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[R BusinessPluszo. STORES INVENTORY ORDERING
Step 1: Access Stores/Inventory-Create/Update Orders Screen (SIOEUB)

H@BusinessPlus @ Q (&)
=Menu BISD 19.12 Future Prod
@00000000000
000000000000
al Dashboard 7

= Menu

0w
.
.
Click: B
) 0w
WORKFLOW APPROVAL 0wV
REPORTS TO v
2 BusinessPlus @ Q (e
=Menu BISD 19.12 Future Prod
900000000000
Complete Menu 000000000000
AP Accounts Payable U 4 N | hb d
ser's Name Personal Dashboar =
AR Accounts Receivable
EMPLOYEE ONLINE T e v
BD Budget ltem Detail
BK Bank Reconciliation JoBS 20 v
EN Encumbrances
WORK] cov
FA Fixed Assets |
6L GeneralLedger ero] S| Stores Inventory S
.
GM  Grants Management SeIeCt' |
HR Human Resources
NU  NUCLEUS
PA  Project Allocation
PB Position Budgeting
PE Person/Entity Database
Pl PEIMS
PO Purchasing
PY  Payroll System
RC Recurring Calculations
RR Regulatory Reporting
RX Ad Hoc Report Writer
) BusinessPlus o o @
=Menu BISD 19.12 Future Prod
#00000000000
= 000000000000
BT Receiving Set Processing User'f
. =
i OE Order Processing
c e
1Q Interactive Inquiry Select: —
RE Stores Inventory Report
WORKFLOW APPROVAL T owv
UP Update Stores Information
UT Utilities REPORTS e v
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[R BusinessPluszo. STORES INVENTORY ORDERING

BusinessPlus

=Menu BISD 19.12 Future Prod

€00000000000
=|si|oE 000000000000

" TN [N 1 L

Use @

o T UB Create/Update Orders
° Select: B

BP Order Set Proof

kel

FL Fill Order; Post to Sl and GL JOBS 20 v
GL Re-post Filled Order to GL

WOMKFLOW APPROVAL To v
0S  Order Summary Report
PB Print Backorders REPORTS S0 v

o
=

Print Pick Tickets

w
=

Print Pick Tickets Restricted

il
“

Print Packing Slip

Sl Fill Order; Post to SI Only

UB Create/Update Orders

Create/Update Orders (SIOEUB) screen will open.

| BusinessPlus Dashboard X @ Create/Update Orde OEUE) X + -

C {Y & bpbisdus/screens/ui/uiscreens/Storesinventory/SIOEUB a t »@

Create/Update Orders (SIOEUB)

- Search
+
Q
Order ID* T  Descriplion® T Year* T
“ m
Status™ T PriWarehouss™ T Security Gode T Route T
=}
Filters: Sec Warshouse T Price Coce: T Order Total
e
O NewaAndPendingor...
Main Items
Search Criteria: Requested By T Requesied Dale® T Required Date A
Approved By T Approval Date CIRd
Customer ID* =2|Y
Addr v
Gontact T EndUss T Gustomer PO: T M v
Prep ID* ¥ Transaction Code® T Pick Ticket T Transaction Frmt* T
Purchasing PR T
Order Codes
Order Code 1 T OrderCoge 2: T OrderCode T Order Code 4: T
Order Gode 5 T OrderGode & T OrderCode T T OrderGode h

Order Code 9 T Order Code 10. T
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STORES INVENTORY ORDERING

[”@ BusinessPlus2o.11

Step 2: Create the Order

| BusinessPlus Dashboard X @ Create/Update Orders (SIOEUB) X =+

C Y & bpbisdus/screensyui/uiscreens/Storesinventory/SIOEUB

i Apps

Create/Update Orders (SIOEUB)

Hp BusinessPlus

- Search

Q @
search
ApPly Order ID* T Description™ T Year* v
“ m
Status® T Privvarehouse™ T security Code: T Route T

=}
Filters: Sec Warshouse: T Price Code: T OrderTota
e
O NewAndPendingor...
Main Items
Search Criteria: Requested By T Requesied Date* T Required Date: T

Approved By

Click: + Add

Customer ID*

Addr A

Contact T EndUse T Customer PO T Misc v
Prep ID* T Transaction Code® T Pick Tickst T Transaction Frmt* v
Purchasing PR: r

Order Codes

Order Code 1 T Order Code 2 T Order Code T Order Code 4 v
Order Code 5 T OrderCode 6 T OrderCodeT T OrderCode s A ¢
Order Code 8 T Order Code 10 Y

A blank screen will display.

Create/Update Orders (SIOEUB)

HJ@ BusinessPlus

(<] Add
Q
Order ID* 5 Description* Year® NONE -
Statws* +  PiiWarehouse* v  Security Code: *  Route
-]
Sec Warehouse ~  Price Code Order Total 0.00
Li]
Main Items
| ]
Requested By* User Name Requested Date®  10/08/2020 Required Date:
=
Approved By Approval Date
&
Customer ID* =
Addr: -
~
<
Contact End Use Customer PO Misc
2
Prep ID* BI734ECC Transaction Code* | OF ~  Pick Ticket: Transaction Frmi*  NB -
B
Purchasing PR
B
Order Codes
o
Order Code 1 v | OrderCode2 ~  Order Code 3 ~  Order Code 4

Order Code 5:

Order Code 9

- Order Code 6 -

- Order Code 10 -

Order Code 7

Order Code 8:
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[R BusinessPluszo. STORES INVENTORY ORDERING
Step 3: Input Order ID

**NOTE: There are three types of orders; Warehouse order, Technology order and Transportation order. Example #1
demonstrates how to create a Warehouse order. Example #2; a Technology order (see pg.16) and Example #3; a Transportation
order (see pg.21).

Example #1: Warehouse Order

H- ] Add
Q
Order ID* Description® Year® NONE -
B
Status® NW SIORDERN SOWH ~ | Seeurity Code + | Route
& SITECH
Sec Warehouse: SR 0
L]
Main Items
- “
Requested By* . Required Date
@ Click: Select: Type of order
Approved By
p) such as; SIORDERN (warehouse
Customer ID* =
supplies), SI.TECH (Microsoft
Addr -
~ . .
= licensing) or S.TRANS
Contact: End Use: Misc:
2 .
Prep ID¥ BI734ECC Transaction Code® | OF (transportatlon requeSts) Transaction Frmt* | NE -
)
Purchasing PR
S
Order Codes
&
Order Code 1 +  Order Code 2 +  Order Code 3 v Order Code 4 -
Order Code 5: - Order Code 6: - Order Code T: - Order Code &: -
Order Code 9 +  Order Code 10 .
H@ BusinessPlus Create/Update Orders (SIOEUB) Q @ E
N Add
Q .
Order ID¥ Description: Order # Wl" populate. Year® NONE -
Stats® Nw «  PriWarehouse® TN ~  Security Code: *  Route
-]
Sec Warehouse +  Price Code Order Total 0.00
i}
Main Items
r
. .
Step 4: Add a Description
N = o Add
Q
Order ID¥ 00027983 ¥ Description® Office Supplies Year® NONE -
i
Status® NW «  PriWarehouse CTWH ~  Security Code ~  Route
=}
Sec Warehouse: = Price Code: Order Total 0.00
i}
Main Items
]
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STORES INVENTORY ORDERIN

€

Step 5: Select a Primary Warehouse

a E— R <] Add
Order ID¥ 00027982 L3 Description® Office Supplies vear® NONE -
Status® N «  PriWarshouse™ CcTWH ~  Security Code: v  Route
&
Sec Warehouse: ~  Price Code: ‘l ANl 0.00
Lid Code Description
- Main ftems Not Selected
Requested By* N ALL All Warehouses lested Date® . B
o YserNome Click: Drop Down Arrow Select: A
Approved By oval Date: .
5 MDCT MEDIA CENTER warehouse depending on type of order:
Customer ID* = | PRNT PRINTSHOP .
e TECHNOLOOY WAREHOLSE CTWH (for warehouse supplies), TECH
Addr - . .
o TRAN _TRANSPORTATION WAREHOUSE _~ (for Microsoft PC license) or TRAN (for
Contact End Use Customer PO: .
) transportation requests)
Prep IDX 1734ECC Transaction Code*  OF - Pick Ticket -
Step 6: Input Security Code
Q_ p— Add
Order ID* 00027952 5 Description® Office Supplies Year® NONE -
Status® NW ~  PriWarehouse® CTWH ~  Security Code - Route
= =
Sec Warehouse «  Price Code Order Total: |7 al
(1] Code Description
o el L5 734 BI-TECH HELP DESK
Requested By* User Name Requested Date*  10/05/2020 e
£y
Approved By Approval Date I N
- Click: Drop down arrow
’
input/select location.
Step 7: Input Customer ID
(1]
~ Main Itemis
: Requested By* Requested Date® | 10/05/2020 Required Date.
=
Approved By User Name Approval Date:
&
Customer ID* [1 | =
Addr: -
Contact: End Use: Misc:
i
Prep ID* BI734ECC Transaction Code® = OF @ Transaction Frmt® | NB -
.
Click:
=
Order Codes
)
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HJ@ BusinessPlus2o.1 STORES INVENTORY ORDERING

Data Lookup screen will populate.

Data Lookup

Search ID Source: All

Security CD Pedb Code

No items to display

Address Line 1 Address Line 2 Address Line 3 Address Line 4 City

Data Lookup

Search 1D Source: Al

| ~

PEID Name Security CD Pedb Code

@ BI-TECH ® | x @®

BI-TECH HELP DESK
~—~—

Input: Your location name

Click: ® Select: Location

Address Line 1 Address Line 2

Address Line 3

Address Line 4

4330 E. Morrison ... BROWNS'f1

4330 E. Morrison ... BROWRNSYIL

Stores_Inv_Order_NewVersion_2021
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STORES INVENTORY ORDERING

Main Items
. .
= ! i Customer ID information >
Approved B .
. will populate.
Customer ID*
Addr
~
<
o
Customer PO: Misc
Step 8: Enter items needed
Status™ N «  PriWarehouse™ cTwH «  Security Code 734 ~  Route
Sec Warshouse +  Price Code Order Total 0.00
Mai
r
Requested™s Jser Na Requested Date®  06/30/2020 Required Date
Ey
Approved By Approval Date
&
Customer ID¥ 5734
: . Items
= | | G Click on Tab
5]
4330 E. Morrison Rd.
o BROWNSVILLE, TX 78521
Contact End Use Customer PO Misc
Items field will populate and ready for entries.
Main Items
r
@ = Add
Line Number: 0001 Sequence: Line Status® cm Units
&
2 Warehouse: Quantity Ordered 0  ProductID¥® =
c —e e
| + Add Account Total: 100.00%  Remaining: 100.00%
2
Account Percent
= No Records Found.
£
Price Code: Quantity Available Unit Price: 0.00000 | Total Price: 0.00000

*Note: For a list of Product IDs; access the SI: Warehouse Catalog

Reports.

21 SI: Warehouse Catalog located in CDD

Stores_Inv_Order_NewVersion_2021



[R BusinessPluszo. STORES INVENTORY ORDERING

Main Items
Ent tit ded
nter quantity needed.
= = Add
Line Number 0001 Sequence Units
&
" Warehouse: Quantity Ordered: =
o S
‘ + Add Account Total: 100.00%  Remaining: 100.00%
)
Account Percent
No Records Found.
=
&£
Price Code Quantity Available: o | UnitPrice 0.00000  Total Price: 0.00000
Main Items
r
= = Add
Line Number- 0001 Sequence: 0 Line Status® fari Units
&
- Warshouse: Quantity Ordered. 10 Product ID¥
o -
‘ + Add Account Total: 100.00%  Remaining: 100.00%
2]
Account Percent
e o e
i)
u d ”, -f
5> Enter a “Product ID”; if you

Price Code Quantity| 0.00000 Total Price: 0.00000

do not know the product |

=
ID, Click on to search.
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[R BusinessPluszo. STORES INVENTORY ORDERING

Prod ID Lookup screen will populate.

Prod ID Lookup

Prod ID Desc Upshifted Unit Status Product Class
@ @

1 1/2 Blk spiral bin... 800368 11/2 BLKSPIRAL ...
1 1/4 Blk spiral bin... 800369 11/4 BLK SPIRAL ...
1" Black spiral bin... 800305 1" BLACK SPIRAL B...
1/2" Black spiral bi... 800302 1/2" BLACK SPIRAL...

10 mm Black spira... 800306 10 MM BLACK SPI...

10 mm Clear spira... 800307 10 MM CLEAR SPI...

11x 17 - Fireball F... 800103 11 X 17 - FIREBALL...

11 x 17, Orbit Ora... 800102 11 X 17, ORBIT OR...

11 X 17-Solar Yello... 800104 11 X 17-50LAR YEL...

11X17 28# White ... 800215 11X17 28# WHITE ...

10
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[R BusinessPluszo. STORES INVENTORY ORDERING

Desc

PAPER | (@

PAPER, TOILET JU...

4

DISPENSER, PAPER...

DISPENSER, PAPER...

DUPLICATING PAP...

DUPLICATING PAP...

FINGER PAINT PAP...

MANUSCRIPT PAP...

MANUSCRIPT PAP...

PAPER, C-FOLD HA...

PAPER, HAND ROL...

Prod ID

304008

304009

101253

101252

101301

101402

101403

304011

304012

304013

(2]

Prod

@

DISPENSER, PAPER...

DISPENSER, PAPER...

DUPLICATING PAP...

Input a description.
Click: ® s Product Class
© @ ®
EA AC 30 :
EA AC -

DUPLICATING PAP... CASE AC 10
FINGER PAINT PAP... PKG AC 10
== | Select from the list.

AC 10
MAMUSCRIPT PAP... REAM AC 10
PAPER, C-FOLD HA... CASE AC 30
PAPER, HAND ROL... CASE AC 30
PAPER, TOILET JU... CASE AC 30

i .

Click: n |'

.
=1
| A= a-r

Main Items

Add

& .
Click: o _
Line Number: 0001 o Line Status’ M Units: CASE

14
Warehouse: CTWH + Add Account 10 Product ID¥ ‘ = DUPLICATING PAPER,8 1/2 X 11

[ +Add Account | Total: 100.00%  Remaining: 100.00%
2]

Account Percent
.

No Records Found.

]
£

Price Code:

Quantity Available 5747

Unit Price.

27.70406 | Total Price: 277.04960

Stores_Inv_Order_NewVersion_2021
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[R BusinessPluszo. STORES INVENTORY ORDERING

**NOTE: DO NOT click on

To be used for account splits ONLY!

Main Items
@ = Add

Line Number 0001 Sequence 0 | Line Status* oy} Units: CASE
&
Warehouse: cwH Quantity Ordered: 10 Product ID¥ 101253 ] DUPLICATING PAPER8 1/2 X 11
< -

+ Add Account ‘ Total: 100.00%  Remaining: 0.00%
2]
Accon Percent
= y
6L v 199 53 oo 734 ¥ 99 00 | o ‘ WORK ORDER | = 100.00
=\ J ’
£ Price Code Quantity Available: ' 5747 | Unit Price: 770496 | Total Price: 277.04960
.
Input a valid account #.
.
Hit: Enter

i E < > + @ & Edit Tof1 =~

Order IDX 00027983 Descriptiont Office Supplies NONE =

Status® NW «  PriWarehouse® CTWH ~  Security Code
&

Sec Wareh v Price Code Ocder Total
i}

The following message
F g g
@ = < > + m @ Edit 1of1 B=>-

will display.

Repeat for additional items needed.

Step 9: Verifying Encumbrance

Run CDD Report: Available Balance by FQA and Location
money was encumbered.

GL: Available Balance by FQA and Location

to verify that

Stores_Inv_Order_NewVersion_2021
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[R BusinessPluszo. STORES INVENTORY ORDERING

Step 10: Submit Order for Approval

= <C > + 68 A Edit 10f1 &~
Q
Order ID* 00027982 Description® Office Supplies Year* NONE -
Status® NW = Priw* = ecurity Code: 734 ~  Route:
&
Sec Warshouse: ) rder Total 2770
" Click: Pending Task
ick: 2 Pending Tasks
Main Items
|
@ = < > + 0 Edit 1of1 B~
Line Number- %01 Sequence: 0 Line Status® wm Units: CASE
P
farehouse CTWH Quantity Ordered 1 Product ID¥ 101252 = DUPLICATING PAPER.S 1/2 X 11
~ —
5
[ + Add Account Total: 100.00%  Remaining: 0.00%
3]
Account Percent
B x
GL w 199 53 6399 00 734 Y 99 000 Y NORK ORDER s 100.00
] .
£ Price Code Quantity Available: 5746 | Unit Price 2770406 | Total Price: 27.70496

Approvals field populates.

Approvals = ¢ > + @ &

Q )
Direct Task It... . *
Order ID? 00027983 Description’
=
E Diract Task ltems Awaiting 1D
Approval Statsg NW - Pri Warehouse™
& User ID: BIT34ECC
Role ID: Sec Warehouse: =
(3 ] Document: OrderiD: 00027983~ Click: Drop down arrow

Cust:5734~Stat:NW

Main Its Direct Task It... v

Requested By*

!

N

Approved By:

®

Customer ID¥ 5734 =

<]

Addr: Pl -

Q

4330 E. Morrison Rd.

BROWRMSWILLE, TX 78521

&)

Contact: End Use:

il

Prep ID¥ BI734ECC Transaction Code®

Purchasing PR:

w

L T

13
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[R BusinessPluszo. STORES INVENTORY ORDERING

Approvals
o PP =< > + @ ¢
Direct Task It... v " %
Order ID* 00027983 Description® Mt
Direct Task ltems
Awaiting |D Approval Status® NV - Pri Warehouse®
& Order Header
Role ID: Sec Warehouse: - Price Code:
(i) Document: OrderlD:TE000914~
Cust:5734~Stat:NW
in Items
=
Requested
Ty .
© Select:
Approved B
# Order Header
Customer |D* —TaE = BI-T
Addr: =3 -
~
L=
4330 E. Morrison Rd.
0 BROWMSVILLE, TX 78521
Contact: End Use:
=
Prep ID¥* BI734ECC Transaction Code®  OF
-
Purchasing PR:
Fo
_ Approvals = ¢ > + ©§ &
Q Order Header v " %
Order ID? 00027983 Description? M
-
A Pendlng Status®™ MWW - Pri Warehouse™
BIT34ECC
5 Group:
Since: 10/07/20 15:47-49 Sec Warehouse:
0 On: 12/31/50 00:00:00
N prove N
Click to submit
GG) FUtﬂfIl;eD t 734 Main tems
roup: ep
» through the Workflow.
@ Future Requested By*
[Eq Group: WF PA
HWISW 1
Approved By
& @ Future
Group: WF PA
HW/SW 2 Cyefomer ID* 5734 = Bl-
(@ Link to Task List Addr: P1 -
~
L=
Approve 4330 E. Morrison Rd.
0 BROWMNSVILLE, TX 78521
»® .
Contact: End Use:
=
Prep ID* BI734ECC Transaction Code® o]
B
:] Purchasing PR:
)

Order Codes

14
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[R BusinessPluszo. STORES INVENTORY ORDERING

Comments box will populate; available for any comments for the approvers.
*Note: DO NOT use special characters; such as: #, &, S, @, *, %, etc...

Approve

items needed for office use]

Click: m

Approvals = > + 0 & it 10f11 =
Q DirectTaskIt.. . . .
Order ID’ 00027983 Description’ MICROSOFT OFFICE LICENSE Year, NONE -
;T::;;iéng Status® Nw ~  PriWarehouse® TECH +  Security Code 734 +  Route
& | crou:
p:
Since: 10/07/20 15:47:49 Sec Warehouse: - Price Code: Order Total: 55.00
o On: 12/31/50 00:00:00
© Future Main Items
B cowvomra Successful message

Popup appears.

15
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STORES INVENTORY ORDERING

Approvals
Q
Order Header -
+ Accepted
BIT34ECC
5 Group:
On: 10/09/20 08:51:05
Note: ltems needed for office
0 use.
Future
o O}

Group: WF Dept 734

= @ Future
Group: WF PA~
HW/ISW 1

@ Future
Group: WF PA~
HWISW 2

= < > + w &
Order ID¥* 00027983 Descriplionf"
Status® RN - Pri Warehouse®
Sec Warehouse: - Price Code:
Main Itg ~~
. L
Click: to reload the

Requested By*
screen to view next

approver in line.

Customer ID¥ 5734 =

Addr: Pl -
4330 E. Morrison Rd.
BROWNSVILLE, TX 78521

Contact: End Use:

Prep ID* BI734ECC Transaction Cade’

Purchasing PR:

Stores_Inv_Order_NewVersion_2021
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[R BusinessPluszo. STORES INVENTORY ORDERING

Approvals
o PP =< > + @ @
Order Header v N *
Qrder 1D? 00027983 Description®
A ted
v Accepte % . . &
BI734ECC Status! MW - Pri Warghouse!
5 Group:
SR e B : Sec Warehouse: - Price Code:
Note: Items needed for office
0 use. . .
. Notice: Next approver in
@ Pendin Main ltems
2 g . . .
g S <« line is now — Pending. And
Group: WF Dept 734 Requested By™ User Name . .
= Since: 10/08/20 08:52:03 your comment is dlSplBVEd
On: 12/31/50 00:00:00 .
Approved By: on the Note field.
& ® Future
Group: WF PA~ "
HWISW 1 Customer |07 5734 =
@ Future ) )
- Group: WF PA’ ' Addr: P -
" HWISW 2
4330 E. Morrison Rd.
0 BEROWMSVILLE, TX 78521
Contact: End Use:
=
Prep ID¥ BI734ECC Transaction Code™
==
Purchasing PR:
£

Order Codes
Originator will receive an email upon final approval.

17
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[R BusinessPluszo. STORES INVENTORY ORDERING

Step 11: Print your Order

REPORTS

Go to CDD Archive
CDD Folders

(2 7.9 Standard Reports

3 Bi-Tech L: G L-FI N
Click:

3 Development

O Federal Programs
DO Food Services

3 Food Services HR R

[ HR_PY

2 IFAS 1Q Reports

REPORTS

Go to CDD Archive

CDD Folders = GL_FIN

OaGL

O Govt Reporting
(O Warehouse

3 Qccasional Use

Click:

3 Person Entity
3 Purchasing
3 Purchasing End-User

3 ZZ0rill Down (Don't Use)

18
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[R BusinessPluszo. STORES INVENTORY ORDERING

REPORTS

Go to CDD Archive
CDD Folders = GL_FIN = Warehouse

[2 GL: Expenditure Detail LO3 by Fund, Fund Year, Loc, Func, Obj Click:

[# GL: Expenditure Summary Page Break by Fund [2 Sl: Warehouse Order Status 102013

[£1 PO: Open Purchase Order Report

[£ PO: POPR Summary Listing

[ PO: Purchase Order Aging Report
[£1 PO: Purchase Order Status

[Z 5I: Warehouse Catalog

[Z1 5I: Expendiutes by Product ID Funding Soyrfe 022014

[Z1SI: Warehouse Order Status 102013 :

”.@ BusinessPlus Sl: Warehouse Order Status 102013 Q @
Selection Criteria

Enter the value for 'SI_ORDER_PE_ID': example: 5874

l 00027983
Enter the value for 'SI_ORDER_ID'": ex: 00016803

gt

Input: Order ID #

ci. I

The following popup message bars will appear.

0 Generating report...

@ Report submitted Job# 4013891

19
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[R BusinessPluszo. STORES INVENTORY ORDERING

See example below; for printing/downloading options, click the Adobe icon.

HJ@ BusinessPlus Sl: Warehouse Order S

Brownsville Independent School District
Warehouse / Textbooks / Fixed Assets
Order Summary

Customer ID: 5734 Order No: 00027983
BI-TECH HELP DESK Status: NW

4330 E. Morrison Bd.

BROWNSVILLE, TX 78521

Deliver To:  Office Supplies

Requested By: User Name Requested Date: 06/30/2020
Approved By: Approved Date:
Item # Qty Units  Stock # Stock Description Unit Cost Total Cost
0001 1.00 CASE 101253 DUPLICATING PAPER 8 1/2 X 11 2770 27.70
Total: § 27.70
Charged to:
IA

20

Stores_Inv_Order_NewVersion_2021



[R BusinessPluszo. STORES INVENTORY ORDERING

Step 12: Track your Order

*Access SendSuite Live through Warehouse Website. You may contact Warehouse Dpt. for User Login
information.

SendSuite® Live

Login

Username: J

Password:

LogIn

pitney bowes ‘I@

21
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STORES INVENTORY ORDERING

Example #2: Technology Order

**Note: For Microsoft Office 365 Licenses ONLY!

m@ BusinessPlus

Create/Update Orders (SIOEUB)

Search
+
Q .
Qrder ID* | ¥ Description® Y Year® h 4
Clear Criteria
_ Status® T PriWarehouse® Y Security Code: T Route: Y
]
Filters: Sec Warehouse L Y  Order Total: 0
O NewAndPendingOr...
ewAndrendingor Main Items
e Click:
Search Criteria: Requested By* User Name . Y Requested Date* T Required Date ¢
Approved By Y  Approval Date:
Customer ID* =
Addr Y
Contact: Y EndUse Y  CustomerPO Y Misc 2 ¢
Prep ID¥ Y  Trensaction Code® TV Pick Ticket Y  Transaction Frmt* Y
Purchasing PR R g
Order Codes
Order Code 1 Y OrderCode2 Y OrderCode 3 Y Order Code 4: Y
Order Code 5 T Order Code & Y OrderCode 7 Y OrderCode 8 b 4
Order Code 9 T Order Code 10 T
iE © Add
Order ID¥ escr\phun* Year® NONE -
Status*® NW yH ~  Security Code: ~  Route
&
Sec Warehouse: 0.00
Li]
Main Items &
» .
* . " i "
Requested By User Name C I I ck. Required Date:
&
R SI.TECH
.
4 Select:
Customer ID¥ =
Addr -
~
(57
Contact: End Use: Customer PO: Misc
0
Prep 0¥ BI734ECC Transaction Code®  OF - Pick Ticket: Transaction Frmt* NB -
Purchasing PR
=
P Order Codes
»

Order Code 1

Order Code 5.

Order Code 2

Order Code 6

¥  Order Code 3

¥  Order Code 7.

v Order Code 4:

v Order Code 8:
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Note: “Primary Warehouse” defaults automatically to “TECH”.

E <] Add

Q

OrderID* TEO00914 5 Description® MICROSOFT OFFICE LICENSE Year® NONE -

Status* NW v | sen e ~  Route
&

Sec Warehouse: v | Price Code: Order Total: . .
o Enter: a description
_ Main items
N = o Add
Q

Order ID* TEODO914 ¥ Deseription® MICROSOFT OFFICE LICENSE Year® NONE -
=)

Status® NW v | PriWarehouse*  TECH v | Security Code +  Route
& =

Sec Warshouse < Price Code: Order Totak: L= Q|
L] Description
- Main ltems T34 BI-TECH HELP DESK

Requested By* me Bquested Date® 10/07/2020 Required Date:
@

Approved By Approval Date
Py v

.
Click: Drop down arrow,
o o
input/select location.

viam ems
r

Requested By* Requested Date*  10/07/2020 Required Date:
&

Approved By Approval Date:
&

Customer ID* | 5734 B BI-TECH HELP DESK

Addr P -
~
<

4330 E. Morrison Rd.

D BROWNSVILLE, TX 78521

Enter: Customer ID (letter S plus

e o . .
3 digit location#) (ex: S734)

Approved By Approval Date:
&

Customer ID* 5734 = BITECH HELP DESK

Addr P -
~
b5

4330 E. Morrison Rd.

0 BROWNSVILLE, TX 78521

Contact: End Use Customer PO: P111111 ‘ Misc:

Prep ID¥ BI734ECC Transaction Code®  OF / v Pick Ticket Transaction Frmt* B -
68

Purchasing PR
&

oercodes | Enter: Purchase Order #

(ex: P111111)

Stores_Inv_Order_NewVersion_2021
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B > & %

Q

e

& S

Main

ltems

Requested By*

Approved By

Customer ID*

Addr

Main

Line Number.

Warehouse

5734

o

ltems

0001

Requested Date®  10/07/2020

Approval Date

Click:

Items

Sequence

Quantity Ordered:

Line Status® €%}

1 Product ID¥

Input: Quantity needed.

Enter: Product ID

Click:

Required Date:

Add

Stores_Inv_Order_NewVersion_2021
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Data Lookup screen will populate.

Prod ID Lookup

Desc Prod ID Desc Upshifted Unit Status Product Class
e ® ® @ ® ®
1 1/2 Blk spiral bin... 800368 1 1/2 BLK SPIRAL ...

1 1/4 Blk spiral bin... 800369 1 1/4 BLK SPIRAL ... BOX AC 80

1" Black spiral bin... 800305 1" BLACK SPIRAL B... BOX AC 80

1/2" Black spiral bi... 800302 1/2" BLACK SPIRAL... BOX AC 80

10 mm Black spira... 800306 10 MM BLACK SPI... BOX AC 80

10 mm Clear spira.. 800307 10 MM CLEAR SPI... BOX AC 80

11x 17 - Fireball F... 800103 11X 17 -FIREBALL... CASE AC 80

11x 17, Orbit Ora... 800102 11X 17, ORBITOR... CASE AC 80

11X 17-Solar Yello... 800104 11X 17-50LAR YEL... CASE AC 80

11X17 28# White ... 800215 11X17 28# WHITE ... BOX AC 80

: . -

Prod ID Lookup

Desc Prod ID Desc Upshifted Unit Status Product Class

OFFICE 365 LICENSE  TE365 OFFICE 365 LICENSE ~ EA

Input: TE Click: o m ﬂ

Select: Office 365 License

Click: n

25
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ITs = Add
Line Number: 0001 Sequence o Line Status® oM Units: EA
&
Warehouse TECH Quantity Ordered: 1 Product ID% = = OFFICE 365 LICENSE
~ .
=
| + Add Account Total: 100.00%  Remaining: 100.00%
2)
Account Percent

. Click. No Records Found.
.

+ Add Account

4
Warshouse TECH Quantity Ordered: 1 Product ID¥ TE365 -] OFFICE 365 LICENSE
c ..
‘ + Add Account Total: 100.00%  Remaining: 0.00%
2
Account Percent
GL v 199 53 6295 65 734 ¥ 99 021 ¥ NORK CRDER 100.00
) \
A fice Cog Quaniity Avajlabl ges  UnilPrice o000 Total Price 55.00000
o
Input a valid account#.
o
.
Hit: Enter
. =E < > + @ @ Edit 1of1 =~
Order ID* TE000O14 Deseription® MICROSOFT OFFICE LICENSE ar* NONE -
Status® NW «  PriWarehouse® TECH +  Security Code 734 ~  Route
-]
Sec Warehouse +  PriceC el .00
Li]

e M The following message
will be displayed.

Next, you will need to add the Purchase Order as an attachment.

26
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W

Click on:

W

Description®

- Pri Warehouse®

v Price Code:

Sequence:

MICROZ

Quantity Ordered:

= < > +
Q
Order ID¥ TEO00S14
Status® MWW
=]
Sec Warehouse:
o
Main It
[
[)' .— ( ) +
Line Number: 0001
. Warehouse: TECH
~ e
‘o ] )
‘ + Add Account
I8}
Account
=
GL w 1589
=
,(- » Price Code:

53

Quantity Available:

Stores_Inv_Order_NewVersion_2021
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[R BusinessPluszo. STORES INVENTORY ORDERING

Attachments
°
Add New Attachment

=]

(i)

[

=

&

0

=

£z

&

=< > + @ @

Order ID* TEQQQ914 Descr
Status® NW - Pri Wi
- Price
vain || Click on:
= ¢ Add New Attachment
Line Mumber: 0001 Sequs
Warehouse: TECH Quan
+ Add Account
Account
GL 199 53 5395
Price Code: Quan'

Add New Attached ltem

PO111111-Desk Top Computer <—

Browse... 00se Document

Sl attachment - Order Header V“/

Input a title/name.

Click: ~ Select

S| attachment - Order Header

Stores_Inv_Order_NewVersion_2021
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€ Open d
&« « 4 [E » ThisPC » Documents v O Search Documents P
Organize Mew folder = O @

voices - - : e modivicl S€lECE the file. n

Prenl TH OCT20124.pdf 6/20/2013 /) (Will display in “File name” field)

T OFFICE DEPOT. pdf 2:23 P lee
OneDrive ] Click: Open
E Open Purchase Order Rpt.pdf 3/ 2:5
[ This PC B Original Used.xlsx Microsoft Excel W... B0 KE
“§ 30 Objects T p277465.polf Adobe Acrobat D... KE
Dﬂ’g‘ PatMartinez055.daocx Microsoft Word D... 750\KB
I Desktop - . . . -\

i =| Pay Assignment.docx Microsoft Word D... 3,573 KB !
Bl % PEIMS_DEMO_ERR_LST.docx Microsoft Word D... 576 NB i
¥ Downloads X PO Modification_2018.pdf Adobe Acrobat D... 31 Kk
D Music TH PO111111_Desktop Computer.pdf Adobe Acrobat D... 3 KH
&=/ Pictures @15 Popups.docx Microsoft Word D... 224 KB
E Videos WG pouprc.docx Microsoft Word D... 933 KB

Q| PR received.docx Microsoft Word D... 329 KB

. Local Disk ()

. @i PR Screens.docx Microsoft Word D... 1,867 KB
(' DVD RW Drive (T =
o =] PR_lssues.docx 8/18/201511:22 AM  Microsoft Word D... 7576 KB
¥ Network v E PR2G4858.pdf 7/23/2015 3:08 PM Adobe Acrobat D... 4KB v
File name: |PO111111_Deslctnp Computer.pdf v| All Files (*.%) w

Cancel

Add New Attached ltem

PO111111-Desk Top Computer

PO111111_Desktop Computer.pdf

Sl attachment - Order Header v

ciick: :

29

Stores_Inv_Order_NewVersion_2021



[R BusinessPluszo. STORES INVENTORY ORDERING

Message bar ’ will populate.

Add New Attached Item
+” File attached successfully

Browse... Choose Document

Sl attachment - Order Header v

You may now proceed to the Workflow approval process. For detailed instructions please refer to Step 10, page 13.

Example #3: Transportation Order

H@ BusinessPlus Create/Update Orders (SIOEUB) Q @

= Search ®

Q
Order ID* ‘ Y Description® Year® A 4

n
Status® T Priwarehouse® Security Code: Route T

g

Filters: Sec Warehouse Order Total
2 [m]
NewAndPendingOr...
& Main Items +
.
h crteria Click:
Search.Criteria: Requested By* . Requested Date* Required Date: v

Approved By: Approval Date:
Customer ID¥ m|m Y
Addr T
Contact Y EndUse Customer PO Misc T
Prep ID¥ Y  Transaction Code® Pick Ticket Transaction Frmt* A ¢
Purchasing PR T
Order Codes
Order Code 1 T Order Code2 Order Code 3 Order Code 4 ) o
Order Cade 5. Y Order Code 6: Order Code 7. Order Code 8: A g

Order Code 9

T Order Code 10

Stores_Inv_Order_NewVersion_2021
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E 0 Add
Order ID¥ Descnp\\un* Year® NONE -
Status* NW SIORDERN v Security Code >  Route
& SITECH
Sec Warehouse SITRANS 0.00
i ]
.
Main Items Cllck:
»
Requested By* Erika Cisneros S | TQAN S Required Date:
& Select: ~
.
Appraved By
2
Customer ID* =
Addr: -
<
Contact: End Use: Customer PO: Misc:
0
Prep ID* BI734ECC Transaction Code®  OE ¥ Pick Ticket Transaction Frmt* N2 -
Purchasing PR:
=
Order Codes
P
Order Code 1 - Order Code 2 - Order Code 3: - Order Code 4: -
Order Code 5: - Order Code 6: - Order Code 7 - Order Code 8: -
& = 0 Add
Order ID* TRO05811 ¥ Description* VARSITY FOOTEALL GAMES 2020-21 Year® NONE -
=]
Sec Warehouse: - Price Code: Order Total
o —
.
v | Enter: a description
Yy H ” H 7" 4
Note: “Primary Warehouse” defaults automatically to “TRAN”.
o E= <] Add
Order ID* TRO05811 L4 Description® VARSITY FOOTBALL GAMES 2020-21 Year® NONE -
Status® NW ~  PriWarehouse® TRAN ~  Security Code +~  Route
=] =
Sec Warehouse: v Price Code: Order Total Q
Li] Code Description
] Hid froms 734 BITECH HELP DESK
Reque: Tested Date®  10/07/2020 Required Date
€ v
Approval Date: m

=1 Click: Drop down arrow,
input/select location.
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Main items
]

Requested By* User Name Requested Date* | 10/07/2020 Required Date
=

Approved By Approval Date
&

Customer ID¥ | 5734 B | BITECH HELP DESK
g

Addr: ) -
<

4330 £, Morrison Rd.

5 Enter: Customer ID (letter S plus

- - N 3 . .

3 digit location#) (ex: S734)

Customer ID¥ 5734 = BITECH HELP DESK

Ader P -
~
=

4330 E. Morrison Rd.

) BROWNSVILLE, TX 78521

Contact End Use Customer PO 20163 Misc

Prep ID! ick Ticket Transaction Fmt* N8 -
B

... Enter:Student Travel # from your
P

osel WebTravel Request. (EX: 29165)
-

Main Items
|

Requested By* User Name. Requested Date*  10/07/2020 Required Date:
&

Approved By Approval Date
&

Customer ID* S734
It

ems

Addr: Pl - I' k T b
= Click: a

Main Items
@ i= Add

Line Number: 0001 Sequence: 0 Line Status® oM Units:
@
o Warehouse Quantity Ordered 5 Product ID* =
=4 W -

‘ + Add Account Total: 100.00%  Remaining: 100.00%

Input: Quantity needed.
Enter: Product ID

=
=

Click:

32
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Product ID Lookup screen will populate.

Prod ID Lookup

Desc Prod ID Desc Upshifted Unit Status Product Class
e ® ® ® ® @
Blk spiral b 800368 B PIR BO 80
1 1/4 Blk spiral bin... 800369 11/4 BLKSP BOX AC 80
1" Black spiral bin... 800305 1" BLACK SPIRAL B... BO: AC 80
1/2" Black spiral bi.. 800302 1/2" BLACK SPIRAL... BOX
Input: TR
10 mm Black spira... 800306 10 MM BLACK SPI... BOX
10 mm Clear spira... 800307 10 MM CLEAR SPI... BOX . ®
.
Click:
11 x 17 - Fireball F... 800103 11 X 17 - FIREBALL... CASE
11 x 17, Orbit Ora... 800102 11 X 17, ORBIT OR... CASE AC 80
11 X 17-Sclar Yelle... 800104 11 X 17-SOLAR YEL... CASE AC 80
11X17 28# White ... 800215 11X17 28# WHITE ... BOX AC 80
4 »
] “ 2 3 4 5 6 7 8 9 |10 > »
-
Prod ID Lookup
Desc Prod ID Desc Upshifted Unit Status Product Class
® R @ x ® @ ® ®
FIELD TRIPS WITHL... FIELD TRIPS WITHI... TRTRIP
ROUND TRIPTO C... TRCORPUS ROUND TRIPTO C... EA AC TRTRIP
ROUND TRIPTO L...  TRLAREDO ROUND TRIP TO L... EA AC TRTRIP
ROUND TRIPTO S...  TRSANANTONIO ROUND TRIP TO S... EA AC TRTRIP
SUMMER BRIDGE ...  TR225 SUMMER BRIDGE ... EA AC
o o
~—— | TR Options displayed.
TRIPS WITHIN CA... TR250 TRIPS WITHIN CA... EA AC
TRIPS WITHIN HID...  TR400 TRIPS WITHIN HID... EA AC TRTRIP
TRIPS WITHIN STA...  TR700 TRIPS WITHIN STA... EA AC TRTRIP
TRIPS WITHIN WIL...  TR300 TRIPS WITHIN WIL... EA AC TRTRIP
TUTORIALS TR200 TUTORIALS EA AC TRTRIP
4 »

-
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Desc

@

ROUND TRIP TO C...

ROUND TRIPTO L...

ROUND TRIPTOS...

SUMMER BRIDGE ...

FIELD TRIPS WITHI...

Prod ID Lookup

Prod ID Desc Upshifted Unit
TR @ x @

TR150 FIELD TRIPS WITHL..  EA

TRCORPUS ROUNDTRIPTOC... EA

TRLAREDO ROUND TRIPTO L...

TRSANANTONIO ROUND TRIP TO S...

SUMMER BRIDGE ...

Status

AC

AC

Select: Trip Type

Product Class

@

TRTRIP

TRTRIP

TRTRIP

TRIPS WITHIN CA...  TR250 TRIPS WITHIN CA...  EA Click:
TRIPS WITHIN HID...  TR400 TRIPS WITHIN HID...  EA AC TRTRIP
TRIPS WITHIN STA...  TR700 TRIPS WITHIN 5TA..  EA AC TRTRIP
TRIPS WITHIN WIL...  TR300 TRIPS WITHIN WIL... EA AC TRTRIP
TUTORIALS TR200 TUTORIALS EA AC TRTRIP
—/
3
v
3l -
N = o Add
Q
Order ID* TRO0S812 Description® VARSITY FOOTBALL GAMES 2020-21 Year® NONE -
=]
Status* NW Pri Warshouse™ TRAN v Security Code: ~  Route
]
Sec Warehouse: Price Code: Order Total 0.00
(i]
' Main Items
@ = Add
¢ Line Number: 0001 Sequence: 0 | Line Status*
Warehouse: TRAN Quantity Ordered 5 ( Productipx TRSANANTONIO = ROUND TRIP TO SAN ANTONIO
= Total: 100.00%  Remaining: 0.00%

Note: Verify the trip location for the Product ID you selected.
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Q

+ Add Account
Account

Total: 100.00%  Remaining: 100.00%

2)
Percent

. No Records Found.
&

Price Code: - 0,008 Unit Price 2,210.00000 Total Price: 11,550.00000

Click: L
+ Add Account
&
4+ Add Account Total: 100.00%  Remaining: 0.00%
Account Percent
~
L -
GL v 164 11 6494 FT 001 ¥ 22 000 ¥ 100.00
: \ | |
Price Code: Quantity Available: Y 9,998 Unit Price: 2,310.00000 Total Price: 11,550.00000
»
Input a valid account#.
Hit: Enter

N ZE < > + @ @ Edit “1of1 =
Q

Order ID* TRO05812 Description* Year® NONE -

Status* NW - Pri * - e + Route
E .

Sec Warchouse ~ Price Code The fo"ow|ng message 00
Li]

‘‘‘‘‘‘‘‘‘‘

will be displayed.

You may now proceed to the Workflow approval process. For detailed instructions please refer to Step 10, page 13.
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Notes:
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