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Introduction

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

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

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

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

Electronic purchasing transactions require information from various departments with the

district. Prior to deploying Galaxy Purchasing, the district will use the Modify District
Purchasing Options Screen to setup a series of district specific options. The district will also
define user approvals and roles in the system.

Purchasing Module Components

Contract Management

Item Catalog

Location Management

Purchase Order Management
Purchase Requisition Managements
Receiving Management

User Security and Approvals

OGO OGO

Vendor Management

Other Modules receiving updates from Galaxy Purchasing

Accounts Payable

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

Asset Management

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

Financial

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

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

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

There will be trained staff available from the Data Center and Help Desk at RCOE to assist with

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

Manual Conventions

On any screen where the information has been changed, the “» 5‘"2! button must be clicked
before leaving the screen. The data is not saved to the database until the Save button is clicked.

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

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

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

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

On screens where the following appears:

& Add| _ A dd new line or record - click the Add button and type in your data.

2D UPJ - Duplicate a line - If the line you are adding is similar to another line, select the
similar line and click the Dup button. This will duplicate the line and you can then modify the
data.

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

@_i_”"t_J - Print the data - The information displayed can be printed from the browser or
play p

copied to Excel by clicking the Print button. A document describing how to make Excel the

default for the Galaxy print button is available on the Galaxy Training web site.
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To Modify existing data - click in the field you want to modify, delete the data in the field with
the keyboard Delete key, and type in the new data.

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

Select a Benefit Code x|

The columns on the screens and pop up lists can be Ty
40E  4HR CC/DEMTICARE

sorted in ascending order by clicking on a column
0L 4HR KAISER/DFO

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

40W - 4HR POS / DEMTICARE

40FR  4HR CCADELTA DEMTAL

405 4HR. POS/DELTAS DENT

40T 4 HR. KAISER/DEMTICA

a4 HR POS/DPO

40 4 HR POS/DPOAIPG

A= 4HR POS/DENTIAURG ﬂ

AFD AR UD CAl CADC IMD5

& 0K | % Cancel|

S
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Purchasing Module Navigation Menu

=l _| Purchasging (Beta Test)

4 _| Contract Management
__| Direct Payment Management

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

=l _| Contract Management
W3 Approve Contracts
w5 Cloze Out Contracts
w5 Modify Contract

=l _j tem Catalog

w5 Modify tem
w5 Modify tem Category

=l _j Location Management

w5 Modify Location
w5 Modify VWorksite Location

=l _j Purchase Order Management
w5 Approve Purchase Qrders
W3 Closge Qut Purchase Orders
w5 Modify Open Purchase Order
w5 Modify Purchase Order
W Print Purchase Orders

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

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

=l _ Wendor Management
w5 Modify Mote
W Modify Vendor
W Modify Wendor/Payves Hames

=l _j Wiew Purchasing
W View Approval List
W View Contractz
W View District Purchasing Options
W View Internal Transfer Types
W View ttem
W View ltem Category
W View Location
W View Note
W View Purchaze Orders
Wb View Purchase Requisitions
W View SACS Approval List
W View Substitute User
W View User Aliazs
W View User Approval List
W View User Roles
W View User SACS Account Favorites
W View Vendor

W View Worksite Location
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| Purchase Requisition Management

Purchase Requisition Management consists of the following screens:

@ Approve Purchase Requisition

@ Modify Internal Transfer Purchase Requisition
Modity Internal Transfer Types

Modity Open Purchase Requisition

Modify Purchase Requisition

® & & &

Process Internal Transfer Purchase Requisition
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Approve Purchase Requisitions
This screen is used to approve purchase requisitions.

Approve Purchase Requisitions

Step 1
o s .- -~
From menu select |
AppI'OVe Purchase _| PerzonnelPosition Control System
o ey [=l _j Purchasing (Beta Test)
Requisitions & Contract Management
_ tem Catalog
[# _ Location Management
Cllck OK' [ _ Purchase Order Management
= _j Purchase Requisition Management nty schools
& Modify Internal Transfer Purchase Requisition =
& Modify Internal Transfer Types atlon system
& Modify Open Purchase Reguisition
& Modify Purchase Requisition
W% Process Internal Transfer Purchase Requisition
[ _j Receiving Management
_| User Security and Approvals
_ Wendor Management
_ 1 View Purchaging
Step
To generate a list _menu| Approve Purchase Requisitions
of purchase
requisitions to
approve |
[ @
Click Find.
[
[ @
[ Gl
[

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

Step

To approve _menu| Approve Purchase Requisitions
specific purchase
requisitions enter “Y’*— o1
in the Approve Field. i

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

Click Save

Step

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

1110 1000 4300

H 0002 CONSTRUCTIOM P£ Mulki color package

Step

Click the Account _menu| Approve Purchase Requisitions
Distribution sub tab
to view information
regarding the account
distribution on the
purchase requisition
selected in the view
above.
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Approve Purchase Requisitions

Step

Click the Notes
sub tab to view
information regarding
the notes on the
purchase requisition
selected in the view
above.

"em-'| Approve Purchase Requisitions

Step

Click the
Authorized Purchaser
sub tab to view
information regarding
the authorized
purchaser on the
purchase requisition
selected in the view
above.

Menu| Approve Purchase Requisitions

"R, Mumbe
RO0o0100
RO0ooTM

Step

Click the
Approvals sub tab to
view information
regarding the
approvals on the
purchase requisition
selected in the view
above.

l"ﬂm| Approve Purchase Requisitions
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Add a New Internal Transfer Purchase Requisition

Close Out Purchase Requisitions

The Close Out Purchase Requisitions screen is used to close out purchase requisitions that have
line item(s) that are still “open”.

Step 1
From menu select
Close Out Purchase

purchase requisitions
that match the search
criteria will be
displayed on the
Purchase Requisition
Data tab.

Requisitions
Click OK.
Step
Enter/Select Menu | Close Out Purchase Requisition
desired search
criteria.
. . 2006 =]
Click Find R0003713 (@] [Roo03713 (4]
[
. [a]
A list of all —

I
[ W

[ m

[
I

[ Wl @ @ @ @ @[

Step

Double click the
purchase requisition\
in the upper window
to populate sub tabs
with the purchase
requisition
information.

View purchase
requisition details
information on the
Details sub tab.

Click Items sub
tab

Menu | Close Out Purchase Requisition

NOTE: Click the print button to print all purchase order data on all
tabs to an html file, which is typically displayed by a web

browser

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

Step

To close out
specific line item(s)
associated to the
purchase requisition

Enter “Y” in the \
Close Out field on the
corresponding line.

To close out all
line items associated
to the purchase order,
check the “Select—

Menu | Close Out Purchase Requisition

nt|P.R. Requestor
ROO03713 17430 STAPLES

0001 PAPER COFY PAFER 10,00 5.00 REAM
[ 0002 COLORED PEMCILS COLORED PEMCILS 16.00 300 EACH

All” checkbox.
NOTES:

e When a line item is closed out, the remaining encumbrances for
that line are disencumbered. Invoices may no longer be applied
against that line.

e The user may click the Select All checkbox to toggle the close
out action code from “N” to “Y”, and vice versa for all line
items. If all line items are closed out, the purchase requisitions
status will be set to “F” (finalized — all lines closed out).

Step

Scroll to the right menu| Close Out Purchase Requisition
to view additional
information.

Click Save

COFY PAFER 5.00 REAM
FED PENCILS COLORED PEMCILS 200 EACH
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Add a New Internal Transfer Purchase Requisition

Step

To view a line
items description,
place cursor on the
line

Menu | Close Out Purchase Requisition

nt|P.R. Requestor
ROO03713 17430 STAPLES

account(s) associated
with the purchase
requisition.

Click View Desc.—]
oot PAPER COFY PAPER 10.00 5.00 RE&M
0002 COLORED PEMCILS COLORED PEMCILS 16.00 200 EACH
NOTE: The “View Desc” button prompts a pop up window to view
the item description. This pop up window provides a
larger field to display more of the item description, as well
as display line breaks in the item.
Step
Click the Account Menu | Close Out Purchase Requisition
Distribution sub tab
to view SACS

Fund Py | Goal | Function | Object

[ix] [Aa]i] 0 000 2140 4395
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Add a New Internal Transfer Purchase Requisition

Step

Click the Notes
sub tab to view
Internal/External
notes associated to
the purchase
requisition.

Menu | Close Out Purchase Requisition

nt|P.R. Requestor

ROO03713 17430  STAPLES

Step

Click the
Authorized Purchaser
sub tab to view
authorized
purchaser(s)
associated to the
purchase requisition.

Menu | Close Out Purchase Requisition

Fiscal Year | P.R. Number "endor Mame P.R. &mount|P.R. Requestar \Warksite
2008 RO003713 17430 STAPLES 086 - GRAPHIC SERVICE

Ji3|

Step

Click the
Approvals tab to view
approvals associated
to the purchase
requisition.

Menu | Close Out Purchase Requisition

Name P.R. &mount|P.A. Requestar
2008 ROOD3713 17430  STAPLE

© Riverside County Office of Education. All Rights Reserved. 7/6/04
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Add a New Internal Transfer Purchase Requisition

Internal Transfers Purchase Requisitions

Add a New Internal Transfer Purchase Requisition

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

Step 1
o - - ~
From menu select | M rrrrr—— x
Modlfy Intemal # _ Purchase Order Management ;l
I=l _) Purchase Requisition Management
Transfer Purchase B Approve Purchase Requisitions.
P D Close Out Purchase Requisition
Requ151t10n 3 Modify Internal Transfer Purchase Requist ]
3 Modify Internal Transfer Types
B Modify Open Purchase Requisition
B Modify P:rcnaseﬂequlsn?uqn nty SChOOIS
Click OK B Process Internal Transfer Purchase Requisition
* # _ Receiving Management H
4 _ ) User Security and Approvals natlon Sy8tem
# _j Vendor Management
# _j View Purchasing
& _ Recruitment System
# _ ) Retirement System
H _j Systems Utilties
# _ ) ear End Processing System =
« OK | ¥ Cancel
Step
To add an internal Menu | Modify Internal Transfer Purchase Requisition
transfer purchase search | petaits | tems | Notes | Approvs |
requisition
County: |33 - RWVERSIDE COUNTY  » || District: | UNIFIED SCHOOL DISTRIC x|
. Fiscal Year [2008 v|
CIICk Add Internal Transfer P.R. Number. [&]
Internal Transfer P.R. Prefix |Rf PURCHASE REQUISITION j
If addltlonal ﬁelds Internal Transfer P.R. Status | =l
. Internal Transfer Type | =l
are selected they will B e
populate the Details Worksite Loeton: [ @
tab PR OnginatorUseriD: [
Copy From
Internal Transfer PR Number: [ [4]
+Aﬁd! § Find I

7/6/04 Page 19
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Add a New Internal Transfer Purchase Requisition

Step

Add detail internal
transfer purchase
requisition
information.

After desired
information has been
entered

Menu | Modify Internal Transfer Purchase Requisition

[rosoonew ™

03/15/2006

Fson G
e

WAREHOUSE  [al

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

Select an Internal—|
Transfer Type.

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

Menu | Modify Internal Transfer Purchase Requisition E

I Line Nbr. [Item Name

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

© Riverside County Office of Education. All Rights Reserved. 7/6/04 Page 20




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

Step

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

Mem-'| Modify Internal Transfer Purchase Requisition

account string(s) to
the line item

Click Add Acct.

Enter SACS
account string(s)
information.

Required fields:
Fund

School
Resource

PY

Goal

Function

Object

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

Click Add Line.
ot Desc.|
Enter/Select Er
desired information
on the pop up
window
Click Save. ——

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

Step
To add a SACS ﬂl Modify Internal Transfer Purchase Requisition

feoos™

Fund

U oo

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

Step
To make Changes Meﬂu| Modify Internal Transfer Purchase Requisition
to the line item Search | Details Items | Notes | Approvals | -
description, place Y B o the e Descrpbon xlfcot. Dist.
cursor on the line 7] Show Descriptingy Edit Desc.| [FTAHPS - oo
Click Edit Desc.— |
. JE
Edit the
description in the pop
up window. >3 save| % Cancel
Click Save Add Line | Add Acct.| AddFav.| BsDup | "f Delete] &) save| % Cancel|
NOTE: “Edit Desc.” button provides a pop up window to enter a
more detailed description of the item.
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Add a New Internal Transfer Purchase Requisition

Step
Click Save Meﬂu| Modify Internal Transfer Purchase Requisition @
Search | Details  ltems | Hotes | Approvals | S
This will start the District | UNFED SCHOOL DISTRICT  Fiscal Year: [2008.  P.R Number. [Roooonews  Acct. Dist.
budget check process. | Show Description Edil Desc.| Internal Transfer Type: | IP-1P - LiONTHLY POSTAGE =1 | Eeband  Close

(uantity! Unit Price| U/t
= 0001 STAMPS 100.00 033 EACH

03 oo oooo 0 OooO 8285 4300 o.oo 1.000000

AddLine | AddAcct| AddFav.| BzDup|  f Delete] &) save| % Cancel|

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

Continuous Budget Check

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

Requires Budget Check Before Submission

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

© Riverside County Office of Education. All Rights Reserved. 7/6/04 Page 23
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Add a New Internal Transfer Purchase Requisition

No Approvals

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

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

Step

System will
generate an internal
transfer purchase
requisition number.

Click Notes tab

“Submit for 5I
f),) .
Approval ) Wamlng Submit for Approval?
message prompts
Yesz | No |
Click Yes.
Step

Mem-‘| Modify Internal Transfer Purchase Requisition

search | Details Items|uotes|Appmvus|

y o
District: | UNIFIED SCHOOL DISTRICT  Fiscal Year, |2uns P.R. Number: |R0003706 Acct. Dist.
View
LI {* Expand (" Close

[i7| Show Deseription | Edit Desc. | Internal Transfer Type:| 17117 - LIONTHLY POSTAGE
Line Nbr_ltem Name Description Huantity it Price| L/t Amouri
= 100.00 033 EACH 33.00

03 000 onnn 00000 8265 4300 o.o0 1.000000 38.00

AddLine | Add Acct| AddFav.| B=Dup|  f Delete] &) Save| ¥ Cancel|
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Add a New Internal Transfer Purchase Requisition

Step

To select a Meﬂu| Modify Internal Transfer Purchase Requisition
previously defined Search | Details | items ~Hotes | Approvals |
Intemal/EXtemal District: | UNFED SCHOOL DISTRICT  Fiscal Year: [2005 PR Number: [R0003705
note(s) Internal External

Please call to verify receipt of purchase order. **NOTE TO VENDOR: Please RUSH this orderi™

Click Attach,\

or \

Manually enter 1
Internal/ External & Attach \bgfi&mmn
note(s). & save| % Cancel|

Click Save ) ) .

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

Step

Click the Meﬂu| Modify Internal Transfer Purchase Requisition
Approvals tab to view searcn | Details | tems | otes  Approvais |
apprs)v'als associated District [ UNFED SCHOOL DISTRCT  Fiscal Year: [2008.  P.R Number. [R0003708
to this internal

0001 PURCHASIMNG 02/13/2006 3:18 PM

transfer purchase
requisition.

No changes can be
made on this tab.

4 |
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Add a New Internal Transfer Purchase Requisition using Account Distribution

Add a New Internal Transfer Purchase Requisition using Account Distribution

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

Step 1
From menu select | M e ———
Modify Intemal # _j Purchase Order Management ;I
=l _j Purchase Requistion Management
Transfer PurChaSG D Approve Purchase Requisttions:
R 3 Close Out Purchase Reguisition
Requlsltlon 5 Modify Internal Transfer Purchase R ]
B Modify Internal Transfer Types
3 Modify Open Purchase Requisition
B Modify P:rcnaseﬂequls:nqn nty SChOOIS
Cllck OK 3 Process Internal Transfer Purchase Requisition -
° 4 _ Receiving Management
#l _j User Security and Approvals n atlon SyStem
4 _j Vendor Management
# _j View Purchasing
# _j Recruitment System
# _j Retirement System
# _ Systems Utilties
& _) Year End Processing System =
« OK I ¥ Cancel
Step
To add an internal wenu| Modify Internal Transfer Purchase Requisition
transfer purchase Search | Details | ttems | Hotes | Approvas |
reql,llSltIOI’l County: |33 - RIVERSIDE cOUNTY = || Distriet: | UNFFIED SCHOOL DISTRIC ¥ |
Fiscal Year. m
Clle Add Internal Transfer P.R. Mumber: ,7@
Internal Transfer P.R. Prefix; IR— PURCHASE REQUISITION j
.. Internal Transfer P.R. Status | ﬂ
If addltlonal ﬁelds Internal Transfer Type | =l
are selected they will o
populate the Details Werksit Locaton m
tab PR Originator Useri: [
) Copy From
Internal Transfer P.R. Number: | [&
+ Add § Find I
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Step
Add detail internal "ﬂW| Modify Internal Transfer Purchase Requisition
transfer purchase
requisition
information.
[
_ After _des1red e
information has been e
entered
Click Items tab.
NOTE: Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.
Step

Click Acct. Dist.— wmenu | Modify Internal Transfer Purchase Requisition

IP-MP - MONTHLY POSTAGE hd rc:,
uanlity ul Amnou

Line Nbr. |ltem Name ah fu Unit P
al
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Step

To add default Meﬂu| Modify Internal Transfer Purchase Requisition
account distribution search | Dotats fems | Notes | Approvais | _
for all line items to be e [ =) pcet. Dist.
entered, v [ShawDestraoml | P.R. Number: |rmnnmw e = Close

und | School |Resowce| PY | Goal | Function | Obiect ﬁ
M [} oona i} oona 8265 4300 1.000000
Click Add.

Enter SACS \

account string(s)
information.
Add| AddFav.| 3aDup| g Delete| b save| % Cancell

Required fields: AddLine | Add Acct.| AddFav.| BzDup|  f Delete] o save| % Cancaﬂ

Fund

School o o )

Resource NOTE: Clicking the Account Distribution button will popup a

PY window to enter the default account distribution for all line

Goal items. The account string percentage is entered as default

Function (the total for all account strings entered in this window

Object must equal 100% or 0%), each line item will be split
funded according to the respective percentage. The

Click Save account string percentage may also be set to 0 for all

account strings to establish default funding for all line
items without automatically calculating the split funding
amounts. Account strings entered in this popup window
will go through the account validation routine. Clicking
the Save button will close the popup window and apply the
account distribution to the line items by multiplying the
account string percentage times the total line item amount.
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Step

To add a line item
to the internal transfer
purchase requisition

Mem-'| Modify Internal Transfer Purchase Requisition

Click Add Line. (IEERE R
EaitDesc |

Enter/Select Jeacr [l
desired information
on the pop up
window.

Click Save. ——

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

Step

Verify line item(s) menu| Modify Internal Transfer Purchase Requisition
are populated with the
d§faglt apcount o hcet. Dist |
distribution.

IP-MP - MONTHLY POSTAGE = rg:. C
D] Unit P !

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

To make Changes Meﬂu| Modify Internal Transfer Purchase Requisition
to the line item Search | Details Items | Notes | Approvals | -
description, place Y B o the e Descrpbon xlfcot. Dist.
cursor on the line 7 Show Descriptioly, Edit Desc.| [ETA0175 —

. - L I
Click Edit Desc.—| [Find [ schoo  Resouce|
Jix] oo nooo

Edit the ey f—
description in the pop
up window. /}(' Save| ¥ Cancel

Click Save — | aaaiine | AddAcct| AddFav.| BsDup| s Delete| &b Save| ¥ Cancel|

NOTE: “Edit Desc.” button provides a pop up window to enter a
more detailed description of the item.
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Step
Click Save Meﬂu| Modify Internal Transfer Purchase Requisition @
Search | Details  ltems | Hotes | Approvals | S
This will start the District | UNFED SCHOOL DISTRICT  Fiscal Year: [2008.  P.R Number. [Roooonews  Acct. Dist.
budget check process. | Show Description Edil Desc.| Internal Transfer Type: | IP-1P - LiONTHLY POSTAGE =1 | Eeband  Close

(uantity! Unit Price| U/t
= 0001 STAMPS 100.00 033 EACH

oz oo oooo 0 OooO 8285 4300 o.oo 1.000000 33.00

AddLine | AddAcct| AddFav.| BzDup|  f Delete] &) save| % Cancel|

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

Continuous Budget Check

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

Requires Budget Check Before Submission

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

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

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

Step

System will
generate an internal
transfer purchase
requisition number.

Click Notes tab

“Submit for 5I
f),) .
Approval ) Wamlng Submit for Approval?
message prompts
Yesz | No |
Click Yes.
Step

Mem-‘| Modify Internal Transfer Purchase Requisition

search | Details Items|uotes|Appmvus|

A
District: [ UNFED SCHOOL DISTRICT  Fiscal Year: [2006 P R. Number: [R0003707 Acct. Dist.
View
LI i+ Expand " Close

[i7| Show Deseription | Edit Desc. | Internal Transfer Type:| 17117 - LIONTHLY POSTAGE
Line Nbr_ltem Name Description Huantity it Price| L/t Amouri
= 100.00 033 EACH 33.00

03 000 onnn 00000 8265 4300 o.o0 1.000000 38.00

AddLine | Add Acct| AddFav.| B=Dup|  f Delete] &) Save| ¥ Cancel|
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Step
To select a Meﬂu| Modify Internal Transfer Purchase Requisition
previously defined Search | Details | items ~Hotes | Approvals |
Intemal/EXtemal District: | UNFED SCHOOL DISTRICT  Fiscal Year: [2005 PR Number: [R0003707
note(s) Internal External
Please call to verify receipt of purchase order. **NOTE TO VENDOR: Please RUSH this orderi™
Click Attach,\
or T
Manually enter —\
Internal/External & Attach & Attach
note(s). &) save| % Cancel|
Click Save ) ) .
NOTE: External notes will print on purchase requisitions and
purchase orders, internal notes will not.
Step
Click the Meﬂu| Modify Internal Transfer Purchase Requisition
Approvals tab to view searcn | Details | tems | otes  Approvais |
apprQV?lS associated District [ UNFED SCHOOL DISTRCT  Fiscal Year: [2008.  P.R Number. [R0003707
to this internal
0001 PURCHASIMNG 02/14/2006 10:05 &M
transfer purchase
requisition
No changes can be
made on this tab.
4 |
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Add a New Internal Transfer Purchase Requisition using Predefined Favorites for
Account Distribution

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

Step 1
From menu select | M r—
Modify Intemal # _j Purchase Order Management ;I
=l _j Purchase Requistion Management
Transfer PurChaSG D Approve Purchase Requisttions:
R 3 Close Out Purchase Requisition
Reql,IISlthl’l 3 Modify Internal Transfer Purchase Requist ]
B Modify Internal Transfer Types
3 Modify Open Purchase Requisition
B Modify P:rcnaseﬂequls:nqn nty SChOOIS
Cllck OK 3 Process Internal Transfer Purchase Requisition -
° 4 _ Receiving Management
#l _j User Security and Approvals n atlon SyStem
4 _j Vendor Management
# _j View Purchasing
# _j Recruitment System
& _j Retirement System
# _ Systems Utilties
H _ ) Year End Processing System =
« OK I ¥ Cancel
Step
To add an internal wenu| Modify Internal Transfer Purchase Requisition
transfer purchase Search | Details | ttems | Hotes | Approvas |
rqullSltIOI'l(S) County: |33 - RIVERSIDE cOUNTY = || Distriet: | UNFFIED SCHOOL DISTRIC ¥ |
Fiscal Year. m
Clle Add Internal Transfer P.R. Mumber: ,7@
Internal Transfer P.R. Prefix; IR— PURCHASE REQUISITION j
.. Internal Transfer P.R. Status | ﬂ
If addltlonal ﬁelds Internal Transfer Type | =l
are selected they will ]
populate the Details Werkste Location &
tab PR Originator Useri: [
’ Copy From
Internal Transfer P.R. Number: | [&
+ Add § Find I
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Step
Add detail internal "ﬂW| Modify Internal Transfer Purchase Requisition
transfer purchase
requisition
information.
[
_ After _des1red e
information has been EeeT—
entered
Click the Items
tab.
NOTE: Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.
Step

Click Acct. Dist. — wmenu | Modify Internal Transfer Purchase Requisition

IP-MP - MONTHLY POSTAGE ro:,
uantity

Unit P ul Amnou
al

Line Nbr. |ltem Name ah O
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Step
To add default Ml Modify Internal Transfer Purchase Requisition
account distribution D et the Acoount Distrtien akeaER i
for all line items e [ PR Number. Fesooien
using a user’s 7 Show Descriiio

predefined SACS —

account string(s)

Click Add Fav. —_|
\

'md Fav.| B2Dup | " Delete| b Save| % Cancel|

AddLine | AddAcct| AddFav.| BzDup|  f Delete] &b Save| ¥ Cancel

Step

To select the x4
user’s predefined

03 000 DOOD0 0 ODOD 8265 4300 SUPPLIES

SACS account 03 178 0001 0 0000 2700 5910 COMFEREMCE & TRAWEL

. 03 000 0034 0 000D 3140 4399 PROGRAM 1
string(s) for the 02 184 0om O 1110 1000 5775 REFROR
default account 06 440  B3\@ 0 0000 FI0 5915 APPROVALS
distribution,

Highlight each : :
account string row + OK | % Cancel
from the pop up
window

Click OK.

Or

Double clicking on
an account string row
will automatically
add it to the account
distribution.
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Step
Click Save \ Menu | Modify Internal Transfer Purchase Requisition

Enter the Account Distribution Information

Ea

Ling Mbr. |ltem Name

Step

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

Line Nbr. |ltem Name

Click Add Line. lstawps | Eatoescl

ErcH [

Enter/Select
desired information
on the pop up
window.

Click Save — |

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

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

Percent is shown
by default; the user
may enter an

Meﬂu| Modify Internal Transfer Purchase Requisition

Acct. Dist.
View
Ll i+ Expand (" Close

(uantity! Unit Price| U/t Amount

= 00m STAMPS 100.00 033 EACH 33.00

oz oo oooo 0 OooO 8285 4300 : o.oo ;T.UUUUUU 33.00

P.R. Number: IRODDDI\I—ZW

District: I UNIFIED SCHOOL DISTRICT Fiscal Year: Im

[ Show Description E:iIDesr_I Il‘humelsfer'lmllp—r.IP-l.mNTHLYPOSTAGE

Amount, making sure
to change the Percent
to “0”.

Add Line | Add Acct.| AddFav.| B2Dup | “f Delete] b Save| % Cancel|

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

Step

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

Click Edit Desc. —|
Edit the
description in the pop

up window.

Click Save ———

Meﬂu| Modify Internal Transfer Purchase Requisition

District ﬁ Edit the P.R. Line Description x| . Dist.

[V Show DescriptiongyEdit Desc.| [STAMPS p
030 0000

/Vr. Save| % Cancel

&) save| % Cancal|

AddLine | AddAcct.| AddFav.| B2Dup|  f Delete]

NOTE: “Edit Desc.” button provides a pop up window to enter a
more detailed description of the item.
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Step
Click Save Meﬂu| Modify Internal Transfer Purchase Requisition @
Search | Details  ltems | Hotes | Approvals | S
This will start the District | UNFED SCHOOL DISTRICT  Fiscal Year: [2008.  P.R Number. [Roooonews  Acct. Dist.
budget check process. | Show Description Edil Desc.| Internal Transfer Type: | IP-1P - LiONTHLY POSTAGE =1 | Eeband  Close

(uantity! Unit Price| U/t
= 0001 STAMPS 100.00 033 EACH

oz oo oooo 0 OooO 8285 4300 o.oo 1.000000 33.00

AddLine | AddAcct| AddFav.| BzDup|  f Delete] &) save| % Cancel|

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

Continuous Budget Check

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

Requires Budget Check Before Submission

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

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

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

Step

“Submit for
Approval?” warning
message prompts

Click Yes.

Approval x|

Submit for Approval?

Step
System will

transfer purchase
requisition number.

Click Notes tab

generate an internal —]

Meﬂu| Modify Internal Transfer Purchase Requisition

Search | Details neInS|Mes|Awmuas|

District | UNFED SCHOOL DISTRICT  Fiscal Year: [2008 P.R. Number: [Ro003708 Acct. Dist.
| Show Description Edil Desc.| Internal Transfer Type: | IP-1P - LiONTHLY POSTAGE B[ .

oz oo oooo 0 OooO 8285 4300 o.oo 1.000000 33.00

AddLine | AddAcct| AddFav.| BzDup|  f Delete] b Save| % Cancel|
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Step
To select a Meﬂu| Modify Internal Transfer Purchase Requisition
previously defined Search | Details | items ~Hotes | Approvals |
Intemal/EXtemal District: | UNFED SCHOOL DISTRICT  Fiscal Year: [2005 PR Number: [R0003708
note(s) Internal External
Please call to verify receipt of purchase order. **NOTE TO VENDOR: Please RUSH this orderi™
Click Attach,\
or
Manually enter —\
Internal/External & Attach & Attach
note(s). &) save| % Cancel|
Click Save ) ) .
NOTE: External notes will print on purchase requisitions and
purchase orders, internal notes will not.
Step
Click the Meﬂu| Modify Internal Transfer Purchase Requisition
Approvals tab to view searcn | Details | tems | otes  Approvais |
apprf)vgls associated District [30 - DESERT SANDS UNFED SCHOOL DISTRCT  Fiscal Year: 2008 PR Number [R0003708
to this internal
0001 PURCHASIMNG 02/14/2006 10:35 &M
transfer purchase
requisition
No changes can be
made on this tab.
4 |
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Add a New Internal Transfer Purchase Requisition using Predefined Favorites

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

Step 1
o - s ~
From mem select T — x
Modlfy Intemal # _ Purchase Order Management ;I
=l _j Purchase Requistion Management
Transfer PurChaSG D Approve Purchase Requisttions:
R 3 Close Out Purchase Reguisition
Requlsltlon 5 Modify Internal Transfer Purchase Requisi ]
B Modify Internal Transfer Types
3 Modify Open Purchase Requisition
B Modify P:rcnaseﬂequls:nqn nty SChOOIS
Clle OK 3 Process Internal Transfer Purchase Requisition -
° + Receiving Management
] j User Security and Approvals natlon SyStem
4 _j Vendor Management
# _j View Purchasing
# _j Recruitment System
# _j Retirement System
# _ Systems Utilties
& _) Year End Processing System =
« OK I ¥ Cancel
Step
To add an internal menu | Modify Internal Transfer Purchase Requisition
transfer purchase search | Detaits | ttems | Notes | Approvais |
requisition, select
County: 32 - RIVERSIDE coUNTY = District: | UNIFEED SCHOOL DISTRI x|
Internal Transfer
Fiscal Year. |2008 'I
P- R PreﬁX I Internal Transfer P.R. Mumber. [a]
\ntema\ Transfer P.R. Prefix. |R - PURCHASE REQUISITION =
If addltlonal ﬁelds Internal Transfer P.R. Status | 4|
. Internal Transfer Type | |
are selected they will i To Loemton [
populate the Details Worksite Location: [ 3]
tab P.R. Originator User ID
Copy From
Internal Transfer P.R. Number. [a]
Clle Add +Aﬂdl g Find I
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Step

Add detail internal
transfer purchase
requisition
information.

After desired
information has been
entered

Menu | Modify Internal Transfer Purchase Requisition

[rosoonew ™

03/15/2006

Fson G
e

WAREHOUSE  [al

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

To add a line item
to the internal transfer
purchase requisition

Click Add Line.

Enter/Select
desired information
on the pop up
window.

Click Save. ——

Menu | Modify Internal Transfer Purchase Requisition

Line Wb |Item Name

STAMPS
100.00 0.290000 EACH [a]

NOTE: “Edit Desc.” button prompts a pop up window to enter a
more detailed description of the item.
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Step
To add a user’s Menu | Modify Internal Transfer Purchase Requisition &

predefined SACS
account string(s) to

the line item ; i
[ Lin Nor, [ltem Name U SUPFLES

Line Mbr. |ltem Mame COMFEREMCE & TRAVEL
= PROGRAM 1

Click Add Fav. \ REFR O

APPROVALS

Highlight each
account string row
from the pop up
window

Click OK.
Or

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

Step

Verify line item Menu | Modify Internal Transfer Purchase Requisition g
and account string
1pfomat10n for each _I li
line item.

NOTE: By default all lines will be shown expanded. Select Close
to hide account information for all line items.
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Step
To make changes ﬂl Modify Internal Transfer Purchase Requisition
to the line item search | Detais Hems | notes | Approvais |
description, place T e e fet. Dist |

cursor on the line,

iptio | [STAMPS lnd 1 |
)]

Click Edit Desc. —

Edit the
description in the pop

up WlndOW. /—Vf. 5ave| ¥ Cancel

. —
Click Save —— Add Line | Add Acct| AddFav.| EzDup| j Delete] & save| ¥ Cancel

NOTE: “Edit Desc.” button provides a pop up window to enter a
more detailed description of the item.
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Step
Click Save Menu | Modify Internal Transfer Purchase Requisition @
search | Details ffems | Hotes | Approvals | -
This will start the District: | UNFED SCHOOL DISTRET  FiscalYear 2006 P.R Number: [Roooonew Acct. Dist. |
budget check process. [ Show Description Edit Desc.|  Internal Transfer Type:| P-1P - MONTHLY POSTAGE | (%ﬂ . u.,,e|

= 000 STAMPS 100.00 0.33 EACH 35.00

03 ooo onnp 0 0000 8265 4300 o.on 1.000000

e e e e e . —

Add Line | Add Acct| Add Fav.| BzDup| " Delete| &) Save| % Cancel|

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

Continuous Budget Check

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

Requires Budget Check Before Submission

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

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

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

“Submit for
Approval?” warning
message prompts

Click Yes.

Approval x|

Submit for Approval?

Step

System will
generate an internal
transfer purchase
requisition number.

Click Notes tab

Menu | Modify Internal Transfer Purchase Requisition

search | Details Hmluotes|nmmvus|

\4

District: | UNIFED SCHOOL DISTRICT  Fiscal Year: [2006 P R Number [R0003708 Acct. Dist. |
[ Show Description Edit Desc.|  Internal Transfer Type: | P-1P - MONTHLY POSTAGE B[ &

D_l.lanhtj,l,mm
= 000 I STAMPS 100.00 0.33 EACH 35.00
| |

03 ooo onnp 0 0000 8265 4300 o.on 1.000000 39.00

Add Line | Add Acct.| AddFav.| EzDup| f Delete] &) Save| ¥ Cancel|
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Step

To select a Menu | Modify Internal Transfer Purchase Requisition
previously defined search | Detatts | tems  Notes | approvas |
Internal/External District: | UNFED SCHOOL DISTRET  Fiscal Year 2006 P.R Number: [Ro002708
note(s) for the nternal External
intemal transfer Please call to verify receipt of purchase order. ==*NQTE TO VENDOR: Please RUSH this order™*
purchase requisition

Click Attach,—__ |

~—_
or \_
& Attach &> Attach

Manually enter &% Save| X Cancel|
Internal/External
note(s).

NOTE: External notes will print on purchase requisitions and

Click Save purchase orders, internal notes will not.
Step

Click the Menu | Modify Internal Transfer Purchase Requisition
Approvals tab to view Search | Details | ttems | Notes Approvais |
appr(.)V.a'IS aSSOClated District: [30 - DESERT SANDS UNFED SCHOOL DISTRCT  Fiscal Year [2006  P.R.Number: [Ro003708
to this internal
transfer purchase 0001 PURCHASING 02/14/2006 10:35 &b
requisition

No changes can be
made on this tab.

y |
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Add a New Internal Transfer Purchase Requisition Copying from an Internal
Transfer P.R. Number

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

Step 1
N — : - - -~

From menu select M r——
MOdify Open # _j Purchase Order Management

=l _j Purchase Requistion Management
Purchase Order B Approve Purchase Requisitions
3 Close Out Purchase Reguisition
w3 Modify Internal Trangfer Purchage Requisi |
1' k B Modify Internal Transfer Types
C 1C OK. 3 Modify Open Purchase Requisition
3 Modify Purchase Requisition n c OO s
3 Process Internal Transfer Purchase Requisition
-
4 _ Receiving Management t Sy t
# _j User Security and Approvals na Ion s em
4 _j Vendor Management

Llx

# _j View Purchasing
& _j Recruitment System
# _j Retirement System
# _ ) Systems Utiities
& _) Year End Processing System

=

o« OK | ¥ Cancel

Step
Menu | Modify Internal Transfer Purchase Requisition
Enter/Select an Search | Detals | ems | Notes | Approvas |
Internal Transfer I . | .
County: | 33 - RWERSIDE COUNTY > || District UNIFIED SCHOOL DISTRIC >
P. R. Number. Fiscal Year. | 2008 'I

Internal Transfer P.R. Mumber: [a]
Click Add Internal Transfer P-R. Prefix. [R - FURCHASE REQUISITION x|

Internal Transfer P.R. Status I j

Internal Transfer Type | j

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

From

ternal Transfer P.R. Number. [R0003706 (4]

#Add| S Find |
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Step
Verify and make Menu | Modify Internal Transfer Purchase Requisition
necessary Changes on Search  Details | ltems | Notes | Approvals I e
Detalls’ Items and District UNIFED SCHOOL DISTRICT  Fiscal Year [2006 PR Number: [ROD0ONEW °f Deletei
Notes tabs. PR Type: [T- NTERNAL TRANSFER Date Due: [orsz005
PR Status: [N- NEW (NOT SUBMITTED FOR Af
Bill To Location: |FISCAL [a]
P.R. Amount:
Caegae[orree  (d] [FISCAL SERVICES

[Office supplies Ship To Location: [WAREHOUSE  [A]

VWarehouse

P.R. Requestor: |
fpprovallist [ & Worksite Location: [125_[&] [PURCHASING DEPARTMENT
P R. Originator User ID: Board Rpt Desc: ‘

Reference: |
Contact Phone Nbr

Routing ‘
Update UseriD: [
Update Timestamp: [02/13/2006 2:16 P nRev.| RevCmt|
&print_| A Save| % Cancel|

NOTES:

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

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

e Regardless of which tab you are currently working on, if you
click save or cancel it will save or cancel all changes made to
that point.
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Step
After all necessary ﬂl Modify Internal Transfer Purchase Requisition @
changes have been search | Details Hems | Hotss | Approvats | LS
made District: | UNFED SCHOOL DISTRET  FiscalYear 2006 P.R Number: [Roooonew  Acct. Dist. |
7| Show Description Edit Desc.| intemnal Transfer Type:| P-11P - MONTHLY POSTAGE = e Ch,el
Click Save. :

Unit Price Amoun
= 000 STAMPS 100.00 0.33 EACH 35.00

03 ooo onnp 0 0000 8265 4300 o.on 1.000000 39.00

This will start the [ e [ Teiet| l | |

budget CheCk pI‘OCGSS = 0002 | 5|TAMF'T | ‘ 1UE‘I oo E‘I.UE EACH | 5.00 |

|
03 oo ooog 0 0000 8265 4300 0.00 1.000000

Add Line | Add Acct| Add Fav.| BzDup| " Delete| &) Save| % Cancel|

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

Continuous Budget Check

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

Requires Budget Check Before Submission

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

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

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

Step

“Submit for x
Approval?” warning

Submit for Approval?
message prompts
Yesz | No |

Click Yes.
Step

System will Menu | Modify Internal Transfer Purchase Requisition
generate an internal — search | Detats tems | notes | Approvs |
transfer purchase AR

o District: | UNFED SCHOOL DISTRET  Fiscal Year 2006 P.R. Number: [Ro002708

I‘equISItlon number. [-7| Show Description Edit Desc.| Internal Transfer Type: | P-11P - MONTHLY POSTAGE =] mﬂ " Close

Line Nbr. [ltern Name

=000 | STAMPS 10000 039 EACH .
| | | Py | Goal | \ \ \ | |

03 ooo onnp 0 0000 8265 4300 o.on 1.000000 39.00

= 0002 STAMPS 100,00 0.05 EACH 5.00

03 oo ooog 0 0000 8265 4300 0.00 1.000000 .00

e e e e e B

Add Line | Add Acct.| AddFav.| EzDup| f Delete] &) Save| % Cancel|
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Modify an Existing Internal Transfer Purchase Requisition

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

Step 1
| e - s - -
From menu select 2 T ———— £
Modify Intemal # _j Purchase Order Management -
=l _j Purchase Requisition Management
Transfer Purchase B Approve Purchase Requistions.
e e B Close Out Purchase Reguisition
Requlsltlon 3 Modify Internal Transfer Purchase R ]
3 Modify Internal Transfer Types
3 Modify Open Purchase Requigition
. B Modify Purchase Reguisition nty SChOOIS
Cllck OK' D Process Internal Transfer Purchase Requisition -
4 _ ) Receiving Management
4 _j User Security and Approvals natlon Sy3tem
# _j Vendor Management
4 _j View Purchasing
# _j Recruitment System
# _) Retirement System
# _ Systems Utiities
# _ Year End Processing System =
« OK | # Cancel
Step
To edit an existing Menu | Modify Internal Transfer Purchase Requisition
Internal Transfer Search | petais | ems | Notes | Aporovais |
Purchase Requisition
County: |32 - RVERSIDE COUNTY = || Distriet: | UNIFED SCHOOL DISTRICx |
enter/select
X X Fiscal Year: [2008 »|
information as Internal Transfer P.R. Number: [R0003706 (&]
available. Internal Transfer P-R. Prefix [R - PURCHASE REQUISITION = |
Internal Transfer P.R. Status: | =l
. . Internal Transfer Type | j
CIICk Flnd Ship To Location [a]
Worksite Location [4]
P.R. Criginator User ID
Copy From

Internal Transfer P.R. Mumber. [a]

+ Add| S Find |

NOTES:

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

¢ Purchase requisitions that have been linked to purchase orders
may not be modified.
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Step
Edit internal Ml Modify Internal Transfer Purchase Requisition
purchase requisition searcn  Detais | tems | Notes | Approvais | b -
detail information as District: UNIFED SCHOOL DISTRICT  Fiscal Year [20060  P.R Number [R0003705 °f Delete!
necessary. | e v [T
PR Status: [S- SUBMITTED FOR APPROVAL ) o e
Click Items tab. e @ T e e

[Office supplies Ship To Location: [WAREHOUSE  [A]

VWarehouse

P.R. Requestor: |
Approval List [ (& Worksite Location:[083 _[&][PERSONNEL DEPARTWENT
P R. Originator User ID: Board Rpt Desc: ‘

Reference: |
Contact Phone Nbr

Routing ‘
Update UseriD: [
Update Timestamp: [02/13/2006 3:18 P nRev.| RevCmt|
& print | &) Save| % Cancel|

NOTES:

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

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

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

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

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

Mem-'| Modify Internal Transfer Purchase Requisition

Jeoos oooss

IP-MP - MONTHLY POSTAGE - ro:, ~
Quantity! Unit Price /M Amount

033 EACH

NOTES:

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

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

Step

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

Click Add Line.

Enter/Select
desired information
on pop up window.

Click Save——

To duplicate an
existing line item
place cursor on that
line

Click Dup.

M| Modify Internal Transfer Purchase Requisition
* Search | Dotais T x|

Line Nbi

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

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

Click Add Acct.

Enter SACS
account string(s)\

information.

Required fields:
Fund

School
Resource

PY

Goal

Function

Object

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

Mem-'| Modify Internal Transfer Purchase Requisition

Jeoos oooss

IP-MP - MONTHLY PQ:

(uantity!

TAMPS
A

F Goal | Functic

|
0 Oooo 8285

oo oooo
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Step

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

Click Add Fav. \

Highlight each
account string row
from the pop up
window.

Click OK.

Or

Double clicking on
an account string row

will automatically
add it to the line item.

Meﬂu| Modify Internal Transfer Purchase Requisition

Select an Account
d . ion

District |

Goal | Function | O
0000

ooog - 2700
ooog o 3140

o

o 4333 PROGRAM 1
o 1110 1000

1]

E725 REPR OR

0000 3130 5815 APPROWALS

5910 CONFEREMNCE & TR&WEL

« OK | % Cancel |

|

Add Line | Add Acct.| Add Fav.| B2Dup | "f Delete]

&) save| % Cancel|

Step

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

Click Edit Desc. —

Edit the
description in the pop
up widow.

Click Save ——

Mem-'| Modify Internal Transfer Purchase Requisition

sl o
District [ UNIFI — Acct. Dist.
- STANMPS 2/14/08]
[¥ Show Description Lnd  Close
/ = 0001 E
[ Fund [ School | Resource
03 ooa aooo
I I
= 0002 I 9
[ Fund [ 5chool | Resource|
o3 oo aooo
/yrl- Save| % Cancel |
Add Line | Add Acct.| AddFav.| BaDup| f Delete] &) Save| ¥ Cancel|

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

more detailed description of the item.
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Step
Click Save

This will start the
budget check process.

wenu| Modify Internal Transfer Purchase Requisition @
Search | Details neInS|Mes|Awmu|s| ks
District: | UNIFIED SCHOOL DISTRICT  Fiscal Year: |2m:|ﬁ P.R. Number: |nnnna7nﬁ Acct. Dist.

[ Show Deseription Egiif DESE| internal Transfer Type: | P-11P - IONTHLY POSTAGE B[ 5 e

(uantity! Unit Price| U/t

= 00m STAMPS 50.00 033 EACH

oz oo oooo 0 OooO 8285 4300 o.oo 1.000000 33.00

=000z | STAMPS 2/14/06 50.00 0.05 EACH 250

03 000 onnn 00000 8265 4300 o.o0 1.000000

e e e e e

AddLine | AddAcct| AddFav.| BzDup|  f Delete] &) save| % Cancel|

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

Continuous Budget Check

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

Requires Budget Check Before Submission

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

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

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

Step
If any changes that waring x
were made require re-
approval, a Warning Changes have been made that require re-approval.
message will pI‘Ol’l’lpt Pleage confirm changes.
asking the user to
confirm changes. L es No
Click Yes.
Step
“Submit for x
Approval?” warmng Submit for Approval?
prompts
ves | an
Click Yes.
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Step

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

Click Attach. |

Select from a
previously defined
note

or

Manually enter

Meﬂu| Modify Internal Transfer Purchase Requisition

Search | Details | items !lote5|Awmua|s|

District: I UNIFIED SCHOOL DISTRICT Fiscal Year: Im P.R. Number: IRDDCBYCB

Internal External
Please call to verify receipt of purchase order. **NOTE TO VENDOR: Please RUSH this orderi™

m-\, T

b Save| % Cancel|

NOTES:

e External notes will print on purchase requisitions and purchase

Internal/External : _
note(s). orders, internal notes will not.

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

Step
Click the Meﬂu| Modify Internal Transfer Purchase Requisition

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

No Changes can
be made on this tab.

Search | Details | ftems | Hotes Awnmi5|

District: I UNIFIED SCHOOL DISTRICT  Fiscal Year: I2ﬂ06 P R. Number: IHWDGYDB

000 PURCHASING 02/13/2006 318 P
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Modify an Existing Internal Transfer Requisition — Reapply Account Distribution

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

Step 1

From menu select
Modify Internal
Transfer Purchase
Requisition

Click OK.

Moo | - - s - -
el llavigation Menu

4 _j Purchase Order Management

Ll

=l _j Purchase Requisition Management
& Approve Purchaze Requisitions
WD Close Out Purchase Requisition
3 Modify Internal Transfer Purchase R ]
3 Modify Internal Transfer Types
3 Modify Open Purchase Requigition
B Modify Purchase Reguisition
D Process Internal Transfer Purchase Requisition
4 _ ) Receiving Management

nty Schools
nation System

4 _j User Security and Approvals
# _j Vendor Management
4 _j View Purchasing

# _j Recruitment System

# _) Retirement System

# _ ) Systems Utilties

# _ Year End Processing System

-

o OK I # Cancel

Step

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

Click Find

Meﬂu| Modify Internal Transfer Purchase Requisition

Search | Details | Items | Notes | Approvals |

County: |33 - RIVERSIDE COUNTY | District: | UNFEED SCHOOL DISTRICx |

Fiscal Year. IEDUB i
Internal Transfer P.R. Number: |[R0003706  [4]
Internal Transfer P.R. Prefix. IR- PURCHASE REQUISITION j

Internal Transfer P.R. Status I j

Internal Transfer Type | ﬂ

Ship To Location [a]
Waorksite Location [a]
P.R. Originator User ID

Copy From

Internal Transfer P.R. Mumber. IZI

% Add| Sp Find |

NOTES:

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

e Purchase requisitions that have been linked to purchase orders
may not be modified.
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Step
Edit internal Meﬂu| Modify Internal Transfer Purchase Requisition
purchase I'eql,llSltIOIl Search  Details | Items | Hotes | Approvals | i "
detail information. District: | UNIFIED SCHOOL DISTRCT  Fiscal Year 2008 PR Number [Romoz7os  _f Delete
PR. Type: [T - INTERNAL TRANSFER Date Due: [o2n=m006
1 . s ]s-
Click Items tab ::;:mui_ :9 ;:JBMWED EAALLIEE Bill Te Location: [FIECAL [a]
- Ameunt [FISCAL SERVICES
Category: [OFFICE [a]
[office supplies: Ship To Location: [WAREHOUSE [4]
‘ Warehouse
P.R. Requestor: [
Approval List: ,—m Worksite Location: |08s mlPERSUNNEL DEPARTMENT
P.R. Originator User |D: Board Rpt. Desc: \
| Reference: |
Contact Phone Mbr.
Routing: \
Update User ID
Update Timestamp: [02/12/2008 318 Pl InRev. [ RevCmt
& Print_| &) save| % Cancel|

NOTES:

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

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

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

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

To reapply/reset Mem-'| Modify Internal Transfer Purchase Requisition
the account
distribution for
eXiSting line ltem(S) IP-MP - IONTHLY PQ.

Line MNbr. ) i (uantity
. . = 0001 TaMPS
Click Acct. Dist. 5 P | Goal |Functi

|
oo oooo 0 Oooo 8285

NOTES:

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

e Regardless of which tab you are currently working on, if you
click save or cancel it will save or cancel all changes made to
that point.
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Step
Manually edit _menu| Modify Internal Transfer Purchase Requisition
existing default Search | Details Items | Notes | Approvals | e -
account distribution S T e e — H——
in the pop up 17 Stow Descripron % Nember [FosesTes bana = close
window, » E””:II e FL”H 1.000000 ﬁ
or I
= 0002
Select an account i
from the user’s _ f—
predefined sacs 4 Add| AddFav.| B=bup| g Delete| 4 Save| ¥ Cancel
account favorites to Add Line | Add Acct.| Add Fav.| BzDup| "f Delete] & Save| % Cancel|
reapply for the
account distribution o o )
in the pop up NOTE: Clthklng the Account Distribution but.ton.Wﬂ.l popupa
window. window to enter the default account distribution for all line
items. The account string percentage is entered as default
Click Save (the total for all account strings entered in this window
must equal 100% or 0%), each line item will be split
Required fields: funded according to the respective percentage. The
Fund account string percentage may also be set to 0 for all
School account strings to establish default funding for all line
Resource items without automatically calculating the split funding
PY amounts. Account strings entered in this popup window
Goal will go through the account validation routine. Clicking
Function the Save button will close the popup window and apply the
Object account distribution to the line items by multiplying the
account string percentage times the total line item amount.
A warning
message will be x|
displayed asking the When the A t Distribution the P.R. line Allocations for Freight,
user if they would ot wih hose changes? e Bevouwentie
like to continue with gy "
the changes. ' :
Click Yes
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Step
Verify account "em-'| Modify Internal Transfer Purchase Requisition

distribution

reallocation. o

IP-MP - MONTHLY POSTAGE
(Juantity d

033 EACH

NOTE: By default all lines will be shown expanded. Select Close
to hide account information for all line items.
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Step
Click Save Meﬂu| Modify Internal Transfer Purchase Requisition @
Search | Details neInS|Mes|Awmu|s| -. :
This will start the District [ UNFED SCHOOL DISTRICT  Fiscal Year: [2008  P.R Number. [Rooos7os  Acct. Dist.
budget check process. | Show Description Edil Desc.| Internal Transfer Type: | IP-1P - LiONTHLY POSTAGE =1 | Eeband  Close

ne Mbr. [ltem Name ) esoription (uantity! Unit Price| /M
= 0001 I STAMPS 50.00 033 EACH .
\ \ | P | Gosl | \ | | | |
Jix] oo 0034 0 Oooo 3140 4333 0.oo 1.000000 1350
\ \ [ \ | | | |

= 000z STAMPS 2/14/06 50.00 0.05 EACH 250

03 000 0034 0 oooo 3140 4339 o.o0 1.000000 260

e e e e e

AddLine | AddAcct| AddFav.| BzDup|  f Delete] &) save| % Cancel|

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

Continuous Budget Check

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

Requires Budget Check Before Submission

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

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

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

Step
If any changes that waring x
were made require re-
approval, a Warning Changes have been made that require re-approval.
message will pI‘Ol’l’lpt Pleage confirm changes.
asking the user to
confirm changes. L es No
Click Yes.
Step
“Submit for x
Approval?” warmng Submit for Approval?
prompts
ves | an
Click Yes.
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Step

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

Click Attach.—_|
Select from a
previously defined

note

or

Manually enter

Meﬂu| Modify Internal Transfer Purchase Requisition

Search | Details | items !lote5|Awmua|s|

District: I UNIFIED SCHOOL DISTRICT Fiscal Year: Im P.R. Number: IRDDCBYCB

Internal External
Please call to verify receipt of purchase order. **NOTE TO VENDOR: Please RUSH this orderi™

m B

b Save| % Cancel|

NOTES:

e External notes will print on purchase requisitions and purchase

Internal/External : _
note(s). orders, internal notes will not.

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

Step
Click the Meﬂu| Modify Internal Transfer Purchase Requisition

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

No Changes can
be made on this tab.

Search | Details | ftems | Hotes Awnmi5|

District: I UNIFIED SCHOOL DISTRICT  Fiscal Year: I2ﬂ06 P R. Number: IHWDGYDB

000 PURCHASING 02/13/2006 318 P
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Delete an Internal Transfer Purchase Requisition

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

Modify Internal Transfer Types

Step 1

From menu select
Modify Internal
Transfer Purchase
Requisition

Click OK.

."l'_"l - - " ' -~
PR 1, vigation Menu ]

[# _j Purchase Order Management

=l _j Purchase Requisition Management
& Approve Purchaze Requisitions
B Close Out Purchase R i
3 Modify Internal Transfer Purchase Requis ]
3 Modify Internal Transfer Types
3 Modify Open Purchase Requigition
B Modify Purchase Reguisition
D Process Internal Transfer Purchase Requisition
# _j Receiving Management
[# _y User Security and Approvals

_1 Vendor Management
# _j View Purchasing
__| Recruitment System
__| Retirement System
# _ Systems Utiities

_| "ear End Processing System

Step

To delete an
existing internal
transfer purchase
requisition
enter/select
information as
available.

Click Find

ﬂeﬂl-'| Modify Internal Transfer Purchase Requisition

33 - RWERSIDE COUNTY hd

UNIFIED SCHOOL DISTRIC x

RO003707  [4]
R- PURCHASE REQUISITION =

[ m
[ m
[

[
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Step
To delete the
internal transfer

purchase requisitiy
Click Delete.

l'enl-'| Modify Internal Transfer Purchase Requisition

|03/16/2006

T
[cACsmRvices

WAREHOUSE [&]

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

Step

Galaxy warning
prompts to confirm
the request to delete
the Purchase
Requisition.

Confirmation x|

Step

Confirmation
message prompts to
verify purchase
requisition has been
cancelled
successfully.

Confirmation

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

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

Step 1
1= = n o m o
From menu select e
Modlfy Intemal _| Health and VWelfare Benefits System
# _j Payroll System
Transfer Types _J Personnel/Position Control System

[zl _y Purchasing System
[# _ Contract Management
. _ 1 tem Catalog

Clle OK _ Location Management
[# _j Purchase Order Management
=l _) Purchase Requisition Management

3 Approve Purchase Requisitions

3 Close Out Purchase Reguisition

B Modify Internal Transfer Purchase Reguisit

3 Modify Internal Transfer Types

3 Modify Open Purchase Requisition

3 Modify Purchase Reguisition

W3 Process Internal Transfer Purchase Requisition
# _j Receiving Management

Step
To add, edit or ﬂl Modify Internal Transfer Types
delete internal
transfer type(s) —— e
enter/select Internal : —a
Transfer Type, and/or -
Internal Transfer
Type Description

Click Find.

NOTE: Clicking “Find” with no other selection criteria entered will
display all Internal Transfer Types associated to the
District on the Details tab.
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Step
Add, edit or delete Mem-'| Modify Internal Transfer Types

transfer types as

ncecessary.

e| PY | Goal |Function| Object

03 - 178 ooon 0 0000 3800 G710

Click Save
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Open Purchase Requisitions

Add a New Open Purchase Requisition

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

Step 1

Mzl = - - - ~

From menu select
Modify Open
Purchase Requisition

el lavigation Menu

4 _j Purchase Order Management

I=l _) Purchase Requisition Management
B Approve Purchase Requisitions:
D Close Out Purchase Requisition

Llx

B Modify Internal Transfer Purchase Reguisition
& Modify Internal Transfer Types
3 Modify Open Purchase Requisil ]
D Modify Purchase Requisition
B Process Internal Transfer Purchase Requistion
# _ Receiving Management
# _ ) User Security and Approvals

Click OK.

nty Schools
hation System

# _j Vendor Management
# _j View Purchasing
4 _ ) Recruitment System
# _ ) Retirement System
& _ ) Systems Utilties
# _ ) ear End Processing System

0K | xcancel|

Step
To add an open
purchase requisition

Menu | Modify Open Purchase Requisition

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

Cl k Add County: |33 - RWVERSIDE COUNTY  » || District: | UNIFED SCHOOL DISTRI( »|
1€ \ Fiscal Year m
\Tzn Purchase Requisition Number. [ [4]
If additional fields pen Purchase Requisition Prefix. |R - FURCHASE REQUISITION =]
Open Purchase Requisition Status I j

are selected they will
populate the Details
tab.

Primary Vendor. lim
Vendor Name: |
Ship To Location |7IZI
Worksite Location: [ [@&]
PR OriginatorUserio: [

Copy From
Open Purchase Requisition Number: [al]

+ Add| S Find |

7/6/04 Page 73
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Step

Add detail open
purchase requisition
information.

After desired
information has been
entered

Click Account
Distribution tab.

Menu | Modify Open Purchase Requisition

&
I

ree

NOTE: Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.
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Step
To add SACS imenu| Modify Open Purchase Requisition

account string(s) to Search | Detals  Account Distribution | otes | Authorized P | |

the open purchase

requisition

District: | UNIFED SCHOOL DISTRICT Fiscal Year [2006 PR Number: [Ro00ONEW PR Amt: [100.00

oo ooog 0 0000 8265 4300

Click Add Acct.

Enter SACS
account string(s)
information.

Required fields:
Fund

School
Resource

PY

Goal

Function

Object

B20up | "f Delete]

e 3 Sa'\re'l ¥ Cancel

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

This will start the
budget check process.

| Modify Open Purchase Requisition

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

District: | UNIFED SCHOOL DISTRICT Fiscal Year: [2006 P.R.Number: [R000ONEW  P.R. Amt: [100.00

Schoo Eice . Amount| Pre Encumber Amt
oo ooog 0 0000 8265 4300 0.00 1.000000 0.00
""" 0.00

Add Acct.| AddFav.| BzDup| g Delete] &) save| ¥ cancel|

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

Continuous Budget Check

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

Requires Budget Check Before Submission

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

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

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

Step

“Submit for
Approval?” warning
message prompts

Click Yes.

Approval x|

Submit for Approval?

© Riverside County Office of Education. All Rights Reserved. 7/6/04 Page 77




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

Step

System will ﬂl Modify Open Purchase Requisition
generate an open
purchase requisition
number.

03 oo ooog 0 0000 8265 4300

Click Notes tab

Step

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

Click Attach,\
or
Manually enter

Internal or External
note(s).

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

purchase orders, internal notes will not.
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Step

Click the imenu| Modify Open Purchase Requisition
Authorized Purchaser Search | Detaits | Account Distributon | Notes ized Py | |
tab to add an District: | UNIFED SCHOOL DISTRCT  FiscalYear [2006 PR Number [RO003710
authOleGd Seq. Nbr. |&uthorized Purchaser

0001 Mare Doe

purChaser(S) 0002 Tam Doe
associated to this
open purchase
requisition

Click Add.

Enter the —

. + Add| BaDup | JDelsho| r.Sa\reI ¥ Cancel

Authorized Purchaser
information.

Click Save
Step

Click the Menu | Modify Open Purchase Requisition
Approvals tab to view Search | Details | Account Distribution | Notes | Authorized Py |
the Approvals . District: [ UNIFED 5CHOOL DSTRICT  Fiscal Year: [2008.  P.R Number: [R0003710
associated to this

0001 PURCHASIMG 02/16/2006 10:15 Ak

open purchase order.

No changes can be
made on this tab.

4 |
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Add a New Open Purchase Requisition using Predefined Favorites

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

Step 1

From menu select
Modify Open
Purchase Requisition

M N " - “r -~
Ll lavigation Menu

# _j Purchase Order Management
=l _j Purchase Requistion Management
D Approve Purchase Requisttions:
B Close Out Purchase Reguisition
3 Modify Internal Tranefer Purchase Reguisition
B Modify Internal Transfer Types
B Modify Open Purchase R ]
3 Modify Purchase Requisition
3 Process Internal Transfer Purchase Requisition
4 _ Receiving Management
# _j User Security and Approvals
4 _j Vendor Management

Llx

Click OK.

nty Schools
nation System

# _j View Purchasing
& _j Recruitment System
& _j Retirement System
# _ ) Systems Utiities
H _ ) Year End Processing System

-

o OK I ¥ Cancel

Step
To add an open
purchase requisition

Menu | Modify Open Purchase Requisition

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

Counly: |32 - RWVERSIDE COUNTY  ~|| District: | UNIFEED SCHOOL DISTRI x|

Cth Add —— Fiscal Year. | 2006 'I
\[2;,1 Purchase Requisition Number [a]
If additional fields pen Purchase Requisition Prefix: |R - PURCHASE REQUISITION =]

are Selected they Wlll Open Purchase Requisition Status: |

Primary Vendor [a]
populate the Details vengor arme |
tab. Ship To Location [a]

Worksite Location [a]
P.R. Originator User ID

Copy From
Open Purchase Requisition Murmber [a] + Addl S Find I
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Step
Add detail open wenu | Modify Open Purchase Requisition
purchase requisition S | 155 || asyiratir e | T || e e b | s |
information. =
District UNFED SCHOOL DISTRICT  Fiscal Year: [2006. PR Number: [RODODNEW / Dele:e|
. P.R. Type: |°' OPEN Expiration Date: |05M 512006 Py
After deSlred P.R. Status: [N- NEW (NOT SUBMITTED FOR A¥ Vendor Name Search: | [&] [17230
information has been PR Amount [10000 STARLES
P_R. Description: | ORIGINAL ~|  vendor Address: |1 [al
entered Open P.O. Nbr: I—E [DEFT. #501110028004687 P.0. BOX 6722, THE LAKE:
Category [or7IcE | Bill To Location: [FIScAL [&1[FISCAL SERVICES
Chck Account [office suppies Ship To Location: [v/AREHOUSE [l Warehouse
. . . Worksite Location: [085 (&1 [PERSONNEL DEPARTHENT
Distribution tab PR Requestor |
: Approval List, | [a] Board Rpt. Desc:
P.R. Originator User ID: | | Jush‘ﬁcah:on:
Contact Phons Nbr. | G
Update User ID: | [02r16/2006 10:08 AN nRev. [ Revemt |
& Print | b save| % Cancel|
NOTE: Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.
Step
To add a user’s menu | Modify Open Purchase Requisition
predeﬁned SACS Search | Details Account Distribution | Notes | Authorized Purchaser | Approvals |

account string(s) to
the open purchase

oistict | aE-m [
1E50LICE B s

=
‘s 4300_SUPFLIES
requisition 03 178 0001 0 0000 2700 5910 CONFERENCE & TRAVEL
0000 340 4333 PAOGRAM 1
01000 5735 REPROR

0000 3130 5816 APPRONALS

oo o
[ Eagn]
=1
=o o
SES
moo
[R=g=}
[ag=gn
=
ooo

Click Add Fav.

Highlight each \ o

account string row

from the pop up

window Add Acct.| AddFav.| BapDup | | & Delete] ) Save| ¥ Cancel|
Click OK.
Or

Double clicking on
each account string
row will
automatically add it
to the line item.
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Step
Percent is shown—_| imenu| Modify Open Purchase Requisition
by default; the user Search AccountDistibuion | Notes | Authorized Py | |

may enter an
Amount, making sure

0 0000 8265 4300

to change the Percent 00 000
to “0”.

Add Acct.| AddFav.| B2Dup| fDelete| &) save| % Cancel
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Step
Click Save

| Modify Open Purchase Requisition

search | Details Account Distribution | Notes | Authorized Purchaser | Approvas |
This will start the
budget check process.

District: | UNIFED SCHOOL DISTRICT Fiscal Year: [2006 P.R.Number: [R000ONEW  P.R. Amt: [100.00

Schoo Eice . Amount| Pre Encumber Amt
oo ooog 0 0000 8265 4300 0.00 1.000000 0.00
""" 0.00

Add Acct.| AddFav.| BzDup| g Delete] &) save| ¥ cancel|

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

Continuous Budget Check

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

Requires Budget Check Before Submission

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

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

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

Step
“Submit for xq
Approval?” warning

Submit for Approval?
message prompts

Click Yes.
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Step

System will ﬂl Modify Open Purchase Requisition
generate an open
purchase requisition -~
number.

0 0000 8265 4300

Click Notes tab

Step

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

Click Attach,\
or
Manually enter

Internal/External
note(s).

Click Save
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Step

Click Authorized menu | Modify Open Purchase Requisition
Purchaser tab to add Search | Detaits | Account Distributon | Notes ized Py | |
authorized District: [ UNIFED SCHOOL DISTRICT  Fiscal Year [2006  P.R Number: [R0003711
purchaser(s) Sec. b, Buthorzed Puchaser

. . 0001 Hane Doe

associated to this OO
open purchase
requisition.

Click Add.

Enter the
Authorlzgd Purchaser - Add| B0up| s Dotete] 4 Save| 3¢ Gancel
information.

Click Save
Step

Click the Menu| Modify Open Purchase Requisition
Approvals tab to view searcn | Details | Account Distrbution | Notes | Authorized Py |
the approvals . District: [ UNFED SCHOOL DSTRET  FiscalYear 2008 P.R.Number: [R0003711
associated to this

0001 PURCHASIMG 02/16/2008 10:31 A
open purchase
requisition.
4| |
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Add a New Open Purchase Requisition Copying from a Purchase Requisition

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

Step 1

I - - s a-
From menu select A e ——
Modify Open & _ ) Purchase Order Management

« .. =l _y Purchase Requisition Management
Purchase Requlsltlon 3 Approve Purchase Requisitions

B Close Out Purchase Requisition
D Modify Internal Transfer Purchase Requisition
. B Modify Internal Transfer Types

w3 Modify Open Purchase Requisti
CIICk OK' QMUU\Z P\?::hase Requisition ‘ nty Schools
W Process Internal Transfer Purchase Requisition .

& _ ) Receiving Management t S t
# _y User Security and Approvals n a Ion ys em
& _) Vendor llanagement
& _ ) View Purchasing

L.

# _j Recruitment System
# _j Retirement System
4 _j Systems Utilties

4 _j Year End Processing System

-

0K | X Cam:ell

Step
Menu | Modify Open Purchase Requisition

Enter/Select an Search | Details | Account Distribution | Notes | Authorized Purchaser | Approvals |

Open Purchase

I County: |32 - RWERSIDE COUNTY |+ || Distriet: | UNFIED SCHOOL DISTRIC x|
Requisition Number oooe 2]
Fiscal Year. |2006 -
Open Purchase Requisition Number. [a]
Clle Add Open Purchase Requisition Prefix: | R - PURCHASE REQUISITION =]
Open Purchase Requisition Status | j

PrimaryVendor [ [&
Vendor Name: |
Ship To Location lim
Worksite Location: [ [4]
P.R. Criginator User ID ’7

From

Open Purchase Reguisition Mumber: |RO003710 [&]
+Add| S Find |
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Step

Verify and make
necessary changes on
Details tab, Account
Distribution tab,
Notes tab and
Authorized Purchaser
tab.

Menu | Modify Open Purchase Requisition

Search Details | Account Distribution | Notes I Authorized Purchaser | Approvals | o
District UNIFED SCHOOL DISTRICT ~ Fiscal Year: [2006 P.R. Number: [RO00ONEW °f Deletei
P.R. Type: |O - OPEN Expiration Date: |04/15/2008 e T
PR Status: [N - NEW (NOT SUBMITTED FOR Al Vendor Name Search: | &l [17420
P.R. Amount: [200.00 [sTAPLES
P.R. Description: |0RIGINAL Ll Vendor Address: |1 [a]
openPo.NbE ] @ [DEFT. #601110028004687 P.0. BOX 6722, THE LAKE:
Category: |OFFICE [a] Bill To Logation: [FizCal [a] \FISCAL SERVICES
[offics supplies Ship To Location: [v2ReHoUSE  [a]] Warehouse

P.R. Requestor: | Worksite Location: [02¢  [A][PERSONNEL DEPARTMENT

Approval List: [a] Board Rpt. Desc: \

P R. Originator User D | [ Justification: |
ContactPhone Mbr: [ Routing: |
Update User 1D: | [0zr1&2006 10:37 A InRev: [\ RevCmt |
& Print J i 3 Savei ¥ Cancel

NOTES:

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

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

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

© Riverside County Office of Education. All Rights Reserved. 7/6/04 Page 88




DRAFT Galaxy Purchasing Purchase Requisitions v1.0.0

Add a New Open Purchase Requisition Copying from a Purchase Requisition

Step

After all necessary
changes have been
made

Click Save.

This will start the
budget check process.

Menu | Modify Open Purchase Requisition

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

s -
District UNIFED SCHOOL DISTRICT ~ Fiscal Year: [2006 P.R. Number: [RO00ONEW °f Delete!
P.R. Type: |0 - OPEN Expiration Date: |06/15/2006 e T
PR Status: [N - NEW (NOT SUBMITTED FOR Al Vendor Name Search: | &l [17420
P.R. Amount: [200.00 [sTAPLES
PR Description: |0RIGINAL Ll Vendor Address: |1 [4]

Open P.0. Nbr: m ‘DEPT. #501110028004687 P.O. BOX 6722, THE LAKE!

Category: [OFFICE | Bill To Logation: [FizCal [&] [FIscAL SERVICES

[Office supplies Ship To Location: [wAReH0USE [A]] Warehouse

P.R. Requestor: | Worksite Location: [02  [4][PERSONNEL DEPARTMENT

Approval List: [a] Board Rpt. Desc: \

P R. Originator User D | [ Justification: |
ContactPhone Mbr: [ Routing: |
Update User 1D: | [0zr1&2006 10:37 A InRev: [\ RevCmt |
& Print J i 3 Save] ® Cancall

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

Continuous Budget Check

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

Requires Budget Check Before Submission

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

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

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

Step
(13 .
Smelt fOI' Approval x|
2 .
Approval?” warning
Submit for Approval?
message prompts
ez | No |
Click Yes.
Step
System will Menu | Modify Open Purchase Requisition
generate a purChase Search Details | Account Distribution | Notes I Authorized Purchaser | Approvals | g
rqullSlthl'l number' District: [ UNIFED SCHOOL DISTRICT  Fiscal Year [2006 PR Number [RO003712 °f Deletei
F.R. Type: |0 - OPEN Expiration Date: 051512008 Primary Vendar
P.R. Status: [5 - SUBMITTED FOR APPROVAL Vendor Name Search: | (& [17530
P.R. Amount: [200.00 [sTAPLES
P R. Description: |0RIGINAL ~| Vendor Address: |1 [a]
Open P.O. Nbr: m ‘DEPT. #501110028004687 P.O. BOX 6722, THE LAKE!
Category: |OFFICE [&] Bill To Location: [FIScaL [&l[FiscAL SERVICES
[office supplies Ship To Location: [WAREHOUSE  [a] Warehouse
P.R. Requestor: | Worksite Location: [02¢  [A][PERSONNEL DEPARTMENT
Appraval List: Board Rpt Desc: |
P R. Originator User D | [ ) Justification: |
Contact Phone Nbr: LI ‘
Update User ID: | [0zr&r2006 1039 2 InRev: [N RevCmt |
& Print J &) Save| ¥ Cancel
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Modify an Existing Open Purchase Requisition
The Modify Open Purchase Requisition screen allows the user to edit an existing open purchase

requisition.
Step 1
From menu select I
Modify Open [# _j Purchase Order Management

Purchase Requisition

Click OK.

=l _j Purchase Requisition Management
& Approve Purchaze Requisitions
WD Close Out Purchase Requisition
D Modify Internal Transfer Purchase Reguisition
3 Modify Internal Transfer Types
3 Modify Open i |
B Modify Purchase Reguisition
D Process Internal Transfer Purchase Requisition
# _j Receiving Management
[# _y User Security and Approvals
_1 Vendor Management
[# _j View Purchasing

__| Recruitment System
__| Retirement System
# _ Systems Utiities

_| "ear End Processing System

Step

To edit an existing
open purchase
requisitions
enter/select
information as
available.

Click Find

Modify Open Purchase Requisition

33 - RWERSIDE COUNTY hd UNIFIED SCHOOL DISTRIC ¥

R0003711  [a]

R - PURCHASE REQUISITION =
=

[ @

|
[ @

[

I

[ ™
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Step

Edit open purchase
requisition detail
information if
necessary.

Click Save

Click Account
Distribution tab

Menu | Modify Open Purchase Requisition

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

-
District UNIFED SCHOOL DISTRICT ~ Fiscal Year: [2006 PR Number: [R0003711 N Deletei
P.R. Type: |O - OPEN Expiration Date: |04/15/2008 e T
P R. Status: |3 - SUBMITTED FOR APPROVAL Vendor Name Search: | a] [zs27s
P.R. Amount: [100.00 [UNTED RENTALS
PR Description: |0RIGINAL Ll Vendor Address: |1 [4]

openPONbE | @ [36025 CATHEDRAL CANYOMN DRIVE, CATHEDRAL Cfl

Category: [ART sUPPLES [a] Bill To Logation: [FizCal [a] \FISCAL SERVICES

‘Art =upplies and equipment Ship To Location: T'NAREHUUSE E‘ VWarehouse

P.R. Requestor: | Worksite Location: [02¢  [A][PERSONNEL DEPARTMENT

Approval List: [a] Board Rpt. Desc: \

P R. Originator User D | [ Justification: |
ContactPhone Mbr: [ Routing: |
Update User ID: | [0zr&rz006 10:35 2 inRev: [ Revemt |
S Print J & Sava] ¥ Cancel

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

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

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

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

Edit the SACS
account string(s)
associated to this
open purchase
requisition as

Menu | Modify Open Purchase Requisition

search | Details Aunmm'nmm;l ized Py | |

District: | UNIFED SCHOOL DISTRICT Fiscal Year [2006 F.R. Number: [Ro003711 PR Amt: [100.00

0 0000 8265 4300

necessary.
Click Save
Add Acct.| AddFav.| BzDup| g Delete] &) save| % Cancel||
NOTE: Regardless of which tab you are currently working on, if
you click save or cancel it will save or cancel all changes
made to that point.
Step

To add a new
SACS account
string(s)

Click Add Acct.

Required fields:
Fund

School
Resource

PY

Goal

Function

Object

Amount or Percent

To duplicate an
existing account

string place cursor on

the account string

Click Dup.

Menu | Modify Open Purchase Requisition

Search | Details Ammmmmmlm| ized Py | |

UNFIED SCHOOL DISTRICT ~ Fiscal Year: [2006 P.R. Number: [R0003711 P.R. Amt: [200 00

2 ! ion Peic: re i
03 D00 0000 0 000D 8265 4300 000 0500000
176000 0 0000 2700 590 000 0500000

|
Add Acct.| AddFav.| EsDup | CjDelete] &) save| ¥ cancel|

NOTE: Regardless of which tab you are currently working on, if
you click save or cancel it will save or cancel all changes
made to that point.
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Step
To add a user’s ﬂl Modify Open Purchase Requisition
account string(s) e o oo
d | School | Resource | Py 5 Function | Objec iption
. 03 ooo ooop o | U3 000 0000 0 0000 H265 4300 SUPPLIES
Click Add Fav. T o e  —
03 164 oot 1] 1110 1000 5725 REFROR
06 440 6330 o oooo 3130 5815 APPROWALS
Highlight each
account string row
from the pop up < OK | % cancel
window
Click OK. Add Acct.| Add Fav. | Dup'| | ¥ Dalste' & Sa\rel ¥ Cancel
Or
Double clicking on
each account string
row will
automatically add it
to the line item.
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Step
Click Save Menu | Modify Open Purchase Requisition

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

This will start the
budget check process.

UNIFED SCHOOL DISTRICT ~ Fiscal Year: [2006 P.R. Mumber: [Ro003711 P.R. Amt: [200.00

School | Resource | Py | Goal | Funchion | Object Acct Amoun

0z oooon ooog 0 0000 8265 4300 0.00 0500000 200.00
03 178 oot 0 0ooo o 2700 8310 0.00 0.500000 0.00
""" 200.00 0.00

Add Acct.| AddFav.| BzDup| g Delete] &) save| ¥ cancel|

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

Continuous Budget Check

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

Requires Budget Check Before Submission

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

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

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

Step
If any changes that [ x
were made require re-
approval, a Warning Changes have been made that require re-approval.
message will pI‘Ol’l’lpt Pleage confirm changes.
asking the user to
confirm changes. L es No
Click Yes.
Step
“Submit for x

Approval?” warning

Submit for Approval?
message prompts

Click Yes.
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Step

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

Click Attach.
\

Select from a
previously defined
note,

or
Manually enter
Internal/External

note(s).

Click Save

Menu | Modify Open Purchase Requisition

Step

Click the
Authorized Purchaser
tab to edit authorized
purchaser information
as necessary.

Click Save

Menu | Modify Open Purchase Requisition

Seq. Nbr. |&utharized Purchaser
0001 plane Doe
0002 TomDoe
0003 Saly Doe
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Step
Click the Menu | Modify Open Purchase Requisition
Approvals tab to view Search | Details | Account Distribution | Notes | Authorized Purchaser ~ Approvals |
the apprOValS District: [ UNFED SCHOOL DISTRCT  Fiscal Year [2006 PR Number [Ro003711

associated to this
open purchase
requisition.

0001 PURCHASING 02 EA2006 10046 Abd

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

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

Step 1

From menu select W
Modify Open [# _j Purchase Order Management

« e . [=l _y Purchase Requisition Management
Purchase ReqUISltIOIl @ Approve Purchase Requistions

WD Close Out Purchase Requisition

D Modify Internal Transfer Purchase Reguisition
3 Modify Internal Transfer Types

Click OK.

B Modify Purchase Reguisition

D Process Internal Transfer Purchase Requisition
# _j Receiving Management
[# _y User Security and Approvals
_1 Vendor Management

[# _j View Purchasing
__| Recruitment System
__| Retirement System
# _ Systems Utiities
_| "ear End Processing System

Step

To delete an
existing open
purchase requisition,

Modify Open Purchase Requisition

33 - RWERSIDE COUNTY hd UNIFIED SCHOOL DISTRIC ¥

enter/select
. . 2008 -]
1nf0rmat10n as RO003711  [4]
available
: @
Click Find —

[ @
[
I

[ ™
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Step
To delete the open
purchase requisition

Click Delete./

Menu | Modify Open Purchase Requisition

Search  Details |Aooo|nlD|5‘L|iumm| Notes | Authorized Purchaser | Approvas |

District: [ UNIFED SCHOOL DISTRICT  Fiscal Year: [2006 P.R. Number: [R0003711 i Deletei
P.R. Type: |0 - OPEN Expiration Date: [06/15/2006 Primary Vendor
P R Status [5 - SUBMITTED FOR APPROVAL Vendor Name Search | (a] [2s27s
P.R. Amount: |100.00 UNITED RENTALS
P.R. Description: |0RIGINAL ~|  Vendor Address: |1 [4]

Open P.O. Nbr: m 36025 CATHEDRAL CANYON DRIVE, CATHEDRAL CN

Category: [ART SUPPLES | Bill To Location: [FISCAL [al[FisCAL SERVICES

|Art =upplies and equipment Ship To Location: |WAREHUUSE E| VWarehouse

P.R. Requestor: | Worksite Location: |025 IZI|PERSDN|~EL DEPARTMENT

Approval List: l—m Board Rpt. Desc:

P R. Originator User ID: | | Justification:

Contact Phone Nbr: l— Routing:
Update User 1D: | [0211612006 1035 Al nRev:[  Revomt |

& Print &) save| % Cancel|

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

processing of this purchase requisition.

Step

Galaxy warning
prompts to confirm
the request to delete

x

Pleaze confirm your reguest to delete thiz Purchaze Requisition.

i Cancel |

the Purchase ok |
Requisition.
Step
Confirmation zl
message prompts to
. The Purchase Requisition was cancelled successfully.
verify purchase

requisition has been
cancelled
successfully.

NOTE: The cancelled purchase requisition remains in the database

for future reference.
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Purchase Requisitions

Add a New Purchase Requisition

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

Step 1
N s - -~
From menu select = £
Modlfy Purchase 4 _j Purchase Order Management ;l
« el =l _) Purchase Requisition Management
Requisition  Asprove Purchsse Reaustons
D Close Out Purchase Requisition
B Modify Internal Transfer Purchase Reguisition
. 3 Modify Internal Transfer Types
B Modify Open Purchase Requisition
Click OK. S . Inty Schools
B Process Internal Transfer Purchase Requistion -
# _ Receiving Management
# _ ) User Security and Approvals natlon Sy8tem
# _j Vendor Management
# _j View Purchasing
& _ Recruitment System
# _ ) Retirement System
& _ ) Systems Utilties
# _ ) ear End Processing System =
0K | xcancel|
Step
To add a purchase Menu | Modify Purchase Requisition
requisition search | Details | ftems | Hotes | Approvals |
. County: |33 - RWVERSIDE COUNTY  » || District: | UNIFIED SCHOOL DISTRIC x|
Click Add
Fiscal Year. | 2006 'I
Purchase Requisition Mumber. [&]
If additional fields Purchase Requisilion Prefix. |R - PURCHASE REQUISITION = |
. Purchase Requisition Status | =l
are selected they Wlll ermany Vondor [———
populate the Details vendor Name: |
tab Ship Te Location [&]
Worksite Location [a]
P.R. Originator User ID
Copy From
Purchase Requisition Mumber. [al]
+Add| S Find |
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Step

Add detail
purchase requisition
information.

After desired
information has been
entered

Mmenu | Modify Purchase Requisition

Click Items tab.
NOTE: Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.
Step
To add line item(s) Menu | Modify Purchase Requisition
to the purchase
requisition | Jperer
. .
Clle Add Llne‘ Line Nbr. |lkem Name
Rew [
Enter/Select
desired information
on the pop up
window.

Click Save — |

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

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

Click Add Acct.

Enter SACS
account string(s)
information.

Required fields:
Fund

School
Resource

PY

Goal

Function

Object

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

Mmenu | Modify Purchase Requisition

Step

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

Click Edit Desc. —
Edit the
description in the pop

up window.

Click Save ——|

Menu | Modify Purchase Requisition

Edit the P.R. Line Description x|

COPY PAPER

Line Nbr. |ltemn Name

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

This will start the
budget check process.

Menu | Modify Purchase Requisition

search | Details Ilmluotes|nmmvus|

e
District: | UNIFED SCHOOL DISTRICT  Fiscal Year 2006 PR Number: [RO000NEW Acct. Dist. |
View

[ Show Description Edit Desc. | Discount Amt:[o 00 Pet:[0 000000 Freight Am:[0 00 {5 Expand (" Close

Line Mbr. |Ikerm Mame |[:le::-::ripli-:m |D|_lar'wlit_‘,‘| Unit F'ri-:e| LI/t | Armount| Digcount |
=000 PAPER COPY PAPER 10.00 500 RE&M 5000 M

03 ooo ooao 0 0000 8265 4300 o.oo 1.000000

l | i
Add Line | Add Acct.| AddFav.| EzDup| f Delete] &) Save| % Cancel|

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

Continuous Budget Check

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

Requires Budget Check Before Submission

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

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

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

Step

“Submit for
Approval?” warning
message prompts

Click Yes.

Approval x|

Submit for Approval?

Step

System will
generate a purchase
requisition number. ~ |

Click Notes tab

Menu | Modify Purchase Requisition

search | Details Hmluotes|nmmvus|

District: | UNFFIED 5CHOOL DISTRICT  Fiscal Year: [2006 P_R.Number: [R0003713
I7 Show Description Edit Desc.| Discount Amt:[0.00 Freight Amt: 0 00

Pet:[0.000000

Jescription
= 0001 IPAPEF! COPY PAPER
| | | Py Goal | \ \ \ | |

oz ooo ooao 0 0000 8265 4300 o.oo 1.000000 53.88

L e

1] | 13|
Add Line | Add Acct.| AddFav.| EzDup| f Delete] &) Save| ¥ Cancel|
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Step
To select a menu | Modify Purchase Requisition
previously defined search | Detais | tems  Wotes | Approvais |
Internal/External District: | UNFED SCHOOL DISTRCT  FiscalYear [2006  P.R Number: [Ro00371a
note(s) Internal External
Manually enter notes, or click Attach to select a predefined note. Manually enter notes, or click Attach to select a predefined note.
Click Attach,\
or

Manually enter !
Internal/External 7 T 4 Attach

& Attach

note(s). & Save| X Cancel

Click Save ) . .

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

Step

Click the _menu| Modify Purchase Requisition
Approvals tab to view Search | Detais | toms | Notes  Approvals |
appr'ovals aSSOClated District: I UNIFIED SCHOOL DISTRICT Fiscal Year: lﬁ P.R. Numher: W
to this purchase
I'qullSltIOI’l 0001 PURCHASING 0241 B/2006 10053 AW

No changes can be
made on this tab.

< |
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Add a New Purchase Requisition using Account Distribution

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

Step 1
| e - s - -
From Menu Select | o — x
Modify Purchase 4 _) Purchase Order Management ;I
R =l _y Purchase Requisition Management
Requlsltlon 3 Approve Purchase Requistions
WD Close Out Purchase Requisition
D Modify Internal Transfer Purchase Reguisition
. 3 Modify Internal Transfer Types
3 Modify Open Purchase Requigition
Cllck OK' 5 Modify Purchase Reguisiti | nty SChOOIs
D Process Internal Transfer Purchase Requisition -
4 _ ) Receiving Management
4 _j User Security and Approvals natlon Sy3tem
# _j Vendor Management
4 _j View Purchasing
# _j Recruitment System
# _ ) Retirement System
# _ Systems Utiities
# _ Year End Processing System =
« OK | ¥ Cancel
Step
To add a purchase menu| Modify Purchase Requisition
requisition Search | Details | ftems | Hotes | Approvals |
. County: |32 - RWERSIDE COUNTY |+ || Distriet: | UNIFEED SCHOOL DISTRIC x|
Click Add [2oos =]
Fiscal Year. | 2006 ~
Purchase Requisition Mumber. [a]
If additional ﬁelds Purchase Requisition Prefix |R - PURCHASE REQUISITION =
. Purchase Requisition Status | j
are selected they Wlll e
populate the Details vendor Name: |
tab Ship To Location [a]
Worksite Location [4]
P.R. Originator User ID l—
Copy From
Purchase Reguisition Mumber: [&]
+Add| S Find |
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Step

Add detail
purchase requisition
information.

After desired
information has been
entered

Mmenu | Modify Purchase Requisition

Click Items tab.
NOTE: Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.
Step
Click Acct. Dist. | _Menu| Modify Purchase Requisition

=
T

Line Mbr. |ltem Mame Description Quartity Unit Price| L1/
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Step

To add, default
account distribution
for all line items

Click Add.\

Enter SACS
account string(s)
information.

Required fields:
Fund
School

Menu | Modify Purchase Requisition

Search | Details  tems | Notes | Approvals | ey
=
District: | | Acct. Dist.
P.R. Mumber: [RODOONEW

[ Show Description tr

csource | PY | Goal | Function | Object o WED

0 oooo 8260 4300 1.000000

| “ Add| AddFav.| Esbup | “gDelete] A Save| ¥ cancel| _lj
4 »
Add Line | Add Acct.| AddFav.| EzDup| f Delete] & save| ¥ Cancel

Resource
PY

Goal
Function
Object

Click Save

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

To add line item(s)
to the purchase
requisition

Click Add Line.

Enter/Select
desired information
on the pop up
window.

Click Save — |

Mmenu | Modify Purchase Requisition

I FAPER [a]

COPY PAPER I
10.00 5.000000 REAM [4]

Line Mbr. |Itern Name

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

Step

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

Percent is shown
by default; the user
may enter an

Menu | Modify Purchase Requisition

0 0000 8266 4300

03 oo ooog

Amount, making sure
to change the Percent
to G60’7.

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

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

Click Edit Desc.—

Edit the
description in the pop
up window.

Click Save ——|

/-vr—”/, |

Menu | Modify Purchase Requisition

mlm Ih:m;lumu:lnm' -
x
District: | UNFE [CoPY PAPER ject. DiSl-|
iod hd (" Close
Line Mbr. |ltern Name )]
=000 PAPER [ W
Jik] oo oooo

/r‘. Sa've'l % Cancel |

i
Add Line | Add Acct.| AddFav.| EzDup| f Delete] & save| ¥ Cancel

NOTE: “Edit Desc.” button prompts a pop up window to enter a
more detailed description of the item.
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Step
Click Save menu | Modify Purchase Requisition
search | Details ffems | Hotes | Approvals | b -
This will start the District: | UNFED SCHOOL DISTRET  FiscalYear 2006 P.R Number: [Roooonew Acct. Dist. |
budget CheCk process. [ Show Description Edit Desc.| Discount Amt:[0.00 Pct:[0.000000 | Freight Amt:[0 00 (mﬂ " Close

Line Mbr. |Ikerm Mame |[:le::-::ripli-:m |D|_lar'wlit_‘,‘| Unit F'ri-:e| LI/t | Armount| Digcount |
=000 PAPER COPY PAPER 10.00 500 RE&M 5000 M

03 ooo ooao 0 0000 8265 4300 o.oo 1.000000

l | i
Add Line | Add Acct.| AddFav.| EzDup| f Delete] &) Save| % Cancel|

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

Continuous Budget Check

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

Requires Budget Check Before Submission

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

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

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

Step

“Submit for
Approval?” warning
message prompts

Click Yes.

Approval x|

Submit for Approval?
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Step

System will Menu | Modify Purchase Requisition
generate a purchase
requisition number. ~ |

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

Manually enter notes, or click Attach to select a predefined note. Manually enter notes, or click Attach to select a predefined note.

Click Attach,\
or
Manually enter

Internal/External
note(s).

Click Save
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Step

Click the
Approvals tab to view
approvals associated
to this purchase
requisition.

No changes can be
made on this tab.

Menu | Modify Purchase Requisition

search | Details | ftems | Hotes AwrmﬂllS|

District: [

0001 PURCHASING

UNIFED SCHOOL DISTRICT

Fiscal Year: |2006

02A16/2006 11:10 4

P.R.Number: [R0003714

Add a New Purchase Requisition using Predefined Favorites for Account

Distribution

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

Step 1

From menu select
Modify Purchase
Requisition

Click OK.

Mr"”l - - -
el Navigation Menu

# _ ) Purchase Order Management

=l _j Purchase Requisition Management
3 Approve Purchase Requisttions
3 Cloze Qut Purchase Requisition

D Modify Internal Transfer Types
3 Modify Open Purchase Requisition

B Modify Internal Transfer Purchase Reguisition

w5 Modify Purchase Reguistti

# _ ) Receiving Management
# _ User Security and Approvals
# _j Vendor Management
4 _j View Purchasing
# _j Recruitment System
& _ ) Retirement System
& _j Systems Utiities
# _) Year End Processing System

" OK | ¥ Cancel

w3 Procese Internal Transfer Purchase Requisition

Llix

>

nty Schools
hation System
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Step
To add a purchase _Menu| Modify Purchase Requisition
requisition
Click Add
If additional fields
are selected they will
populate the Details
tab.
Step
Add detail
purchase requisition
information.
After desired
information has been
entered =
fireerovse (@ |
Click Items tab. r— jooo_ |l
NOTE: Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.
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Step
Click Acct. Dist.— menu | Modify Purchase Requisition

Line Mbr. |Ikem Name ) n (uartity Unit Price| /M |

Step

To add default
account distribution
for all line items
using a user’s
predefined SACS Lre e ke Hame
account string(s) —

Click Add Fav. —__
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Step
To select the _Menu| Modify Purchase Requisition
user’s predefined ==
SACS account Enter the Account Distribution Information
string(s) for the seectanacoonme— Y
default account Itern MName F"” ELIF'F’LIES
distribution, ] o0 a0 e A
D M ss ARPROUALS
Highlight each
account string row
from the pop up
window

Click OK. —— |
Or

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

Step
Click Save\ menu | Modify Purchase Requisition

oooo o 0ooo 8285 4300
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Step
To add line item(s) _Menu| Modify Purchase Requisition
to the purchase
I'CquiSitiOIl fooor——  [PaPeER I
EatDesc|
Click Add Line. [ —
[ | REAN (Al
Enter/Select
desired information
on the pop up
window.

Click Save.— |

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

Step
Verify line item(s) _menu| Modify Purchase Requisition
are populated with the
default account
distribution.

03 oo ooog 0 0000 8266 4300

NOTE: By default all lines will be shown expanded. Select Close
to hide account information for all line items.
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Step
To make changes _Menu| Modify Purchase Requisition
to the line item search | Details ffems | Hotes | annrovaic |
e x|
dCSCI'lptIOI'l, pl?,CC District: | UNFE [CoPY PAPER cct. Dist. |
cursor on the line o L cone
Click Edit Desc.— .
Edit the —
description in the pop
up window. __——»d save| X Cancel|
) //ﬂr’/’ | »
Click Save Add Line | Add Acct.| AddFav.| EzDup| f Delete] &) save| % Cancel

NOTE: “Edit Desc.” button prompts a pop up window to enter a
more detailed description of the item.
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Step
Click Save menu | Modify Purchase Requisition
search | Details ffems | Hotes | Approvals | b -
This will start the District: | UNFED SCHOOL DISTRET  FiscalYear 2006 P.R Number: [Roooonew Acct. Dist. |
budget CheCk process. [ Show Description Edit Desc.| Discount Amt:[0.00 Pct:[0.000000 | Freight Amt:[0 00 (mﬂ " Close

Line Mbr. |Ikerm Mame |[:le::-::ripli-:m |D|_lar'wlit_‘,‘| Unit F'ri-:e| LI/t | Armount| Digcount |
=000 PAPER COPY PAPER 10.00 500 RE&M 5000 M

03 ooo ooao 0 0000 8265 4300 o.oo 1.000000

l | i
Add Line | Add Acct.| AddFav.| EzDup| f Delete] &) Save| % Cancel|

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

Continuous Budget Check

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

Requires Budget Check Before Submission

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

© Riverside County Office of Education. All Rights Reserved. 7/6/04 Page 121




DRAFT Galaxy Purchasing Purchase Requisitions v1.0.0
Add a New Purchase Requisition using Predefined Favorites for Account Distribution

No Approvals

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

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

Step
“Submit for x
Approval?” warning

Submit for Approval?
message prompts

Yesz | No |
Click Yes.
Step
System will Menu | Modify Purchase Requisition
generate a purchase — search | Detais Hems | notes | Approvais |

requisition number.

District: | UNFFIED 5CHOOL DISTRICT  Fiscal Year: [2006 P_R.Number: [R0003715
I7 Show Description Edit Desc.| Discount Amt:[0.00 Freight Amt: 0 00

Pet:[0.000000

Click Notes tab

Jescription
= 0001 IPAPEF! COPY PAPER
| | | Py Goal | \ \ \ | |

oz ooo ooao 0 0000 8265 4300 o.oo 1.000000 53.88

L e

1] | 13|
Add Line | Add Acct.| AddFav.| EzDup| f Delete] &) Save| ¥ Cancel|
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Step

To select a ienu| Modify Purchase Requisition
previously defined search | Detais | tems  Wotes | Approvais |
Intemal/EXtemal District: I UNIFIED SCHOOL DISTRICT Fiscal Year: lﬁ P.R. Number: |RO003715
note(s) for the nternal External

R Manually enter notes, or click Attach to select a predefined note. Manually enter notes, or click Attach to select a predefined note.

purchase requisition

Click Attach,\

\

or

Manually enter 4 Attach [ 4 Attach
Internal/External 43 Save| ¥ Cancel
note(s).

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

purchase orders, internal notes will not.

Step

Click the Menu | Modify Purchase Requisition
Approvals tab to view Search | Detais | toms | Notes  Approvals |
appr'ovals aSSOClated District: I UNIFIED SCHOOL DISTRIC Fiscal Year: lﬁ P.R. Numher: W
to this purchase
I'qullSltIOI'l. 0001 PURCHASING 02 B/2006 12:54 P

No changes can be
made on this tab.

< |
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Add a New Purchase Requisition using Predefined Favorites

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

Step 1
| - : - - -~
From menu select T — x
Modify Purchase # _ Purchase Order Management ;I
« e =l _) Purchase Requisition Management
Requisition @ Asprove Purchsse Requistions
B Close Out Purchase Requisition
3 Modify Internal Tranefer Purchase Reguisition
. B Modify Internal Transfer Types
3 Modify Open Purchase Requisition
Clle OK' 3 Modify Purchase R | nty SChOOIs
3 Process Internal Transfer Purchase Requisition -
4 _ Receiving Management
#l _j User Security and Approvals n atlon SyStem
4 _j Vendor Management
# _j View Purchasing
# _j Recruitment System
# _j Retirement System
# _ ) Systems Utiities
& _) Year End Processing System =
« OK | ¥ Cancel
Step
To add a purchase menu | Modify Purchase Requisition
requisition Search | Details | items | Hotes | Approvals |
. Counly: |32 - RWVERSIDE COUNTY  ~|| District: | UNIFEED SCHOOL DISTRI x|
Click Add
Fiscal Year. |2008 'I
Purchase Requisition Mumber. [a]
If additional fields Purchase Requisition Prefix: |R - PURCHASE REQUISITION |
. Purchase Requisition Status: | =l
are selected they Wlll N —
populate the Details Vendor Name: |
tab Ship Te Location [a]
Worksite Location l—@
P.R. Originator User ID
Copy From
Purchase Requisition Mumber [a] —!
Add| S Find |
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Step

Add detail
purchase requisition
information.

After desired
information has been
entered

Mmenu | Modify Purchase Requisition

Click Items tab.
NOTE: Depending on the options chosen for each District on the
District Purchasing Options Screen, certain fields may be
required on the Details tab.
Step
To add line item(s) _Menu| Modify Purchase Requisition
to the purchase
requisition | Jperer o
. . loorvrarer | Edibesel
Clle Add Llne‘ Line Nbr. |lkem Name
Rew [
Enter/Select .
desired information
on the pop up
window.

Click Save. — |

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

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

Click Add Fav. \

Highlight each
account string row
from the pop up
window

Click OK.

Or

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

Mmenu | Modify Purchase Requisition &

8285 SUFFLIES

2700 CONFEREMCE & TRAVEL
3140 PROGRAM 1

1000 REFR OR

330 APPROVALS

Step

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

Menu | Modify Purchase Requisition E

freoe

0.000000

Line Mbr. |Item Name Description Dl.lanhtj,\| Unit Price| L/ |

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

To make changes _Menu| Modify Purchase Requisition
to the line item search | Details ffems | Hotes | annrovaic |
descrlptlon, place District: [ UNFE [COPY PAPER cct. Dist. |

cursor on the line

Line Mbr. |ltern Name

1 2 —] = 0001 PAPER E
Click Edit Desc.

nd i~ Close
Edit the _ﬁ [

description in the pop

up window. | p4 save| x Gancoll
Click S //""/’/, | i
Ick dSave Add Line | Add Acct.| AddFav.| EzDup| f Delete] & save| ¥ Cancel

NOTE: “Edit Desc.” button prompts a pop up window to enter a
more detailed description of the item.
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Step
Click Save menu | Modify Purchase Requisition
search | Details ffems | Hotes | Approvals | b -
This will start the District: | UNFED SCHOOL DISTRET  FiscalYear 2006 P.R Number: [Roooonew Acct. Dist. |
budget CheCk process. [ Show Description Edit Desc.| Discount Amt:[0.00 Pct:[0.000000 | Freight Amt:[0 00 (mﬂ " Close

Line Mbr. |Ikerm Mame |[:le::-::ripli-:m |D|_lar'wlit_‘,‘| Unit F'ri-:e| LI/t | Armount| Digcount |
=000 PAPER COPY PAPER 10.00 500 RE&M 5000 M

03 ooo ooao 0 0000 8265 4300 o.oo 1.000000

l | i
Add Line | Add Acct.| AddFav.| EzDup| f Delete] &) Save| % Cancel|

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

Continuous Budget Check

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

Requires Budget Check Before Submission

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

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

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

Step

“Submit for
Approval?” warning
message prompts

Click Yes.

Approval x|

Submit for Approval?

Step

System will
generate a purchase —
requisition number.

Click Notes tab

Menu | Modify Purchase Requisition

search | Details Hmluotes|nmmvus|

District: | UNFFIED 5CHOOL DISTRICT  Fiscal Year: [2006 P_R.Number: [ROD03716
I7 Show Description Edit Desc.| Discount Amt:[0.00 Freight Amt: 0 00

Pet:[0.000000

Jescription
= 0001 IPAPEF! COPY PAPER
| | | Py Goal | \ \ \ | |

oz ooo ooao 0 0000 8265 4300 o.oo 1.000000 53.88

L e

1] | 13|
Add Line | Add Acct.| AddFav.| EzDup| f Delete] &) Save| ¥ Cancel|
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Step

To select ﬂl Modify Purchase Requisition
previously defined search | Detais | tems  Wotes | Approvais |
Internal/External District: | “UNFED 5CHOOL DISTRCT  FiscalVear [2008 PR Number [R0D03716
note(s) for the nternal External

YR Manually enter notes, or click Attach to select a predefined note. Manually enter notes, or click Attach to select a predefined note.
purchase requisition

Click Attach,\

Manually enter 4 Attach \’@;Am"
Internal/External 43 Save| ¥ Cancel
note(s).

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

purchase orders, internal notes will not.
Step

Click the _menu| Modify Purchase Requisition
Approvals tab to view Search | Detais | toms | Notes  Approvals |
appr'ovals aSSOCIated District: I UNIFIED SCHOOL DISTRICT Fiscal Year: lﬁ P.R. Numher: W
to this purchase
I'qullSltIOI’l. 0001 PURCHASING 0241642006 3:08 PM

No changes can be
made on this tab.

< |
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Add a New Purchase Requisition Copying from a Purchase Requisition

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

Step 1

I - -
From menu select X era—
MOdlfy Purchase # _ Purchase Order Management

R =l _y Purchase Requisition Management
Requlsltlon 3 Approve Purchase Requisitions

B Close Out Purchase Requisition
D Modify Internal Transfer Purchase Requisition
B Modify Internal Transfer Types

Click OK. Diloat e Reason . Inty Schools

W Process Internal Transfer Purchase Requisition

& _ ) Receiving Management n ation System

# _y User Security and Approvals
& _) Vendor llanagement

L

& _) View Purchasing
# _j Recruitment System
# _ Retirement System
4 _ | Systems Utilties
4 _j Year End Processing System

-

o OK | % Cam:ell

Step
Menu | Modify Purchase Requisition

Enter/Select a Search | petais | Hems | Notes | Approvais |
Purchase Requisition

County: |32 - RWERSIDE COUNTY |+ || Distriet: | UNIFED SCHOOL DISTRIC x|
Number. Fiscal Year: [2008 »|
Purchase Requisition Number: I—IZI
Clle Add Purchase Requisition Prefix |R - PURCHASE REQUISITION =
Purchase Requisition Status | j
PrimaryVendor [ @&
Vendor Name: |
Ship To Location I—IZI
worksite Location: [ [4]
PR Originator UserID: [

Copy From

Purch R tion Mumber. [R0003713 (4l ! S I
urchase Requisition Mumber: +Aﬁd Find
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Step
Verify and make menu | Modify Purchase Requisition
necessary changes on Searcn  Detais | tems | otes | Approvais | i
the Detalls tab’ Items District: UNIFIED SCHOOL DISTRICT  Fiscal Year [2006 PR Number: [RIDOONEW °f Deletei
tab and Notes tab P.R. Type: [N - NORMAL Date Due: [03/18/2008 Ty T
PR Status: [N - NEW (NOT SUBMITTED FOR Al Vendor Name Search: | &l [17e20
P.R. Amount: |53.88 [sTAPLES
Category: |ART SUPPLES (4] vendorAddress: I (4]
[t supples and squipment [DEPT. #601110028004687 P.0. BOX 6722, THE LAKE!
P.R. Requestor: | Bill To Location: [FIscaL [&l[FiscaL SERVICES
Approval List: 4] Ship To Location: [WAREHOUSE [a]] Warehouse
P R. Originator User ID: Worksite Location: [025  [&I[PERSONNEL DEPARTMENT
[ : Board Rpt Desc: |
Contact Phone Nbr Justification: ‘
Update User |D: Routing: \
Update Timestamp: [02r6o0e iz Pl inRev: [N Revemt |
& Print J &) Save| ¥ Cancel

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

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

e Regardless of which tab you are currently working on, if you
click save or cancel it will save or cancel all changes made to
that point.
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Step
After all necessary menu | Modify Purchase Requisition
ChangeS haVe been Search Details | ltems | Notes | Approvals I e
made =y [Roooor C |
District UNIFED SCHOOL DISTRICT ~ Fiscal Year: [2006 P.R. Number: [RO00ONEW _f Delete.
. F R Type: [N - NORMAL Date Due: [03/18/2008 Ty T
Click Save. P.R. Status: [N_NEW (NOT SUBMTTEDFOR Al viendor Name Search | (a] [72a
P.R. Amount: |53.88 [sTAPLES
Category: |ART SUPPLES (4] vendorAddress: I (4]
: : [t suppiies and equipment DEPT #601110028004687 P 0. BOX 6722, THE LAKE
This will start the ‘ '
P.R. Requestor: | Bill To Location: [FIscaL [&l[FiscaL SERVICES
budget check process. mpprovallist| @ Ship ToLocation: [warEAoUSE (2] e
P R. Originator User ID: Worksite Location: [025  [&I[PERSONNEL DEPARTMENT
[ : Board Rpt Desc: |
Contact Phone Mbr: Justification: ‘
Update User |D: Routing: |
Update Timestamp: [02r6o0e iz Pl inRev: [N Revemt |
& Print J &) Save| ¥ Cancel|

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

Continuous Budget Check

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

Requires Budget Check Before Submission

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

© Riverside County Office of Education. All Rights Reserved. 7/6/04 Page 133



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

No Approvals

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

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

Step
“Submit for x
?’9 .
Approval ) Wamlng Submit for Approval?
message prompts
Click Yes.
Step

Menu | Modify Purchase Requisition

Search Details | ltems | Notes | Approvals I

System will
generate a purchase —
requisition number.

\ 4

P.R. Amount: |53.23

Category: [+RTSUPPLES (Al

District: [ UNIFED SCHOOL DISTRICT ~ Fiscal Year: [2006 PR Number [R0003717 " f Delete
PR Type: |N-NORMAL Date Due: |03/18/2006 Primary Vendor
P.R. Status: [5 - SUBMITTED FOR APPROVAL Vendor Name Search: | & [17230

[sTAPLES

Vendor Address: |1 [a]

‘Arl supplies and equipment

‘DEPT #501110028004687 P.O. BOX 6722, THE LAKE!

P.R. Requestor: |
Approval List: [
P.R. Originator User ID:

Bill To Location: [FIsCAL [al[FisCAL SERVICES
Ship To Location: [WAREHOUSE [a]]

Warehouse

‘Worksite Location: |02g IIHPERSONNEL DEPARTMENT

Contact Phone Nbr ’7
Update User ID:
Update Timestamp: |02/16/2006 3:32 P

& Print J

Board Rpt Desc: |
Justification: |
Routing: \

In Rev: ’r RevCmt \

i 3 Sava] ¥ Cancel
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Add a New Purchase Requisition selecting Discount and Freight checkboxes

when adding line items

Step

To add line item(s)
to the purchase
requisition

Click Add Line.

Enter/Select
desired information
on the pop up
window.

Check the /

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

Click Save

/ :
/ #) Save| ¥ Cancel _
4 T _’l_l
Add Line | Add Acct | M B20up | " Delete] &) Save| ¥ Cancel|
=

ﬂl Modify Purchase Requisition
search | petats fems | x

Line Nbr. Itern Name

Disict [0 [ooo PAPER [a

[ Show Description Edit De: D®SCription

[coPY PAPER Edit Desc.
Quanti i i aun
10.00 5.000000 REAM  [4] L ]

[ Discount [+ Freight [ Taxable

Delivery Instructions

Asset Location Code

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

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

Click Add Acct.

Enter SACS
account string(s)
information.

Required fields:
Fund

School
Resource

PY

Goal

Function

Object

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

Mmenu | Modify Purchase Requisition

Line Mbr. |ltern Name
=00 PAPER

03 ooo ooao

Step

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

Menu | Modify Purchase Requisition

10.00

Line Mbr. |ltem Mame Jes D_l_lanhtj,‘| il |
= 0001 PAPER COPY PAPER 10.00 B.00 REAM
PY | Goal | Function | Dbject Amount Pel
0 0000 8265 4300 0.00 1.000000
Totak 0.00
=0002  PENS BLACK PENS 5.00 500 BOx
Fund hool e | Pv | Goal | Funchion | Object Amount Percer
IDE— oo ooog 0 0000 8266 4300 0.00 1.000000
Totak: 0.00 1

]

I—I—
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Step

The Discount and | Menu| Modify Purchase Requisition
Freight flag are set to
“Y” and the amount
entered in the
Discount Amt. and
Freight Amt fields at
the top of the view
have been distributed
to those lines.

able| Tax .-"-'-.rrn:nurlt| Total Amo

Click Save

© Riverside County Office of Education. All Rights Reserved. 7/6/04 Page 137




DRAFT Galaxy Purchasing Purchase Requisitions v1.0.0
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Add a New Purchase Requisition without selecting Discount and Freight

checkboxes when adding line items

Step
To add line item(s)

Menu | Modify Purchase Requisition

to the purchase searcn | Detais  fems S
requisition Line Mbr. Itermn Wame m
I— |0001 FAPER
I_D :::t o L Description
. . il |copv PAPER _Edit Desc. |
Cth Add Llne. Quantity
10.00 5.000000 REAM [&]
Discount Freight Taxable
Enter/Select P
. . . Delivery Instructions
desired information |
Asset Location Code
on tge pop up n
WIndaow.
/ P &) Save| % Cancal
Di d/ - ] 2l
- 1scount an M Add Fav.| BzDup | g Delete| &) Save| % Cancel|
Freight are not

checked.

Click Save

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

© Riverside County Office of Education. All Rights Reserved.

7/6/04 Page 138



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

Step

To add a SACS menu | Modify Purchase Requisition
account string(s) to
the line item

Click Add Acct.

Line Mbr. |ltern Name
=00 PAPER

Fund

Enter SACS 0o
account string(s)
information.

Required fields:
Fund

School
Resource

PY

Goal

Function

Object

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

Step
Once all line items menu| Modify Purchase Requisition
are entered, if
Discount and/or
Freight need to be
applied to one or
more of the line —— —
items’ enter oo o 1110 1000 4300

Total 0.00]
Discount Amt / E COPY PAPER o 500 REAM
. e Py | Goal |Function | Object Amount f
Frelght Amt / 172 0001 0 1110 1000 1000000

1.000000

2

© Riverside County Office of Education. All Rights Reserved. 7/6/04 Page 139



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

Step
Discount, _menu| Modify Purchase Requisition
Discount Amount,
Freight
Freight Amount

columns will appear

in the view.

11100 1000 4300

Click Save

NOTE: The Discount and Freight flag are set to “N” and the
amount in the Discount Amt and Freight Amt are “0.00”

Step

Enter Discount menu| Modify Purchase Requisition
and/or Freight to one
or more of the line
items.

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

Click Save . .
NOTE: The Discount and Freight flags must be set to “Y”” and an

amount must be entered in the Discount Amount and
Freight Amount columns in the view in order for these
amounts to be applied when the user clicks Save.
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Step

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

¢| Modify Purchase Requisition

Step

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

11100 1000

NOTE:

4300

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

Step 1
o - [ an ~
From Menu select 1“
MOdify PUI'Chase _ Purchase Order Management
PP = _) Purchase Requistion Management
RCqulSltIOIl D Approve Purchase Requisitions.

B Close Out Purchase Requisition
3 Modify Internal Tranefer Purchase Reguisition
B Modify Internal Transfer Types

Cllck OK. Modify Open Purchase Requisition

3 Process Internal Transfer Purchase Requisition
_1 Receiving Management
_J User Securtty and Approvals
[# _j Vendor Management

_) View Purchasing
& _j Recruitment System
_| Retirement System
__| Systems Utilties.
# _ ear End Processing System

Step
To edit an existing menu | Modify Purchase Requisition
purchase requisition,
enter/select
formation as
in
. |2008 ]
avallable. R0003713
Click Find =

[a]

[
[ W
[ @
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Step

Edit purchase
requisition detail
information if
necessary.

Click Items tab

Menu | Modify Purchase Requisition

Search Details | ltems | Notes | Approvals I

s -
District UNIFED SCHOOL DISTRICT ~ Fiscal Year: [2006 PR Number: [R0003713 " f Delete
PR Type: |N-NORMAL Date Due: |03/18/2006 Primary Vendor
P R. Status: [S - SUBMITTED FOR APPROVAL Vendor Name Search: | [a] [17430
P.R. Amount: |53.88 [sTAPLES
Calegory: |ART SUPPLES 4 Vendor Address: [1 a]
\Arl supplies and equipment ‘DEPT #6501110028004687 P.0. BOX 6722, THE LAKE!
P.R. Requestor: | Bill To Location: [FISCAL [] [FISCAL SERVICES
Approval List: 4] Ship To Location: [WAREHOUSE [a]] Warehouse
P R. Originator User ID: Worksite Location: [0z [AI[GRAPHIC SERVICES.
[ Board Rpt Desc: |
Contact Phone Nbr: ’7 Justification: |
Update User |D: Routing: \
Update Timestamp: [02/16/2006 10:59 AN inRev: | RevCmt [
= Print J *» Save] ¥ Cancel

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

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

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

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

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

Mem-'| Modify Purchase Requisition

=000 [PARER

NOTES:

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

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

Step

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

Click Add Line.

Enter/Select
desired information
on pop up window.

wmenu | Modify Purchase Requisition
add PR tine o

COLORED PENCILS [4]

COLORED FPEMCILS

15.00 3.000000 [EacH @
I

Click Save

To duplicate an
existing line item
place cursor on that
line and

Click Dup.

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

To manually add a _Menu| Modify Purchase Requisition
SACS account
string(s) to the line
item

Click Add Acct.

Enter SACS =0002 COLORED PENCILS  COLORED PENCILS
account string(s) R
information.

Required fields:
Fund

School
Resource

PY

Goal

Function

Object

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

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

Click Add Fav. \

Highlight each
account string row
from the pop up
window

Click OK.

Or

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

Menu | Modify Purchase Requisition

District. [
[” Show Description |

Select an Account

Line Mbr.

= 00

Itern Mame

PAPER uoa

164
440

o034
ooot
6330

onoo
1
onoo

ooo

oz ooo

= 0002 COLORED PEM

4333
B725
5815

CONFEREMCE & TRAVEL
PROGRAM 1

REFR OR

APPROVALS

ﬂ[ '3 Cancel

4

Add Line | AddA«:ct.l‘AddFav.l B20up | "f Delete]

*
e 3 Sa'\re'l ¥ Cancel

Step

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

Click Edit Desc. —

Edit the
description in the pop
up widow.

Click Save —

menu | Modify Purchase Requisition

E— x|
District:
| Show. . = COLORED PEMNCILS
Doscriptony £t ese.|
e b |IrE=rr| Nare )
= 00071 PAPER Cl
1K) 000 o000
= 0002 IEDLDRED PEMCILS Ci
[ Funi | School [Resourcs |
Jik] oo oooo
_ﬁ />r. Save| ¥ Cancel
L g | B
Add Line | AddAcct| AddFav.| BzDup |  f Delete] &) save| ¥ Cancel|

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

more detailed description of the item.
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Step
Click Save

This will start the
budget check process.

Menu | Modify Purchase Requisition

search | Details Ilmluotes|nmmvus|

District: [ UNIFED SCHOOL DISTRICT  Fiscal Year: 2006 P.R.Number: |R0003713 Acct. Dist. |
[ Show Description Edit Desc.| Discount Amt:[o o0 Pct:[0.000000 | Freight Amt:[0 00 (;-""[,‘@" and " Close

REAM

Line Mbr. |ltern Name

=000 PAPER COFY PAPER

oz ooo ooao 0 0000 8265 4300 o.oo 1.000000 53.88

= 0002 COLORED PEMCILS COLORED PENCILS 16.00 300 EACH 4500 N oo

03 ooo onnp 0 0000 8266 4300 o.o0 1.000000

l | i
Add Line | Add Acct.| AddFav.| EzDup| f Delete] &) Save| % Cancel|

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

Continuous Budget Check

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

Requires Budget Check Before Submission

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

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

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

Step
If any changes that [ x
were made require re-
approval, a Warning Changes have been made that require re-approval.
message will pI‘Ol’l’lpt Pleage confirm changes.
asking the user to
confirm changes. L es No
Click Yes.
Step
“Submit for x

Approval?” warning

Submit for Approval?
message prompts

Click Yes.
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Step

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

Click Attach.\
Select from a

previously defined
note,

Menu | Modify Purchase Requisition

search | Details | items Mﬁ'nppmvusl

P.R. Number: [R0003713

Manually enter notes, or click Attach to select a predefined Note.

District: I UNIFED SCHOOL DISTRICT  Fiscal Year: 2006

Internal External
Manually enter notes, or click Attach to select a predefined Note.

T b Attach

&) save| % Cancel|

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

Approvals tab to view
approvals associated
to this purchase
requisition

No Changes can
be made on this tab.

Search | Details | ftems | Motes Amrwls|

P.R. Mumber: [R0003713

02/21/2006 11:13 Al

District: I UNIFIED SCHOOL DISTRICT Fiscal Year: |2006

0001 PURCHASING
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Modify an Existing Purchase Requisition — Reapply Account Distribution
The Modify Purchase Requisition screen allows the user to reapply account distribution to

existing line items.

Step 1

From menu select
Modify Purchase
Requisition

Click OK.

."l'_"l - - " ' -~
PR 1, vigation Menu ]

[# _j Purchase Order Management

=l _j Purchase Requisition Management
& Approve Purchaze Requisitions
WD Close Out Purchase Requisition
D Modify Internal Transfer Purchase Reguisition
3 Modify Internal Transfer Types
3 Modify Open Purchase Requisi
2 Modify i |
D Process Internal Transfer Purchase Requisition
# _j Receiving Management
[# _y User Security and Approvals

_1 Vendor Management
# _j View Purchasing

__| Recruitment System
__| Retirement System
# _ Systems Utiities

_| "ear End Processing System

Step

To edit an existing
purchase requisitions
enter/select
information as
available.

Click Find

Menu | Modify Purchase Requisition

33 - RWERSIDE COUNTY hd UNIFIED SCHOOL DISTRIC ¥

R0003713  [4]

R - PURCHASE REQUISITION =

S

[4]

|
[ @
[
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Step

Edit purchase
requisition detail
information if
necessary.

Click Items tab

Menu | Modify Purchase Requisition

Search Details | ltems | Notes | Approvals I

b,
District: |30 - DESERT SANDS UNIFEED SCHOOL DISTRICT  Fiscal Year: |2006 P.R. Number: [R0003713 J Deletei

P.R. Type: [N - NORMAL Date Due: [03/18/2006
P R. Status: [S - SUBMITTED FOR APPROVAL Vendor Name Search: |

F.R. Amount: [53.88 [sTAPLES
Categary. [+RTSUPPLES T[] Vendor Address: [1 &

[t supples and squipment [DEPT. #601110028004687 P.0. BOX 6722, THE LAKE!

Bill To Location: [FISCAL [&l[FiscaL SERVICES

Primary Vendaor

[a] [17430

P.R. Requestor: |

Approval List: [&]
P.R. Originator User ID: |PURCHS

Ship To Location: WAREHOUSE [4][Desert Sands Warehouse

‘Worksite Location: |028 IIHGRAPHIC SERWICES

[ABEYTA, REBECCA L

Contact Phone Nbr

Update User |D: [PURCHS
Update Timestamp: |02/16/2006 10:59 AN

& Print J

Board Rpt Desc: |
Justification: |
Routing: \

In Rev: ’7 RevCmt \

i 3 Sava] ¥ Cancel

NOTES:

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

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

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

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

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

Click Acct. Dist.

Mmenu | Modify Purchase Requisition 2

0 0000 82EL
0.00
=0002 COLORED PEMCILS  COLORED PENCILS 15.00 200 EACH 4500
Fund | Schoal P | Goal | Function | Object Amount Pare i
IT ooo [} 0 0000 8265 4300 0.00 1.000000
Totak 0.00

5

S e

NOTES:

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

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

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

Or

Select an account —_|
from the user’s
predefined sacs
account favorites to

Menu | Modify Purchase Requisition
search | Details Ilmluotes|nmmvus|
—

ow Descripion  P-R. Number: [R0003713
School [Resowce | PY [ Goal [Function | Object

Line Mbr. Ltem Narne oo i) 0 0ooo 3140 4353 1.000000

ErcEEse | | | | | Toal| 1.000000
[ Fund [ S chod

oz ooo

District:

=0002  COLORED PE

[ Fund | Schod

03 ooo

I

<
2| Acet. Dist. |

¥
pa\d("clusel

Add Line | Add Acct.| Add Fav.| BzDup | __J Delete]

; 4 Add| AddFav.| B2Dup| g Delete| &b Save| ¥ Cancel| .

&) Save| % Cancel|

reapply for the
account distribution
in the pop up NOTE: Clicking the Account Distribution button will popup a
window. window to enter the default account distribution for all line
items. The account string percentage is entered as default
Click Save (the total for all account strings entered in this window
must equal 100% or 0%), each line item will be split
Required fields: funded according to the respective percentage. The
Fund account string percentage may also be set to 0 for all
School account strings to establish default funding for all line
Resource items without automatically calculating the split funding
PY amounts. Account strings entered in this popup window
Goal will go through the account validation routine. Clicking
Function the Save button will close the popup window and apply the
Object account distribution to the line items by multiplying the
account string percentage times the total line item amount.
Optional field:
Percent
A warning
message will be x
displayed asking the

user if they would
like to continue with
the changes.

Click Yes

When the Account Distribution changes, the P.R. line Allecations for Freight,
Tax, and Dizcounts are re-zet and muzt be re-allocated. Do vou want to
continue with theze changes?

Ves ND
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Step

Verify account
distribution
reallocation.

Mmenu | Modify Purchase Requisition

Quantity

= 000 IPAPE COFY PAPER 10,00

Fund Fv | Goal | Function | Object
Jik] oo o034 0 0ooo o 3740 4339
Tatak 0.00
=0002 COLORED PEMCILS  COLORED PENCILS 15.00 200 EACH
P | Goal | Function | Object Amount
ooo 0034 0 0000 3140 4333 1.000000

Totak 0.00 .49

3|

o o

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

search | Details Ilmluotes|nmmvus|

This will start the

District: I UNIFIED SCHOOL DISTRICT Fiscal Year |2006 P.R. Number: |R0003713
budget CheCk process. [ Show Description Edit Desc.| Discount Amt:[0.00 Pct:[0.000000 | Freight (mﬂ " Close
C

Line Mbr. [ltern Mame Jescription
= 0001 IPAPEFE COPY PAPER
[ School | | P | Goal| [ bject | \ | |

oz ooo onz4 0 0000 3740 4333 o.oo 1.000000 53.88

= 0002 COLORED PEMCILS COLORED PENCILS 16.00 300 EACH 4500 N oo

03 ooo o034 0 0000 3740 4333 o.o0 1.000000 4843

l | i
Add Line | Add Acct.| AddFav.| EzDup| f Delete] &) Save| % Cancel|

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

Continuous Budget Check

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

Requires Budget Check Before Submission

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

© Riverside County Office of Education. All Rights Reserved. 7/6/04 Page 155



DRAFT Galaxy Purchasing Purchase Requisitions v1.0.0
Modify an Existing Purchase Requisition — Reapply Account Distribution

No Approvals

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

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

Step
If any changes that [ x
were made require re-
approval, a Warning Changes have been made that require re-approval.
message will pI‘Ol’l’lpt Pleage confirm changes.
asking you to confirm
changes. L ves ¢ No
Click Yes.
Step
“Submit for x

Approval?” warning

Submit for Approval?
message prompts

Click Yes.
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Step
Click the Notes tab menu | Modify Purchase Requisition
to modlfy the search | Details | items ~Hotes | Approvais |
Internal/External District: | UNFED SCHOOL DISTRCT  FiscalYear [2006  P.R Number: [Ro003712
note(s) for the nternal External
purchase requisition Manually enter notes, or click Attach to select a predefined Note. Manually enter notes, or click Attach to select a predefined Note.
Click Attach.
\
\
Select from a
previously defined
note, \*@;Amch
&) save| % Cancel|
or
Manually enter NOTES:
Internal/External
note(s). ¢ External notes will print on purchase requisitions and purchase
orders, internal notes will not.
Click Save
e Regardless of which tab you are currently working on, if you
click save or cancel it will save or cancel all changes made to
that point.
Step
Click the Menu | Modify Purchase Requisition
Approvals tab to view search | Detais | toms | Notes  Approvals |
approvals aSSOCiated District: I UNIFIED SCHOOL DISTRICT Fiscal Year: lﬁ P.R. Mumber: W
to this purchase
I'qullSltIOI'l 0001 PURCHASING 02/21/2006 11:13 &M
No Changes can
be made on this tab.
4 | ]
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Delete a Purchase Requisition
The Modify Purchase Requisition screen allows the user to delete existing purchase requisitions.

Step 1
o - [ an ~
From menu select =
MOdify PUI'Chase _ Purchase Order Management
PP = _) Purchase Requistion Management
RCqulSltIOI’l D Approve Purchase Requisitions.

B Close Out Purchase Requisition
3 Modify Internal Tranefer Purchase Reguisition
B Modify Internal Transfer Types

Cllck OK. Modify Open Purchase Requisition

3 Process Internal Transfer Purchase Requisition
_1 Receiving Management
_J User Securtty and Approvals
[# _j Vendor Management

_) View Purchasing
& _j Recruitment System
_| Retirement System
__| Systems Utilties.
# _ ear End Processing System

Step
To delete an Menu | Modify Purchase Requisition

existing purchase
requisitions

ter/select _33 - RWERSIDE COUNTY - I _UN\FED SCHOOL DISTRIC « I
en
. . 2000 =
information as RotoaT 1z

. . [4]
Click Find e

[ W
[ @
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Step
To delete the
purchase requisition

Click Delete./

Mmenu | Modify Purchase Requisition

oo ifscasevess
[uEovs: @ |

[ m—————

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

Step

Confirmation
message prompts to
confirm the request to
delete the Purchase
Requisition.

Confirmation

Step

Confirmation
message prompts to
verify purchase
requisition has been
cancelled
successfully.

Confirmation x|

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

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

Step 1
From menu select e ————
Process Internal = _) Purchasing (Bet Tes0) -
# _j Contract Management
Transfer Purchase 4y tem Catag
PP H _ Location Management
Requisition 9 _ Purchase Order anagerent
= _) Purchase Requisition lanagement
3 Approve Purchase Requisitions
Cl. k OK O)I::E\fy IntpernaTTraanegr Pu’trchase Requisition Nty SChOOIs
lc . D Modify Internal Transfer Types -
w3 Modify Open Purchase R;:Jisrtiun natlon System
B Modify Purchase Requisition
3 Process Internal Transfer Purchase R i |
# _ Receiving Management
& _ User Security and Approvals
# _y Vendor Management
H _ ) View Purchasing
# _ Recruitment System LI
' OK I ¥ Cancel
Step
To process an Menu | Process Internal Transfer Purchase Requisition
p
existing internal Search | petais | Hems | Notes | Approvais |
transfer purchase
e e County: |32 - RWERSIDE COUNTY v || Distriet: | UNIFEED SCHOOL DISTRIC ¥ |
rqullSltIOI’l Fiscal Year |2006 =]
enter/seleCt Internal Transfer P.R. Mumnber: lmlﬂ
information as Internal Transfer P.R. Prefix [R - PURCHASE REQUISITION |
. Ship To Location [al]
aVallable Waorksite Location [&]
P.R. Originator User ID
Click Find
§ Find I
NOTE: Internal Transfer Purchase Requisitions that have not
received final approval, or that have already been
processed, may not be modified.
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Step
Enter information Menu | Process Internal Transfer Purchase Requisition
if necessary.
Click Items tab
NOTES:
e Misc. Field 1 and Misc. Field 2 are optional fields that when
entered will show on the printed report.
e Modifications on data on this tab will not reinitiate the approval
process.
¢ Clicking the Delete button will cancel the requisition and set the
requisition status to prevent any further processing of this
requisition (purchase requisition status will be set to “C”
(cancelled)). This will also disencumber the requisition. The
cancelled purchase requisition remains in the database for future
reference.
Step
Edit internal Menu | Process Internal Transfer Purchase Requisition
transfer credit SACS
account string if
necessary. — | o o
Requiredﬁelds: e 000 (] Jo (&) [oooo (&) [rz00 (&] [5o10 (]
Fund
School
Resource
PY 0 0000 3140 4339
Goal
Function
Object
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Step 4

Edit line item ﬂl Process Internal Transfer Purchase Requisition
SACS account string
if necessary.

Required f%

& [0 & [oooo @] [r200 @] [so10 (&

Fund

School

Resource

PY

Goal

Function

Object

Amount or Percent

Click Save NOTE: If the screen edits are passed successfully, the purchase
requisition is saved to the database and the appropriate
Click Notes tab financial transactions are applied to the financial ledgers to
transfer (expense) the funds. The encumbrances associated
with the account strings are also disencumbered. The
purchase requisition status will be set to “F”’ (finalized- all
lines closed out)
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Step
Click Save Menu | Process Internal Transfer Purchase Requisition

search | Details Ilmluotes|nmmvus|

This will start the District: | UNFED SCHOOL DISTRET  Fiscal Year 2006 P.R. Number: [Ro002708

budget CheCk process. Internal Transfer Type: [F-1iP - MONTHLY POSTAGE e G\_ﬁew - Crose

Fund School Resource  Year Goal Function Object

I Show Description  View Desc| oz @ [90 (&) [oooo [a] [o [&] [oooo &) [7200 (&) [se10 [&]
Line Mbr. |Item Name Description Amount
= 0001 | | slTAMPsl; | ‘ 5000‘ DES‘EACH |19.5u | ‘

03 ooo o034 0 0000 3740 4333 o.o0 1.000000 1350 1550

= 0002 STAMPS 2414/06 50.00 0.05 EACH 250

03 ooo o034 0 0000 3740 4333 o.o0 1.000000 250 260

moiove || & Save| % Cancel |

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

Continuous Budget Check

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

Requires Budget Check Before Submission

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

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

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

Step
Confirmation x|

message will appear iabece rae ot euereestly. Use Aomove bfon f pracess s

informing the user to requistion.

click the Approve

button to process the

requisition.

Click Ok
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Step
Click the Approve Menu | Process Internal Transfer Purchase Requisition
button to process the
requisition.
[oz @ [se0 @ [oooo (& [o @& [oooo @] [7200 @] [so10 (&
Line Mbr. |Ite ) 0 it Pri b
STAMPS 214406
PY | Goal
Step
A processed Menu | Process Internal Transfer Purchase Requisition
transaction id is |
assigned
Line Nbr. |lkem Name — — ——— ———
STAMPS 50.00 0.39 EACH
STaMPS 214408 50.00 0.05 EACH
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Step

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

Click Attach.—__|
Select from a
previously defined

note

or

Manually enter

CHANGE THE FISCAL YEAR AND PR NBR IN PAINT

Meﬂu| Process Internal Transfer Purchase Requisition

Search | Details | items !lote5|Awmua|s|

Fiscal Year: |20ﬂ5

Internal External

P.R. Number: IRDDDDDBD

District: I3ﬂ - DESERT SANDS UNIFIED SCHOOL DISTRICT

m R

b Save| % Cancel|

NOTES:

¢ External notes will print on purchase requisitions and purchase

Internal/External - ;
note(s). orders, internal notes will not.

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

Step CHANGE FISCAL YR AND PR NBR IN PAINT

Click the ﬂl Process Internal Transfer Purchase Requisition

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

No Changes can
be made on this tab.

Search | Details | ltems | Hotes Awrwls|

District: I UNIFIED SCHOOL DISTRICT Fiscal Year: |2005 P.R. Number: IRDDDDIBD
. Status Appro MMme:
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