querny: |<Default> : k=

e

e

Fequisition 10: | j Department: | j
Fequester [D: | j Status: | j
Owner D: | j Last modified by: | j
Foute ta |D: | j Last modified on: |an}' tirme j

Hide Filters | Clear Filkers | Previous Filters | Filters are not applied Find Mow | | Cancel |
Press F7 ta zoom

2. In the Find Requisitions that meet these criteria frame, enter the criteria you are using to search
for the requisition. The criteria you can use includes a Requisition ID, Requester ID, Owner 1D,
Route to ID, Department, Status, Last modified by, and Last modified on.

3. After you enter your search criteria, click Find Now. The program searches your database and
displays all requisitions that meet your search criteria. Again, depending on how limited or
detailed your criteria are, the program may find one record or many records.

4. In the grid, select the requisition you want to open.

Click Open. The requisition appears.

7 —
B Requisition 1 |‘._||’E|r'5__<|
File Edit Yiew Requisition Favorites Tools Help

[AsaveandClose | [z € | & S| W 4 » W | & = ?-

Fieguisition |I:ine Items] Attribgtes] ﬂotes] History of Ehanges]

Requisition Number: 1

Submitted by Andrewsha Submitted on: 7/21/2008
Status: Approved Owner: Andrewshda

Description: Leeds Road Office Supplies]

Tatal Amount: $380.51 7/21/2008

6. Click Save and Close on the toolbar to return to the Requisitions page.
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> Edita requisition line item

Once a requisition created in WebPurchasing is approved, you still have an opportunity to edit
individual line items in The Financial Edge.

1. From the Requisitions page, open the requisition you want to edit.

7 —
B Requisition 1 |‘._||’E|P5__<|
File Edit Yiew Requisition Favorites Tools Help

[AsaveandClose | [z € | & S| W 4 » W | & = ?-

Fieguisition |I:ine Items] Attribgtes] ﬂotes] History of Ehanges]

Requisition Number: 1

Submitted by Andrewsha Submitted on: 7/21/2008
Status: Approved Owner: Andrewshda

Description: Leeds Road Offic

Tatal Amount: $380.51 7/21/2008

2. To edit requisition line items, click the Line Items tab.

B Requisition 1

File Edit Yiew Requisition Favorites Tools Help

HAsaveandCose [l X |[El S W ¢« » N | = | & |2~

Feguisition Attribgtes] ﬂotes] History of Ehanges]
® oo
Line Product ID Description Unit Quantity Price Extended Amount Approval Skatus

1 3 $14.000 $14.00 Approved
2 3RBZ 3 Ring Binde... Box 1.00 418,000 $18.00 Approved
3 LP36 Legal Pad (3 ... Case 1.00 429,500 $29.50 Approved
4 LTH Letterhead Box 1.00 #$17.500 $17.50 Approved
5 MNF Manilia Folder  Box 1.00 412,750 $12.75 Approved
] SECURITY Monthly Sec... Each 1.000 $75.760 $75.76 Approved
7 OXDRZS Oxford - Dry... Each 1.000 $125.000 $125.00 Approved
g FH Post It Motes  Box 1.00 415,500 $15.50 Approved
9 QXDRM Oxford - Dry,., Case 1.00 472,500 $72.50 Approved

Tatal Amount: $380.51 7/29/2008
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3. Select the line item you want to edit and click Open on the action bar. The Requisition Line Item
screen appears.

M Requisition Line ltem 1

File Edit Yiew LineItem Help

[ SaveandClose | [zl 2| K 4« » W | & | ?-

Line Item |Eurchase Order Information] Qistribution] History of Ehanges] Purchase Order Line |tems
| @] |3 Ring Binder (1in]

Wendor name: | @ 1D:

Amount/quantity:

Praduct/description: |Elxl

Unit of Measure Quantity Uik Price Extended Amount
Box 1.00 $14.000 $14.00

Approval status: Approved

[rate required:

External nates: ‘

Intemal notes: ‘

Prezz F7 for product search T/29/2008

4. On the Line Item tab you can add or change information in the Vendor Name, Date required,
External notes, Internal notes ficlds.

Note: Depending on your business rules, you can change the values in the Amount/quantity
frame and reroute the requisition through the approval process. For more information about
business rules, see “Configure Business Rules” on page 26.

5. Click the Purchase Order Information tab to add or edit any missing purchase order information
to the selected line item.

=

M Requisition Line ltem 1

File Edit Yiew LineItem Help
[ Save and Close | =4 H 4 » W B2

Line Iterm  Purchase Order Information Qistribution] History of Ehanges] Purchase Order Line ltems

Department: | j Deliver to: | j
Ship via: | j Ship to: |Shipping & Receiving ~|Q
FOE: | j Buver: | j

a. In the Department ficld, select the department for which the order is being placed.
b. In the Ship via field, select the shipping method to use.

c. Inthe FOB (Freight on board) field, enter the point at which the client assumes ownership
of the order.

d. In the Deliver to field, select the individual who will receive the order.
e. In the Ship to field, select the area to receive the order.

f. In the Buyer field, select the individual responsible for buying the item.
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6. Click the Distribution tab to add or edit any GL Distribution information to the selected line item.

-
B Requisition Line Item 1 E]@|g|
File Edit Yiew LineItem Help
) Save and Close | |l H 4 » W B |7
Line Item] Purchaze Order Information | History of Changes | Purchase Order Line ltems
Interfund; |01 - Budget|| B %4
DR Account Murnber DR Account De, .. Armount Project ID Project Description
01-5200-00 Office Supplies $7.00 9999 Mone Unres
01-5200-03 Office Supplies $7.00 1005 L&M Grocery Endowmnent Unres
£ b
el ETLES
7429/2008

In the DR Account Number column, enter the debit accounts for the distribution. You can
use the small binoculars to search for an account segment or use the large binoculars to search
for an account number. When you enter a valid debit account number, the description appears
automatically in the DR Account Description column.

You can also use a default account distribution defined in Configuration. Click Load
Distribution and select From Table.

Enter the amount of the distribution in the Amount column. You can manually enter amounts
for each account or you can click Distribute Evenly to distribute amounts equally among the
selected accounts.

If you have the optional module Projects and Grants, enter a project ID number in the
Project ID column, or use the binoculars to search for a project ID. When you enter a valid
project ID number, the description appears automatically in the Project Description column.

In the Class column, select a class for the distribution.

. If you have the optional module Projects and Grants and have defined transaction codes,

additional columns appear based on the number of transaction codes you have defined. In the
grid, select a value for each transaction code.

To enter different transaction distributions for the debit accounts in a distribution row, select
the distribution row and click Distribution. The Debit Transaction Distribution screen
appears.

You can also use this screen to split transaction distributions among multiple projects,
classes, or transaction codes for a single debit account. When you have finished entering
information, click OK to return to the requisition line item record Distribution tab.
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Note: On the Debit Transaction Distribution screen, you can click Load Distribution to select a
transaction distribution defined in Configuration in Accounts Payable.

g. To attach transaction attributes to an account in the distribution, select the account and click
Attributes on the action bar below the grid. When you have finished entering information,
click OK to return to the requisition line item record Distribution tab.

7. Click the History of Changes tab to view the changes made to this requisition line item.

— . —d
B Requisition Line ltem 1 |._||E|r's__<|
File Edit Yiew LineItem Help
[} Save and Close | [ H 4 » W B(?-
Line Item] Purchaze Order Information] Distribution  Histary of Changes |Eurchase Order Line ltems
Item Changed Previous Setting Tew Setting Changed On Changed By
Last Action Pending Approved Flz1jz2008 Andrewsia

Approval Skakus Pending Approved Flz1jz2008 Andrewsia

A+ Office Supplies

endor <hlank: Supervisor

The grid displays Item Changed, Previous Setting, New Setting, Changed On, and Changed
By columns. The History of Changes tab is for informational purposes only.

8. Click the Purchase Order Line Items tab to view the purchase order line items linked to the
requisition line item.

———d
B Requisition Line ltem 1 |._||E|r5__<|
File Edit Yiew LineItem Help
[} Save and Close | [l H <« » W B|(?-
Line Item] Purchase Order Information] Qistribution] History of Changes  Purchase Order Line Items l
&

Guantity Ordered Unit Cost Date promised | Line ltem Status | Purchase Order ..
1.00]

Purchase Order # ¢ Line Iterm #

Mot Receipted Unprinted purchas

Note: The information displayed in this tab appears only once a purchase order is generated.

9. To save changes made to the requisition line item, click Save and Close on the toolbar to return to
the requisition record.

Generate Purchase Orders

Once a requisition created in WebPurchasing is approved, you can generate a purchase order from that
requisition in The Financial Edge. You can create purchase orders on the Requisition page or the
Purchase Orders page in Accounts Payable.
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» Generate a Purchase Order in Accounts Payable

1. From the Requisitions page, click Generate Purchase Orders from Requisitions. The Generate
Purchase Orders from Requisitions screen appears.
ﬂ Generate Purchase Orders from Requisitions g@@

1: General IZ: Grouping] 3 PO Line Items] 4 PO Infnrmation] |53 Hesults]
Step 1: General Information

Post status/Diate: | Not yet posted | [12/m2/2008
Interfund Set: | j

Do you want to override the unit price of line items?
 Alwayz uge the unit price from the requisiiion line item

& If a unit price existz on the product recard, alwaps use that price

| Mest » | Cancel | | |

2. Click Generate for and select to generate purchase orders for all records, selected records, or one

record. If you choose Selected records, you must select a query of records. If you choose One
record, you must select the record.

:§ Note: Use this filter when you want to generate a purchase order for a specific requisition.

3. In the Post status/Date field, select “Not yet posted” or “Do not post.” If you select “Not yet
posted,” you must enter a valid post date.

4. In the Interfund Set field, select an interfund set to create balancing entries if you enter debit and
credit accounts from different funds. Interfund sets are defined in Configuration.

5. Mark Always use the unit price from the requisition line item or If a unit price exists on the

product record, always use that price. This gives you the option to always use the price from the
Product record in Configuration.
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6. Click Next to access the Grouping tab.

#= Generate Purchase Orders from Requisitions E]@

1: General 2 Grouping IQ: PO Line Items] 4 PO Infnrmation] & Hesults]
Step 2: Requisition Grouping

Do you want to group multiple requisitions into the same purchase order?
* Yes

" HNo

Cancel | | |

7. Mark Yes to group multiple requisitions into the same purchase order. When you mark Yes, you
indicate how those requisitions should be combined on the PO Line Items tab (see step 9 of this
procedure). For example, when Sally and Tom each create a requisition for the same vendor, one
purchase order is generated.

If you do not want to group multiple requisitions into the same purchase order, mark No. Marking
No, removes the PO Line Items tab and a separate purchase order is created for each requisition.
For example, when Sally and Tom each create a requisition for the same vendor, two purchase
orders are generated.

#3 Generate Purchase Orders from Requisitions

1: General 2 Grouping }3: FO Inlormation] 4 Hesults]
Step 2: Requisition Grouping

Do you want to group multiple requisitions into the same purchase order?
i Yes
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8. Click Next to access the PO Line Items tab. This tab appears if you marked Yes on the Grouping
tab.

#2 Generate Purchase Orders from Requisitions Q@@
1 General] 2 Grouping  3:PO Line items ]5. FO Infurmaliun] 53 Hesulls]
Step 3: Purchase Orders

How do you want to group requisition line items?
&+ By Vendor only

" By Vendar and purchase order information

i M M M o o Ml

How do you want to create PO line items for the same product?
" Combine ling items into a single PO line item

&+ Keep line iterms separate

< Back | M Cancel | | |

9. Mark By Vendor only or By Vendor and purchase order information. If you choose By
Vendor only, requisition line items are grouped by vendor. If you choose By Vendor and
purchase order information, the requisition line items are grouped by vendor and the purchase
order information you select. For example, Sally, Tom, and William each create a requisition for
the same vendor. However, Sally and Tom are in the same department. If you choose to group
requisition line items by vendor and department, two purchase orders are generated — one for
William and one for Sally and Tom who are in the same department.

10. Ifyou have two requisition line items for the same product, you need to determine how to handle
them in the purchase order.

* To combine the two requisition line items into a single purchase order line item, mark Combine
line items into a single PO line item.

* To keep the two requisition line items separate, mark Keep line items separate. For example,
Sally and Tom each create a requisition for the same vendor to order a computer. You choose to
group requisitions by vendor only to generate one purchase order. However, when you mark
Keep line items separate, two separate line items are created for each computer when the
purchase order is generated.
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Click Next to access the PO Information tab. Use this tab to add any missing information for all
purchase orders generated.

=

#3 Generate Purchase Orders from Requisitions

1 General] 2 Grouping] FPO Line iterns  4: PO Information l§: Fesults
Step 4: Purchase Order

If Purch Order inf: tion iz missing. what should default?
Ship via:  [Bestiway | Ship to: |Shipping & Receiving ~[a]
FOB: | j Department: | j
Terms: | LI_I Canfirm to: |
Buyer: | j Attentior: | j

Comments:

< Back | N Cancel | | |

* Ifno grouping settings were defined for requisition line items on the Grouping tab, the purchase
order information selected on the PO Information tab overwrites the purchase order information
on an individual requisition line item. For example, if you group two requisition line items By
Vendor and By Department and both line items have purchase order information defined, the
purchase order information defined on the PO Information tab overwrites what is on each
individual line item.

 Iftwo requisition line items are grouped and they both have purchase order information defined,
the purchase order information of the first line item overwrites the purchase order information
of the second line item.

In the Ship via field, select the shipping method to use.

In the FOB (Freight on board) field, enter the point at which the client assumes ownership of the
order.

In the Terms field, select how you want to pay a vendor. Terms are payment rules established for
payments to vendors or payments from customers. Terms specify how long a customer who
purchases on account may wait to pay an invoice. Terms may include discount provisions for early
payment of an invoice.

In the Buyer field, select the individual responsible for buying the items.

In the Ship to field, select the area to receive the order.

In the Department field, select the department for which the order is being placed.

In the Confirm to field, enter the name of the person with whom the order was placed.

In the Attention field, enter the name of the person to whom the package is being shipped.

In the Comments field, enter any comments to associate with this purchase order. These
comments are printed on the bottom of the purchase order.
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21.

22.

23.

Click Next to access the Results tab.

@ Bl
#3 Generate Purchase Orders from Requisitions E@@
1 General] 2 Grouping] 3 PO Line Items] 4 PO Information  5: Results l
&
on. | A R | ey | e o ume | qury | QS QY | s | e | PO R0

22 1 GLOVES $42,000 1.00 0.00 Kimberlysm 19 1

23 1 Fak $85.000 1.00 0.00 Kimberlysm 19 z

22 2 Office Sup... ] Fak $85.000 1.00 0.00 Kimberlysm 20 1

23 2 Ak Office .. | GLOVES $42,000 1.00 0.00 Kimberlysm 21 1

Cancel Pre-Generation Report | Generate Mow |

If there is not a vendor on the requisition line item, enter the vendor name in the Vendor column
or click the binoculars to locate the vendor.

If the checkbox is marked in the Has Suggested Vendor column, double-click the line item to

view the suggested vendor information. You can decide to add the new vendor to Accounts
Payable.

M Requisition Line Item 1

File Edit Yiew LineItem Help
ESaveandElose|D x|N L b||@|?v

Line ltem |Eurchase Order Informationl Qistributionl History of Ehangesl Purchase Order Line ltems

= |§] |First &id Kits

Product/description: |2

Wendor name: I E 1D:

Suggested vendor:  Vendor Mame:  The General Store Contact Mame:  Timathy Mosley
Phone Mumber: 843-555-1212 Email Address:  timbodEemail. com
‘wieb Site: v thegeneralstore. com
Address: 1212 Lakeshare Drive

Charleston, 5C 23406

Amaunt/quantity: Unit of Measure | Quantity | Unik Price | Extended Amount |

Case 1.00 $85.000 $85.00
Approval status: Approved

[rate required: I

External notes: I

Intemal notes: I

Prezz F7 for product search | 12.-"03.-"2DDSI I
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Tip: If this column does not appear in the grid, right-click and select Columns. From the Columns
screen, mark the checkbox next to Has Suggested Vendor.

24. In the Quantity to Order column, enter the number of line items you want to order.
25. In the Date Promised ficld, enter the date the vendor promised to deliver the item.
26. Click Create All to fill the Quantity to Order column with the remaining amount to order.

27. Click Pre-Generation Report to view the Control Report. If you do not like the results displayed
in the Control Report, close the report and click Back to change the settings on the previous tabs.

28. Click Generate Now to generate purchase orders.

Miscellaneous Line Items in WebPurchasing

You can now use miscellaneous line items in WebPurchasing when creating purchase orders by requesting
a one-time product at a flat amount. For example, let’s say you have contract for a dollar amount of
services rendered, such as security consulting for $1 million for the year. The security firm charges a flat
amount for each event they work, and your organization receipts this amount each time it uses the service.

Here is the suggested the workflow:

Use WebPurchasing to request a one-time product with a flat amount value. You can do this from the
Purchasing tab on the Request One-time Product page. Select the vendor, then enter a product
description, price, and any additional notes you might need. Next, add this flat amount item to your cart.

Once the requisition is added to your cart, review the information and select Create Requisition. Now
you can submit the requisition, which goes to the person at your organization who typically reviews
them.

Once the requisition is approved, it is sent to the Generate Purchase Orders from Requisitions wizard
in The Financial Edge. To access this wizard, go to Accounts Payable, Records, Requisitions.

You can create the Purchase Order here by selecting Generate Now.

You can then receipt the Purchase Order through The Financial Edge or WebPurchasing. You can also
receive a dollar amount as opposed to a quantity.

Note: We recommend you enable two Requisition business rules in Accounts Payable: Allow users to
change the unit price (or total price for flat amount items) for items in their Shopping Cart, and
Allow approvers to edit the unit price and quantity (or total price for flat amount items) on
Requisition line items.

View Purchase Orders

The Purchase Orders page is the starting point for purchase order records. To access this page, in Accounts
Payable, click Records on the navigation bar and then click the Purchase Orders link.
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module Purchase Orders.

:§ Note: The Purchase Orders link appears on the Records page only if you have installed the optional

From the Purchase Orders page, you can add a new purchase order record, open existing records, and close
purchase orders. You can also edit purchase order options by clicking Edit options for Purchase Orders.
This link opens the Options screen for records.

To save time when searching for a specific purchase order record, you can use the Search for a Purchase
Order by purchase order number field. The Purchase Orders page also lists recently accessed purchase
order records.

E The Financial Edge {Sample Data).

File Edt Wew @b Favorites Tools Help

4 Back * Community Services Inc, - Accounts Payable -

4

What do you want to do?

%’2 Add a New Purchase Order

ﬁ Open a Purchase Order

E/ Edit options for Purchase Orders

Search for a Purchase Order by Purchase order number

-]

Access a Recently used Purchase Order

» Open a purchase order record

1. On the navigation bar, click Records.

2. Click Purchase Orders. The Purchase Orders page appears.

3. Click Open a Purchase Order. The Open screen for purchase orders appears.

S?” Close Purchase Orders...

= ) Generate Purchase Orders from Requisitions

Open rz|
Find: | | Search using quey: [<Default> Al
ey
Vendor name: | <] PO rumber | |
VendarID: | <] Feceipt number. | Bl
Phone number: | Last modiied by: | El
Ciy: | <] Lastmodiiedon: [y time = |
State: [ |
Hide Fiters | Clear Fiters | Previous Fiers | Filters are not applied | Find Now | | Concel |
Press F7 to zoom

Records
Products
Venduors
Invioices

Recurring
Invoices

Credit
Mermos

Purchase
Orders
Receipts

Requisitions
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4. In the Find Purchase Orders that meet these criteria frame, enter the criteria you are using to
search for the purchase order. Criteria you can use include a vendor name, ID, phone number, city,

or state.

5. After you enter search criteria, click Find Now. The program searches the database and displays

all purchase orders that meet your search criteria.

Open @
Find: | J Search using querny: |<Default> k=
& open
PO number Crder date Type Skatus Wendor name
| Regular Open purchase order  ADS Securit:
11/05/2001 Regular Unprinted purchase o... AlphaGraphics
12/01/2001 Regular Unprinted purchase o... AlphaGraphics
05/z0{2002 Regular Unprinted purchase o... Bill Johnson Automaobil
05/z0{2002 Regular Unprinted purchase o... Bill Johnson Automaobil
i
e
Wendor name: | j FO nurnber: | j
Wendor [D: | j Feceipt number: | j
Fhone number: | Last modified by: | j
City: | j Last modified on: |an}' tirme j
State: | j
Hide Filters | Clear Filkers | FPrevious Filkers | Filters are not applied Find Mow | Open | Cancel |
5 records found.

6. In the grid, select the purchase order to open.

7. Click Open. The purchase order record appears.
CEX

% Purchase Onder 23423 for AlphaGraphics

File Edit Yiew Purchase Order Favorites Tools Help
HsaveardCiose~| [ | & S| W « » 0| 8| =2 = ?-
Purchase Order |I:ine Items] Beceipts] Attribgtes] ﬂotes]
| ﬂ IC: 7
FO numnber: FOE: | j
| J Tems: |Net 15 Llil
Order date: ’W Buyer: |Susan Thomas j
’7 Department: |N0ne j
Statusz: |Unprinted purchase order j Canifirm to: |John wihite
Order from: |Eorp0rate Address Llil Ship to: |Shipping % Receiving Llil
Ship via: |FED-E>< j Altention: |Susan Thomas j
Comments: |
PO tatal: $657.20 Total amount receipted: $638.20 2142008

8. After you view or edit the record, click Save and Close on the toolbar.

View Receipts

To find and open a receipt, you need to be familiar with the Open screen. The Open screen has a number of
filters you can use to narrow your search and quickly locate the receipt you want to open. You access the
Open screen by clicking Open a Receipt from the Receipts page.
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Note: For detailed information about the Open screen and each filter you can use, see the Program Basics
/ % Guide.

> Open a receipt
1. On the navigation bar, click Records.
2. Click Receipts. The Receipts page appears.
3. Click Open a Receipt. The Open screen for receipts appears.

' Open rg|
Find: | | Search using quen: [<Default> =
R g )
=
Vendor name: | <] POnumber | H
VendorID: | | Feosipt number | =]
Phone number. | Post status: [ |
City: | ~|  Last modiied by | =]
State: | j Last modified on: |an}. time j
Hide Fiters | Clear Fiters | Previous Fiers | Filters are not applied | Find Now | | Cancel |
Press F7 to zoom

4. In the Find Receipts that meet these criteria frame, enter the criteria you are using to search for
the receipt. Criteria you can use include a vendor name, 1D, phone number, city, or state.

5. After you enter your search criteria, click Find Now. The program searches your database and
displays all receipts that meet your search criteria. Again, depending on how limited or detailed
your criteria are, the program may find one record or many records.

6. In the grid, select the receipt to open.
7. Click Open. The receipt appears.

El Receipt 2 for, purchase order, 50141
File Edit Yiew Receipt Favorites Tools Help

[AsaveandClose~| @l 2| 4 4 » M | AuoReceive. | T | | = | 2 -

| ﬂ Feceipt number. 2

Receipt date: 124224200

Feceived by

Description: |Initia|De|iver}'
i = *®

Line # Wendor Part # Drescription Ordered Action Guantity Unit Cost

1 3 Ring Binder... 4.000 e 4.0000 $18.000
2 Manilia Folder  10.000 Receive  £.0000 $12.750
3 Uni-Ball Visio... 2.000 Receive  2.0000 $48.000
4 Shipping 1.000 Receive  1.0000 $14.780

Prezz F7 for table lookup T/29/2008
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8. After you view or edit the record, click Save and Close on the toolbar.

WebPurchasing Reports

There are several reports in Accounts Payable that you can run to monitor, evaluate, and distribute
information about the requisitions, purchase orders, and receipts created in WebPurchasing.
> Select a report

1. From the navigation bar in Accounts Payable, click Reports. The Reports page appears.

= The Financial Edge {Sample Data) BEE

Fle Edt View Go Favortes Tooks Help

® Back Community Services Inc. » Accounts Payable +
Q

b Bank Account Reports

» Custom Reports

b Tnvoice Reports

b Pivot Reports

» Purchase Order Reparts
b Recondliation Reports
b vendor Reports

Reports

Bark
Accounit
Reports

Custom
Reports

Tnvoice:
Reports

Fivot
Reports

Purchase
Reports:

Reconcil...
Repnrts

2. Click Purchase Order Reports. The Purchase Order Reports page appears.

= The Financial Edge (Sample Data) [N EE]
Fle Edit View Go Favortes Took Help
4 pack & Community Services Inc. - Accounts Payable
]

Hew Reports

E Anicipated Deliveries Report Bk

Blarket Purchase Orders Riep [

Encurmbrance Repart Name: Description Date Created Created By Process Time Cthers May Madify Cthers May Execute e

Open Purchase Oiders Repor rsits

Dverdue Shipments Report

Product List Frepart ;”;;ﬂ‘ﬁ;

Product Profile Report

Puichase Drder Detal Repart [F
Reports

Purchase Order History Frepar

Puichase Order Register Purchase

Recsipt Repatt g;‘ji’rts

Fequisition Detail Frepart &

Reauisiion List sty

Requisition Profile Report Benoig
Yendor
Reports

3. Select a report from the list. The reports that you can generate for your WebPurchasing tasks
include:

» “Requisition Detail Report” on page 71

» “Requisition Profile Report” on page 81

» “Requisition List Report” on page 92

* “Purchase Order Detail Report” on page 101
» “Receipt Report” on page 113

Requisition Detail Report

The Requisition Detail Report lists subordinate line item detail for specified requisitions and periods of
time. All totals are presented in terms of transaction totals and do not include outstanding balances.
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The Requisition Detail Report has three tabs on which you set parameters: General tab, Filters tab, and
Format tab. To move among the tabs in a report, use Next and Back at the bottom of the screen or select
the tab itself. On these tabs you specify the records to include in the report and how the report should look.
For more information about creating a report, see the Reports Guide for Accounts Payable.

» “Requisition Detail Report General Tab” on page 72
* “Requisition Detail Report Filters Tab” on page 73
* “Requisition Detail Report Format Tab” on page 74

Requisition Detail Report General Tab

On the General tab, you set parameters specific to the report you have open and make selections about the
information included in the report.

=
13 New Requisition Detail Report

File Edit Wiew Favarites Tools Help
FIEEY | ?-
1. General ]g: Filters] 2 Format

Include requizitions with these dates

Subrnitted o Ihelude all dates

[ Include line items with a total amount between and

[ Show purchagze order line item detail

[~ Create an output guery of requisitions

Report orientation: | Landscape -

‘ Nest » ‘ Cancel ‘ Print ‘ Preview | Layout |

* Submitted on — Specify a date for requisitions to include. If you select a <Specific Range>, you can
specify a start and end date. If the Start date field is blank, all activity is included up to the end date. If
the End date field is blank, all activity from the start date forward is included. If both fields are blank,
all activity is included.

* Include line items with a total amount between | | and [ | — To include only line items with a certain
total amount, mark this checkbox.

If the first field is blank, all amounts up to the amount in the second field are included. If the second field
is blank, all amounts greater than the amount in the first field are included. If both fields are blank, all
amounts are included.

* Show purchase order line item detail — Mark this checkbox to show the purchase order line items.

* Create an output query of requisitions — If you mark this checkbox, the program creates a query of
requisitions included in the report. You can use the query later in other areas of Accounts Payable.
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* Report orientation — Select Portrait for the report to appear vertically or Landscape for the report to
appear horizontally.

Requisition Detail Report Filters Tab

On the Filters tab, you can include information based on selected criteria including: Requisitions, Vendors,
Departments, and Products. For example, you can include requisitions within a selected range and
requisitions not falling within the range are excluded from the report. For more information about filtering
in The Financial Edge, see the Program Basics Guide.

File Edit ‘iew Favarites Tools Help

d a3 Wi
1. General _ ]3: Format
= +
Filters Include Selected Filkers
Requisitions all <Al Requisitions =
Requisition Skatuses all <Al Requisition Statuses =
Departments Al <Al Departments =
Submitted By all <Al Submitted By
Owners all <Al Cwners=
Route To all <All Route Tox
Deliver To all <Al Deliver To=
Products all <Al Products =
Vendors all <Al vendors =
Line Ikem Approval Statuses Al <l Line Ikem Approval Skatuses s
Requisition Attributes all <Al Requisition Atkribubes =
< Back ‘ Nest » ‘ Cancel ‘ Print | Prewview ‘ Layaut |

* Open — Once you select a filter in the grid, you can click Open to access the Selected <Filter> screen on
which you specify filters.

* Clear All Filters — Click Clear All Filters to remove all previously selected filters from the report.

« Filters — The Filters column lists all the available filters for this report. You cannot edit this column.

Note: A filter controls what records are included in a report. For example, if you apply the Account filter,
only the accounts you select are included in the report.

* Include — In the Include column, if you choose Selected, the Selected <Filter> screen appears for you to
designate specific filters.

* Selected Filters — Filters you specify appear in the Selected Filters column. If you choose Selected in
the Include column or click a filter and click Open on the action bar, the Selected <Filter> screen
appears. Mark Selected, Range, or Query to include a selected filter, range of filters, or a previously
created query of filters. Depending on your selection, different options appear on the screen.

If you mark Selected or Range, a grid appears so you can specify individual filters.
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Note: If you mark All, you cannot define filters. You must mark Selected, Range, or Query to define
i % filters.

[ Y
Selected Requisitions E|
- [+ - I A Erevinis kter 3
Requisition Description
ﬂ Leeds Road Office Supplies

If you mark Query, the Query name field appears so you can select a query to use as a filter.

"

Selected Requisitions E|
r - r O HtEn o Erevinie Eiler »
Query name: | ﬂ

» Previous Filter — To view or edit the previous filter without returning to the Filters tab, click
Previous Filter.

* Next Filter — To view or edit the next filter without returning to the Filters tab, click Next Filter.

Requisition Detail Report Format Tab

On the Format tab, you select how you want the report to appear. A description of each formatting option
is provided.

* Headings — Use Headings to enter the name of your report. You can enter a maximum of 60 characters
in each of the Title and Subtitle fields. A default title appears in the Title field that you can change. The

title and subtitle appear at the top of the report. You can select the heading alignment and whether your
organization's name appears in the header.
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You can include other options in the header, such as the page number and the date. Mark Print report
headings on each page to include the header on every page of the report.

3 New Requisition Detail Report

File Edit Wiew Favaorites

d a4 38

B Headings
Criteria
Sort/Break
Page Footer
Report Footer
Mizcellaneous
Color Scheme

Tools  Help
4 -
-

1: General | 2 Fikers |3 For

Heading Format

Title: |Hequisition Dretail Report
Subtitle: |

Aligrn: | Center -

Iv Print organization narne in header

v Prirt Page Mumber in Heading [w Print Repart D ate in Heading
Format: |Page 1 ﬂ Format: |Sh0rt Date and Time j
Align: | Right | g [Left |

Iv Print report heading on each page

< Back

Cancel Prrint Previem Layout
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* Criteria — Use Criteria to help you remember the criteria you used to create the report. Mark Print
these criteria on and select a separate page or the first page. Mark the checkboxes for the criteria you
want to show.

-
12 New Requisition Detail Report

Eile Edit ‘Wiew Favorites Tools Help
HdEagdaEd o= ?-

M Genelall 2 Filters 3 Format l

Headings Criteria

B Criteria

Sart/Break [v Print theze criteria on | a separate page hd
Page Footer v| Saved report name

H?Pmt Faater | Output query name

Mizcelaneous | Submitted on date range

Color Scheme | Date required date range

| Total amounts ta include

| Requizitions to include

| Requizition statuzes to include
v| Departments to include

v| Submitted on date range

| Dwners to include

v| Deliver To

v| Products to include

v Wendors to include

| Ling item approval statuzes to include
| Requigition attributes to include

< Back ‘ ‘ Cancel ‘ FErint Preview | Layout |

* Sort/Break — Use Sort/Break to select the order information appears on the report. When you select
Sort/Break on the Format tab, a grid displays the categories you can sort in the report. Select a sorting
category in the Sort by column and select Ascending or Descending in the Order by column.

If you make no selections in the Sort by column in the grid, the program sorts by the requisition number
in ascending order.
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You can also create breaks between the sections you have sorted by. In the Text before value and Text
after value fields, you can enter up to 30 characters in each field for information you want to print
directly before and after the break. If you mark Print count per Requisition Number or Print count as
percentage of total for the selected sort field, the number or percentage for each selected sort option
appears in the footer. If you mark Page break on each new Requisition Number, a new page starts for
the highest level break.

3 New Requisition Detail Report &l

File Edit Wiew Faworites Tools Help
CIEEEIEIEIRE

o General] 2 Filters  3: Farmat ]

Headings Sort/Break

Criteria
= ak Sort by Order by Br... |

Page Footer Requisition Murmber Ascending
Report Footer
Mizcellaneous
Calor Scheme

OO0

£ *

Break Header for Requiztion Mumber

Teut before value: |F|equisition

Text after value: |

Break Footer for Reguisition Mumber

[ Print count per Reguisition Murmber

[ Print count a5 a percentage of total

™ Page break on each new Requisition Mumber

< Back Cancel Frint Presiem Layout
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» Page Footer — Use Page Footer to create a footer to appear at the bottom of each page of the report.
You can enter a maximum of 254 characters in the Text field to print as the page footer. You can select
the alignment of the footer and whether to include other options, such as the page number and date.

-
12 New Requisition Detail Report

Eile Edit ‘Wiew Favorites Tools Help
Haadad o -

1 Genelall 2 Filters 3 Format l

Headings Page Footer

Criteria
Sort/Break Fage Footer Text
E Page Footer Text:
Report Footer
Mizcellaneous
Color Scheme

JConer ]

[ Print Page Mumber in Footer [ Frint Report D ate in Foater

| [~ |
| [~ |

[
[~

< Back Cancel Frrint Preview Layout
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* Report Footer — Use Report Footer to create a footer to appear at the bottom of the last page of the

report. You can enter a maximum of 254 characters in the Text field to show as the report footer. In the
Align field, select the alignment of the footer.

-
12 New Requisition Detail Report

Eile Edit ‘Wiew Favorites Tools Help
Badas -

1 Genelall 2 Filters 3 Format l

Headings Report Footer
Criteria T e
Sort/Break eport Foater Tex
Page Foater Text:

B FRepart Footer

Mizcellanaous
Color Scheme

< Back Cancel Brrint Preview Layout
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* Miscellaneous — Use Miscellaneous to specify the font size and how numbers appear on the report.

=
3 New Requisition Detail Report

File Edit Wiew Favarites Tools Help
dasam ol 2-

1 General] 2 Filters 3 Format l

Headings Miscellaneous
Criteria

Sort/Break Show currency character on Al amounks
Page Footer Show percent sign on All amounks
Peport Footer Megative amount Format (1234.56)
Color Seme Mumber of digits after decimal For amounts z

Mumber of digits after decimal For percentages z

Show 1000's separatar Yes

Show blanks instead of zeros Mo

Font size g

Sample amount:

Armounk (41,234.56)
Percent 100,00%%

< Back Cancel Print Preview Layout
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¢ Color Scheme — Use Color Scheme to select colors for report headings. When you click the color box
next to the selection, the Color screen appears so you can select a standard color or define a custom
color. If you leave Apply a Color Scheme unmarked, the reports prints in black and gray.

-
12 New Requisition Detail Report

Eile Edit Wiew Favorites Tools Help
dasam al=?-

k! Genelall 2 Filters 3 Format l

Headings Color Scheme
Critetia

Sort/Break v
Page Footer

Report Mame
B Colurin heading back color Subtitle

Report Footer -
Miscellaneous [ Column heading fore colar Column Headings
& Color Scheme [ Group heading back colar Group Headings

B Group heading fore calor

Fiestore Defaults ‘

< Back ‘ ‘ Cancel ‘ FBrint Preview Layout

Requisition Profile Report

The Requisition Profile Report presents biographical and summary information for specified requisitions
and subordinate line item detail for a specified period of time. You can select to include distribution
information for each requisition line item in the report.

The Requisition Profile Report has three tabs on which you set parameters: General tab, Filters tab, and
Format tab. To move among the tabs in a report, use Next and Back at the bottom of the screen or select
the tab itself. On these tabs you specify the records to include in the report and how the report should look.
For more information about creating a report, see the Reports Guide for Accounts Payable.

* “Requisition Profile Report General Tab” on page 82
* “Requisition Profile Report Filters Tab” on page 83
» “Requisition Profile Report Format Tab” on page 84
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Requisition Profile Report General Tab

On the General tab, you set parameters specific to the report you have open and make selections about the
information included in the report.

-
8 New Requisition Profile Report

Eile Edit ‘jew Favorites Tools Help
HdQaa 0[P
1. General ]g; Filters] 3 Format

Include these report sections:

iLine ltem Detall
Attributes
Histary of changes

Include requisitions with theze dates
Submitted or: |Include all dates j
Date needed: |Include all dates j

[ Inchude requisitions with a tatal amount bebween | and

[ Create an output query of requizsitions

Report Origntation: Landscape

Mewt > Cancel Frint Presiew | Layout |

* Include these report sections — You select the sections to appear on the report. Each requisition will
appear with a section that lists information from the General tab of the requisition record. Mark Line
Item Detail, Attributes, and History of changes to include these sections. If a section does not exist for
a requisition, it does not show on the report even if the item is marked. For example, if a requisition does
not have an attribute, the Attributes section does not appear for that requisition.

* Submitted on — In the Submitted on field, specify a date for requisitions to include.

* Date needed — In the Date Needed field, specify a date for requisitions to include. This date pulls from
the Needed by field on a requisition record.

If you select a <Specific Range>, you can specify a start and end date. If the Start date field is blank, all
activity is included up to the end date. If the End date field is blank, all activity from the start date
forward, including requisitions with a needed date in the future, is included. If both fields are blank, all
activity is included.

* Include requisitions with a total between [ | and [ ] — To only include line items with a certain total
amount, mark Include line items with a total amount between.

If the first field is blank, all amounts are included up to the amount in the second field. If the second field
is blank, all amounts greater than the amount in the first field are included. If both fields are blank, all
amounts are included.

* Create an output query requisitions — If you mark Create an output query of requisitions, the
program creates a query of requisitions included in the report. You can use the query later in other areas
of Accounts Payable.

* Report Orientation — This report defaults to Landscape.
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Requisition Profile Report Filters Tab

On the Filters tab, you can include information based on selected criteria including: Requisitions,
Departments, and Requisition Attributes. For example, you can include requisitions within a selected range
and requisitions not falling within the range are excluded from the report. For more information about
filtering in The Financial Edge, see the Program Basics Guide.

-
W& New Requisition Profile Report

Eile Edit Wew Favorites Tools Help

dasamal= -
1 General 2 Filkers IE: Format
&5 *

Filters Include Selected Filkers
Requisitions all <Al Requisitions =
Requisition Statuses all <Al Requisition Statuses =
Departments all <l Departrments =
Submitted By all <Al submitted By
Owners all <Al Qwners>
Route To all <Al Route Tox
Deliver To all <Al Deliver To=

Line Item Approval Statuses A <all Line Item Approval Skatuses s

Requisition Attributes Al <l Requisition Atkributes =

< Back ‘ Cancel ‘ Frint ‘ Presiew | Layout |

* Open — Once you select a filter in the grid, you can click Open to access the Selected <Filter> screen on
which you specify filters.

* Clear All Filters — Click Clear All Filters to remove all previously selected filters from the report.

* Filters — The Filters column lists all the available filters for this report. You cannot edit this column.

Note: A filter controls what records are included in a report. For example, if you apply the Account filter,
only the accounts you select are included in the report.

* Include — In the Include column, if you choose Selected, the Selected <Filter> screen appears for you to
designate specific filters.

* Selected Filters — Filters you specify appear in the Selected Filters column. If you choose Selected in
the Include column or click a filter and click Open on the action bar, the Selected <Filter> screen
appears. Mark Selected, Range, or Query to include a selected filter, range of filters, or a previously
created query of filters. Depending on your selection, different options appear on the screen.

If you mark Selected or Range, a grid appears so you can specify individual filters.
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Note: If you mark All, you cannot define filters. You must mark Selected, Range, or Query to define
filters.

[ Y
Selected Requisitions E|
- [+ - I A Erevinis kter 3
Requisition Description
ﬂ Leeds Road Office Supplies

If you mark Query, the Query name field appears so you can select a query to use as a filter.

"

Selected Requisitions E|
r - r O HtEn o Erevinie Eiler »
Query name: | ﬂ

» Previous Filter — To view or edit the previous filter without returning to the Filters tab, click
Previous Filter.

» Next Filter — To view or edit the next filter without returning to the Filters tab, click Next Filter.

Requisition Profile Report Format Tab

On the Format tab, you select how you want the report to appear. A description of each formatting option
is provided.

* Headings — Use Headings to enter the name of your report. You can enter a maximum of 60 characters
in each of the Title and Subtitle fields. A default title appears in the Title field that you can change. The

title and subtitle appear at the top of the report. You can select the heading alignment and whether your
organization's name appears in the header.
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You can include other options in the header, such as the page number and the date. Mark Print report
headings on each page to include the header on every page of the report.

=
13 New Requisition Profile Report

File Edit Wiew Favarites Tools Help
d G 3a L e

hlk General] 2 Filters

B Hosdia

2] Criteria :

Detai Heading Format

Sort Title: |Hequisition Profile Repart
Page Footer Sublite: |

Report Footer

Miscellaneous Align: | Center hd

Colar Sch i T, i
pler oEnems [v Print organization narme in header

[w Print Page Mumber in Heading v Pririt Report [ ate in Heading
Format: |F'age 1 j Formnat: |Shu:urt [ate and Time ﬂ
Aligre | Fiight | g [Left =l

Iv Fiint report heading on each page

< Back Cancel Frint Presiew Layout
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* Criteria — Use Criteria to help you remember the criteria you used to create the report. Mark Print
these criteria on and select a separate page or the first page. Your selections print in the criteria section
of the report.

-
12 New Requisition Profile Report

Eile Edit ‘Wiew Favorites Tools Help
HdEagsaEd o= ?-

M Genelall 2 Filters 3 Format l

Headings Criteria

B Criteria

Detail Iw Print these criteria on | a separate page *
Sort | Saved report name

Page Footer | Dutput query name

Report Footer | Subrmitted on date range

Mizcellaneous | Required by date range

Color Scheme | Total amounts to include

| Requizitions to include

| Requizition statuzes to include

v| Departments to include

v| Submitted on date range

| Dwners to include

v| Deliver To

| Ling itern approval statuzes toinclude
| Requizition attributes to include

< Back ‘ Cancel ‘ Brint ‘ Presview | Layout |

* Detail — Use Detail to select the amount of information that appears for requisitions and the subordinate
line items. Mark Show history of changes for line items to show the changes made to line items on a
requisition. Mark Show notes for line items to show the note from the requisition line item.
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To see the distribution of a line item, mark Show distribution for these characteristics and choose the
characteristics to appear. This will create an additional line on the report for the characteristics with the
corresponding debit and credit amount.

=
13 New Requisition Profile Report

File Edit ‘iew Favarites Tools Help
dasem ald2-

1 General] 2 Filters 3 Format l

Criteria
B Detal v Show history of changes for line tems
Sort [v Show naotes for ling items
Page Foater Iw Show distribution for these characteristics
Report Footer
Miscellaneous [] Account 10 P
Calor Scherme [ Account Description |
[] Project ID
[] Project Description
[] Class
[ Miszion
[] 5pendable/Mon-Spendable — g
[] Performance P Down
< Back ‘ ‘ Cancel ‘ Frint ‘ Presiew | Layout |

* Sort — Use Sort to select the order information appears on the report. When you select Sort on the
Format tab, a grid displays the categories you can sort in the report. Select a sorting category in the Sort
by column and select Ascending or Descending in the Order by column.
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If you make no selections in the Sort by column in the grid, the program sorts by the requisition number

in ascending order. If you mark Page break on each new Requisition Number, a new page starts for
the highest level break.

=
13 New Requisition Profile Report

File Edit Wiew Favarites Tools Help
dEasam ol ?-

i General] 2 Filters 3 Format l

Headings Sort

Criteria

Dretail Sort by Order by -
Requisition Number Ascending =

Page Footer

Report Footer
Miscellaneous
Color Scheame

<

1) i

|w

I” Page break on each new Reguisition Mumber

< Back Cancel Frint Presiew Layout
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» Page Footer — Use Page Footer to create a footer to appear at the bottom of each page of the report.
You can enter a maximum of 254 characters in the Text field to print as the page footer. You can select
the alignment of the footer and whether to include other options, such as the page number and date.

-
18 New Requisition Profile Report

Eile Edit ‘Wiew Favorites Tools Help
Hada@ o -

1 Genelall 2 Filters 3 Format l

Headings Page Footer
Criteria T
Dietail age Footer Tex

oot Tent:
B Page Footer

Report Footer
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Color Scheme |—4|

[ Print Page Mumber in Footer [ Frint Report D ate in Foater

| [~ | [
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* Report Footer — Use Report Footer to create a footer to appear at the bottom of the last page of the
report. You can enter a maximum of 254 characters in the Text field to show as the report footer. In the
Align field, select the alignment of the footer.

-
12 New Requisition Profile Report

Eile Edit ‘Wiew Favorites Tools Help
d Q38 o | ?-

1 Genelall 2 Filters 3 Format l

Headings Report Footer

Criteria = e

D etail eport Footer Tex

Sort Tent:

Page Footer
B FReport Footer

Mizcellaneous

Color Scheme |—4|

< Back Cancel FBrint Preview Layout
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* Miscellaneous — Use Miscellaneous to specify the font size and how the numbers to appear on the
report.

=
12 New Requisition Profile Report

File Edit ‘Wiew Favorites Tools  Help
DaseE = 2-

1 Generall 2 Filters 3 Farmat l

Headings Miscellaneous

Criteria
Dretail Show currency character on Al amounks
Sart Show percent sign an All arounks
Page Footer Meqative amount Format (1234.56)
F!eportFote MNumber of digits after decimal For amounts 2
Calor Sm Mumber of digits after decimal for percentages z

Show 1000's separatar Yes

Show blanks instead of zeros Mo

Fank size g

Sample amount:

Arnounk (41,234.56)
Percent 100,00%:

< Back Cancel Frint Preview Layout
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¢ Color Scheme — Use Color Scheme to select colors for report headings. When you click the color box
next to the selection, the Color screen appears so you can select a standard color or define a custom
color. If you leave Apply a Color Scheme unmarked, the reports prints in black and gray.

-
12 New Requisition Profile Report

Eile Edit ‘Wiew Favorites Tools Help
d a3a -

1 Genelall 2 Filters 3 Format l

Headings Color Scheme
Critetia
Detail [~ Apply a Calor Scheme
Sort =
Page Footer
Mizcellaneous T
‘B Color Scheme
||
< Back ‘ ‘ Cancel ‘ FBrint Presview Layout

Requisition List Report

The Requisition List presents a list of all requisitions for a specified date range. The Requisition List has
three tabs on which you set parameters: General tab, Filters tab, and Format tab. To move among the tabs
in a report, use Next and Back at the bottom of the screen or select the tab itself. On these tabs you specify
the records to include in the report and how the report should look. For more information about creating a
report, see the Reports Guide for Accounts Payable.

* “Requisition List Report General Tab” on page 93
» “Requisition List Report Filters Tab” on page 94
» “Requisition List Report Format Tab” on page 95
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Requisition List Report General Tab

On the General tab, you set parameters specific to the report you have open and make selections about the
information included in the report.

-
A2 New Requisition List

Bile Edit ‘jew Favorites Tools Help
H Qa3 0| | P

1. General ]g; Filters] 3 Format

Inciude requizsitions with these dates

Submitted or: Include all dates

[ Include reguisitions with a total amount between and

[ Create an output guery of requisitions

Repart arientation: | Partrait -

‘ Mewt > ‘ Cancel ‘ Frint ‘ Presiew | Layout |

» Submitted on — Specify a date for requisitions to include. If you select a <Specific Range>, you can
specify a start and end date. If the Start date field is blank, all activity is included up to the end date. If
the End date field is blank, all activity from the start date forward is included. If both fields are blank,
all activity is included.

* Include line items with a total amount between | | and | | — To only include line items with a certain
total amount, mark this checkbox.

If the first field is blank, all amounts are included up to the amount in the second field. If the second field
is blank, all amounts greater than the amount in the first field are included. If both fields are blank, all
amounts are included.

* Create an output query of requisitions — If you mark this checkbox, the program creates a query of
requisitions included in the report. You can use the query later in other areas of Accounts Payable.

* Report orientation — Select Portrait for the report to appear vertically or Landscape for the report to
appear horizontally.



94 « CHAPTER 3

Requisition List Report Filters Tab

On the Filters tab, you can include information based on selected criteria including: Requisitions,
Departments, and Requisition Attributes. For example, you can include requisitions within a selected range
and requisitions not falling within the range are excluded from the report. For more information about
filtering in The Financial Edge, see the Program Basics Guide.

-
M3 New Requisition List

Eile Edit Wew Favorites Tools Help

=

X

FIEE ? -
1 General £ Filkers IE: Format
= *

Filters Include Selected Filkers
Requisitions all <Al Requisitions =
Requisition Statuses all <Al Requisition Statuses =
Departments all <l Departrments =
Submitted By all <Al submitted By
Owners all <Al Qwners>
Deliver To all <ill Deliver To=
Requisition Attributes all <Al Requisition Atkributes =

<Back|[[

Cancel ‘

Frint ‘ Presiew | Layout |

* Open — Once you select a filter in the grid, you can click Open to access the Selected <Filter> screen on
which you specify filters.

* Clear All Filters — Click Clear All Filters to remove all previously selected filters from the report.

* Filters — The Filters column lists all the available filters for this report. You cannot edit this column.

only the accounts you select are included in the report.

: % Note: A filter controls what records are included in a report. For example, if you apply the Account filter,

* Include — In the Include column, if you choose Selected, the Selected <Filter> screen appears for you to
designate specific filters.

* Selected Filters — Filters you specify appear in the Selected Filters column. If you choose Selected in
the Include column or click a filter and click Open on the action bar, the Selected <Filter> screen
appears. Mark Selected, Range, or Query to include a selected filter, range of filters, or a previously
created query of filters. Depending on your selection, different options appear on the screen.

If you mark Selected or Range, a grid appears so you can specify individual filters.
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Note: If you mark All, you cannot define filters. You must mark Selected, Range, or Query to define
i % filters.

[ Y
Selected Requisitions E|
- [+ - I A Erevinis kter 3
Requisition Description
ﬂ Leeds Road Office Supplies

If you mark Query, the Query name field appears so you can select a query to use as a filter.

3
Selected Requisitions E|
r - r O HtEn o Erevinie Eiler »
Query name: | ﬂ

» Previous Filter — To view or edit the previous filter without returning to the Filters tab, click
Previous Filter.

» Next Filter — To view or edit the next filter without returning to the Filters tab, click Next Filter.

Requisition List Report Format Tab

On the Format tab, you select how you want the report to appear. A description of each formatting option

is provided.

* Headings — Use Headings to enter the name of your report. You can enter a maximum of 60 characters
in each of the Title and Subtitle fields. A default title appears in the Title field that you can change. The
title and subtitle appear at the top of the report. You can select how you want the heading aligned and
whether you want your organization’s name to appear in the header.
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You can include other options in the header, such as the page number and the date. You can also select to
include the header on every page of the report.

A2 New Requisition List

File  Edit

4383

View Favoarites

B Headings
Critetia
Sort/Break
Page Foater
Report Footer
Mizcellaneous
Color Scheme

i Genaall 2 Fiters

Help
2 .
-

Tools

o |

Heading Format
Title:

|F| equizition List

Subtithe; |

Align: | Center -

[v Print organization name in header

[v Print Page Mumber in Heading Iv Frint Report D ate in Heading

Farmat: |F'age 1 j Farmat: |Sholt Date and Time ﬂ
Align: | Right | | Align Left =]
v Print report heading on each page
< Back Cancel Frint Presiew Layout
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* Criteria — Use Criteria to help you remember the criteria you used to create the report. Mark Print
these criteria on and select a separate page or the first page. Your selections print in the criteria section
of the report.
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A2 New Requisition List

Eile Edit ‘Wiew Favorites Tools Help
HdEasdaEd o= ?-

M Genelall 2 Filters 3 Format l

Heading:
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Page Footer

Report Footer
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v| Saved report name
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v| Submitted on date range
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Cancel ‘ Frrint
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| Layout |

* Sort/Break — Use Sort/Break to select the order information appears on the report. When you select
Sort/Break on the Format tab, a grid displays the categories you can sort in the report. Select a sorting
category in the Sort by column and select Ascending or Descending in the Order by column.
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If you make no selections in the Sort by column in the grid, the program sorts by the requisition number
in ascending order. If you mark Page break on each new Requisition Number, a new page starts for
the highest level break.
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M3 New Requisition List

File Edit ‘iew Favarites Tools Help
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Kl General] 2 Filters 3 Format l

Headings Sort{Break
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B Sort/Break Sark by Order by
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Report Footer |
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Colar Scheme
O
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Break Header far Requisition Muriber
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Break Foaoter for Requisition Mumber
[ Print count per Requisition Number
[ Print count az a percentage of total

[” Page break on each new Requisition Murnber

< Back Cancel Frint Presiew Layout
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» Page Footer — Use Page Footer to create a footer to appear at the bottom of each page of the report.
You can enter a maximum of 254 characters in the Text field to print as the page footer. You can select
the alignment of the footer and whether to include other options, such as the page number and date.
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Eile Edit ‘Wiew Favorites Tools Help
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1 Genelall 2 Filters 3 Format l

Headings Page Footer
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Report Footer
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[ Print Page Mumber in Footer [ Frint Report D ate in Foater
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* Report Footer — Use Report Footer to enter a maximum of 254 characters in the Text field and select
the footer alignment. The report footer appears at the end of the report.
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Page Foater Text:

E Report Footer

Miscellaneous
Color Scheme
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* Miscellaneous — Use Miscellaneous to specify the font size and how numbers appear on the report.

—

X

-
M3 New Requisition List

File Edit Wiew Favarites Tools Help
dasgea )7 -
1 General] 2 Filters 3 Format l
Headings Miscellaneous
Criteria
Sort/Break Show currency character on All amounks
Page Footer Show percent sign on All amounks
Peport Footer Megative amount Format (1234.56)
Color S eherme Mumber of digits after decimal For amounts z
Mumber of digits after decimal For percentages z
Show 1000's separatar Yes
Show blanks instead of zeros Mo
Fank size g
Sample amount:
Armounk ($1,234.56)
Percent 100,00%%
< Back Cancel Print Preview Layout
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¢ Color Scheme — Use Color Scheme to select colors for report headings. When you click the color box
next to the selection, the Color screen appears so you can select a standard color or define a custom
color. If you leave Apply a Color Scheme unmarked, the reports prints in black and gray.

=

-
A2 New Requisition List @

Eile Edit ‘Wiew Favorites Tools Help
Basaw o= ?-

k! Genelall 2 Filters 3 Format l

Headings Color Scheme
Critetia

Sort/Break v
Page Footer

: e Report Mame
B Colurin heading back color Subtitle

Report Footer -
Miscellaneous [ Column heading fore colar Column Headings
Color Se [" Group heading back colar Group Headings

B Group heading fore calor

Fiestore Defaults ‘

< Back ‘ ‘ Cancel ‘ FBrrint Presview Layout

Purchase Order Detail Report

The Purchase Order Detail Report presents regular and blanket purchase order detail and subordinate line
item detail for a specified period of time. You can select to include all distribution information for each
purchase order line item in the report and show the linked requisition. All totals are presented in terms of
transaction totals and do not include outstanding balances. The option to include a summary for each
combination of transactional characteristics at the end of the report is available.

The Purchase Order Detail Report has three tabs on which you set parameters: General tab, Filters tab, and
Format tab. To move among the tabs in a report, use Next and Back at the bottom of the screen or select
the tab itself. On these tabs you specify the records to include in the report and how the report should look.
For more information about creating a report, see the Reports Guide for Accounts Payable.

* “Purchase Order Detail Report General Tab” on page 102
* “Purchase Order Detail Report Filters Tab” on page 103
e “Purchase Order Detail Report Format Tab” on page 104
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Purchase Order Detail Report General Tab

On the General tab, you set parameters specific to the report you have open and make selections about the
information included in the report.

-
A2 New Purchase Order, Detail Report

Bile Edit ‘jew Favorites Tools Help
d O 38 0| &) ?-
1. General ]g; Filters] 3 Format

Include purchase arders with these dates

Purchase order date: |{TETEER= Nak (2

Include purchasze orders that have line items with these dates
Date promised: |Include all dates |

Date required: |Include afl dates |
Show &l line items |

™ Show linked requisition line items

[~ Create an output query of

Report Origntation: Landscape

Mewt > Cancel ‘ Frint ‘ Presiew | Layout |

* Purchase order date — In the Purchase Order date field, select a date range for purchase orders to
include in the report.

If you select <Specific range>, you can specify a start and end date. If the Start date field is blank, all
activity is included up to the end date. If the End date field is blank, all activity from the start date until
present is included. If both fields are blank, all activity is included.

* Date promised — In the Date promised field, select a promised date or date range to include in the
report.

If you select <Specific range>, you can specify a start and end date. If the Start date field is blank, all
activity is included up to the end date. If the End date field is blank, all activity from the start date until
present is included. If both fields are blank, all activity is included.

* Date required — In the Date required field, select a required date or date range to include in the report.

If you select <Specific range>, you can specify a start and end date. If the Start date field is blank, all
activity is included up to the end date. If the End date field is blank, all activity from the start date until
present is included. If both fields are blank, all activity is included.

* Show — In the Show field, select All line items or Only line items with these dates. If you select All line
items, the report includes all line items on purchase orders that meet the date requirements. If you select
Only line items with these dates, the report includes only line items that meet the date requirements.

* Show linked requisition line items — Mark this checkbox to show requisition line items that are
associated with each purchase order.

* Create an output query of — If you mark this option, the system creates a query of the record you select
and includes it in the report. This query is available for use in other areas of the program.
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* Report orientation — Landscape is the only report orientation available for this report.

Note: Click Preview to view the report as it will print using your selections and filters. Click Layout to
view a sample layout of the report without data.

Purchase Order Detail Report Filters Tab

On the Filters tab, you can include information based on selected criteria including: Vendors, Purchase
Orders, Purchase Order Attributes, Purchase Order Statuses, Purchase Order Types, Departments, and

Buyers. For example, you can include purchase orders within a selected range and purchase orders not
falling within the range are excluded from the report. For more information about filtering in

The Financial Edge, see the Program Basics Guide.

[~ |

M3 New Purchase Order Detail Report @
File Edit ‘iew Favarites Tools Help
dasam = ?-

1. General l 2 Format

& +*

Filters Include Selected Filkers

Vendors all <Al wendors >

Purchase Orders all <Al Purchase Orders>

Purchase Order Atbribukes Al <l Purchase Order Attribukes =

Purchase Order Statuses all <Al Purchase Order Skatuses>

Purchase Crder Types all <Al Purchase Order Tvpes=

Departrments all <Al Departrments =

Buyers all <l Buyers =

< Back ‘ Nest » ‘ Cancel ‘ Print ‘ Preview | Layout |

* Open — Once you select a filter in the grid, you can click Open to access the Selected <Filter> screen on
which you specify filters.

* Clear All Filters — Click Clear All Filters to remove all previously selected filters from the report.

* Filters — The Filters column lists all the available filters for this report. You cannot edit this column.

Note: A filter controls what records are included in a report. For example, if you apply the Account filter,
only the accounts you select are included in the report.

* Include — In the Include column, if you choose Selected, the Selected <Filter> screen appears for you to
designate specific filters.
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* Selected Filters — Filters you specify appear in the Selected Filters column. If you choose Selected in
the Include column or click a filter and click Open on the action bar, the Selected <Filter> screen
appears. Mark Selected, Range, or Query to include a selected filter, range of filters, or a previously
created query of filters. Depending on your selection, different options appear on the screen.

If you mark Selected or Range, a grid appears so you can specify individual filters.

:§ Note: If you mark All, you cannot define filters. You must mark Selected, Range, or Query to define

filters.
[ Y
Selected Purchase Orders E|
$i Ol $Bas 8 < .
Purchase Order # Wendor Mame COrder Date PO Total

If you mark Query, the Query name field appears so you can select a query to use as a filter.

(3 a

Selected Purchase Orders E|
r r r Q Duery 4 »
Cluery name: | ﬂ

» Previous Filter — To view or edit the previous filter without returning to the Filters tab, click
Previous Filter.

* Next Filter — To view or edit the next filter without returning to the Filters tab, click Next Filter.

Purchase Order Detail Report Format Tab

On the Format tab, you select how you want the report to appear. A description of each formatting option

is provided.

* Headings — Use Headings to enter the name of your report. You can enter a maximum of 60 characters
in each of the Title and Subtitle fields. A default title appears in the Title field that you can change. The

title and subtitle appear at the top of the report. You can select how you want the heading aligned and
whether you want your organization’s name to appear in the header.

You can include other options in the header, such as the page number and the date. You can also select to
include the header on every page of the report.
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Note: The heading defaults to Purchase Order Detail Report in the Title field. You can leave this as the title
@ for the report or enter your own.

=
M3 New Purchase Order Detail Report

File Edit Wiew Favarites Tools Help
d a3 - g g

hlk General] 2 Filters

B Hoadige

Criteria
Detai Heading Format
Grand Totals Tite:  |Purchase Drder Detail Repart
Sort/Break Suhtitle: |

Page Footer

Repart Foater Align: | Center -

Mizcellaneous

Calor Scheme [w Print organization name it header

[w Print Page Mumber in Heading v Print Report D ate in Heading
Format: |F'age 1 j Format: |Shu:urt [ate and Time j
aligre | Right | | dligr Left =l

Iv Frint report heading on each page

< Back ‘ ‘ Cancel ‘ Print ‘ Preview | Layout |

* Criteria — Select Criteria to print a list of criteria used to create the report. Mark Print these criteria
on and select a separate page or the first page. All selected options print in the criteria section of the
report.
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Note: The program automatically selects all criteria. Unmark the checkbox for any you do not want to print
@ with the report.

A2 New Purchase Order Detail Report g|

Eile Edit ‘Wiew Favorites Tools Help
H Q3 o P -
M Genelall 2 Filters 3 Format l

Headings Criteria

B Criteria

Detail Iv Print these criteria on | a separate page *
Grand Totals v| Saved report name

Sart/Break | Dutput query name

Page Footer v| Purchase order dates to include

Report Footer | Promized dates to include

Mizcellaneous | Required dates to include

Color Schame | Vendors to include

v| Purchaze arders to include

| Purchase order attributas to include
v| Purchaze order statuses to include
v| Purchaze order types to include

v| Departments to include

v| Buyers to include

< Back Cancel Frint Presview Layout
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* Detail — Use Detail to select details specific to the Purchase Order Detail Report. Mark the checkboxes
to show distribution by transaction characteristics. If you have the optional module Projects and Grants
and have defined transaction codes, additional checkboxes appear.

M8 New Purchase Order Detail Report El

File Edt WYew Favaorites Tools Help

dagdam = 2-

iH General] 2 Filters 3 Format ]

Headings Detail

Criteria

B Detal W Showe distribution far these characteristics

Grand Totals

Sort/Break [ &ccount ID N a
Page Foaoter [ Account Description
: [ Project ID

Report Footer

Miscellanenus ] Project Description

] Class

Calor Scheme [ Mission Up
[ Spendable/Mon-5Spendable -
g Performance 2 Down

< Back Cancel Prrint Previem Layout
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* Grand Totals — Use Grand Totals to show combined totals for transaction characteristics. If you have
the optional module Projects and Grants and have defined transaction codes, additional checkboxes

appear.
M3 New Purchase Order Detail Report E|
File Edt WYew Favaorites Tools Help
dasem = 2-
iH General] 2 Filters 3 Format ]
Headings Grand Totals
Criteria
Dietail W Show grand totals for these charactenstics
B Grand Totals
Sort/Break [ Account ID . -
] Account Description
Page Footer .
[ Project ID
Report Footer . .
. ] Project Description
Miscellaneous [] Class
Calor Scheme [ Mission T
[ Spendable/Mon-5Spendable T Q
] Performance 2 Down
< Back | | Cancel | Prrint Previem | Layout ‘

* Sort/Break — Use Sort/Break to select the order information appears on the report. When you select
Sort/Break on the Format tab, a grid displays the categories you can sort in the report. Select a sorting
category in the Sort by column and select Ascending or Descending in the Order by column.

If you make no selections in the Sort by column in the grid, the program sorts by the entire purchase
order number in ascending order.
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You can also create breaks between the sections you have sorted by. In the Text before value and Text
after value fields, you can enter up to 30 characters in each field for information you want to print
directly before and after the break. If you mark Print count per Purchase Order Number or Print
count as percentage of total for the selected sort field, the number or percentage for each selected sort
option appears in the footer. If you mark Page break on each new Purchase Order Number, a new
page starts for the highest level break.

=

& o
M2 New Purchase Order Detail Report &|

Eile Edit Wew Favorites Tools Help
Basaw = 2-

1 General] 2 Filters 3 Format l

Headings Sortf{Break
Criteria

Detail Sart by Order by Br... |

Grand Totals Purchase Order Mumber Ascending L]
B Sort/Break

Page Footer g
Report Footer

Mizcelaneous O
Color Scheme 0 LB b

r
r
~

< Back Cancel Frrint Presiew Layout
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» Page Footer — You can enter a maximum of 254 characters in the page footer. You can also include
other options, such as the page number and date.

=

r "
A& New Purchase Opder, Detail Report g|

File Edit ‘Wiew Favorites Tools  Help
HDasem o= ?-

1 Generall 2 Filters 3 Farmat l

Headings Page Footer
Criteria

Detail Fage Footer Tesxt
Grand Totals Text:
Sort/Break
B Page Footer
Report Footer
Mizcellaneous l—_|
Colar Scheme
[~ Print Page Mumber in Footer [~ Print Report D ate in Footer

< Back Cancel Frint Preview Layout
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* Report Footer — You can enter a maximum of 254 characters in the report footer and select how you
want text aligned. The report footer appears at the end of the report.

M3 New Purchase Order Detail Report

3

File Edit Wiew Favorites Tools Help
da3a o= ?-
il General] 2 Filkers 3 Format ]
Headings Repor’r Footer
Criteria B
Detal eport Footer Tex
Grand Totals Text:
Sart/Break
Page Footer
B Report Footer
Miscelaneous ’—_l
Calor Scheme
< Back Cancel Prrint Previem Layout
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* Miscellaneous — Use Miscellaneous to specify how you want numbers to appear on the report and the
font size for the report.

=

r "
A2 New Purchase Order, Detail Report &|

File Edit ‘Wiew Favorites Tools  Help
HaseE o= 2-

1 Generall 2 Filters 3 Farmat l

Headings Miscellaneous
Criteria

Dretail Show currency character on Al amounks
Grand Totals Show percent sign an All arounks
Sort/Break Meqative amount Format (1234.56)
;:iz[fizt;;[ Mumber of digits after decimal For amounts 2
ol Mumber of digits after decimal for percentages z

Calar Scheme Show 1000's separatar Yes

Show blanks instead of zeros Mo

Font size g

Sample amount:

Arnounk (41,234.56)
Percent 100,00%:

< Back Cancel Frint Preview Layout
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* Color Scheme — You can apply a color scheme to the column heading and group heading of the report.
When you click in the color box next to the selection, a Color screen appears from which you can select

a standard color or define a custom color. If you leave Apply a Color Scheme unmarked, the report
prints in black.

=

-
A2 New Requisition List @

Eile Edit ‘jew Favorites Tools Help
Hadawal=?-

k! Generall 2 Filters  3: Format l

Headings Color Scheme
Critetia

Sort/Break
Page Footer

Report Name

Report Footer B Column heading back color Subtitle
Miscellaneous [ Colurmn heading fore colar Column Headings
& Color Scheme [ Group heading back color Group Headings

B Gioup heading fore color

Fiestare Defaults ‘

< Back ‘ ‘ Cancel ‘ Frint Presiew Layout

Receipt Report

The Receipt Report presents extended cost information versus actual cost information for line items
received. This is an activity-based report and compares the line item extended cost to the receipt amount

for each line item receipted in Accounts Payable. This report also shows the requisition delivery
information.

The Receipt Report has three tabs on which you set parameters: General tab, Filters tab, and Format tab.
To move among the tabs in a report, use Next and Back at the bottom of the screen or select the tab itself.
On these tabs you specify the records to include in the report and how the report should look. For more
information about creating a report, see the Reports Guide for Accounts Payable.

» “Receipt Report General Tab” on page 114
» “Receipt Report Filters Tab” on page 115
* “Receipt Report Format Tab” on page 116
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Receipt Report General Tab

On the General tab, you set parameters specific to the report you have open and make selections about the
information included in the report.

-
A2 New Receipt Report

Eile Edit ‘jew Favorites Tools Help

HaddRF o+ 2-

1. General ]g; Filters] i Fnlmat]

-
Include receipts with these dates
Feceipt date: |Include all dates ﬂ

Fepart farmat

I Include only receipts that have no associated invoices
[ Print zerial numbers

[v Show receipt line item information

Iv Show requisition deliver bo information soted by |Date Meeded » | ordered by |Azcending -
[ Create an output query of

Riepart Origntation: Landscape

Mewt > ‘ Cancel ‘ Frint ‘ Presiew | Layout |

* Report format — In the Report format field, select Detail or Summary as the report format.
* Receipt date — In the Receipt date ficld, select a date range for receipts to include in the report.

If you select <Specific range>, you can specify a start and end date. If the Start date field is blank, all
activity is included up to the end date. If the End date field is blank, all activity from the start date until
present is included. If both fields are blank, all activity is included.

* Include only receipts that have no associated invoices — Mark this checkbox to include only receipts
with no associated invoices.

* Print serial numbers — Mark this checkbox to print serial numbers on the report.

* Show receipt line item information — Mark this checkbox to include only receipts with no associated
invoices.

* Show requisition deliver to information sorted by [ | ordered by [ | — Mark this checkbox to show
delivery information. You can sort by Date Needed, Submitted On, or Deliver To. You can then order the
requisitions in ascending or descending order.

* Create an output query of — If you mark this option, the system creates a query of the record you select
and includes it in the report. This query is available for use in other areas of the program.

* Report orientation — Landscape is the only report orientation available for this report.
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Note: Click Preview to view the report as it will print using your selections and filters. Click Layout to
view a sample layout of the report without data.

Receipt Report Filters Tab

On the Filters tab, you can include information based on selected criteria including: Vendors, Receipts,
Purchase Orders, Invoices, and Receipt Types. For example, you can include purchase orders within a
selected range and purchase orders not falling within the range are excluded from the report. For more
information about filtering in The Financial Edge, see the Program Basics Guide.

[~ -

A2 New Receipt Report §|
Bile Edit ‘jew Favorites Tools Help
Hda3samal= -

1. General l 3 Format

& +

Filters Include Selected Filkers

Vendors all <Al vendors =

Receipks all <l Receipks =

Purchase Orders all <Al Purchase Orders=

Purchase Order Attributes Al <Al Purchase Order Attributes =

Invoices Al <hl Invoices =

Receipt Ikem Posk Skatuses Al <Al Receipt Ikem Post Statuses =

Receipt Types all <Al Receipt Types =

Received By Al <l Received By =

Departments Al <Al Departments =

< Back ‘ Mewt > ‘ Cancel ‘ Frint ‘ Presiew | Layout |

* Open — Once you select a filter in the grid, you can click Open to access the Selected <Filter> screen on
which you specify filters.

* Clear All Filters — Click Clear All Filters to remove all previously selected filters from the report.

* Filters — The Filters column lists all the available filters for this report. You cannot edit this column.

Note: A filter controls what records are included in a report. For example, if you apply the Account filter,
only the accounts you select are included in the report.

* Selected Filters — Filters you specify appear in the Selected Filters column. If you choose Selected in
the Include column or click a filter and click Open on the action bar, the Selected <Filter> screen
appears. Mark Selected, Range, or Query to include a selected filter, range of filters, or a previously
created query of filters. Depending on your selection, different options appear on the screen.

If you mark Selected or Range, a grid appears so you can specify individual filters.
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£

Note: If you mark All, you cannot define filters. You must mark Selected, Range, or Query to define
filters.

" Y
Selected Receipis §|
P4 Qsckoel # C ‘ .
Receipt # Description Receipk Date Received By PO &

If you mark Query, the Query name field appears so you can select a query to use as a filter.

(3 a

Selected Receipts E|
r r r o e 4 [
Cluery name: | ﬂ

* Previous Filter — To view or edit the previous filter without returning to the Filters tab, click Previous
Filter.

* Next Filter — To view or edit the next filter without returning to the Filters tab, click Next Filter.

Receipt Report Format Tab

On the Format tab, you select how you want the report to appear. A description of each formatting option
is provided.

* Headings — Use Headings to enter the name of your report. You can enter a maximum of 60 characters
in each of the Title and Subtitle fields. A default title appears in the Title field that you can change. The
title and subtitle appear at the top of the report. You can select how you want the heading aligned and
whether you want your organization's name to appear in the header.

You can include other options in the header, such as the page number and the date. You can also select to
include the header on every page of the report.



WEBPURCHASING BUSINESS OFFICE PROCESSES *117

or enter your own.

= =
3 New Receipt Report E|

File Edit Wiew Favarites Tools Help
d a3 2l

1 General] 2 Filters

B Hoadige

:§ Note: The heading defaults to Receipt Report in the Title field. You can leave this as the title for the report

Criteria ;

Sort/Break Heading Formnat

Page Footer Tithe: |Heceipt Repart
Report Footer Suhtitle: |

Miscellaneous

Color Scheme Align: | Center -

[w Print organization name it header

[w Print Page Mumber in Heading v Print Report Date in Heading
Format: |F'age 1 j Formnat: |Shu:urt [ate and Time j
aligre | Right | | dligr Left =l

Iv Frint report heading on each page

< Back ‘ ‘ Cancel ‘ Print ‘ Preview | Layout |

* Criteria — Select Criteria to print a list of criteria used to create the report. Mark Print these criteria
on and select a separate page or the first page. All selected options print in the criteria section of the
report.
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Note: The program automatically selects all criteria. Unmark the checkbox for any you do not want to print
@ with the report.

A3 New Receipt Report gl

File Edit Wiew Favorites Tools Help
daddd = ?-

Hs General] 2 Filters 3 Format ]

Headngs
B Criteria

Sort/Break I Print these criteria on | a separate page -

Page Footer v Saved repart name

Fiepart Faoter v Output query name

Mizcellaneous | Fleceipt Date

Color Scheme | Wendars to include

v| Receiptz to include

v| Purchase arders ta include

v [Fvoices to include

| FReceipt post statuzes to include

| Purchase Order attibutes to include
w| Receipt Tepes to include

w| Received by

v| Departments to include

v| Include Receipts with no invaices

¢ Back | | Cancel | Prrint Prewiemw | Layout ‘

* Sort/Break — Use Sort/Break to select the order information appears on the report. When you select
Sort/Break on the Format tab, a grid displays the categories you can sort in the report. Select a sorting
category in the Sort by column and select Ascending or Descending in the Order by column.

If you make no selections in the Sort by column in the grid, the program sorts by the entire receipt
number in ascending order.
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You can also create breaks between the sections you have sorted by. In the Text before value and Text
after value fields, you can enter up to 30 characters in each field for information you want to print
directly before and after the break. If you mark Print count per Receipt Number or Print count as
percentage of total for the selected sort field, the number or percentage for each selected sort option
appears in the footer. If you mark Page break on each new Receipt Number, a new page starts for the

highest level break.

N3 New Receipt Report

=)

File Edit Wew Favorites Tools Help
daga | 2 -
2 General] 2 Filterz 3 Format ]
Headings Sort/Break
Criteria
5 eak Sort by Order by EBr ~
Fage Footer Receipt Murber Ascending
Feport Footer
Miscelaneous
Color Scheme
“
< >
Break Header for Receipt Murnber
Teuxt before value: |
Teut after value: |
Break Footer for Receipt Mumber
[ Print count per Beceipt Humber
[ Print count az a percentage of total
™ Page break on each new Receipt Mumber
< Back Cancel Prrirt Previem Layout
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» Page Footer — You can enter a maximum of 254 characters in the page footer. You can also include
other options, such as the page number and date.

=

3

M3 New Receipt Report
File Edit Wiew Favorites Tools Help
Badam = ?-

il General] 2 Filters 3 Farrnat l

Headings Page Footer

Critenia
Sart/Braak Fage Footer Text

B Page Footer Text:
Report Footer
Miscellaneous
Calor Scheme

[ Print Page Mumber in Footer [ Print Report Date in Footer

| [ | [~
| [~ | [~

< Back Cancel Prirt Prewiem Layout
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* Report Footer — You can enter a maximum of 254 characters in the report footer and select how you

want text aligned. The report footer appears at the end of the report.

N3 New Receipt Report

File Edit Wiew Faworites Tools Help
d a3 0 A

il General] 2 Filters 3 Farmnat l

=

3

Headings Report Footer

Criteria

Sart/Braak Report Footer Test

Page Footer Text:

B Report Footer

Miscellaneous

Calor Scheme

< Back Cancel Prrirt Prewiem Layout
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* Miscellaneous — Use Miscellaneous to specify how you want numbers to appear on the report and the
font size for the report.

A2 New Receipt Report &|

Eile Edit ‘iew Favorites Tools Help
Basam al=?-

1 General] 2 Filters  3: Format l

Headings Miscellaneous
Criteria

Sort/Break Show currency characker on All armounks
Page Faoter show percent sign on all amounts
Flport Footer Meqative amount Format (1234.56)
Color Seme Murnber af digits after decimal Far amaunts 2

Murnber of digits after decimal For percentages z

Show 1000's separatar es

Show blanks instead of zeros Mo

Fank size i

Sample amount;

Armounk (41,234.56)
Percent 100,00%:

< Back Cancel Frint Presiew Layout
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* Color Scheme — You can apply a color scheme to the column heading and group heading of the report.
When you click in the color box next to the selection, a Color screen appears from which you can select
a standard color or define a custom color. If you leave Apply a Color Scheme unmarked, the report
prints in black.
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A2 New Receipt Report f'5__<|

Eile Edit ‘jew Favorites Tools Help
Basdm o= 2-

i Generall 2 Filters  3: Format l

Headings Color Scheme

Criteria
Sort/Break v & Report Name
Page Foater B Column heading back color Subtitle

Report Footer

Miscellaneous [ Colurmn heading fore colar Column Headings

[ Group heading back color Group Headings

B Gioup heading fore color

Fiestare Defaults ‘
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Administration Tasks

In this chapter

» “Manage Active Users” on page 125
» “Manage the Email Queue” on page 126

If you have supervisor rights and access The Financial Edge WebPortal, you can perform several
administrative tasks through the Administration page. On the Administration page, you can view active
users, log users out of WebInvoicing and WebPurchasing, and manage your email queue.

Manage Active Users

On the Active Users page, you can see who in your organization is using WebPortal. In addition, you can
log out users from WebPortal on this page.

» Manage active users

1. From the WebPortal Home page, click View Active Users. The Active Users page appears. This
page lists all the users in your organization currently using WebPortal.
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Note: In the Activities tab, you can search for a specific user by name, or IP address. In addition,
you can sort the list of users by “Last Activity”, “Last Activity (Descending)”, “User Name”, or
“IP Address”.

|2 Active Users - Windows Internet Exploren

@k ;= |63 hitkp:fjwporlyfwebPurchasingiAdmingActivelsers, aspx v 42| x

Eile  Edit View Favorites Tools  Help Links ™

-------- = »
w & ‘M Active Users ‘ } 3 - B - - [ page v £ Todks -

Active Users My Account | Help | Log Out
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To log a user out of WebPortal, click the Remove User button, next to the user name. A message
appears to confirm the action. Click Yes and the user is logged out of WebPortal.

WebPurchasing

e Are you sure you want to disconnect this
¥ user?

To log all users out of WebPortal, click Disconnect All Users under the Activities tab. A message
appears to confirm the action. Click Yes and all users are logged out of WebPortal.

WebPurchasing

e Are you sure you want to disconnect all
¥ users?

Manage the Email Queue

The Email Queue page lists all the email messages generated by users in your organization. Through the
Email Queue you can see what email messages have been sent or waiting to be sent. You can resend email
messages or delete them. Each message listed on the Email Queue is assigned a status:

“Sent” — The email was sent.
“Pending” — The email has not been sent.
“Cancelled” — The WebPortal email service cancelled the email.

“Errored” — There was a problem linking to the email server.
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> Resend email messages

You can resend email messages with a “Cancelled” or “Errored” status.

1. From the WebPortal Home page, click View Email Queue. The Email Queue page appears.

Note: Sent email messages do not appear on this page. To show all sent email messages, click
Show sent Emails under the Activites tab.
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Activities To Subject Status Error Date Created

@ il blackbaud bPurch - Fully Approved  Pending 9/10/2008 2128:28 PM
< Send all Emails
7 - Your Appraval is Required  Errared  Unable to connect to the remote server  3/10/2008 2:27:11 PM
5 Delete All Emails @ P £l
h ing - ion Approved Cancelled #/10/2008 2:27:08 PM
3 Wiew Active Users
[ [ o doemblackboud bPurch - Your Approval is Required  sert 9/10/2008 2124132 PM
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o
] @ h ing - Your Approwal is Required  Sent #2008 10104136 AM
ubje

)]
]|

eeeee ding) (]|

2. To resend a specific email, select it from the grid and click the Send button.

3.

To resend all email messages, click Send All Emails under the Activities tab. A message appears
asking you to confirm the action. Click Yes. This changes all “Cancelled” and “Errored” email
messages to “Pending”. The “Pending” email messages are sent during time intervals defined on
the Configuration Tool. For more information about the Configuration Tool, see The Installation
Guide for WebPortal.

> Delete email messages

If you have email messages listed in the queue that are no longer valid, you can delete them.

1.
2.
3.

From the WebPortal Home page, click View Email Queue. The Email Queue page appears.
To delete a specific email, select it from the grid and click Delete.

To delete all email messages, click Delete All Emails. A message appears asking you to confirm
the action. Click Yes. This deletes all “Sent”, “Pending”, “Cancelled”, and “Errored” email
messages.
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