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Purchasing for Buyers

Administering Procurement Contracts

Administering Procurement Contracts is the process of managing contracts or blanket
purchase orders within CAPPS. Procurement contracts are used to:
¢ |dentify an agreement to purchase goods or services over a certain period of time, for a
specified price, with stated release or shipment dates.
e Track the requirement to report certain procurement types to the Legislative Budget
Board.
¢ |dentify procurement contracts extending across multiple fiscal years.
¢ |dentify an agreement with an entity where a full contract document is executed and
signed by the head of agency.

Creating a New Header Contract

Section 2 - Lesson 1, Exercise 1 - Create a New Header Contract

When setting up a contract, you may not have all the information needed, such as dates or
amounts. You can create a contract with partial information and then fill in additional information
as it becomes available.

When contracts are required, the contracts will need to be established and in Approved status
prior to dispatching the Purchase Order.

The Contract Entry page enables you to select a contract process option that you will use
throughout the entire life cycle. Contract process options include: Recurring Voucher, Prepaid
Voucher, Prepaid Voucher with Advance PO, Recurring PO Voucher, Purchase Order, Release
to Single PO Only and General Contract contracts. Currently only Purchase Order and
General contracts processing options are used within CAPPS.

Procurement contracts may be established at the:

o Header level (Open Item) which will establish the Supplier, contract term and maximum
contract value. Contract management activities can be detailed on purchase orders
associated to the contract. The contract header serves two primary functions in CAPPS
Contracts. First, the header captures agreement information for a specific contract.
Second, the header provides a simple and flexible format that enables you to tailor the
contract structure to the business model. Based on selections you make at the header
level, CAPPS Contracts can support multiple contractual relationships including:
individual contracts, multiple contracts per customer; one contract per service provided;
one contract for multiple services

e Line level tracks specific activities at the contract line level. Contract management will
occurs at the contract line level.

PO releases are associated to the contract and tracked within the Procurement Contract record.

Procedure

In this lesson, you will learn how to create a new contract at the header level.
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Favorites . Main Menu .
Home ‘Worklist Add to Favorites Sign out
ORACLE" All +| Search » | Advanced Search  [cl Last Search Results

Personalize Content | Layout (2) Help

®100%

Step Action

1. Begin by navigating to the Add/Update Contracts page.

Click the Main Menu button.

2. Click the Scroll Down button.
A
3. Click the Procurement Contracts menu.
[ /3 Procurement Contracts v]
4, Click the Add/Update Contracts menu.
| £ Add/Update Contracts |
5. Notice the SetID defaults based on your User Preferences.
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Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracts[d]
Addto Favorites | sign out
ORACLE" Al ~| searcn 3 | Advanced Search
New Window | Help | /=
Contract Entry
Find an Existing Value || Add a New Value
SetiD: |pazo0 |@,
Contract ID: NEXT
Contract Process Option: General Contract__ v/|
Add
Find an Existing Value I Add a New Value
®100% ~
Step Action
6. In the Contract ID field, NEXT indicates that the next available contract ID will be

assigned to the contract when you save it.

enter the agency defined number.

In this training, you will use the auto-numbering functionality.

Contract Process Uption:l General Contract

Note: Not all agencies have their systems configured to utilize auto-numbering. If
an agency requires manual entry of a contract number, this field is where you would

Click the Contract Process Option list to view the list of valid values options.
M
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Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracts 2]
Home ‘Workdist Add to Favorites Sign out
ORACLE" Al ~|searcn 5> | Advanced Search (] Last Search Resulls
New Window | Help | /=
Contract Entry
Find an Existing Value || Add a New Value
SetiD: 03200 |@,
Contract ID: NEXT
Contract Process Option: [EEEIEE NS08
Prepaid Voucher
Prepaid Vioucher wi Advance PO
Add ’
Release to Single PO Only
Find an Existing Value I Add a New Value
®100% -
Step Action
7. There are two available Contract Processing Options for a standard Procurement

been executed by the head of your agency.

document.

Click the Purchase Order list item.

Purchase Crder

Contract. Both have the same processing options within CAPPS and can be used for
internal reporting purposes to identify the different types of contracts:
* General Contract may be used when you have a contract document that has

* Purchase Order may be used when you have a contract that will be associated
with a Purchase Order and would not have a separate, fully executed contract
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Home | Worilist | AddfoFavortes | Sign out
ORACLE" Al ~|searcn 5> | Advanced Search (] Last Search Resulls

Contract Entry

Find an Existing Value || Add a New Value

SetiD: 03200 |@,

Contract ID: NEXT

Contract Process Option: [[gVEEC eIl Eg v
Add

Fing an Existing Value | Add a New Value

New Window | Help | /=

®100%

Centralizad Accounting and PayrollPersonne System

Step Action

8. Click the Add button to enter a new purchase order contract in SetID 03200.

Add

Use the Contract page to enter header and line item information for the contract

10. The Status field enables you to select the contract status. Valid values are
Approved, Canceled, Closed, On-hold and Open. Only contracts with an Approved

status are eligible to have releases assigned against them.
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Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracts ol
Home | Worilist | AddfoFavortes | Sign out
ORACLE’ Al ~|searcn 3> | Advanced Search (] Last Search Resulls

| New Window | Help | Personalize Page | T ~

Contract || TEXAS Data
Contract Entry
Contract
Contract Version
SetiD: 03200 ¥
o . Status: Cur
Contract ID: NEXT Version: 1
Approval Due Date:
*status:
Administrator/Buyer @,
Header (2.
Process Option Purchase Order Contract Activities Add Comments
*Supplier % suppler Search Primary Contact Info
+Supplier ID @ Centract Header Agreement
Centract Releases
“Begin Date |02/08/2018 EJ “Purchasing Method: | |4 PCC| |3,
Expire Date [5j Renewal of
[ Renewals Expire
Renewal Date Amount Summary (2
Currency |USD/@[CRRNT@,  Current Contract Value 0.00] UsD
Pri c t Y Maximum Amount
rimary Contac L

Line ltem Released Amount

Supplier Contract Ref Category Released Amount

e . e
[JTax Exempt Tax Exempt ID )
. Order Contract Options (2 - ,
Step Action
11. Click the Look up Administrator/Buyer (Alt+5) button.
12. Click the TXTESTBUYR1 link.
XTESTBUYR
13. After your contract has been approved and saved, a New Version button will appear
on the Contract Entry screen. To create a new version, click the New Version
button.
14. To view all suppliers, click the Supplier button.
15. Click the S.A.M Supplies Corp link.
A M Supplies Cor
16. The Begin Date and Expire Date on the contract record are defined as:

Begin Date: The date the contract term should begin. PO award date may not be
prior to the Begin Date.

Expire Date: The date by which a vendor must complete its performance pursuant
to the terms of the contract, including amendments, and exercised renewals or
extensions. Some contracts do not have a set completion date, but instead rely on
other benchmarks. This information is needed to track the overall life of the
contract, and the relationship between payments and performance.
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Step Action

17. Click the Choose a date (Alt+5) button.
El

18. Click the year drop down list.

IED‘IE o

Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracts 3]
Home ‘Worklist Add to Favorites Sign out
ORACLE" Al ~|search » | Advanced Searth (o] Last Search Results
| New window | Help | Personalize Page | i ~
Contract | TEXAS Data

Contract Entry

Contract
Contract Version
SetiD: 03200  Copy From Contract st -
ion: latus: uri;
Contract ID: NEXT Version: 1
Approval Due Date:
“stas:
2001
Administrator/Buyer TXTESTBUYR1 A gyen 202 A
2003
2004
Header (2 2005
2006
Process Option Purchase Crder 2007 Contract Activiies Add Comments
«supplier [SAM CORP-001 [, g noer search 5833 Primary Contact Info
=Supplier Ip 0101738 @, sa Contract Header Agreement
Contract Releases
“Begin Date |08/08/2016 (2] “Purchasing Method: & PCC| [,
Expire Date Calendar
2
August
Renewal Date = Amount Summary (2
Currency |USD|@CRRNTI®,  Cul s M T W|a1g uso ——
laximum Amoun
Primary Contact @, 12 3\
7 [B] o 10)505 Line Item Released Amount
Supplier Contract Ref 14 15 16 17]2022 Category Released Amount
Description 21 22 23 242089
28 20 30 31 Open Item Released Amount
Master Contract ID 2028
aster Contract 2026 Total Released Amount
[ Tax Exempt Tax Exempt ID 2027
] Current|2028 ;
08 ™ Remaining Amount
Parent Contract Record 2030 fDemils Remaining Percent
Order Contract Options 2 v
< >
H100% ~

Step Action

19. Click the 2019 list item.
2019
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Administrator/Buyer | TXTESTBUYR1

QA

Buyer! User

Header (2.

Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracts ol
Home | Worilist | AddfoFavortes | Sign out
ORACLE" All ~|search 3> | Advanced Search (3] Last Search Resulls
| New window | Help | Personalize Page | T ~
Contract || TEXAS Data
Contract Entry
Contract
Contract Version
setiD: 03200  Copy From Contract s -
ion: latus: url
Contract ID: NEXT Version: 1
Approval Due Date:
*status:

Process Option Purchase Crder Contract Activities Add Comments
*Supplier [SAM CORP-001 @, g npiier search Primary Contact Info
~supplier 1D 0101788 @, Contract Header Agreement
Contract Releases
Begin Date (02/08/2016 [5) ing Methoa: | |4 Pcc| [&
Expire Date Calendar
August v <
Renewal Date g (2019 ] Amount Summary (2
Cumency USDI®CRRNT®, cul |8 M T w T F s [USD
primary Contact a 1 2 3 Maximum Amount
4 5 6 78 910 Line ltem Released Amount
supplier Contract Ref 1112 13 14 15 16 17 Category Released Amount
- 18 19 20 21 22 23 24
Description 25 26 27 28 20 0 M Open Item Released Amount
Master Contract ID Total Released Amount
[ Tax Exempt Tax Exempt ID
Current Date
@ D Remaining Amount

Parent Contract Record ¥ HUS Bid et

Order Contract Options (2
<

iIs Remaining Percent

>

®100%

Step Action

20. Click the 30 link.

21.

may impact the specific contract.

Click the Add Comments link.

The Add Comments hyperlink provides the ability to attach documents associated
with the contract and associate any Descriptive Legal Text (DLT).
Associated documents may include any Statement of Work. or bid tabulation that
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Contract Comments

Contract Entry

Header Comments

SetiD 03200 Contract ID NEXT Version 1

RGN Comment Time Stamp v

“sort sequence I

Comments Find | View All
Use Standard Comments Comment Status Active

First 4 1o 1 2 Last

e

Send to Supplier [ show at Receipt

[ show at Voucher (] Copy to Purchase Order [] DLT Comment

| Associated Document

| Attachment

ViEW!

Attach

From -> CNT 03200-NEXT

¢ |

#100%

Step Action

22.
attached".

use s1anaarg Comments

Enter the desired information into the Active field. Enter "Statement of Work

Comment Status Active
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Contract Comments

Contract Entry

Header Comments

SetlD 03200 Contract ID NEXT Version 1

*Sort Method | Comment Time Stamp v *Sort Seuuence‘ Ascending

(Comments

v]

Find |View Al First ) 10712 Last

Comment Status_Actue
F—'G

[ Show at Voucher [] Copy to Purchase Order [ ] DLT Comment

Use Standard Comments
Statement of Work attached

Send to Supplier [ show at Receipt
| iated Document
| Attachment

From -> CNT 03200-NEXT

Lo | cancel || Remesn |

< I ———

®100% v |

Step Action
23. Click the Attach button.

File Attachment

#100% v |
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Step Action

24, Click the Browse button to search for your document.

» Libraries » Documents » My Documents » New folder

Organize »  New folder

B Desktop il D .
ocuments libra
|g Downloads { New folder Y Amangeby: Folder ¥

% Recent Places L

Name Date modified Type Size
B Desktop Statement of Work.docx 8/2/201610:12 AM  Microsoft Word D... 13KB
5 Libraries
[Z Documents

{E My Documents
1. Administrative
| Bluetooth Exchange

'}, Commitment contrc

File name: « | AllFiles (%) -

Step Action

25. Click the Statement of Work.docx list item.

26. Click the Open button.
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File Attachment

Help

C:\Userslicasa97\De \New folderiStatement of ¥ Browse...

0% v |

Step Action

27. Click the Upload button.
28. Click the OK button.

. ok
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Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracts ol
Home | Worilist | AddfoFavortes | Sign out
ORACLE" Al ~|searcn 3> | Advanced Search (] Last Search Resulls
| New window | Help | Personalize Page | N
Contract || TEXAS Data
Contract Entry
Contract
Contract Version
setiD: 03200  Copy From Contract s -
ion: latus: url
Contract ID: NEXT Version: 1
Approval Due Date:
*status:
Administrator/Buyer TXTESTBUYR1 % ayyert user
Header (2.
Process Option Purchase Crder Edit Comments Activity Log
*Supplier [SAM CORP-001 @, g npiier search Contract Activities Document Status
+Supplierip 0101788 % &AM Supplies Com Primary Contact Info Thresnolds & Notifications
Contract Header Agreement ISAS Contract Status: | |
“Begin Date |08/08/2018 ) Contract Releases
Expire Date 08/30/2019 |5) Renewal of *purchasing Method: | A PCC|_[2,
Renewal Date [5) Renewals Expire
Amount Summary (2
Currency |USDI®[CRRNT@,  Current Contract Value 0.00] UsD
Maximum Amount 0.00] USD
Primary Contact @
Line Item Released Amount 0.00
Supplier Contract Ref Category Released Amount 0.00
Deseription Open Item Released Amount 000
Master Contract ID [ Total Released Amount 000
[ Tax Exempt Tax Exempt ID
@ Remaining Amount 0.00
Parent Contract Record % HUB Bid Details Remaining Percent 0.00
Order Contract Options (2 v
< >
®100%

Step Action

29. The Purchasing Method is added to the Procurement Contract header record/page
and included on all purchase order lines generated from the Contract.

Click the Look up Purchasing Method (Alt+5) button.

Bl

30. Click the Delegated Purchase link.
Delegated Purchasd

31. The PCC field has been added to the Contract Entry page and is a required field.

To view all PCC codes, click the Look up PCC (Alt+5) button.

Bl

32. Click the Goods $5,000.01-$25,0000.00 link.
(Goods $5.000.01-$25.0000.04

Page 13




© CAPPS Financials

Centralized Accounting and Payroll/Personnel System
EUT Course

Step Action

33. The ISAS Contract Status provides a clear view of where the contract currently is
within the contract lifecycle.

For contracts which are LBB reportable, this field determines whether the contract
will be included on the interface as a new contract record (I-Initial) or an amended
contract record (any other contract status). If the status is not changed from “I”
when the contract gets amended, the record will not be included in the Amended
contract file for the LBB interface.

Click the Look up ISAS Contract Status (Alt+5) button.

Bl

34, Click the Initial Execution link.

35. The Current Contract Value field contains the amount of the contract that is
currently active. This amount may or may not equal the Total Released Amount in
the Amount Summary page to the left.

This field is not a required field, however the value contained will be included in the
LBB interface file for any contract marked as LBB reportable. If the contract is
reportable and this value is empty, the entry must be manually entered in the LBB
database.

Enter the maximum contract amount into the Current Contract Value field.
Enter "50000"

Current Contract Value 0.00

36. The Maximum Amount field is defined as including the value of the contract,
amendments, and all potential extensions or renewals, i.e., the total amount both
currently and potentially obligated. The maximum contract value should be used for
determining whether a contract meets a reporting threshold and can be distinguished
from Current Contract Value, which includes the value of the contract, any
amendments, and any exercised extensions or renewals i.e., the total amount

currently obligated.
37. Click in the Maximum Amount field.
Maximum Am uuntl 0 -Dljl
38. Enter the desired information into the Maximum Amount field. Enter "50,000.00".

Maximum Am ountl |

39. Click in the Description field.

Description | |
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Step Action
40. The Description field contains a summary of the purpose of the contract. This is a

requirement of TxGov’t Code 2101.041(b)(1). The field is limited to 30 characters.

For those contracts meeting LBB reporting criteria, please note that the interface file
is comma delimited. This description field CANNOT contain commas or the file
will become corrupted and will be rejected by LBB.

Enter the desired information into the Description field. Enter "FY17-19
Purchase".

Description | |
41. Click the vertical scrollbar to enter PO Default information.
42, In order for a complete vendor record to be associated to a contract, the mail code

must also be associated to the contract record. To change/validate a specific mail
code for a Supplier assigned to a contract, select the PO Defaults link.

For those contracts that are LBB reportable, if the mail code is not associated at the
contract level, the supplier record will not be contained on the open LBB record.
LBB is only associating contract records with the full supplier ID, including mail
code. If the mail code is not associated, users will need to associate the vendor on
the LBB database record manually.

Click the PO Defaults link.

PO Defauls
Favorites~ | MainMenu~ > Contracts ~ » Add/Update Contracts 5]
Contract Defaults by BU 2
O~ Help
~
o Contract Entry
A
Pae PO Defaults
-
SetiD 03200 Contract ID NEXT Version 1 Supplier ID 0101788
A
= Header
q
. i +
= Business Unit [13200 x|@, Gopy from BU Defauts =
Supp Loc @
- [
Spey Buyer 3
Origin [ONL |@, Billing Location @
M Currency @ @ [ Tax Exempt
Payment Terms ID @ Tax Exempt ID:
Shipping Information
g ship To @, ship To Address AM Business Unit @
’7 Location @, [capitatize
IN Unit @, Profile ID @
L Freight Terms @, CostType @
2 Ship Via @, Ultimate Use Code @
Charge By Where Performed
Distributions
Distributions | [F=9)
B *GLunit Oper Unit Account Fund Dept Program  Appn/PCA  Appn Year Agy Chartfield1  Agy Chartfield2  Product Ei
I 5 @, @, @, @, @ @ @ @ @ Y @
Lil
1 Add Comments
V]
< 2>
V]
< 2>
#100%
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Step Action

43.

Bl

Look up Supplier Location information.
Click the Supp Loc button.

44. Click the 002 link.

0od

. Contract Defaults by BU x I
OR

&
Contract Entry N
PO Defaults o
Pargl
I:v SetiD 03200 Contract ID NEXT Version 1 Supplier ID 0101788
J| Header
| +
Md Business Unit /3200 x|@ Copy from BU Defaults &
Od supp Loc 002 @
PO Buyer
Spey Origin [ONL @, Billing Location @
E Currency @ @ [JTax Exempt
Payment Terms ID @ Tax Exempt ID:
Shipping Information
ship To @, ship To Address AM Business Unit @
Li Location @ [Ccapitatize
IN Unit @, Profile ID @
u Freight Terms @ Cost Type @
Ship Via @ Ultimate Use Code @
1 Charge By Where Performed
Distributions
| | Distributions
*GLUNit  Oper Unit Account Fund Dept Program  Appn/PCA Appn Year Agy Chartfield1  Agy Chartfield 2  Product Eﬁ
Li
03200 @, Y @ @ @, @, @, @, @, @,
Ul Add Comments
1
v
oK Cancel || Refresn
< >
M
< I EEEEEEEEEE———— >
#100% ~

Step Action

45.

QK

Click the OK button to close the PO Default window.

46.

types are required.

This is a requirement pursuant to TxGov't Code 2101.041.

The Special/Priority Purchase Types link allows users to identify purchases as
Emergency, Proprietary, Sole Source, Best Value. Justifications for these purchase
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Special/Priority Purchase Types

[ Emergency [ After the fact [ confirming Order

&

Step Action

47. If any of these conditions apply, be sure to select the appropriate checkbox, and add
comments.

Click the Best Value Flag option.
Best Value Flag

48. Click in the Comments field.

C

49. Enter the desired information into the Comments field. Enter "Best value award
for a very good reason".

Comments
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Step Action

50.
OK

Click the OK button.

Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracis 2]
Home Woridist Add o Favorites Sign out
ORACLE" Al ~|search » | Advanced Search (o] Last Search Results
a Remaining Amount 50,000.00 A
Parent Contract Record * HUB Bid Details Remaining Percent 10000
Order Contract Options (2
[ Allow Multicurrency PO [ Allow Open Item Reference [Must Use Contract Rate Date Rate Date D3/022016
Corporate Contract [J Adjust Supplier Pricing First [¥] Auto Default
[ Lock Chartfields [Jprice Can Be Changed on Order
PO ] Add Open ltem Price Adjustments Price Adjustment Template [ service/Receipt Date Indicator
Contract ltems
Catalog Search Item Search Search for Contract Lines
Contract Status [ service Date Indicator
Lines Personaiize | Find | View Al D |E First @ 1011 Last
Details || Order By Amount || ltem Information || Default Schedule | Release Amounts || Release Quantities || Line Groupings | Spend Threshold
Include
Line Item Description uom *NIGP Class ::!?ﬂp glrii for Status
P Release
B @ & @ @ @, a O R W Active ¥ Bl (=]
View Category Hierarchy Category Search
Contract Categories
Lines Personalize | Find | View All | &) | Bl First (4 1 011 %) Last
Details || Pricing Options || Release Amounts || Spend Threshold
Line *NIGP Class Description Status
a, B O % Actve X & =
[ Save |[=] Notity |[2x Refresh Eh Add | 7 WV
< >
H100% ~
Step Action

S1.

Bid Reports.

1UE Bid Details

The HUB Bid Details page contains the competitive bid details for the contract. It
tracks the number and type of bids sent and received and is used in the HUB report.
The HUB Bid Details entered on this page will be included in the Statewide HUB

This page is replicated in the Purchase Order module. If the HUB Bid Details are
contained on the contract record, when the Purchase Order is associated, it will
inherit the HUB Bid Details from the contract record.

Click the HUB Bid Details link.
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TX Hub Bids Page

HUB Bid Details - Contract Page

[J Report Award Information Only

comenmez ]

Bid Information

Ethnic/Gender Asian Hispanic Amer Indian | Disabled Vet Non HUB
Categories M F M F M F

Bids Sent | | |

Ethnic/Gender i Hispanic Amer Indian | Disabled Vet
Categories M F M F M F

Bids Recvd | | |

Load Bids Sent

®100%

Step Action

52. Click the Competitive? list.

competivez ]

TX Hub Bids Page

HUB Bid Details - Contract Page
[Joverride Competitive/Bid Information
[J Report Award Information Only
cW“m“w?-
Bid InformgYes
Ethnic/Gender i Hispanic Amer Indian | Disabled Vet
Categories M F M F M F

Bids Sent | | |

Ethnic/Gender i Hispanic Amer Indian | Disabled Vet
Categories M F M F M F

Bids Recvd | | |

Load Bids Sent

®100%
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Step Action
53. Click the Yes list item.
Yes

TX Hub Bids Page

HUB Bid Details - Contract Page

[Joverride Competitive/Bid Information

[J Report Award Information Only

Bid Information

Ethnic/Gender Asian Hispanic Amer Indian | Disabled Vet | Woman Own
Categories MF F

Bids Sent || |

Ethnic/Gender Asian Hispanic Amer Indian | Disabled Vet | Woman Own
Categories "

Bids Recvd | | |

Load Bids Sent

®100%

Step

Action

54.

Enter the desired information into the Ethnic/Gender Categories>Bids Sent>
M field. Enter "2" in the M box.

1

55.

Enter the desired information into the Ethnic/Gender Categories>Bids
Rec'vd>Hispanic F field. Enter "2".
F

[ 1

56.

Enter the desired information into the Ethic/Gender Categories>Bids
Rec'vd>Woman Own F field. Enter "1".
F

[ 1
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TX Hub Bids Page
HUB Bid Details - Contract Page

[]override Competitive/Bid Information
[ report Award Information Only

Compentve? [ ]

Bid Information

Ethnic/Gender Asian Hispanic Amer Indian | Disabled Vet
Categories M F M F M F

Bids Sent | |

Ethnic/Gender i Hispanic Amer Indian
Categories M F M

Bids Recvd

Load Bids Sent

®100%

Step

Action

57.

Click the OK button to close the HUB Bid Details page.

.

Home | Workist | AddtoFavortes | Sign out

ORACLE" | an -|searcn | » | Advanced Search (ol Last Search Results
Process Option e Acuviy Log
“Supplier S’W CORP-001 Q Supplier Search Contract Activities Document Status o~
Frimary Contact Info Thresholds & Noifications
Contract Header Agreement ISAS Contract Status: | |
“Begin Date |08/0812016 B Contract Releases
Expire Date [08/2012019 &) Renewal| |or| | *Purchasing Methoa: DG @, PCCF [,

Renowal Date||E Renewals Expire| |
Currency |USD/@[CRRNTI®,  Current Contract Value|  0.00] USD

| Amount Summary (2 |

ey Conact [, Maximum Amount usD
Line ltem Released Amount 000
Supplier ContractRef | Category Released Amount 0.00
FY17-19 Purchase Open ltem Released Amount 0.00
MasterContacto| & Total Released Amount 0.00
[ITaxExempt TaxExempto ||
Remaining Amount 50,000.00
Parent Contract Record N Remaining Percent 000
| ¥ Order Contract Options ()
Allow Multicurrency PO [JAllow Open ltem Reference [IMust Use Contract Rate Date Rate Date D3/02/2016
Corporate Contract [J Adjust supplier Pricing First Auto Default
[ Lock Chartfields [Price Can Be Changed on Order
PO Defaults Add Open ltem Price Adjustments. Price Adjustment Template [ Service/Receipt Date Indicator

‘SpecialiPriority Purchase Types:

¥ Contract ltems

‘Catalog Search Item Search ‘Search for Contract Lines

Contract Status [ initial ~| [ service Date Indicator

Personalize | Find | View Al |2 | First (4 1071 (%
' Details || Order By Amount || tem information | Defautt Scnecule | Release Amounts || Release Quantiies || Line Groupings || Spend Thresnoia |

[Lines

< I — - >

H100% v
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Step

Action

58.

Click the vertical scrollbar to top of page and select the TEXAS Data tab.

59.

Click the TEXAS Data tab.

TEXAS Data

Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracts ol

Home | Worilist | AddfoFavortes | Sign out
ORACLE’ Al =|searcn 5> | Advanced Search [ Last Search Resulls

| New window | Help | Personalize Page | T
Contract TEXAS Data

SetiD: 03200 ContractiD: NEXT Contract Version 1
Contract Category: Other Contract Category: hd
LBB Contract Reporting  None [l Allow Releases to Exceed Max

Contract Contingency: [Jusas 30 Profile/Contract Wrkfc

HUB Percentage: [T outsourced Contract
Contract Retainage: 000
Contract Auditor:

Contract Altematives and Explanations Find | View Al First® 1.0f1® Last

Contract Alternatives [H[=]

Contract Explanation

[5 save || Notity || Refresh | |Ei Add |[Z UpdateiDisplay || Comect History

Contract | TEXAS Data

®100%

Step

Action

60.

A Contract Category field should be assigned for the contract. The current
categories available for selection include: CCG, Consultant, Emergency, Grant,
Grant Subrecipient, Interagency, Interlocal, Managed, Open Market, Other-2227
(Goods or Services), Professional Services, Subrecipient, Term, Travel, or TXMAS.

Click the Contract Category list.

Contract Category: _u
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Favorites ~ ‘ Main Menu~ > Procurement Contracts ~ > Add/Update Contracts 3]

ORACLE" Al ~| search

Contract TEXAS Data

SetiD: 03200 ContractID: NEXT Confract Version 1

Other Contract Category:

Contract Category: 08

LB Contract Reporting | Soreai [ Allow Releases to Exceed Max
Grant

Contract Contingency: | ooy a1y [lusAs 30 Profile/Contract Wrkfc
Interagenc

HUB Percentage: Interiocal [Joutsourced Contract
MANAGE

Contract Retainage: OPMKT
Other-2227

Contract Auditor: Prof Servs
Subrept
TERM

Contract Afternatives and | TRAVEL Find | View Al First 4/ 1 of 12 Last

TXMAS
[H[=]

Contract Alternatives

Contract Explanation

[5 save || Notity || Refresh | |Ei Add |[Z UpdateiDisplay || Comect History

Contract | TEXAS Data

% | Advanced Search

Home ‘Worklist Add fo Favorites Sign out
|al Last Search Results

| New window | Help | Personalize Page | T

Step Action

61. Click the Other-2227 list item.
Criher-2227

Favorites ~ ‘ Main Menu~ > Procurement Contracts ~ > Add/Update Contracts 3]

ORACLE Al ~| search

Contract TEXAS Data

SetlD: 03200 ContractID: NEXT Confract Version 1

Y|  Other Contract Category:

[ Allow Releases to Exceed Max

Oth:

Contract Category:
LBB Contract Reporting  None

Contract Contingency: [JusAs 30 Profile/Contract Wrkfc

HUB Percentage: [Joutsourced Contract
Contract Retainage: 0.00
Contract Auditor:
Contract Alternatives and Explanations Find|ViewAll  Fist® 1of1 @ Last
Contract Alternatives L] =]

Contract Explanation

[5 save || Notity || Refresh | |Ei Add |[Z UpdateiDisplay || Comect History

Contract | TEXAS Data

% | Advanced Search

Home ‘Workdist Add fo Favorites Sign out
|@l Last Search Results

| New window | Help | Personalize Page | T

Page 23




CAPPS Financials

Centralizad Accounting and Payroll/Personne System

EUT Course

Step Action

62. Click the Other Contract Category list.

Other Contract Category:

Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracts 2|

ORACLE All | Search

Contract || TEXAS Data

SetlD: 03200 ContractID: NEXT Contract Version 1
Contract Category: | 9€2227 ™| gther Contract Category:
ontract Category or Contract Category: [RARRN
LBB Contract Reporting  None [l Allow Releas "/aerials

Services

Contract Contingency: [JusAs 30 Profile/Contract Wrkfc

HUB Percentage: [ Outsourced Contract

Contract Retainage: 0.00
Contract Auditor:

Contract Alternatives and Explanations Find | View Al First 4/ 1 of 1 &/ Last
Confract Alternatives HE

Contract Explanation

[5) Save ||=] Notify || Refresh | | Acd || updateiDispiay | comect History

Contract | TEXAS Data

» | Advanced Search

Home ‘Worklist Add to Favorites Sign out
ol Last Search Resuits

| New window | Help | Personalize Page | &

H100% ~

Step Action

63. Click the Goods list item.
Goods
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Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracts ol
Home | Worilist | AddfoFavortes | Sign out
ORACLE’ Al =|searcn 3> | Advanced Search (] Last Search Resulls

| New window | Help | Personalize Page |
Contract TEXAS Data

SetiD: 03200 ContractiD: NEXT Confract Version 1
Contract Category: Other Contract Category:
LBB Contract Reporting  None [l Allow Releases to Exceed Max
Contract Contingency: []usAs 30 Profile/Contract Wrkfc
HUB Percentage: [Joutsourced Contract
Contract Retainage: 0.00
Contract Auditor:

Contract Alternatives and Explanations Find | View Al First'4' 1 of 1% Last

F=

Contract Alternatives

Contract Explanation

[5 save || Notity || Refresh | |Ei Add |[Z UpdateiDisplay || Comect History

Contract | TEXAS Data

®100%

Step Action

64. If a contract is LBB reportable, this section must be completed in order for the
contract record to be included on the LBB Interface. New Contract records will be
included in the interface if:

*The contract record is marked with an LBB report category

*The maximum contract value identified on the contract header page meets or
exceeds the reporting

threshold; and

*The ISAS Contract status is “I”” (initial) or “A” (amendment).

NOTE: The interface looks at amendment records if the original contract was not
reportable due to the minimum amount threshold not being met and the amendment
increases the dollar amount to meet the threshold.

Click the LBB Contract Reporting link.
LEE Contract Reporting
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LBB Reporting Code(s)

None

CImajor Info Sys/Gen > $100K
[ Construction > $14K
[JProfessional Services > $14K
[consuiting Services > $14K
[JPurchases > $50K
[JPurchases > $10 Million

[Jemergency > $1M

OK Cancel Refresh

EUT Course

#100%

Step Action
65. Click the Purchases > $50K option.
||:| Purchases > s&ud
66. Click the OK button to close the LBB Reporting page.

Lok
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Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracts o]
Home ‘Workdist Add fo Favorites Sign out
ORACLE" Al =|searcn > | Advanced Search (] Last Search Resulls

| New window | Help | Personalize Page | T
Contract TEXAS Data

SetiD: 03200 ContractiD: NEXT Confract Version 1
Contract Category: Other Contract Category:
i Purchases > $50K [l Allow Releases to Exceed Max
Contract Contingency: [1usAs 30 Profile/Contract Wrkic
HUB Percentage: [Joutsourced Contract
Contract Retainage: 0.00
Contract Auditor:

Contract Alternatives and Explanations Find | View All First'4) 1 of 1 ¥/ Last

F=

Contract Alternatives

Contract Explanation

[5 save || Notity || Refresh | | Add |[Z UpdateiDisplay || Comect History

Contract | TEXAS D:

®100%

Step Action

67. Click in the Contract Auditor field.
Contract Auditor: I |

68. Enter the desired information into the Contract Auditor field. Enter "Mary
Joseph".

Contract Auditor: Il |

69. Click the Save button.
|5 Save
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Favorites -
ORACLE’

Renewal Date
Currency
Primary Contact
Supplier Contract Ref
Description
Master Contract ID
[ Tax Exempt Tax Exempt ID

Parent Contract Record

Order Contract Options (%
Allow Multicurrency PO
Corporate Contract
[ Lock Chartfields.

PO Defaults
SpecialiPriority Purchase Types:

Contract ltems

Main Menu~ > Procurement Contracts ~ > Add/Update Contracts o]

USD[@,|

Home | Workist | AddtoFavorites | Sign out
Al ~|search 3 | Advanced Search 5 Last Search Results
[5) Renewals Expire
Amount Summary (2 ~
CRRNTE,  Current Contract Value 50000.00] USD

@ Maximum Amount 50,000.00| USD

Line ltem Released Amount 000
Category Released Amount 0.00

FY17-19 Purchase Open Item Released Amount 0.00
& Total Released Amount 000

" Remaining Amount 50,000.00

Remaining Percent 100.00

[J Allow Open Item Reference [JMust Use Contract Rate Date

[] Auto Defauit

Rate Date D3/08/2016
[J Adjust Supplier Pricing First
[Jprice Can Be Changed on Order

Add Open Item Price Adjustments Price Adjustment Template [ service/Receipt Date Indicator

Catalog Search tem Search Search for Coniract Lines
Contract Status [ service Date Indicator

Lines Personalize | Find | View Al |{ED [ First @ 1 or 1 ) Last
Details | Order By Amount || jtem Information || Defauit Schedule | Release Amounts || Release Quaniiies || Line Groupings || Spend Threshold | [

Include
Line ttem Description uom *NIGP Class NIGP ltem NIGP Group for Status

Release
B o T & @, @, @, o v R Acive | Bl (=]
View Category Hierarchy Category Search

v
S —
< >
®100% ~
Step Action

70.

When a contract is created at the Header level, the Allow Open Item Reference
checkbox must be selected. This action lets the system know that the contract is

header only and it will not require contract lines to be entered.

Click the Allow Open Item Reference option.

||:|Allnw Open Item Referem:el

71.

Click the vertical scrollbar to change the status.
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Favorites ~ ‘ Main Menu~ > Procurement Contracts ~ > Add/Update Contracts 3]

AdministratoriBuyer TXTESTBUYR1

Y

Buyer1 User

Header (2

Process Option Purchase Order

Edit Comments

Home | Workist | AddtoFavorites | Sign out
ORACLE" Al ~|searcn 3> | Advanced Search (] Last Search Resulls
| New window | Help | Personalize Page | N

Contract || TEXAS Data

Contract Entry

Contract

Contract Version
SetiD: 03200
Contract ID: 0000000000000000000000042 Version: 1 Status: Current
Newversion . 0810872016
Status: Goen Approved Date:

Add a Document

Activity Log

«supplier [SAM CORP-001 [, g nojer search Contract Activities Document Status
+Supplier D 0101788 @, Primary Contact Info Thresholds & Notifications
Contract Header Agreement 1SAS Contract Status: || &
*Begin Date |09/08/2016 & Contract Releases
Expire Date 08/30/2012 [) Renewal of “Purchasing Method: 08 /% PcCF |2,
[ Renewals Expire
Renewal ”"a a usp | Amount Summary 2
USD @, |CRRNT] Current Contract Value 50000.00|
Currency
Maximum Amount 50,000.00] USD
Primary Contact @,
Line Item Released Amount 0.00
Supplier Contract Ref Category Released Amount 0.00
Description [FY17-19 Purchase Open Item Released Amount 0.00
Master Contract ID & Total Released Amount 0.00
[ Tax Exempt Tax Exempt ID
@ Remaining Amount 50,000.00
Parent Contract Record HUB Bid Details Remaining Percent 0000
Order Contract Options (2 v
= _ _
Step Action
Favorites ~ ‘ Main Menu~ > Procurement Contracts ~ > Add/Update Contracts 3]
Home | Workist | AddioFavorites | Sign out
ORACLE" Al ~|searcn 3> | Advanced Search (] Last Search Resulls
| New window | Help | Personalize Page | & ~
Contract || TEXAS Data

Contract Entry

Contract
Contract Vers
SetiD:
Contract ID: Version: 1 Status: Current
NEWNEE O - 08/0812016
*Status: Al Approved Date:

Administrator/Buyer TXTESTBUYR1

Y

‘Add a Document

Buyer! User

Header (%

Process Option Purchase Grder Edit Comments

SAM CORP-001

Activity Log

+“Supplier % supprier search Contract Activities Document Status
+Supplierip 0101788 . Primary Contact Info Thresholds & Notifications
Contract Header Agreement ISAS Contract Status: | %
“Begin Date |08/08/2016 15 Contract Releases
Expire Date 03/30/2019 [ Renewal of *purchasing Method: 26 |% PccF 9,
5 Renewals Expire
Renewal ”a‘& o s | Amourt Summary (2
USD|@CRRNT] 50000.00
Currency Current Contract Value
Maximum Amount 50,000.00 USD
Primary Contact @,
Line Item Released Amount 0.00
Supplier Contract Ref Category Released Amount 0.00
iption [FY17-19 Furch:
Description urehase Open Item Released Amount 0.00
Master Contract 1D & Total Released Amount 0.00
[Tax Exempt Tax Exempt ID
a Remaining Amount 50,000.00
Parent Contract Record HUB Bid Details Remaining Percent 0000
Order Contract Options (2 v
< -~ -~ >
H100% ~

Page 29




©

CAPPS Financials

Centralizad Accounting and Payroll/Personne System

EUT Course

Step

Action

73.

Click the Approved list item.

Approved

Favorites ~

ORACLE’ All = Search
Contract || TEXAS Data
Contract Entry
Contract
SetiD: 03200
Contract ID: 0000000000000000000000042
“Status: oo |

Administrator/Buyer TXTESTBUYR1 Buyer1 User

Header (2

Process Option Purchase Order
Supplier  SAM CORP-001

Supplier ID 0101733 S.AM Supplies Corp

Main Menu~ > Procurement Contracts ~ > Add/Update Contracts o]

Home
% | Advanced Search |5/ Last Search Resulis

| New Window | Help | Personalize Page | T ~

Contract Version
Version: 1  Status:
New Version Approved Date:

Edit Comments
Contract Activiies
Primary Contact Info

‘Worklist

Add fo Favorites

Current
08/08/2016

Add a Document

Activity Log
Document Status
Thresholds & Notifications

Sign out

Gontract Header Agreement 1SAS Contract Status: | &
Begin Date  02/03/2016 Contract Releases
Ex Renewal e ; |DG|@, pccF [&
pire Date gg20019 of Purchasing Method: 3 .
Renewal Date Renewals Expire — - —
usD Amount Summary (7
Currency USD CRRNT  Current Contract Value 50000.00 o
X .
primary Contact Maximum Amount 50,000.00
Line ltem Released Amount 0.00
Supplier Contract Ref Category Released Amount 0.00
Description  £y17 49 pyrchase Open ltem Released Amount 0.00
Master Contract ID Total Released Amount 0.00
Tax Exempt Tax Exempt ID
" Remaining Amount 50,000.00
Parent Contract Record \ HUS Bid Details Remaining Percent 10000
Order Contract Options (% -
< >
®100%
Step Action

74.

Click the vertical scrollbar.

75.

Click the Save button.

76.

The Contract ID number was generated when the new contract was saved.

Now that your new contract has been approved and saved, releases can be entered
against it as purchases are made.

77.

level.
End of Procedure.

Congratulations! You successfully completed entering a new contract at header

Creating a New Contract with Lines

Section 2, Lesson 2- Exercise 1 Create a New Contract with Lines

When setting up a contract, you may not have all the information you need, such as dates or
amounts. You can create a contract with partial information and then fill in additional information
as it becomes available. There are specific fields which require entry however, the contract does
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not need to be Approved until all field are valid. The required fields will be noted in this training
document.

When contracts are required, the contracts must be established and in approved status prior to
dispatching the Purchase Order or a Purchase Order Change Notice will be required in order to
associate the contract document to the Purchase Order.

The Contract Entry page enables you to select a contract process option you will use throughout
the contract's entire life cycle. Contract process options include: Recurring Voucher, Prepaid
Voucher, Prepaid Voucher with Advance PO, Recurring PO Voucher, Purchase Order, Release
to Single PO Only and General Contract contracts. Currently only Purchase Order and
General contracts processing options are used within CAPPS.

Procurement contracts may be established at the:

o Header level (Open Item) which establish the Supplier, contract term and maximum
contract value. Contract management activities are detailed on the purchase orders
associated to the contract. This allows management of the contract at the purchase
order.

e Line level which tracks specific activities at the contract line level. Contract management
occurs at the contract line level.

PO releases are then associated to the contract and tracked within the Procurement Contract
record.

Procedure

Favorites - Main Menu -
Home ‘Worklist Add fo Favorites Sign out

ORACLE All | Search » | Advanced Search

Personalize Content | Layout () Help

#100% ~
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Step Action

1. Begin by navigating to the Add/Update Contracts page.

Click the Main Menu button.

2. Click the Scroll Down button.

-

3. Click the Procurement Contracts menu.

- -

g Procurement Contracts b

4, Click the Add/Update Contracts link.
l_‘] Add/Update Contracts

5. Notice the SetID defaults based on your User Preferences.

Favorites ~ Main Menu~ > Procurement Contracts ~ > Add/Update Contracts
Home ‘Worklist

ORACLE" Al ~| searcn 3 | Advanced Search

Contract Entry

Find an Existing Value || Add a New Value

SetiD: p3zo0 |@,

Contract ID: NEXT

Contract Process Option:| General Contract v
Add

Find an Existing Value | Add a New Value

New Window | Help | &

Sign out

H100% ~
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Step Action
6. In the Contract ID ficld, NEXT indicates the next available contract ID will be

| General Contract

assigned to the contract when you save it.

In this training, you will use the auto-numbering functionality.

Note: Not all agencies have their systems configured to utilize auto-numbering. If
an agency requires manual entry of a contract number, enter the agency defined
number in this field.

Click the Contract Process Option list to view the list of valid values options.

Favorites ~

ORACLE’

Contract Entry

Find an Existing Value

SetiD:
Contract ID:

Contract Process Option:

Add

All  ~| Search

Add a New Value

03200 @,
NEXT

‘General Contract

Prepaid Voucher

Prepaid Voucher wi Advance PO
Purchase Order

Recurring PO Voucher

Recurring Voucher
Release to Single PO Only

Find an Existing Value | Add a New Value

Main Menu~ > Procurement Contracts ~ > Add/Update Contracts

Home
» | Advanced Search

Worklist

Add to Favorites Sign out

New Window | Help | &

H100% ~
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Step Action

7. There are two Contract Processing Options which can be used for a standard
Procurement Contract. They both have the same processing options within CAPPS
and can be used for internal reporting purposes to identify the different types of
contracts:

* General Contract may be used when you have a contract document that has
been executed by the head of your agency.

* Purchase Order may be used when you have a contract that will be associated
with a Purchase Order and would not have a separate, fully executed contract
document.

Click the Purchase Order list item.

Purchase Crder

Favorites ~ Main Menu~ > Procurement Contracts ~ > Add/Update Contracts
Home ‘Workdist Add fo Favorites Sign out
ORACLE" Al ~| searcn 3 | Advanced Search
New Window | Help | /=
Contract Entry
Find an Existing Value || Add a New Value
SetiD: 03200 |@,
Contract ID: NEXT
Contract Process Option: =S AN ™ |
Add
Find an Existing Value I Add a New Value
®100% ~
Step Action
8. Click the Add button to enter a new purchase order contract in SetID 03200.
Add
9. Use the Contract page to enter header and line item information for the contract.
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Step Action

10. The Status field enables you to select contract status. Valid values are Approved,
Canceled, Closed, On-hold and Open. Only contracts with an Approved status are
eligible to have releases assigned against them.

New contracts are created in Open status. When all required fields are entered, the
contract can be saved and approved.

Favorites ~ Main Menu~ > Procurement Contracts ~ > Add/Update Contracts

Home ‘Worklist Add fo Favorites Sign out

ORACLE" Al ~| searcn 3 | Advanced Search

| New window | Help | Personalize Page | T ~
Contract TEXAS Data

Contract Entry

Contract
Contract Version
SetiD: 03200
- - Status: Cur
Contract ID: NEXT Version: 1
Approval Due Date:
*status:
Administrator/Buyer @,
Header (2.
Process Option Purchase Order Contract Activities Add Comments
=Supplier % supplier search Primary Contact Info
+Supplier ID @ Centract Header Agreement
Centract Releases
“Begin Date |D8/28/2016 B *Purchasing Method: || PCC| [,
Expire Date [5j Renewal of
[ Renewals Expire
Renewal Date Amount Summary (2
Currency |USD/@[CRRNT@,  Current Contract Value 0.00] UsD

Maximum Amount
Primary Contact @

Line ltem Released Amount
Supplier Contract Ref Category Released Amount
Description Open Item Released Amount
Master Contract ID @ Total Released Amount

[ Tax Exempt Tax Exempt ID
@ Remaining Amount

Parent Contract Record % HUB Bid Details N
Remaining Percent

Order Contract Options (2
< >
®100%

Step Action

11. Click the Look up Administrator/Buyer (Alt+5) button.

Bl

12. Click the TXTESTBUYRI link.

13. To view all suppliers, click the Supplier button.

=

14. Click the S.A.M Supplies Corp link.
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Step Action

15. The Begin Date and Expire Date on the contract record are defined as:

Begin Date: The date the contract term should begin. No PO’s award date may be
prior to the begin date.

Expire Date: The date by which a vendor must complete performance pursuant to
the terms of the contract, including amendments, and exercised renewals or
extensions. Some contracts do not have a set completion date, but instead rely on
other benchmarks. This information is needed to track the overall life of the
contract, and the relationship between payments and performance.

16. Click the Choose a date (Alt+5) button.

Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracls|[2l
Home Worklist Add to Favorites Sign out
ORACLE" Al ~|search » | Advanced Search  [z| Last Search Results
| New window | Help | Personalize Page | i n
Contract || TEXAS Data
Contract Entry
Contract
Contract Version
SetiD: 03200  Copy From Contract s -
- latus: ur
Contract ID: NEXT Version: 1
Approval Due Date:
“status:
7002
Administrator/Buyer @ 003 A
2004
2005
Header (2 2006
2007 -
Process Option _Purchase Order 2008 Contract Activities Add Comments
“Supplier 9. Suppiier searcn 200¢ Primary Contact Info
*Supplier ID @, 2011 Contract Header Agresment
012 Contract Releases
; 2013
“Begin Date (062872016 |[i) 011 *Purchasing Method: || PCC|_[&,
Expire Date Calendar 015
2016
n 2017
Renewal Date [lne T¥] % o Amount Summary (2
Currency |USD|@[CRRNT@, cul 's M T Ww|apig 5
2020 Maximum Amount
Primary Contact @ ey
4 5 8 T|; Line Item Released Amount
Supplier Contract Ref 112 13 14 a7 Category Released Amount
- 18 19 20 21
Description 25 26 27 28 gggg Open Item Released Amount
Master Contract 1D 2027 Total Released Amount
[ Tax Exempt 2028
Dt Tax Exempt ID @ Curent| 209 -
w0 g Remaining Amount
Parent Contract Record 031 [oerils Remaining Percent
Order Contract Options '2 v
< >
H100% ~

Step Action

17. Click the 2017 list item.
2017
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Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracts
Home | Workist | AddloFavorites | Sign out
ORACLE" Al ~| searcn 3 | Advanced Search
| New window | Help | Personalize Page | T ~
Contract || TEXAS Data
Contract Entry
Contract
Contract Versien
setiD: 03200  Copy From Contract s -
ion: latus: url
Contract ID: NEXT Version: 1
Approval Due Date:
*status:
Administrator/Buyer [TXTESTBUYR1 % Byt user
Header (2.
Process Option Purchase Order Contract Activities Add Comments
*supplier [SAM CORP-001 [, g njer search Primary Contact info
~supplier 1D 0101788 @, S.AM Supplies Corp Contract Header Agreement
Contract Releases
“Begin Date |08/28/2016 [5) ing Methoa: | |4 Pcc| [&
Expire Date Calendar
June <] [~
Renewal Date Amount Summary (2
Currency |USDI&[CRRNT®,  cu SMTWTF § luso
) 1 2 3 Maximum Amount
Primary Contact @
4 5 6 7 8 910 Line ltem Released Amount
supplier Contract Ref 1112 13 14 15 16 17 Category Released Amount
- 18 19 20 21 22 23 24
Description 25 26 27 38 20 0 Open Item Released Amount
Master Contract 1D Total Released Amount
[ Tax Exempt Tax Exempt ID
Current Date
@ D Remaining Amount
Parent Contract Record ¥ HUB Bid Details .
Remaining Percent
Order Contract Options (2 hd
< >
®100%
Step Action

18.

Click the 28 link.

19.

The Add Comments hyperlink provides the ability to attach documents associated
with the contract and associate any Descriptive Legal Text (DLT).
Associated documents may include any Statement of Work that may impact the

specific PO Line.

Click the Add Comments link.

Add Comment
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Contract Comments

Contract Entry

Header Comments

SetlD 03200 Contract ID NEXT Version 1

*Sort Method [ Comment Time Stamp v *Sort Sequence | Ascending v|

(Comments

Find | View Al  First @) 1 of 1 ) Last

Use Standard Comments Comment Status _Active
[ Flﬁ

Send to Supplier [ show at Receipt [ show at Voucher [] Copy to Purchase Order [ DLT Comment

| iated Document

| Attachment Attach belete:

From -> CNT 03200-NEXT

Lo | cancel || Remesn |

< I ———

®100% v |

Step

Action

20.

Enter the following information into the Active field. Enter "Statement of Work
attached".

Use s1angara Lomments Comment Status Active
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Contract Comments

Contract Entry

Header Comments

SetlD 03200 Contract ID NEXT Version 1

*Sort Method | Comment Time Stamp v *Sort Seuuence‘ Ascending

(Comments

v]

Find |View Al First ) 10712 Last

Comment Status_Actue
F—'G

[ Show at Voucher [] Copy to Purchase Order [ ] DLT Comment

Use Standard Comments
Statement of Work attached

Send to Supplier [ show at Receipt
| iated Document
| Attachment

From -> CNT 03200-NEXT

Lo | cancel || Remesn |

< I ———

®100% v |

Step Action

21. Click the Attach button.

File Attachment

#100% v |
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Step Action

22. Click the Browse button.

Organize »  New folder

B Desktop il D .
ocuments libra
|g Downloads { New folder Y Amangeby: Folder ¥

% Recent Places L

Name Date modified Type Size
B Desktop Statement of Work.docx 8/2/201610:12 AM  Microsoft Word D... 13KB
5 Libraries
[Z Documents

{E My Documents
1. Administrative
| Bluetooth Exchange

'}, Commitment contrc

File name: v\ Al Files (%) -

Step Action

23. Click the Statement of Work.docx list item.

24. Click the Open button.
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File Attachment

Help

[(_D:Msers\lcasﬂﬂﬂf‘ ‘New folderiStatement of | Browse

Caea

®100% v |

Step Action

25. Click the Upload button.

26. Click the OK button.

27. The Purchasing Method is added to the Procurement Contract header record/page

and included on all purchase order lines generated from the Contract.
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Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracts
Home | Worilist | AddfoFavortes | Sign out
ORACLE" Al ~| searcn 3> | Advanced Search
| New window | Help | Personalize Page | ~
Contract || TEXAS Data
Contract Entry
Contract
Contract Version
setiD: 03200  Copy From Contract s -
ion: latus: url
Contract ID: NEXT Version: 1
Approval Due Date:
Administrator/Buyer TXTESTBUYR1 % ayyert user
Header (2
Process Option Purchase Order Contract Activities Add Comments
*supplier [SAM CORP-001 [, 5 njer search Primary Contact info
~supplier 1D 0101788 @, SAM Supplies Corp Gontract Header Agreement
Contract Releases
“Begin Date 0612812016 EJ “purchasing Methoa: | |4 PCC| [&
Expire Date 06/28/2017 Renewal of
Renewal Date [5) Renewals Expire
Amount Summary (2
Currency |USDI®[CRRNT@,  Current Contract Value 0.00] UsD
Maximum Amount
Primary Contact a
Line ltem Released Amount
Supplier Contract Ref Category Released Amount
Description Open Item Released Amount
Master Contract 1D [ Total Released Amount
[ Tax Exempt Tax Exempt ID
@ Remaining Amount
Parent Contract Record % HUB Bid Details .
Remaining Percent
Order Contract Options (2 hd
< >
®100%

Step Action

28. To view all purchasing methods, click the Look up Purchasing Method
(Alt+5) button.

29. Click the Delegated Purchase link.

glegated Purchas
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Home | Workist | AddtoFavorites | Sign out

ORACLE" | An ~|searn | » | Advanced Search
| New window | Help | Personalize Page | T ~
Contract || TEXAS Data
Contract Entry
Contract
Contract Version
SetiD: 03200  Copy From Contract
., Status:
Contract ID: NEXT
Approval Due Date:
*Status: Open v
| @
¥ Header (2)

Process Option Purchase Order

=supplier [SAM CORP-001 &, g npjier search
«Supplierip 0101788 Y

*Begin Date |06/28/2016 )

Currency |USDI@/CRRNT@,
Primary Contact | |@&
suppiir Contactret |

T —
N

Parent Contract Record

Expire Date [06/23/2017 5y Renewal| o[ |
Ronovaite| |5y RenowaoExpre__|
Current Contract Value[  0.00] YSD

LA s sopes

Contract Activities Add Comments

Primary Contact Info

Contract Header Agreement

Contract Releases

*Purchasing Metnod: (6|2, pcc| |2,

Amount Summary (7]

Maximum Amount

Line ltem Released Amount
Category Released Amount
Open Item Released Amount
Total Released Amount

Remaining Amount
Remaining Percent

| ¥ Order Contract Options_(2)

‘ v

javascript:pAction_win2(document.win2,'CNTRCT_HDR_TX_PCCSprompt’);

« | >
H100% v |

Step

Action

30.

@

The PCC field is added to the Contract Entry page and is a required field.

To view all PCC codes, click the Look Up PCC (Alt+5) button.

Look Up PCC

SetiD:
Purchasing Method:

03200
[ale]

Purchasing Category Code: | begins with V||

Description:

Search Results
View 100

[begins with ~||

Gl s oo

First (4) 150f5 () Last

Purchasing Category Code Description

D
E
F
T

‘#ICRow0');

Exempt - Legal Cite Required
All AIS Purchases

Purchases Up to §5,000.00
Goods §5,000.01-525,0000.00
Emergency Purchases » 525,000

H100% v
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Step Action
31. Click the Goods $5,000.01-$25,0000.00 link.
[Goods §5.000.01-525.0000.00
32. Click the arrow on the right on the horizontal scrollbar.
33. The ISAS Contract Status provides a clear view of where the contract currently is

within the contract lifecycle.

For contracts which are LBB reportable, this field determines whether the contract
will be included on the interface as a new contract record (I-Initial) or an amended
contract record (any other contract status). If the status is not changed from “I”
when the contract gets amended, the record will not be included in the Amended
contract file for the LBB interface.

Click the Look up ISAS Contract Status (Alt+5) button.

Bl

34, Click the Initial Execution link.

35. The Current Contract Value field contains the amount of the contract that is
currently active. This amount may or may not equal the Total Released Amount in
the Amount Summary page to the left.

This field is not a required field however, the value contained will be included in the
LBB interface file for any contract marked as LBB reportable. If the contract is
reportable and this value is empty, the entry must be manually entered in the LBB
database.

Enter the maximum contract amount into the Current Contract Value field.
Enter "60000"

Current Contract Value 0.00

36. The Maximum Amount field includes the value of the contract, amendments, and
all potential extensions or renewals, i.¢., the total amount both currently and
potentially obligated. The Maximum Contract Value should be used for determining
whether a contract meets reporting thresholds and can be distinguished from Current
Contract Value, which includes the value of the contract, any amendments and any
exercised extensions or renewals i.e., the total amount currently obligated.

37. Enter the desired information into the Maximum Amount field. Enter "60000".

Maximum Am uuntl |

38. Click the down arrow on the vertical scrollbar to display more of the page.
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Step Action
39. The Description field should contain a summary of the contract purpose. This is a

requirement of TxGov’t Code 2101.041(b)(1). The field is limited to 30 characters.

For contracts meeting LBB reporting criteria, note the interface file is comma
delimited. This description field CANNOT contain commas or the file will become
corrupted and will be rejected by LBB.

Enter the description information into the Description field. Enter "FY18-19
Purchasing".

Description Purchasing x|
40. Click the down arrow on the vertical scrollbar to display more of the page.
41. In order for a complete vendor record to be associated to a contract, the mail code

must be also be associated to the contract record. To change/validate a specific mail
code for a Supplier assigned to a contract, select the PO Defaults link.

For contracts that are LBB reportable, if the mail code is not associated at the
contract level, the supplier record will not be contained on the open LBB record.
LBB only associates contract records with the full supplier ID, including mail code.
If the mail code is not associated, users will need to associate the vendor on the LBB
database record manually.

Click the PO Defaults link.

Favorites~ | Main Menu~_ > Contracts = > Contracts
Contract Defaults by BU 2
O~ Help
~
S Contract Entry
A
Pae PO Defaults
-
SetiD 03200 Contract ID NEXT Version 1 Supplier ID 0101788
A
= Header
q
. i +
= Business Unit [03200 x|@, Gopy from BU Defauts =
Supp Loc @
- [
Spey Buyer 3
Origin [ONL |@, Billing Location @
M Currency @ @ [ Tax Exempt
Payment Terms ID @, Tax Exempt ID:
Shipping Information
g ship To @, ship To Address AM Business Unit @
’7 Location @, [capitatize
IN Unit @, Profile ID @
u Freight Terms @, CostType @
2 Ship Via @, Ultimate Use Code @
Charge By Where Performed
Distributions
Distributions
B *GLunit  Oper Unit Account Fund Dept Program  Appn/PCA  Appn Year Agy Chartfield1  Agy Chartfield2  Product Ei
I 5 @, @, @, @, @ @ @ @ @ Y @
Lil
1 Add Comments
V]
< 2>
V]
< 2>
®100%
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Step Action

42. Look up Supplier Location information.

Click the Supp Loc button.

=

Click the 001 link.
(110K

43.

44. Close the PO Defaults page.

Click the OK button
8] 4

Process Option Purchase Grder Contract Activities

*Supplier SAM CORP-001 |@,
*Supplier ID 0101738 @,

=

) Renewal of

Primary Contact Info
Contract Header Agreement
Contract Releases

Supplier Search
S.AM Security Corp

“Begin Date [06/2812016
Expire Date [06/28/2017

Renewal Date [} Renewals Expire

Currency [USD/@CRRNT@,
04

Current Contract Value 60,000.00, USD

Primary Contact
Supplier Contract Ref
Description
Master Contract ID @,
[ Tax Exempt Tax Exempt ID
@

Parent Contract Record HUB Bid Details

Order Contract Options 2
<

Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracts
Home

ORACLE Al ~| Search | Advanced Search

Contract || TEXAS Data

Contract Entry

Contract

Contract Version
SetiD: 03200  Copy From Contract st
ion: latus:
Contract ID: NEXT Version: 1
MNew Version Approval Due Date:
“satus:
Administrator/Buyer TXTESTBUYR1 R Buyert User
Header (2

*Purchasing Method: DG @& PCC[F [@,

‘Worklist Add to Favorites Sign out

| New window | Help | Personalize Page | & ~

Cur|

Add Comments

Amount Summary (2
Maximum Amount

Line Item Released Amount
Category Released Amount

Open Item Released Amount
Total Released Amount

Remaining Amount

Remaining Percent

>

H100% ~
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45. The HUB Bid Details page contains the competitive bid details for the contract. It
tracks the number and type of bids sent and received and is used in the HUB report.

This page is replicated in the Purchase Order module. If the HUB Bid Details are
contained on the contract record, when the Purchase Order is associated, it will
inherit the HUB Bid Details from the contract record.

Click the HUB Bid Details link.
HUB Bid Details

TX Hub Bids Page

HUB Bid Details - Contract Page
[]override Competitive/Bid Information
[ report Award Information Only

Bid Information

Ethnic/Gender Asian Hispanic Amer Indian | DisabledVet | WomanOwn | NonHUB
Categories MF A

gigssent [ || 1

Ethnic/Gender Asian Hispanic Amer Indian Disabled Vet ‘Woman Own
Calegories M

Bids Recvd || Il 1

H100% v |

Step Action

46. Click the Competitive drop down list.

H
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TX Hub Bids Page

HUB Bid Details - Contract Page

[]override Competitive/Bid Information

I report Award Information Only

CWM?-
Bid InformgYes
Ethnic/Gender i Hispanic Amer Indian | Disabled Vet
Categories M F M F M F

Bids Sent | | |

Ethnic/Gender i Hispanic Amer Indian | Disabled Vet
Categories M F M F M F

Bids Recvd | | |

Load Bids Sent

H100% v |

Step Action

47. Click the Yes list item.

Yes

TX Hub Bids Page

HUB Bid Details - Contract Page
[Joverride Competitive/Bid Information
[J Report Award Information Only

comenmer [ ]

Bid Information

Ethnic/Gender Asian Hispanic | Amerindian | Disabled Vet Non HUB
Categories M F M F M F

Bids Sent | | |

Ethnic/Gender i Hispanic Amer Indian | Disabled Vet
Categories M F M F M F

Bids Recvd | | |

Load Bids Sent

®100%
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Step Action

48. Enter the desired information into the F field. Enter "2".

i

49. Enter the desired information into the F field. Enter "1".

|

50. Enter the desired information into the F field. Enter "2".

i

51. Enter the desired information into the F field. Enter "2".

_

52. Enter the desired information into the F field. Enter "2".

]

53. Enter the desired information into the F field. Enter "2".

54. Click the OK button.

OK

Favorites - Main Menu~ > Procurement Contracts ~ » Add/Update Contracts

Home ‘Worklist

All ~| Search

ORACLE > | Advanced Search

@

Parent Contract Record * HUB Bid Details

Order Contract Options 2

[~ Allow Multicurrency PO [ Allow Open Item Reference [Imust use Contract Rate Date

Corporate Contract [] Auto Defauit

[ Lock Chartfields

[J Adjust supplier Pricing First
Oprice Can Be Changed on Order
Add Open Item Price Adjustments

Price Adjustment Template [ service/Receipt

Special/Priority Purchase Types:

Contract ltems

Add fo Favorites

Rate Date 06/28/2016

Catalog Search Item Search Search for Contract Lines
Contract Status [ service Date Indicator
Lines Personalize | Find | View All | [E  First @ 1011 %) Last
Details || Order By Amount || [tem Information || Default Schedule || Release Amounts | Release Quanfities | Line Groupings || Spend Threshold
Include
Line liem Description uom NIGP Class n;‘fﬂp g'f): for  Status
E Release
= CY ) R Y @ @ @[ a ©C Rw% Adive X ] =]
View Category Hierarchy Category Search
Contract Categories
Lines Personalize | Find | View All | C0 | BB First (4 1 o 1 ) Last
Details || Pricing Options | Release Amounts || Spend Threshold

Line *NIGP Class Description Status
@ B O % A X E =
[5] save | [ Notify |[ Refresh B Add ||V
< >
#100% -

Sign out

Remaining Amount ,,
Remaining Percent

t Date Indicator
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Step Action

55. The Special/Priority Purchase Types link allows users to identify purchases as
Emergency, Proprietary, Sole Source, Best Value. Justifications for these purchase
types are required.

This is a requirement pursuant to TxGov't Code 2101.041.

Click the Special/Priority Purchase Types link.
BpecialfPriority Purchase Types]

Special/Priority Purchase Types

Help
Purchase Type 2

[ sole Source [Iproprietary [J Emergency [ After the fact [Jconfirming Order  [] Other - See Comments

Comments Best Value Flag

&

H100% v

Step Action

56. If any of these conditions apply, select the appropriate checkbox, and add
comments.

Click the Best Value Flag option.

[+ Best Value Flﬂ‘
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Special/Priority Purchase Types

Help

~

| Purchase Type

[Jsole source [ Proprietary [Jemergency [ Atter the fact [confirming Order [ Other - See Comments

Comments. Best Value Flag

4

#100%

Step Action

57. Click in the Comments field.
oK | cancel | Refresh |
- eesend]
58. Enter the desired information into the Comments field. Enter "Best value award

for a very good reason".
Ci

59. Click the OK button.
60. The reporting type selected displays.
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Favorites ~ Main Menu~ > Procurement Contracts ~ > Add/Update Contracts

Home ‘Worklist Add fo Favorites Sign out

ORACLE Al - | searcn 3> | Advanced Search

Parent Contract Record % s Bid Detaks

Remaining Percent A
Order Contract Options (2

[ Allow Multicurrency PO [ Allow Open Item Reference [IMust Use Contract Rate Date Rate Date 06/23/2016

Corporate Contract [ Adjust Supplier Pricing First [¥] Auto Default
[ Lock Chartfields [ Price Can Be Changed on Order
PO Defaults Add Open Item Price Adjustments Price Adjustment Template [ service/Receipt Date Indicator

SpecialiPriority Purchase Types:  Best Value Flag

Contract ltems

Catalog Search Item Search Search for Contract Lines
Contract Status [ service Date Indicator
Lines Personalize | Find | View All | [E  First @ 10r 1 %) Last
Details || Order By Amount || [tem Information || Default Schedule || Release Amounts | Release Quanfities | Line Groupings || Spend Threshold
Include

Line ttem Description uom “NIGP Class I’:;fnp g'f): for  Status

L Release
1 B o [P &’ Q Q @ [(a, ©© R = ave | X E =

View Category Hierarchy Category Search

Contract Categories

Lines Personalize | Find | View All | &0 | B First (4 1 071 ® Last
Details || Pricing Options | Release Amounts | Spend Threshold
Line *NIGP Class Description Status
1 @, B T W oate X K =
[5) save || Notity || Refresh EL Add
| Save | |6 FEic=i | (& Al ]
Contract | TEXAS Data
< >
®100% ~

Step

Action

61.

Enter the desired information into the Description field. Enter "Paper, Copy, 8.5

x11".

| Bl

62.

Enter the desired information into the UOM field. Enter "PLT".

[ ]

63.

Enter the desired information into the NIGP Class field. Enter "645".

64.

Enter the desired information into the NIGP Item field. Enter "33".

[

65.

Click the Line Details button.
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Details for Line 1

Contract ID NEXT Version 1 Supplier SAM CORP-001

Line 1

Line Details

NIGP Class 645 Status Active
NIGP Class Descr|PAPER, FOR OFFICE AND PRINT SHOP USE

Physical Nature[Goods — ~]
Item Descripti
Paper, Copy, 85 x11 F—'ﬂ%

Expand All Collapse All
} item Information

¥ Release Amounts / Quantities

¥ Pricing Information

javasc itAction_win0{doc in,'CNTRCT_WRK1_EXPAND_ALL_PB'); H100% ~

Step Action

66. Click the Expand All link.

67. Enter the desired information into the Minimum Line Amount field. Enter "1500".
I |

68. Enter the desired information into the Minimum Line Amount field. Enter "1".
I |

69. Click the vertical scrollbar to display more of the page.

70. Enter the desired information into the Base Price field. Enter "1500".
[ 0.00000]

71. Click the OK button.
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ORACLE"

Parent Contract Record
Order Contract Options (2

llow Multicurrency PO

orporate Contract

[ Lock Chartfields.

PO Defaults

SpecialiPriority Purchase Types:

Contract ltems

Favorites ~ ‘ Main Menu~ > Procurement Contracts ~ > Add/Update Contracts

All - Search 3 | Advanced Search

HUB Bid Details

[J Allow Open Item Reference

[J Adjust Supplier Pricing First
[Jprice Can Be Changed on Order
Add Open Item Price Adjustments

Best Value Flag

[Imust Use Contract Rate Date
Auto Default

Price Adjustment Template

Home ‘Worklist Add fo Favorites Sign out

Remaining Amount

Remaining Percent

Rate Date 06/28/2016

[ service/Receipt Date Indicator

Catalog Search tem Search Search for Contract Lines
Contract Status[inital | [] Service Date Indicator
Lines Personaiize | Find [ View Al |20 | B First 4 q0r1 ) Last
Details || Order By Amount || Item Information || Default Schedule || Release Amounts || Release Quaniities || Line Groupings || Spend Threshold
Line Item Description z:ﬁ:”' SupplieritemID  Supplier's Catalog  Manufacturer ID I“g“"“r“"'“'a""‘e’"
1 B %, [Paper, Copy.8.5x11 ¢}  [Goods v @, @ & [E
View Category Hierarchy Category Search
Contract Categories
Lines Personalize | Find | View All | &) | B First (4 1 01 %) Last
Details || Pricing Options || Release Amounis || Spend Threshold
Line *NIGP Class Description Status
1 @, B O Wame X E =
[7] Save | (=] Notity ||&3 Refresh 5L Add
|l Save ||=] Nofily ||z% Refresh | B A
Contract | TEXAS Data
<
.
Step Action
72. Click the vertical scrollbar to display more of the page.
73. Click the TEXAS Data tab.
TEXAS Da
Favorites ~ ‘ Main Menu~ > Procurement Contracts ~ > Add/Update Contracts
Home | Wordist | AddfoFavoites | Sign out
ORACLE All - searcn 3 | Advanced Search
| New window | Help | Personalize Page |
Contract || TEXAS Data
SetiD: 03200 ContractID: NEXT Contract Version 1

Contract Category:
LBS Contract Reporting  None
Contract Contingency:
HUB Percentage:
Contract Retainage: 0.00]
Contract Auditor:

Contract Altematives and Explanations

Contract Alternatives

Other Contract Category:
[ Allow Releases to Exceed Max
[usAs 30 Profile/Contract Wrkfc

Clow

rced Contract

Contract Explanation

Save | |[=] Notify

Find | View Al First'4' 1 07 1'%/ Last
[H[=]
2 Refresh | |Ek Add || 2] UpdateiDisplay ||[2* Comect History

Contract | TEXAS Data

Page 54




CAPPS Financials

©

EUT Course

Centralinad Accounting and Payroll Personned System

Step

Action

74.

A Contract Category should be assigned for the contract. Available categories
include: CCG, Consultant, Emergency, Grant, Grant Subrecipient, Interagency,
Interlocal, Managed, Open Market, Other-2227 (Goods or Services), Professional
Services, Subrecipient, Term, Travel, or TXMAS.

Click the Contract Category list.

Contract Category: _u

Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracls
ORACLE Al ~| Search | Advanced Search
Contract || TEXAS Data

SetiD: 03200 ContractiD: NEXT Contract Version 1

Other Contract Category: e

Contract Category: e

LBB Contract Reparting | Sonsutant [l Allow Releases to Exceed Max
. | Grant

Contract Contingency: | =y sy [JUSAS 30 Profile/Contract Wrkic
Interagenc

HUB Percentage: Interiocal [Joutsourced Contract
MANAGE

Contract Retainage: | OPMKT
Other-2227

Contract Auditor: £rof Servs
Subrept
TERM

Contract Alternatives and | TRAVEL Find | View All First 4/ 4 of 1 &/ Last

TXMAS
FHE=

Confract Alternatives

Contract Explanation

[5) save || Notify ||#% Refresh | |5+ Add |[J] UpdateiDisplay || comect History

Contract | TEXAS Data

Home

‘Worklist Add to Favorites Sign out

| New window | Help | Personalize Page | &

H100% ~

Step

Action

75.

Click the Other-2227 list item.
Other-2227
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Favorites ~ ‘ Main Menu~ > Procurement Contracts ~ > Add/Update Contracts

Home | Workist | AddioFavorites | Sign out
ORACLE Al ~| searcn 3 | Advanced Search
| New window | Help | Personalize Page | T
Contract || TEXAS Data
SetiD: 03200 ContractiD: NEXT Contract Version 1
Contract Category: Oth Y|  Other Contract Category:
LBB Contract Reporting  None [l Allow Releases to Exceed Max
Contract Contingency: [JusAsS 30 Profile/Contract Wrkfc
HUB Percentage: [ outsourced Contract
Contract Retainage: 0.00
Contract Auditor:
Contract Alternatives and Explanations Find | view Al First @ 1011 @ Last
Contract Alternatives ﬂ j
Contract Explanation
save | |[=] Notity | [ Refresh | |5 Add |[Z UpdateiDisplay || Correst History
Contract | TEXAS Data
Step Action
Favorites ~ ‘ Main Menu~ > Procurement Contracts ~ > Add/Update Contracts
Home ‘Worklist Add to Favorites

ORACLE Al ~| Search | Advanced Search

Contract || TEXAS Data

SetiD: 03200 ContractiD: NEXT Contract Version 1
Contract Category: Other Contract Category:
ontract Category or Contract Category: [{S0CH
LBB Contract Reparting  None [l Allow Releas "aerials
Contract Contingency: []USAS 30 ProfileiContract Wrkic
HUB Percentage: [Joutsourced Contract
Contract Retainage: 0.00
Contract Auditor:

Contract Alternatives and Explanations Find | View Al First 4/ 1 of 1 &/ Last
Contract Alernatives =
Contract Explanation

) Save | =] Notity |2 Refresh | |Eb Add || uUpdateiDisplay | |[[F# comect History

Contract | TEXAS Data

| New window | Help | Personalize Page

Sign out

(k=]

%100%
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Step Action

77. When the "Other-2227" Contract Category is selected, the Other Contract Category
field is available. Choices for selection include Goods, Materials and Services. One
category must be selected to proceed.

Click the Goods list item.

Goods

Favorites - Main Menu~ > Procurement Contracts ~ > Add/Update Contracts
Home Worklist Add to Favorites Sign out

ORACLE’ All ~|search > | Advanced Search

| New window | Help | Personalize Page | i
Contract || TEXAS Data

SetiD: 03200 ContractiD: NEXT Contract Version 1
Contract Category: Other Contract Categery:

LBB Contract Reporting  None [l Allow Releases to Exceed Max
Contract Contingency: [JusAsS 30 Profile/Contract Wrkfc
HUB Percentage: [Joutsourced Contract

Contract Retainage: 0.00

Contract Auditor:
Contract Altematives and Explanations Find | View Al First * 10r1 ® Last

==

Confract Alternatives

Contract Explanation

[5 save || Notity || Refresh | |Ei Add |[Z UpdateiDisplay || Comect History

Contract | TEXAS Data

H100% -

Step Action

78. The LBB Contract Reporting link allows users to identify which, if any, LBB
Reporting categories with which this contract should be associated:

NOTE: Parent Contracts will not be included in the LBB Contract Interface
file. Any changes to the VIN for a contract need to be addressed with LBB
directly. LBB will not accept changes to the VIN in the interface.

Click the LBB Contract Reporting link.

LBE Contract Repaorting
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LBB Contract Reporting

LBB Reporting Code(s)

None

CImajor Info Sys/Gen > $100K
[ Construction > $14K
[JProfessional Services > $14K
[Jconsuiting Services > $14K.
[ Purchases > $50K
[JPurchases > $10 Million

[Jemergency > $1M

OK Cancel Refresh

®100% v |

Step Action
79. Click the Purchases > $50K option.
| purchases > $50K |
80. Click the OK button.
81. Allow Releases to Exceed Max is an option for users to allow PO releases against a

contract to exceed the contract max amount. This option is used when users are
tracking releases against a contract and not identifying a specific contract maximum.
For example, medical services are contracted through a contract where the provider
will provide services at the set Medicare rate. There are no set services nor specific
maximum amounts set due to the professional services being contracted. This
instance allows for a zero dollar contract to be established and this box checked to
monitor the releases against the contract instead of limiting the releases against it.
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Favorites ~ Main Menu~ > Procurement Contracts ~ > Add/Update Contracts

ORACLE Al - searcn 3 | Advanced Search

Contract TEXAS Data

SetiD: 03200 ContractiD: NEXT Contract Version 1
Contract Category: Other Contract Category:
| Purchases > 850K [] Allow Releases to Exceed Max
Contract Contingency: [JusAsS 30 Profile/Contract Wrkfc
HUB Percentage: [Joutsourced Contract
Contract Retainage: 0.00
Contract Auditor: Sue Smitn
Contract Alternatives and Explanations Find | View All First'&' 1 of 1 &/ Last
[H[=]

Contract Alternatives

Contract Explanation

[5 save || Notity || Refresh | |Ei Add |[Z] UpdateiDisplay || Comect History

Contract | TEXAS Data

Home

‘Worklist Add fo Favorites Sign out

| New window | Help | Personalize Page |

®100%

Step Action

82. Enter the desired information into the Contract Auditor field. Enter "Sue Smith".

[Sue Smith |

83. Click the Contract tab.
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% | Advanced Search

Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracts
ORACLE Al ~| Search
Contract || TEXAS Data

Contract Entry

Contract
setiD: 03200  Copy From Contract
Contract ID: NEXT
*status:
Administrator/Buyer [TXTESTBUYR1 2 guyert User
Header (2.

Process Option Purcnase Order
SAM CORP-001 |@,

“Supplier Supplier Search
“Supplier D (0101738 @
“Begin Date |06/28/2018 B

Expire Date [06/28/2017 [5j Renewal of

Renewal Date [ Renewals Expire

Currency |USDI@[CRRNT@,  Current Contract Value

Primary Contact @
Supplier Contract Ref
Description
Master Contract ID @,
[JTax Exempt Tax Exempt ID

Parent Contract Record

Order Contract Options (2
<

Contract Version

Version:

1

Mew Version

*purchasing Methoa: DG |4, PCC[F [&

60,000.00] USD

Contract Activiies

Primary Contact Info
Contract Header Agreement

Contract Releases

Home

Approval Due Date:

‘Worklist Add fo Favorites Sign out

| New window | Help | Personalize Page | ~

Cun|

Add Comments

Amount Summary (2
Maximum Amount

Line ltem Released Amount
Category Released Amount

Open Item Released Amount

Total Released Amount

Remaining Amount

Remaining Percent

>

®100%

Step

Action

&4.

Click the down arrow on the vertical scrollbar to display more of the page.

85.

The Service/Receipt Date Indicator flag prohibits receipts or vouchers from being
processed when the date of service is outside the contract term dates. Invoices can
be paid if received within the date of service.

86.

Click the Save button.
5] Save

87.

Click the vertical scrollbar to display the top of the page.

88.

Click the Status list.

|Dpe"

v
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Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracts
Home | Workist | AddioFavorites | Sign out
ORACLE All - | searcn 3 | Advanced Search
| New window | Help | Personalize Page | T ~

Contract || TEXAS Data

Contract Entry

Contract

Contract Versien
setiD: ég‘;[“;’ss
Contract ID: Closed Version: 1 Stamus: o
On-Hold Approval Due Date:
*Status: Open
Administrator/Buyer [TXTESTBUYR1 A guyert User
Header (2.

Centralizad Accounting and PayrollPersonne System

*Supplier
*supplier i 0101788

“Begin Date |06/2872016
Expire Date (062372017

Renewal Date
Currency YSD @ [CRRNT/@,
Primary Contact @
Supplier Contract Ref
Description
Master Contract ID

[JTax Exempt Tax Exempt ID
Parent Contract Record

Order Contract Options (2

Process Option Purcnase Order
SAM CORP-001 |@,

Supplier Search
@, 5.AM Security Corp

)
5 Renewal of
[ Renewals Expire

Current Contract Value

Contract Activiies

Primary Contact Info

Contract Header Agreement
Contract Releases
*purchasing Metnod: DG @

60,000.00) USD

% HUB Bid Details

PCCF @,

Add Comments

Amount Summary (2
Maximum Amount
Line ltem Released Amount
Category Released Amount
Open Item Released Amount

Total Released Amount

Remaining Amount
Remaining Percent
V]

< = >

Step Action

89. Click the Approved list item.

Approved

90. The Contract ID number is generated when the new contract was saved.
Now that the new contract has been approved and saved, releases can be entered
against it as purchases are made.

91.

End of Procedure.

Amend Contract with Versioning

Section 2, Lesson 3 - Exercise 1 Amend Contract with Versioning

A contract amendment occurs when a change is made to the original terms and conditions of an
active contract. Amendments are made to a contract using the Amendment Version feature or the
Track Changes features. This is a configuration setup for the CAPPS agencies.

Agencies have the choice of tracking contract changes by "Track Changes" or "Versioning."

Track Changes - When contracts are amended by Track Changes, the existing contract is changed
to Open status and changes to the contract are tracked via the change template.

Version - Versioning allows an active version of the contract be maintained as a separate version
is being drafted. Once the amended contract is approved, the previous version becomes historical
and the new version becomes the active contract. This allows for a complete history of the
contractto be maintained within CAPPS.
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In this topic, you will create an amendment using the Versioning feature to increase the price of
the negotiated contract.
Procedure

In this lesson, you will learn how to modify an existing contract with a new version and
increasing the contract maximum amount while maintaining a historical version.

Favorites . Main Menu .
Home Worklist Add to Favorites Sign out
ORACLE" All +| Search » | Advanced Search  [cl Last Search Results

Personalize Content | Layout \D Help

#100% -

Step Action

1. Begin by navigating to the Add/Update Contracts page.

Click the Main Menu button.

2. Click the Scroll Down button.
A
3. Click the Procurement Contracts menu.
[ /3 Procurement Contracts v]
4, Click the Add/Update Contracts menu.
| £ Add/Update Contracts |
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Favorites ~ ‘ Main Menu~ > Procurement Contracts ~ > Add/Update Contracts 3]

Home ‘Worklist Add fo Favorites Sign out
ORACLE" Al ~|searcn 3> | Advanced Search (] Last Search Resulls

New Window | Help | /=

Contract Entry

Eind an Existing Value Add a New Value

SetiD: pazo0 |@,
Contract ID: NEXT

General Contract v

Contract Process Opti

Add

Find an Existing Value | Add a New Value

Step Action

5. To search for an existing contract.

Click the Find an Existing Value tab.

Eind an Existing Value

Favorites ~ ‘ Main Menu~ > Procurement Contracts ~ > Add/Update Contracts 3]

Home ‘Worklist Add to Favorites Sign out
ORACLE" Al ~|search » | Advanced Search (o] Last Search Results

New Window | Help | &
Contract Entry
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value || Add a New Value

Search Criteria

SetiD: =V 03200 @,
Contract ID: [begins with v/]
Contract Version: = v
Contract Status: = v ~
Version Status: = hd v
Contract Process Option:| = hd v
Short Supplier Name: begins with v @,
Supplier Name: begins with v @,
Master Contract ID: begins with v @,
begins with v/ @

: begins with v/

Parent Contract Record: | begins with v @,

[Jcomect History - [] Case sensitive

Search Clear |Basic Search @:’" Bave Search Criteria

Find an Existing Value | Add a New Value

0% v
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Step

Action

Search for the contract by using the supplier's name.

Click the Supplier Name field.
!

Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracts o]

Home | Worilist | AddfoFavortes | Sign out
ORACLE" Al ~|searcn 3> | Advanced Search (] Last Search Resulls

New Window | Help | /=
Contract Entry
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value || Add a New Value

Search Criteria

setiD: [=v] 03200 @,
Contract ID: begins with v

Contract Version: = v

Contract Status: = v v
Version Status: = v ~
Contract Process Option:| = hd v
Short Supplier Name: begins with v/ @,
Supplier Name: begins with v @,

Master Contract ID: begins with v @,

Buyer: begins with v/ @
Description: begins with v

Parent Contract Record: | begins with v @,

Ocorrect History [] Case Sensitive

Search Clear |Basic Search (g Save Search Criteria

Find an Existing Value | Add a New Value

®100% ~

Step

Action

Enter the desired information into the Supplier Name field. Enter "KB
CONSULTING".

Click the Search button.

Search

This contract is currently at Version 1. This was the initial contract created within
CAPPS. To make a change to this contract we will select the New Version button to
create an amendment. The system assigns a version sequence number, tracks event
version history and maintains the current event version.
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3 | Advanced Search  [g] Last Search Results

ORACLE" | An ~|searcn

(Centralized Accounting and Payroll/Personnel System

Home | Workist | AddtoFavorites | Sign out

Contract | TEXAS Data

| New window | Help | Personalize Page | ~

Description £y 1749 1T Support
Master Contract ID
[71 Tax Exempt Tax Exempt ID

Parent Gonract Record L™ LssdDeas

Contract Entry
Contract
| Contract Version
SetiD: 03200
Contract ID: 000000000000000D000000041 Version: 1 Status: Current
rove ot osnsa0ts
*Status: [poooved g [oewverson | Approved bate
Administrator/Buyer TXTESTBUYR2 Buyerz User
~ Header (2)
Process Option Purchase Order Contract Activities Add Comments.
Supplier K3 CONSULT-001 Primary Contact Info
Supplier ID 1271803384 KB CONSULTING & SUPFCRT Contract Header Agreement
SERICES Contract Releases
Begin Date  06/20/2016 *purchasing Method:
Expire Date peng2017 Renewal | | or [ |
Renewal Date Renewals Expire| |
Amount Summary (2)
Currency USD CRRNT  CumentConfractValue|  000] USD
Primary Contact Maximum Amount
Line ltem Released Amount
Supplier Contract Ref Category Released Amount

Open ltem Released Amount
Total Released Amount

Re g Amount
Remaining Percent

‘ ¥ Order Contract Options (%)

< I ———

Step

Action

10.

Click the New Version button.

| New Version I

Message

Contract must be saved before a Draft can be created. (10400,577)

‘Contract must be saved before a Draft can be created. Hit Yes to proceed with Saving the contract and creating a Draft version. Hit No to cancel out and continue working

with the Current version.

]

H100% v
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Step Action

11. This creates a new version in Open status that can be worked on while maintaining
the original active contract version.

Click the Yes button to proceed with Saving the contract and creating a Draft
version.

12. Version 2 has been created in Open status and is now ready for changes to be
entered.

Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracts 2]
Home Worklist Add to Favorites Sign out
ORACLE" Al ~|search » | Advanced Search [z Last Search Results
| New Window | Help | Personalize Page | 5
Contract || TEXAS Data ~
Contract Entry
Contract
Contract Version
SetiD: 03200
. Status: Draft
Contract ID: 0000000000000000000000041 Version: 2
Delete Version Approval Due Date:
“Status: v
Administrator/Buyer TXTESTBUYR2 % Buyer2 User Add 2 Document
Header (2
Process Option Purchase Order Contract Activities Add Comments
*supplier KB CONSULT-001®, g e search Primary Contact Info
*supplier Ip | 1271803384 @, KB CONSULTING & SUPPORT Contract Header Agreement
SERVICES __eeeeeeeees Contract Releases
*Begin Date |08/29/2018 ) “Purchasing Metnog: DG [ PCCE |@
Expire Date [06/20/2017 [5) Renewal of
Renewal Date By Renewals Expire v 5
Amount Summary (7
Currency |USD[@/CRRNT@,  Cument Contract Value 0.00] USD
Maximum Amount
Primary Contact @,
Line Item Released Amount
Supplier Contract Ref Category Released Amount
Description [FY17-19 IT Support Open tem Released Amount
Master Contract ID @ Total Released Amount
[JTax Exempt Tax Exempt ID
@ Remaining Amount
Parent Contract Record * HUB Bid Details .
Remaining Percent
Order Contract Options (2 v
< >
100% ~

Step Action

13. Click the horizontal scrollbar to move to the right of the page to increase the
maximum amount.

14. Enter the increased amount into the Maximum Amount field.

Click in the Maximum Amount field.
| 50,000.00|

15. Enter the desired information into the Maximum Amount field. Enter "55000".
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Step Action
16. When amending a contract add a comment explaining the reason for the change.

Click the Add Comments link.

ail ks

Contract Comments

Contract Entry

Header Comments

SetlD 03200 Contract ID 0000000000000000000000041 Version 2

[V Rtrisvs Active Comments ily
*Sort Method | Comment Time Stamp v *Sort Sequence [
Comments. Find | View All First & 1 0f 1 ¥ Last

Use Standard Comments Comment Status Active @

[0

Send to Supplier [ show at Receipt [ snow at Voucher (] Copy to Purchase Order [] DLT Comment
Associated Document

Attachment View Tl [] Email

From -> CNT 03200-0000000000000000000000041

<

H100% v

Step Action

17. Click in the Active field.

USE S1anarg Lomments Comment Status Active

18. Enter the desired information into the Active field. Enter "Increased the maximum
amount to $55,000 from $50,000.".
Use S1angarg Lomments Comment Status Active

19. Click the OK button.
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Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracts 3]
Home | Workist | AddtoFavorites | Sign out
ORACLE" Al ~|searcn 3> | Advanced Search (] Last Search Resulls
| New Window | Help | Personalize Page | =
~
Conlract Version
b200 . Dt
. latus: raf
h0000000D0000D000D000D4 1 Version: 2
Delete Version Approval Due Date:
jpen v
TESTBUYR2 Q  auyerzuser Add a Document
rehase Order Edit Comments Activity Log
CONSULT-00/®, g\ ey Search Contract Activities: Document Status.
1202384 @, KB CONSULTING & SUPPORT Primary Contact Info Thresholds & Notifications
SERMICES Contract Header Agresment View Changes
2012016 5 Contract Releases 1SAS Contract Status: | %
o017 () Renewal of *Purchasing Method: DG (& PCC[E [@
5] Renewals Expire
Amount Summary (7
RNT@,  Current Contract Value 0.00] USD
a Maximum Amount 55,000.00| USD
Line Item Released Amount 0.00
Category Released Amount 0.00
[[7-19 1T Support Open Item Released Amount 0.00
Q Total Released Amount 0.00
a Remaining Amount 55,000.00
* HUBBid Details Remaining Percent 100.00
V]
< >
®100%
Step Action

20.
date.

Click the horizontal scrollbar to move to the left of the page to change the expire

21.

[

Change the Expired Date.

Click the Choose a date (Alt+5) button.
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Favorites ~ ‘ Main Menu~ > Procurement Contracts ~ > Add/Update Contracts 3]

Parent Contract Record

Home | Workist | AddioFavorites | Sign out
ORACLE" Al ~|searcn 3> | Advanced Search (3] Last Search Resulls
| New window | Help | Personalize Page | i N
Contract
Contract Entry
Contract
Contract Version
SetiD: 03200
Contract ID: TMD_DSRM401_5_485 Version: 1 Saws Current
. 11042015
< Status: oo Approved Date:
Administrator/Buyer TXTESTFNC13 9. Functionai1s User Ad a Document
Header (%
Process Option Purchase Order Contract Activities Add Comments
~suppiier B CONSULT-00/®, ayyniiar soan Primary Contact Info
+Supplier D [1271803384 |3, ‘;f}';f“a?w g Contract Header Agreement
March Contract Releases
*Begin Date 06292016 EJ_Q:';' *Purchasing Method: AT (& pcc| [&
Expire Date [06720/2017 June x
July
| August | ~]
Renewal Date mf 2017 uso Amount Summary (7
Currency [USD@JCRRNT@,  Cul | oefoner | T F s P
laximum Amoun
Primary Contact @, Doverber 458
rember 1n 12 13 Line Item Released Amount
Supplier Contract Ref [FY16 Janilorial S 14 15 15 17 18 19 20 Category Releases Amoun
iption [FY16 Janitorial S¢f 21 22 23 24 2% 26 27
Description 28 28 30 B Open Item Released Amount
Master Contract 1D Total Released Amount
[ Tax Exempt Tax Exempt ID
@ current Date [ Remaining Amount

Remaining Percent

Voucher Contract Options 12 v
< >
100% ~
Step Action
Favorites ~ ‘ Main Menu~ > Procurement Contracts ~ > Add/Update Contracts 3]
Home | Workist | AddioFavorites | Sign out
ORACLE" Al ~|searcn 3> | Advanced Search (3] Last Search Resulls
| New Window | Help | Personalize Page | 5
Contract || IEXAS Daia ~
Contract Entry
Contract
Contract Version
SefiD: 03200 Statu Draft
. s: ra
ContractD: 000000000D00000000D000041 Version: 2 -
Delete Version Approval Due Da
“Status: Open v
istrator/Buyer TXTESTBUYRZ % Buyer2 user Add a Document
Header (2
Process Option Purchase Order Edit Comments Activity Log
*supplier KB CONSULT-00Q, g o5iier search Contract Activities Document Status
*Supplier ID |1271803334 @, KB CONSULTING & SUPPORT Primary Contact Info Thresholds & Notifications
ERVICES - Contract Header Agreement View Changes
*Begin Date |06/29/2016 [ Contract Releases ISAS Contract Status: | &
Expire Date|06/2012017 Calendar x “Purchasing Method: [0G |@, PCCE|&,
Renew bt BT T | (i @
currency USDIACRRNT®, cu s m T w T F s
_ Maximum Amount 55,000.00 USD
Primary Contact @, 12
3 45 6 7 8 9 Line Item Released Amount 0.00
Supplier Contract Ref 001112 13 14 15 18 Category Released Amount 000
ipti = 17 18 19 20 21 22 B
Description [FY17-19 [T Supp: 24 35 26 27 23 MR W Open Item Released Amount 000
Master Contract ID k1l Total Released Amount 0.00
[ Tax Exempt Tax Exempt ID
@ curent Date [3) Remaining Amount 55,000.00
Parent Contract Record mos T oel Remaining Percont 0000
Order Contract Qptions (2 v
< >
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Step Action
23. Click the 29 link.
24, Change the ISAS Contract Status to a status other than "Initial". This will provide

a detailed progression of the path the contract has taken.

For contracts that are LBB reportable, amendments will only be reported to LBB if:
* The "Initial" contract met or exceeded the reportable amount set by the category;
and

* The contract was sent to LBB on the CAPPS contract interface file and the contract
record is contained on the CAPPS LBB Interface Control table; and

» The ISAS Contract Status on the amended record des not ="I"; and

* The new contract version also contains the LBB reportable codes on the TEXAS
Data tab.

Click the Look up ISAS Contract Status (Alt+5) button.

=

25. Click the Renewals link.
26. Change the Status to Approved so the contract can be saved as the current version.

Click the Status list.
[ open v
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Home | Workist | AddtoFavorites | Sign out
3 | Advanced Search g Last Search Results

ORACLE" | A ~|searcn

| New Window | Help | Personalize Page | [ N

Contract | TEXAS Data

Contract Entry
Contract
| Contract Version
Setx Statu Draft
. s
Contract ID: Version: 2
Approval Due Date: [
*Status:
o JESE
¥ Header (2) |
Process Option Purchase Order Edit Comments Activity Log
*supplier |KBCONSULT-00'®, g ey Search Contract Activities: Document Status
ssupplier ID [127180338¢ _ |& KB CONSULTING & SUPPORT Primary Contact Info Thresnolds & Notifications
SERVICES - Contract Header Agreement View Changes
*Begin Date |06/29/2016 = Contract Releases. ISAS Contract Status: [R @
Expire Date [12/29/2017 £ mell:| of |:| *Purchasing Method: @
Renewsipwe |3 Ronowals Expre |
| Amount Summary () |
Currency |USD|Q/CRRNT@,  Current ContractVaie| 000 USD
Maximum Amount 55,000.00 USD
Primary Contact | @,
Line Item Released Amount 0.00

Supplier ContractRet ] Category Released Amount 000
FY17-191T Support Open Item Released Amount 0.00

masterComtracto [ & Total Released Amount 0.00
OTaxExempt TaxExemptn |

Remaining Amount 55,000.00
Parent Contract Record L LupBidbets Remaining Percent 0900
| > order Contract Options (2 v
< >
®100% -

Step Action

27. Click the Approved list item.
Approved

Message

This action will make the Draft version become the Current version when you Save (10400,591)

If you leave the status as Approved and then hit Save, the Current version will become a History version and this Draft version will become the Current version.

#100%
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Step

Action

28.

Click the OK button.
N

This action will make the Draft version become the Current version when you Save.

29.

Click the vertical scrollbar to the bottom of the page to save the contract.

30.

Click the Save button.

Favorites - Main Menu~ > Procurement Contracts ~ » Add/Update Contracts |2/
Home | Workist | AddtoFavortes | Sign out
ORACLE’ Al +|Search 3 | Advanced Search (o] Last Search Results
Parent Contract Record . 1UB Bid Details . '
Remaining Percent 100.00 ~
Order Contract Options (2.
| Allow Multicurrency PO Allow Open Item Reference Must Use Contract Rate Date Rate Date 06/29/2016
¥ Corporate Contract Adjust Supplier Pricing First ¥ Auto Default
Lock Chartfields Price Can Be Changed on Order
PO Defaults Add Open ltem Price Adjustments Price Adjustment Template Service/Receipt Date Indicator
SpeciallPriority Purchase Types:  Best Value Flag
Contract ltems
Catalog Search Item Search Search for Contract Lines
Contract Status Service Date Indicator
Lines Personalize | Find | View Al |{ED [ First @ 1 or 1 ) Last
Details || Order By Amount | Item Information || Default Schedule || Release Amounts || Release Quantiies || Line Groupings || Spend Threshold
Include
Line item Description UOM  NIGPClass NIGPitem  NIGP Group for  Status
Release
B IT Server Support & HR 918 7 5 OO Rw Active
View Category Hierarchy Category Search
Contract Categories
Lines Personalize | Find | View &l [ C [ First 0 40010 Last
Details || Pricing Options || Release Amounts || Spend Thresheld
Line  NIGP Class Description Status
B O % ade
[F Save |[G Retum to Search 42| NextinList ||[Z] Notify || Refresh Eh Add [ com
Contract | TEXAS Data
< >
#100% ~
Step Action

31.

To view both versions of the contract.

Click the Return to Search button.

[& Return to Search
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Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracts o]

Home | Worilist | AddfoFavortes | Sign out
ORACLE" Al ~|searcn 3> | Advanced Search (3] Last Search Resulls

New Window | Help | =
Contract Entry .

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

Search Criteria

setiD: [= v 03200 x|@,
Contract ID: [ begins with |[00000000000000000000]

Contract Version: = v 2

Contract Status: = v v
Version Status: = v 2
Contract Process Option:[ = v v
Short Supplier Name: begins with v @,
Supplier Name: begins with v @,

Master Contract ID: begins with ™ @,

Buyer: begins with @,
Description: begins with v

Parent Contract Record: | begins with v @,

O correct History [ Case Sensitive

Search Clear |[Basic Search &Y Save Search Critenia

Search Results
View All

Contract [
SetiD Contract ID Sg’;’::‘ gg@a’:“::fu‘:" B;?ne:! Supplier ID 3:;: Supplier | o\ hotier Name: S:fe‘ra Ic;n(mcl Buyer
03200 0000000000000000000000041 2 Open Draft Order 1271803384 KB CONSULT-001 KB CONSULTING & SUPPORT SERVICES 06/29/2017 (blank) TXTESTBUYRIw
< >

®100%

Step

Action

32.

You must delete the contract version number to view all the contract versions
available.

Click in the Contract Version field.

I 2|

33.

Press [Delete].

34.

Click the Search button.

Search

35.

The search results display both Contract Versions. Version 1 show the Version
Status of History.

36.

Version 2 shows the status of Current. The current version is the new transactional
contract version.

37.

To view more changes on a contract header, PO defaults, Price Adjustments and

History, navigate to the Contract Change History page.
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Favorites . Main Menu .

Search Menu: Home Worklist Add to Favorites Sign out

ORACLE )] » | Advanced Search (g Last Search Resutts

Aceounts Payable
Aceounts Receivable
Alloeations

Personalize Content | Layout (2) Help

=]
=]
=]
3 Application Diagnostics
3 Asset Management
{3 Background Processes
3 Banking
£ Biling
£3 CAPPS Reports
3 CAPPS Statewide
{3 CashManagement
3 Catalog Management
£3  Commitment Control
{3 Cost Accounting
{3 CPAInterfaces
{3 Customer Contracts
{3 Customer Retums
3 Customers
3 Deal Management
3 Development Utilities
3 Employee Self-Service
3 Engineering
{3 Enterprise Components
3 eProcurement
) eSeitlements
3 Excise and Sales Tax/VAT IND
3 Financial Gateway
3 General Ledger
0 Grants
£ Inventory
[3 1T Asset Management
fy Mems
3 Maintenance Management
{3 Manager Self-Senvice
{3 Manufacturing Definitions
= Order Management

-

YT rrvrrrrrrrrrrrrrryrrrrrrrrrvvrrvrevrroer b

ps: cpa.texas.govi psp/p: JEMPLO H100% ~

Step Action

38. Click the Main Menu button.

39. Click the Scroll Down button.

-
40. Click the Procurement Contracts menu.
| /3  Procurement Contracts v]
41. Click the Review Contract Information menu.
| 73 Review Contract Information v]

42, Click the Contract Change History menu.

[ & Contract Change History |
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Favorites~ | MainMenu~ > Procurement Contrats ~ > Review Contrat Information ~ > Coniract Change History

Home | Worilist | AddfoFavortes | Sign out
ORACLE" Al ~|searcn 3> | Advanced Search (] Last Search Resulls

New Window | Help | /=
Contract History
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

SetiD: =V 03200 x|@
Contract ID: begins with Vv

Contract Process Option:| = v v
Short Supplier Name: | begins with v/
i begins with v
Master Contract ID: Degins with v @,
[Jcase Sensitive
Search Clear |Basic Search 3 Save Search Criteria

Step Action

43. Click the Contract ID list.

Contract ID: begins with

Favories~ | MainMenu~ > Procurement Contrats ~ > Review Contrat Information ~ > Coniract Change History

Home | Worilist | AddfoFavortes | Sign out
ORACLE" Al ~|searcn 3> | Advanced Search [ Last Search Resulls

New Window | Help | /=
Contract History
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Criteria

SetiD:
Contract ID:

Degins

Short Supplier Name:

Administrator/Buyer:
Master Contract ID:

[Jcase Sensitive

Search Clear |Basic Search @'.3 Save Search Criteria
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Step Action
44, Click the contains list item.
contains
Favorites ~ Main Menu~ > Procurement Contracts ~ > Review Contract Information = > Centract Change History
Home ‘Worklist Add to Favorites Sign out
ORACLE" Al ~|searcn 3> | Advanced Search (] Last Search Resulls
New Window | Help | /=
Contract History
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value
Search Criteria
SetiD: 03200 @,
ContractID: contains v
Contract Process Option:| = Vo
Short Supplier Name: begins with v/ =Y
It begins with v
Master Contract ID: begins with v @,
[ case Sensitive
Search Clear |Basic Search (g Save Search Criteria
®100% ~
Step Action
45. Enter the desired information into the Contract ID field. Enter "41".
Contract ID: [contains K| |
46. Click the Search button.
Search
47. Click the 0000000000000000000000041 link.
300000000000000200000004
48. The Contract Header page displays. This page allows you to select the information
you wish to view.
49, Select Contract Header to include records in the search results. Header records are
the basic fields that define the contract.
50.

The Changed Field is used to select a specific field from the corresponding record
to limit the search results to only changes for that field. If you do not select a field
value, CAPPS returns all changed field values for all records selected on the page.
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Step

Action

51.

Select PO Defaults to include the header default record in the search results. These
are fields that appear on the PO Default page and that have been selected on the
change template for change tracking.

52.

Select Price Adjustments to include the open-items, price-adjustment records in the
search results.

53.

Select Thresholds and Notifications to include changes to spend thresholds and
notifications for the contract.

Favorites~ | MainMenu~ > Procurement Contracts ~ > Review Contract Information = > Contract Change History (2]
Home ‘Worklist Add to Favorites Sign out

ORACLE" Al ~|searcn 3> | Advanced Search (] Last Search Resulls
New Window | Help | Personalize Page | & ~
Contract Header || ContractLine || Contract Category | Header Agreement || Line Agreement || Category Agreement
SetlD 03200 Contract ID 0000000000000000000000041

Check the records you wish to view, and optionally, select a field on that record

t HEHHE

Changed Field
Changed Field
Changed Field
Changed Field

P
Price Adjustments
[¥] Thresholds and Notifications

..O ..O ..O ..O

Search and Filter Criteria
Enter any adeitonal search or filter information you have. Leave fields blank for all the
results. Then hit search to view the results.

Modified By @,
Reason Code @
From Date 5 To Date El
Version From @, Version To @
Search Clear Expand All Collapse All

Contract Header Personalize | Find | View Al |20 | First ¥ 1011 1

Version Sequence  £1309°  Description Value Modified By Last Changed Re
0 Re
PO Defaults Personalize | Find | view Al |2 | First 4 10112 1
Version Sequence %‘::“e Description Value Modified By Last Changed Re
0 Re
Price Adjustments Personalize | Find | Vie¥'
< >

100% ~

Step

Action

54.

After defining the search criteria, click the Search button to retrieve those records
and fields that have been defined for change and tracking.

55.

The Contract Header displays track change record history.

* Version/Sequence - Tracks the number of changes when the version function was
used.

* Change Type - Original record is when the contract was created. Change is when
the contract was modified.

* Description - Displays the description of the field or action for the change.

* Value - Displays the changed field.

* Modified By - Displays the name of the person who created the change.

* Last Changed - Displays the date and time the change was created.
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Step Action
56. Click the vertical scroll bar to view the bottom of the page.
57. The PO Defaults, Price Adjustments and Thresholds & Notifications section
displays.

Click the vertical scrollbar.

58.
End of Procedure.

Amend Contract without Versioning

Section 2, Lesson 4, Exercise 1 - Amend Contract without Versioning

A contract amendment occurs when a change is made to the originals terms and conditions of an
active contract. To make amendments to a contract without Versioning, refrain from using the
Amendment Version feature. In this way, a historical record of the original document will be
maintained in the contract change history.

Procedure

In this lesson, you will learn how to modify an existing contract without using the new version
button and increasing the contract maximum amount while maintaining a historical version.

Favorites . Main Menu ..

Home | Workiist | AddtoFavortes | Sign out
ORACLE All +|Search » | Advanced Search (Gl Last Search Results

Personalize Content | Layout () Help

#®100% ~
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Action

1.

Begin by opening the Contract to be modified. Navigate to the Add/Update
Contracts page.

Click the Main Menu button.
Main Menu .

Favorites .. Main Menu ..

Search Menu: Home | Workist | AddtoFavorites | Sign out
ORACLE| (] » | Advanced Search  [5] Last Search Results

Accounts Payable
Accounts Receivable
Allocations
Application Diagnostics
Asset Management
Background Processes
Banking
Biling
CAPPS Reports
CAFPPS Statewide
Cash Management
Catalog Management
Commitment Control
Cost Accounting
CPA Interfaces
Customer Confracts
Customer Retumns
Customers.
Deal Management
Development Utilities
Employee Self-Service
Engineering
Enterprise Companents
eProcurement
eSettiements
Excise and Sales Tax/\VAT IND
Financial Gateway
General Ledger
Grants
Inventory
IT Asset Management
Items
Maintenance Management
Manager Self-Service
Manufacturing Definitions
Order Management

v

Personalize Content | Layout (2) Help

croororrooocorrrooroorooroccocrocoococcooe o
T Y YT Y YTYTYYTYTYTIYYYYYYYYYYYYYYYYYYYYYYYYTYY b

D

100% ~

Step

Action

Click the Scroll Down button.

4

Click the Procurement Contracts menu.

[ /3 Procurement Contracts v]

Click the Add/Update Contracts menu.
| £ Add/Update Contracts |
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Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracts ol
Home | Worilist | AddftoFavortes | Sign out
ORACLE" Al ~|searcn 3> | Advanced Search (] Last Search Resulls

New Window | Help | /=

Contract Entry

Find an Existing Value || Add a New Value

SetiD: 03200 |@,
Contract ID: NEXT
Contract Process Option:| General Confract v

Add

Fing an Existing Value | Add a New Value

®100%

Step Action
5. The Contract Entry page allows you to search for or add a contract.
To search for the original contract, click the Find an Existing Value tab.
Eind an Existing Value
6. Search for the contract by using the supplier's name.
Click the Look up Supplier Name (Alt+5) button.
=
7. Click in the Supplier Name field.
Supplier Name: | begins with | |
8. Enter the desired information into the Supplier Name field. Enter "Caddie".
Supplier Name: | begins with V| |
9. Click the Look Up button.
Look Up
10. Click the Caddie Kiddie link.
Caddie Kiddig
11. Click the Search button.

Search
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Step Action

12.

[2000000000000000000000037

Select the Contract with the Version Status Current.

Click the 0000000000000000000000037 link.

Currency USD CRRNT

Primary Centact
Supplier Contract Ref
Description

Master Contract ID

Tax Exempt Tax Exempt ID

Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracts o]
Home ‘Worklist Add to Favorites Sign out
ORACLE" Al ~|search » | Advanced Searth [z Last Search Results
| New window | Help | Personalize Page | & ~
Contract | TEXAS Data
Contract Entry
Contract
Contract Version
setiD: 03200
ion: Status: Current
Contract ID: 0000000000000000000000037 Version: 2 Status urren
New Version . 0672212016
“staus: I Aspreed pate
Administrator/Buyer Add a Document
Header (2
Process Option Purchase Order Contract Activities Add Comments
supplier  CAD KIDDIE-001 Primary Contact Info
Supplier ID 10172100 Caddie Kiddie Contract Header Agreement
Contract Releases
Begin Date 0672172016 “Purchasing Methoa: OM % PCC(B |2,
Expire Date par1/2017 Renewal of
Renewals Expire
Renewal Date. 062112017 Amount Summary (2
Current Contract Value 0.00] USD

Maximum Amount
Line Item Released Amount
Category Released Amount

Open Item Released Amount

Total Released Amount

Remaining Amount

Parent Contract Record @ LUB Bid Details ——
Order Contract Options (2. v
« >
H100% ~
.
Step Action

13. The Contract page displays with most fields grayed-out. In order to make changes

Click the Status list.

the status must be changed to Open.

[ —
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Favorites ~ ‘ Main Menu~ > Procurement Contracts ~ > Add/Update Contracts 3]

ORACLE"
Contract || TEXAS Data

Contract Entry
Contract
SetiD:

Contract ID:

*Status:

Administrator/Buyer
Header (2

Process Option
Supplier

Supplier ID

Begin Date

Expire Date

Renewal Date
Currency  USD
Primary Contact

Supplier Contract Ref
Description

Master Contract ID

Tax Exempt Tax Exempt ID

Parent Contract Record

Al ~| Search

03200
0000000000000000000000037

Purchase Crder
CAD KIDDIE-001

10172100

0672112016

062172017 Renewal |_ ot
062112017 Renewals Expire
CRRNT  Current Contract Value

% | Advanced Search

Contract Version

Version: 2

Contract Activities
Primary Contact Info

Contract Header Agreement

Contract Releases

*purchasing Method: M|/ % Pcc(G[a,

0.00| USD

LY HUB Bid Details

|@l Last Search Results

Home ‘Worklist Add fo Favorites Sign out

| New window | Help | Personalize Page | T ~

Status: Current

06/222016

Add a Document

Approved Date:

Add Comments

Amount Summary (2

Maximum Amount
Line ltem Released Amount
Category Released Amount

Open Item Released Amount

Total Released Amount

Remaining Amount

Remaining Percent

Order Contract Options (% -
< >
H100% ~
Step Action
14. Click the Open from the drop-down list.
Open
Favorites ~ ‘ Main Menu~ > Procurement Contracts ~ > Add/Update Contracts 3]
Home ‘Worklist Add to Favorites Sign out

ORACLE"

Contract || TEXAS Data
Contract Entry
Contract

SetiD:

Contract ID:

*Status:

Administrator/Buyer

Al ~| Search

03200
0000000000000000000000037

% | Advanced Search

Contract Version

Version: 2

NEWNErsion

|@l Last Search Results

| New window | Help | Personalize Page | T ~

Status: Current

06/222016

Add a Document

Approved Date:

Add Comments

Header (%
Process Option _Purchase Crder

“Supplier |CAD KIDDIE-00T [@,
*supplier Ip 10172100 @,
“Begin Date 0672112016 B

Expire Date [06/21/2017 o]
Renewal Date 06/21/2017 [

Currency |USDI@[CRRNT(®,

Primary Contact @,
Supplier Contract Ref

Description | Fr16-17 Consy

Master Contract ID
[ Tax Exempt Tax Exempt ID

Parent Contract Record

Order Contract Options (%
<

Supplier Search
¢ Kiddie

Renewal of

Renewals Expire

Current Contract Value

@,

B HUB Bid Details

Contract Activities

Primary Contact Info
Contract Header Agreement
Contract Releases

*purchasing Method: OM|/% Pcc(G[a,

5] UsD Amount Summary (2
- Maximum Amount
Line Item Released Amount
Category Released Amount
Open Item Released Amount
Total Released Amount
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Step Action
15. Once the status is changed to open the fields are available to make changes.

Click the horizontal scrollbar to move to the right of the page to increase the
Maximum Amount.

16. Enter the increased amount into the Maximum Amount field.

Click in the Maximum Amount field.

[ £5,000.00|
17. Enter the information into the Maximum Amount field. Enter "65200.00".
1 |
18. When amending a contract Add a Comment explaining the reason for the change.

Click the Add Comments link.
Add Commentd

Contract Comments

Contract Entry

Header Comments

SetlD 03200 Contract ID 0000000000000000000000037 Version 2

*Sort Method | Comment Time Stamp v “Sort Sequence 1

Comments Find | View Al First 4 101 1'%/ Last
Use Standard Comments Comment Status Active _nact

@

Send to Supplier [1Show at Receipt [] Show at Voucher [] Copy to Purchase Order [] DLT Comment
Associated Document

Attachment iz GEEE [ Eman

From -> CNT 03200-0000000000000000000000037

<

H100% v

Step Action

19. Click in the Active field.

use stanaarg Comments Comment Status Active
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Step

Action

20.

$65,200.00 from $65,000.00.".

use stanaarg Comments

Enter the desired information into the Active field. Enter "Increase max amount

Comment Status Active

21.

Click the OK button.
(8]:4

Favorites - Main Menu~ > Procurement Contracts ~ » Add/Update Contracts 2|
Home | Workist | AddtoFavorites | Sign out
ORACLE" Al ~|searcn 3> | Advanced Search (] Last Search Resulls
| New window | Help | Personalize Page | [ ~
Contract Version
- Status: Current
000000000000000037 Version: 2
@, Add a Document
Order Edit Comments Activity Log
PIEDOT I, g oiier Search Contract Activities Document Status
@, Gaddie Kiddie Primary Contact Info Thresholds & Notifications
Contract Header Agreement View Changes
6 5] Contract Releases ISAS Contract status: | @
7 [ Renewal of *Purchasing Method: OM/@ PCC|G &
7 [ Renewals Expire
Amount Summary (7
Current Contract Value 0.00] USD _
Maximum Amount 65,200.00] USD
Line Item Released Amount 0.00
Category Released Amount 0.00
Open Item Released Amount 0.00
Q‘ Total Released Amount 0.00
@ Remaining Amount 65,200.00
* HUB Bid Defails Remaining Percent 100.00
V]
< _ >
®100%
Step Action

22.

of the page.

To change the contract Expire Date, click the horizontal scrollbar to move to the left

23.

To change the Expire Date, click the Choose a date (Alt+5) button.

24,

IEEI“IE! W

Click the calendar year drop-down list.
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Favorites ~ ‘ Main Menu~ > Procurement Contracts ~ > Add/Update Contracts 3]

Home | Workist | AddtoFavorites | Sign out
ORACLE" Al ~|searcn 3> | Advanced Search (3] Last Search Resulls
| New window | Help | Personalize Page | T ~
Contract || TEXAS Data
Contract Entry
Contract
Contract Viersion
SetiD: 03200
jon: Status: Current
Contract ID: 0000000000000000000000037 Version: 2
New ver . 0612212016
7002
Administrator/Buyer @, 2003 A Add a Document
2004
Header (% o
2007 . Add C is
Process Option Purchase Crder 2008 Contract Activities omment
«supplier [CAD KIDDIE-001 [, g n0er search| 2009 Primary Centact Info
+supplier 1D [10172100 9, Caddie Kiddie 5813 Contract Header Agreement
7777777777777 2012 Contract Releases
“Begin Date (0672112016 ) ;g}g *purchasing Method: OM &, pcc(G [,
Expire Date [06721/2017 Calendar 2015 x
2016
0672112017 e 5]
Renewal Date June e Amourt Summary @
Currency [USD@CRRNTA,  cu S M T 2019 )
. S0 Maximum Amount
Primary Contact @, o1
4 5 6 T35 Line Item Released Amount
Supplier Contract Ref 1112 13 14{op03 Category Released Amount
ipti 18 19 20 21(2024
Description [ P67 Consult, = - 57 25| 2025 Open Item Released Amount
Master Contract ID 2026
2027 Total Released Amount
[JTax Exempt Tax Exempt ID 2028
@ Gurrent ;ggg " Remaining Amount
Parent Contract Record pree foemils Remninmg Percen
Order Contract Options (2 v
= - -
Step Action
Favorites ~ ‘ Main Menu~ > Procurement Contracts ~ > Add/Update Contracts 3]
Home | Workist | AddtoFavorites | Sign out
ORACLE" Al ~|searcn 3> | Advanced Search (3] Last Search Resulls
| New window | Help | Personalize Page | T ~
Contract || TEXAS Data
Contract Entry
Contract
Contract Viersion
SetiD: 03200
jon: Status: Current
Contract ID: 0000000000000000000000037 Version: 2
er 0612212016

“Status:
Administrator/Buyer

Header (2

Process Option Purchase Order

+supplier 1D [10172100
“Begin Date |06/21/2016
Expire Date [06721/2017
Renewal Date [06/21/2017
Currency [USD@CRRNTA,  cu
Primary Contact @,
Supplier Contract Ref
Description | Fy16-17 Consult
Master Contract ID
[ Tax Exempt Tax Exempt ID

Parent Contract Record

Order Contract Options (%
<

New

a,

“Supplier |CAD KIDDIE-00T [, g ppjer Searcn

9 Caddie Kidgie

o)

Calendar E3

Jne [~ [EIERE~]

S MT

3 4 56 8 7 8 9
10 11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30

@ Current Date [B)

Approved Date:

Add a Document

Contract Activities Add Comments
Primary Contact Info

Contract Header Agreement

Contract Releases

*purchasing Method: M3 Pcc(G[a,

Amount Summary (2
lusD

Maximum Amount

Line item Released Amount

Category Released Amount

Open Item Released Amount

Total Released Amount

Remaining Amount

Remaining Percent
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Step

Action

26.

Click the 21 link.

=]

27.

Click the Status list.
| Open b

Favorites~ | MainMenu~ > Procurement Contracts ~ > Add/Update Contracts|[2l
Home ‘Worklist Add to Favorites Sign out
ORACLE" Al ~|search » | Advanced Search (3| Last Search Results
| New window | Help | Personalize Page | i ~
Contract || TEXAS Data
Contract Entry
Contract
Contract Version
SetiD:
Contract ID: Version: ,  Status: Current
Approved Date: 062212018
“Status: oo
Administrator/Buyer @, Add a Document
Header (2
Process Option Purchase Crder Edit Comments Activity Log
~supplier |CAD KIDDIE-00T [, g ppier Search Contract Activities Document Status
*supplierip (10172100 & caddie Kiddie Primary Contact Info Thresholds & Nofifications
Contract Header Agreement View Changes
“Begin Date |06/21/2016 5 Contract Releases ISAS Contract Status: |||
Expire Date [06/21/2017 [ Renewal of *purchasing Method: OM|/% Pcc(G[a,
Renewal Date [06/30/2017 [y Renewals Expire
Amount Summary (2
Currency |USD/@[CRANT@,  Current Contract Value 0.00] USD
Maximum Amount 65,200.00 USD
Primary Contact @
Line ltem Released Amount 000
Supplier Contract Ref Category Released Amount 000
Description | FY16-17 Consulting Open ltem Released Amount 000
Master Contract ID [ Total Released Amount 000
(] Tax Exempt Tax Exempt ID
@ Remaining Amount 65,200.00
Parent Contract Record * HUB Bid Details Remaining Percent 100.00
Order Contract Options (2 v
< -~ -~ >
H100% ~
Step Action

28.

Click the Approved list item.
Approved
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Favorites ~
ORACLE"
Contract || TEXAS Data

Contract Entry
Contract
SetiD:

Contract ID:

*Status:

AdministratoriBuyer
Header (2

Process Option
Supplier
Supplier ID

Begin Date
Expire Date
Renewal Date

Currency  USD
Primary Contact

Al ~| Search

03200
0000000000000000000000037

[Aopoved 4

Purchase Crder

CAD KIDDIE-001
10172100 Cadde Kiddie
0612112016

06/21/2017 Renewal of
D6/3012017 Renewals Expire
CRRNT  Cument Contract Value

Main Menu~ > Procurement Contracts ~ > Add/Update Contracts 2]

% | Advanced Search

Home
|@l Last Search Resulis

| New w

Contract Version
Version: 2  Status:
New Version Approved Date:

Edit Comments

Contract Activiies

Primary Contact Info
Contract Header Agreement
Contract Releases

“Purchasing Method: M4 PCC(G 2,

0.00| USD

Amount Summary (2

Maximum Amount

‘Worklist

Add fo Favorites Sign out

findow | Help | Personalize Page | ~

Current
06/22/2016

Add a Document

Activity Log
Document Status
Thresholds & Notifications
View Changes

1SAS Contract status: | [%

65,200.00 usb

Line ltem Released Amount 0.00
Supplier Contract Ref Category Released Amount 0.00
Description Open ltem Released Amount 0.00
Master Confract ID Total Released Amount 0.00
Tax Exempt Tax Exempt ID
Remaining Amount 65,200.00
Parent Gontract Record % HUs i Detals Remaining Percent 100.00
Order Contract Options (% -
< >
H100% ~
Step Action

29.

Click the vertical scrollbar to the bottom of the page to save the contract.

30.

Click the Save button.

31.

End of Procedure.

Creating a Child and Parent Contract

Section 2 - Lesson 5, Lesson 1 Creating a Child and Parent Contract

To save time and avoid data entry errors, copy an existing contract to create a parent and/or
children contracts and, associate them with each other.

There are times throughout the procurement lifecycle when a Supplier ID changes for an
awarded supplier. Parent contract records provide a reportable way to track these situations
and provide a clear audit process.

Procedure

Parent Contracts provide a reportable way to track situations where the supplier ID has changed
on a contract. This is usually due to a merger or legal name change for a supplier, where a new

Vendor ID has been issued for that supplier.

This exercise demonstrates the process for creating a child contract by copying an original
contract, creating a parent contract, and then associating the original and the child to the parent.
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Favorites - Main Menu =
Home Worklist Add to Favorites Sign out

ORACLE’ Menu = Search » | Advanced Search

Personalize Content | Layout (2) Help
Done J/ Trusted sites | Protected Mode: Off éa v ®10% v

Step Action
1. Before creating the child and parent contracts, you should review the existing

contract to determine the remaining balance on that contract. The remaining balance
on the original contract will become the starting balance on the child contract.

Click the Main Menu button to navigate to the Add/Update Contracts page.

Main Menu ~

2. Click the Scroll Down button.
-
3. Click the Procurement Contracts menu.
1 Procurement Contracts r
4. Click the Add/Update Contracts link.

|5| AddUpdate Contracts

5. The Contract Entry page allows you to search for or add a contract.

To search for the original contract, click the Find an Existing Value tab.

Eind an Existing Value
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Step Action
6. The SetID defaults based on your User Preferences and security.

You are not sure of the exact Contract ID but know it contains 80706.

Click the Contract ID begins with list.

begins with -

Click the contains option.

contains |

Enter 80706 into the Contract ID field.

Click the Search button.
Search

10.

Click the 0000000000000000000080706 link.

11.

The approved original contract is displayed.
The Amount Summary section displays the Maximum Amount, Open Item
Released Amount, Total Released Amount, Remaining Amount and Remaining

Percent.

These values will change as you progress through the lesson.

12.

Make a note of the Remaining Amount on the original contract, which is
$208,477.96.

This will be the Maximum Amount on the child contract.

13.

Scroll down to display the rest of the contract.

14.

Now let's create a new child contract by copying this existing contract.

Click the Add button.
=4 Add

15.

The SetID defaults based on your User Preferences and security.

NEXT in the Contract ID fiecld means the system will assign the next available
Contract ID when you save the contract. However, you do not want the system to
assign the Contract ID you want to assign it.

Ensure the Contract Process Option matches the original contract - in this case
Purchase Order contract.

16.

Name the new contract C080706 - C stands for Child and 080706 refers to the
original contract number (without all the zeros).

Enter C080706 into the Contract ID field.
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Step Action
17. Click the Add button to create the new child contract with the Contract ID
C080706.
Add
18. The Contract Entry page displays a blank contract with an Open status. The

Contract ID is designated as C080706.

Click the Copy From Contract link to find the original, existing contract and to
copy data from it into the new child contract.

Copy From Contract

19. The Copy Contract page displays.

Click the Contract ID (Look up Alt+5) button to find the original contract.
@

a

20. Click the Contract ID begins with list.

begins with -

21. Click the contains list item.
22. Enter 80706 into the Contract ID field.
23. Click the Look Up button.
Look Up
24, Click the 0000000000000000000080706 Contract ID link.

Q000000000000000000080706

25. The Copy Contract page displays.

Click the Search button to locate the original contract.
Search

26. Click the checkbox to select the original contract.

27. Click the OK button.
]34

28. Data from the original contract is copied into the new child contract, including the
original Supplier information, Expiration Date, and Maximum Amount of
$423,561.19.
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Step Action
29. Change the supplier on the child contract. The asterisk denotes that the Supplier ID

is a required field.

Note: This is the same supplier, but they have had a legal name change and have
gotten a new Vender ID Number.

Enter the new Vendor ID Number, 123456789, into the Supplier ID field.

30. Enter the date for the change in the Begin Date field. The asterisk denotes that this
is a required field.

When entering a date, you may accept the default current date, enter t for today’s
date, enter the date in the format mmddyy (no punctuation) or click on the Choose a
date (Alt+5) button to select a date.

In this case, enter 051214 into the Begin Date ficld.

31. The Maximum Amount of the original contract was automatically copied in
however, some of that amount has already been released. The Maximum Amount
of the child contract should represent the Remaining Amount on the original
contract. This is the amount you noted earlier.

Enter 208477.96 into the Maximum Amount field. (do not add commas in amount
fields)

32. Enter LS for Lease into the Purchasing Method field.

33. Click the Lease Purchasing Method link.

Lease

34. Click the HUB Bid Details link.
HUE Bid Details

35. Click the Override Competitive/Bid Information option, as this information is
documented in the original.

Override Competitive/Bid Information
36. Click the OK button.
)8

37. To change the Status from Open to Approved, click the Status list.

Open -
38. Click the Approved list item.

Approved
39. Click the down arrow on the vertical scrollbar to display the Save button.
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Step Action

40. Click the Save button.
[F] save

41. Click the OK button on the message to save the new child contract.

42. Now create the parent contract and associate the original and child contracts to it.
Click the Procurement Contracts button on the breadcrumbs at the top of the page.
Procurement Contracts ~

43. Click the Parent Contract Record menu.

_] Parent Contract Record

44, The Parent Contract Record page allows you to find an existing parent contract or
add a new one.

Click the Add a New Value tab.
Add a Mew Value

45. The new parent contract number should match the original and the child, but begin
with a "P". In this case, P080706 (P for parent and 080706 referring to the original
contract).

Enter P080706 into the Parent Contract Record field.

46. Click the Add button.

Add
47. The blank Parent Contract Record is displayed, with the selected number filled in.
Click the Look up Contract Type (Alt+5) button.
OJ
48. Click the CPA Contract Type link.
CPA CPA Contract Type
49. Enter Ft Worth Lease - 2140 into the Contract Name field.
50. The Description should document the change to the Supplier's name, such as

"5/12/14 received notification from lessor of VIN change. Old number
999999999, new number 123456789."

In this case the description will be entered for you.
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Step Action
51. The Start Date for the parent contract should match the start date of the original

contract.

Enter 12012007 into the Start Date field.

52.

The End Date for the parent contract should also match the end date of the original
contract.

Enter 11302017 into the End Date field.

53.

Notice the Contract Maximum, Released Amount Total and Remaining
Amount are all zero.

Currently there are no originals or children associated with this parent, so there is no
money on the contract yet.

Click the Save button.
[F] Save

54.

Now let's associate the parent contract to the child contracts.

Click the Procurement Contracts button on the breadcrumbs at the top of the page.

Procurement Contracts =

55.

Click the Add/Update Contracts link.
= Add/Update Contracts

56.

Use the Contract Entry page to search for the original contract.

You are not sure how many zeroes are in the original Contract ID, but know it
contains 80706.

Click the Contract ID begins with box.

begins with -

57.

Click the contains list item.

contains

S8.

Enter 80706 into the Contract ID field.

59.

Click the Search button.
Search

60.

Scroll down to display the search results.

61.

The child contract C080706 and the original contract display.

Click the 0000000000000000000080706 original Contract ID link.
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Step Action

62. The original contract will not be used any more and the remaining value has been
transferred to the child contract. To prevent over-committing this contract, the total
value of the original now needs to be reduced to reflect the amount released under
the old VIN.

This will bring the remaining amount on this original contract to zero.

Click the Status list to change it from Approved to Open.

-
63. Click the Open list item.
Open
64. The Maximum Amount field should be changed to match the Total Amount

Released, so that the Remaining Amount is $0 on the original contract.

In the Maximum Amount field, enter the amount currently displayed in the Total
Released Amount field, which is 215083.23. (do not enter commas with amounts).

65. The Remaining Amount is now $0.

66. Scroll down to display the Parent Contract Record field.

67. Entering the parent contract number in this field ties this original contract to that
parent.

Click the Look up (Alt+5) button on the Parent Contract Record field.

OJ
68. Click the P080706 Ft Worth Lease 2140 link to associate the original contract with
the parent contract.
POB0706 Ft Worth Lease 2140
69. This original contract is now linked to the parent contract.

Click the Status list to change the status from Open to Approved.

Open -
70. Click the Approved list item.

Approved
71. Click the down arrow on the vertical scrollbar to display the Save button.
72. Click the Save button.

[F] Save
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73. Now associate the child contract to the parent.

Click the Previous in List button to return to the child contract, which was the
previous one displayed in your search results.

1= Prewious in List

74. The child contract C080706 is displayed.
Click the Look up (Alt+5) button on the Parent Contract Record field to link the
child to the parent.
OJ

75. Click the P080706 link.
POB0T06 Ft Worth Lease 2140

76. This child contract C080706 is now associated with parent contract P080706
Click the down arrow on the vertical scrollbar to display the Save button.

77. Click the Save button.
[5] Save

78. Now go back to the Parent Contract Record by clicking the Procurement
Contracts button on the breadcrumbs at the top of the page.
Procurement Contracts =

79. Click the Parent Contract Record link.

_] Parent Contract Record

80. Search for the parent contract by entering P080706 into the Parent Contract
Record field.

81. Click the Search button.

Search
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Step Action

82. The Parent Contract Record page is displayed.

The correct amounts are reflected on the parent contract:

1. Contract Maximum = $423,561.19, which matches the original Maximum from
the original contract and is calculated by adding the current Maximum Amount of

the new child to the (reduced) Maximum Amount of the original.

2. Released Amount Total = $215,083.23, which was released on the original
contract.

3. Remaining Amount = $208,477.96, which was transferred from the original
contract to the new child contract.

Note that as future releases are applied to the new child contract, the Released
Amount and Remaining Amount will be automatically adjusted on the parent.

83. Click the Home button.
Home

84. Congratulations! You have successfully completed this exercise.
End of Procedure.

Creating Purchase Orders

Purchase orders are commitments to suppliers to purchase goods or services from that
supplier on a specific date. You create purchase orders based on the demand for goods or
services. The purchase information, such as item, quantity, freight terms, shipping terms,
payment terms, and shipping instructions are listed on the document and are part of the
contractual nature of the purchase order.

You can change purchase orders during processing at various phases, such as before or after
dispatching them to the supplier. When changes are made after a purchase order is
dispatched, a change order (POCN) is created unless the change is not defined as a track
change item on the PO Change template.

For both e-Procurement and Purchase requisitions, the Buyer ID is defaulted based on the
following field hierarchy with Level 1 being the highest determinate level:

Level 1 — Doc Override

Level 2 — ltem ID Business Unit Specific Attributes

Level 3 —Item ID

Level 4 — NIGP Class Business Unit Specific Attributes

Level 5 — NIGP Class

Level 6 — PO Origin

Level 7 — User Preferences

Level 8 — Document Default
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Section 3 - Lesson 1, Exercise - Scenario 1 - Finding Requisitions to be

Sourced

Procedure

This lesson will demonstrate how you can run a report that will show you what approved

Requisition Lines are in the system waiting to be sourced to Purchase Orders.

Favorites . Main Menu

Home

‘Worklist Add fo Favorites

Sign out

ORACLE’
Personalize Content | Layout () Help
Step Action
1. Begin by navigating through the CAPPS Statewide Reports for Purchasing.
Click the Main Menu button.
2. Click the CAPPS Reports menu.
[ 73 CAPPS Reports v
3. Click the Statewide Reports menu.
[ 3 Statewide Reporis v]
4. Click the Purchasing menu.
[ 3 Purchasing v]
5.

Select Requisitions to be Sourced.
T Requisitions to be Sourced
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Favorites ~ Main Menu~ > CAPPS Reports ~ > ide Reports ~ » P ing - » i to be Sourced

Home Worldist Add fo Favorites Sign out

ORACLE’
New Window | Help | /=
Requisitions to be Sourced
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value || Add a New Value

Search Criteria

Search by: Run Control ID begins with /AgencyBuyer x

[Jcase Sensitive

Search |Advanced Search

Search (Alt+1)

Find an Existing Value | Add a New Value

Step Action

6. For this example, you have previously created and saved a Run Control, so that you
can use it again and again. You called this Run Control "Agency Buyer".

(More information about creating and saving Run Controls will be presented in the
Reporting lesson later in this course.)

Enter "AgencyBuyer" into the Run Control ID field.

Run Control ID begins with{AgencyBuyer x|
7. Click the Search button.
8. Notice that a date range has been saved in this Run Control. You can update and

save these dates periodically as needed.
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Faverites - Main Menu~ > CAPPS Reports ~ > Statewide Reports ~ > Purchasing - > Requisitions to be Sourced

ORACLE’

Regs fo be Sourced

Run Control ID AgencyBuyer Report Manager Process Monitor

Business Unit @,

From Approval Dt |06/01/2015 |5}

To Approval Dt 07/092015 |[5]

This report shows requisitions that are available for the purchasers to
source

[5] Save | G Returnto Search | [=] Moify [

Home

Workdist Add to Favorites Sign out

New Window | Help | Personalize Page | (&

®100% -

Step

Action

Click the Look up Business Unit (Alt+5) button.

=

10.

The list will display only the Business Units that you can access.

Click the 03200 link.

11.

Click the Run button to start the process.
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Process Scheduler Request x

Saved | A
User ID TXTESTFNC19 Run Control ID AgencyBuyer

serverName[ v Run Date [07/09/2015 x|
Recurrence[ v Run Time[43602PM | (R H RO
Timezone|  |&
Process List
Select  Description Process Name Process Type “Type “Format  Distribution

Requisitions 1o be Sourced TXCPODIT Bl Publisher Distribution

#100%

Step
12. The process to be run is pre-selected. You can change the Type or Format if
Click the OK button.
13. The report is running, and a Process Instance number has been assigned to it. This

number can help you identify your report in the Report Manager.
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Favorites ~

ORACLE’

Regs to be Sourced

Run Control ID AgencyBuyer Report Manager

Business Unit 03200 |@,
From Approval Dt [06/01/2015 [[5]

To Approval Dt 07/09/2015 |5

Main Menu~ > CAPPS Reporis = > Statewide Reporis = » Purchasing = > Requisitions to be Sourced

Home Worldist Add fo Favorites Sign out

New window | Help | Personalize Page | T

Process Monitor

Process Instance 1545458

This report shows requisitions that are available for the purchasers to

source

[5) save | [ Return to Search Notify

[EXTTH) =

Step

Action

14.

To access the report you have just requested, click the Report Manager link.

eport Manage

Favorites ~

ORACLE’

List Explorer || Administration Archives

View Reports For

Main Menu~ > CAPPS Reporis = > Statewide Reporis = > Purchasing ~ > Requisitions to be Sourced > Report Manager

Home ‘Worldist Add fo Favorites Sign out

New Window | Help | Personalize Page | [5

Folder Instance to Refresh

Name Created On [ [Last v 1| [Days v

Reports Personalize | Find | View All /2 [ B First 4 1011 Last
Report Report Description Folder Name Completion Heport frocess

1 Report

Go back to Requisitions to be Sourced

[ save

List | Explorer | Administration | Archives

®100%
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Step Action

15. Click the Administration tab.

Administration

16. The Administration tab lists some of the reports and processes that you have
recently run. The most recent entry is at the top of the list.

Notice that the Process Instance number from the previous screen is shown here in
the Pres Instance column.

17. If the Status of the report does not say "Posted", you can click the Refresh button,
above, to update the screen until it posts.

Favorites~ | MainMenu~ > CAPPS Reports = > ide Reports ~ > ing ~ > isitions to be Sourced > Report Manager
Home ‘Worklist Add to Favorites Sign out

ORACLE’

New Window | Help | Personalize Page | 5
List Explorer Administration Archives

View Reports For

status| <] Folder| | Instance to
Report List Personalize | Find | View Al | 2 [[E  First ' 14014 % Last
Report Prcs ) Request
Select D Instance Description DateTime Format Status Details

07/00/2015  Acrobat
o -
591355 1545458 TXCPOO17 - TXCPOO17.pdf 43634PM  (pap POStEd  Detals
07/09/2015  Acrobat
200:00PM  (*.pdi)
07/09/2015  Acrobat
1:50:58PM  (.pd)
07/00/2015  Acrobat

9 -
591351 1545453 PO_DISPATCH - PO_DISPATCH.pdf 11-12:04AM  (* pd) Posted  Details

591353 1545457 Receiver Interface Push Posted  Details

591352 1545455 Receiver Interface Push Posted  Details

i Select All Deselect All
Click the delete button to delete the selected report(s)
Go back to Requisitions to be Sourced
[5) save

List | Explorer | Administration | Archives

Step Action
18. Once your report has posted, click the Description of the report to view it.
Click the TXCPOO017 - TXCPOO017.pdf link.
[XTPOUT7 - TXCFOUT7 pd]
19. This report displays all approved requisition lines in the system that are accessible

by you and are ready to be sourced to Purchase Orders.

Notice that the Requisition ID numbers appear in the third column, and that each
line is listed individually.

Requisitions in this report are grouped by Buyer.
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Gt At ol Pereend Sy

ons Available for Sourcing

ReqDtto

ApprDtto

Origin  ReqDt  ReqiD Line  Open Gty Approved  Requester CurentDt  CumentDt Buyer po?
Req Line Descriptic

&

201301 03200

01 07/01/2015 0000000051 T LK RM 37500 0701015 Requestori User 6 G Buyeri User N
Paper. 11x17.201b

T GRS 0000000052 g X TEO0  OTOTETE  Faquesori User € g Bagari User w
Paper, 11x14, 200

101 0T/01/2015 0000000054 1 500 =3 250.00 071022015 Requestori User @ 5 Buyeri User N
Paper, 11x17, 20

o1 07/01/2015 0000000054 Z W o /000 07022018 Requesiorl User 6 G Buyeri User N
Paper, &x11. 20ibs.

T 7022015 00000B00EE 7 a0 PR 1020000 07022076 Fequesori User  E 5 Bugeri User N
Gonsultant Servioes

o C7I02/2015 0000000058 T G0 EA 5000000 07022015 RequesioriUser 5 B Buperi User N
Uity

Run Date/Time: T/2015/ 16:36:34 PM Page: 1of 1 Report No: TXCPOO1T

Step

Action

20.

When you are finished viewing or printing the report, click the Close button.

. X

Favorites~ | MainMenu~ > CAPPS Reports ~ > Statewide Reporis ~ » Purchasing ~ » Requisitions to be Sourced

ORACLE’

List Explorer Administration Archives

View Reports For

Status | Folder| ~| Instance
Report List Personalize | Find | View All | 2 | (]
Select ﬁfp"“ :::;ME Description E::e‘ﬁfrtm

591355 1545458 TXCPOO17 - TXCPOD17.pf st
591353 1545457 Receiver Interface Push b
591352 1545455 Receiver Interface Push e
591351 1545453 PO_DISPATCH - PO_DISPATCH par |1 120\

Select All DDeselecl All

Click the delete button to delete the selected report(s)
Go back to Requisitions to be Sourced

[5) save

List | Explorer | Administration | Archives

Tyee [ ~ [ st v

First ‘4

Format
Acrobat
(*.pe
Acrobat
(*.pdi)
Acrobat

Acrobat
(*.p

to

1-40i4'Y Last

Status

Posted

Posted

Posted

Posted

Details

Details

Details

Details

Details

Home

> Report Manager
‘Worklist Add to Favorites Sign out

New Window | Help | Personalize Page | 5

Refresh

H100% ~
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Step Action

21. Click the Home link.
22. Congratulations! You have successfully completed this lesson.

End of Procedure.

Creating a PO from a Requisition

Section 3 - Lesson 2, Exercise - Scenario 1 - Creating a PO from a
Requisition

Procedure

This exercise demonstrates the process of creating a purchase order from two approved
requisitions, and then Approving, Budget Checking, and Dispatching the PO.

Favorites . Main Menu
Home Worklist Add to Favorites Sign out

ORACLE’

Personalize Content | Layout (@) Help

Step Action

1. Begin by navigating to the Add/Update POs screen.

Open the Main Menu.
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Favorites . Main Menu .

Search Menu: Home Worklist Add to Favorites. Sign out

ORACLE| ®

Accounts Payable
Accounts Receivable
Allocations
Application Diagnostics
Asset Management
Background Processes
Banking
Biling
CAPPS Reporls
CAPPS Statewide
Cash Management
Catalog Management
Commitment Control
Cost Accounting
CPA Interfaces
Customer Contracts
Customer Returns
Customers
Deal Management
Development Utities
Employee Self-Service
Engineering
Enterprise Components
eProcurement
eSettlements
Excise and Sales Tax/VAT IND
Financial Gateway
General Ledger
Grants
Inventory
IT Asset Management
Items
Maintenance Management
Manager Self-Service
Manufacturing Definitions
Order Management

-

Personalize Content | Layout (@) Help

roorrrrooroocoooccrroecocoocoeoocoocoo
Y Y YTYTYYTYTYTYTYYTYYYYYYYYYYYYYYYYYYYYYTYYYCY b

[

®100%

Step

Action

Click the Scroll Down button.

b

Click the Purchasing menu.

[ 3 Purchasing v]

Click the Purchase Orders menu.
3 Purchase Orders 3

Click the Add/Update POs menu.
| £ AddUpdate POs |

The Business Unit for your Agency should default in to the Business Unit field. Ifit
does not, you can select it from the Lookup table.

The PO ID says "NEXT" to indicate that the next consecutive PO number will be
issued when the PO is saved.
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Favorites ~ Main Menu~ > Purchasing = » Purchase Orders ~ > Add/Update POs
Home Worldist Add fo Favorites Sign out

ORACLE"
New Window | Help | /=

Purchase Order

Eind an Existing Value Add a New Value

Business Unit: (03200 |,
PO ID: NEXT

Add

Find an Existing Value | Add a New Value

®100%

Step Action

7. Click the Add button.
8. The Maintain Purchase Order page is divided into sections.

The Header section contains information that applies to the entire PO.

The Lines section contains information that may be different from one line to the
next, if necessary.

Page 106




CAPPS Financials ©

Centralizad Accounting and PayrollPersonne System

EUT Course

Favorites ~ Main Menu~ > Purchasing = » Purchase Orders ~ > Add/Update POs
Home Worldist Add fo Favorites Sign out

ORACLE’

| New window | Help | Personalize Page | T ~

Maintain Purchase Order
Purchase

Order Business Unit 03200 TxSmartBuy Purchase Order PO Status  Initial 4
POID NEXT Budget Status Not Chicd
Copy From Summary Document Type 57 [JHold From Further Processing
Header 2
*PO Date [07/15/2015 5 Suppler Search Doc Tol Status Valid
*Supplier | 2 supoler Detale
“Supplier ID @ Receipt Status Not Recvd
ik [
*Buyer TXTESTBUYR1 _ |@,  Buyer! User ‘Dispatch Method

A @
PO Reference mount Summary (2

Header Details Activity Summary Merchandise 0.00

PO Defaults Add Comments FreightTaxMisc. 0.00 Galak
PO Activilies Add ShipTo Comments Total Amount 000 USD
~ Actions HUB Bid Details
HUB Subcontracting
SpeciallFriority Purchase Types: WA [ state Use Exception
Add Items From (7
Catalog ftem Search
Purchasing Kit
Lines (7 Personalize | Find | View Al |E5 [ First 4 1 o1 1 &

Details Class/ltem Ship To/Due Date || Statuses Iltem Information Atfributes || RFQ Contract || Receiving State Mandate Fields Texas Smart Buy | [E
Merchandise

Line Item Description PO Qty *UOM Price Amount Status
1 B @ [ T 8 @, 0 0.000 Approved &0 [} ]
< >
®100%
.
Step Action

Begin by filling out the Header section, starting with the Supplier.

For this purchase order, we will be buying office supplies from Austin Ribbon &
Computer Supplies.

Enter "austin rib" into the Supplier field.

*Supplier | |

10.

The system recognizes this as part of the name of an existing supplier, and suggests
that supplier to you.

Click the 1742339797 object to accept the suggested Supplier ID.

11.

Notice that the Headers section contains several links that lead to other areas of
information, such as Supplier Details, Header Details, Add Comments,
Special/Priority Purchase Types, and HUB Bid Details.

Information entered at the Header level applies to all line items on the requisition,
and only needs to be entered once.

12.

Click the Supplier Details link.
Supplier Details

Page 107




Capps

CAPPS Financials

PO Supplier Information

EUT Course

Maintain Purchase Order

Supplier Details — AUSTIN RIBBON & COMPUTER SUPPLIES INC

Business Unit 03200 POID NEXT

L T

1

*Address 1@,

Show Address Details

Contact @

‘Show Contact Details

[ &

Show Details

Supplier AUSTIN RIB-001

Supplier Information

Tems® 0
O [T S——

Supplier Details Message

Country USA United States

Address 1 9211 WATERFORD CENTRE BLVD.

Address 2 STE. 202
Address 3 USA
City AUSTIN
County TRAVIS
State TX Texas

[ o | cancel || Remesn |

Postal 78758

Prefix

Fax 512/452-0651
Prefix
Phone 512/452-0651

#100%

Step Action

13. The Supplier Details screen provides additional information about the Supplier

selected.

Click the OK button.
[ oK ]
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Favorites ~ Main Menu~ > Purchasing = » Purchase Orders ~ > Add/Update POs
Home Worldist Add fo Favorites Sign out

ORACLE’

| New window | Help | Personalize Page | T ~

Maintain Purchase Order
Purchase

Order Business Unit 03200 TxSmartBuy Purchase Order PO Status  Open 4
POID NEXT Budget Status Not Chicd
Copy From Summary Document Type 57 [JHold From Further Processing
Header 2

Doc Tol Status Valid

*PO Date [07/15/2015 5 Supplier Search
*Supplier AUSTINRIB-00T (@, sl igtais
*Supplier ID 174233977 @ AUSTIN RIBBON & COMPUTER SUPPLIES INC Receipt Staus. Not Recvd
L
“Buyer TXTESTBUYRT @, Buyer! User Dispatch Method [Print______ ~]
PO Reference Amount Summary (Z
Header Details Activity Summary Merchandise 0.00 T
PO Defaults Add Comments FreightTaxMisc. 0.00 Aloke
PO Activilies Add ShipTo Comments Total Amount 000 USD
~ Actions HUB Bid Details
HUB Subcontracting
SpeciallFriority Purchase Types:  NA [ state Use Exception
Add Items From (7
Catalog ftem Search
Purchasing Kit
Lines (7 Personalize | Find | View Al |{E5 [ First € 1 o1 1 &

Details Class/ltem Ship To/Due Date || Statuses ltem Information Atfributes || RFQ Contract || Receiving State Mandate Fields Texas Smart Buy | [E
Merchandise

Line ttem Description PO Gty *UOM Price Amoune Status
1 ) @ [ & @ 0 0.000 Approved  §0 | [F B
< >

®100%

Step Action

14. Always make note of the Special/Priority Purchase Types flag. Currently it says
N/A, but if the requestor marked their purchase for special handling, a note will
appear here after the requisition lines are imported.

Click the Special/Priority Purchase Types link.

T —]

15. New legislation taking effect on 9/1/15 mandates these purchase types as
"Reportable Items". It is important that these fields be used appropriately.

If the Purchase Type was marked by the requester, you will see that information on
this screen. If not, you can select the appropriate checkbox and add notes in the
Comments section.

16. If this transaction meets any of the reporting requirements for the Legislative Budget
Board (LBB), you must select the appropriate value from the drop-down box in the
LBB Notice field.

The CPA-TPASS PO # and Renewal Options fields are no longer in use.
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| Purchase Type

| ) é [proprietary [1Emergency [ atter the fact

Help
|‘

LBB Notice cpa-Toasspor ||
Renewal Option | ]

[ ok ][ ancel | Refres |

~
[Jconfirming Order  [] Other - See Comments ‘
v

#100%

Step

Action

17.

Click the Cancel button.

Home | Workist | AddtoFavorites | Sign out

Maintain Purchase Order

| New window | Help | Personalize Page | T ~

Purchase
Order Business Unit 03200 [ TxSmartBuy Purchase Order PO Status  Open 4
POID NEXT Budget Status  Not Chi'd E %
Copy From Summary Document Type v [CIHold From Further Processing
| ¥ Header (2

*PO Date 07152015 [ Supplier Search
*supplier AUSTINRIB-001 | @, ‘Supplier Details

*Supplier ID 1742339797 @ AUSTIN RIBBON & COMPUTER SUPPLIES INC

Doc Tol Status Valid

Receipt Status Not Recvd

ot Hetos

+*Buyer TXTESTBUYR1 | @,
[

Add Items From (2)

Catalog ltem Search
Purchasing Kit

] Amount Summary (2

PO
Header Details Activity Summary Merchandise 0.00
PO Defaults Add Comments Freight/Tax/Misc. 0.00 | calou
PO Activities Add ShipTo Comments Total Amount 000 USD
~+ Actions HUB Bid Details
HUB Subcontracting
NIA [ state Use Exception

First ' 101

Lines (2 onalize | Find | view Au | | 5

Details || Classitem | Ship ToDue Date | Statuses || ttem information || tributes || RFQ | Contract || Receiving || State Mandate Fietds || Texas SmartBuy |
Line Description PO Gty *UOM Price Merchanaise status
1 ja, [ [ | Ja [l 0.000 Approved 0| [5§
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Step Action

18. Click the HUB Bid Details link.

TX Hub Bids Page

HUB Bid Details - Purchase Order Page

[Joverride Competitive/Bid Information

Bid Information

Ethnic/Gender Asian Hispanic Amer Indian | Disabled Vet | Woman Own
Categories M M F M F

F
Bissent ([ || N | N

Ethnic/Gender Asian Hispanic Amer Indian | Disabled Vet | Woman Own
Categories M M F

;
s Roovs || —

®100%

Step Action

19. The State requires that Bid Details for Historically Underutilized Businesses (HUBs)

be tracked when a purchase is bid out.

Click the Competitive? list.

20. This purchase did not involve a competitive bid.
Click the No list item.
Mo
21. Click the scrollbar.
22. Click the OK button.
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Favorites ~

Main Menu~ > Purchasing = » Purchase Orders ~ > Add/Update POs

ORACLE’

Maintain Purchase Order

*PO Date 0711512015
*Supplier AUSTIN RIE-001

Supplier Search
Supplier Details
*Supplier ID 1742339797

2L LrpE

*Buyer TXTESTBUYR1 Buyer1 User

PO Reference

Activity Summary
Add Comments

Header Details
PO Defaults
PO Activiies
~ Actions

SpecialPriority Purchase Types:  N/A
Add ltems From (%

Catalog ltem Search
Purchasing Kit

Lines (2

Purchase
Order Business Unit 03200 TxSmartBuy Purchase Order
POID NEXT
CopyFrom___ ~|  Summary Document Type v
Header (7

AUSTIN RIBBON & COMPUTER SUPPLIES INC

Add ShipTo Comments

Details || Classfitem || ShipTo/Due Date || Statuses || Item Information

Home Worldist Add fo Favorites Sign out

| New window | Help | Personalize Page | ~

PO Status Open 4
Budget Status  Not Chi'd =g ﬂ;j

[ Hold From Further Processing
Doc Tol Status Valid

Receipt Status  Not Recvd
*Dispatch Method
Amount Summary (7

Merchandise 0.00
Freight/Tax/Misc. 0.00
000 USD

Calcul;

Total Amount

[ state Use Exception

Personalize | Find | view All |7 [ First 1011
Contract || Recsiving || State Mandate Fields || Texas SmartBuy | [E

Line ttem Description Price Merchanaise status
1 ] @ [ <& 8 @, 0 0.000 Approved O [E ] ¥
- >
.
Step Action

23.

||:| State Use Exceptior{

If you are purchasing items from a source other than those stated in the State Use
policy, click the State Use Exception checkbox to document the exception.

24.

The PO Purchase Exceptions screen allows you to document the type of exception
and provide detailed comments or add attachments.

Comments are required when the Other Exceptions option is selected.
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PO Purchase Exceptions

Business Unit 03200

PO Number NEXT

‘Supplier ID 1742339797

Exception Source

o

© DIR Exception

O other Exceptions

Comments

Comments

Attached Document

Aftachment Options

Attached File

[T ]

#,100%

Step Action

25.

Click the Cancel button.

Home | Workist | AddtoFavorites | Sign out

ORACLE"

Maintain Purchase Order

| New window | Help | Personalize Page | ~

Purchase

Order Business Unit 03200 [ TxSmartBuy Purchase Order PO Status  Open 4
POID NEXT Budget Status  Not Chi'd E %
Copy From Summary Document Type v [CIHold From Further Processing
| ¥ Header (2

*PO Date 07/15/2015 ]
*Supplier AUSTIN RIB-001 @

*Supplier ID 1742339797 @,

‘Supplier Search
‘Supplier Details
AUSTIN RIBBON & COMPUTER SUPPLIES INC

Doc Tol Status Valid

Receipt Status Not Recvd

*Dispatch Method

] Amount Summary (2

Merchandise 0.00
Freight'Tax/Misc. 0.00 @
Total Amount 000 uUsD

onaiize | Find | view All I [ First ¢ 1011

*Buyer TXTESTBUYRT |, Buyerd User
PO [
Header Defails Activity Summary
PO Defaults Add Comments
PO Activities Add ShipTo Comments
+ Actions HUB Bid Detaiis
HUB Subcontracting
SpecialPriority Purchase Types:  N/A O
Add Items From (2)
Catalog tem Search
Purchasing Kit
Lines (z)
Details || Classitem | Ship ToDue Date | Statuses || ttem information || tributes || RFQ | Contract || Receiving || State Mandate Fietds || Texas SmartBuy |
Line. Item Description PO Gty *UOM
L Y — LY —

Merchandise

Amouns Status

Price.

(o}

0.000 Approved

L 9
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Step Action
26. Click the scrollbar.
27. When you have completed the Header information, the next step is to enter the
items to be purchased on individual lines.
28. These lines could be entered manually, but the preferred method is to copy them

from an approved requisition.
This ensures that all approvals are in place for the purchase.

Any purchase order created that does not come from an approved requisition should
have accompanying documentation, such as an email, justifying the purchase.

Click the Copy From list.

Copy From| v|
29. Click the Requisition list item.
|Requisition
30. The Requisition Selection Criteria section allows you to search for a requisition

using any of the parameters shown.

For example, if you wanted to create a PO for a particular contract, you could enter
the contract number in the Contract ID field. Any requisition that references that
contract would be found.

Favorites ~ Main Menu~ > Purchasing = » Purchase Orders ~ > Add/Update POs
Home Worldist Add fo Favorites Sign out

ORACLE’

| New window | Help | Personalize Page |

Maintain Purchase Order
Copy Purchase Order from Requisition

Requisition Selection Criteria

Business Umt’i Buyer @
Supplier ID @ Origin @,
*NIGP Class @ Max Rows 50
Requisition ID @ [Zinclude Reqs With No Supplier
Requisition Name @ Include Inventory Items
Contract ID @, [ stockless Item
Search [JExclude Auto Source ltem [ Texas Smart Buy

Selection Options

Select Requisition Lines Personalize | Find | View All £l | E
Sourcing || Requisitions || Change Supplier || Contract Information || Item Substitution
Select Supplier PO Gty PO UOM ltem  Description ReqID Line  ProcurementCard  Cald
O @ Descr ReqID
¥ Select All Clear All
Copy To PO

[5) save ||[=] Notify | Refresh
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Step Action
31. The most direct way to search is by entering the Requisition ID number.

Click in the Requisition ID field.
Requisition ID| |

32. Enter the desired information into the Requisition ID field. Enter "0000000071".
Requisition 1D|] x]

33. If the number you type matches a Requisition ID found in the system, it will be
displayed in a listbox.
Click the 0000000071 object.

34. Click the Search button.
| Search |

35. The results of the search, which are line items from the requisition, will be displayed
in the Select Requisition Lines section of the screen.
This requisition has just one line, requesting 5 cases of 11 x 17 white paper.

36. Note that if the requestor suggested a Supplier, that information would appear in
this field. However, this is considered a suggestion only.
The Supplier you selected in the PO Header will not be changed when this line is
imported.

37. Select the line or lines that you want to copy to your current PO.
Click the Select checkbox.
EI ? O‘ 5.0000 CS 11x17, white paper, 20lb, 500 0000000071

38. Click the Copy To PO button.
| Copy To PO |

39. All of the information on the selected requisition line has been imported into the
Lines section of the purchase order.

40. As discussed previously, check this flag to see if the imported requisition lines were

marked as Special/Priority Purchase Types.

In this example, they were not, so the flag still says "N/A".
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Favorites ~

Main Menu~ > Purchasing = » Purchase Orders ~ > Add/Update POs

ORACLE’

Maintain Purchase Order

Purchase
Order Business Unit 03200 TxSmartBuy Purchase Order
POID NEXT
Copy From Summary Document Type v
Header (7

*PO Date 07/15/2015
*Supplier AUSTIN RIE-001

Supplier Search
Supplier Details
AUSTIN RIBBON & COMPUTER SUPPLIES INC

*Supplier ID 1742339797

2 EpLpE

*Buyer TXTESTBUYR1 Buyer1 User

PO Reference
Header Details Activity Summary
PO Defaults Add Comments
PO Activities Add ShipTo Comments
+ Actions HUE Bid Details
HUB Subcontracting
SpecialPriority Purchase Types:  N/A
Add ltems From (7
Catalog ltem Search
Purchasing Kit

Amount Summary (7

[ state Use Exception

Home Worldist Add fo Favorites Sign out

| New window | Help | Personalize Page | T ~

PO Status Open 4
Budget Status  Not Chi'd =g ﬂ;j

[ Hold From Further Processing
Doc Tol Status Valid

Receipt Status Not Recvd

“Dispatch Method

Merchandise 0.00
Freight/Tax/Misc. 0.00
29495 USD

Calcul;

Total Amount

Lines (2 Personalize | Find | view At |22 | First'4' 1011
Details || Classfitem || Ship To/Due Date | Statuses || Item Information | Affributes | RFQ Receiving | State Mandate Fields || Texas SmartBuy | [
Line ttem Description PO Gty *UOM Price Merchanaise status
1 = @, & 50000/ S [@, 58.09000 20495 Approved 2 [ &l ¥
< 2>
®100% ~
Step Action

41.

Most of the information you need was imported from the requisition
lines. However, there are still some fields that you will need to complete, and you
should review and verify the rest of the information.

Click the Class/Item link.

Class/ltem

42.

The NIGP Class was selected on the Requisition, but the NIGP Item was not.

Click the Look up NIGP Item (Alt+5) button.

=

43.

Select the most appropriate description from the list.

Click the Bond Paper (Including Recycled) link.

Bond Paper (Including Recycled]

44,

Purchasing Method and Purchasing Category Code must be filled out on the first
line, and then will default into any subsequent lines.

All lines on a PO must have the same Purchasing Method and Purchasing

Category Code.

Click the Look up Purchasing Method (Alt+5) button.

Bl
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Step Action
45. For this example, select Delegated Purchase.
Delegated Purchasd
46. Click the Look up Purchasing Category Code (Alt+5) button.
Bl
47. Click the Exempt - Legal Cite Required link.
Exempt - Legal Cite Required
48. Each tab on this screen contains additional fields that you may need to use.
Review the fields on each tab.
Click the Ship To/Due Date object.
Ship To/Due Date
49. This tab displays the location where the purchase will be shipped, and the expected
date for its arrival.
50. Click the Item Information object.
Item Information
51. Detailed Item Information can be entered on this tab to ensure that the correct item
is purchased.
52. Click the Attributes object.
53. One important field on the Attributes tab is the Amount Only field, which will be
covered in the next lesson.
54. Click the Contract object.
Contract
55. If this purchase is related to an existing contract, that information should be entered
on this tab.
If the requester entered Contract information on the requisition, it will flow through
to this field when you copy the requisition lines.
56. Click the Receiving object.
57. If a receipt is required for this transaction, then Accounts Payable will not be able to
pay for the purchase until that receipt is entered and matched to the PO and the AP
Voucher.
58. If Inspection Required is flagged, then a four-way match is required. PO,

Voucher, Receipt, and Inspection must all agree before the invoice can be paid.

Page 117




CapPPS

CAPPS Financials

Centraiized Accounting and PayrollfPersonnel System

EUT Course

Step

Action

59.

Click the Receiving Required list.

B | [11x17, white paper, __ © |20 Optional

60.

Click the Required list item.

Required

61.

Click the Inspection Required option.

B | [, [11x17, white paper, < |2 [ Required

V]

L]

62.

Click the Line Details button.

Any time an inspection is required, Inspection Instructions must be attached.

Details for Line 1

POID NEXT Supplier AUSTIN RIB-001
Line 1 Item 1D 11x17, white paper, 20Ib, 500 sheets per ream
Line Details

NIGP Class 645 Backorder Status Not Backordered Line Status Approved
NIGP Class Descr N

wiGe em 21 % Bona Paper (inciuding Recycied)

Amount to Receive [ unitize Amount Summary

Quantity to Receive usD Merchandise Amount 294 95 vso
Doc. Base Amt  204.95 vso
pcc(0 [&  Exempt- Legal Ciie

Required

Purchasing Method Q Delegated Purchase

Open Requisition Cross Ref

ion Item Descripti
11x17, white paper, 20ib, 500 sheets per ream |@

Preferred Language Item Description

Expand All Collapse All

¥ item Information

¥ Attributes
» rRFQ
} Contract

» Receiving

Step

Action

63.

Click the Expand section button.

]
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Details for Line 1

POID NEXT

Line 1
Line Details

NIGP Class 645
NIGP Class Descr

Supplier AUSTIN RIB-001

Item ID 11x17, white paper, 20Ib, 500 sheets per ream

Backorder Status Not Backordered Line Status Approved

NIGP Item
Amount to Receive
Quantity to Receive

Purchasing Method

Item D«

A E

@ Bond Paper (Including Recycled)

O unitize Amount Summary

usD Merchandise Amount 294 95
Doc. Base Amt 20495

pccl0 [&  Exempt- Legal

usD
usD
Cite

. Delegated Purchase

Open Requisition Cross Ref

11x17, white paper, 20ib, 500 sheets per ream

Required

Preferred Language Item Description
Expand All Collapse All
¥ item Information

¥ Anributes

» rFQ

} Contract

Receiving

“Recening Requred

Inspection Required

[close Short

mspectin___— A,

#,100%

Step Action

64.
I

Click the Lookup Icon for the Inspect ID field.

Details for Line 1

POID NEXT
Line 1

Line Details

NIGP Class 645
NIGP Class Descr

‘Supplier AUSTIN RIB-001

Item ID 1117, white paper, 20ib, 500 sheets per ream

Backorder Status Not Backordered

NIGP ltem
Amount to Receive
Quantity to Receive

Purchasing Method

Item D«

@ Bond Paper (Including Recycled)

2 Delegated Purchase

Line Status Approved

O unitize Amount Summary

usp Merchandise Amount 294.95

Doc. Base Amt 29495
pccl0 [ Exempt- Legal

usD
usD

Cite
Open Requisition Cross Ref

11x17, white paper, 20ib, 500 sheets per ream

Required

Preferred Language Item Description

Expand All Collapse All

¥ ttem Information
b Atributes

¥ RFQ
¥ Contract
¥ Receiving

*Receiving Requ

nspection Required

[ciose short

Inspect ID Inspection Routing ID Description

[ o< ][ cancel [ metresn MSPECT!

Inspection Instructions 1

100%
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Step Action
65.

Select the Inspection Instructions from the list.
INSPECTH I

Details for Line 1

POID NEXT Supplier AUSTIN RIB-001

Item ID

Line 1

11x17, white paper, 20lb, 500 sheels per ream
Line Details

NIGP Class 645
NIGP Class Descr

NIGP Item

Backorder Status Not Backordered Line Status Approved

Bond Paper (Including Recycled)
iti Amount Summal
Amount to Receive [ unitize ry

Quantity to Receive usD Merchandise Amount 294 95
purchasing methoa BEI% Doc. Base Amt  294.95 UsD
'urchasing letho
9 Delegated Purchase pcc(0 & Exemt-Legal Cite
Open Requisition Cross Ref Required
Item Description

11x17, white paper, 20ib, 500 sheets per ream

Preferred Language Item Description

Expand All Collapse All
¥ item Information
¥ Auributes
» RFQ
} Contract
¥ Receiving
“Receiving Required Foniest | o outing ID Description” [CIclose short

INSPECT1 Inspection Instructions 1
Inspect ID INSPECT1 x|@,

#100%

Step Action
66. Click the OK button.
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Favorites~ | MainMenu~ > Purchasing - > Purchase Orders ~ > Add/Update POs
ORACLE
Purchase
Order Business Unit 03200 TxSmartBuy Purchase Order
POID NEXT
copyFrom[  ~|]  Summary Document Type <
Header (2
*pO Date 071152015 [ Supplier Search
“Supplier AUSTINRIB-001 &, g6 petails
“Supplier ID 1742339797 @, AUSTINRIBEON & COMPUTER SUPPLIES INC
*Buyer TXTESTBUYRT &, Buyerd User
PO Reference
Header Details Activity Summary
PO Defaults Add Comments
PO Activities Add ShipTo Comments
Requisitions HUB Bid Details
~ Actions HUB Subcontracting

SpeciallPriority Purchase Types:  NIA
Add tems From (2

Catalog Item Search
Purchasing Kit

Lines (2

Details || Classftem || Ship TofDue Date || Statuses || ltem Information || Attributes || RFQ || Contract

Line tem Description *Receiving Required ‘g:f“;“:f"‘;“ Inspect ID ===
1 B @, (1117, white paper, ¢ |2 Required v INSPECTT | @, o =
View Printable Version
v
[ save || Notity || Refresh
< >
®100%

Amount Summary (7

[ state Use Exception

Home Worldist Add fo Favorites Sign out

PO Status  Open &
Budget Status NotChkd 03 T {5 R

[JHold From Further Processing
Doc Tol Status Not Chkd

Receipt Status Not Recvd

“Dispatch Method

Merchandise 20495
Freight/Tax/Misc. 0.00
204985 USD

Calcul:

Total Amount

Personalize | Find | View Al |ED [ First '€ 1 o1 1 (&
Receiving | State Mandate Fields || Texas Smart Buy | [E

Step

Action

67.

it all at one time.

also generate a PO ID number.

Click the Save button.

You've completed the entries needed for the first line of your PO.

It's a good practice to save your work at the end of each line, in case you can't finish

Notice that the PO ID at the top of the screen still says "Next". Saving the PO will
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Message

Warning — One or more lines have Recycled ltems. (25000,4)

Recycled items have been identified on the purchase order. It may be necessary to enter virgin equivalent information. Navigate to the Recycled Items link to enter
additional information if necessary.

®100%

Step Action

68. Saving your work also causes the system to validate your entries, and you may
receive messages which could alert you to errors.

This warning is a reminder that you have recycled items on your order. For this
example, no further action is required.

Click OK to clear the message.

69. Notice that your PO ID number has been generated.
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Favorites ~ Main Menu~ > Purchasing = » Purchase Orders ~ > Add/Update POs
Home Worldist Add fo Favorites Sign out

ORACLE
Purchase N
Order Business Unit 03200 TxSmartBuy Purchase Order PO Status  Open &
POID 0000001383 Budget Status  Not Chid BEER
Copy me Summary Document Type v [JHold From Further Processing
Header (2

Doc Tol Status Not Chk'd

*PO Date 071152015 [ Supplier Search
“Supplier AUSTINRIB-001 &, g6 petails
*Supplier ID 1742338787 @ AUSTIN RIBBON & COMPUTER SUPPLIES INC Receipt Status Nat Recvd
*Di v
*Buyer TXTESTBUYRT _ |&,  Buyer! User Dispatch Method [Print_____ w/|
PO Reference Amount Summary (7
Header Details Activity Summary Merchandise 29495
PO Defaults Add Comments Freight/Tax/Misc. 0.00 ok
PO Activities Add ShipTo Comments Total Amount 20485 USD
Requisitions HUE Bid Details
~ Actions HUE Subcontracting
SpeciallPriority Purchase Types:  NA [ state use Exception
Add Items From (2
Catalog ftem Search
Purchasing Kit
Lines (2 Personalize | Find | View Al |ED [ First '€ 1 o1 1 (&
Details || Classfitem || Ship To/Due Date | Statuses || Item Information || Atiributes || RFQ | Contract || Receiving || State Mandate Fields | Texas SmartBuy | [F
Line Item Description *Receiving Required ety Inspect1D ===
1 B Q (1117, white paper, _© |2 Required v INSPECTT__|@, o =
View Printable Version
v
[ save || Notity || Refresh
< >
®100%
Step Action

Method and Purchase Category Code.

Click the Copy From list.
Copy From| v|

Requisitions, as long as they're for the same Supplier and follow the same Purchase

For this example, we're going to add a second line from a different requisition.

71. Click the Requisition list item.

|Requisition
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Favorites ~ Main Menu~ > Purchasing = » Purchase Orders ~ > Add/Update POs
Home Worldist Add fo Favorites Sign out

ORACLE’

| New window | Help | Personalize Page |

Maintain Purchase Order
Copy Purchase Order from Requisition

ction Criteria
Business Unit [03200 Buyer @
Supplier ID a Origin @
“NIGP Class @, Max Rows 50
Requisition ID @ [Zlinclude Regs With No Supplier
Requisition Name @ Include Inventory Items
Contract ID @, [ stockless Item
Search [JExclude Auto Source ltem [ Texas Smart Buy

Selection Options

v
Select Requisition Lines Personalize | Find | View All |2 | B
Sourcing || Requisitions || Change Supplier || Contract Information | ltem Substitution
Select ;:;z:;’lf;f# Supplier PO Qty PO UOM ltem  Description ReqID Line  ProcurementCard  Ca
O Ea @, Descr Req ID
¥ Select All Clear All
Copy To PO

[l Save ||[=] Notify | Refresh

< : >
Step Action
72. Click in the Requisition ID field.

Requisition ID| |

73.

Enter the desired information into the Requisition ID field. Enter "0000000057".
Requisition ID|] x]

74.

Click the 0000000057 object.

75.

Click the Search button.
| Search |

76.

This requisition also has just one line on it, requesting the purchase of 5 ink
cartridges.

If a requisition has multiple lines on it, you can copy all or just some of them to your
purchase order. A single requisition may contain lines that end up on several
purchase orders.

7.

Click the Select option.

El e @, 50000

78.

Click the Copy To PO button.
| Copy To PO |
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Favorites ~ Main Menu~ > Purchasing = » Purchase Orders ~ > Add/Update POs
Home Worldist Add fo Favorites Sign out

ORACLE’

| New window | Help | Personalize Page | T ~

Maintain Purchase Order

Purchase
Order Business Unit 03200 TxSmartBuy Purchase Order PO Status  Open 4
POID 0000001388 Budget Status NotChid 0%} 73 5 R
CopyFrom[__ ~|  Summary Document Type v [CIHold From Further Processing
Header (2
*PO Date 071512015 5 Supplier Search Doc Tol Status Not Ghike
*Supplier AUSTINRIB-001 & g ooiier petails
*Supplier ID [I742338787  x|@,  AUSTIN RIBBON 8 COMPUTER SUPPLIES INC Receipt Status _Nat Recvd
Supplier ID Short Supplier Name Suppiier Name Additional Name Our Customer Number
BUYET 1742339707 AUSTINRIB-001  AUSTIN RIBEON & COMPUTER SUPPLIES INC
PO Reference AU ALY (g
Header Details Activity Summary Merchandise 519.95
PO Defaults Add Comments Freight/Tax/Misc. 0.00 €=
PO Activities Add ShipTo Comments Total Amount 51085 USD
Requisitions HUB Bid Details
+ Actions HUB Subcontracting
SpecialfPriority Purchase Types:  NiA [ state use Exception
Add ltems From (2
Catalog ltem Search

Purchasing Kit

Lines (7 Personalize | Find | View All |0 [ First (4 12072
Details || Classitem | Ship To/Due Date | Statuses || ltem Information || Attributes || RFQ | Gontract || Receiving || State Mandate Fields || Texas SmartBuy | [E
Line ttem Description PO Qty *UOM Price Merchandise Status
1 B @, [11a7,white paper, 2 | &Y 50000/ [cs |3, 58.99000 20495 rpproved | O | [T ] ¥
< >
#100% -
Step Action

79.

Click the scrollbar.

80.

There are now two lines on your PO.

81.

The Special/Priority Purchase Types flag still has not changed, so special handling is
not required.

82.

Click the Class/Item link.

Class/ltem

83.

In this training example, the description given here is not very specific. What kind of
ink cartridge are they looking for? A requestor should supply all of the information
you need so that you are able to purchase exactly the right item.

For this example, the requestor would like a refill cartridge for a photocopier.

&4.

Click the Look up NIGP Item (Alt+5) button.

=

85.

None of these descriptions fit the ink cartridge that you are purchasing. It appears
that the requester selected the wrong NIGP Class.

You can correct information on the PO if necessary.

Click the Cancel button.

Cancel
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Step Action
86. Click the Look up NIGP Class (Alt+5) button.
El
87. Let's search for a Class description that contains the word "ink".
Click the NIGP Complete Description list.
NIGP Complete Description:

88. Change begins with to contains.
contains |

89. Enter the desired information into the NIGP Complete Description field. Enter
"inkﬂ.

NIGP Complete Description:| contains || x|

90. Click the Look Up button.

91. This looks like a better match.

Click the 015 link.
92. Click the Look up NIGP Item (Alt+5) button.
El

93. Click the Chemicals and Supplies, Dry (For Bond Paper Type Copying
Machines link.

Chemicals and Supplies. Dry (For Bond Paper Type Copying Machines]

94. Purchasing Method and Category Code are already filled in for you. The values
selected on the first line will default in to every line after that, and cannot be
changed on subsequent lines.

95. Click the Receiving object.

96. Click the Receiving Required list.

2 B @, link cartridges o £

97. Click the Required list item.

Required
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Favorites~ | MainMenu~ > Purchasing = > Purchase Orders ~ > Add/Update POs
Home | Workist | AddioFavorites | Sign out
ORACLE
PO ID 0000001398 Budget Status NotChkd T3 0 {F R N
Copy me Summary Document Type hd [ Hold From Further Processing
Header (2
“PO Date [07/15/2015 5 Supplier Search Doc Tol Status Not ChKd
“Supplier AUSTINRIB-001 &, e petails
*Supplier ID 1742338787 @ AUSTIN RIBBON & COMPUTER SUPPLIES INC Receipt Status Nat Recvd
D v
*Buyer TXTESTBUYRT __ |&,  Buyer! User Dispatch Method [Print____ w/|
PO Reference Amount Summary (7
Header Details Activity Summary Merchandise 519.95
PO Defaults Add Comments Freight/Tax/Misc. 000 ok
PO Activities Add ShipTo Comments Total Amount 51985 USD
Requisitions HUE Bid Details
~ Actions HUE Subcontracting
SpecialfPriority Purchase Types:  NA [ state use Exception
Add Items From (2
Catalog ftem Search
Purchasing Kit
Lines (2 Personalize | Find | View All |0 [ First 4 12012+
Details || Classiitem || Ship To/Due Date | Statuses || Item Information || Attributes || RFQ | Contract || Receiving || State Mandate Fields | Texas SmartBuy | [F
Line Item Description *Receiving Required ety Inspect1D ===
1 B @ [41:A7_ white paper___¢ |2 [Reauirea v| INSPECT1 _|@, 3]
2 B @ Ink carlridges B EETTE I 0J [
View Printable Version
[5] Save |[=] Notily |[2x Refresh v
< >
®100%
Step Action

98.

Line two is complete. Save your work.

Click the Save button.
[5] Save

99.

Click OK to clear the warning message.

100.

Note: Accounting information, such as ChartFields, Distributions, and SpeedCharts,
is generally set up at the Requisition level, before or during the Budget Approval
process. This information is automatically imported into the PO, and should not
need to be changed at this point. That process is not covered in this lesson.

However, if special circumstances exist where you need to view or change
Distribution information on a PO, please see the lesson called "Viewing and Editing
Distribution Information on a PO", which is found later in this course.

101.

Some shipments require that freight charges be added.

These additional costs, if allowed, may create a document tolerance error for
Accounts Payable, if the charge exceeds the percentage allowed.

Including the freight cost on the purchase order ensures that the full allowable cost
associated is known.
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Favorites ~ Main Menu~ > Purchasing = » Purchase Orders ~ > Add/Update POs
Home Worldist Add fo Favorites Sign out

ORACLE’
PO ID 0000001398 Budget Status NotChkd 03 T {5 R N
Copy me Summary Document Tynel—v [ Hold From Further Processing
Header (2
PO Date [07/15/2015 5 Supplier Search Doc Tol Status Not Chicd
“Supplier AUSTINRIB-001 &, e petails
*Supplier ID 1742339797 @ AUSTIN RIBBON & COMPUTER SUPPLIES INC Receipt Status Nat Recvd
*Buyer TXTESTBUYRT _ |&,  Buyer] User ‘Dispatch Method

PO Reference Amount Summary (7

Header Details Activity Summary Merchandise 519.95

PO Defaults Add Comments Freight/Tax/Misc. 0.00 ok
PO Activities Add ShipTo Comments Total Amount 51985 USD
Requisitions HUE Bid Details
~ Actions HUE Subcontracting
SpecialfPriority Purchase Types:  NA [ state use Exception
Add Items From (2
Catalog tem Search
Purchasing Kit
Lines (2 Personalize | Find | View Al | |E  First @) 12012 *
Details || Classftlem | Ship To/Due Date || Statuses || ltem Information || Atiributes || RFQ | Contract || Receiving || State Mandate Fields || Texas Smart Buy | [E:
Line Item Description *Receiving Required ety Inspect1D ===
1 B @ [41:A7_ white paper___¢ |2 [Reauirea v| INSPECT1 _|@, 3]
2 B s [ink cartridges [Required v] i m-2

View Printable Version

[5) Save ||[=] Nofify % Refresh

< 2>

®100%

Step

Action

102.

Each Agency may determine their process for handling freight charges, during
system configuration:

- Freight charges can be entered at the PO header, and would be charged to a
specific freight accounting distribution set by your agency and not be encumbered
separately.

- Or, freight charges can be entered as a separate line by the Buyer, charging them at
the line level.

For this example, a $5.00 freight charge will be added at the header level.

Click the bottom scrollbar.

103.

Depending on your computer screen's resolution, you may have to scroll to the right
to find this field.

Click the Go to list.

o I.-1-:|re -

104.

Click the 13-Header Misc. Charges list item.

[13-Header Misc. Charges
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Home | Workist | AddtoFavorites | Sign out

| New window | Help | Personalize Page | T

Maintain Purchase Order
Header Misc. Charges

Business Unit 03200 POID 0000001398 Supplier AUSTIN RIB-001

Miscellaneous Charges

All Charges Find | View Al First 4’ 1 of 1 % Last
Charge Charge Amount Allocation Method
Current Charge Personalize | Find | View All | &2 | First ¥ 1-2012 ) Last
Sel Line HemID  Description Amount POGQty  Merch Amt Currency 5;;?;,:" o[l
o 1 1117, white paper, 20lb, 500 50000  294.950
o 2 Ink cartridges 50000 225000
Wiselect A1 [ICkesr Al

[ Select All Charges H Clear All Charges || Allocate All Charges |

% Refresh EL Add Update/Display

Step Action

105. To add freight charges to the header, click the Miscellaneous Charges link.
Mizcellaneous Chargeq

PO Header Misc. Charges

Maintain Purchase Order
Header - Miscellaneous Charges

Business Unit 03200 POID 0000001398 Supplier AUSTIN RIB-001
Tompe ] Ja,
Miscellaneous Charges Personalize | Find | View All | 2 | First @ 1011 %) Last

*Miscellaneous A Allocation 3 . 3 RTV
— Description 20" Amount Merch Supplier  Third Party Supplier o

Pl —% v O Third Party Supplier o =

#100%
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Step Action
106. Click the Look up Miscellaneous Charge (Alt+5) button to find the correct code
for the charge.
107. Search for a charge with the word "freight" in the description.
Click in the Description field.
Description: | begins with || |
108. Enter the desired information into the Description field. Enter "freight".
Description: | begins with v | |
109. Click the Look Up button.
110. Click the LCOSTS link.
111. Click in the Amount field.
1|LCOSTS @, Freight and Misc Charges [ Matl Va v| | |
112. Enter the desired information into the Amount field. Enter "5.00".
1 |(LCOSTS @,  Freight and Misc Charges |I‘-‘atl Va V| | |
113. Click the OK button.
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Favorites ~ Main Menu~ > Purchasing = » Purchase Orders ~ > Add/Update POs
Home Worldist Add fo Favorites Sign out

ORACLE’

| New window | Help | Personalize Page |

Maintain Purchase Order
Header - Miscellaneous Charges

Business Unit 03200 POID 0000001398 Supplier AUSTIN RIB-001

Return to Main Page

arges Find | View All First ‘4’ 1 of 1 &/ Last
Charge LCOSTS Charge Amount 5.00 usD Allocation Method Matl Value
Current Charge Personalize | Find \newAH\@ = First ' 1-2 of 2'®/ Last

Packing  Weight Packing  Volume

[} 1 11x17, white paper. 20ib, 500 5.0000 294.950 USD e e
O 2 Ink cartridges 5.0000 225000 USD
[5) save ||[=] Notify ||/ Refresh [EL Add || 5 updatemisplay
Step Action
114. Since various lines on a PO might be charged in different ways, the freight charges
need to be allocated to the lines. The system will split up the freight costs according
to the Merchandise Amount of each line selected.
Click the Select All link.
Select Al
115. Click the Allocate button.
[ Allocate |
116. The $5.00 charge was split between the two lines, proportionate to the Merchandise
Amount of each.
117. Click the Save button.
118. You'll see this warning every time you save.
Click the OK button to clear the message.
119. Click the Return to Main Page link.
Eeturn to Main Pagg
120. The freight charges you entered are displayed here, along with the Merchandise

amount and purchase order total.
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Step

Action

121.

When you have finished entering all of the information on your PO, you're ready to
Approve the PO, Budget Check it, and then Dispatch it to the Supplier.

Some Agencies may set up an Approval Workflow, which will submit the
completed PO to an approver other than you, but for this exercise you are authorized
to approve this PO yourself.

Favorites ~ Main Menu~ > Purchasing = » Purchase Orders ~ > Add/Update POs
Home Worldist Add fo Favorites Sign out

ORACLE’

| New window | Help | Personalize Page | T ~

Maintain Purchase Order

Purchase
Order Business Unit 03200 TxSmartBuy Purchase Order PO Status  Open 4
PO ID 0000001388 Budget Status NotChid 0%} I3 5 R
CopyFrom___ ~|  Summary Document Type v [IHold From Further Processing
Header (2

Doc Tol Status Not Chk'd

“PO Date [07/15/2015 [ Supplier Search
“Supplier AUSTINRIB-001  [&, g6 petails
*Supplier ID 1742338787 @ AUSTIN RIBBON & COMPUTER SUPPLIES INC Receipt Status. Nat Recvd
D v
*Buyer TXTESTBUYRT _ |&,  Buyer! User Dispatch Method [Print_____ w/|
PO Reference Amount Summary (7
Header Details Activity Summary Merchandise 519.95
PO Defaults Add Comments Freight/Tax/Misc. 500 €=
PO Activities Add ShipTo Comments Total Amount 52485 USD
Requisitions HUB Bid Details
+ Actions HUB Subcontracting
Special/Priority Purchase Types:  NiA [ state use Exception
Add ltems From (2
Catalog ltem Search
Purchasing Kit
Lines (2 Personalize | Find | View All |0 [ First 4 12012+

Details Class/ltem Ship To/Due Date || Statuses Iltem Information Atfributes || RFQ Contract || Receiving State Mandate Fields Texas Smart Buy | [E

Line ttem Description PO Qty *UOM Price Merchandise Status
1 B @, [1147,white paper, 2 | &Y 50000/ [cs [a, 58.99000 20495 rpproved | O | [T ] ¥
< >
®100%
.
Step Action

122.

Click the Approve button.
W

123.

Note: Each of these steps may take a few seconds or minutes, depending on system
processing time.

When the approval is complete, the PO Status changes to say "Approved".

The Budget Status and Document Tolerance Status still say "Not Checked"

124.

The space under the Total Amount is blank as well. At this point, there is no
Encumbrance. If there were, that amount would be displayed here.

125.

Click the Budget Check button.
Budget Status Not Chi'd ﬂa ﬂ;
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126. The transaction has passed Budget Checking and Document Tolerance

Checking. Both Statuses are now "Valid". In addition, the Encumbrance Amount
is now displayed below the Total Amount.

127.

The Dispatch Method defaults according to the Supplier's profile information.

It can be changed here if you want to dispatch this PO by a different method.

128.

To change Dispatch Methods for this one PO only, you would select a different
option, such as email, from the Dispatch Method list.

Then, when you click the Dispatch button, you would enter the one-time email
address in the Dispatch Options dialog box (not shown).

For this example, we will not change the Dispatch Method.

129.

Clicking the Dispatch button triggers the system to run the Dispatch PO
process. When this process is complete, your purchase order will be available to
print and send to the Supplier.

Click the Dispatch button.
Dizpaty

Dispatch Options.
["]use One Ship To Ship To Muliiple
Dispatch Options

Fax Cover Page [7est Dispatch
[JPrint BU Comments

serverName| |@ ["] Print Duplicate on PQ

“Qutput Destination Type [I Print Changes Only
Print PO Item Description
Output Destination Format [print Copy
B ——

H100% -
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Step

Action

130.

If you had changed your Dispatch Method to "Email", this screen would provide a
field for entering the one-time email address. You didn't make the change, so that
field is not displayed.

Click the OK button.

Message

Would you like to wait for confirmation that the PO Dispatch process has completed? (10208,44)

Your request is currently in process. I you choose to wait, once the process has completed, you will be returned to the updated PO. ITyou choose not to wait, please check
the Process Monitor to verify that the scheduled process has completed before accessing the PO being dispatched.

#100% -

Step Action

131. The PO Dispatch process is running. It might take a few second or a few minutes.
You can wait here, or you can close this PO and do something else.
If you choose to wait, this screen will update in real-time when the Dispatch is
complete. If you choose not to wait, you can print your PO later through the Print
PO Report option.
Click the Yes button.

132. Note the spinning wheel, which means the system is processing.

133. When the Dispatch is complete, the PO Status changes again, to "Dispatched".

134. Click the scrollbar.
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Step Action

135. The easiest way to access and print the PO is to open it from the View Printable
Version link, at the bottom of the PO screen.

Click the View Printable Version link.
Wiew Printable Versior]

Purchase Order # 03200 0000001398 Page: 1 of 2

m

Payment Terms: Net 30 Freight Terms: FOB DEST-S Ship Via: Trucking PCC: 0 Date: 07/15/15 PO Method: DG Dispatch: Print Rev Dt

PLEASE NOTE: ADDITIONAL TERMS AND CONDITIONS ARE LISTED AT THE END OF THE PURCHASE ORDER.

Vendor: AUSTIN RIBBON & COMPUTER SUPPLIES INC Ship To:
9211 WATERFORD CENTRE BLVD. See Detail Below
STE. 202
UsA
AUSTIN TX 78758
United States

Vendor ID: 1742339797

Purchaser: Buyerl User Bill To: Drive of Champions
Phone: 512/555-4321 Lubbock TX 79409
Email: United States.
Fax:
Email:
I Line-Sch  Line Description Class/Item Quantity UOM  Unit Price Extended Amt Due Date I
1-1 11x17. white paper. 20lb. 500 645/21 5.0000 Ccs 58.99000 29495 07/21/2015
sheets per ream
Ship To TX032-001
405 E. 23rd Street
Austin TX 78712
United States
Scledule Total
ReqID: -
.
Step Action
136. The purchase order opens in a PDF window.

Your PO will look similar to this one, but may vary due to future enhancements and
agency-specific customizations.

Click the Scrollbar to review the document.

137. Buyer's signatures can be scanned and saved in the system, so they will
automatically be printed on each approved PO.

If this PO is being viewed and printed by the original Buyer, and if an electronic
signature is available, it will appear in this box.

When the PO is viewed and/or printed by anyone else, the word "Unauthorized"
appears in this box instead.

Page 135




© CAPPS Financials

Centralized Accounting and Payroll/Personnel System

EUT Course
Step Action
138. This is the bottom of page 2.
Use the Scrollbar to go back to the top.
139. The PDF toolbar can be used to save or print the document.
140. The purchase order was displayed in a new browser window, so you can click
the Close Tab (Ctrl+W) button to close it.
x
141. When you have completed your PO, click the Home link to return to the Main
Menu.
Home
142. Congratulations, you have successfully completed this exercise.
End of Procedure.

Creating an Amount Only PO
Section 3 - Lesson 3, Exercise - Scenario 1 - Creating and Amount-Only PO

Procedure

Amount Only purchase orders are commonly used for the purchase of services, where a supplier
would send an invoice that's based on an amount of service provided rather than a quantity of
items delivered.

This lesson will demonstrate the process for creating an Amount-Only purchase order.

Favorites . Main Menu

Home | Worklist | AddloFavorites | Sign out
ORACLE

Personalize Content | Layout (2) Help

http://audaap82.cpa.state.t.us:8500/ psp/FSTXB/EMPLOYEE/ERP/h/ #H100% ~
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1. For this exercise, you'll be creating a PO for Austin Staffing, Inc., who will be
providing a service to your Agency for the next four months. The total charge for
their services will be $20,000, which they will bill in monthly increments.

Begin by navigating to the Add/Update POs screen.

Click the Main Menu button.

2. Click the Scroll Down button.

A

3. Click the Purchasing menu.

[ 3 Purchasing v]

4. Click the Purchase Orders menu.

[ 3 Purchase Orders v]

5. Click the Add/Update POs menu.
[ AddUpdate POs |

Favorites ~ Main Menu~ > Purchasing = » Purchase Orders ~ > Add/Update POs
Home Worldist Add fo Favorites Sign out

ORACLE"
New Window | Help | /=

Purchase Order

Eind an Existing Value Add a New Value

Business Unit: [03200 |,
PO ID: NEXT

Add

Find an Existing Value | Add a New Value

®100%
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Step

Action

6.

In this exercise you will be creating a new PO rather than editing an existing one.

Click the Add button.

Favorites ~ Main Menu~ > Purchasing = > Purchase Orders ~ > Add/Update POs

ORACLE’

Maintain Purchase Order

Purchase
Order Business Unit 03200 TxSmartBuy Purchase Order
POID NEXT
Copy From Summary Document Type 2
Header (7
*PQ Date 0712312015 [ Supplier Search
*Supplier @ supplier Details
*Supplier ID @
*Buyer TXTESTBUYR1  |@,  Buyerl User

PO Reference

Header Details Activity Summary

PO Defaults Add Comments
PO Activiies Add ShipTo Comments
~ Actions HUB Bid Details

HUB Subcontracting
SpecialPriority Purchase Types:  N/A
Add ltems From (2
Catalog ltem Search
Purchasing Kit

Amount Summary (2

[ state Use Exception

Home ‘Worklist Add to Favorites Sign out

| New Window | Help | Personalize Page | i ~

PO Status Initial &
Budget Status  Not Chik'd

[JHold From Further Processing
Doc Tol Status Valid

Receipt Status Not Recvd

*Dispatch Method

Merchandise 0.00
Freight/Tax/Misc. 0.00
000 USD

Calcul;

Total Amount

Lines (2 Personalize | Find | View Al |2 [[E  First 4 1011
Details | Class/item Ship To/Due Date || Statuses || Item Information || Aftributes | RFQ || Contract | Receiving State Mandale Fields || Texas SmartBuy | [E
Line tem Description PO Qty *UOM Price e Status
T B e [ @ ) a 0 0.000 Approved 2 [ ] o
< >
H100% v
Step Action

The Supplier is Austin Staffing, Inc.

*Supplierl |

Enter the desired information into the Supplier field. Enter "austin sta".

Click the 1270846180 object.

Click the HUB Bid Details link.
HUE Eid Detaild

Don't forget that there's a required field in the Hub Bid Details screen.
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TX Hub Bids Page

HUB Bid Details - Purchase Order Page

Bid Information

Ethnic/Gender Asian Hispanic Amer Indian | Disabled Vet | WomanOwn | MNon HUB
Categories M A

Bids Sent [ |[ 1

Ethnic/Gender Asian Hispanic Amer Indian | Disabled Vet | Woman Own
Categories M

BidsReovd |[_ || 1

®100%

Step

Action

10.

Information about the HUB bids sent and received are entered on the Texas Hub
Bids Page.

Click the Competitive? list.

11.

Click the Yes list item.

Yes

12.

In the top row, enter Bids Sent for each Ethnic/Gender Category.

Click in the M field.

L1

13.

Enter the desired information into the M field. Enter "1".

L1

14.

Click in the F field.
F

[ 1
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Step Action

15. Enter the desired information into the F field. Enter "1".
F

[ 1

16. Click in the M field.

L1

17. Enter the desired information into the M field. Enter "1".

L1

18. Click in the F field.
F

[ ]

19. Enter the desired information into the F field. Enter "1".
F

[ 1

20. On the second row, enter the Bids Received from each Ethnic/Gender Category.

Click in the M field.

L1

21. Enter the desired information into the M field. Enter "1".

L1

22. Click in the F field.
F

[ 1

23. Enter the desired information into the F field. Enter "1".
F

[ 1

24. Click in the M field.

[T
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Action

25.

Enter the desired information into the M field. Enter "1".

[T

26.

Click in the F field.
F

[ 1

27.

Enter the desired information into the F field. Enter "1".

F

[ 1

28.

Press [Tab].

29.

The total number of bids sent and received is displayed at the end of each row.

30.

Click the scrollbar.

31.

Click the OK button.

Favorites ~ Main Menu~ > Purchasing = > Purchase Orders ~ > Add/Update POs

ORACLE’

Maintain Purchase Order

Purchase
Order Business Unit 03200 TxSmartBuy Purchase Order
POID NEXT
Copy From Summary Document Type[ v
Header (2

*PO Date 07/24/2015
*Supplier AUSTIN STA-001

Supplier Search
Supplier Details
AUSTIN STAFFING, INC

+Supplier ID 1270845180

2L Ll

*Buyer TXTESTBUYR1 Buyerl User

PO Reference

Header Details Activity Summary

PO Defaults Add Comments

PO Activities Add ShipTo Comments

~ Actions HUB'Bid 5
HUB Subcontracting

Special/Priority Purchase Types:  N/A
Add ltems From (7

Catalog ltem Search
Purchasing Kit

Lines (2

Details || Classfitem || ShipTo/Due Date || Statuses || Item Information || Aftributes | RFQ || Contract

Line Item Description PO Qty *UOM
1B o [ < @ &
<

Amount Summary (2

[ state Use Exception

Personalize | Find | View Al | 2 | [E
Receiving State Mandate Fields Texas Smart Buy E

Home ‘Worklist Add to Favorites Sign out

| New Window | Help | Personalize Page | i n

PO Status  Open 4
Budget Status Not Chicd

[JHold From Further Processing
Doc Tol Status Valid

Receipt Status Not Recvd

*Dispatch Method

Merchandise 0.00
Freight/TaxiMisc. 0.00 Calcuk
Total Amount 0.00 USD

First ‘4 1011

Merchandise
Price Amount Status

0 0.000 Approved 0 [ &

>
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Step Action

32. Since this is for Consulting Services greater than $15,000, the LBB Notice flag
needs to be set.

Click the Special/Priority Purchase Types link.
Bpecial/Priority Purchase Types]|

Special/Priority Purchase Types
Help

Purchase Type

O proprietary [ Emergency [ atter the fact O confirming Order ] Other - See Comments.

&

LBB Notice cpa-Toasspor ||
Renewal Option | ]

[ o< || cancel || Refesn |

#100%

Step Action

33. Click the Other - See Comments option.
||:| Other - See Cﬂmmentsl

34. Click in the Comments field.

C
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Step

Action

35.

Press Enter and the comment will be entered for you.
Comments

36.

Click the LBB Notice list.

LBE Notice

37.

Click the CONSULT list item.
CONSULT

38.

Click the OK button.

Favorites - Main Menu~ > Purchasing = » Purchase Orders ~ » Add/Update POs
Home Worklist Add to Favorites Sign out

ORACLE

| New Window | Help | Personalize Page | i n

Maintain Purchase Order

Purchase
Order Business Unit 03200 TxSmartBuy Purchase Order PO Status  Open 4
POID NEXT Budget Status  Not Chicd
Copy From Summary Document Type 57 [JHold From Further Processing
Header '?

*PO Date 0712422015 Supplier Search Doc Tol Status Valid

El

*Supplier AUSTIN STA-001 | @, Supplier Details
@ AUSTIN STAFFING, INC Receipt Status Not Recvd
@,

“Dispatch Method

Buyert User

*Supplier ID| 1270846180

*Buyer TXTESTBUYR1

PO Reference Amount Summary (2

Header Details Activity Summary Merchandise 0.00

PO Defaults Add Comments Freight/TaxiMisc. 0.00 Calcul:
PO Activities Add ShipTo Comments Total Amount 000 USD
~ Actions HUB Bid Details
HUB Subcontracting
BpediaiiFrionty Furchase Types]  Other [ state Use Exception
Add Items From (7
Catalog Item Search
Purchasing Kit
Lines (7 Personalize | Find | View Al |EZ [ First 4 1 o1 1 &

Details Class/ltem $Ship To/Due Date Slatuses ltem Information Atftributes || RFQ Contract || Receiving State Mandate Fields Texas Smart Buy | [E

Line Item Description PO Qiy *UOM Price M“z‘:':‘::’n" Status
1 =) & [ 7im & [ 0 0.000 Approved | [l
< >
H100% -
.
Step Action

39.

Your header is now complete, and you are ready to copy lines from your requisition.

Click the Copy From list.
Copy From| w|
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Step

Action

40.

Click the Requisition list item.

Requisition

Favorites ~ Main Menu~ > Purchasing = » Purchase Orders ~ > Add/Update POs
Home Worldist Add fo Favorites Sign out

ORACLE’

| New window | Help | Personalize Page |

Maintain Purchase Order
Copy Purchase Order from Requisition

Requisition Selection Criteria

Business Unit [03200 Buyer @
Supplier ID @, Origin @,
“NIGP Class @, Max Rows 50
Requisition ID @ [4include Reqs With No Supplier
Requisition Name @ Include Inventory Items
Contract ID @, [ stockless Item
Search [JExclude Auto Source ltem [ Texas Smart Buy

Selection Options

N
Select Requisition Lines Personalize | Find | View All |2 | B
Sourcing || Requisitions || Change Supplier || Contract Information || ltem Subsfitution
Select Supplier PO Gty PO UOM tem  Description ReqID Line Procurement Card Cald
O @ Descr ReqID
@ Select Al Clear All
Copy ToFO

[5) save ||[=] Notify | Refresh

< : >
Step Action
41. Click in the Requisition ID field.

Requisition ID| |

42.

Enter the desired information into the Requisition ID field. Enter "0000000082".
Requisition ID || |

43.

Click the 0000000082 object.

44,

Click the Search button.
| Search |

45.

The requisition had one line, which displays in the Select Requisition Lines region
of the screen.

Click the Select option.
(O] e [AUSTIN STA-D01 |@, 1.0000
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Step

Action

46.

Click the Copy To PO button.
| Copy To PO |

47.

The selected line has been copied to your PO, but there are additional fields you
need to complete.

Notice that the PO Quantity on this requisition is 1. On a standard PO, this would
allow only one voucher to be matched to this line. But this Supplier is going to send
periodic invoices over the course of the project.

This needs to be an Amount-Only PO. This will allow the Accounts Payable
Matching process to ignore the quantity and match to the amount.

48.

The Unit of Measure for an Amount-Only PO should always be "Lot".

Favorites ~ Main Menu~ > Purchasing = > Purchase Orders - > Add/Update POs
Home ‘Worklist Add to Favorites Sign out

ORACLE’

| New Window | Help | Personalize Page | i ~

Maintain Purchase Order

Purchase
Order Business Unit 03200 TxSmartBuy Purchase Order PO Status  Open 4
POID NEXT Budget Status  Not Chkd
CopyFrom[__~]  summary Document Type] [JHold From Further Processing
Header (%
*PQ Date 07/24/2015 [ Supplier Search Doc Tol Status Valid

*Supplier BUSTINSTA00T (@, gyppiier etails
*Supplier ID 1270846180 x|@,  AUSTIN STAFFING, INC Receipt Status Not Recvd

""""""""""" *Dispatch Method [Pt |

*Buyer TXTESTBUYR1  |@,  Buyert User

PO Reference Amount Summary (2

Header Details Activity Summary Merchandise 20,000.00

PO Defauits /Add Comments Freight/TaxMisc. 000 ET=r
PO Activities Add ShipTo Comments Total Amount 20,000.00 USD
~ Actions HUB Bid Detaiis
HUE Subcontracting
Special/Priority Purchase Types:  Other [ state use Exception
Add ltems From (7
Gatalog ltem Search
Purchasing Kit
Lines (2 Personalize | Find | View All |2 [[E  First 4 1011

Details | Classftem | Ship To/Due Date || Statuses || Item Information || Aftributes | RFQ || Contract || Receiving | State Mandate Fields || Texas SmartBuy | [E

Line item Description PO Qty *UOM Price e Status
1 B @, [ 1.0000/ [LOT [@, 20000.00000 20,000.00 Approved 2 [ ]
< >
.
Step Action

49.

The Amount Only flag is set on the Attributes tab.

Click the Attributes tab.
Attributes
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Step Action

50. To make this an Amount Only PO, this box must be selected. If it was selected on
the requisition line, that setting will be copied in with the rest of the requisition
information. If not, click the checkbox to set the flag.

Click the Amount Only option.

1 & @, [Recruiting Services. % |2 [Goods v Schedu v| [PO v [
51. The price will not actually be changed.

Click the Yes button.
52. Now you should go back and complete the required fields on the other tabs.

Click the Class/Item object.

Class/item
53. Click the Look up NIGP Item (Alt+5) button.
=
54. Click the Administrative Consulting link.
Eudministrative Consultind
55. Click the Look up Purchasing Method (Alt+5) button.
=
56. Click the Delegated Purchase link.
Delegated Purchasd
57. Click the Look up Purchasing Category Code (Alt+5) button.
El
58. Click the Exempt - Legal Cite Required link.
Exempt - Legal Cite Required
59. Click the Receiving object.
Receiving
60. Receiving should be required on all Amount Only purchases. When a receipt is

entered at a later date, it authorizes AP to release that amount of funds from this PO.

Click the Receiving Required list.

1 ) @, [Recniiting Services o E Optional bl
61. Click the Required list item.
Required
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Step Action
62. Click the scrollbar.
63. Click the Save button.

64. Click the scrollbar.

65. Your PO ID number was generated when the PO was saved.

You're ready now to Approve, Budget Check, and Dispatch this purchase order.

66. Some Agencies may set up an Approval Workflow, which will submit the
completed PO to an approver other than you, but for this exercise you are authorized
to approve this PO yourself.

Click the Approve button.
|

67. The PO Status now says "Approved".

68. The PO Status changed to "Approved".

Click the Budget Check button, which will run both the Budget Check and the Doc
Tolerance processes.

69. Both the Budget Status and Doc Tolerance Status are "Valid".

70. When the Budget Check is complete, the Encumbrance has been created for this PO,
and the Encumbrance Balance is displayed.

The Pre-Encumbrance, which was created when the requisition was Budget
Checked, has now been liquidated.

71. Now you're ready to send the completed PO to the Supplier.
Notice that the Dispatch Method is currently set to "Print". This is designated in the
Supplier's profile.
In this exercise, though, the supplier has requested that you email this PO instead of
mailing it.
Click the Dispatch Method list.
*Dispatch Method | Print v|

72. You can change the Dispatch Method on an individual PO by using the Dispatch

Method field. This will not change the Dispatch Method for future POs.

Click the Email list item.

Email
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Step Action
73. Click the Dispatch button.
74. This message is just a reminder -- you will be able to enter an email address for a

one-time delivery on the next screen.

Click the OK button.

Dispatch Options.

[ZJuse One Ship To Ship To TX032-003

Dispatch Options.

Fax Cover Page [ 7est Dispatch
[JPrint BU Comments

ServerName[ 10, [ Print Duplicate on PO
*Qutput Destination Type [] Print Changes Only

Print PO ltem Description

Output Destination Format [print Copy

e —

¥ Process Control Option
Supplier/Contact Fax/Email
Email ID
One Time Fax/Email
The following fax / e-mail will overide the suppliericontact information above if specified
Email ID|

H100% -

Step Action

75. The Display Options dialog box allows you to change the options shown.

Enter the supplier's email address into the Email ID field. For this example,
enter "address@email.com".

Email ID| |

76. Click the OK button.
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Message

‘Would you like to wait for confirmation that the PO Dispatch process has completed? (10208,44)

Your request is currently in process. If you choose to wait, once the process has completed, you will be retumned to the updated PO. If you choose not to wait, please check
the Process Monitor to verify that the scheduled process has completed before accessing the PO being dispatched

®100%

Step Action
77. Your PO is being dispatched in the background. You can either wait while the
system dispatches the PO by email, or you can exit from here and move on.
Click the Yes button.
78. Waiting...
79. The Dispatch is complete, and the PO Status has changed again.
80. Click the scrollbar.
81. You can use the link at the bottom of the screen to take a look at your PO.

Click the View Printable Version link.
EIEW Printable ‘u’ersiud
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Purchase Order # 03200 0000001407 Page: 1 of 1
Payment Terms: Net 30 Freight Terms: FOB DEST-S Ship Via: Trucking PCC: 0 Date: 07/24/15 PO Method: DG Dispatch: Email Rev Dt.
Dispatch
PLEASE NOTE: ADDITIONAL TERMS AND CONDITIONS ARE LISTED AT THE END OF THE PURCHASE ORDER. [
Vendor: AUSTIN STAFFING, INC Ship To: TX032-003
314 E HIGHLAND MALL BLVD.. SUITE 4 198 Joe Routt Blvd
USA College Station TX 77843
AUSTIN TX 78752 United States.
United States
Vendor ID: 1270846180
Purchaser: Buyerl User Bill To: Drive of Champions L3
Phone: 512/555-4321 Lubbock TX 79409
Email: United States.
Fax:
Email:
I Line-Sch _ Line Description Class/Item Quantity UOM  Unit Price Extended Amt Due Date I
1-1 Recruiting Services: Project 918/06 1.0000 Lot 20000.00000 20000.00 07/24/2015
Manager
Schedule Total 20000.00
ReqID:
0000000082
.
Step Action
82. The format of your purchase order might vary from this one, depending on Agency

customizations and upcoming enhancements.

Click the AVPageView scrollbar.

83. Click the AVPageView scrollbar.

84. Notice that the PO Viewer opened in a new browser tab.

Click the Close Tab (Ctrl+W) button.
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Favorites ~

ORACLE’

uraer

POID 0000001407

Header (2
“PO Date [07/24/2015 ]
*Supplier
*Supplier ID
*Buyer [TXTESTBUYRT |

Main Menu~ > Purchasing = » Purchase Orders ~ > Add/Update POs

Summary Document Type <

Supplier Search

Supplier Details
AUSTIN STAFFING, ING

Buyer! User

PO Reference |

Header Details

Purchasing Kit

Activity Summary

PO Defaults Add Comments Freight/Tax/Misc 0.00 CIE
PO Activities Add ShipTo Comments Total Amount 20,000.00 USD
Requisitions Document Status HUB Bid Details Encumbrance Balance 20,000.00 USD
~ Actions HUB Subconiracting
Special/Priority Purchase Types:  Other [ state use Exception
Add ltems From (7 Select Lines To Display (2
Catalog Item Search Search for Lines Line @ To @, Refrieve

Amount Summary (2

Home Worldist Add fo Favorites Sign out

i

= |
>

Budget Status  Valid

ey

[1Hold From Further Processing

Doc Tol Status Valid
Backorder Status  Not Backordered

Create Back(
Receipt Status Not Recvd

“Dispatch Method

Merchandise 20,000.00

Lines (2 Personalize | Find | View All | &0 | B First (4 10712 |
Details Class/item Ship To/Due Date Statuses Item Information Attributes RFQ Contract Receiving State Mandate Fields Texas Smart Buy E
Line ltem Description PO Qty *UOM Price e Status
1 Recruiting Services: Project Manager  B& 1.0000 LOT 20,000.00000 20,000.00| Approved (SR ca |
|5l save ||&h ReturntoSearch |=] Nofify | Refresh v
< >
Step Action

85. Click the Home link.

86. Congratulations, you have successfully completed this lesson!
End of Procedure.

Creating a ProCard PO

Section 3 - Lesson 4, Exercise - Scenario 1 - Creating a ProCard PO

Procedure

The ProCard PO is the same basic document created for other types of purchases, but with a few
distinctively different field values. These settings create a document that is an internal record
only, and is not transmitted to the Vendor.

This exercise demonstrates the process of creating a purchase order for ProCard transactions.
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e yYEN Home Worklist Add to Favorites Sign out
Personalize Content | Layout (2) Help
Step Action

1. Begin by navigating to the Add/Update PO page.

Click the Main Menu button.
2. Click the Scroll Down button.

A

3. Click the Purchasing menu.

[ 3 Purchasing v]
4, Click the Purchase Orders menu.

[ 3 Purchase Orders v]
5. Click the Add/Update POs menu.

| £ Add/Update POs |
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Favorites ~ Main Menu ~

ORACLE’

Purchase Order
Add a New Value

Find an Existing Value

Business Unit: (03200 |,
PO ID: NEXT

Find an Existing Value | Add a New Value

» Purchasing = » Purchase Orders ~ > Add/Update POs

Home Worldist Add fo Favorites Sign out

New Window | Help | /5

Step Action

You are creating a new PO, so click the Add button.

Favorites~ | Main Menu~
Home | Workist | AddioFavorites | Sign out
ORACLE
| New window | Help | Personalize Page | T ~
Maintain Purchase Order
Purchase
Order Business Unit 03200 TxSmartBuy Purchase Order PO Status  Initial 4
POID NEXT Budget Status  Not Chicd
summary Document Type[ ~| [JHold From Further Processing
Header (%
*PO Date 0811012015 5  Supplier Search Doc Tol Status Valid
*Supplier | 2 supolier Details
“Supplier ID @, Receipt Status Not Recvd
“Di
*Buyer TXTESTBUYR1 _ |@,  Buyerl User Dispatch Method [ ™|
Amount Summary (2

PO Reference
Activity Summary

Header Details
PO Defaults Add Comments
PO Activities Add ShipTo Comments
~ Actions
SpeciallPriority Purchase Types:  NIA
Add tems From (7
Item Search

Catalog
Purchasing Kit

Lines (7
Details || Classfitem | Ship To/Due Date || Statuses || ltem Information
Line ttem Description

"B N E—

View Printable Version
<

» Purchasing = » Purchase Orders ~ > Add/Update POs

Merchandise 0.00
FreightTaxMisc. 0.00 Galak
Total Amount 000 USD
HUB Bid Details
HUB Subcontracting
[ state Use Exception
Personalize | Find | View All |2 | First 4 1011k

Texas Smart Buy

State Mandate Fields

Affributes || RFQ || Contract | Receiving
PO Gty *UOM Price MEmhandliJ:,: —
[~ 0 0.000 Approved 62 | [F [l
v
>
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Step Action

7. The bank that currently services the ProCards used by your Agency is CitiBank.

Enter the desired information into the Supplier field. Enter "citi".

*Supplier | |
8. Click the CITIBANK-001 object.
CITIEANE-001 ]
9. The Summary Document Type field allows you to change the document template,

so that it will be marked as a ProCard PO. You will see that marking on the final
printed PO at the end of this lesson.

Click the Summary Document Type list.

Summary Document Type

10. Click the Procard list item.
Procard
11. As with most POs, the lines will be copied from an approved requisition.

Click the Copy From list.
Copy From| wv|

12. Click the Requisition list item.

Requisition

Favorites ~ Main Menu~ > Purchasing = » Purchase Orders ~ » Add/Update POs

Home | Workist | AddtoFavortes | Sign out
ORACLE

| New Window | Help | Personalize Page | i

Maintain Purchase Order
Copy Purchase Order from Requisition

Requisition Selection Criteria

Business Unit [03200 Buyer @
Supplier ID a Origin @
“NIGP Class @ Max Rows 50
Requisition ID @, Mlinclude Regs With No Supplier
Requisition Name @ Include Inventory ltems
Contract ID @, [ stockless Item
Search []Exclude Auto Source Item [ Texas Smart Buy

Selection Options

N
Select Requisition Lines Personalize | Find | View All =
Sourcing || Requisitions | Change Supplier | Contract Information | Item Substitution
Select Supplier PO Gty PO UOM item  Description ReqID Line Procurement Card caid
O @, Descr ReqID
@ Select Al Clear All
Copy To PO

[5) Save |[=] Notify | &% Refresh
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Step Action
13. Click in the Requisition Name field.

Requisition Namel |

14.

A good practice for Requesters is to include the word "ProCard" in the name of the
requisitions they create. This allows you, the Buyer, to search for them using that
keyword.

Some Requesters may use a different variation of the word, though, like PCard or
Pro-Card, which would not be found in the same search. Standardization of this
term within your agency will simplify searches.

Click the Requisition Name button.

=

15.

Change the Search Criteria so that it will find the keyword anywhere in the title
rather than at the beginning.

Click the Requisition Name list.

Requisition Name:

16.

Click the contains list item.

contains

17.

Click in the Requisition Name field.

Requisition Name: |EXETTER ™ | |

18.

Enter the desired information into the Requisition Name field. Enter "procard".

Requisition Name:l contains Vm |

19.

Click the Look Up button.

20.

Your search turned up two ProCard requisitions. You will add them to your PO one
at a time.

Click the AUG PROCARD T. WILSON link.
BUG FEOCARD T. WILSOH

21.

Click the Search button.
| Search |
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Step

Action

22.

Note that a Supplier is listed for each line. This is the store or vendor at which each
ProCard purchase was charged.

This information must be entered on the line, but will not be used on the
PO. Instead, an Accounts Payable process will retrieve this information from the
requisition when the voucher is created for payment to CitiBank.

23.

Click the Select All link.

24.

Click the Copy To PO button.
| Copy To PO |

Favorites - Main Menu~ > Purchasing - » Purchase Orders ~ » Add/Update POs
Home Worklist Add to Favorites Sign out
ORACLE

| New window | Help | Personalize Page | T ~

Maintain Purchase Order
Purchase

Order Business Unit 03200 TxSmartBuy Purchase Order PO Status  Open 4
POID NEXT Budget Status  Not Ghicd
Copy From summary Document Type [ Procard | [IHold From Further Processing
Header (2
*PO Date [08/1022015 5 Suppiier Search Doc Tol Status Valid
*Supplier CTIBANK-00T (@, gupniier Dietais
=supplier ID 1460358360 x|@  CITIBANK Receipt Status Not Recvd
g B
*Buyer TXTESTBUYR1 /@, Buyer User ‘Dispatch Method | Print
PO Reference Amount Summary (2
Header Details Activity Summary Merchandise 545.00 T
PO Defaults Add Comments Freight/TaxiMisc. 0.00 Al
PO Activities Add ShipTo Comments Total Amount 54500 USD
~ Actions HUB Bid Details
HUB Subcontracting
SpeciallPriority Purchase Types:  NIA [ state Use Exception
Add tems From (7
Catalog tem Searcn
Purchasing Kit
Lines (7 Personalize | Find | View All |ZD [ First 4 12012+

Details Class/ltem Ship To/Due Date || Statuses ltem Information Atfributes || RFQ Contract || Receiving State Mandate Fields Texas Smart Buy | [

Line Item Description PO Qiy *UOM Price M“:“m”::ﬁ Status
1 B @, [AUGUST PROCARD 20 =Y 1.0000 [EA |2, 22500000 225.00 Approved 0 [ (]
2 B @ & 1.0000] [EA |@, 320.00000 32000 Approved &0 [ ] w
< >
.
Step Action

25.

Click the scrollbar.

26.

Two lines have been copied to the PO so far.

27.

Click the scrollbar.

28.

Click the Copy From list.
Copy From| v

29.

Click the Requisition list item.

Requisition
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Favorites ~ Main Menu~ > Purchasing = > Purchase Orders - > Add/Update POs

ORACLE’

Maintain Purchase Order
Copy Purchase Order from Requisition

Return to Main Page

Requisition Selection Criteria

Business Unit [03200
Supplier ID @,
*NIGP Class @, Max Rows
Requisition ID @
Requisition Name AUG PROCARD T. WILSON| x|@,
Contract ID @

Search

Selection Options

Select Requisition Lines

Sourcing || Requisitions || Change Supplier | Contract Information || Item Substitution

ePro Special
Select Request em | SUPPIer PO Qty PO UOM
O # @
#  selectan O crearan
Copy To PO

[5] Save | [=] Nofify | Refresh

Include Regs With No Supplier
Include Inventory ltems

[JExclude Auto Source item

Description Req ID Line  ProcurementCard  Ca

Home ‘Worklist Add to Favorites Sign out

| New Window | Help | Personalize Page | i

50

[ Texas smart Buy

Personalize | Find | View Al | 21 | 5

Req D

Step

Action

30.

The requisition for T. Wilson is done, so find the second requisition next.

Click the X in the Requisition Name field to clear out the previous value.

Requisition NamelﬂUG PROCARD T. WILSON|

x]

31.

Click the Requisition Name button.
]

32.

Click the Requisition Name list.

Requisition Name:| begins with

33.

Click the contains list item.

contains

34.

Click in the Requisition Name field.

Requisition Name:| vl

35.

Enter the desired information into the Requisition Name field. Enter "procard".

Requisition Name:| contains ||

36.

Click the Look Up button.

Page 157




©

CAPPS Financials

Centralizad Accounting and Payroll/Personne System

EUT Course

Step

Action

37.

Click the AUGUST PROCARD P. SALT link.
BUGUST PROCARD P. SALT

38.

Click the Search button.
| Search |

39.

Click the Select All link.

40.

Click the Copy To PO button.
| Copy To PO |

Favorites ~ Main Menu~ > Purchasing = > Purchase Orders ~ > Add/Update POs
Home ‘Worklist Add to Favorites Sign out
ORACLE’
| New Window | Help | Personalize Page | i ~
Maintain Purchase Order
Purchase
Order Business Unit 03200 TxSmartBuy Purchase Order PO Status  Open &
POID NEXT Budget Status  Not Chid
Copy le" Summary Document TYDE [JHold From Further Processing
Header '7
“PO Date [08/10/2015 5 Supplier Search Doc Tol Status Valid
*Supplier (CITIBANK-001 @,

Supplier Details
CITIBANK

Receipt Status Not Recvd
*Dispatch Method

Amount Summary (2

*Supplier ID 1460358360 x|@,

*Buyer TXTESTBUYR1 Buyerl User

PO Reference

Header Details Activity Summary Merchandise 905.00

PO Defauits /Add Comments Freight/TaxMisc. 000 EI=r
PO Activties Add ShinTo Comments Total Amount 50500 USD
~ Actions HUB Bid Details

HUB Subcontracting
SpecialPriority Purchase Types:  N/A [ state Use Exception

Add ltems From (7

Catalog ltem Search
Purchasing Kit

Lines (7 Personaiize | Find | View Al | &0\ E  First 4 14014
Details | Classfltem | Ship To/Due Date || Siatuses || ltem Information || Atfributes || RFQ || Contract || Receiving | Slate Mandate Fields || Texas SmartBuy | [
Line tem Description PO Qty *UOM Price e Status

1 B @, [AUGUST FROCARD - 5 1.0000 [EA |3, 225.00000 225.00 Approved G2 [ ]

2 B @, [AUGUST PROCARD ¢ |2 5 1.0000] [EA |3, 320.00000 32000 Approved ¢ [} [l w
_ = . ——— 5 — —_— ~ =
< >

Step Action

41.

Click the scrollbar.

42.

Both requisitions have been copied to the PO, for a total of four lines.

43.

Click the HUB Bid Details link.
L d E
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TX Hub Bids Page

HUB Bid Details - Purchase Order Page

comenmez ¥

Bid Information

Ethnic/Gender Asian Hispanic Amer Indian | Disabled Vet | WomanOwn | MNon HUB
Categories M M F M F NiA

BidsSent [ || N | N 1

Ethnic/Gender Asian Hispanic Amer Indian Disabled Vet | Woman Own MNon HUB

Categories M M F NiA

;
- — | &

Step Action

44, Click the Competitive? list.

45. These charges were not related to a competitive bid process.
Click the N/A list item.
MiA

46. Click the scrollbar.

47. Click the OK button.
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Favorites ~ Main Menu~ > Purchasing = » Purchase Orders ~ > Add/Update POs
Home Worldist Add fo Favorites Sign out

ORACLE
CopyFrom[__v|  summary Document Type Procard /| (I Hold From Further Processing ~

Header '?

Doc Tol Status Valid

*PO Date 08/1022015 5 Supplier Search
*Supplier CITIBANK-001 % suppler Details
*Supplier ID | 1460358360 @ CITIBANK Receipt Status Not Recvd
“Dispatch Method
*Buyer TXTESTBUYRY _ |@,  Buyer! User P
PO Reference Amount Summary (2
Header Details Activity Summary Merchandise 905.00 s
PO Defaults Add Comments Freight/Tax/Misc. 0.00 Al
PO Activities Add ShipTo Comments Total Amount 90500 USD
~ Actions
HUE Subcontracting
SpeciallPriority Purchase Types:  N/A [ state use Exception
Add Items From (7
Catalog Item Search
Purchasing Kit
Lines (7 Personalize | Find | View Al | |E  First @) 14014

Details Classfitem Ship To/Due Date || Statuses ltem Information Atfributes || RFQ Contract || Receiving State Mandate Fields Texas Smart Buy | [
Merchandise

Line ftem Description PO Gty *UOM Price Amount Status

1 B @, [AUGUSTPROCARD | [} 1.0000 [EA [, 225.00000 22500 Approved &2 | [ ]

2 =3 @ [AUGUST PROCARD & &, 10000 [EA |@, 320.00000 32000 Approved 0 | [ ]

3 B @, [AUGUSTPROCARD .| &) 1.0000| [EA_|@, 210.00000 21000 Approved ¢ [ ]

4 =3 @ [AUGUST PROCARD |0 5N 10000 [EA [@, 150.00000 150.00 Approved ¢ | [ ]

View Printable Version

[ Save || Notity || Refresh v

< >
Step Action

48.

Click the Class/Item object.

Classfltem

49.

Select the appropriate NIGP code for each purchase.

Click the Look up NIGP Item (Alt+5) button.

Bl

50.

Click the Recycled Copying and Duplicating Supplies link.

Recycled Copying and Duplicating Supplied

51.

Click the Look up NIGP Item (Alt+5) button.

=

52.

Click the Addressing Machine Supplies, Metal and Plastic Plate Type link.
Bddressing Machine Supplies_Metal and Plastic Plate Typd

53.

Click the Look up NIGP Item (Alt+5) button.
7]

54.

Click the Chemicals and Supplies, Dry (For Bond Paper Type Copying
Machines link.

Ehemicals and Supplies. Dry (For Bond Paper Type Copying Machines]
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Step Action
55. Click the Look up NIGP Item (Alt+5) button.

El

56. Click the Chemicals and Supplies, Wet (For Bond Paper Type Copying
Machines link.
Chemicals and Supplies, Wet (For Bond Paper Type Copying Machines]

57. Click the Look up Purchasing Method (Alt+5) button.
El

58. The Purchasing Method for ProCard transactions should always be Credit Card
(Payment).
Click the CC link.
Credit Card (Payment)

59. Click the Look up Purchasing Category Code (Alt+5) button.
El

60. The Purchasing Category Code for ProCard transactions is always Credit Card
Purchases.
Click the H link.
H

61. Click the Receiving object.

62. Receiving for ProCard transactions should be Optional, so that a receiving entry is
not required.

63. Click the Save button.

64. Click the scrollbar.

65. When you have finished entering your PO, you're ready to approve and Budget
Check it.
Click the Approve button.
[

66. Click the Budget Check button.
iy

67. Dispatch Method should always be Print for ProCard transactions, as this PO

should not be transmitted to the vendor.
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Step

Action

68.

Click the Dispatch Method Required button.

Dispatch Options.

[[Tuse One ship To Ship To TX032-001

Dispatch Options.

Fax Cover Page [ITest Dispatch
[JPrint BU Comments.

Soverbame| & [7] Print Duplicate on PO
*Output Destination Type [WEB V| [7] Print Changes Only

Print PO Item Description
Output Destination Format Oprint Copy
e —

[ ok || cancel || Refres |

Step

Action

69.

Click the OK button.

[ ok ]
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Message

Would you like to wait for confirmation that the PO Dispatch process has completed? (10208,44)

Your request is currently in process. I you choose to wait, once the process has completed, you will be returned to the updated PO. ITyou choose not to wait, please check
the Process Monitor to verify that the scheduled process has completed before accessing the PO being dispatched.

e ]

Step Action

70. Click the Yes button.

71. Once the PO has been dispatched, you can view it by clicking the link at the bottom
of the page.
Click the scrollbar.

72. Click the View Printable Version link.
Iview Printable Versiorn]

73. The note at the top of the PO is here because you selected the ProCard document

template in the PO Header.
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Purchase Order # 03200 0000001416 Page: 1of 2

Payment Terms: Net 30 Freight Terms: FOB DEST-S Ship Via: Trucking PCC: H Date: 08/10/15 PO Method: CC Dispatch: Print RevDt:

THIS DOCUMENT IS A SUMMARY DOCUMENT. ITS PURPOSE IS TO ACCUMULATE INDIVIDUAL TRANSACTION DATA. FOLLOWING
RECONCILIATION, TRANSACTION LINES WILL BE COPIED TO A MULTI-VENDOR VOUCHER. PAYABLE TO CITIBANK.

Vendor: CITIBANK Ship To: TX032-001
COMMERCIAL CARD SETTLEMENT ACT 405 E. 23rd Street
PROCUREMENT CARD PAYMENTS Austin TX 78712
POBOX 183173 United States.
COLUMBUS OH 43218-3173
United States

Vendor ID: 1460358360

Purchaser: Buyer] User Bill To: Drive of Champions
Phone:  512/555-4321 Lubbock TX 79409
Email: United States
Fax:
Email:
[LineSch_Tine Description Class/Item Quantity  UOM Unit Price Extended Amt__Due Date ]
1-1 AUGUST PROCARD T. 015/77 1.00 EA 225.00 22500 08/10/2015
WILSON

Schedule Total 225.00

Step Action

74. Use the arrows and scroll bars to review the PO.

Click the AVPageView object.

75. Click the AVPageView scrollbar.

76. Click the AVPageView scrollbar.

77. The PO viewer opened a new browser window.

Click the Close Tab (Ctrl+W) button.
x
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Add ltems From (7

Home Worldist

L mo o ares

Doc Tol Status Valid

Backorder Status  Not Bacl

Receipt Status Not Rec

“Dispatch Method

Favorites~ | MainMenu~ > Purchasing - > Purchase Orders ~ > Add/Update POs
ORACLE"
ey - Sy o
Header (2
PO Date Supplier Search
*Supplier Supplier Details
*supplier ID CITIBANK
“Buyer Buyer! User

PO Reference |

Header Details Activity Summary

PO Defaults Add Comments
PO Activities ‘Add ShipTo Comments
Requisitions Document Status

+ Actions

SpeciallPriority Purchase Types:  N/A

Catalog tem Search

Purchasing Kit

Amount Summary (2

Merchandise
Freight/Tax/Misc.
Total Amount
HUB Bid Details Encumbrance Balance
HUB Subcontracting
[ state Use Exception

Select Lines To Display (2

Search for Lines Line @ To

Add fo Favorites Sign out

Frocessmy

kordered

Create Back(
vd

905.00

0.00
90500 USD
90500 yspD

Calcula

Retrieve

Lines (7 Personalize | Find | view Al I D | First @ 140142/
Details || Classitem | Ship To/Due Date || Statuses || Item Information || Attributes || RFQ || Contract || Receiving || State Mandate Fields || Texas SmartBuy | [F=

Line Hem Description PO Qty *UOM Price Mer“:‘“n:':j’:[ Status.

1 =3 AUGUST PROCARD T. WILSON B 1.0000] EA 225.00000 22500 Approved | ¢ B[]

2 AUGUST PROCARD T. WILSON 51 1.0000] EA 320.00000 32000 Approved & [B [l

3 AUGUST PROCARD P. SALT & 1.0000] EA 210.00000 210.00 Approved | ¢ [ [l

4 AUGUST PROCARD P. SALT [ 1.0000] EA 150.00000 150.00 Approved (2 B [l

[5) Save |[Gh Retumnto Search |[=] Notify [ Refresh v
< >

Step Action

78.

Click the scrollbar.

79.
3

Click the Home link.

80.

Congratulations! You have successfully completed this exercise.
End of Procedure.

Printing a PO

Section 3 - Lesson 5, Exercise - Scenario 1 - Printing a PO

Procedure

This lesson demonstrates how to print a copy of a Purchase Order.

If you are the Buyer who originated this PO, then this process can be used to print an official
copy to be sent to a vendor.

Otherwise, the process can be used to print a file copy, which will be marked "Unauthorized" in

the signature block.
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Y= Home Worklist Add to Favorites Sign out
Personalize Content | Layout (@) Help
Step Action
1. To see or print a copy of a PO, begin at the Main Menu and navigate to the PO
Print Report.
Click the Main Menu button.
2. Click the CAPPS Reports menu.
L3 CAPPS Reporis vl
3. Click the Statewide Reports menu.
[ 3 Statewide Reports v]
4. Click the Purchasing menu.
[ 3 Purchasing v]
5. Click the PO Print Report menu.

[ & PO Print Report |
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Favorites~ | Main Menu~ > CAPPS Reports - » Statewide Reports = » Purchasing - > PO Print Report
Home Worldist Add fo Favorites Sign out
ORACLE’

Centralized Accounting and Payroll/ Personned System

New Window | Help | /=
PO Print Report
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value | Adda New Value

Search Criteria

Search by:  Run Control ID begins with

[case sensitive

Search |Advanced Search

Find an Existing Value | Add a New Value

®100%

Step Action

6. If you have done this process before, you may have a Run Control saved. For this
exercise, you will create a new one, called "PO_Printout".
Click the Add a New Value tab.

Add a New Value

7. Remember, Run Control IDs should not contain spaces.
Enter the desired information into the Run Control ID field. Enter "PO_Printout".
Run Control ID:| |

8. Click the Add button.

9. If you are trying to print a PO that has already been dispatched, you may be able to

skip ahead to the Report Manager steps.

If not, use the Report Request Parameters to search for your PO and Dispatch it.
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Favorites~ | MainMenu~ > CAPPS Reports ~ > Statewide Reports ~ » Purchasing ~ » PO Print Report
Home Worldist Add fo Favorites Sign out

ORACLE’

New Window | Help | Personalize Page | T
PO Print Report

PO Print Report

Run Control ID PO _Printout Report Manager  Process Monitor [ty
Language |English | @ Specified Language O Recipient's Language
Report Request Parameters Statuses to Include
Business Unit @, To @, [ Approved [ pispatched [canceled
[CJopen [Jpending [Icompleted
poio . Select Purchase Order

Miscellaneous Options

Contract SetiD @,
Contract ID @ “Hold Status [On Hold AND Not On Hold v
Release @, *Chartfields Recycled AND Valid Chartlields ~|
From Date [ Select Multiple PO's Change Orders | Changed and UnChanged Orders ~|
Through Date [ [ Print Changes Only
Supplier ID @ Print PO Item Description
[ print Duplicate
Buyer [e%
[Iprint BU Comments
a,
Template 1D . sort By [Sort by Line Number v
o Save =] ot =9 pdate/Display
Bl =] Notify L Add || 7] Update/Displ
< >
#100% ~
Step Action

10.

You can use any of the fields shown to search for the purchase order you just created
and dispatched.

Click the Look up Business Unit (Alt+5) button.

Bl

11.

Select your Business Unit from the list.

Click the 03200 link.
03200 Texas Baseline Agency 032

12.

If you forgot to write down your PO ID number, you might try searching for it by
entering today's date in the From Date field.

13.

Also, you know that the status was "Dispatched", so selecting that option here might
narrow down your search results.

Click the Dispatched option.

14.

In this case, though, you know your PO number.

Enter the desired information into the PO ID field. Enter "0000001398".
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Step Action

15. Click the Run button.

[ Run ]

Process Scheduler Request

User ID TXTESTFNC19

Run Control ID PO_Printout

Server Name: v Run Date [07/162016  x|[5)
Recurrence v Run Time [1:40:40PM Reset to Current Date/Time

Tmezone| &
Process List

Select Description Process Name Process Type “Type *Format Distribution

PO XMLP Dispatch PO_DISPATCH Bl Publisher Disiribution

®100%

Step Action

16. Click the OK button.

[ ok ]
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Favorites~ | MainMenu~ > CAPPS Reports ~ » Statewide Reports ~ » Purchasing ~ » PO Print Report

Home | Workist | AddtoFavorites | Sign out
ORACLE
New window | Help | Personalize
PO Print Report
PO Print Report
Run Control D PO_Printout Report Manager  Process Monitor Run
Language ® Specified Language O Recipient's Language  process Instance- 1545582
Report Request Parameters Statuses to Include
Business Unit [03200 |3, To @, Approved Dispatched Canceled
Open Pending Completed
PO1D[0000001398 @, seject purchase Order
Miscellaneous Options
Contract SetiD
Contract ID | *Hold Status [NOT On Hold v
Release *Chartfields Valid Chartfields ~|
From Date Select Mulliple PO's Change Orders | Changed and UnChanged Orders ~|

[ Print Changes Only
Print PO Item Description
[ print Duplicate

Through Date
Supplier ID
Buyer
[Iprint BU Comments

@,
Template ID 3 Sort BY | Sort by Line Number v

save | =] Notity [k Add | 7] UpdaterDisplay

< >

®100%

Step

Action

17.

Your report is running. Use the Process Monitor to check on its progress.

Click the Process Monitor link.

Favorites~ | MainMenu~ > CAPPS Reports = » Statewide Reports ~ » Purchasing ~ » PO PrintReport > Process Monitor

Home ‘Worklist Add to Favorites. Sign out
ORACLE’
New Window | Help | Personalize Page | 5
Process List || Server List
View Process Request For
User IDTXTESTFNG1E@,  Type | [Last v| 1 Refresh
sever V] mame @ instance ©

Run Status hd Di: Status hd Save On Refresh

Process List Personalize | Find | View Al | | First @ 15075 % Last

Select Instance  Seq. Process Type Process Name  User Run Date/Time Run Status 2::‘”"“"“" Details
1545582 BI Publisher PO_DISPATCH TXTESTFNC19 07/15/2015 1:40:40PM CDT Success NIA Details
1545580 PSJob POXMLP TXTESTFNC19 07H5/2015 1:16:32PM CDT Success Posted Details
1545574 PSJob POXMLP TXTESTFNC19 07/14/2015 5:26:57PM CDT Success Posted Details
1545570 PSJob POXMLP TXTESTFNC19 07M4/2015 4:30:40PM CDT Success Posted Details
1545563 PSJob POXMLP TXTESTFNC19 07H4/2015 2:09:53PM CDT Success Posted Details

Go back to PO Print Report

Hotify

Process List | Server List

0% v
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Step

Action

18.

"Posted".

Click the Refresh button.
|  Refresh |

The report is almost finished. Refresh the screen until the Distribution Status says

19.

I3o0 back to PO Print Repor]

Click the Go back to PO Print Report link.

Favorites ~
ORACLE
PO Print Report

PO Print Report

Run Control ID PO_Printout

Language | English | @® specified Language O Recipient's Language

Report Request Parameters
Business Unit[03200 @, To a

POID(0D0000T398 @, ggject purchase Order

Main Menu~ > CAPPS Reporis = > Statewide Reports = > Purchasing = > PO Print Report
Home Workdist Add fo Favorites Sign out

New Window | Help | Personalize Page |
3

Process Monitor 300

Statuses to Include

Approved Dispatched Canceled
Open Pending Completed

Contract SefiD ’7 Miscellaneous Options
Contract ID "Hold Status [NOT On Hold V]
Release “Chartfields [ Valid Chartfields v
From Date Select Multiple PO's Change Orders | Changed and UnChanged Orders v/
Through Date [Jprint Changes Only
supplierio[ Print PO Item Description
O Pprint Duplicate
Buyer
[JPrint BU Comments
@,
Template 1D . Sort By [Sort by Line Number v
[5) save |[Gh Retum o Search ||=] Notify [ Add
< P
®100%
Step Action

20.

Click the Report Manager link to view your PO.
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Main Menu~ > CAPPS Reporis = > Statewide Reporis = > Purchasing ~ > PO Print Report > Report Manager

Favorites ~
Home Worldist Add fo Favorites Sign out

ORACLE’

New Window | Help | Personalize Page | [5

List Explorer || Administration Archives

View Reports For

Folder Instance to Refresh
Name Created On ) [Last v 1) [Days W
Reports Personalize | Find | View All (2 [ B First 4 1011 Last
Report Report Description Folder Name Completion Heport frocess
1 Report

Go back to PO Print Report

[ save

List | Explorer | Administration | Archives

®100% ~

Step Action

21. Note: This is one of those steps that is easy to forget. Report Output isn't found on
the first tab, but on the third.

Click the Administration tab.

Administration
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Favorites~ | MainMenu~ > CAPPS Reports = > Statewide Reporis = » Purchasing = » PO Print Report  » Report Manager
Home Worldist

ORACLE’

List Explorer Administration Archives

View Reports For

G 20 0 ST Reteen
Status | v| Foider| v| Instance to
Report List Personalize | Find | View All |0 [ First ¥ 15015 Last
Report Prcs _ Request
Select D Instance Description Date/Time Format  Status Details

07MS/2015  Acrobat
141:25PM  (*.pdf)
OTHS[2015  Acrobat
591402 1545581 PO_DISPATCH - PO_DISPATCHpaf T2 2n b (100 Posted  Details
07H412015  Acrobat
591397 1545575 PO_DISPATCH - PO_DISPATCHRA! 55700 (1708 Posted  Detals
07H4/2015  Acrobat
431:28PM  (pdi)
07M4/2015  Acrobat
2:1028PM  (pd)

591404 1545582 PO DISPATCH - PO DISPATCH pdf Posted  Details

591395 1545571 PO_DISPATCH - PO_DISPATCH pdf Posted  Details

591393 1545564 PO_DISPATCH - PO_DISPATCH pdf Posted  Details

SE\E}E{ All DDE‘SE|EC| All

Click the delete button to delete the selected repori(s)
Go back to PO Print Report
[5) save

List | Explorer | Administration | Archives

Add fo Favorites

New Window | Help | Personalize Page | [5

#,100%

Step Action

22. Click the PO_DISPATCH - PO_DISPATCH.pdf link for the most recent report in

the list.

Purchase Order # 03200 0000001398

Page: 1of 2

Payment Terms: Net 30 Freight Terms: FOB Dest.-  Ship Via:Trucking POC: 0 Date: 07/1:

PO Method: DG Dispatch:

freight

ispatch RevDr:
Seller pays Via Print

PLEASE NOTE: ADDITIONAL TERMS AND CONDITIONS ARE LISTED AT THE END OF THE PURCHASE ORDER.

Vendor: AUSTIN RIBBON & COMPUTER SUPPLIES INC Ship To:
9211 WATERFORD CENTRE BLVD. See Detail Below
STE. 202
UsA
AUSTIN TX 78758
United States

Vendor ID: 1742339797

Purchaser: Buyer] User Bill To: Dive of Champi
Phome: 5125554321 Lubbock TX 79409
Email: United States

Fax:

Email: Not Specified

I Line-Sch __Tine Description Class/Ttem  Quantity UON __ Unit Price Extended Amt Due Date

11 11x17, white paper. 201b, 500 645/21 5.0000 CS 58.99000 294.95
sheets per ream
Ship To TX032-001
405 E. 23rd Street
Austin TX 78712
United States

07/21/2015

Schedule Total

I
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Step

Action

23.

Your dispatched Purchase Order is displayed.

Click the scrollbar.

24.

Click the scrollbar.

25.

Click the scrollbar.

26.

Notice that the PO Viewer opened in a new browser window.

Click the Close Tab (Ctrl+W) button.

Favorites ~ Main Menu~ > CAPPS Reports ~ > Statewide Reports ~ » Purchasing ~ » PO Print Report > Report Manager
Home | Workist = AddioFavorites | Sign out
ORACLE
New Window | Help | Personalize Page | [
List Explorer Administration Archives
View Reports For
User ID| Type| v Last ~ 1 Reiresh
Status| | Folder| v instance to
Report List Personalize | Find | View All |2 |E  First ‘& 1.5 015 Last
Report Prcs ) Request
Select D Instance Description DateTime Format Status Details
. 07572015 Acrobat
501404 1545582 PO DISPA Bl (1ospm  ppap  FOSted  Detais
/
591402 1545581 PO_DISPATCH - PO_DISPATCHpar 07152015 Acobial pogig g
TATASPM  (*.pdi)
07H4/2015  Acrobat
9130 R
591307 1545575 PO_DISPATCH -P0_DIsPATCH par (11 5FJLY 900! Posted  Detals
07M4/2015  Acrobat
9139 R
591395 1545571 PO_DISPATCH - PO_DISPATCH par , 1147010 ROPE! Posted  Detais
;
591393 1545564 PO_DISPATCH - PO_DISPATCHpar 07142015 Acobial ponyy  paggs

210:28PM  (* pd)
4 Select All Deselect All

Click the delete button to delete the selected report(s)
Go back to PO Print Report
[ save

List | Explorer | Administration | Archives

100% ~

Step

Action

27.

Click the Home link.
(AL |

28.

Congratulations, you have successfully completed this exercise.
End of Procedure.

Reserving PO Numbers

Section 3 - Lesson 6, Exercise - Scenario 1 - Reserving a PO Number

Some suppliers require an immediate purchase order number when making an agreement.
This requires you to generate a purchase order number before the purchase order is added to
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the system. The name of the supplier is entered into the system, so that the purchase order
number generated is reserved specifically for that supplier.

CAPPS enables you to reserve the next sequential purchase order number, or range of

numbers,

available for entry at a later time. This topic explains the process to reserve a

purchase order without having to enter the details of the purchase order.

Autonumbering of purchase orders may be created based on a FY prefix (i.e., 1400000001 for
FY14 etc.), or using a text string (i.e., “XYZ”), or from basic autonumbering (the system will
add +1 to the agency’s most recent PO ID).

Procedure
Favorites ~ Main Menu -
Home Worklist Add to Favorites Sign out
ORACLE’ Menu = Search » | Advanced Search
Personalize Content | Layout (2) Help
/' Trusted sites | Protected Mode: Off v ®100% v
Step Action
1. In this topic, you will reserve a purchase order number for a particular supplier,

without entering details of the purchase order.

Click the Main Menu button to navigate to the Purchase Order Reservations
page.
Main Menu -

2. Click the Scroll Down button.
L
3. Click the Purchasing menu.

(3 Purchasing r
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Step Action
4, Click the Purchase Orders menu.
(3 Purchase Orders *
5. Click the Reserve PO IDs link.
|£] ReservePOIDs
6. The Business Unit defaults based on your User Preferences and security.

NEXT in the PO ID field means that the system will assign the next available PO ID
when you save the purchase order.

Click the Add button.
Add

7. The Purchase Order Reservations page enables you to reserve the next sequential
purchase order number for future use, and assign it to a particular vendor.

A purchase order number can be reserved at any time. Notice that the PO ID field
displays NEXT until you save the data.

8. Use the Number of PO's ficld to enter the number of POs that need to be reserved
for this vendor. This defaults to 1.

9. Click the Look up Supplier (Alt+5) button. The asterisk denotes this is a required
field.
OJ

10. Click the ABC Company 003 link.

11. Notice the Supplier ID was pulled in when you selected the supplier.

You may change the supplier after reserving a Purchase Order number but the
Supplier field may not be blank.

A buyer may default automatically based on the Supplier selected.

The Buyer field is optional. In this case, click the Look up Buyer (Alt+5) button.

@

a

12. Click the John Smith link.

99887766554 John Smith

13. The PO Reference field is used to enter text that you want to appear as a default on
the Maintain Purchase Order - Purchase Order page and Purchase Order
Approval pages.

In this case, leave this field blank.
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Step Action
14. You now need to enter the origin of this transaction. An origin identifies a specific

entry point for online or batch entry (e.g. department, division, etc.). You will use
the 222 or Refund of Revenue origin.

Click the Look up Origin (Alt+5) button.
Q@

a

15.

Click the Refund of Revenue link.

22  Refund of Revenue

[+

16.

Click the Save button.

[5] Save

17.

Notice that the system generates a PO ID for the purchase order that you reserved.

The PO now exists in "initial" status, with the vendor's name on it but no other
information recorded. It is ready for the Buyer to edit and process using the normal
Add/Update PO page.

Autonumbering of any subsequent POs entered via normal channels will simply pick
up after the highest reserved PO ID.

18.

Congratulations! You have successfully completed this lesson.
End of Procedure.

Managing Purchase Orders

Entering and Reviewing PO Change Orders

Section 4 - Lesson 1, Exercise - Scenario 1 - Entering and Reviewing PO
Change Orders

Procedure

A PO Change Order should be created any time a PO needs to be changed after it has been
dispatched to the Supplier, unless the change is not defined as a "track change" item on the PO
Change Template.

In this exercise, you will change the quantity on one line and the description on another, and then
reallocate freight charges according to the new line amounts.
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e yYEN Home Worklist Add to Favorites Sign out
Personalize Content | Layout (2) Help
Step Action

1. Begin by opening the PO to be changed.

Click the Main Menu button.
2. Click the Scroll Down button.

A

3. Click the Purchasing menu.

[ 3 Purchasing v]
4, Click the Purchase Orders menu.

[ 3 Purchase Orders v]
5. Click the Add/Update POs menu.

| £ Add/Update POs |
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Favorites ~ Main Menu~ > Purchasing = » Purchase Orders ~ > Add/Update POs
Home | Workist | AddtoFavorites | Sign out
ORACLE’
New Window | Help |
Purchase Order
Find an Existing Value || Add a New Value
Business Unit:[03200 @,
PO ID: NEXT

Add

Find an Existing Value | Add a New Value

Step Action

6. This time we're not creating a new PO. Instead, we're searching for an existing one.

Click the Find an Existing Value tab.

Eind an Existing Value |

7. Click in the PO ID field.
PO ID: | begins with || |
8. The order that needs to be edited is PO #0000001412. (PO numbers are ten digits,

so there are six zeros there.)

Enter the desired information into the PO ID field. Enter "0000001412".

PO ID: | begins with || |
9. Press [Enter].
10. The PO is displayed.

Notice that the current PO status is Dispatched, and that the space under the PO
number is empty. After a Change Order is entered, the most recent version number
will be displayed under the PO ID.

Page 179




©

CAPPS Financials

Centralizad Accounting and Payroll/Personne System

EUT Course

Favorites ~

ORACLE’

Maintain Purchase Order

Main Menu~ > Purchasing = » Purchase Orders ~ > Add/Update POs

Summary Document Type[ ~/|

Purchase
Order Business Unit 03200 TxSmartBuy Purchase Order
POID 0000001412
Header (7
*PO Date Supplier Search
“Supplier Supplier Details
*Supplier ID GRAINGER, ING

*Buyer

Buyert User

PO Reference |

Home Worldist Add fo Favorites Sign out

| New window | Help | Personalize Page | ~

PO Status  Dispatched A
Budget Status  Valid ;DT i)

[ Hold From Further Processing

Doc Tol Status Valid
Backorder Status  Not Backordered

Create Back
Receipt Status Not Recvd

“Dispatch Method

Amount Summary (2

Header Details Activity Summary Merchandise 746.88 ey
PO Defauits Add Comments Freight/TaxMisc. 25.00 ¥
PO Activities Add ShipTo Comments Total Amount 77188 USD
Requisitions Document Status HUB Bid Detaiis Encumbrance Balance 77188 UsD
™ Actions HUB Subcontracting
SpeciallPriority Purchase Types:  NiA [ state use Exception
Add ltems From (7 Select Lines To Display (2
Catalog tem Search Search for Lines Line @ To @, )
Purchasing Kit
Lines (7 Personalize | Find | View Al |1 B First 4 14074
Details || Classitem | Ship To/Due Date | Statuses || ltem Information || Attributes || RFQ | Gontract || Receiving || State Mandate Fields || Texas SmartBuy | [E
Line ltem Description PO Qty *UOM Price Merchandise Status
1 =3 g‘:rfdg‘: Hammer, & b, fiberglass &, 10.0000] EA 27.50000 27500 Approved | 0 [ ®=] VY
< >
Step Action

11.

Click the scrollbar.

12.

Click in the PO Qty field.

Paint Sprayer, indoor/foutdoor low
pressure,

551

210000 =

13.

Enter the desired information into the PO Qty field. Enter "4".

Paint Sprayer, indoor/outdoor low
pressure,

51

[ 1

14.

Press [Tab] so that the line will recalculate.

15.

Click the Yes button.

16.

Next, you need to change the description of an item. You want green buckets

instead of white.

But notice that this field is currently locked and cannot be edited.

17.

To unlock the Description field, you need to go to the Statuses tab and click the

Change button.

Click the Statuses object.

18.

Click the Change Line button on the line to be edited.

A
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Step Action
19. The field is now open to be edited, but this edit field is too small to display the entire

description.
To see the whole description, you can open the Display Description edit box.

Click the Display Description button.

L]
20. Press [Backspace].
21. Press [Backspace].
22. Press [Backspace].
23. Press [Backspace].
24, Press [Backspace].
25. Enter the desired information into the Edit Description field. Enter "Green".
26. Click the Return button.
27. The Description has been changed, although the full text still cannot be seen in this
small edit field.
28. This order has freight charges that were allocated according to the amount on each
line.
Now that the amounts have changed, the allocations should be adjusted.
29. Click the scrollbar to get to the menu where Header-level charges are made.
30. Click the Go to list.
*Go to] ... More .. v
31. Click the 13-Header Misc. Charges list item.
13-Header Misc. Charges
32. The original allocations are no longer proportionate to the current amount on each

line.
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Favorites ~ Main Menu~ > Purchasing = » Purchase Orders ~ > Add/Update POs

Home Worldist Add fo Favorites Sign out

ORACLE
| New window | Help | Personalize Page | T

Maintain Purchase Order
Header Misc. Charges

Business Unit 03200 POID 0000001412 Supplier GRAINGER,-001

Miscellaneous Charges
All Charges
Charge LCOSTS
Current Charge

Find | View Al First '’ 1 0f 1 (*' Last
Allocation Method Matl Value
First' 4 1-4 014"} Last

Charge Amount 25.00 usD
Personalize | Fing | view Al | & | &

Sel Line MemID Description Amount POGQty  Merch Amt Currency \':""E“‘g‘,:““ o [vois
O 1 Sledge Hammer, 8 b, fberglas 920 100000  275.000 USD
o 2 Bucket, 5 Gallon, Green 251 200000  75.000 USD
o 3 Drop Clotn, canvas, & x 12 360  10.0000  256.900 USD
o Paint Sprayer, indoor/outdoor 469 40000  279.960 USD
[WiSelect Al [T Clear Al Allocate
Select All Charges Clear All Charges Allocate All Charges
[5] Save | |G Retum to Search || Notity | |2 Refresh Eh Add

Step

Action

33.

Click the Select All link.

34.

Click the Allocate button.
[ Allocate |

35.

The allocated Amount has been adjusted on each line.

36.

Click the Return to Main Page link.
Return to Main Pagq
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Favorites ~ Main Menu~ > Purchasing = » Purchase Orders ~ > Add/Update POs

ORACLE’

Maintain Purchase Order

Purchase
Order Business Unit 03200 TxSmartBuy Purchase Order
PO ID 0000001412
Header (7
*PO Date Supplier Search

*Supplier
*Supplier ID
*Buyer

PO Reference |

Supplier Details
GRAINGER, INC

Buyert User

Header Details Activity Summary

PO Defaults Add Comments

PO Activilies Add ShipTo Comments

Requisitions Document Status HUE Bid Details

™ Actions HUB Subcontracting

SpeciallPriority Purchase Types:  N/A
Add ltems From (7

Catalog ltem Search
Purchasing Kit

Amount Summary (2

[ state Use Exception

Select Lines To Display (7

Merchandise 38686
Freight/Tax/Misc. 25.00 Calcuk
Total Amount 91185 USD
Encumbrance Balance 77188 UsD
Line @ To @ Refrieve

Search for Lines

Home Worldist Add fo Favorites Sign out

| New window | Help | Personalize Page | T ~

PO Status  Dispatched A x
Budget Status  Not Chi'd =g ﬁ;'\; ;DT i)

[ Hold From Further Processing

Doc Tol Status Valid
Backorder Status  Not Backordered

Create Back
Receipt Status Not Recvd

“Dispatch Method

Lines (7 Personalize | Find | View All | [ First ¢ 140742
Details || Class/item || Ship To/Due Date || Statuses || ftem Information || Attributes || RFQ || Contract | Receiving || State Mandate Fields || Texas Smart Buy | [&
Line ltem Description PO Gty *UOM Price Merchandise Status
1 B g‘:rfdg‘: Hammer, & b, fiberglass &, 10.0000] EA 2750000 275.00 Approved (0 [F H] VY
< >
Step Action

37.

Click the scrollbar.

38.

Click the Save button.

39.

Click the scrollbar.

40.

The PO is now labeled with a Change Order number. Only the latest version of a
PO should be considered valid, although older versions can be viewed for reference.

41.

Now the order needs to be re-approved and re-Budget Checked Also, since these
changes need to be communicated to the Supplier, it should be re-Dispatched.

Click the Approve button.

|

42.

Click the Budget Check button.

43.

The changed order has passed Budget Check and Document Tolerance validation.
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Step Action

44. If the changes on the PO were not also made on the approved requisition, the
Document Tolerance check might fail. This will result in a Doc Tol Status that
says Error.

If you try to Dispatch the order at this point, you will get the message shown below,
reminding you that the Document Tolerance is not valid, and you will not be able to
proceed with the Dispatch.

(This screen from a different transaction is being shown for reference only -- your
transaction is valid!)

45. Click the Dispatch Method Required button.

Dispatch Options

["]use One ship To Ship To TX032-003

Dispatch Options:

Fax Cover Page [ 7est Dispatch
[Jprint BU Comments.

ServerName|  |@ [ Print Duplicate on PO

*Qutput Destination Type [ Print Changes Only

Print PO Iltem Description

Output Destination Format [Jerint Copy
Template ID @,

Step Action

46. Click the OK button.

[ ok ]
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Message

Would you like to wait for confirmation that the PO Dispatch process has completed? (10208,44)

Your request is currently in process. I you choose to wait, once the process has completed, you will be returned to the updated PO. ITyou choose not to wait, please check
the Process Monitor to verify that the scheduled process has completed before accessing the PO being dispatched.

e ]

Step Action
47. Click the Yes button.
48. Now that your PO Change Order has been dispatched, you can run a PO Print
Report to view it and print it if necessary.
Click the Main Menu button.
49. Click the CAPPS Reports menu.
|3 caPPs Reports '
50. Click the Statewide Reports menu.
| &3 statewide Reporis 'l
51. Click the Purchasing menu.
| 3  Purchasing "l
52. Click the PO Print Report menu.

|E PO Print Report |
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Favorites~ | Main Menu~ > CAPPS Reports - » Statewide Reports ~ » Purchasing - > PO Print Report

ORACLE’

PO Print Report
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value | Adda New Value
Search Criteria
Search by:  Run Control ID begins with |

[Jcase sensitive

Search |Advanced Search

Find an Existing Value | Add a New Value

Home

‘Worldist

Add fo Favorites Sign out

New Window | Help | /=

Step

Action

53.

Click the Add a New Value tab.
Add a New Value |

54.

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

Run Control ID:|

55.

Click the Add button.
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Favorites~ | MainMenu~ > CAPPS Reporis ~ > Statewide Reports ~ » Purchasing ~ » PO Print Report
Home Worldist Add fo Favorites Sign out

ORACLE’

New window | Help | Personalize Page | T
PO Print Report

PO Print Report

Run Control ID Change_po Report Manager  Process Monitor [ty
Language |English | @ Specified Language O Recipient's Language
Report Request Parameters Statuses to Include
Business Unit @, To @, [ Approved [ pispatched [canceled
[CJopen [Jpending [Icompleted
poio . Select Purchase Order

Miscellaneous Options

Contract SetiD @,
Contract ID e *Hold Status [On Hold AND Not On Hold v
Release @ *Chartfields | Recycled AND Valid Chartfields ~|
From Date Bl Select Multiple PO's Change Orders | Changed and UnChanged Orders ~|
Through Date [ [ Print Changes Only
Supplier ID @ Print PO Item Description
[ print Duplicate
Buyer [e%
[Iprint BU Comments
a,
Tempiate 1D : Sort By [Sort by Line Number v
5| Save | |[=] Notify Es Add Update/Display
&
< >
Step Action

56.

The system will not find your PO, even with the correct PO ID number, unless the
Business Unit is also entered. Other Business Units may be using the same PO
numbers.

Click the Look up Business Unit (Alt+5) button.

=

57.

Select your Business Unit.

Click the 03200 link.

S8.

Enter the desired information into the PO ID field. Enter "0000001412".

Po[ ]

59.

Click the 0000001412 object.

60.

Click the Run button.
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User ID TXTESTFNC19

Run Control ID Change_po

Saved | A

Server Name v
Recurrence v

Tmezone| &
Process List
Select Description

PO XMLP Dispatch

Process Name
PO_DISPATCH

Run Date [08/10/2015 x [

Run Time |7:20:47PM Reset to Current Date/Time

Process Type
Bl Publisher

“Type *Format Distribution

Oitton

Step

Action

61.

Verify that the Process is selected, and then click the OK button.

[ ok ]

ORACLE"

Home | Workist | AddtoFavorites | Sign out

PO Print Report
PO Print Report

Run Control IDChange_po

Language |English ™| @ Specified Language O Recipient's Language

Report Manager

New Window | Help | Personalize Page |

Erocess Wontor

Process Instance: 1545068

Report Request Parameters
R Y

PO ID[0000001412 1@, goiart pyurchase Order
Contract SetiD

Contactio[ |
Release

From Date[ Select Muitiple PO's
Through Date
Supplier ID

Buyer l—

Tempated| @

Statuses to Include
[ Approved [ Dispatched ["lcanceled
[“Jopen ["lPending "l Completed
Options
*Hold Status [NOT On Hold v
*Chartfields Valid Chartfields ~|
Change Orders | Changed and UnChanged Orders ~|
[ Print Changes Only
Print PO Item Description
[ print Duplicate
[Iprint BU Comments
‘Sort BY Sort by Line Number ~
Update/Display
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Step

Action

62.

Click the Process Monitor link.

Process Mo

63.

When the process is complete, the Run Status will be Success and the Distribution
Status will be Posted.

Favorites - Main Menu~ > CAPPS Reports ~ > Statewide Reports ~ » Purchasing ~ » PO Print Report > Process Monitor

Home | Workist | AddtoFavortes | Sign out
ORACLE

New Window | Help | Personalize Page | (&
Process List || Server List

View Process Request For

User IDTXTESTFNC1E@,  Type | [ Last v| 1
Sever| ™| MName @, Instance fo
RunsStatis| ___ w|  Di status [ | [<]saveOn Refresh
Process List Personalize | Find | View Al | [[E  First 4 110 0710 Last
Select Instance  Seq. Process Type Process Name  User Run Date/Time Run Status 2:::8:’“"0" Details
1545068 Bl Publisher PO_DISPATCH TXTESTFNC13 081102015 7:20.47PM CDT Initiated NiA Details
1545966 PSJob POXMLP TXTESTFNC19 08012015 7:18:58PM CDT Success Posted  Details
1545962 FSJob POXMLP TXTESTFNC19  08H0/2015 637-19PM CDT Success Posted  Details
1545060 PSJob POXMLP TXTESTFNG1S 08H0/2015 6:24:40PM CDT Success Posted  Details
1545957 PSJob POXMLP TXTESTFNC19 0811012015 6:17:48PM CDT Success Posted  Detals
1545952 81 Publisher PO_DISPATCH TXTESTFNC19 08/10/2015 3-17:21PM CDT Success Posted  Details
1545047 PSJob POXMLP TXTESTFNG1S 08H0/2015 128:22PM DT Success Posted  Details
1545925 PSJob POXMLP TXTESTFNC19 081012015 :15:40AM CDT Success Posted  Details
1545922 FSJob POXMLP TXTESTFNC19  08H0/2015 &05:06AM CDT Success Posted  Details
1545020 PSJob POXMLP TXTESTFNG1S 08H0/2015 7:58.04AM CDT Success Posted  Details

Go back to PO Print Report

[5) save || =] Notify

Process List | Server List

Step

Action

64.

This may take a few minutes, depending on current server processing loads.

Click the Refresh button.
[ "Refresh  {

65.

Click the Refresh button.
[ "Refresh  {

66.

Processing is complete. Now go back and review the printout.

67.

There's a shortcut here at the bottom of the screen.

Click the Go back to PO Print Report link.
Go back fo PO Prini Repor]
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ORACLE’

PO Print Report
PO Print Report

Run Control ID Change_po
Language [English v

Report Request Parameters

Business Unit (03200 |@, To a
POID 0000001412 &, ggjoct purchase Order
Contract setiD[
Comtract[
Release[
FromDate[—
Through Date[
supplierio[
Buyer[

Select Multiple PO's

[& Return 1o Search Notify

@ Specified Language O Recipient's Language

Template ID @

Favorites~ | MainMenu~ > CAPPS Reports ~ » Statewide Reports ~ » Purchasing ~ » PO Print Report

Home Workdist

New Window | Help | Personalize Page | (&

Report Manager  Process Monitor 300

Statuses to Include

Approved

Add fo Favorites

Sign out

Dispatched Canceled
Open Pending Completed
Miscellaneous Options
“Hold Status [NOT On Hold v
“Chartfields [Valid Chartfields v
Change Orders | Changed and UnChanged Orders v

[IPprint Changes Only
Print PO Item Description

O Pprint Duplicate

[JPrint BU Comments

Sort By [Sort by Line Number

[Eh Add

< >
.
Step Action
68. Click the Report Manager link.
eport Manage
Favorites ~ ‘ Main Menu~ > CAPPS Reports ~ » Statewide Reports ~ » Purchasing ~ » PO Print Report > Report Manager
Home | Workist | AddtoFavorites | Sign out
ORACLE’
New Window | Help | Personalize Page | [F
List || Explorer || Administration | Archives
View Reports For
Instance to Refresh
Created On ) [Last v 1 [Days W
Reports Personalize | Find | View All |2 | B First ' 10f 1 Last
Report Report Description Folder Name S:g}’r'ﬁ:l‘:" ﬁfpm :-::::
1 Report

Go back to PO Print Report

Save

List | Explorer | Administration | Archives
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Step Action

69. Remember, the list of reports is not on the first tab.

Click the Administration tab.

Administration

Favorites~ | MainMenu~ > CAPPS Reports - > Statewide Reports = » Purchasing = > PO Print Report  » Report Manager
Home ‘Worklist

ORACLE’

List Explorer Administration Archives

View Reports For

Status V] Folder| | instance to
Report List Personalize | Find | View All | [ B First (4 1-10 0f 10 Last
select ‘r‘l‘;pm :::'ZME Description E:l‘j.?f;a Format Status  Details
591709 1545068 PO DISPATCH - PO DISPATCH.par 001102015 Acobial pogyy  paggis

THAPM (“pd)
08M0/2015  Acrobat
7:19:25PM  (*.pdi)
08M0/2015  Acrobat
6:37:56PM  (*.pd)
08HO2015  Acrobat
591703 1545961 PO_DISPATCH - PO_DISPATCHIM! ¢ oon, " (1700 Posted  Details
08H0/2015  Acrobat
6:18:33PM  (pdi)
08M0/2015  Acrobat
318:18PM (D
08M0/2015  Acrobat
1:20:05PM  (.pd)
08HO2015  Acrobat
591680 1545926 PO_DISPATCH - PO_DISPATCHM! o cio, " (1700 Posted  Detals
08M0/2015  Acrobat
S05:46AM  (*pdi)
08M0/2015  Acrobat
7:58:48AM  (.pd1)

591707 15459067 PO_DISPATCH - PO_DISPATCH pdf Posted  Details

591705 1545963 PO_DISPATCH - PO_DISPATCH pdf Posted  Details

591701 1545958 PO_DISPATCH - PO_DISPATCH pdf Posted  Details

591696 1545052 PO_DISPATCH - PO_DISPATCH pdf Posted  Details

591692 1545948 PO_DISPATCH - PO_DISPATCH pdf Posted  Details

591678 1545923 PO_DISPATCH - PO_DISPATCH pdf Posted  Details

591676 1545921 PO_DISPATCH - PO_DISPATCH pdf Posted  Details

SE\E}E{ All DDE‘SE|EC| Al

Click the delete button to delete the selected repori(s)
Go back to PO Print Report
[5) save

List | Explorer | Administration | Archives

Add to Favorites

Sign out

New Window | Help | Personalize Page | 5

Step Action

70. Click the PO_DISPATCH - PO_DISPATCH.pdf link.
FO_DISPATCH-FO _DISPATCH pd]

71. The printout now has Change Order in the header.
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Purchase Order # 03200 0000001412

CHANGE ORDER - REPRINT

Page: 10of 2

Payment Terms: Net 30 Freight Terms: FOB Dest.-
Seller pays

freight

Ship Via: Trucking PCC: 0 Date: 08/07/15 PO Method: DG Dispatch: Dispatch RevDt: 08/10/15

Via Print

PLEASE NOTE: ADDITIONAL TERMS AND CONDITIONS ARE LISTED AT THE END OF THE PURCHASE ORDER.

Vendor: GRAINGER. INC Ship To: TX032-003

7950 RESEARCH BLVD STE 101 198 Joe Routt Blvd.

UsA College Station TX 77843

AUSTIN TX 78758 United States.

United States
Vendor ID: 1361150280
Purchaser: Buyer] User Bill To: Drive of Champiens
Phone: 512/555-4321 Lubbock TX 79409
Email: United States.

Fax:
Email: Not Specified
I Line-Sch__ Line Descn’Eﬁnn Class/Item Quantity UONM Unit Price Extended Amt Due Date I
1-1 Sledge Hammer. 8 1b, 445/38 10.00 EA 2750 275.00 08/07/2015
fiberglass handle
Schedule Total
ReqID:
0000000101
x x x wa T o1 b
.
Step Action

72.

Scroll down to review the document.

Click the AVPageView scrollbar.

73.

Notice that the items that were changed are now in bold print.

This bucket was changed from White to Green.

74.

Click the AVPageView scrollbar.

75.

This quantity was changed from 2 to 4, causing the Amount to update as well.

Both of these changed numbers appear in bold print.

76.

Click the AVPageView scrollbar.

T7.

The PO opened in a new browser tab.

Click the Close Tab (Ctrl+W) button.

x
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Select All DDES:EIECI Al

Click the delete button to delete the selected report(s)
Go back to PO Print Report

[ save

to

First 4 1-10 of 10} Last

Status

Posted

Posted

Posted

Posted

Posted

Posted

Posted

Posted

Posted

Posted

Details

Details

Details

Details

Details

Details

Details

Details

Details

Details

Details

Favorites~ | MainMenu~ > CAPPS Reporis ~ » Statewide Reporis = » Purchasing ~ » PO Print Reporl
ORACLE’
List || Explorer || Administration | Archives
View Reports For
User ID| Type| ~ | Last ~
Status | v| Foider| v| Instance
Report List Personalize | Find | View All | C0 | B
Select Jeport e e Descrintion et Format
501709 1545968 PO_DISPATCH - PO_DISPATCH.pdf '73:3; ”ﬁg;: ?_C;::a‘
581707 1545967 PO_DISPATCH - PO_DISPATCH.pdf _281’;“2/22; E}C;:%a‘
591705 1545963 PO_DISPATCH - PO_DISPATCH.pdf g%’;ﬂﬁjggﬁ E:C;;%a‘
501703 1545961 PO_DISPATCH - PO_DISPATCH.pdf ggz’;”z/gm ’E’ji:‘:}a‘
501701 1545958 PO_DISPATCH - PO_DISPATCH.pdf gi’;%gﬁ ’E’,“;:%a‘
501696 1545952 PO_DISPATCH - PO_DISPATCH.pdf ga’;ﬂiggﬁ E:C;;%a‘
501602 1545948 PO_DISPATCH - PO_DISPATCH.pdt Egz’;”égm ’E’ji:‘:}a‘
501680 1545926 PO_DISPATCH - PO_DISPATCH.pdf gi’;”{égﬁ ’E’,“;:%a‘
501678 1545923 PO_DISPATCH - PO_DISPATCH.pdf gan’;%gﬁ E:C;;%a‘
501676 1545921 PO_DISPATCH - PO_DISPATCH.pdf ggéﬂgmj ’E’ji:‘:}a‘

Home

> Report Manager

Worldist Add fo Favorites Sign out

New Window | Help | Personalize Page | [5

Refresh

Step Action

78.
Changes Orders.

Home

Click the Home link to return to the Main Menu,

If you want to view the history of changes to a PO, you can review them in Manage
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Home ‘Worklist Add to Favorites Sign out

ORACLE All - Search » | Advanced Search

Personalize Content | Layout

Step Action
79. Click the Main Menu button.
80. Click the Scroll Down button.
-
81. Click the Purchasing menu.
[ 3 Purchasing v]
82. Click the Purchase Orders menu.
| &3 Purchase Orders v]
83. Click the Manage Change Orders menu.
[ 73 Manage Change Orders v]
&4. Click the Review Change History menu.
| E] Review Change History |
85. Click in the PO Number field.
PO Number: | begins with || |
86. Enter the desired information into the PO Number field. Enter "0000001412".
PO Number: | begins with V[ |
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Step

Action

87.

Click the button.

Search

88.

Any changes made as part of a batch could be reviewed on the Batch tab.

89.

Click the Header Changes tab.

Header Changes

90.

This tab displays the history of changes made to Header information, such as Buyer,
Special/Priority Purchase Types, HUB Bidder information, or transaction dates.

None of the changes you made earlier in this exercise affect the Header, therefore no
changes appear on the Header Changes tab.

91.

Click the Line Changes tab.

Line Changes

92.

The Line Changes tab lists changes that were made to non-budget related
information at the line level.

On Line 2, you changed the color of the bucket from White to Green, so that change
is listed here.

93.

Click the Ship Changes tab.
Ship Changes

94.

Changes that affect the budget, such as price or quantity, are listed on the Ship
Changes tab.

On Line 4 of this PO, you changed the Quantity from 2 to 4, which also affected the
Merchandise Amount on the line. Those changes are displayed here.

95.

Additional information about Change Orders can be viewed by navigating to the PO
Change Orders page.

Click the Manage Change Orders button.
|Manaqe Change Orders vl

96.

Click the Review Change Orders menu.

| |Z| Review Change Orders

97.

Again, there were no changes to the PO Header, so click the Line Changes tab.

| Line Changes
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Step Action
98. Click the View All link to see all 12 changes.
Click the View All link.
99. The Review Change Orders screen shows you both the original Version 0 value and

the revised Version 1 value, so that you can see that the color on Line 2 was changed
from White to Green.

100. Click the Ship Changes tab.
| Ship Changes |

101. Click the View All link.

102. The Ship Changes tab also shows the old and new versions, so that you can see the
change that was made to the Amount and Quantity.

103. Click the Home link.
L

104. Congratulations! You have successfully completed this exercise.

End of Procedure.

Finalizing POs
Section 4 - Lesson 2, Exercise - Scenario 1 - Finalizing POs

Procedure

This exercise demonstrates the process for Finalizing a PO to release Pre-Encumbrances on a
requisition, and Un-Finalizing to reverse the transaction.

Step Action

1. In this scenario, you (the Buyer) have just finished entering PO #0000001412 for
some equipment.

As you can see, the PO has been approved and Budget Checked. The PO total and
Encumbrance amount is $746.88.

2. But you know that the original requisition amount was more than that. Your skillful
shopping allowed you to get better prices than expected. (Good for you!)

For example, on the Requisition, the sledge hammers were priced at $40 each, but
your supplier has them on sale for $27.50. So you changed the price on the line after
you copied it over from the requisition.
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Step

Action

3.

Since the full approved amount of the requisition was pre-encumbered, but a lesser
amount was liquidated and encumbered by the PO, the difference remains pre-
encumbered, tying up budget funds that could be used elsewhere.

Home Worldist

Favorites~ | MainMenu~ > Purchasing ~ > Purchase Orders ~ » Add/Update POs
ORACLE’
CopyFrom[ %]  Summary Document Type -
Header (2

*PO Date 08/07/2015
*Supplier GRAINGER,-001

Supplier Search
Supplier Details
GRAINGER, INC

*Supplier ID 1361150280

£ Lol

*Buyer TXTESTBUYR1 Buyer1 User

PO Reference

Header Details Activity Summary

PO Defaults Add Comments

PO Activities Add ShipTo Comments
Requisitions. Document Status

« Actions

Special/Priority Purchase Types:  N/A

Add ltems From (2

Lines (7

Details

Line

Classiltem

Catalog
Purchasing Kit

Item Search

Ship To/Due Date || Statuses | ltem Information

item Description

&
&
&
(a]

[Paint Sprayer, <1 &

LO LO LO ;O

View Printable Version

[5] save | [@ Retumto Search ||[Z] Mofify || Refresh

[ Hold From Further Processing

Doc Tol Status Valid

Receipt Status Not Recvd

*Dispatch Method

Amount Summary (7

Merchandise
FreightTax/Misc.
Total Amount
HUB Bid Details Encumbrance Balance
HUB Subcontracting
[ State Use Exception

Select Lines To Display (7

Search for Lines Line @,

Personalize | Find | View All | &2 | B
State Mandate Fields

Aftributes || RFQ || Contract || Receiving
PO Qty *UOM Price
10.0000| [EA |, 27.50000
20.0000] [EA @, 3.75000
10.0000] [EA |@y 25.69000
20000 [EA @, 69.99000

Addto Favorites | Sign out
Dispatc
746.88
0.00 Calcula
746.88 USD
74688 USD
To [ Refrieve

First 4 1-4 0742/
Texas Smart Buy | =

Merchandise
ount Status

275.00 Approved | =

75.00 Approved () [+]

256.90 Approved | (2 3]

13008 Approved | €2 3]
>

Action

Click the Home link to go take a look at the requisition.

(L
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Favorites . Main Menu

Home ‘Worklist Add to Favorites Sign out

ORACLE’

Personalize Content | Layout (2) Help

Step Action

5. If you have access to the Manage Requisitions screen in eProcurement, you can
review Pre-Encumbrances there.

Click the Main Menu button.

6. Click the eProcurement menu.

[ 74 eProcurement v

7. Click the Manage Requisitions menu.

[ Manage Requisitions |

8. This is the requisition you copied. As you can see, the total amount of the
requisition was $960.00.

But the total on the PO you just entered was $746.88.
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Faveorites ~ Main Menu ~ > - > Manage R

Home ‘Worklist Add to Favorites. Sign out

ORACLE’

New window | Help | Personalize Page | T
Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button_

Business Unit 03200 @, Requisition Name
Requisition ID @ Request State [All but Complete ~ Budget Status
Date From [07/31/2015 El Date To 08/07/2015 El Origin @
Requester TXTESTROST! @, Entered By @ POID
Search Clear Show Advanced Search

Requisitions (7

To view the Iifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Req ID Requisition Name BU Date Request State Budget Total
0000000101 Construction tools 03200  08/07/2015 PO(s) Created Valid 950.00 USD | <Select Action> v 6o
0000000090 JMS chg req 03200 07/3172015 PO(s) Dispatched Not Chicd 19.08 USD [ <Select Action> v 6o
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report
< >

Step Action

9. Click the Expand Section button.

]

10. This leaves a Pre-Encumbrance Balance of $213.12.

Finalizing the PO will clean up this leftover balance.

11. Click the Main Menu button.

12. Click the Scroll Down button.

k4

13. Click the Purchasing menu.
| 3  Purchasing ’l

14. Click the Purchase Orders menu.
| (3  Purchase Orders ’l

15. Click the Add/Update POs menu.
|El  Adaupdate POs |
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Faveorites ~ Main Menu ~ > Purchasing ~ > Purchase Orders ~ > Add/Update POs
=y Home ‘Worklist Add to Favorites Sign out
New Window | Help | &
Purchase Order
Business Unit:[03200 @,
Add
Find an Existing Value | Add a New Value
Step Action
16. Click the Find an Existing Value tab.
Find an Existing Value
17. Enter your PO number into the PO ID field.
Enter "0000001412".
PO ID: | begins with ] |
18. Click the Search button.
19. The Finalize button is an icon that appears on the Budget Status line, after the PO
has been approved.
20. The green icon next to it is the Un-Finalize button, which reverses the process.
These buttons are located in the document's Header region. Using these icons will
affect the entire PO, finalizing (or un-finalizing) all requisition lines on this PO.
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Faveorites ~

ORACLE"

Maintain Purchase Order

Purchase
Order Business Unit 03200 TxSmartBuy Purchase Order PO status  Approved X
POID 0000001412 Budget Status  Valid BB
Copy me Summary Document Type hd [ Hold From Further Processing
Header (2
“PO Date 08/07/2015 E]  Supplier Search Doc Tol Status Valid
*Supplier BRAINGER 001 x|, gy ppjjer Details
*Supplier ID 1361150280 @, GRAINGER, INC Receipt Status  Not Recvd

“Buyer TXTESTBUYR1 @,
PO Reference

Header Details
PO Defaults
PO Activities
Requisitions

- Actions

SpecialiPriority Purchase Types:  NIA

Add ltems From (2

Catalog Item Search

Purchasing Kit

Lines (7

Buyer1 User

Activity Summary

Add Comments

Add ShipTo Comments
Document Status

Main Menu ~ > Purchasing ~ > Purchase Orders ~ > Add/Update POs

Home ‘Worklist

| New Window | Help | Personalize Page | ~

Dispatc
*Dispatch Method I

Amount Summary (2

Merchandise
FreightiTax/Misc.
Total Amount
HUB Bid Details Encumbrance Balance
HUB Subcontracting
[ state Use Exception

Select Lines To Display (7
Search for Lines Line @ To

Personalize | Find | View All | 22 | B

Add to Favorites. Sign out

74688
0.00 Calcula.

74688 USD
746.88 USD

[ Retrieve

First 4 1-4074 /|

Details || Classitem || Ship To/Due Date || Statuses | Item Information || Aftributes || RFQ || Contract || Receiving || State Mandate Fields || Texas SmartBuy | [F
Line ltem Description PO Qty *UOM Price Merchandise staus
1 ) @ [Siedae Hammer, 8 1o, |27 [} 10.0000| [EA |@ 27.50000 275.00 Approved | 2 [B [®]
2 B @, [Bucket 5 Gallon, % [ 54 20.0000) [EA |@, 3.75000 75.00 Approved OO [B E] e
< >
Step Action

21.

Click the scrollbar.

22.

The Finalize process can also be performed on a line-by-line basis.

Click the Line Details button.

23.

On the requisition, the hammers were expected to cost $40 each, but you got them

for $27.50. The total savings for all 10 is $125.00.
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Details for Line 1

POID 0000001412 Supplier GRAINGER -001
Line 1 Item 1D

Line Details

NIGP Class 445 Backorder Status Not Backordered Line Status Approved
NIGP Class Descr N

NIGP Item Q Hammers, Mallets, Crow Bars, Pinch Bars, Pry Bars, Ripping Bars, Sledges, Wrecking Bars, All Types

. Amount Summal
Amount to Receive 275.000 [ unitize y

Quantity to Receive 10.0000 usp Merchandise Amount 275 00 usp
Doc. Base Amt  275.00 usD
pccl0 [&  Exempt- Legal Cile

Required

Purchasing Method Q Delegated Purchase

Open Requisition Cross Ref

ion Item Descripti
Sledge Hammer, 8 Ib, fiberglass handle |@

Preferred Language Item Description

Expand Al Collapse Al
} item Information

¥ Attributes

} RFQ

¥ Contract

» Receiving

Step

Action

24.

Finalizing this line will remove the $125 left-over pre-encumbrance that is related to
the hammers.

Click the Finalize Line button.
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Message

‘This action will finalize all eligible distributions for this line. Continue? (10200,337)

Step

Action

25.

Click the Yes button.

26.

Scroll back up to the top.

27.

Notice that the Budget Status has reverted back to "Not Chk'd". Since this action
affects the budget, it has to be Budget Checked to take effect.

Click the Budget Check button.

28.

The Budget Status is Valid again.
Go back to the requisition to see the effect.

Click the Main Menu button.

29.

Click the eProcurement menu.

| 3  eProcurement ’l

30.

Click the Manage Requisitions menu.
| Manage Requisitions |
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Favorites - | Main Menu~ > eProcurement - > Manage Requisitions

ORACLE’

Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button_

Home Worklist

New window | Help | Personalize Page | T

Add fo Favorites.

Sign out

Business Unit 03200 x @, Requisition Name
Requisition ID @, Request State [All but Complete ~ Budget Status
Date From [07/31/2015 E] Date To[08/07/2015 E] Origin @
Requester TXTESTROST1 _|@, Entered By @, POID
Search Clear Show Advanced Search
Requisitions (7
To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Req 1D Requisition Name BU Date Request State Budget Total
0000000101 Construction tools 03200  08/07/2015 PO(s) Created Valid 960.00 USD | <Select Action= V| Go
0000000090  JMS chg req 03200  07/31/2015 PO(s) Dispatched Not Chi'd 19.08 USD | <Select Action> v| Go
Create New Requisition Review Change Request Review Change Tracking Manage Receipts Requisition Report
< >
Step Action

31.

Click the Expand Section button.

]

32.

The previous Pre-Encumbrance Balance of $213.12 has been reduced by $125, as

expected.

33.

Now go back and take care of the rest of it.

Click the Main Menu button.

34.

Click the Scroll Down button.

k4

35.

Click the Purchasing menu.

| 3 Purchasing

36.

Click the Purchase Orders menu.

| L Purchase Orders

37.

Click the Add/Update POs menu.

|El  Addupdate POs
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Faveorites ~ Main Menu ~ > Purchasing ~ > Purchase Orders ~ > Add/Update POs
Home ‘Worklist Add to Favorites. Sign out

ORACLE’
New Window | Help | &

Purchase Order

Find an Existing Value Add a New Value

Business Unit:[03200 @,
PO ID: NEXT

Add

Find an Existing Value | Add a New Value

Step Action

38. Click the Find an Existing Value tab.

Find an Existing Value |

39. Click in the PO ID field.
PO ID: | begins with || |
40. Enter the desired information into the PO ID field. Enter "0000001412".
PO ID: | begins with | |
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Faveorites ~

ORACLE"

Maintain Purchase Order

Purchase
Order Business Unit 03200
POID 0000001412
Header (2
“PO Date 08/07/2015 ol

*Supplier [BRAINGER,-001 x @,

*Supplier ID 1361150280 @,

Main Menu ~ > Purchasing ~ > Purchase Orders ~ > Add/Update POs

TxSmartBuy Purchase Order

Supplier Search
Supplier Details
GRAINGER, INC

Summary Document Type v

Home ‘Worklist Add to Favorites. Sign out

| New Window | Help | Personalize Page | ~

PO Status  Approved x
Budget Status  Valia i B

[ Hold From Further Processing

Doc Tol Status Valid

Receipt Status Not Recvd

"""""""" Dispatc
*Dispatch Metnod [Print_ ~/|
“BuyerTXTESTBUYRT _ |@,  Buyer? user "
PO Reference Amount Summary (7
Header Details Activity Summary Merchandise 746.88 —
PO Defaults Add Comments FreightTax/Misc. 0.00
PO Activities Add ShipTo Comments Total Amount 746.88 USD
Requisitions: Document Status HUB Bid Details Encumbrance Balance 746.88 USD
- Actions HUB Subcontracting
SpecialiPriority Purchase Types  N/A [ state use Exception
Add Items From (2 Select Lines To Display (7
Catalog Item Search Search for Lines Line @ To @ Refrieve
Purchasing Kit
Lines (2 Personalize | Find | View All |20 | B First 4 140142/ |
Details || Classitem || Ship To/Due Date || Statuses | Item Information || Aftributes || RFQ || Contract || Receiving || State Mandate Fields || Texas SmartBuy | [F
Line Item Description PO Qty *UOM Price Merchandise staus
1 B @, Sledge Hammer, 8 1o, & [ 551 10.0000| [EA @ 27.50000 275.00 Approved | 2 [B [®]
= = v
2 B @, [Bucket 5 Galion BE 551 20.0000| [EA J@ 3.75000 75.00 Approved | O [ [H
< >
Step Action

41.

Note: It is possible that some of the lines on this PO came from a different

requisition. Finalizing at the Header level finalizes all lines on this requisition,

regardless of where they came from.

Click the Finalize Document button to finalize all remaining lines on the PO.

i

42.

Click the Yes button.
Yes

43.

Don't forget to Budget Check!

Click the Budget Check button.

44,

Click the Main Menu button.

45.

Click the eProcurement menu.

| J  eProcurement

d

46.

Click the Manage Requisitions

menu.

| |j Manage Requisitions

47.

The Pre-Encumbrance Balance has been cleared out.
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Faverites - Main Menu - > eF ~ » Manage Requisiti

ORACLE’

Manage Requisitions

Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Home Worldist

New Window | Help | Personalize Page | I ~

Sign out

Business Unit 03200 @, Requisition Name
Requisition ID @, Request State [All but Complete v Budget Status
Date From [07/31/2015 £l Date To 08/07/2015 £l Origin
Requester TXTESTRQST1 @ Entered By @ PoID
Search Clear Show Advanced Search
Requisitions (2
To view the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go
Req D Requisition Name: BU Date Request State Budget Total
0000000101  Construction tools 03200  08/07/2015 PO(s) Created Valid 960.00 USD | =Select Action> v e
Requester Requestor! User Entered By Functional19 User Priority Medium
Pre-Encumbrance Balance 0.00 USD
¥ 1=
Requisilion Approvals Inventory Furchase Requent Receiving Retums Invoice Payment
Request Lifespan:
Line Information Personalize | Find |2 |E  First ¥ 14074 % Last
Line Description Status Price Quantity uom Supplier
1 2" Sledge Hammer, 8 Ib, fibergl.. PO Created 40.00000 USD 10.0000 EA X
2 2" Bucket, 5 Gallon, white PO Created 5.00000 USD 20.0000 EA X
3 2" Drop Cloth, canvas, 9 x 12'... PO Created 30.00000 USD 10.0000 EA X
4 & Paint Sprayer, indoorfoutdoo. PO Created 80.00000 USD 2.0000 EA X
=
Step Action

48.

Click the Main Menu button.

The Finalize process can be reversed if necessary, restoring the Pre-Encumbrance.

49.

Click the Scroll Down button.

k4

50.

Click the Purchasing menu.

| (3  Purchasing

51.

Click the Purchase Orders menu.

| (1 Purchase Orders

52.

Click the Add/Update POs menu.

|E  Addupdate POs
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Faveorites ~ Main Menu ~ > Purchasing ~ > Purchase Orders ~ > Add/Update POs
Home ‘Worklist Add to Favorites. Sign out

ORACLE’
New Window | Help | &

Purchase Order

Find an Existing Value Add a New Value

Business Unit:[03200 @,
PO ID: NEXT

Add

Find an Existing Value | Add a New Value

Step Action
53. Click the Find an Existing Value tab.
Find an Existing Value |
54, Click in the PO ID field.
PO ID: | begins with || |
55. Enter the desired information into the PO ID field. Enter "0000001412".
PO ID: | begins with || |
56. Press [Enter].
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>
Home | Workist | AddtoFaverites | Sign out
ORACLE"
| New Window | Help | Personalize Page

Maintain Purchase Order

Purchase

Order Business Unit 03200 [ TxsmartBuy Purchase Order PO Status Approved X

POID 0000001412 Budget Status  Valid BB
CopyFrom[ ] Summary Document Type [J Hold From Further Processing

¥ Header (2

*PO Date 08/07/2015 ) Supplier Search Doc Tol Status Valid
“Supplier [BRAINGER-001 x|, g nojier Details

*Supplier ID 1361150280 GRAI INC Receipt Status Not Recvd
" i N *Dispatch Method [ oisoac
“Buyer TXTESTBUYR1 _ |&,  Buyer User

PO I Amount Summary (7}
Header Details Activity Summary Merchandise 746.38
PO Defaults Add Comments FreightiTax/Misc. 0.00 @
PO Activities. Add ShipTo Comments Total Amount 74688 USD
Requisitions: Document Status. HUB Bid Details Encumbrance Balance 746.88 USD
- Actions HUB Subcontracting
SpeciallPriority Purchase Types:  NIA [] state Use Exception

Add ftems From (%) Select Lines To Display 2/

Catalog Item Search Search for Lines Lne| & To| @
Purchasing Kit

Lines (7)

Personalize | Find | View Al |20 | B First 4 140142 1

| Details || Classiitem || ship To/Due Date || Statuses | Item Information || Atiributes || RFQ || Contract || Receiving || State Mandate Fields || Texas Smart Buy |
Line Htem Description PO Qty “UOM Price Merchandise staus
1 B | |2 [Stedge Hammer 1o, I & [_2750000] 50 foproved 6 [
= = v
2 R | @, [Bucket 5 Gallon. aEl [0 7500 Approved O [
<

Step Action

57. Click the scrollbar.

58. Click the Line Details button.

Details for Line 1

POID 0000001412 Supplier GRAINGER -001
Line 1 Item 1D E B8, Tibeigliss fiaridlg
Line Details

NIGP Class 445 Backorder Status Not Backordered Line Status Approved
NIGP Class Descr [HAND TOOLS (POWERED ANDNON- __ © |

NIGP Item b Hammers, Mallets, Crow Bars, Pinch Bars, Pry Bars, Ripping Bars, Sledges, Wrecking Bars, All Types

. Amount Summal
Amount to Receive 275.000 [ unitize y

Quantity to Receive 10.0000 uspb Merchandise Amount 275.00 usp
Doc. Base Amt  275.00 uso
ite

pccl0 @ Exempt- Legal Ci
Required

Purchasing Method 0%/ peiegatea Purchase
Open Requisition Cross Ref
Item D
Sledge Hammer, 8 Ib, fiberglass handle |@

Preferred Language Item Description

Expand All Collapse All
} item Information

¥ Attributes

} RFQ

¥ Contract

¥ Receiving
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Step Action

59. At the line level, the Undo icon reverses the Finalization of this line only.

Click the Undo Finalize Line button.
I

Message

This action will undo finalize all eligible distributions for this line. Continue? (10200,338)

Step Action

60. Click the Yes button.
61. Then Budget Check once again.

Click the Budget Check button.

62. Let's take a shortcut.

Click the Favorites button.

63. Click the Manage Requisitions menu.
| Manage Requisitions
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Step

Action

64.

The Pre-Encumbrance Balance for Line 1 has been restored.

Faverites - Main Menu - > ePi ~ » Manage Requisiti
Home | Workist | AddioFavorites | Sign out
ORACLE"
New Window | Help | Personalize Page | &
~
Manage Requisitions
Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.
Business Unit [03200 @, Requisition Name
Requisition ID @, Request State [ All but Complete ~ Budget Status
Date From [07/31/2015 ] Date To[08/07/2015 ] Origin @
Requester TXTESTRQST1 e Entered By @, POID
Search Clear Show Advanced Search
Requisitions (2
To view the ifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdovn list and click Go.
ReqID Requisition Name BU Date Request State Budget Total
0000000101 Construction toals 03200  08/07/2015 PO(s) Created valid 960.00 USD | =Select Action> v e
Requester Requestor! User Entered By Functional19 User Priority Medium
Pre-Encumbrance Balance 125.00 usD
- = 4
= = = ;
Requisition Approvals Inventory Purchase Re:sg:' Receiving Retums Invoice Payment
Request Lifespan:
Line Information Personaiize | Find | & | B First (4 14014 2 Last
Line Description Status Price Quantity UOM  Supplier
1 & Sledge Hammer, 8 b, fibergl PO Created 40.00000 USD 10.0000 EA x
2 " Bucket, 5 Gallon, white PO Created 5.00000 USD 20.0000 EA x
3 " Drop Cloth, canvas, &' x 12° PO Created 30.00000 USD 10.0000 EA x
4 " Paint Sprayer, indoorioutdoo PO Created 80.00000 USD 2.0000 EA x “
5
Step Action

65. Click the Home link.

/3

66.

End of Procedure.

Congratulations! You have successfully completed this exercise.

Using the Buyer's Workbench

Closing and Reopening POs

Section 4 - Lesson 3, Exercise - Scenario 1 - Closing and Reopening POs

Procedure

When a PO has been fully received and paid, cancelled, and/or finalized, and no further changes
are expected to be made, the PO can be Closed.

Closed POs do not appear in most searches and reports, which improves system performance and

removes unnecessary list items.
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This exercise demonstrates the process for closing a PO from the Buyer's Workbench, and
reopening the PO from the menus.

Favorites . Main Menu .

Home ‘Worklist Add to Favorites Sign out

ORACLE’
Personalize Content | Layout () Help
Step Action
1. Begin by navigating to the Buyer's Workbench.
Click the Main Menu button.
2. Click the Scroll Down button.
-
3. Click the Purchasing menu.
[ 3 Purchasing v]
4. Click the Purchase Orders menu.
| o3 Purchase Orders v]
5. Click the Buyer's Workbench menu.

| &1 Buyer's Workbench
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Faveorites ~ Main Menu ~ > Purchasing ~ > Purchase Orders ~ > Buyer's Workbench

Home ‘Worklist Add to Favorites Sign out

ORACLE’
New Window | Help | &
Buyer's WorkBench
Enter any information you have and click Search. Leave fields blank for a list of all valuss.
Find an Existing Value Add a New Value

Search Criteria

Business Unit: |= v 3200 x| @,
WorkBench 1D: | begins with
Description: | begins with v

[Jcase Sensitive

Search Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

Step Action

6. If you have closed a PO before and have a saved Run Control, you can reuse it by
changing the parameters. For this example, you will add a new one.

Click the Add a New Value tab.

Add a New Value

7. Assign a name to your new Run Control in the WorkBench ID field.

For this example, enter "1412_close".

WorkBench ID:|:|

8. Click the Add button.

9. Any of the Search Criteria fields can be used to find and select a PO or a range of
POs.

10. One of the reasons for closing a PO is to improve system performance by reducing

the number of records returned when you search. This means that you will not be
able to find a closed PO through most common search methods.

By using the Include Closed checkbox on the Buyer's Workbench, you will be able
to find and view closed POs.

For this example, the PO you are looking for is not closed yet.
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Faveorites ~

ORACLE

Buyer's WorkBench
Filter Options

Business Unit 03200

Description

Main Menu ~ > Purchasing ~ > Purchase Orders ~ > Buyer's Workbench

WorkBench ID 1412_CLOSE

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

Search Criteria

Home

‘Worklist Add to Favorites.

New Window | Help | Personalize Page | I ~

Sign out

Purchase Order @ To @
PO Date = To =
Activity Date [ To [
Due Date 5 To Bl
Request BU @ Requisition ID @
Supplier ID @,
Item 1D @
Buyer @,
Contract SetiD @,
Contract ID @ Contract Version @
Release Number Y
GPO ID @,
GPO Contract
Status
[Copen [ Pending Appr [ Approved [ Denied
[ pispatched Oinclude Closed
Recelving
Oan O Not Received O partially Received O Fully Received
Matching
[ Required [ Not Required
Oan O Partial Match O Fully Matched v
Encumbrance
>
Step Action

11.

The Purchase Order that you are going to close is 0000001412,

Enter the desired information into the Purchase Order field. Enter "0000001412".

Purchase Grder:|

12.

Click the 0000001412 object.

0000001412

13.

Click the scrollbar.

14.

Click the Search button.
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ORACLE’

Buyer's WorkBench

Business Unit 03200
*Description |
Select POs for Further Processing
List of Purchase Orders
Detail || Otner

Doc
Purchase Order g ' PO Status Hold PO Date

Main Menu ~ > Purchasing ~ > Purchase Orders ~ > Buyer's Workbench

WorkBench ID 1412_CLOSE

Personalize | Find | View All | 2 | Download

Match

Last Activity Supplier ID Buyey Action

Home ‘Worklist Add to Favorites. Sign out

New Window | Help | Personalize Page | &

First 4 101 1'%/ Last
Change Blanket
Order PO nes

[] 0000001412 B  Dispaiched N 08/07/2015  08/11/2015 1361150280 Buyer1 User Standard 1 El
¥ Select Al Clear All
Action: Approve Cancel Close
Dispatch Budget Check Budget Pre-Check
GoTo:  Sefilter options Process Request Options
Process Monitor ‘View Processing Results
Save
=] Nofity | ¥ Refresh
.
Step Action
15. A description is required for all Workbench transactions.

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

0000001412".
*Description | |

16.

The PO number on this screen is a link that will display the purchase order.

Click the 0000001412 link.

17.

Currently, the status of the PO is Dispatched.

Receiving was not required, but the entire Encumbrance has been liquidated.
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Faveorites ~ Main Menu ~ > Purchasing ~ > Purchase Orders ~ > Buyer's Workbench

ORACLE’

Purchase Order Inquiry
Purchase Order

Business Unit 03200 Texas Smart Buy

POID 0000001412

Change Order 1 TxSmartBuy PO

D
Header

PO Date 08/07/2015

Supplier ID 1361150280 Supplier Details
Buyer Buyer1 User

PO Reference

> Purchase Orders

Home

PO Status  Dispatched
Budget Status  Valid

Doc Tol Status

Valid

‘Worklist

| New window | Help | Personalize Page | T

Backorder $tatus Not Backordered

Receipt Status

Amount Summary

Not Recvd

Hold From Further Processing

Add to Favorites. Sign out

i i Merchandise 286.36
Header Details HUB Bid Details Activity Summary "
Freight'Tax/Misc. 25.00
Change OrdeT  HUg Subcontracting ~ He@der Comments
Total 911.86 USD
AIRTV Document Status
Encumbrance Balance 0.00USD
Watching ~ Actions
SpecialiPriority Purchase Types: NiA
Lines Personalize | Find | Vie
Line Item 1D Item Description NIGP Class NIGP item Purchasing Method Purchasing Category Code PO Qty UOM
= Sledge Hammer, 8 Ib,
1 r‘g Tiberglas 445 38 DG '] 10.0000 EA
2 B Bucket, 5 Gallon, Green 450 18 DG 0 20.0000 EA
3 B Drop Cloth, canvas, 9'x 12 635 14 DG 0 10.0000 EA
= Paint Sprayer,
s B indoorfoutdoor 835 08 DG o 40000 EA
[ Retumto Search ||[=] Notity
< >
Step Action

18.

Scroll to the end of the lines to see the line status.

Click the scrollbar.

19.

The current status on each line is Approved.

20.

Click the scrollbar.
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[« - B nxo - o

ORACLE’

| New window | Help | Personalize Page | i

Purchase Order Inquiry
Purchase Order

Business Unit 03200 Texas Smart Buy PO Status  Dispatched
POID 0000001412 Budget Status  Valid
Change Order 1 TxSmartBuy PO
D
Header
PO Date 08/07/2015 Doc Tol Status vaiia
Supplier Name GR/ 01 Backorder Status Not Backordered
Supplier ID 1351150280 Supplier Details Receipt Status Not Recvd )
Buyer Buyert User Hold From Further Processing
Amount Summary
PO Reference
) ) Merchandise 386,85
Header Details HUB Bid Detaiis Activity Summary iy
Freight/Tax/Misc. 25.00
Change Order  HUp Subcontracting ~ Header Comments
Total 911.85USD
AIRTV Document Status
A - Encumbrance Balance 0.00USD
Matching ~ Actions
SpecialiPriority Purchase Types NIA
Lines Personalize | Find | Vie
Line item ID Item Description NIGP Class  NIGP ltem Purchasing Method Purchasing Category Code PO Qty UOM
Sledge Hammer, 8 Ib,
1 Toorgs 445 38 DG 0 10.0000 EA
2 Bucket, 5 Gallon, Green 450 18 DG 0 20.0000 EA
3 Drop Clotn, canvas, @ x 12 635 14 DG 0 10.0000 EA
Paint Sprayer,
4 ot opraye 535 08 oG 0 40000 EA
(5 Retum to Search || (=] Noity
< >
Step Action
21. You've finished reviewing the PO, and are now ready to close it.

Notice that this PO view opened in a new tab. Close the tab to return to the Buyer's
Workbench.

Click the Close Tab (Ctrl+W) button.
x

22. The current PO Status is displayed here, as well.
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Faveorites ~ Main Menu ~ > Purchasing ~ > Purchase Orders ~ > Buyer's Workbench

ORACLE’

Buyer's WorkBench

Business Unit 03200
*Description Close PO 0000001412

WorkBench ID 1412_CLOSE

Select POs for Further Processing
List of Purchase Orders
Detail || Otner

Purchase Order  goov. PO Stalus Hold PODate  Last Activity Supplier ID Buyer
[ ¢ B Dispalched N 08/07/2015 081172015 1361150280  Buyerd User
¥ Select Al Clear All
Action: Approve Unapprove Cancel Close
Dispatch Preview Budget Check Budget Pre-Check

Go To: Set filter options
Process Monitor

Process Request Options
‘View Processing Results

Save

(=] Notify | £ Refresh

Personalize | Find | View All | 2 | Download

First 4 101 1'% Last
Match Change Blanket M
Action Order PO nes
Standard 1 =

Home ‘Worklist Add to Favorites. Sign out

New Window | Help | Personalize Page | I

Step

Action

23.

Select the PO that you want to close.

Click the 0000001412 option.

24.

Click the Close button.
| Close |

25.

closed.

Your PO appears in the Qualified list, because it meets the system's criteria to be

If it did not, it would appear in the Not Qualified list.

26.

The date for the closure can be changed if necessary.
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Home | Workist | AddtoFavortes | Sign out
ORACLE

New Window | Help | Personalize Page | &
Buyer's WorkBench
Processing Results

Business Unit 03200 WorkBench ID 1412_CLOSE
ion |Close PO 0000001412

‘Select POs for Further Processing

Accounting Date for Action 08/11/2015 |

[Jupdate Budget Date Equal to Accounting Date

Mot Personaiize | View All | ) First 4/ 1 of Qualiieg Personalze | View an| B it @ qof

Qualified 10 Last 10 Last
PO ID Log E') PO ID Line Sched Distrib Line

O uz] 0000001412 =

select Al [ciear Al

Proceed: [ Mo | Retum o Buyers WorkBench

Step Action

27. Click the Yes button to proceed.

Continue to Close POs. (10224,10)

[he ]
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Step Action

28. Click the Yes button.
Yes

20. The PO Status has changed from Dispatched to Complete.

30. Look at the PO again to see what has changed.

Click the 0000001412 link.

31. The PO Status has updated here as well.

Favorites = | MainMenu~ > Purchasing ~ > Purchase Orders ~ > Buyer's Workbench  » Purchase Orders
Home | Workist | AddioFaveres | Sign out
ORACLE’
| New Window | Help | Personalize Page | i
Purchase Order Inquiry
Purchase Order
Business Unit 03200 Texas Smart Buy PO Status  CGompl
POID 0000001412 Budget Status Not Chicd
Change Order 1 TxSmartBuy P‘S
Header
PO Date 08/07/2015 Doc Tol Status Valia
Supplier Name GRAINGER,-001 Backorder Status Not Backordered
Supplier ID 1361150280 Supplier Details Receipt Status Not Recvd
Buyer Buyert User Hold From Further Processing
Amount Summary
PO Reference
Merchandise 886.86
Header Details HUE Bid Detaiis Activity Summary iy
Freight/Tax/Misc 25.00
Change Order g Supcontracting  Header Comments
o Total 91185USD
AIRTY ocument Status
. Encumbrance Balance 0.00 USD
Matching ~ Actions
SpecialfPriority Purchase Types:  NIA
Lines Personalize | Find | Viey
Line Htem 1D ttem Description NIGP Class  NIGP ftem Purchasing Method Purchasing Category Code PO Qy UOM
- Sledge Hammer, 8 b,
R foorgias 445 38 DG 0 10.0000 EA
: B Bucket, 5 Gallon, Green 450 18 DG 0 20.0000 EA
3 B Drop Clotn, canvas, 9 x 12 635 14 DG 0 10.0000 EA
= Paint Sprayer,
s B indoorfoutdoor 835 08 DG o 40000 EA
5 Retum to Search ||(] Notity
< b
.
Step Action
32. Click the scrollbar to see the line Status.
33. Previously the line Status was Approved. Now the lines are Closed.

34. Click the scrollbar.

35. As with all other budget-impacting transactions, this change must be Budget
Checked.
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| New window | Help | Personalize Page | T

Purchase Order Inquiry
Purchase Order

Business Unit 03200 Texas Smart Buy PO Status  Compl
POID 0000001412 Budget Status  Not ChKd
Chango Order 1 TxSmartBuy PO
D
Header
PO Date 08/07/2015 Doc Tol Status Valia
Backorder Status Not Backordered
Supplier ID 1351150280 Supplier Details Receipt Status. Not Recvd
Buyer Buyert User Hold From Further Processing
Amount Summary
PO Reference
) ) Merchandise 886.86
Header Details HUB Bid Details Activity Summary ,
Freight/Tax/Misc. 25.00
Change Order  HUB Subcontracting ~ Header Comments
Total 911.86 USD
AIRTV Document Status
Encumbrance Balance 0.00 USD
Matching ~ Actions
Special/Pricrity Purchase Types: /A
Lines Personalize | Find | Vie:
Line Item 1D Item Description NIGP Class NIGP item Purchasing Method Purchasing Category Code PO Qty UOM
Sledge Hammer, & I,
1 Thergms 445 38 DG 0 10.0000 EA
2 Bucket, 5 Gallon, Green 450 18 DG 0 20.0000 EA
3 Drop Cloth, canvas, 9'x 12’ 635 14 DG 0 10.0000 EA
Paint Sprayer,
4 eIt 635 08 DG 0 40000 EA
[G* Retum to Search |[=] Notity

<

Step Action

36. Click the Close Tab (Ctrl+W) button.
x

Favorites~ | MainMenu~ > Purchasing ~ > Purchase Orders ~ » Buyers Workbench
Home ‘Worklist Add to Favorites. Sign out
ORACLE’
New Window | Help | Personalize Page | I
Buyer's WorkBench
Business Unit 03200 WorkBench D 1412_CLOSE

*Description Close PO 0000001412

Select POs for Further Processing
List of Purchase Orders

Personalize | Find | View All | ' | Download First &' 1 0f 1'& Last
Detail || Other
Purchase Order  goov, PO Stalus Hold PODate  Last Activity Supplier ID Buyer e range Bt Lines
B Complete N 08/07/2015  08M1/2015 1361150280 Buyer1 User Standard 1

select Al [ Clear Al

Action: Approve Unapprove Cancel Close
Dispaich Preview Budget Check Budget Pre-Check
GoTo:  Setfiter options Process Request Options
Process Monitor ‘View Processing Results
Save
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Step Action

37. Click the Budget Check button.
| Budget Check |

Faveorites ~ Main Menu ~ > Purchasing ~ > Purchase Orders ~ > Buyer's Workbench

Home ‘Worklist Add to Favorites. Sign out

ORACLE’

New Window | Help | Personalize Pal i
saved ‘

Buyer's WorkBench

Processing Results

Business Unit 03200 WorkBench ID 1412_CLOSE
*Description Close PO 0000001412 X

Select POs for Further Processing

Accounting Date for Action 08/1172015 |

[Jupdate Budget Date Equal to Accounting Date

Not Personaize | View All | & First ' 1 of Qualifieg  Personalize | View Alll & Rt 1or
Qualified 1@ Last 1@ Last
PO ID Log PO ID Line Sched  Distrib Line
O 0000001412 =
Proceed: Yes No Return o Buyer's WorkBench

=] Notity || Refresh

Step Action

38. Click the Yes button.
Yes
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Message

Continue to Budget Check POs. (10224,69)

(Centralized Accounting and Payroll/Personnel System

Step

Action

39.

Click the Yes button.

40.

Take a look to make sure it changed.

Click the 0000001412 link.

41.

That's better. The Budget Status is Valid.
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Purchase Order

Header

-@ p psp x 0 - ¢ 2 Buyer ‘@Purchaseﬂrdars x 2
| New window | Help | Personalize Page | T
Purchase Order Inquiry
Business Unit 03200 Texas Smart Buy PO Status  Compl

POID 0000001412 Budget Status  Valid
Change Order 1 TxSmartBuy PO
D

PO Date 08/07/2015 Doc Tol Status valia

Backorder Status Not Backordered
Receipt Status Not Recvd

Supplier ID 1361150280
Buyer Buyeri User

Supplier Details

PO Reference

Amount Summary

Hold From Further Processing

) ) Merchandise 286.86
Header Details HUB Bid Detaiis Activity Summary -
Freight/Tax/Misc. 25.00
Change Order  [yp Subcontracting ~ Header Comments
Total 911.85 USD
AIRTV Document Status
Encumbrance Balance 0.00 USD
Matching ~ Actions
SpeciallPriority Purchase Types:  NIA
Lines Personalize | Find | Vies
Line Item 1D Item Description NIGP Class NIGP item Purchasing Method Purchasing Category Code PO Qty UOM
Sledge Hammer, & I,
1 Toerglas 445 38 DG 0 10.0000 EA
2 Bucket, 5 Gallon, Green 450 18 DG 0 20,0000 EA
3 Drop Cloth, canvas, 9 x 12 635 14 DG 0 10.0000 EA
Paint Sprayer,
4 e e 835 08 DG 0 4.0000 EA
& Refumto Search |[[=] Notify
< >
Step Action
Favorites~ | MainMenu~ > Purchasing - > Purchase Orders ~ » Buyers Workbench
Home ‘Worklist Add to Favorites. Sign out
ORACLE’
New Window | Help | Personalize Page | I
Buyer's WorkBench
Business Unit 03200 WorkBench ID 1412_CLOSE
*Description [Close PO 0000001412
Select POs for Further Processing
List of Purchase Orders Personalize | Find | View All | ' | Download First &' 1 0f 1Y Last
Detail || Other
D o Match Ch: Blanket
Purchase Order g PO Status Hold PO Date Last Activity Supplier ID Buyer e Orge® [P Lines
B Complete N 080772015 081172015 1361150280  Buyerl User  Standard 1
select Al [ Clear Al
Action: Approve Unapprove Cancel Close
Dispatch Preview Budget Check Budget Pre-Check
GoTo:  Setfiter options Process Request Options
Process Monitor View Processing Results
Save
Nofity ||&¥ Refresh
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Step Action
43. Occasionally, a PO that has been closed needs to be reopened. This can be done, but

Instead, navigate through the menus to Reopen POs.

Click the Purchase Orders button.
|Purchase Orders vl

there is no option in the Buyer's Workbench that would allow you to reopen a PO.

44,

Click the Reconcile POs menu.

| (3 Reconcile POs ’l

45.

Click the Reopen POs menu.
| =] ReopenPOs |

Faverites - Main Menu = > Purchasing ~ > Purchase Orders - > Reconcile POs ~ > Reopen POs
Home Worldist
ORACLE’

Reopen Closed Purchase Orders
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value || Add a New Value

Search Criteria

Run Control ID:| begins with v

[Jcase sensitive

Search Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

Add fo Favorites Sign out

New Window | Help | &

Step

Action

46.

Click the Add a New Value tab.

Add a Mew Value

47.

Give your Run Control a name.

Run Control ID:| |

Enter the desired information into the Run Control ID field. Enter "1412_reopen".
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Step Action
48. Click the Add button.
49. The Parameters allow you to specify a PO or group of POs to be reopened.
Last Close PO Run would reopen the last batch of POs that were closed by the
Close PO Run process.
Or, if you want to be more specific, you can use the Select POs to be Reopened
option.
Favorites - Main Menu ~ > Purchasing - > Purchase Orders ~ > Reconcile POs ~ » Reopen POs
Home Worklist Add to Favorites. Sign out
ORACLE’
New Window | Help | Personalize Page | &
Reopen POs
Run Control ID 1412_reopen Report Manager Process Monitor Run
Process Request Parameters
O Last Close PO Run
® Select POs to be Reopened
Reopen PO Selection Criteria
Business Unit @,
Purchase Order @
oy e o ——]
‘Supplier ID @,
Buyer @,
PO Reference
Accounting Date Option
® Open with Specified Accounting Date 08/11/2015 [
(O Open with Existing Accounting Date
Reopen Associated Requisitions ?
[5) Save |[=] Notify Ek Add || #] Update/Display
Step Action
50. Click the Reopen Request list.
Reopen Request| Specific Document v|
51. These options allow you to specify what document, range of documents, or business
unit you want reopened.
Click the Specific Document list item.
52. Click the Look up Business Unit (Alt+5) button.

Bl
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Step Action
53. Click the 03200 link.
03200
54. Click the Look up Purchase Order (Alt+5) button.

Bl

55.

Select your PO number from the list.

Click the 0000001412 link.
JO0000T4 T

56.

You can specify an Accounting Date for the reopening to take effect, or leave the
original Accounting Date on the PO.

Click the Open with Specified Accounting Date object.
| ® Open with Specified Accounting Date |

57.

If Commitment Accounting is being used, this box should always be checked so that
any requisitions associated with the PO are also opened.

Click the Reopen Associated Requisitions ? object.
| Reopen Associated Requisitions ?

58.

Click the Run button.

Process Scheduler Request

Help

Recurrence v Run Time [4:18:52PM Reset to Current Date/Time
Tmezone |2,

Process List
Select Description Process Name Process Type Type *Format Distribution

Purchase Order Reapen PO_POREOPEN  Application Engine Distribution

~

User ID TXTESTFNC19 Run Control ID 1412_reop
Server Name: v Run Date [08/11/2015 x|[3) |
v

Ok (Enter)
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Step Action

59. Verify that the Process is selected, and then click the OK button.

60. The Process Instance number indicates that your request is running, and allows you
to track the request and look it up later, if needed.

Favorites~ | MainMenu~ > Purchasing ~ > Purchase Orders ~ » Reconcile POs ~ > Reopen POs
Home | Workist | AddtoFavortes | Sign out
ORACLE’
New Window | Help | Personalize Page | &
Reopen POs
Run Control ID 1412_reopen Report Manager Process Monitor

Process Instance: 1545987
Process Request Parameters
O Last Close PO Run
® Select POs to be Reopened
Reopen PO Selection Criteria
Reopen Request| Specific Document v
Business Unit 03200 @,
Purchase Order 0000001412 @,

‘Supplier ID @,
Buyer &,

PO Reference

Accounting Date Option
@ Open with Specified Accounting Date 08/11/2015 &l
(O Open with Existing Accounting Date

Reopen Associated Requisitions ?

[5] Save | [=] Nofify [+ Add | ] Update/Display

Step Action

61. Click the Process Monitor link to follow its progress.

Process Monito
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Faveorites ~ Main Menu ~ > Purchasing ~ > Purchase Orders ~ > Reconcile POs ~ > Reopen POs > Process Monitor
Home ‘Worklist Add to Favorites. Sign out

ORACLE’

New window | Help | Personalize Page | T
Process List Server List

View Process Request For
User ID[TXTESTFN(x @, Type | [Last v 1 Refresh
sone[ ] name a o ©
Run Status v Distribution Status v| [ save On Refresh

Process List Personalize | Find | view Al | [ B First 4/ -10 0 10 ¥ Last
Select Instance Seq. Process Type Process Name  User Run DatefTime Run Status 2&::3"“"“” Details
1545087 Application Engine PO_POREOPEN TXTESTFNC18 08/1172015 413:52PM CDT Queued NA Details
1545084 Application Engine PO_POREOPEN TXTESTFNC1S 08/1172015 4:08:36PM CDT Success  FPosted  Defails
1545982 Application Engine PO_PORECON  TXTESTFNC19 08/1172015 3:56:50PM CDT Success  Posted  Details
1545079 Application Engine PO_POREOPEN TXTESTFNC18 08/1172015 3:40.00PM CDT Success  FPosted  Defails
1545076 Application Engine PO_PORECON TXTESTFNC1S 08/1172015 2552 50PM CDT Success  FPosted  Details
1545068 BI Publisher PO_DISPATCH  TXTESTFNC19 08/1072015 7:20:47PM CDT Success  Posted  Details
1545966 PSJob POXMLP TXTESTFNG19 08/10/2015 718 58PM CDT Success  FPosted  Defails
1545052 PSJob POXMLP TXTESTFNG1O 08/102015 6:37-19PM CDT Success  FPosted  Defails
1545060 PSJob POXMLP TXTESTFNC19 08/10/2015 6:24:40PM CDT Success  Posted  Details
1545957 PSJob POXMLP TXTESTFNG19 08/10/2015 6:17-48PM CDT Success  FPosted  Defails

Go back to Reopen Closed Purchase Orders
[5 save || Notity

Process List | Server List

Step

Action

62.

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

|  Refresh |

63.

It might take a few minutes.

Click the Refresh button.
[ Refresh

64.

It's done. Let's go back to the Buyer's Workbench to see if it worked.

65.

Click the Purchase Orders button.
|Purchase Orders vl

66.

Click the Buyer's Workbench menu.
| |j Buyer's Workbench
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Faveorites ~ Main Menu ~ > Purchasing ~ > Purchase Orders - > Buyer's Workbench

ORACLE’

Buyer's WorkBench
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value || Add a New Value

Search Criteria

Business Unit: |[= v 03200 x|@

WorkBench 1D: | begins with
Description: | begins with v

[Jcase Sensitive

Search Clear [Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

Home ‘Worklist Add to Favorites. Sign out

New Window | Help | &

Step

Action

67.

Since this is the same PO you closed earlier, you can use the existing Run Control to

find it.

Click the Find an Existing Value tab.

| Find an Existing Value |

68.

Click the Search button to see a list of Run Controls.

69.

Click the 1412_CLOSE link.
1412 CLOSE

70.

Since you're using an existing Run Control, your search parameters are already filled

m.
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Faveorites ~ Main Menu ~ > Purchasing ~ > Purchase Orders ~ > Buyer's Workbench

Home ‘Worklist Add to Favorites. Sign out

ORACLE"

New Window | Help | Personalize Page | I ~

Buyer's WorkBench
Filter Options
Business Unit 03200
Description Close PO 0000001412

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

WorkBench ID 1412_CLOSE

Purchase Order p000001412 X |3, To[0000001412  |@,
PO Date = To =
Activity Date [ To [
Due Date 5 To Bl
Request BU @ Requisition ID @
Supplier ID @,
Item 1D @
Buyer @,
Contract SetlD @,
Contract ID @ Contract Version @
Release Number Y
GPO ID @,
‘GPO Contract
Status
[Jopen [ Pending Appr [JApproved [ Denied
[ pispatched Ocancelled Oinclude Closed
Recelving
Oan O Not Received O partially Received O Fully Received
Matching
[ Required [ Not Required
Oan O None O Partial Match O Fully Matched v
Encumbrance
>
Step Action

71.

Click the scrollbar.

72.

Click the Search button.

73.

Before you closed the PO earlier, the PO Status was Dispatched.
After you closed it, the status was Closed.

Now that it has been reopened, the status is Dispatched again.

The reopened PO will always be returned to the state it was in just before it was

closed.
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74.

Faveorites ~

Main Menu ~ > Purchasing ~ > Purchase Orders ~ > Buyer's Workbench

ORACLE’

EUT Course

Buyer's WorkBench

Business Unit 03200

WorkBench ID 1412_CLOSE
*Description [Close PO 0000001412

x
Select POs for Further Processing
List of Purchase Orders

Detail || Other

Doc
Purchase Order g ' PO Status Hold PO Date

Last Activity Supplier 1D Buyer
[ 0000001412 B Dispalched N 030712015 (08112015 1361150280 Buyerd User
select Al [ Clear Al
Action: Apprave Unapprove Cancel Close
Dispatch Preview Budget Check Budget Pre-Check
GoTo:  Setfiler options

Process Request Options

Process Monitor View Processing Results

Save

(=] Notify | £ Refresh

Personalize | Find | View All | 2 | Download

Match
Action

Standard

Home ‘Worklist Add to Favorites. Sign out

New Window | Help | Personalize Page | &

First 4 1 0f 1'% Last

Change Blanket .
Order PO nes

1 B

Action

Click the 0000001412 link to view the PO.

75.

0000001412

The PO Status has been updated, but as always, it needs to be Budget Checked
again.
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Buyer Buyeri User

PO Reference

Supplier Details

Amount Summary

Favorites~ | Main Menu~ > Purchasing ~ > Purchase Orders ~ > Buyer's Workbench > Purchase Orders
Home ‘Worklist Add to Favorites. Sign out
ORACLE’
| New window | Help | Personalize Page | T
Purchase Order Inquiry
Purchase Order
Business Unit 03200 Texas Smart Buy PO Status  Dispatched
POID 0000001412 Budget Status  Not Chkd
Change Order 1 TxSmartBuy PO
D
Header
PO Date 08/07/2015 Doc Tol Status Valia
Backorder Status Not Backordered
Supplier 1D 1351150280 Receipt Status Not Recvd

Hold From Further Processing

i i Merchandise 886.26
Header Details HUB Bid Details Activity Summary 3
Freight/Tax/Misc. 25.00
Change Order  [yp Subcontracing ~ Header Comments
Total 911.86 USD
AIRTV Document Status
Encumbrance Balance 0.00 USD
Matching ~ Actions
SpecialiPriority Purchase Types:  N/A
Lines Personalize | Find | Vie
Line Item 1D ftem Description NIGP Class NIGP item Purchasing Method Purchasing Category Code PO Qty UOM
Sledge Hammer, & I,
1 Thergls 445 38 DG 0 10.0000 EA
2 Bucket, 5 Gallon, Green 450 18 DG 0 20,0000 EA
3 Drop Cloth, canvas, 9 x 12' 635 14 DG 0 10.0000 EA
Paint Sprayer,
4 A A ol 635 08 DG 0 4.0000 EA
& Retumto Search ||[=] Notify
< >
Step Action

76.

Click the scrollbar to see the status on the lines.

T7.

The lines that were closed are now Approved again.

78. Click the scrollbar.

< - B

ORACLE

Purchase Order Inqui

Purchase Order

Business Unit 03200
POID 0000001412
Change Order 1

Header

PO Date 08/07/2015
Supplier Name G|
Supplier ID 1361150230
Buyer Buyer! User

PO Reference
Header Details HUE Bid Details

Change Order ) Subcontracting

AIRTV
Matching
Lines
Line ltem 1D ttem Description

<

Sledge Hammer, & Ib,

Texas Smart Buy

TxSmartBuy PO

D

Supplier Details

Activity Summary
Header Comments
Document Status
~ Actions

NIGP Class

Tiberglas s
2 Bucket, 5 Gallon, Green 450
3 Drop Cloth, canvas, 9 x 12° 35
Paint Sprayer,
4 indoor/outdoor &5
[ Retum to Search | |1 Natity

PO Status
Budget Status

Doc Tol Status.
Backorder Status

Receipt Status

Amount Summary
Merchandise
Freight/Tax/Misc.
Total
Encumbrance Balance

‘Special/Priority Purchase Types:

NIGP item Purchasing Method
38 DG
18 DG
14 DG
08 DG

(2 Purchase Orders X

| New Window | Help | Personalize Page | i

Dispatched
Not Chk'd

Valid
Not Backordered
Not Recvd
Hold From Further Processing

88686
25.00
911.86 USD
0.00 USD
N/A

Personalize | Find | Vies

Purchasing Category Code PO Qty UOM
0 10.0000 EA
o 20.0000 EA
1] 10.0000 EA
0 4.0000 EA
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Step

Action

79.

Now you need to go back and Budget Check the reopened PO.

Click the Close Tab (Ctrl+W) button.
x

Favorites ~ Main Menu = > Purchasing ~ > Purchase Orders ~ » Buyer's Workbench

Home Worldist Add fo Favorites Sign out

ORACLE’

New Window | Help | Personalize Page | &

Buyer's WorkBench

Business Unit 03200 WorkBench ID 1412_CLOSE
*Description Close PO 0000001412

Select POs for Further Processing

List of Purchase Orders Personalize | Find | View All | 2 | Download First &/ 1 0f 1'& Last
Detail | Otner
D Match Ch: Blanket

Purchase Order g PO Status Hold PODate  LastActivity Supplier ID Buyer e orae o™ Lines
[] 0000001412 B Dispalched N 080772015 02/1172015 1361150280  Buyerl User  Standard 1 =
¥ select Al Clear All
Action: Approve Unapprove Cancel Close

Dispatch Preview Budget Check Budget Pre-Check

GoTo:  Setfiter options Process Request Options
Process Monitor ‘View Processing Results

Save

(=] Notify | £ Refresh

Step

Action

80.

Click the 0000001412 option.
@ 0000001412

81.

Click the Budget Check button.
| Budget Check |
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Business Unit 03200 WorkBench ID 1412_CLOSE
Close PO 0000001412 x

‘Select POs for Further Processing

Accounting Date for Action 08/11/2015 |

[Jupdate Budget Date Equal to Accounting Date
Not Personalize | View All| £ ’ Personalize | View Al | &) a
Qualified Ousiteg
PO ID PO ID Line Sched Distrib Line
[m] 0000001412 =

Proceed: [ Mo | Retum o Buyers WorkBench

Home | Workist | AddtoFavortes | Sign out
ORACLE"
New Window | Help | Personalize Page | &
Buyer's WorkBench
Processing Results

Step Action

82. Click the Yes button.

Message

Continue to Budget Check POs. (10224,69)
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Step Action
83. Click the Yes button.
Ygs
84. Click the 0000001412 link.
85. Budget Status should always be Valid when you finish working with a PO.
86. Click the Home link.
(AL
87. Congratulations! You have successfully completed this exercise.
End of Procedure.

Canceling a PO

Section 4 - Lesson 4, Exercise - Scenario 1 - Canceling a PO

Procedure

One way to cancel an existing PO is to go through the Buyer's Workbench. This lesson will
demonstrate the Workbench and the process for canceling a PO.

Favorites . Main Menu .

Home | Workist | AddtoFavortes | Sign out
ORACLE’

Personalize Content | Layout (2) Help

H100% ~
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1. Begin by navigating to the Buyer's Workbench.

Click the Main Menu button.

2. Click the Scroll Down button.

-

3. Click the Purchasing menu.

[ 3 Purchasing v]

4, Note: You're looking for the Buyer's Workbench, not the Buyer Workcenter.

Click the Purchase Orders menu.

[ 3 Purchase Orders v]

6. This is the one you want.

Click the Buyer's Workbench menu.
[ 5 Buyer's Workbench |

Favorites ~ Main Menu~ > Purchasing = » Purchase Orders ~ > Buyer's Workbench
Home | Workist | AddtoFavorites | Sign out
ORACLE’
New Window | Help | /=
Buyer's WorkBench

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value | Adda New Value

Search Criteria

Business Unit; | = Vv 03200 @,

WorkBench ID:| begins with
Description: begins with v

[case sensitive

Search Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

®100%
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Step

Action

7.

If you have already saved a Workbench ID that you want to reuse, you can search
for it here. For this example, we will begin with a new Workbench ID.

Click the Add a New Value tab.

Add a New Value |

The Business Unit will default according to your profile.

Click in the WorkBench ID field.

WorkBench I[J:|:|

10.

Give this Workbench session a meaningful ID so that you can use it again later.

For this example, enter "Cxl_PO" into the WorkBench ID field.

WorkBench ID:|:I

11.

Click the Add button.

Favorites - Main Menu~ > Purchasing - > Purchase Orders ~ > Buyer's Workbench

Home ‘Worklist Add to Favorites Sign out

ORACLE

New window | Help | Personalize Page | T ~

Buyer's WorkBench
Filter Options
Business Unit 03200 ‘WorkBench ID CXL_PO
Description

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

Purchase Order | @, To @,
PO Date El To El
Activity Date [ To [
Due Date ] To ]
Request BU @, Requisition 1D @
Supplier ID @
Item ID @
Buyer @,
Contract SetiD @
Contract ID @, Contract Version @,
Release Number @,
GPOID @
GPO Contract
Status
Copen Opending Appr O Approved O penied
[ Dispatched [ cancelled [linclude Closed
Receiving
Rec Read
Can O Mot Received O Partially Received O Fully Received
Matching
[JRequired [ Not Required v
il rarann Ao aacon [T T 5

0% ~
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12. The PO that we need to cancel has already been dispatched. In order to successfully
search for the PO number, it may be helpful to select the Status first.
Click the Dispatched option.

13. Click in the Purchase Order field.
Purchase Grder:

14. Enter the desired information into the Purchase Order field. Enter "0000001393".
Purchase Order:|

15. Click the 0000001393 object.
DO0T001393

16. Click the scrollbar.

17. Click the Search button.

Search
18. Your PO is displayed.
19. Notice the actions that can be performed from the Buyer's Workbench. Most of

these actions would usually be performed as part of a different process, such as
Approving, Budget Checking, and Dispatching a PO. However, if necessary those

actions can be performed from here as well.

Favorites - Main Menu~ > Purchasing - > Purchase Orders ~ > Buyer's Workbench

Home | Workist | AddtoFavortes | Sign out
ORACLE’

New Window | Help | Personalize Page | 5]

Buyer's WorkBench

Business Unit 03200 WorkBench ID CXL_PO
*Description |
Select POs for Further Processing

List of Purchase Orders Personalize | Find | View Al |2 | Download  First ‘101 Last
Detail || Other

Purchase Order SID:ISS PO Status Hold PO Date Last Activity supplier ID Buyer r‘;‘m 8:‘:255 Blanket || oy
[] 0000001393 B Dispatched N 07102015 07TH4/2015 1742339797 Buyer! User Standard E‘
¥ Select Al Clear All
Action: Approve Unapprove Cancel Close
Dispaich Preview Budget Check Budget Pre-Check
GoTo:  Setfiter options Process Request Options
Process Monitor View Processing Results
Save

(=] Notify || Refresh

#®100% -
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20. Enter a description for this transaction, which may include information about why
the PO is being cancelled.
Enter "Cxl and Reorder" into the Description field.
*Description | |
21. Select the PO to be cancelled.
Click the checkbox for PO# 0000001393.
[C]] oooooo1393
22. Click the Cancel button.
| Cancel |
23. The Processing Results screen verifies that the selected PO is eligible for the action
you have chosen.
Notice that the PO you selected is listed in the Qualified table. If the system
determined that the PO or any of its lines could not be cancelled for some reason, it
would be listed in the Not Qualified table.

Favorites ~ Main Menu~ > Purchasing = > Purchase Orders -~ > Buyer's Workbench

Home ‘Worklist Add to Favorites Sign out

ORACLE’

New Window | Help | Personalize Pj i
saved ‘

Buyer's WorkBench
Processing Results

Business Unit 03200 WorkBench ID CXL_PO

*Description |Cxl and Reorder x

Select POs for Further Processing [] Re-Source Requisition?

Accounting Date for Action [07/14/2015 |[5]

[ Update Budget Date Equal to Accounting Date

Not Personalize | View All EI First'*' 1 of Qualified Personalize | View All First ¥ 1 of
Qualified 1'% Last 1% Last
POID Leg POID Line Sched Distrib Line

[=z] 0000001393 =
Proceed: Yes No Return to Buyer's WorkBench

=1 Notity || Refresh

100% ~
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24. Check the Re-Source Requisitions? checkbox if you want the Requisition lines on

this Purchase Order to be available for re-use on another PO.
For this example, we want to cancel the PO, but we still need to order the
items. This option will allow us to create a new PO using the same Req lines, rather

than starting over with a new Requisition.

Click the Re-Source Requisition? option.

||:| Re-Source Requisition?l

25. Click the Yes button to proceed with the cancellation.
Yes
26. Click the Yes button.
L Yes
27. It is important to note that you are not finished with this cancellation. Two more

important steps remain.

1. Canceling a PO does not relieve the Encumbrance. You must Budget Check the
cancellation for that step to take place.

2. In addition, you must Dispatch the cancellation. This will send a cancellation
notice to the vendor.

The PO Status of this purchase order will say "Pending Cancel" until these two
steps are performed.
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Favorites ~ Main Menu~ > Purchasing = » Purchase Orders ~ > Buyer's Workbench

Home Worldist

ORACLE’

New window | Help | Personalize Page | T

Buyer's WorkBench

Business Unit 03200 WorkBench ID CXL_PO
*Description [Cx and Reorder x

Select POs for Further Processing

List of Purchase Orders Personalize | Find | View Al |22 | Download First'4' 10712 Last

Detail || Gtner
Doc - Match Change Blanket
Purchase Order Status PO Status Hold PO Date Last Activity Supplier ID Buyer Action Order PO Lines.
0000001393 B gz:igg N 07102015 071412015 1742330797  BuyerlUser  Standard 1
Select Al [ Clear Al
Action: Approve Unapprove Cancel Close
Dispalch Preview Budget Check Buaget Pre-Check

Go To: Set filter options
Process Monitor

Process Request Options
View Processing Results

Save

(=] Notify ||7¥ Refresh

Add fo Favorites

Sign out

#100% ~
Step Action
28. Click the Budget Check button.
| Budget Check |
29. Again, verify that the PO is "qualified" for this action.
Favorites - Main Menu~ > Purchasing - > Purchase Orders ~ > Buyer's Workbench
Home | Worklist | AddfoFavorites | Sign out
ORACLE’
New window | Help | Personalize ijl
Buyer's WorkBench ‘ )

Processing Results

Business Unit 03200 WorkBench ID CXL_PO
*Description [Cx and Reorder x

Select POs for Further Processing
Accounting Date for Action |07/14/2015 |5

[ Update Budget Date Equal to Accounting Date

Not Personalize | View All | 1 First (4 1 of Qualifieg Personalize view Al | First @ 1of

Qualified 1® Last Q) et
POID Log POID Line Sched Distrib Line

O B 0000001393 =

Proceed: Yes No Return to Buyer's WorkBench

(=] Notify || Refresh
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Step Action

30. Click the Yes button to proceed with the Budget Check.
Yes

31. Click the Yes button.
Yes

Favorites - Main Menu~ > Purchasing - > Purchase Orders ~ > Buyer's Workbench

Home ‘Worklist Add fo Favorites. Sign out

ORACLE
New window | Help | Personalize Page | T

Buyer's WorkBench

Business Unit 03200 WorkBench ID CXL_PO

*Description | Cxl and Reorder
Select POs for Further Processing
List of Purchase Orders
Detail || Other

Personalize | Find | View Al |2 | Download  First ‘1011 Last

Doc Match Change Blanket
Purchase Order g ' PO Status Hold PO Date Last Activity Supplier ID Buyer P = 5 Lines
0000001393 B Eizggg N OTHOR015 077142015 174233¢797  BuyeriUser  Standard 1 =
# Select All Clear Al
Action: Approve Unapprove Cancel Close
Dispaich Preview Budget Check Budget Pre-Check

Go To: Set filter options
Process Monitor

Process Request Options
View Processing Results

Save

(=] Notify ||7¥ Refresh

#100% v

Step Action

32. Now that the Budget Check has completed, click the Dispatch button.

Dispatch
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Favorites ~

ORACLE’

Buyer's WorkBench
Processing Results

Business Unit 03200

*Description |Cxl and Reorder

Select POs for Further Processing

Not
Qualified
POID
O
Select Al [Clciear il
Proceed: Yes No

(=] Notify || Refresh

Personalize | View All | 1

‘WorkBench ID CXL_PO

X

First 4 1 of
1Y Last
Log

2]

Retum to Buyer's WorkBench

Qualified

POID
0000001393

Main Menu~ > Purchasing = » Purchase Orders ~ > Buyer's Workbench

Home

New window | Help | Personalize Page | T

Personalize | View All |5 First 4 1 of
10 Last

Line Sched Distrib Line
=

Worldist

Add fo Favorites

Sign out

®100%

Step

Action

33.

Verify that the PO ID is Qualified, as before, and then click the Yes button.

Yes

34.

Click the Yes button.

Yes
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Favorites~ | Main Menu~ >

Purchasing = > Purchase Orders = > Buyers Workbench

ORACLE’

Buyer's WorkBench

Business Unit 03200 ‘WorkBench ID CXL_PO

+Description [Cxl and Reorder x

Select POs for Further Processing

List of Purchase Orders Personalize | Find | View All | &) | Download

Detail || Other
Doc 3 3 Match
Purchase Order ()9 PO Status Hold PODate  LastActiity Supplier ID Buyer =
Pending
0000001393 B e N 07102015 071142015 1742339797 Buyerl User  Standard
selectal L clear an
Action: Approve Unapprove Cancel Close
Dispaich Preview Budget Check Budget Pre-Check

Go To: Set filter options
Process Monitor

Process Request Options
View Processing Results

Save

2 Refresh

Home Worldist Add fo Favorites Sign out

New Window | Help | Personalize P; Saved ‘

First ‘' 1 of 1 (2 Last

Change Blanket
o Lines

1

Step

Action

35.

Click the Process Monitor link.

Use the Process Monitor to check on the Dispatch.

Faverites - | Main Menu ~ > Purchasing ~ » Purchase Orders ~ > Buyer's Workbench > Process Monitor

ORACLE’

Process List || Server List

View Process Request For

User IDTXTESTFNCIE®,  Type v|[Last

sovrl v] Namo a
Run Status v DI Status V| [ save on Refresh

v 1
Instance o

Process List

Select Instance  Seq. Process Type ocesS  user Run Date/Time RunStatus oo "™ Details
1545563 PSJob POXMLP  TXTESTFNC19  07/14/2015 2:09:53PM COT Processing  N/A Details
1545560 PSJob RECV_00 TXTESTFNC1®  07/14/2015 1:27:52PM CDT Success Posted  Details
1545558 PSJob POXMLP  TXTESTFNC19  07/14/2015 1:19:26PM CDT Success Posted  Details
1545555 PSJob POXMLP  TXTESTFNC19  07/14/2015 1:04:38PM CDT Success Posted  Details

[ Save Notify

Process List | Server List

Personalize | Find | View Al | 2 | E

Home Worldist Add fo Favorites Sign out

New Window | Help | Personalize Page

First'4' 1-4 014}/ Last

0% v
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Step Action

36. Click the Refresh button until the Run Status for the current Process says
"Success".

[~ "Hefresh

37. Your Dispatch has completed successfully.

New window | Help | Personalize Page | T
Process List || Server List

View Process Request For

User IDTXTESTFNCIE®,  Type v [Last v 1
Run Status v Di ion Status v Save On Refresh
Process List Personalize | Find | View Al |2 B First ' 14014 % Last
Select Instance  Seq. Process Type :'ﬂ"r::” User Run DatefTime Run Status E“:E:E”““" Details
1545563 PSJob FOXMLP  TXTESTFNC19  07/1472015 209:53PM COT Success  Posting  Details
1545560 PSJob RECV 00 TXTESTFNCIS  07/1412015 127.52PM COT Success  Posted  Details
1545558 PSJod POXMLP  TXTESTFNC19  07/1472015 1:19:26PM COT Success  Posted  Details
1545565 PSJob POXMLP  TXTESTFNC18  07/1472015 1.04:33PM COT Success  Posted  Details

[ save | |=] Notify

Process List | Server List

Step Action

38. Notice that the Process Monitor opened in a new browser tab.
Click the Close Tab (Ctrl+W) button.
x

39. The PO Status still says "Pending Cancel" because the screen has not been
refreshed.
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Favorites~ | MainMenu~ > Purchasing - > Purchase Orders ~ > Buyer's Workbench
Home | Workist | AddtoFavorites | Sign out
ORACLE
New Window | Help | Personalize Page | (5
Buyer's WorkBench
Business Unit 03200 WorkBench ID CXL_PQ
+Description [Cxl and Reorder x

Select POs for Further Processing

List of Purchase Orders Personalize | Find | View All | 2 | Download First ‘& 107 1 &/ Last
Detail || Other

Doc 3 Match Change Blanket
Purchase Order (9 PO Status Hold PODate  LastActiity Supplier ID Buyer e Bl s Lines
Pending
0000001393 B e N 07102015 071142015 1742339797 Buyerl User  Standard 1
selectal L clear an
Action: Approve Unapprove Cancel Close
Dispaich Preview Budget Check Budget Pre-Check

Go To: Set fiter options Process Request Options

Process Monitor View Processing Results

Save

=] Mofity | & Refresh

Step Action

40. Click the Buyer's Workbench menu to re-query the PO.
Buyer's Workbench |

41. Click the Search button.

42. Click the CXL_PO link.
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Favorites~ | MainMenu~ > Purchasing - > Purchase Orders ~ > Buyers Workbench
Home | Workist | AddtoFavorites | Sign out
ORACLE"
New window | Help | Personalize Page | T ~
Buyer's WorkBench
Filter Options
Business Unit 03200 WorkBench ID CXL_PO
Description Cxl and Reorder
Enter search criteria and click on Search. Leave biank for all values.
Search Criteria
Purchase Order [0000001393 x @, To[0000001393 |,
PO Date PO Number Buyer Purchase Order Date PO Status Hold From Further Processing
Activity Date 0000001393 TXTESTEUYR1 2015-07-10 Canceled N
Due Date 3 To 3
Request BU @, Requisition 1D @,
Supplier ID @
Item ID @
Buyer @
Contract SetiD @
Contract ID @, Contract Version @
Release Number @,
GPOID @
GPO Contract
Status
Copen Opending Appr O Approved O penied
[ Dispatched [ cancelled [linclude Closed
Receiving
Recv Reqd | Optional v
Can O Not Received O Partially Received CFully Received
Matching
[JRequired ] Mot Required N
< >
®100%

Step Action

43. The PO number was saved in the Run Control.

Click the scrollbar.

44. Click the Search button.

Search

45. The PO Status has updated now, verifying that the PO is Canceled.
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Favorites ~ Main Menu~ > Purchasing = » Purchase Orders ~ > Buyer's Workbench

Home Worldist Add fo Favorites Sign out

ORACLE’

New Window | Help | Personalize Page | T

Buyer's WorkBench

Business Unit 03200 WorkBench ID CXL_PO

*Description [Cx1 and Reorder X

Select POs for Further Processing

List of Purchase Orders Personalize | Find | View Al |2 | Download  First ‘1011 Last

Detail || Other

Purchase Order SID:ISS PO Status Hold PO Date Last Activity Supplier ID Buyer :':t"“;;‘ g:’:gr““ Eg"k"' Lines
[] 0000001393 B Canceled N 0710/2015  07/14/2015 1742339797 Buyer1 User Standard 1 E
¥ select Al Clear All
Action: Approve Unapprove Cancel Close
Dispaich Preview Budget Check Budget Pre-Check

Go To: Set filter options
Process Monitor

Process Request Options
View Processing Resuls

Save

(=] Notify || Refresh

#100% v

Step Action
46. Click the Home link.
L
47. Congratulations, you have successfully completed this lesson.

End of Procedure.

Reviewing POs

Section 4 - Lesson 5, Exercise - Scenario 1 - Reviewing POs

The Review PO Information pages provide users view only access to procurement data. This
information can be used for checking on the status of transactional procurement documents
and related accounting information on procurements.

Procedure

CAPPS provides a group of screens that allow users to get information about a PO without
accessing the PO itself. This is useful when specific information is needed, or when a user does
not have access to view the PO.

In this topic, you will view detailed information about a purchase order.
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Favorites ~ Main Menu ~
Home Worklist Add to Favorites Sign out
ORACLE Menu ~  Search % | Advanced Search
Personalize Content | Layout ( j\ Help
0l
Done J/ Trusted sites | Protected Mode: Off A v ®15% ~
Step Action
1. Begin by navigating to the Activity Summary page.
Click the Main Menu button.
Main Menu =
2. Click the Scroll Down button.
v
3. Click the Purchasing menu.
]  Purchasing 4
4. Click the Purchase Orders menu.
1 Purchase Orders L
5. Click the Review PO Information menu.
1 Review PO Information 4
6. Shown below are the detailed PO Information pages, which provide a wide range of

information about the PO.

Click the Activity Summary link.
|J Activity Summary
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7. Notice the Business Unit defaults based on your User Preferences.

8. To search for a PO when only a portion of the PO number is known, click the PO
Number dropdown.

begins with -

9. Click the contains list item.
contains

10. You know that the PO number contains "2107", so enter 2107 into the PO
Number field.

11. Click the Search button.

Search

12. Click the 0000002107 link.

13. The top section of the Activity Summary page displays the total purchase order
merchandise amount and the merchandise received, vouchered (invoiced), and
matched, as well as the supplier name and current PO Status.

14. Below are tabs that show the PO lines, with details regarding receiving, invoicing,
matching and return activities.

15. The Details tab contains a description of the items on this purchase order.

16. Click the Receipt tab.

Receipt

17. The Receipt tab shows how many of the ordered items have been received and
accepted.

18. If receiving is not required for the purchase order, the Open Quantity and Open
Amount field values are updated upon calculation of the purchase order.

This eliminates the need to manually calculate the values.
19. Click the Invoice tab.
Invaice
20. The Invoice tab displays billing information, after an invoice is entered for the PO.
21. Click the Matched tab.
Matched

22. The Matched tab displays the Qty and Amt Matched for the two items related to
this purchase order, after the voucher has been entered and matched by AP.

23. Click the RTYV tab.

ETV
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Step Action

24. The RTV tab displays the Unit of Measure and Qty Returned for the two items
related to this purchase order, if any returns are being tracked in CAPPS.

Note: This feature is not currently being used by some Agencies.

25. Click the Review PO Information button to navigate to the Doc Tolerance
Override History page.

Review PO Information =

26. Click the Doc Tolerance Override History link.

=] DocTolerance Override History

27. Click the Document Type dropdown list.

-

28. Click the Purchase Order list item.
Purchase Order

29. Click the ID dropdown list.

begins with -
30. Click the contains list item.

contains
31. To search for an ID containing "01 test", enter 01 _test into the ID field.
32. Click the Search button.

Search

33. Click the PO01_TEST link.

1300 PO POOM_TEST
34. The Doc Tolerance Override History page provides the history of a purchase order

that had the document tolerance setting overridden and an explanation for why it
was overridden. This provides an audit trail of exceptions that have been overridden.

35. Click the Review PO Information button to navigate to the Document Status
page.
Review PO Infarmation = >

36. Click the Document Status link.

J Document Status

37. Click the PO Number dropdown list.
pegins with -
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38. Click the contains list item.
contains

39. In this case, you know that the PO number contains "2111" so enter 2111 into
the PO Number field.

40. Click the Search button.

Search

41. Click the 0000002111 link.

42. The Document Status page displays all documents that are associated with a
purchase order. This page provides links to the inquiry view of the associated
document (Purchase Order, Requisition, Receipt, Contract or Voucher).

43. Click the Review PO Information button to navigate to the Document Tolerance
Exceptions page.

Review PO Information ~
44, Click the Document Tolerance Exceptions link.
_] Document Tolerance Exceptions
45. Click the Document Type dropdown list.
46. Click the Purchase Order list item.
Purchase Crder
47. Click the ID dropdown list.
begins with -

48. Click the contains list item.
contains

49. Enter 02_TEST into the ID field.

50. Click the Search button.

Search
51. Click the PO02_TEST link.
31300 PO POOZ_TEST
52. The Document Tolerance Exceptions page displays documents containing

document tolerance exceptions that will need to be corrected. This page provides the
Rule ID and the Description of the match rule that produced the exception.
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Step Action

53. Click the Review PO Information button to navigate to the PO Accounting

Entries page.
Review PO Information = :
54. Click the PO Accounting Entries link.
._] PO Accounting Entries
55. The PO Accounting Entries page provides users a tool for reviewing accounting

line entries for Purchase Orders when Commitment Control is enabled. Users can
search on various ChartField information to see POs in varying statuses that are
associated with the search criteria.

Enter 31300 into the Business Unit field.

56. Click the Look up PO Status (Alt+5) button.
OJ
57. Click the Open link.
3 Open
58. Enter 2014 into the From Fiscal Year field.
59. Enter 2014 into the To Fiscal Year field.
60. Click the Look up Ledger Group (Alt+5) button.
OJ
61. Click the Appropriation Ledger Group link.
APPROP Appropriation Ledger Group
62. Enter 31300 into the GL Unit field.
63. Now that your selection criteria has been entered, click the OK button to conduct
the search.
Ok
64. Accounting Entries that meet the search criteria are displayed.
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Favorites - Main Menu ~

ORACLE’

Meni

PO Accounting Entries

U~ Search

Accounting Lines Search

Notify

% Refresh

m

Business Unit 31300
From PO
PO Status O
From Fiscal Year 2014
Accounting Line View Option Standard
Accounting Entries
Details ChartFields
Purchase Order  Status Supplierid | CMAP9% 1ropc rupe Unpost
Order seq
0000002205 o] 1234567890 1 PO_POENC o
0000002208 s} 9988776655 1 PO_POENC o
0000002206 o] 9876543210 1 REVERSAL 0

> Purchasing = > Purchase Orders ~ > Review PO Information ~ > PO Accounting Entries

Home
% | Advanced Search

Line Sched Dist Oper Unit Account Fund
1 1 1 7000 6011
1 1 1 7000 8012
1 1 1 7000 6012

Total Encumbrance Balance

[l Last Search Results

‘Worklist Add to Favorites Sign out

New Window | Help | Persanalize Page | i

To PO

ToFiscal Year 2014

Ledger Group APPROP

Dept Program  Appn/PCA Appn Ye:

13013
13800
13800

2014
2014
2014

32,000 USD

Done

/' Trusted sites | Protected Mode: Off

v ®100%

Step Action

65.
page.

Review PO Information = :

Click the Review PO Information button to navigate to the PO Inquiry Balance

Personalize | Find | &

Favorites = | Main Menu~ > Purchasing ~ » Purchase Orders > Review PO Information - > PO Accounting Entries
Home
ORACLE Menu | Search 5 Actvity summary
B DocTolerance Override History
E pocument status
Selection Criteria [ Document Tolerance Exceptions
El  EE Joumnal Entries
“Business unit a [E PO Accounting Entries
From POID Q S PO Inquiry Balance
PO Line Group Spend Inqui
From Fiscal Year @, PSP auiry
[ PoprintReport
PO Status @
El  Purchase Orders
“Accounting Line View Option Standard
ChartFields
Chartfields
*GLUnit  Oper Unit Account Dept Program AppniPCA Appn Year
1 @ @, @ @, @ @, @,
« 0 ]
oK Cancel || Refresh

Agy Chartfield 1

‘Worklist Add to Favorites Sign out

New Windaw | Help | Persanalize Page | i

ToPOID @
ToFiscal Year @
Max Rows 300
*Ledger Group @

Agy Chartfield 2 Product

@, e

</ Trusted sites | Protected Mode: Off

Page 255




©

CAPPS Financials

Centralizad Accounting and Payroll/Personne System

EUT Course

Step

Action

66.

Click the PO Inquiry Balance link.

|_1 PO Inguiry Balance

Favorites ~

ORACLE’ Menu ~ | Search

PO Inquiry Balance

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

Search Criteria

Business Unit: = - 31300 (=Y
PO Number: begins with =

Purchase Order Date: = - £l
Purchase Order Reference: begins with =

Supplier ID: begins with ~ @,
TPASS PO ID Number: begins with =

[ case Sensitive

Search Clear |BasicSearcn [EF Save Search Criteria

Main Menu~ > Purchasing ~ » Purchase Orders = > Review PO Information > PO Inquiry Balance

» | Advanced Search

Home | Workiist | AddtoFavorites | Sign out

New Window | Help | &

Done

J/ Trusted sites | Protected Mode: Off G v ®10% ~

Step

Action

67.

Click the PO Number dropdown list.

begins with -

68.

Click the contains list item.

contains

69.

Enter 1451 into the PO Number field.

70.

Click the Search button.

Search

71.

Click the 0000001451 link.

72.

remaining balance, if any.

The PO Inquiry Balance page displays the remaining amount for each PO line. The
view displays the amount that was ordered, adjusted, invoiced (vouchered) and the
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Step Action

73. Notice that this PO has six lines, although only Line 1 is displayed by default.

To display all six of the PO lines, click the View All link.

View All
74. Click the down arrow on the vertical scrollbar to display the remaining PO lines.
75. Click the Review PO Information button to navigate to the Purchase Orders page.

Review PO Information =

76. The PO Print Report menu option can be used to print a copy of a PO. This is
demonstrated in another lesson (Printing a PO).

Click the Purchase Orders link to view the PO on your screen.
Purchase Orders

77. The Purchase Order page includes hyperlinks below to display the entries that
were made by the Buyer.
78. Click the Header Details link.

Header Details

79. The PO Header Details page displays header information specific to this purchase
order, such as PO Date, Supplier, and Budget Status.

PO Header Details

Business Unit 31300 POID 0000001451
PO Details

Supplier Acme Budget Status Valid
PO Date 04/10/2013 origin 331 CommTecn s 1/ Tax Exemat
POType General ID 74-2225691

Billing Location 0004 Billing Address Letter of Credit ID

Currency

Currency Code USD Exchange Rate Detail Exchange Rate 1.00000000
Rate Date 04/10/2013 Base Currency USD
Rate Type CRRNT

Process Control Option

] Hold From Further Processing Method Emal

Dispatch
Accounting Date 04/10/2013

~/ Trusted sites | Protected Mode: Off G v ®100% ~
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Step Action
80. Click the Return button.
Return
Favorites = | Main Menu~ > Purchasing > Purchase Orders ~ > Review PO Information ~ > Purchase Orders
Home ‘Worklist Add to Favorites Sign out
ORACLE Menu ~ | Search » | Atvanced Search (3] Last Search Results

| New Window | Help | Personalize Page | B -
Purchase Order Inquiry
Purchase Order

Business Unit 31300 Texas Smart Buy PO Status Dispatched
POID 0000001451 On-Line TSB PO Budget Status  Valid
Header
PODate 0411012013 Doc Tol Status yalid

Supplier Name 2 Backorder Status Not Backordered

i ved
Supplier ID 123 Supplier Details Receipt Status Receive

Hold From Further Processin
Buyer Jane Doe 9
PO Reference Online Src Amount Summary E
From Req Merchandise 331432
0000001575 FreightTaxiMisc. 0.00
Header Details HUB Bid Details Acthity Summary Total 331432 USD
Change Order g subcontracting Header Comments Encumbrance Balance 0,00 USD
AIRTY Document Status
W ~ Actions
Watching SpeciallPriority Purchase Types:  MIA
Lines Personalizs | Find | view Al | &2 |2
Line Htem ID Item Description MIGPClass  NIGPtem  Purchasing Method  Purchasing Category Code PO Qty UOM ""‘E'C::"‘SLS:‘
= o DIR-SDD-1464 _ A
1 ré CBX4WH-A BOX SURFACE MOUN 839 85 DR 1 100.0000 EA 377.00
= o - JACK RJ45 5E 568A/8 _ A _
4 ré CJSEBSTGWH WMINIWHITE 839 85 DR 1 100.0000 EA 507.00
s B onmw BLANK MODULES,MINI - . . I
5 ré CMBWH-X COMWHITE 838 85 DR 1 200.0000 EA 38.00
=i - CABLE MANAGER DOOR. . N
8 % PRD6 7 FITS PRV 838 29 DR 1 1.0000 EA 148 44
= VE CABLE MANAGER . )
Ll ré PRVE VERTICAL 6" 7" 838 29 DR 1 1.0000 EA 334.48
10 B whatrcnd CARLE IRRLCATY a3p 29 ne 1 40ANN ANOA FT 1anadn T
7| i [
Done ./ Trusted sites | Protected Mode: Off G v R10% -
Step Action

81.

Click the HUB Bid Details link.
HUB Bid Details

82.

The TX Hub Bids Page displays bid information for ethnic and gender categories, if
this was a competitive bid.

83.

Click the OK button.
]

&4.

Click the HUB Subcontracting link.
HUB Subcontracting

85.

The HUB Subcontractor page displays subcontractor information for this purchase
order, if applicable.

86.

Click the Cancel button.
Cancel
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Favorites - Main Menu~ > Purchasing ~ > Purchase Orders ~ > Review PO Information ~ > Purchase Orders
Home ‘Worklist Add to Favorites Sign out
ORACLE Menu ~ | Search 3 | Advanced Search  [3] Last Search Resulls

| New Window | Help | Personalize Page | 5 =
Purchase Order Inquiry
Purchase Order

Business Unit 31300 Texas Smart Buy PO Status Dispatched
POID 0000001451 On-Line TSB PO Budget Status  valia

Header
PO Date 0410/2013 Doc Tol Status valid
Backorder Status ot Backordered

Supplier ID 1234567890 Supplier Details Receipt Status Received
Hold From Further Processing
Buyer Jane Doe

Amount Summary

I

PO Reference Online Src
Fro

m Req Merchandise 331432
0000001575 FreightiTaxiMisc. 0.00
Header Details HUB Bid Details Activity Summary Total 3,314.32USD
Change Order  HUB Subcontracting Header Comments Encumbrance Balance 0.00 USD
AllRTV Document Status
~ Actions
Watching SpecialiPriority Purchase Types:  N/A
Lines Personalize | Find | view All | 2 | 2
Line ftem ID Item Description NIGP Class  NIGPltem Purchasing Method  Purchasing Category Code PO Gty UOM "”E":f;‘s‘i:
1 B cExawHA B and woun 839 85 DR 1 100.0000 EA 377.00
4 B cusessTewH K e OES6BAB g3 8 R | 100.0000 EA 507.00
5 B cuBwHX I ODULESHMING g3 85 DR 1 200.0000 EA 13800
8 B Pros CABLE MANAGER DOOR |55 29 DR 1 1.0000 EA 148.44
9 By FrRE CRELEIINIACER 838 29 DR 1 1.0000 EA 334.48
E CASLEIRLEATY aan 2a nr . 1nnnn annn FT 1anaan T
m v
i /' Trusted sites | Protected Mode: Off fa v RI00% v

Step Action

87. Click the Change Order link.
Change Order

88. The Change Order Batch screen defaults the Business Unit and PO Number from
the previous screen.

This page enables you to find a change order that was entered for this PO.
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Favorites - Main Menu~ > Purchasing ~ > Purchase Orders ~ > Review PO Information ~ > Purchase Orders
Worklist

(2] Last Search Results

Home Add to Favorites Sign out

ORACLE’

Menu = Search 2 Advanced Search

| New Window | Help | Personalize Page | B
Purchase Order Inquiry
Purchase Order

Texas Smart Buy
On-Line TSB PO

Business Unit 31300
POID 0000001451

PO Status  Dispatched
Budget Status  valid

Header
Doc Tol Status valid
Backorder Status ot Backordered

PODate 04/10/2013
Supplier Name £

Receipt Status Received
Hold From Further Processing

Supplier ID 123
Buyer Jane Doe

Supplier Details

Amount Summary

I

PO Reference Online Src
F

rom Req Merchandise 331432
0000001575 FreightiTaxiMisc.

Header Detalls HUB Bid Details Activity Summary Total 3,314.32 USD

Change Ofdel  HUEB Subcontracting Header Comments Encumbrance Balance

AllRTV Document Status

~ Actions

Watching SpecialiPriority Purchase Types:  N/A
Lines Personalize | Find | view Al | &0 | 2
Line ftem ID Item Description NIGP Class  NIGPltem Purchasing Method  Purchasing Category Code PO Gty UOM "”E":f":s‘uﬁ"’;
1 R cexawH-A E(‘]F;%?JDR’;:SE woun 839 85 DR 1 100.0000 EA 377.00
4 B cusEssTeWH mﬁﬁ\,ﬁdlﬁﬁ S08AE 39 85 DR 1 100.0000 EA 507.00
5 B cuBwHX I ODULESHMING g3 85 DR 1 200.0000 EA 13800
8 B Pros CABLE MANAGER DOOR |55 29 DR 1 1.0000 EA 148.44
9 By FrRE \EEAE'\FEEITE“‘\?;R 838 29 DR 1 1.0000 EA 33448
10 B wnatecng CASLEIRLEATY aan 2a nr . 1nann nnon FT 1anaan ”
il m v

i /' Trusted sites | Protected Mode: Off v R100% v

Step

Action

89.

Click the All RTV link.
Al BTV

90.

The Return To Vendor/Supplier page displays information for an item that is
being returned, if RTV tracking is enabled for your agency.

91.

Click the Cancel button.

Cancel

92.

Click the Matching link.
Matching

93.

The PO Matching page displays matching information for PO 0000001451.

94.

Click the Supplier Details link.

Supplier Details

95.

The Supplier Details page displays information about the supplier including
salesperson and address.

96.

Click the Return button.
Feturn
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Favorites = ‘ Main Menu~ > Purchasing ~ > Purchase Orders ~ > Review PO Information ~ > Purchase Orders
Home Worklist Add to Favorites Sign out
ORACLE Menu ~ | Search 3 | Advanced Search  [3] Last Search Resulls

| New Window | Help | Personalize Page | 5 =
Purchase Order Inquiry
Purchase Order

Business Unit 31300 Texas Smart Buy PO Status Dispatched
POID 0000001451 On-Line TSB PO Budget Status  Valig

Header
Doc Tol Status valid
Backorder Status Not Backordered

PODate 04/10/2013
Supplier Name Acme

Receipt Status Received
Hold From Further Processing

Supplier ID 1234567890 Supplier Details
Buyer Jane Doe
Amount Summary

I

PO Reference Online Src
Fro

m Req Merchandise 331432
0000001575 FreightTax/Misc. 0.00
Header Details HUB Bid Details Activity Summary Total 3,314.32 USD
Change Order HUB Subcontracting Header Comments Encumbrance Balance 0.00 USD
AIRTV Document Status
~ Actions
Matching SpeciallPriority Purchase Types:  NA
Lines Personalize | Find | view Al | &0 | 2
Line tem 1D Item Description NIGP Class  HIGPem  Purchasing Method  Purchasing Category Code PO Qty UOM M”E:::“gl::
1 B cExawHA B and woun 839 85 DR 1 100.0000 EA 377.00
CJSEBETGWH K OES6BAB g3 85 DR 1 100.0000 EA 507.00
CMBWHX I ODULESHMING g3 85 DR 1 200.0000 EA 13800
PRDS CABLE MANAGER DOOR |25 29 DR 1 1.0000 EA 148.44
2 FRVG CRELEIIWIACER 838 29 DR 1 1.0000 EA 334.48
wna1Rcng CASLEIRLEATY aan 2a nr . 1nnnn annn FT 1anaan T
m v
i} /' Trusted sites | Protected Mode: Off fa v R10% v

Step Action

97. Click the Document Status link.
Document Status

Favorites= | Main Menu~ > Purchasing ~ » Purchase Orders - > Review PO Information - » Purchase Orders > Document Status
Home Worklist Add to Favorites Sign out
ORACLE Menu ~ | Search 3> | Advanced Search 2] Last Search Results

| New Window | Help | Personalize Page | &
Document Status

Business Unit 31300 POID 0000001451
Document Date 04/10/2013 Status Dispatched
Currency USD Document Type Purchase Order
Buyer Jane Doe Original Amount 3,314.32
Current Amount 331432

Budget Status Valid

First 4 1505 * Last

Associated Document Personalize | Find | View All |

Documents Related Info

Actions Business Unit Document Type DOC ID Status Document Date Supplier ID Location

- Actions 31300 Requisiion 0000001575  Approved 041092013 B
+ Actions 31300 Receipt 0000001280  Moved 041012013 000 &
~ Actions 31300 Receipt 0000001286  Moved 0411712013 000 B
- Actions 31300 Receipt 0000001294  Moved 0412312013 000 B
+ Actions 31300 Voucher 00005095  Posted 041712013 029 B
[E Retum o Searsh

Done <« Trusted sites | Protected Mode: Off B
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Step Action
98. The Document Status page displays a list of all documents associated with this PO.
Click the Actions link to display valid values for this project.
= Actions
99. The three actions to perform are Maintain Supplier, Maintain Supplier

Conversations and Review Supplier Contacts.

Close this tab to return to the Purchase Order Inquiry page.

100. Congratulations! You have successfully completed this lesson.
End of Procedure.

Purchasing Reports

Running Purchasing Reports
Section 5- Lesson 1, Exercise - Scenario 1 - Running Purchasing Reports

Procedure
This lesson demonstrates how to run a Purchasing Report.

The lesson contains definitions of each of the CAPPS Statewide Reports, and uses the PO Print
Report as an example.

Favorites - Main Menu -
Home Worklist Add to Favorites Sign out

ORACLE Menu = | Search 3 | Atvanced Search

Personalize Content | Layout (2) Help

Done J/ Trusted sites | Protected Mode: Off fa v R100% ~
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Step Action
1. Customized CAPPS Purchasing Reports are available through the Statewide

Reports inventory.

Click the Main Menu button to navigate to the Statewide Purchasing Reports
page.
Main Menu -

2. Click the CAPPS Reports menu.
[0 CAPPS Reports r
3. Click the Statewide Reports menu.
[0 Statewide Reports k
4. Click the Purchasing menu.
3 Purchasing k
5. A list of Statewide Purchasing reports is displayed.
Class and Item Changes Report - displays changes made to the Class/Item table.
6. PO Print Report - displays the printed version of the purchase order.
If the print request is performed by the assigned Buyer, the Buyer’s signature will
print.
For any other user, “UNAUTHORIZED” will display on the signature line.
7. Receiving Report — displays the printed version of the receiving report containing
all receiving details, such as:
- Receipt ID number
- UserID of the person entering the receipt
- PO ID number
- Receipt Date
- Division information
- Delivery information
- Supplier
- Specific quantity, description and unit cost of the item.
8. Requisition Print Report — displays the printed version of the requisition details

containing all item information, comments, status and accounting information.
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Step Action

9. Requisition Status Report — displays:

- Status of the requisitions and associated purchase orders

- Status of each purchase order

- UserID of the last person making changes to the record and when the change was
made

- Details of the requisition and ChartField information, based on the criteria entered
in the Run Control.

10. Requisitions to be Sourced — identifies requisitions available for purchasers to
source.

Note: the Run Control must contain a date range for this report in order for it to pull
data.

Favorites . Main Menu .

Search Menu: Home Worklist Add to Favorites. Sign out

ORACLE ®

Accounts Payable
Accounts Receivable
Allocations

Application Diagnostics
Asset Management
Background Processes
Banking

Biling

CAPPS Reports

CAPPS Statewide
Cash Management
Catalog Management
Commitment Control
Cost Accounting

CPA Interfaces
Customer Contracts
Customer Returns
Customers

Deal Management
Development Utities
Employee Self-Service
Engineering

Enterprise Components
eProcurement
eSettlements

Excise and Sales Tax/VAT IND
Financial Gateway

General Ledger

Grants

Inventory

IT Asset Management

Items

Maintenance Management
Manager Self-Service
Manufacturing Definitions

Personalize Content | Layout (2) Help

rrrrrreoe b

CPA Reports N
CTTS Reports »

DIR Reports »

Statewide Reports

TDI Reports 3 Accounts Payable y
3 Interface »
3 Purchasing

coeroo

Class and ttem Changes Report
PO Print Report

Receiving Report

Requisition Print Report
Requisition Status Report
Requisitions to be Sourced

() ) ) )

Jppppoooooooooorrooopoooooor oooooooE

Step Action
11. The process for running these reports is basically the same, although the parameters
for each will vary. For this exercise, you will run the PO Print Report as an
example.

Click the PO Print Report menu.
[ 51 PO Print Report |
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Favorites~ | MainMenu~ > CAPPS Reporis ~ > Statewide Reports ~ » Purchasing = » PO Print Report
Home Worldist Add fo Favorites Sign out
ORACLE’

Centralizad Accounting and PayrollPersonne System

New Window | Help | /=
PO Print Report
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value || Adda New Value

Search Criteria

Search by:  Run Control ID begins with |

[case sensitive

Search |Advanced Search

Find an Existing Value | Add a New Value

®100%

Step Action
12. Click the Add a New Value tab.
Add a New Value

13. Run Control IDs are used to run system processes.
A Run Control ID is an identifier that, along with your User ID, uniquely identifies
the process you are running. The Run Control ID provides information used when
the process is run.

14. A Run Control ID cannot contain spaces. Use letters or numbers up to 30 characters
long.
Special characters are not allowed except for the underscore.

15. Enter the desired information into the Run Control ID field. Enter "PO_PRNT".
Run Control ID:[PO_PRNT x|

16. Click the Add button.
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Favorites ~

ORACLE’

PO Print Report

PO Print Report

Run Control ID PO _PRNT Report Manager  Process Monitor [ty
Language | English O Recipient's Language
Report Request Parameters Statuses to Include
Business Unit @, To @, [ Approved [ pispatched [canceled
[CJopen [Jpending [Icompleted
poio . Select Purchase Order

Main Menu~ > CAPPS Reporis = > Statewide Reports ~ > Purchasing = > PO Print Report

Home Worldist Add fo Favorites Sign out

New window | Help | Personalize Page | T

Miscellaneous Options

Contract SetiD @,
Contract ID @ “Hold Status [On Hold AND Not On Hold v
Release @, *Chartfields Recycled AND Valid Chartlields ~|
From Date Bl Select Multiple PO's Change Orders | Changed and UnChanged Orders ~|
Through Date [ [ Print Changes Only
Supplier ID @ Print PO Item Description
[ print Duplicate
Buyer @
[Iprint BU Comments
Template 1D @,

(5 save || Notify

Sort BY | Sort by Line Number e

[h Add | 7] UpdaterDisplay

®100%

Step

Action

17.

Click the Look up Business Unit (Alt+5) button.

Bl

18.

Click the 03200 link.
D3201

19.

You may use any of the parameters that you desire.
the PO Print Report for Multiple POs.

For this example, you will print

20.

Click the Select Multiple PO's link.
Belect Multiple PO'q
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Mult PO 1D’s for print

Help
Select Multiple PO's

T — Pomumber| @,
e — e E—

e — e E—

e — e E—

e — e E—
[ ok [ cancal |

®100%

Step Action

21. Enter the desired information into the PO Number field. Enter "0000001413".
PO Numbe ]

22. Click the 0000001413 object.

23. Enter the desired information into the PO Number field. Enter "0000001414".
PO Number[ ]

24. Click the 0000001414 object.

25. Enter the desired information into the PO Number field. Enter "0000001415".
PO Number[ ]

26. Click the 0000001415 object.

27. Click the OK button.

[ ok ]
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Favorites~ | MainMenu~ > CAPPS Reporis ~ > Statewide Reports ~ » Purchasing = » PO Print Report
Home Worldist Add fo Favorites Sign out

ORACLE’

New Window | Help | Personalize Page | T
PO Print Report

PO Print Report

Run Control ID PO_PRNT Report Manager  Process Monitor Run
Language [English _ ~| ® specified Language O Recipient's Language
Report Request Parameters Statuses to Include
Business Unit|03200 |3, To @, [ Approved [ pispatched [canceled
POID 9, guect Purchase Order [Jopen [Jrending [Clcompleted
Contract SetlD @, Miscellaneous Options
Contract ID : @ *Hold Status [On Hold AND Not On Hold v
Release @ *Chartfields | Recycled AND Valid Chartfields ~|
From Date ] Change Orders \ Changed and UnChanged Orders v‘
Through Date [ [ Print Changes Only

Print PO Item Description

Supplier ID @
[ print Duplicate
Buyer @
[Iprint BU Comments
Template ID @ Sort By [Sort by Line Number v
3 save || Nomy [h Add | 7] Update/Display
< P

Step Action

28. Click the Run button.

29. Use the Process Scheduler Request page to enter or update parameters, such
as report output type and format.

30. The Description field helps to uniquely identify a process.

31. The Process Name field displays the name of the process as it appears in the
technical definition.

32. Use the Format field to define the output format for the report. The values are
dependent on the process type that is selected.

In this example, the default value is PDF. Do not change the defaults.
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Process Scheduler Request

User ID TXTESTFNC18 Run Control ID PO_PRNT

Server Name: v Run Date [08/11/2016  x|[s)
Recurrence v Run Time [3:36:25PM Reset to Current Date/Time
Tmezone| &

Process List
Select Description Process Name Process Type “Type *Format Distribution

PO XMLP Dispatch PO_DISPATCH Bl Publisher Disiribution

#100%

Step Action

33. Click the OK button.
34. The report is now running. Notice a Process Instance number displays. This

number identifies the process you have just run; you can check its status using
Process Monitor.
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ORACLE’

PO Print Report
PO Print Report
Run Control ID PO_PRNT

Report Request Parameters

Business Unit|03200 |@,

POID
Contract SetiD @
Contract ID
Release @
From Date

Through Date
Supplier ID
Buyer

Template ID

(5 save | |= Notify

To

Favorites~ | MainMenu~ > CAPPS Reporis ~ > Statewide Reports ~ » Purchasing ~ » PO Print Report

Language |English | @ Specified Language O

QA

4 setect Purchase Order

Select Multiple PO's

Process Monitor

Home Worldist Add fo Favorites Sign out

New Window | Help | Personalize P: i
Saved ‘

Process Instance: 1545978
Statuses to Include
] Approved [ Dispatched [canceled
[CJopen [Jpending [Icompleted

Miscellaneous Options

*Hold Status [On Hold AND Not On Hold v
*Chartfields ‘ Recycled AND Valid Chartfields V‘
Change Orders \ Changed and UnChanged Orders V\

[ Print Changes Only
Print PO Item Description
[ print Duplicate

[Iprint BU Comments

Sort BY | Sort by Line Number hd

5+ Add | z] Update/Display

< = P
Step Action
35. Click the Process Monitor link.
36. The Process Instance number displays. It helps identify this report or process from
others in the list.
37. The Process Name is the report/process that you just ran.
38. The current Run Status of this process displays as Queued.

The process will be finished when the Run Status is Success, and the Distribution
Status is Posted.

39. The Refresh button updates the Run Status and Distribution Statuses. The Run and

Distribution statuses that indicate that the process is finished is Success and Posted.
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Favorites ~

ORACLE’

Process List || Server List

View Process Request For

User ID[TXTESTFNC1§®,  Type | [Last v
Run Status v D status ~| [ save On Refresh

Process List

Select Instance  Seq. Process Type Process Name  User Run Date/Time

1545978 Bl Publisher

Go back to PO Print Report

[ save | |=] Notify

Process List | Server List

Main Menu~ > CAPPS Reporis = > Statewide Reports ~ > Purchasing ~ > PO Print Report

PO_DISPATCH TXTESTFNC18 08/11/2015 3:36:25PM CDT

» Process Monitor

Home

Personalize | Find | View All |2 | B

Run Status

Queued

Worldist Add fo Favorites Sign out

New Window | Help | Personalize Page | [5

First 4/ 1 of 1%/ Last

Distribution
stat Details

NIA Details

®100%

Step

Action

40.

Click the Refresh button.
[ "Refresh  {

41.

The process has finished. The status is Success and Posted. Now you will navigate
to Reporting Tools > Report Manager in order to view the report.

42.

Click the Main Menu button.

43.

Click the Scroll Down button.

4

44,

Click the Reporting Tools menu.
C3 Reporting Tools

45.

Click the Report Manager menu.

| |j Report Manager
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Favorites ~ ‘ Main Menu~ > Reporting Tools ~> Report Manager

Home | Worklist | AddioFavorites | Sign out
ORACLE’
New Window | Help | Personalize Page | [5
List || Explorer || Administration || Archives
View Reports For
Folder Instance to Refresh
Name Created On 5 [Geet v 1) [Daye  ~
Reports Personalize | Find | View All |2 | B First ' 10f 1 Last
Report Report Description Folder Name S:g}’r'ﬁ:l‘:" ﬁfpm :-::::
1 Report
5 save
List | Explorer | Administration | Archives
Step Action
46 Click the Administration tab
Favorites ~ ‘ Main Menu~ > Reporting Tools ~ > Report Manager
Home | Worklist | AddioFavortes | Sign out
ORACLE’
New Window | Help | Personalize Page | [5
List || Explorer || Administration || Archives
View Reports For
User ID [TXTESTENC Type| v[Last v 1 Reiresh
Slalus‘ v| Folner‘ v\ Instance to
Report List Personalize | Find | View All | 2 First 4 1-6 016 Last
Report Prcs - Request .
Select D Instance Description Date/Time Format  Status Details
591722 1545080 PO_DISPATCH - PO_DISPATCH.pdf gi’;gggﬁ ?E;:%a‘ Posted  Delails
501719 1545978 TXCPO004 - TXCPO004.pdf 33;;11/531: ’E’,“;""a‘ Posted  Details
591716 1545974 POX5030 - POX5030.001 Eaﬂ ggg; E:C; B3l posted  Details
Text
591715 1545975 Receipt Delivery Cleanup ﬁ’yﬁgﬁ Files  Posted Details
(bd)
Text
591713 1545973 Reciept Delvery Ea’yﬁgﬁ Files  Posted Details
o)
591699 1545956 Receiver Interface Pusn 380’;“52,1; ACTOBEl pocted  Details

Select All DDeselecl All
Uz

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

Save

List | Explorer | Administration | Archives

®100%
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Step Action

47. Click the Details link.
Details

Report Detail

Report

ReportID: 591719 Process Instance: 1545978
Name: XMLP Process Type: XML Publisher
Run Status: Success

PO_DISPATCH - PO_DISPATCH pdf
Distribution Details

Distribution Node: ReportDist Expiration Date: 03/18/2015

File Size (bytes)  Datetime Created

PODispatch.log 142 08M11/2015 3:37:19.585699PM CDT
PO_DISPATCH.pdf 9,967 08/11/2015 3:37:19.585689PM CDT
Distribute To

Distribution
ID Type
User TXTESTFNG18

o | o |

*Distribution ID

Step Action

48. Click the PO_DISPATCH.pdf link.
PO _DISPATCH pd]

49. There are 3 pages as indicated on the toolbar below. You can select the Down Arrow
to view Page 2 and 3.

To save you select the Save Button and navigate to the location on your computer to
save the document.

To print you would select the Print icon.
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Purchase Order # 03200 0000001413 Page: 1of 1
CHANGE ORDER - REPRINT

I

Payment Terms: Net 30 Freight Terms: FOB Dest.-  Ship Via:Trucking PCC: D Date: 081015 PO Method: DG Dispatch: Dispatch RevDt: 08/10/15
Seller pays Via Print
freight

PLEASE NOTE: ADDITIONAL TERMS AND CONDITIONS ARE LISTED AT THE END OF THE PURCHASE ORDER.

Vendor: ELECTRICAL SOLUTIONS Ship To: TX032-001
6625 JEFFERSON

625 405 E. 23rd Street
UsA Austin TX 78712
‘GROVES TX 77619 United States.
United States

Vendor ID: 1010833540

Purchaser: Buyer] User Bill To: Drive of Champions
Phome: 5125554321 Lubbock TX 79409
Email: United States
Fax:
Email: Not Specified
Line Sch__Line Description Class/Item Quantity _ UOM Unit Price Extended Amt__Due Date
11 ELECIRICITY UTILITY 968779 1.00 EA 25000.00 25000.00 08/10/2015
BILL

Schedule Total 25000.00

Step

Action

50.

To view the report in one window you will need to select the minus button a few
times.

Click the AVPageView object.

51.

Click the AVPageView object.

52.

Click the AVPageView object.

53.

If the print request is performed by the assigned Buyer, the Buyer’s signature will
print.

For any other user, “UNAUTHORIZED” will display on the signature line.

54.

Notice the PO number at the top of the page. This is PO #1413.

Click the AVPageView object.
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Step Action

55. Each page is a different PO. This is PO #1414,
Click the AVPageView object.

56. And this is PO #1415.

Click the Close Tab (Ctrl+W) button.

Report Detail

Report

ReportID: 591719 Process Instance: 1545978
MName: XMLP Process Type: XML Publisher
Run Status: Success

PO_DISPATCH - PO_DISPATCH pdf

Distribution Details

Distribution Node: ReportDist Expiration Date:  [08/182015

File Size (bytes) Datetime Created
PODispatch.log 142 08/11/2015 3:37:19.585689PM CDT
PO_DISPATCH pdf 9,967 0811/2015 3:37:19.585699PM CDT
Distribute To
Distribution
1D Type
User TXTESTFNC18

*Distribution ID

[ ok [ cancar |

#100%

Step Action

57. Click the OK button.

ook |
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Favorites~ | MainMenu~ > Reporting Tools = > Report Manager
Home Worldist Add fo Favorites Sign out

ORACLE’

New Window | Help | Personalize Page | [5
List || Explorer || Administration | Archives

View Reports For

User D] Type| [ Last ~ 1 Refesh
Status | v| Foider| v| Instance to

Report List Personalize | Find | View All |0 [ First @) 15015 Last

Select Jeport res e Descrintion et Format  Status  Details

08/11/2015  Acrobat
3:37:10PM (*.paf)
08/11/2015  Acrobat

591719 1545078 PO_DISPATCH - PO_DISPATCH pdf Posted  Defails

591716 1545974 POX5030 - POX5030.pdf 114:03PM  (*.pdh) Posted  Details
Text
I
591715 1545975 Receipt Delivery Cleanup ?81%11%1445 Files Posted  Details
) (*.bd)
Text
I
591713 1545973 Reciept Delivery ?81’;1152.1: Files Posted  Details
(bd)

08/10/2015  Acrobat

409:54PM  (.pan) Posted  Details

591699 1545956 Receiver Interface Push

VSE\eEtAH Deselect All

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

[5) save

List | Explorer | Administration | Archives

Step Action

58. Click the Home link.
Home

59. Congratulations! You have successfully completed this exercise.
End of Procedure.

Running Contract Reports
Section 5- Lesson 1, Exercise - Scenario 2 - Running Contract Reports
Procedure

This lesson demonstrates how to run a Procurement Contract.

This lesson contains definition of the different types of Vendor Contract Report you can print
POCNT100 or TXCNT100.
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Favorites . Main Menu .
Home ‘Worklist Add to Favorites Sign out
ORACLE’ All - search » | Advanced Search
Personalize Content | Layout (2) Help
#100% -
Step Action
1. Click the Main Menu button to navigate to the Supplier Contracts page.

2. Click the Scroll Down button.
-
3. Click the Procurement Contracts menu.
| /3 Procurement Contracts v]
4. Click the Reports menu.
[ 7y Reports v]
5. Click the Order Contracts menu.

[ £ Order Contracts |
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Favorites ~ Main Menu~ > Procurement Contracts ~ > Reports ~ » Order Contracts
Home ‘Workdist Add fo Favorites Sign out

ORACLE Al ~| searcn 3 | Advanced Search
New Window | Help | /=
Supplier Contracts
Enter any information you have and click Search. Leave fields blank for a list of all values
Find an Existing Value Add a New Value

Search Criteria

Run Control ID:

[case sensitive

Search Clear |Basic Search [ Save Search Criteria

Find an Existing Value | Add a New Value

®100%

Step

Action

Click the Add a New Value tab.

Add a New Value

A Run Control ID is an identifier that, along with your User ID, uniquely
identifies the process you are running. The Run Control ID provides information
used when the process is run.

Use letters or numbers up to 30 characters. Special characters are not allowed except
for the underscore.

Click in the Run Control ID field.
Run Control ID:| |

Enter the desired information into the Run Control ID field. Enter "Cnt_Print".
Run Control ID:| |

10.

Click the Add button.
Add
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New Windaw | Help | Personalize Page | T

Order Contracts

Run Control ID Cnt_Print Report Manager Process Monitor
Language
Report Request Parameters
SetiD @, Business Unit @,
Contract ID From @ To @
Supplier ID @,
Miscellaneous Options Statuses to Include
[Jprint Duplicate [J Approved [CJopen [IHeld
Number Of Copies| 1 [ canceled [ Completed
SortBy[SortbyLine Number W] Dispatch Methods to Include
Print FAX
E-Mail Phone
[5) Save | |=] Notify B Add || 7 Updatemisplay

®100%

Step Action
11. Click the Look up SetID (Alt+5) button.
=
12. Click the 03200 link.
03200
13. Click the Look up Contract ID From (Alt+5) button.
=
14. A percentage (%) considered a wild card is usually used in a search field to
represent one or more characters or numbers.
Enter the desired information into the Contract ID field. Enter "%42".
Contract ID:| begins with || |
15. Click the Look Up button.
Look Up
16. Click the 0000000000000000000000042 link.
A
17. Click the Run button.
18. The Process Name helps to uniquely identify the different types of reports. Both

reports contain the same contract information in a different layout.
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Process Scheduler Request x

Saved | A
UserID TXTESTFNCO2 Run Control ID Cnt_Print

Server Name v Run Date [08/252016  x |[Hl
Recurrence v Run Time |11:57:12AM Reset to Current Date/Time
Timezons| 18,

Process List
Select Description Process Name Process Type “Type *Format Distribution

[0  Vendor Contract Dispatch/Print POCNT100 SQR Report Distribution
[0  Vendor Contract Dispatch/Print TXCNT100 SQR Report Distribution

[ o[ canca |

H100% v

Step Action
19. Click the Contract Dispatch/Print option.
] “endor Contract Dispatch/Print
20. Click the OK button.
21. The report is now running. Notice a Process Instance number displays. This

number identifies the process you have just run; you can check its status using
Process Monitor.
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Favorites ~

ORACLE’

Order Contracts

Miscellaneous Options

Run Control ID Cnt_Print

Report Request Parameters

Al ~| Search

Report Manager

SetlD 03200 @,

Contract ID From 0000000000000000000000042 | @,

Supplier ID @,

[ print Duplicate

Number Of Copies 1

Main Menu~ » Procurement Contracts ~ > Reports ~ » Order Contracts

Home Worklist

% | Advanced Search

New Window | Help | Personalize Pj

Process Monitor

Process Instance: 1552345

Business Unit 03200 @

To|0000000000000000000000042 | @,

Statuses to Include

~ Approved
+ Canceled

¥ Open
7 Completed

| Held

Sort By | Sort by Line Number v Dispatch Methods to Include
 print 7 FAX
+ E-Mail + Phone
[5) Save ||[=] Notify Ew Add || 7 Updatemisplay

Add fo Favorites

Sign out

Saved ‘

Centralizad Accounting and PayrollPersonne System

Step Action

22. Click the Process Monitor link.

23. The Process Instance number displays. It helps identify this report or process from

others in the list.

24, The current Run Status of this process displays as Queued.

The process will be finished when the Run Status is Success, and the Distribution
Status is Posted.
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Favorites ~ Main Menu~ > Procurement Contracts ~ > Reports ~ » Order Contracts > Process Monitor
Home ‘Worklist Add fo Favorites Sign out

ORACLE Al ~| searcn 3> | Advanced Search

New Window | Help | Personalize Page | [F
Process List || Server List

View Process Request For

User ID[TXTESTFN( x|, Type | [Last v| 1 Refresh
sever| W] MName @,  Instance to
Runstatus|  ~|  Dismbutionstatus | | [V]Save On Refresh
Process List Personalize | Find | View Al |V |E  First @ 14074 Last
Select Instance  Seq. Process Type Process Name User Run Date/Time Run Status oo '™ Details
1552345 SR Report POCNT100 TXTESTFNCO2  0B/25/2016 1157:12AMCDT  Queued NIA Details

Go back to Supplier Contracts
(5 save || Notify

Process List | Server List

®100% ~

Step Action

25. The Refresh button updates the Run Status and Distribution Statuses. The Run and
Distribution statuses that indicate that the process is finished is Success and Posted.

Click the Refresh button.
|  Refresh |

26. The process has finished. The status is Success and Posted.

Click the Details link to retrieve the report.
Detailg
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Process Detail
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Process

Instance 1552345
Name POCNT100
Run Status Success

Type S0R Report

Vendor Contract Di

Distribution Status /A

|| Update Process

Run Control ID Cnt_Print
Location Server
Server FINTRN1

Recurrence

) Hold Request
) Queue Request
(0 Cancel Request
) Delete Request
) Restart Request

Date/Time:

| [ Actions.

Request Created On 08/25/2016 11:57-36AM COT
Run Anytime After 08/25/2016 11:57-12AM CDT
Began Process At 08/25/2016 11:57-56AM COT
Ended Process At 08/25/2016 11:57-56AM CODT

Lo |

Parameters Transfer
Message Log
Batch Timings

View Logirace

®100%

Step Action

27. Click the View Log/Trace link.

View Log/Trace

Process Instance:
POCNT100
Run $tatus: Success

Process Type:

Vendor Contract Dispatch/Print

1552345
SGR Report

Distribution Details

Distribution Node: PSREPORTS Expiration Date:

File List
Name

File Size (bytes)
1717

6,006

179

SQR_POCNT100_1552345.log
pocnti00_1552345.PDF
pocnt100_1552345.0ut
Distribute To

Distribution
ID Type
User

*Distribution 1D

TXTESTFNCO2

|09/24/2016

Datetime Created

08/25/2016 11:58:10.967430AM CDT
08/25/2016 11:53:10.967430AM CDT
08/25/2016 11:58:10.967430AM CDT
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Step Action

28. Click the pocnt100_1552345.PDF link.
pocnt100 1552345 POH

20. This is a sample of the poent100 report.
30. This a sample of the txemt100 report.
31. Congratulations! You have successfully completed this exercise.

End of Procedure.
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