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Add Check Request

Check Request Information

* Invoice Date: [02/16/2012

ver

* Due Date: 02/16/2012
Check Amount:

Check Request Detail Linq;

{
Detail Invoice Entry
Detail Line Description
equipment |
General Ledger Ami
Account 199 E 41 6393 00 7
Account 199 E 316399 00 1)

Detail Invoice Entry
Detail Line Description

Account

Detail Invoice Entry
Detail Line Description

(= Add Check Request - WRVAP\CH\SQ - 26417 - 04.12.02.00.03 - Windows Interner ™ Ty

— = o8
Select a PO Group. ["’f:i
R i
« These will be the same groups used for requisitions.
« The approvers are the same.

Submit For

roval

* PO Group: 101 - Jenes Elementary [*]=_ « Only the Users' Account Clearance is applicable. (Check speiling )
™ Invoice Number: PS101-10072012 = =

.| Thursday

9383 Scramble avenue PO BOX 42226 Scramble WV 55555

- Thursday Do not mail
Enter an Invoice Number . ]
This is a required, alpha-numeric field.
Enter an applicable Invoice Date. :
It will default to the date the request is bemg entered, 1099 Invoice Amount £
but can be changed. 100.00
bunting Amount
Enter the Yendor. 50.00
Enter a detailed Description to outline the reason for the request. S| Mo
100.00

The Due Date will default to the date the request is entered,
but can be changed.

General Ledger Account Distribution

General Ledger Account Distribution

7
1099 Invoice Amount

] 0.00
Accounting Amount
0.00 Iore

1099 Invoice Amount

0.00

E _Accounting Amount
Ll *
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= Add Check Request - WRVAPACH\SQ - 26417 - 04.12.02,00.03 - Windows Internet Explorer
Add Check Request

Check Request Information
* PO Group: 101 - Jones Zlementary ~]
* Invoice Number: PS101-10072012
* Invoice Date: 02/16/2012 . Thursday
* Vencor: Abc restaurant supplyscr 9383 Scramble avenue PO BOX 42226 Scramble WV 55555 -
* Destription: equipment rental . If Do Not Mail is checked, )
| the configured special batch number
will be assigned to the request.

* Due Date: 02/16/2012 . Thursday | Do not mail
Check Amount: ~ loo.oo

Che(  Enter a Detail Line Descrlptlon for each I:ne stem

F=%ECR
C ] L Kp

2

and the Invoice Amount., 4
Den... HYoTCe Ty \
Detail Line Description A 1099 Invoice Amount . =
equipment f 100.00
General Ledger Account Distribution Accounting Amount
Account 199 E 41 6399 00 701 0 99 D00: GENERAL JGEN ADM /GENERAL SUPPL././ [ 50.00
Account 199 E 31 6399 00 101 0 11 000: GENERAL /G&C /GENERAL SUPPL././ELEMENTARY/0/ 50.00
T — — — Total; 100,00
Enter the appropriate account number . '
Detail Invoice E
Detail Line Descripee p to four accounts can be used £, detal line item. 1005 Invoice Amount
0.00
General Ledger Account Distribution Accounting Amount
Account - 0.00 Iore
Detail Invoice Entry
Detail Line Description 1099 Invoice Amount
0.00
General Ledger Account Distribution Sg Accounting Amount =
i Lid

-
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Add Check Request

Check Request Information
* PO Group: 101 - Jones Elementary EI

- =
* Invoice Number: PS101-10072012 | Click Submit For Approval
* Invoice Date: 02/16/2012 || .| Thursday when the request is completed.
* Vendor: Abc restaurant supplyscr 9383 Scramble avenue PO BOX 42226 Scramble WV 55555 -
* Destription: equipment rental
* Due Date: 02/16/2012 . Thursday 1 Do not mail
Check Amount: 100.00
Check Request Detail Line | As each line item amount is entered, |
" | the Check Amount will automatically adjust. -
Detail Invoice Entry s
Detail Line Description 1099 Invoice Amount |~ .
equipment 100.00
General Ledger Account Distribution Accounting Amount
Account 199 E 41 6399 00 701 0 99 000: GENERAL JGEN ADM /GENERAL SUPPL.../ [ 50.00
Account 199 E 31 6399 00 101 0 11 000: GENERAL /G & C /GENERAL SUPPL.{./ELEMENTARY/0/ S000 | More
Total: 100.00
Detail Invoice Entry
Detail Line Description 1099 Invoice Amount
0.00
General Ledger Account Distribution Accounting Amount
Account - 0.00 More
Detail Invoice Entry
Detail Line Description 1099 Invoice Amount
1 0.00
__ General Ledger Account Distribution ¥ Accounting Amount ; b
4 m r
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Hoe % Management Nonders | Eocasig | } . Receivable Assets ] g Reports  Reporting  Management
171 Submit N @ G B ' o Favoritesw “.1_, New Window BT My Print Queue
Views: General[w] Fiters: **All check requests [~]

Y ol ) (, Refresh

2 . (%]
Invoice Number Check Number Vendor Name

o Check Amount Due
oS ; l i
“ skal it s )]

Click Edit to modify a request. l o
The requests will be listed including the Status, |
| Invoice Number, Vendor, Check Amount, and Due Date.

. Click Delete to remove a request, )—*

Selecting any of these column headings
will change the sort of the displayed requests.

Notes

n

N oA

0 El 1 records displayed

Check Request Number:
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elele
— g 7
Both Notes and Attachments |
; cmbeaddedbaaC}weckReq_est.r Notes
: Attach
' Click Clone to make an exact duplicate 7 cione
of the selected request
that can be modified appropriately.
«| , i ’
20 [=] 1 records displayed Check Request Number:
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Expand the check request. 1
; ice Mup Check Number Vendor b SLaJl:: Check Amount Due Print
mitte -
Motes

m

20 [*] 1 records displayed Check Request Number:
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Skyward School District

Charies Szaszscr

P
_{ We value your feedback |~

w Check Request Detail Line Entries

20 [] 1 records displayed

Description Invoice Number Invoice Date
General Ledger Account Distribution Accounting Amount
equipment PS101-10072012 02162012 100.00 N
199 E 41 6399 00 701 0 99 000 50.00
199 E 31 6399 00 101 0 11 000 50.00
w Approval History
Date Time Status Approval Level Name/Note
Awaiting Approval Level 2 Alkinsscr Leatrice A
Awiaiting Approval Level 1

Account Accounts  Fixed Custom Federal/State Bid
Home « Management Vendors Pwmasiqg Rersivahle  Ascets INVentory SBAA o aports  Reporting  Management
N ~ | Three nodes display the pertinent information e e e e
i Submitw for the check reguest: B 8 (Fravoitese T New Window E5a My Print Queue
Views: GeneralE] Filters: [ **R11 check rem| « Check R it tlon Y (i =] & Refresh
ﬁ:i:e?ef"ﬁ' gg} Status Invg * Check Request Detail Line Entries sr; Check Amount  Due e
 000co0000000021 3 gl w | ionoo ce/ 1R
[ Expand Al Collapse All Modify Details (displal_ This concludes the tutorial. [ Ean
[+ cneck Request Information | Detete
Check Request # 000000000000021 Invoice # PS101-10072012 1
Invoice Dale: 02/16/2012 Request Amount: 100.00 |
Due Date: 02/16/2012 Do not mait: No !
PO Group: 101 - Jones Elementary | MNotes
Description: equipment rental Attach
Vencor: Abc restaurant supplyscr 3383 Scramble avenue PO BOX 42226 Scramble WV 55555 fiieh
Entered By: Szaszscr Charles on 0211672012
Clone

Check Request Number:
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