How to Create a Stores Order (Business Plus)

From your dashboard screen, select the Stores Inventory tab:

( Originator’s | Personal Dashboard

| Originator’s |Per50na| Dashboard -BapkManragement—AccounisPayable—Generattedger—FixedAssets  Purchasing i

In the purchasing tab, select SIOEUB:

Order Processing
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Please Note!
SIOEUB will open a new tab and will automatically place you in “search mode” to search for existing
stores orders.

To add a new stores order,
select the + sign
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Apply Search Order ID#*

Clear Criteria Status *

The following fields are required by the Purchasing Department to complete your stores order. Not all fields
will be used. Do not change any field that has defaulted information.
PLEASE USE ALL CAPS WHEN ENTERING INFORMATION.

Order ID — Click on the lightening bolt icon to pull down a pop-up option “SI.W?”, click on this to generate your
stores order number.
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Description — Enter your site name here.

Description = | PURCHASING

Pri Warehouse* ‘ W78 - 1
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Requested By — Your name will default to display as it is registered in business plus. Leave as is unless
instructed to change this information from the Purchasing Department.

Main ltems

Requested By *

Approved By
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At this point, hit the ENTER key on your keyboard to accept and SAVE your stores order.
A green record accepted should pop up at the top right-hand corner of the screen.
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Items Tab — To start entering your items to order for warehouse stock, click on the “ltems” tab.

Main ltems

Requested By * | Emily R Hughes

Approved By |
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Quantity Ordered — Enter the quantity of items that you would like to order for the stocked item.

Sequence | 0

Cluantity Ordered | 1
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Product ID - If you know the warehouse stores number, you can type it directly into this field. If unknown,
click on the icon that looks like a business card to search for your desired stores item (Product ID Lookup).

Line Status=* | M |
Product ID* | = | l
Prod ID Lookup
Desc Prod ID Desc Upshifted Unit Stat

GLOVES

¥ ) | (v) [

#qual to -

GLOVES, NITRILE, LG, PWDjEERNN P - GLOVES, NITRILE, LG, PWDR FREE -.

Starts with
GLOWVES, NITRILE, MED, PW Contains GLOVES, NITRILE, MED, PWDRFREE

Ends with
GLOVES, NITRILE, SM, PWLC s null GLOVES, NITRILE, SM, PWDR FREE BX AC

Is not null
GLOWVES, NITRILE, XLG PWDRFREE 78.42730 GLOVES, NITRILE, XLG PWDRFREE BX AC
GLOWVES, VINYL, LG, NON-POWDRD 78.51655 GLOVES, VINYL, LG, NON-POWDRD BX AC
GLOVES, VINYL, MED, NON-POWDRD | 78.51650 GLOVES, VINYL, MED, NON-POWDRD | BX AC ¥
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A pop-up menu will open to search for a stores item. Type in the name of the stores item and hit enter to
generate results. If no results are found, select the filter icon to try and search with conditions such as
“contains” or “starts with” to try and generate more results. Once found, select the okay button at the bottom.

For reference, a copy of the warehouse stores catalog can be found here:
https://web.nmusd.us/fs/resource-manager/view/d94ea535-57d8-4971-bce9-1a3ac24e7606

The Product ID number and Description will auto populate once a selection is made. Please double check
entry for accuracy.


https://web.nmusd.us/fs/resource-manager/view/d94ea535-57d8-4971-bce9-1a3ac24e7606
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Line Status* l cM l Units l BX ]

Product ID* | 78.42720 ] = l Description | GLOVES, NITRILE, LG, PWDR FREE ]
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Account — Enter the pseudo and object code that is being used to order your items (funds must be fully
available in order to process your stores order).

Account

7 - PSEUDO OBJECT || =

Hit the ENTER key on your keyboard to accept the record. A green record accepted should pop up at the top
right-hand corner of the screen.

A yellow pop-up may occur with a message that your budget is overdrawn. This is a warning message that
should be addressed with your budget technician ASAP. You can hit the ENTER key again to bypass the
message and continue.

A red pop-up message means that there is a “block” and you cannot move forward until the issue is resolved.
If your stores order is blocking due to insufficient funds, you may save and close the SIOEUB screen and work
with your budget technician to get this resolved. If there is a block message that displays another message

unrelated to your budget, please call Purchasing ext. 5077 for additional assistance.
I E—— ]

Error

WORKFLOW: Record has been
restricted by WF Model PR APRV 78. %

Continue the same process for Item No 0002 and beyond. Once you get a record accepted for your
first line, you will automatically default to item no 2.
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Approving your Stores Order — You are now ready to approve your stores order request and send it off to the
warehouse to fill your order. Click on the double icon to enlarge the side bar menu. Select “Pending Tasks”
next to the calendar icon with checkmark. This will pull up new options to approve your stores order. When
ready, hit the “Approve” green button to finalize your changes.

Q. Search % Pending
Emily R Hughes

EI Reccrds Group: 78 Purchaging Approval
Buyer 4
Since: 111025 12:01:43

C' Reselect

Q & Field Help ¥ Approve ‘
\ /
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' Link to Task List

P Threaded Notes

(' Screen Links ‘ |

Pending Tasks
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Printing your Pick Ticket - DO NOT FORGET THIS STEP. The warehouse will not receive your order to fill
until this step is complete. Click on the double icon to enlarge the side bar menu. Select “Screen Links” next
to the box with an arrow. Click on “Print Pick Ticket”.

Q Search
B Records
(:) C' Reselect Screen Links
\
Q & Field Help Inventory Information
o Al Product Information
EI Dout
Print Pick Ticket
c B Threaded Notes /
Order Exceptions
g (4" Screen Links Order Fill
Pending Tasks
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A new tab will open to print your ticket. Your order number will default into the first box. The printer will default

into the second box to print at the warehouse. DO NOT MODIFY THESE FIELDS. Hit the submit button to
print your pick ticket.

Order number(s)*

P Forms Printer Copies, Name, Pri

P Options

* Indicates required field

The warehouse now has your order for processing. They will pull and deliver your order on your scheduled
delivery day.
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Things to remember when entering a stores order:

e Postage Stamps must be on a separate order.

e If there is insufficient stock, do not enter. We do not back order. Reorder item at a later date.
e |If there are insufficient funds, do not enter. Reorder when funds are available.

e Only 15 items per order.



