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Introduction:

Purchasing and eProcurement Question and

Answer

These questions were obtained during the UAT in February — March
2008. The questions were accumulated during each session in a
parking lot format. The questions were answered at the end of each
day’s session. However, some questions were very detailed and
needed further elaboration. This document serves to address the
user’s questions and further explanations as needed for clarification
and understanding.

QUESTION 1: On buyer setup, what are department and
shipping for?

ANSWER 1:

The Buyer Setup is to establish a specific user’s defaults who will be a
Buyer (role) for procurement transactions. The field values for
Department, ShipTo Locations, Locations and PO Origins are generally
default values that are used by the Buyer so they will not have to re-
enter these values each time they create a Purchase Order.

The User Preferences will have default values established for general
use by the User. However, in the procurement processing, additional
and specific default values possibly different than those established in
user preferences are maintained in the Buyer’s setup. Thus, if the
Buyer has default values different than those established in one’s user
preferences, the Buyer’s defaults will prevail over those at the user’s
preferences record just for the procurement transactions. This is
similarly true for the Requester’s Setup as well.
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QUESTION 2: What happens with inactive vendors?

ANSWER 2:

If you cease to use a vendor for whatever reason, you may choose to
inactivate the vendor’s record (must have vendor authority to
inactivate). This action to inactivate a vendor will prevent new
procurement transactions, POs and Vouchers, from using the
inactivated vendor. Furthermore, any existing POs or Vouchers will
not be processed. This means that pay cycles won’t pick up any of the
payment for processing and no payments are produced (express or
other system generated payment types).

The exception is that outstanding vouchers can be posted.

It should be noted that when vendors are made inactive, the fields —
‘Date of Last Activity’ and ‘Modified by’ are updated accordingly.
Additionally, when periodic reviews of vendors are performed say
annually, any active vendor which may not have activity during a
specified period of time, for example 18 months of inactivity or since
the last activity, can be inactivated automatically through this process.

Search: L’ Mew windm | Help | Custornize Page | o2,
[ My Favarites =
b Customers Inactivate Vendors
I Products
b tams Run Control ID:  [NACTIVE_YNDR Report Manager  Process Manitar 2 |
= Wendors
= Wendor Information
[> AddilUpdate
< haintain
— LOmeraalons SetiD: 39000 | Flupdate vendor Log Vendor Processed
— Dupf or ‘Date: 1213172006 |3 CountVendors Rows to be Processed:
5 Ap_LRpfovT Date is used to find vendars with Last Activity Date an ar hefore Date specified.
> 1099/Glabal Withholding Last Activity Date is updated by Vendor Maintenance, Youcher creation, and PO dispatch
[ California EDD
[ Central Contractar
Registry
[ Purchasing
[» eProcurement
[» Sourcing
[> Grants
[» Program Management
[ Project Costing B save | L\Returnta Search | [=] Natify ‘ Esadd
I» Proposal Management

Navigation: Vendors> Vendor information> Maintain> Inactivate
Vendors>
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QUESTION 3: Can asingle pay vendor also be 10997

ANSWER 3:

No. Single Pay vendors are only used by Accounts Payable to initiate a
one-time payment without adding rows to the vendor records. Itis
meant to be a one-time generic method to pay a group is used as the
default master vendor record. You will add any vendor identification
information such as vendor name and address directly on the Voucher
itself. Payment information is maintained for reconciliation purposes.
Thus, 1099 vendors cannot be established using a single pay vendor.

You cannot convert a single pay vendor to a regular vendor for the
reasons that it does not exist on the vendor records is generic.
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QUESTION 4: How would you track a single pay vendor
payment?

ANSWER 4:

Any vouchers created using a single pay vendor and its payment are
still maintained in the voucher and payment records. When inquiring
the voucher, a separate page (tab) called the Single Pay Vendor is
available specifically to view the unique address used to pay the
vendor.

- — kW | o - — - — Ly e

Address €] bttps: ffckts-Fs. dev.gafirst.usg,edufpspfFTSTOZ_1

1
JEMPLOYEE(ERP/c (ENTER _VOUCHER _INFORMATION. VCHR_EXPRESS. GBL7PORTALPARAM_PTCHAV=EP_VCHR_FXPRES: ¥ | Go Links

Home
[ Proposal Management A re— N dow | Help | Customize Pade |,J,% %
[ Maintenance Management
[> Staffing . f . . -
o e [ Summary \_Inwoice Information _j Payments ) Voucher Aftibutes | Single Payment Vendor | Error Summary ),
& Billing . } .
[ Accounts Receivahle Business Unit: 36000 Iveice Date: 0170712008
i Accounts Payable Voucher ID: 03000058 Invoice No: 123
= Youchers
Voucher Style: SinglePay Iivoice Total: 10.000 Uso
Comract I
— Summary Invnice Entry Vendor Name: Single Payment Yendor Pay Terms: Cue Mow
— Complete Register = :
hlicher Voucher Source: Online
- Close Youcher
— Delete Youcher
— Update Open item Entry Status: Postable Origin: OML
— UnPostYoucher . .
& Maintain Match Status: Mo Match Created: 01/21/2008
[ Approve Approval Status: Approved Created By: UATUSER1
[ Control Groups i -
b Payments Post Status: Posted Modified: 0173172008
PSR Modified By: UATUSER1
[ Review Accounts Payable
Info Document Tolerance Status:  valid ERS Type: Mot Applicable
[ Repons " ’ .
& BOR Menus Budget Status: Walid Close Status: Open
[» Asset Management — Budget Misc Status: Walid
[ IT Asset Management
[> Banking " Go
b GashVERAGEmBHE 'View Related | Payment Inguiry v | Lo
I Financial Gatewray o
> Commitment Control B Save | JAReturnto Search I [=] hotify I 1 Retresh Sk Add
[» General Ledger
& Allocations « | Surmrary | lnvoice Information | Payrnents | Youcher Afiributes | Single Payment Vendot | Errar Surrnmary v
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./

ORACLE

= Add/Update ~ Newindow | Help | Custorize Page | B 4
~ QuickInvoice Enfré | Summary | Inwoice Information ' Payments § Voucher Affributes | Single Payment Vendor ' [¥)
— Sumrnary rvoice Entry
~ Complete Redister Vendor Information
Waoucher
— Close Youcher WendorBank  “endor Bank Address  Transfer to EFT options
— Delete Youcher
- Update Open lterm Business Unit: 36000 VoucherID: 03000058 Payment Method:  CHK
- UnPostYoucher T
TR Name 1 |Donna wiooddell |
[: Approve -
& Contral Groups Name 2: | |
[ Payments iaxl ]
L e b asees Country: Iﬁlq United States
5 II:{?VIEWACCDUHIS Payable Address 1: |1 234 Athens lane |
nfo
&> Repors Address 2: | |
> BOR Menus _
I Azset Management Address 3: | |
[ IT Asset Management
[> Banking
[» Cash Management City: iAthens |
I Financial Gateway —
> Commitment Control County: | | Postal: 30606
I General Ledger — g - )
- Allocations State: |6 | Georgia
[» Set Up Financials/Supply
Chain Email ID: |
[» Background Processes
[ Worklist & save J L\Returnto Search I [=] mctify I L Refresh B 2l
I Application Diagnostics
[> Tree Manager ~ Summary | Invoice Information | Payments | Youcher Atributes | Single Payment Yendor | Error Summary
[» Reporting Tools
I PeopleToaols Ve &

The Single Payment Vendor page is available only on vouchers created
using Single Payment Vendor so the Vendor information is maintained
with the voucher records. As well, all payment information is on the
voucher and payment records.
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QUESTION 5: When can you see when arequisition was
routed for approval?

ANSWER 5:

Once an eProcurement Requisition is saved, you can preview the
routing approval. When you Save and Submit the requisition for
approval, you can view the approver and be able to determine the
requisition’s approval status (pending, approved or denied).

If you want to inquire the ePro Requisition to view the approval status,
use the Manage Requisitions link under eProcurement and select the
View Approvals option on the drop down and Click on Go.

ORACLE

5 My Favorites ) -~ Manage Requisiions -
> Customers v
[ Products To locate requisitions, editthe eriteria below and click the Search buttan.
E {}’Ee;ndsors Business Unit: {33000 gQ Requisition Name: |
I Purchasing Requisition ID: | la, Request Status:  |AllbutComplete '~ | Budget Status: ~|
~ eProcurement r s r 1" .

b Buyer Center Date From: El Date To: |04101/2008 :!3]

— Create Reouisition Requester: Q Entered By: Q PO ID: Q

— itions ' '

— Apprave Reguisitions

- Receive fterns Sesichil] JRelEs)

— Procurement Card Center

:E—:ﬁmr I Toview the |ifespan and line tems for a requisition, click the Expand triangle icon:

— My Profile To edit or performn another action on a requisition, rmake a selection frorm the Action dropdown list and click Go.

£ ge}al!tJobcodemee RenlD Eequisition Marme BuU Date Status Budget Toial

aniliah e e — -
- Reauester Intecration I 0000300041 SNH_REQ@102 39000 03262008 Canceled  Valid 0.00USD| <5elect Action.. v | Go
Detaults . T " it
R P 0000300040 SMH_REQ1DT 39000 0I26/2008 Canceled  Valid 0.00UsD| <Select Action. [v] Go
[> Grants I |
& Program Managament P 000300033  SNH_REG@100 39000 03262008 Canceled  Valid 0.00USD| <Select Action. v Go
[> Project Costing b e ) -
i 000300038 TESTSMI 38000 03262008 Pending Mot 200,008 .
Chid =Select Action..»

I Maintenance Management

Cancel Requisiti
b Staffing D DDO0300037 CONFERENGE_SURFLIES 39000  03(26/2008 Pending Mot 100.00040| ek et 1
[> Travel and Expenses chied X 1ge
& Billing Edit Requisiiian
I Accounts Receivable P 0000300036 EPRO_INVOICES 36000 03252008 Open Mot 200,00 U4 p M
> Accounts Payable Chid
> BOR Menus —— _
" eSeflements ' DO00300035 RQTCSSMI 39000 03257008 Received  Valid 150.001U5D| <3elect Actian.. ] G0
[» Asset Manaoement =7 e -zl

Navigation: eProcurement= Manage Requisitions>
Blank out all fields except Business Unit, Request Status, Date To
which were defaults.
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./

Home
[> My Favarites ke Req Name: TESTSM1 4
[» Gustomers .
& Frodusts Total: 200.00 USD
[ tems : 2
b Vandore Requester: John Parker Business Unit: 33000
I Purchasing Enteredon:  03/26/2008 Requisition ID: 0000300038
| ePracurement Status: Fending Priority: Medium
I» Buyer Center S T
siti Requester's Justification:

— Create Reguisition
| Wo justification entered by requester.

— Approve Reguisitions

"o Approvals on the ePro Requisition is
e ‘Save and preview approvals’ (for

- Reports
— Administer Procurement

ot confirmation before actual

— Detail Johcode/Rale

_Defion o submission) or ‘Save and submit’

ciaults Line Dept and Project Approval R R . .
souia TG (for viewing the submitted Pending

PR Mg I approval status). This page shows
[> Proposal Management

LT the approval of ePro Requisition is

[> Stafiing @;‘aulDEl:jmnsL_ Lo
[> Travel and Expenses eq-Dept Mor-Line Level d-
> iling Pending.

[> Accounts Receivable

ORACLE
[T ]

[ My Favorites
[» Customers

Home

PN ~ Line Information A

[ Products i Item Description (Wendor Name uom Price |Curr

[ terns

b vendars O w 100.0000 BOX 10.00 USD
b Purchasing e m——

= eFrocurement ] e i 200.0000 EA 1.00 USD 2

[> Buyer Center ConflictEr..
— Create Reguisition

[] Select &llf Deselect All

- Approve Reguisit\on L 2 view Line Details
— Receive tems | 3 .
e ad e Rel G S ~ ReviewEdit Approvers
— Reporis q A
B T Line Dept and Project Approval
:getzzlojllebcudeﬂu\e = Line 1:Approved |
Definition Test another for Data Conflict Error Poft Fix appli
— Reguester Integration Department Approval h - h h
Deouts M This page shows the
Zodieng Ievins P
Lo — “Raq—Dem Mor-Line Level eP ro Req U ISItI O n aS

[> Program Management 3102008 - 1:45 AM
I Project Costing

I Proposal Management v 4 Approved fOf bOth

[ Maintenance Management = Line 2:Approved F

[ Stafiing Line 2 Test Data Conflict Errgpflsg PSoft Fix Snh Requ |Siti0n Iines

[> Travel and Expenses Department Approval

& Billing

[» Accounts Recelvable Approved

[> Accounts Payable ¢P3u|B|gV|n3

[ BOR Menus Req-Dept Mor-Line Level

I eSetilernents 311172008 - 11:45 AM

> Asset Management o

I IT Asset Management

|4
|a
|

10
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QUESTION 6: Is ePro requisition mandatory for all
institutions?

ANSWER 6:

We urge all institutions whose user community needs to purchase
specific items on a more casual basis to utilize the eProcurement
Requisition process. The data entry is meant to be less cumbersome
(three steps or less) and a more streamlined entry process than the
traditional requisitions or purchase orders that require numerous
inputs to various lines and schedules as well as additional pages. Our
hope is that this will reduce the amount of entry errors and will
expedite purchases that are needed.

11
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QUESTION 7: Can you set the account fund field, etc. to
a default in the requester set up page?

ANSWER 7:

Yes, any of the fields on the Requester setup page can be defaults into
Requisitions. A requester can still modify the default values when they
create their requisitions as well but the defaults assist in expediting
data entry and reduced entry errors. Since typically, the Requester
setup is done as a part of security, this information will need to be
requested through the security request form.

ORACLE’

= Purchasing
— Buyer Setup
- Change Request =
Mapping o
— Define Contract
Intervals
— Dispatch PO
Configuration
— Fax Cover Letters o
— Inspection Routings !39000 Q
— Manufacturers ‘Location SetID: (38000 |Q
— PO Change Order ———— — k
Termplate PO Origin SetlD: 39000 | Origin: |OnL =8
— PO Loader Defaults [ ]
- PO Crigin Codes |YSD_ /A Dallar
— PO Vendar Freight Phone: |
GL Unit

Setup

Requester: SHUMPHREY

[luse Only Assigned Catalogs
[Jconsolidate with other Reqs
Price Can Be Changed on Order
[CIDefauits Inventory BU

ShipTo SetlD: Ship To:

) Open
O Pending

‘Location:

Currency:

| Fax: | ‘
Dept
IT4DPTOT| Y

Groug

— Receivables
Integration

— Reg Change Qrder
Template

Fund
[10000 @

Account
[714100|2

Program Class Project Bud Ref

[ Ja

oo @ |

e

— Requester Setup

— RFG Reqguired Rule

— Set Controls-
Contracts

— Ship To Locations

— Standard Cornmment

— Requisition Loader |
Defaults

First [ 1 of 1 [H Last

Description
|@, BOR MIGP CODE TREE

HE

B save I {LReturn to Search | [=] Matify J

12
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QUESTION 8: How do you add multiple vendors?

ANSWER 8:

I believe the question is that if a Requester is creating an ePro
Requisition for several items that will be sourced to other vendors,
how do | annotate which vendor | wish to use on a specific requisition
line?

Each line of the ePro Requisition has a field to put the Vendor ID as a
suggested vendor. If more than one suggested vendor is to be noted,
use the Additional Information on the line item. Understand that the
Buyer or other Purchasing authorized personnel may be allowed to
adjust the Vendor selected as there may be directed by contract, best
buy values, etc. resulting in vendor changes.

ORACLE’ .. e ey
This is an ePro Requisition
Menu &
P t 2 T
™ & ey o £ Edit Requisition =
3 ﬁ;i?:f;eugﬁg%gns ‘ L=|( 1. Define Requisition E‘E 2. Add Items and Services \g, 3. Review and Submit |

— Approve Reguisitions

- Reueive llems AU s o e requisilion: spREMA0 I &iimarmalion Necess anid prOTUrR e hiNarIY SRMICe:

— Erocurement Card Center Search: [l C Search
- Repotts ——— — :
— administer Procuremnent |88 8 | Favorites | Templates | Forms | Web | Special Request
o ol Special ltem
Requisition Summary
Description Oty UOM *ftem Description:
Conference 1 BOX “Price: | Currency:
supplies o 2 =
Add anather Lineto 100 BOX *Quantity: ! : “Unit of Measure:  [BO% Q
testA.. _~Cateqory: 96600 Q Do Date: [o3rzrz008 5
Total Lines: 2 Vendor ID: |UATPO-1 Q Conference-R-US Sunnest Mew Yendor
£00.00
Tetal Amourt (50) Vendor ftem ID:
WMifyg ID: | Q
fg em ID:
Additional Information
|
[Isend to Vendor [C]show at Receipt [CIshow at Voucher
I Add ttern | I Cancel | Add and Start New Type |

For each Line item being requested, the Vendor ID can be different. In our
example, the Vendor ID has been defaulted from Section 1.Define
Requisition tab above.

Multiple Vendor selection on a Traditional Requisitions is on the

Vendor Information tab of the Requisition Line.

13
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./

ORACLE’

Home

[ Yendaors
{7 Purchasing
= Requisitions P
I Reconcile Reqguisitions REqUISItIOI‘I
[ Review Reguisition ” .
\nformation Business Unit: 39000 Status: Pending *

> Reports RequisitionID:  SMTEST4 Budget Status: MotGhkd B

| >

Maintain Requisitions

[CIHeld From Further Processing

Approve Amounts

= rove ChardFields L

~ Btane For Loadin ‘Requester: |EMPL1 |@ Jahn Parker Requisition Defautts

— Load Reqguisitions — Add Comments

N - [ Requester Info S s
Update Dirsct Shioments| | *Requisition Date: |D326/2008 | Hedlsdlering Requisition Activities

— Buduet Check ! — :
|ONL|Q Online entry Document Status

— Entry Event Reguest Origin:
— Purge Load Reguests :
— Approval Workflow |
[ Requestfor Quctes Accounting Date: 5033’2512008 El
[ Procurement Contracts
[ Vendor Rebates

[> Purchase Orders 2 :
. 5
Purchasing Kit Catalo Line: L To: ‘O‘ Retrieve

i Recelpts
= Leguesieriiems
> Return Ta Yendar M| tem Search Requester ltems

[ Procurement Cards

i Code: Dollar
Hrrengyins Total Amount: 150.00 USD

[> Analyze Procurement Details | Ship [oDusDate ! Stefus  peiiomdeminiormation= fiom nformation | Aftributes Cortract Sourcing Cantrols
b ePrnc!Jrement ine tem Description Vel!lor Vendor Naine Location
> Sourcing I

[ Grants 18 | |2 [cor . i = ‘:" XPO-1 |Q Conference-R-US |M_A\N
|

I Program Managerment a = —_—
[> Project Costing 1B iQ |Additional tem ':HUATF'O-E |Q EgquipmentWarehouse, LTD MAIN ||
[ Proposal Management
[ Maintenance Management
5 Safing ! View Paniagle version Goter | Mo g3

v

[ Travel and Expenses

Navigation: Purchasing> Requisitions> Add/Update Requisitions>
Create the Requisition and on the Vendor Information tab of the
Requisition Line items Suggested Vendors can be selected.

14



USER ACCEPTANCE TESTING
Purchasing and eProcurement FAQs

QUESTION 9: Where is the Small business field

identified on the vendor record?

ANSWER 9:

The Vendor Type can be used to identify small businesses by specific

types/categories. List of Types noted at right.

The SMB is for Small Business.

ORACLE’

Menu
= AddiUpdate

— Eeview Vendars
— Wendor User
— Diefine Yendor User
[ Maintain
[> Approve
[> 1099iGlokal Withholding
[ California EDD
[> Central Caontractar
Registry
[» Purchasing
[> eProcurement
[> Bourcing
[ Grants
[> Program Management
[ Project Costing
[» Proposal Management
[ Maintenance Management
[» Staffing
[ Travel and Expenses
& Billing
[ Accounts Receivable

[» Accounts Payable

[ BOR Menus

[ Asset Management

[ IT Asset Management

[> Banking

[» Cash Management

I Commitment Control

[ General Ledger

[ Allocations

[» Set Up Financials/Supply

nnnnnnnnnnnnnnnnnnnnn

Location: Al

“Vendor

‘Address: {

“Location: (ainy |

el B4 Bd Bd Bd B

[onoooooo4t |

‘%

LERTRF Hargor, MH Uissh

AN

CAREERDI-0M1

175 Search tfain

Fo Box 898

Center Harbor, NH 03226

Description:malr

Preferred Language: EIENGEQ

" v

Expand All Collapse All

Custamize | Find | Wiew Al | B8

First E 1of 4

AAF

African American Female

AAM

ASF

African American Male

Sign oLt

Asian American Female

ASM

Asian-American-Male

CNS

Consultant

CNT

Contractor

EMP

Employee

ENT

Entertainment

FEM

Female - Owned

Government Agency

Hispanic Female
Hispanic Male

Native-American Female

Native American Male

Non-Minority Business

Non-Resident Alien

Note SMB for
Small Business
designation

Pacific Islander Female
Pacific Islander Male

Public Relations
Retiree
Small Business
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USER ACCEPTANCE TESTING
Purchasing and eProcurement FAQs

QUESTION 10: Will vendor information be covered in AP
training?

ANSWER 10:

We realize that Vendors are used by multiple modules and it will be
necessary for accounts payable users to have training (SUT- Super
User Training and other UPK referenced information) on vendor
information specifically as it relates to AP functionality.

The vendor information for AP may include but are not limited to 1099,
EFT, Direct Deposit vendors and their related banking information.
Additional addresses including Remit To/Payee information will be
updated through Account Payable business processes. If there are
specific vendor issues that you would like to discuss, please contact
the Help Desk for further information.
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USER ACCEPTANCE TESTING
Purchasing and eProcurement FAQs

QUESTION 11: Are TINS required for single pay
vendors?

ANSWER 11:

No, because Single Pay Vendors are not regular vendors, which means
they are for one time uses that doesn’t require all vendor information
to be captured nor maintained in the vendor records. The Tax
Identification Number is considered very pertinent information for the
recording of 1099s and the need for detailed transaction history.

Thus, the Single Payment Vendor is not an option for 1099 vendors
needing to be created.
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USER ACCEPTANCE TESTING
Purchasing and eProcurement FAQs

QUESTION 12: Category Code required on requisition?

ANSWER 12:

Yes, category code is required on all procurement transactions.
However, a default value can be established in the Requisition defaults
and as necessary these can be adjusted by a buyer or another in
Purchasing (as needed).

ORACLE’

[ Products

[ tems

[ Yendars

[> Purchasing
I~ ePracurement

I Buyer Center
— Create Reguisition

— Manage Requisitions

- Approve Reauisitions

- Receive fterns

— Procurernent Card Center

This is an ePro Requisition

EditR

1. Define Requisition \&

2. Add ltems and Services

3. Review and Submit

Specify requisition name, reguester, and other information that applies to the entire requisition.

Business Unit: 13800 | Georgia Southetn University

- Repors
— Administer Procurement
— My Profile
— Detail Jobcode/Rale
Definition
— Reguester Integration
Defaults
[ Sourcing
[> Grants
I Prograrm Management
[ Project Costing
[ Proposal Management
[ Maintenance Management
[> Staffing
[> Travel and Expenses
& Billing
> Accounts Receivable
[ Accounts Payable
[ BOR Menus
> eSetilements
[ Asset Management

[ IT Asset Management

BS/ establishing the requisition defaults for category (as well as other

Requester: : | Bupport Administrator *Currency: i

Requisition Name: | TESTSh1 ‘ Priority:

52

Note: The defaults specified below will be applied to requisition lines when there are no predefined values for these fields.

iMedium >

Vendor:  |UATPO-1 1 o sl a
| e - . Gedle
Buyer:  |EMPL3 o Category: |96600 ey, Unit of Measure:  |BOX |2,
Ship To: |CENTREC§Q [=] Modify Shipping Address

Due Date: !034'31 I2DDE3@ Attention:

iAccounting Defaults
Chartfields1 " Agset Information |

Details

Location
|

GL Unit Account Fund Dept Program Class Project

| 3g000 | (714100 (@ 10000 [ UATDPTIC, 16300 |G [11000 | |

Bud Ref

|@, 2008

Budget Date

(032612008 |5 [=

Aentinan |

o

fields) subsequent lines will have a category code defaulted. As well,
line adjustments can be made after the requisition is sourced.
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USER ACCEPTANCE TESTING
Purchasing and eProcurement FAQs

QUESTION 13: Can you order assets on a requisition?

ANSWER 13:

Yes, generally anything that currently is being ordered on a regular
Purchase Order can be ordered on a traditional or ePro Requisition.
However, if a purchased asset is being charged to multiple distribution
lines, it is recommended to use the core or traditional requisitions
rather than an ePro Requisitions. This is primarily due to intermittent
errors currently being received from interfaced transactions into assets
when multiple distributions are the case.

A key point to remember is that the Asset information tab, which is
located on the distribution page, will require the Asset Business Unit
and Asset Profile prior to saving the requisition. This information will
be transferred to the purchase order when sourced from the
Requisition (either Core/Traditional or eProcurement).

ORACLE -
Menw & This is Core or Traditional Requisition

=~ Purchasing
= Requisitions

orklis

Mew Yindow | Help | Customize Page | 5

I» Recancile Requisitions s e 5 o
I Review Reguisition Maintain Requisitions
Information . _ y
b Reports Distribution
| — AddUpdate Requisitions
— Approve Arnounts Requisition ID: TCSCOREREQ e COMPUTERS
— Approve CharFields ) .
— Stane For Loading Line: 1 Status: Active
~ Load Requisitions Schedule: 4
— Update Direct Shipments
— Budget Check Ship To: CENTREC CENTRAL RE Quantity: 20000 EA
— Entry Event Reguest =i
— Purge L nad Reguests Distribute by:

Open Cuantity: 0.0000

— Approval Vorkf o z : Amount: 20,000.00 WSO
SpeedChart: | |2 Multi-SpeedCharts

[» Request for Quotes
[> Procurement Contracts
[ Wendor Rehates
E EUELE;ZSSE Cliders | Chartfields ‘|. Details " Asset Information
> Return To Yendor Distrib Status Percer AM Unit Profile ID CAP = Sequence Tag Number EmpliD Capil
e 1 Pracessed [100.00p0] 30000 CoMPOSYR
[> Anahze Procurement (e
[> eProcurement
[> Sourcing Ok Cancel J Refresh |
[ Grants
[> Proaram Manadaement
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USER ACCEPTANCE TESTING
Purchasing and eProcurement FAQs

ORACLE’
Merw &

This is eProcurement Requisition

Sign out

= ePracurement | Edit Requisition a
[» Buyer Center — — =
— Create Requisition = ‘ E‘: 1. Define Requisition Eiry 2. Add Items and Services 3. Review and Submit
— Manage Requisitions = - =
— Approve Reguisitions Review the details of your requisition, make any necessary changes, and submit it for approval.
— Receive lterns
— Procurernent Card Center B Unit: Georgia Southern University
— Reports
— Administer Procurement  [¥ Requester: EMPLT John Parker ‘Currency: usD
Requisition Name: [gMHO2 Priority:
Requisition Summary
Description Oty Uom 5 S T
testanatheradhoc & EA e sl bl
BERIET =[O0 1 testanother ad hoe approve Conference-R-U3 5.0000 Each 10.000 50,00 [F (0
Total Lines: 1 Consolidate with other Reqs Override Suggested Vendor =
Total Amount (ISD) 50.00
Shipping Line: 1 Duepate; 0113172008 (i Quantity: |3-0000 HE
Status: Active *Ship To: CENTREC Q. [=] Modify Shipping Address
Attention;  |John Parker

aty | SpeedChart: Q

"Distribute by:
Accounting Lines
. e

|” Asset Informati

=T

T

EmpliD Capitalize

Cost Type

T os
\ Q

< i I »
Note the Highlighted boxes: Asset Information Tab in the Accounting
Lines which shows the AM BU and Asset Profile ID.

(39000 @ |avosvRIQL |

E
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USER ACCEPTANCE TESTING
Purchasing and eProcurement FAQs

\/

QUESTION 14: Can speed charts be used on
requisitions?

ANSWER 14:

Yes. SpeedCharts reduces keystroke entry and increases efficiencies
in data entry to frequently used Chartfield combinations. Additionally,
multiple speedcharts allows for multiple accounting distributions.
Any procurement transactions can use speedcharts and their multiples
when creating the distribution line details. Institutions must set up
speedcharts in advance of using them.

ORACLE
Menu B

I~ Purchasing
« Requisitions
I» Reconcile Requisitions

|

New Window | Help | Custormize Page | B

I» Review Reguisition Maintain Requisitions
Infarmation R B N
> Repors Distribution

— AddiUpdate Requisitions
— Approve Amounts Requisition ID: TCSCOREREQ tem: COMPUTERS
— Approve ChadFields R
— Stane For Loading Line: 1 Status: Autive

— Load Reguisitmn_s Schedule: 1

— Update Direct Shipments

-_cl_gutd EétChte;k . Ship To: CEMTREC CENTRAL RE Quiantiy; 20000 EA

— Entrv Event Regues e -

- Pufie Lpad RBguast ‘Distribute by: | ©uantity Open Quantity: 0.0000

— Approval VWorkflow mount: 20,000.00 USD
[» Requestfor Quotes :

- Multi-SpeedCharts

b Pracurement Contracts speedchart: | %
[ Wendor Rebates

Customize | Find | View All |

E ;uerccza'}:fse orers Chartfields Details ALsset Information
[ Return To Yendar — | Distrib Status Percent  Quantity Amount GLUnit Accownt  Fund Dept Promam Class  Project Bu

[ Pracurement Cards

1 PrUCESSEd|1DD.DDDUi| 2.0000‘ 20,000.00 39000 714100 10000 TCADPT 16300 11000 20
[ Anahze Procurement St LS
[> eProcurement
[> Sourcing Ok I Cancel J Hefresh]

[> Grants
[ Proaram Manacement

Multiple SpeedCharts by Quantity distribution is shown below:
ORACLE' '

[T —1

[~ Purchasing

|

Mew Window | Help | Customize Page | J5,

= Reqguisitions .
I Recancile Requisitions Multiple SpeedCharts

[» Review Reguisition

In REQ ID =

Inforrnation Requisition ID: SECREQCOPY  ftem: Security Test PO.0I0.820

» Reparts Line: 1 ;| et SECREQCOPY, the

— AddiUpdate Requisitions : . : : : : :
STETIEREETEER  piswinine by usniy ReqGty 100000 SpasdCharts Process distribution is split

— ADDrove Amaunts S

— Approve CharlFields Schedule: 1 | Ofppend @ Overwrite over 3 different

— Stage For Loading R ining Quantity:

~ Load Reauistions = = SpeedChartS and at

— Update Direct Shipments SpeedChart Selections Customize | Find | View 2| #

— Budget Check

- ity TR R il ‘SpeedChart Quantity to Distribute N various qu antities

- Purge Load Reguesls 1[90825 la | 5.0000] balancing to the
— Approval Yorkd ow —_—
[» Request for Quotes 2!9520“ | | 1.0000| Req Qty =10.00.
[ Procurement Contracts e —
I Vendor Rebates aftooss  |Q | 4.0000]
[> Purchase Orders
[> Receipts 0K J Cancel ‘ Refresh ‘

I Retirn To vandng
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USER ACCEPTANCE TESTING
Purchasing and eProcurement FAQs

ﬁ |
-

QUESTION 15: Excel spreadsheet for approvals.

ANSWER 15:
Not sure we understand this question. Can this user please clarify the question? Thanks.
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USER ACCEPTANCE TESTING
Purchasing and eProcurement FAQs

QUESTION 16: Workflow —re approve at line or header
iIf changed.

ANSWER 16:

Generally, most changes being made to the Line or
Schedule/Distribution of the Purchase Order (or Requisition) will
require re-approval. This is because any change to the quantity, price
and its affected extended price will reset the amounts being ordered
and charged. As well, if the changes are made to the chartfield
distribution, approvals are reset as well. Furthermore, in both
examples, the budget checking process is required to run again for
changes in amounts to the chartfield string.

Only changes to the Buyer and their defaults would not need re-
approval or running budget checking processes again. However,
changes to the Header record of the Req/PO will be recorded for
history. Re-approving or budget checking processes will not be
needed for changes made to the header of a Req or PO.
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USER ACCEPTANCE TESTING
Purchasing and eProcurement FAQs

QUESTION 17: Email address origination

ANSWER 17:

Not sure if this question is relative to how are emails applied to
vendors or users, etc. So I'll try to answer them in several ways in
case the question applies.

User specific email addresses:
Email addresses can be established at the System Profile level within

one’s User Security. The email address must be established in order
for the workflow notifications via email to function properly. If an
email address does not exist in the user’s profile or if an incorrect
email address exists, email notifications for requests of transaction
approvals will be erroneously functional for routing and emails. The
Security Administrator must update this information as it exists on the
User’s Profile as a link. A secondary page exists for this information
but is not being used today.

Vendor specific email addresses in order to Dispatch POs via
vendor’s email address:

On the Vendor Address page (tab) towards the bottom of the page
there is an Email ID field that can be populated for the use of POs
being dispatched via email address. This address will remain in the
vendor’s record and can be used whenever Email is selected as the
dispatch option. Also, if POs are being singularly dispatched on the PO
page, you can specify Email as the Method prior to executing the
Dispatch push button and a subsequent page will pop up requesting
the specific email address. This method is a one-time execution only.
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USER ACCEPTANCE TESTING
Purchasing and eProcurement FAQs

QUESTION 18: On the requestor — what is the difference
between location and ship to?

ANSWER 18:

Location is used by all modules within the PeopleSoft Financial
Application and has a slightly different definition for the various
module uses. A location code can be a branch office, billing office,
shipping office, placement of asset, etc.

More specifically in Purchasing and eProcurement, the Location code is
typically defined as the physical location of the Purchasing business
unit. The system uses the location code to derive the organization
address that printed on the Purchase Orders that are dispatched to the
vendor. Thus, PO_MAIN has been established for all 8.9 Purchasing
BUs regardless of the school. Each school will update the PO_MAIN
location code as validation procedures for the 8.9 deployment
activities.

Similarly, a ‘Ship To’ Location is typically used by procure to pay
transactions to identify where purchased goods are to be delivered
(either directly to the requester or central receiving area or
warehouse, etc.). Most users find it difficult to distinguish between
which locations. Our Examples 1 and 2 below show a Dispatched PO
with various locations. In Example #1, all lines in the PO are being
shipped to the same location code (CENTREC). In Example #2, each
location identified on the PO Line(s) has its own location code and
addresses are placed accordingly at the line level of the PO. This
should be a similar functionality currently in 7.5.

(See Examples below)
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USER ACCEPTANCE TESTING
Purchasing and eProcurement FAQs

Example #1:

All lines go to a common ‘Ship To’ Location specified in the PO Header

Purchase Order
Georgia Southern University Dispateh.via Print
glot B%x 812& i) Purchase Order Date Revisionf - Ship To’ Address using
ateshoro 33000-0000300038 03/25/2008 “Shio To’ Location
United States Phone: PO_MAIN Payment Terms ~ Freight Terms P
Address Due Now FOB - shipping vendor Daf
Buyer Phone Currency
Rhgg 51@31@ UED
Vendor: UATPO-1 ShipTo:  CENTRAL RECEIVING #active)
Conference-R-US PLANT DRIVE
STATESBORO GA 30460
301 Main Street United States Phone;  912-681-5544
Suite 101-A APPAY
Statesboro GA 30460 Bill Toj  ACCOUNTS PAYABLE <
PO BOX 8128 Address
STATESBORO GA 30460
United States Phone:  912-486-7300
Tax Exempt? ¥ Tax ExemptID: WA PO Type: GEN
Line-Sch Profile D Iltem/Description NIGP Quantity  UOM PO Price Extended Amt  Due Date |
-1 additional Item 96600 1.00 BOX 50.0000 50.00 03/31/2008
Schedule Total 50,00
Item Total 50.00
1 Conferance Supplias 96600 1.00 BOX 100.0000 100,00 03/31/2008
Schedule Total 100.00
Item Total 100,00
Total PO Amount
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USER ACCEPTANCE TESTING
Purchasing and eProcurement FAQs

Example #2:

Each PO Line has separate ‘Ship To’ Locations

Purchase Order

*Ship To’ Address using
‘Ship To’ Locations

Dispatch via Print/

Georgia Southern University CHANGE ORDER
P CBox 8128 Purchase Order Date Revision age
Stateshoro GA 20460 PO MAIN 33000-8NH EZHIPTO 04/15/2008 1 - 04/15/2 1
United States Phone: - Payment Terms  Freight Terms Ship Via
Address Due How FOR - Shipping Vendor Def
Buyer Phone Currency
gupport Administrator i)
Vendor: 0000011152 ShipTo:  See Detail Below
Newberry Publizhing
Bill To: ACCOUNTS PAYABLE I
D/B/A Buyars Guide POBOX 8128
Middle Ga Newspaper STATESBORD GA 20460 APPAY
1553 Watson Blvd United States
Warner Robins GA 31093 Address
Tax Exempt? Y Tax Exempt &6 N PO Type: GENM
Line-Sch Profile ID  Henp#feseription / / NIGP Quantity UOM PO Price Extended Amt Due Date |
- 1 M= 1 teat snip o 0RO  10.00 EA 25,0000 250.00 04/15/2008
Ship To:  DEPT
GEORGIA SOUTHERN UNI
DEPARTMENT
SEE BELOW
STATESBORD GA 3
United States
Schedule Total 250,00
Item Total 250,00
21 to 2nd Ship To 0E807 5.00 EA 10.0000 50.00 04/15/2008
Ship To:  HEALTH
HEALTH SERVIC
BLDG 404 FOREJT DRIVE
STATESBORO (A 30480
United States
Schedule Total 50,00
Item Total 50,00
+ 1 Line 1 teat ird Ship To BE862 5.00 EA 5.0000 25,00 04/15/2008
Ship To:  CENTRECZ
CENTRAL RECEIVING
BLDG 425 OLD REGISTER ROAD
STATESBORO GA 30480
United States
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USER ACCEPTANCE TESTING
Purchasing and eProcurement FAQs

QUESTION 19: What is pushback button on approve
requisition?

ANSWER 19:

Pushback is a workflow term used when a subsequent approver who
has been added to review/approve (by inserting an Ad Hoc Approver)
returns the requisition back to a previous approver in the workflow
cycle. This is typically due to questions or possible rejection of the
requisition or need for additional information in order to approve the
requisition.

The example below shows Paul Blevins had originally approved this
Req only to have Glen Davis return for additional information. The
pushback action results in the initial approver to re-approve after
seeking additional information, etc.

ORACLE’

~ eProcurement | Approval Status
I Buyer Center
— Create Requisition

Req Name: SMHOZ

s Total: 50.00 LSD
— Approve Reguisitions
— Receive Hefns Requester: John Parker Business Unit: 33000
— Procurement Card Center Entered on: 01/28i2008 Requisition ID: 0000300029
- Reports o — .
- Adrminister Procurement Sl RENdg Priority: Medium
— Wy Profile Requester’s Justification:
— Detail Jobcode/Raole No justification entered by requester.
Definition
— Reguester Integration
L } Line Information
[ Sourcing
[> Grants

[> Program Management
[ Project Costing

I> Proposal Management ~ Review/Edit Approvers
I Maintenance Management
[ Staffing Line Dept and Project Approval
[* Travel and Expenses
I Billing = Line 1:Pending "
I Accounts Receivable test anather ad hoc aparover (Piew Comments
[> Accounts Payable =
& BOR Menus Project Approval
[> Asset Management Pending Pushed Back
[ IT Asset Managerment Faul Bleving » Glen Davis
[> Banking G Req-Praject Mar-Line Level Inserted Approver
[ Cash Management 1 26/2008 - 7201 Pl
I» Gommitment Conirol -
I General Ledger = Approval Comment History
[ Allocations Glen Davis at 1/28/2008 - 7:01 PM
[ Bet Up FinancialsiSupply Test Pushhack
Chain v e | Y
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Purchasing and eProcurement FAQs

QUESTION 20: Who budget checks?

ANSWER 20:

Who currently budget checks for the 7.5 system? See Answer to
Question #23 below. The individual(s) who currently runs/executes
budget checking in 7.5 would normally handle this responsibility. Your
institution will need to access how the overall business process flows of
transactions within your school will allow the current individual(s) to
handle this within the 8.9 application. However, a nightly batch
process is being established to pick up all procurement transactions
that need to be budget checked as a fail-safe measure.
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USER ACCEPTANCE TESTING
Purchasing and eProcurement FAQs

QUESTION 21: Does the requester have to enter the
price?

ANSWER 21:

Yes, the Requester must input a price of $1.00 at least when
establishing a requisition. We realize that at the time of creating the
ePro Requisition, the Requester may not know the actual price of the
item being purchased. However, they should know the estimated
price/cost. This is the recommended price that should be input in to
the requisitions. The requester must have a value even if the item is
1.00 dollars. When the budget is checked on a one dollar requisition,
only a $1.00 pre-encumbrance amount will be created. Note: We do
not recommend zero dollar amount Requisition as this may imply that
the good being purchased is free— certain brochures, caps for
purchased bottles, etc.

If this is a problem within the institution’s business process, then the
institution would need a close estimate of the price must be entered on
the requisition.
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Purchasing and eProcurement FAQs

QUESTION 22: Can the buyer override the comments
that go to the vendor?

ANSWER 22:

Yes, Buyer is significant on the PO, so any comments that were
annotated on the requisition and asked to be forwarded to the vendor
will show up in the PO. However, the buyer can override any
comments prior to dispatching the purchase order.
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Purchasing and eProcurement FAQs

QUESTION 23: Buyer doesn’t budget check every
procurement transaction. If error in budget checks, who
corrects?

ANSWER 23:

Our intent is to not change your current business process from that
which is handled today in 7.5. UAT exercises were established in order
to handle specific processes like budget checking in a uniform fashion.
This was to strictly test the execution of the budget checking process
for procurement transactions. Various roles have been created for
specific processes and can be assigned to the user (or users) who
currently handle running budget checking process as well as to the
individual(s) correcting budget errors. Each institution needs to
evaluate how the business processes for 8.9 can (or cannot) work for
their current flow of activities.

See Question 20 above for similar question
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Purchasing and eProcurement FAQs

QUESTION 24: Multiple signatures on PO'’s.

ANSWER 24:

Short answer is that PeopleSoft does not support more than one
electronic signature on a PO.

See the full answer to Question 33 below electronic signatures
on PO.
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Purchasing and eProcurement FAQs

QUESTION 25: Will Winfax be supported or 3" party
software?

ANSWER 25:

Please refer to the GAFIRST website below for specifics to the technical
and other infrastructure questions, as this will contain the most up-to-
date information.

http://www.usqg.edu/gafirst/fin/project/v8/news/
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QUESTION 26: Can Requisition viewing be restricted to
the requester —row level security?

ANSWER 26:

The Requester can only view requisitions which they have created
based on the User’s Preferences established specifically on the
Requisition Authorization link found beyond the Procurement link. This
is handled as a part of application security when assigning roles, etc.
to a user through their User ID.

Requisition Authorizations —
i Requesters User Authorization box
User:  EMPLI John Parker .
shows that only EMPL1 can view, add,
[+] Approval [v] Can Work Approved Req's updat_e and Cancel’ etc. their own
[v] cancel CIFull Auth for Al Requesters R.eC]UISItIOHS. If others_ are to be
[“] Delete [¥] Override Preferred Vendor viewed, security must include any
M close [ override RFQ Required Flag additional Requesters that User ID =
[ViewiOverride VAT Details EMPL1 is allowed to view and update.

Requesters User Authorization Customize | Find | Yiew All | i First (1 4 of 1 [F Last
Requesters User Awuth For  Descriptio Add Upiate Cancel Delete  Close

EMPL1 WW O O =]
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QUESTION 27: How do we manage change orders to
PO’s with requisitions?

ANSWER 27:

The Requisition is just an initial request for orders by requesters.
Purchasing may still make necessary adjustments to the requisition
(price, vendor, etc.,) to accommodate after-the-fact needs initiated by
the requester. The Purchasing and eProcurement modules allow
change orders to be performed to either procurement transactions
(requisitions or purchase orders) to provide flexible functionality.
Change Order History is maintained on both Requisitions and POs.
Institutions’ may choose to only allow PO Change Orders to control the
requesters Requisition versus the changes that were required after the
initial PO was Dispatched. Thus, based on the institutions own
business process and needs, a change can be solely applied to POs
only, if so desired.

Since the Requisition is not part of the matching process, there is no
direct match between the Requisition and the PO. However, since
budget checking process validates the chartfield and dollar amounts
being both pre-encumbered (Reqs) and encumbered (POs), the
management of funds is being maintained in the commitment control
ledgers. Reviewing the Budget Activity Logs or running the necessary
budget reports will ensure the matching of budgeted funds between
the Req, PO as well as other procurement-related transactions
(vouchers, etc.).

Otherwise, if an institution necessitates that their Requisitions must
match POs, then they may wish to require that the change order be
initiated with the Requisition and not the PO. Of course, we would
recommend that Purchasing personnel still handle any change orders
on requisitions. The Security roles continue to be used to limit access
and only allow change orders to be processed by a limit (few) user and
well as the type of change order transactions allowable in their
system.
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QUESTION 28: Will you be able to change a PO line that
has been partially paid?

ANSWER 28:

Yes, a PO Change Order can be done to adjust amounts as long as
they are greater than the partially received or paid line amounts. So if
the original PO line was for 100 items at $10.00 each and the receipt
was for qty= 100, a change order can be created for amounts greater
than 100, say 110 items. The additional 10 item @$10.00 will be a
change order to the existing PO line. The PO will then need to be re-
approved and budget checking process will be re-initiated.

The converse is true, that you cannot create a PO change Order for
amounts less than what has already been paid by the voucher. Thus,
in this example, if 50 items were paid from the original 100 items, you
cannot change the existing PO for less than 50 items. If you do, an
error message indicating that 50 (items) has already been received
and accepted will result. See error message below.

I POID: SMOAPOZ Budget Status: Valid L
Change Order: 1
Copy From: A [IHold From Further Processing
A
‘PO Date: 04/24¢2008 [3 “endor Search Doc Tol Status: Walid
Vendor wendor Details Backorder Status: Mone Create BackOrder

“Vendor ID: anference-R Receipt Status: Partial
8 Microsoft Internet Explorer E] Print - Dispatch
P v 50 has already been received and accepted. {10200,54)
3 1100.000
You cannot change the quantity to be less than the quantity that has already been received and accepted. Calculate
0.on 4
1100.000 USD

Burchasing kit Catalog ltern Search Line: A Te: G Retrieve

Customize | Find | *

Details

% =hip To/Due Date  tem Information § Attributes
ine tem Description PO Oty ‘UOM Category  Price Amount S

1R wirlting Suplies 5, SRR =~ (05600 |2 10.00000 1,100,000 A

Yiew Printable Yersion 'Go to: More A

& save ‘ S\ Return to Search | [E]Notity | 7 Refresh
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QUESTION 29: When does the 60 days in report
manager begin?

ANSWER 29:

Most reports are stored for 60 days in the Report repository (Report
Manager). The 60 days begin from the date that the report is
created. This date is usually the run control date.

If you look at the Report Manager you will see various reports that are
run under your own USERID. The storing of the reports is based on the
UserID who ran the report. Adjust the Last: 60 Days (field can be
adjusted to narrow your day options) and then Click on Refresh push
button to update the reports list for readability.

If you wish to save the report beyond the 60 day limitation, you may
locate the date and report ID and save to your own directory path.

Add to Favorites
[ ePracurement A Mew Window | Help | Custormize Page | & 2
[» Bourcing
[> Grants = v e T
\[ ), )
MG £ st Y Bwplorer ) Administration |} Archives |
[> Project Costing
[ Proposal Managerent ey
[> Maintenance Management Folder: v|  stance: to:| Refresh k_
> Staffing = - 1L — =
[ Trawvel and Expenses Name: Created On: | E Last: | 60| | Days w
&> Billing _ _
[> Accounts Receivahle Customize | Find I 5 & 133
[> Accounts Payahle "
i Completion Repaort Process
Report Description fi =
> BOR Menus Report Report Description Folder Hamme DateTime D lstance
[ Azset Management —DSJZMDE —
[ IT Asset Management 84 AdPI1000 RUMN PHYSICAL INVEMTORY General 3 4BEM 3572 5138
[> Banking
[ Cash Management 032408
85 FS ETREAMLMN OMN-DEMAMD PROCESS General 3871 5137
[ Commitment Contral 341PM
[> General Ledger 03i24/08
e 86 AMPI1000 RUN PHYSICAL INVENTORY General S 3570 5136
I Set Up Financials/Supply 03524008
Chain 87 A AMAEDIST  ACCOUNTING ENTRY CREATION.  General 3 3565 8131
11:09AM
[ Batkground Processes
b warklist 88 AMDPCALC GALCULATE DEPRECIATION General Do 3564 5130
[ Application Diagnostics 11:0BAM
Lo LGN ANAG0, 89 AM DEPR CALC CALCULATE DEFRECIATION General 0324108 1563 5129
~ Reporting Tools 11:06AM
[ Query 03iz4/08
b PSinvision 90 AM AMAEDIST ~ ACCOUNTING ENTRY CREATION. General A e 3561 5127
— Report Manager 03iza08
b PeapleTaols 91 AMDPCALC CALCULATE DEPRECIATION General i 3560 5126
— Change by Passward DB;ZMDE
— My Personalizations 92 A DEPR CALC CALCULATE DEPRECIATION General 3559 5126
My Systern Profile 1l:san
— My sysiem Frofie
— Wy Dictiohary - 93 AM AMAEDIST  ACCOUNTING ENTRY CREATION.  General 03i24108 9:54AM 3557 5123 3
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QUESTION 30: What NIGP code prints on asset POs?

ANSWER 30:

The NIGP code that prints on the asset POs are based on the Category Code selected for
the procurement line on the requisition or purchase order transactions. For example, if
Category Code 88011 for Audio Visual Equipment are entered into a requisition or
purchase order, the Dispatched PO will print the NIGP Code as 88011.

In our example below, the Category Code 20400 is for COMPUTER HARDWARE AND
PERIPHER and is included in the Purchase Order dispatched to the vendor.

Purchase Order

Georgia College & State Univer Dispatch via Print
2500 Daniells Bridge Road Purchase Order Date Revision Page
Athens GA 30601 1£000-5NH_R39223 04/17/2008 1
United States Phone: Payment Terms  Freight Terms Ship Via
Tue Now FOB - Shipping Vendor Def
Buyer Phone Currency
Blake Simpacn ush
Vendor: 0000010647 Ship To: Central Receiving
New England Business Services 320 North Wayne Street
Milledgeville GA 31061
500 Main Street United States Phone:  478-445-5063
Groton MA 01471-0004
Bill To: United States Phone:
Tax Exempt? Y Tax Exempt ID:  N/A — | PO Type: GEN

ine-Sch Profile_ID Item/Description NIGP Quantity UOM PO Price Extended Amt Due Date
-1 Remedy Task 39222 Budget Checkijng 20400 1.00 EA 1,000.0000 1,000.00 04/17/2008

Buns 2X tested after PSoft fix

Schedule Total 1,000.00
Item Total 1,000.00

PURCHASE ORDER NUMBER MUST BE ON SHIPPING LABEL AND PACKING MATERIALS .
Deliveries accepted Menday-Friday 8:30-11:30 and 1:00-4:30

Total PO Amount
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USER ACCEPTANCE TESTING
Purchasing and eProcurement FAQs

\/

QUESTION 31: What location gets interfaced on assets
and can it be changed?

ANSWER 31:

In our example below using the ‘Pre-Interface AM table’, the Location
of MAIN is the Location noted on the PO ID. If the Location is known
at the time of ordering the Asset, the Location can be updated on the
PO (see page shot below). Prior to Loading this record, the Location
can be changed for the Asset record. Once the asset is created, a
transfer within the asset module will be necessary.

~ Purchase Orders
> Stape/Source Requests
> Acknowledgements
> Manage Change Orders Maintain Purchase Order
> Reconcile POS R N N
I Review PO Information Distributions for Schedule 1
I Reports
> Budget Year End
Processing Unit: 39000 Vendor: EQUPWHSE-001
_AP—‘Q—“U date BRress PO ID: AMPO-2 ftem:
B

B

Mew Window | Help | Customize Page | B, #

Audio Wisual Equipment

— AddfUpdate FOs Line: 1

~ Aporove Amounts Sched: 1 Status: Active
— Approve ChartFields
—Resewe PO IDs

— Maintain Distributions
— Dispatch POs Merchandise Amt: 5000.00 USD

— Verify Docurnent . I:|Q .
Taolerance SpeedChart: hulti-SpeedCharts Doc. Base Amount: 4000.00 UsD

— Budget Check

— Entry Event Request . - -
— Create Backorders Charttields Details Tax Asset Information Req Detail Statuzes

‘Distribute by: Schedule Gty: 1.0000

Distribution Custornize | Find | view ) | B8 First [ 4 o 4 [ Last
i —

Staltistics

gl "~ Dist Status Percent Base Amt Ea
Code

se
— Effective Dated UOM PO Currency

DR% 1 0pen  [100.0 5000.00 USD currency 4 |IE =

[ Return To Vendaor
[ Procurement Cards
[> Analyze Procurement
> eProcurement
> Sourcing
[ Grants
> Program Management OK Cancel Refresh
[> Project Costing
> Proposal Management v

Currency !Location IN Unit

Consigned Peq Status
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ANSWER 31: (Continue)

(B

= SendiRecelve Information |4 Prenterface ID: 300007 Line: 1

[ Load Transactions Asset Information
> Load Interface

[ Impart Data via - o DateTime:
Spreadsheet Business Unit: 33000
I Approve Financial Asset ID: MEXT Load Status:
Informatian PO Unit: 38000 Interface ID: 3UDUUDU5| Line: | |
[» Approve Physical ) N
\nformation POLine: AMPO-2 1 Sched: 1 Systemn Source: FO Online
[ Approve _Lease BU Recv: 39000 Trans Date: 01r26/2008
Informatian Receiverln:  AMREC-2 1 ShipSew 1 Accounting Date: 0172512008
AP Unit: Cost: 5,000.00
— Retrieve Info frarm APP D VoucheriLn: Dist: Base Cost: 5,000.00
[> Taxes Vendor ID: LIATPO-3 Quantity: 1.0000
[> Service and Maintenance Involce: i
I Physical Inventary e Sales Tax:
[ Mass Change Invoice Date: Base Sales Tax Amount:

— Search for an Asset Taqg: AMASSETAS )
— Print an Asset N Use Tax:
- Assel Definilions Center Serial ID: 008431011Y Base Use Tax Amount:

[ IT Asset Management Descr: |Audi0 Visual Eguipment Freight:

[> Banking
[ Cash Management en: I:I Base Freight Amou

Misc Charge Amount:

[> Financial Gateway : | |
I Commitment Gontrol el !
I General Ledger Model: | | Base Misc. Amount:
(Qalocetis . - | | VAT Amount:
[> SCM Integrations (X
[ Set Up Financial=Supply EmpliD: Total VAT Base Amount:
Chain . . .
[» Enterprise Components CAP #: l:IQ Merchandise p‘"_“'
[» Background Processes Location: MAIN Base Merchandise Amount:
1> Worklist ocation: Currency: usD
> o DlEesizs vl ProfilelD:  AvnAYR [ — e v
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QUESTION 32: How do you add multiple addresses
when adding a vendor? Is there a limit to how many you
can add?

ANSWER 32:
orACLE & ®

< AddiUpdate Mew Window | Help | Custamize Page | B, 4
= “endor

— Beview Vendors | Bummary | Identifing Infarmation | Address Y Contacts | Location | Custom |

— Wendor User

— Lefine Yendo Usar Setip; 38000 Vendar Address Search

[» Maintain

I Apprave Vendor; 0000011152  Short Vendor Name:  NEWBERRY-001  Mame:  Newherry Publishing

[> 1 098iGlobal Withhalding
[> Galifornia EDD

Fiit EJ cta B Last

'endor Address

[ Central Contractor
Registry Address ID: 1 :I
I» Purchasin [ ]
: Description; | MAIN

[> eProcurement

[ Sourcing
[> Grants N ——
[> Program Management Effective Date: | 11/04i2001 I ®[=
[ Project Costing . P B
[> Proposal Management Status: | Active 1|
g g‘g%f;ame Management Country: USA'Q United States
b Travel and Expenses Address 1: | DiBvA Buyers Guide
> Billing —_—
&> Accounts Receivable Adilress 2: |Middle Ga Mewspaper
I ts Payahl T —
CBORMenus Address 3 [1553 watson Bl
[> Asset Management City: [\arner Roking
[ IT Asset Management . = g
[> Banking County: Postal: 31093
I Cash Management r 7 -
I Commitment Gontral State: |GA |& Georgla
[» General Ledger — -
5 Allocations Fmaltn:
[» Set Up Financials/Supply 7
Chain - v
[ Backaround Processes B #

Using the Vendor Address page (tab) above as an example, you can
insert additional addresses simply by using the plus (+) sign on the far
right of the page at the Address ID level (not at the Details/ Effective
Date level). As you insert additional addresses the Address ID will
increment by 1. Make your Descriptions specific enough that any user
selecting a vendor address will know which to select. Notice that the
total number of addresses this vendor has currently is 4.

Currently, there is no limit to the number of addresses (or locations)
that can be added. Suffice it to say that 99 addresses would be more
than necessary. However, a manageable number of addresses should
be considered only for ease of selection and use by the users.
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QUESTION 33: What about the PO’s electronic
signature?

ANSWER 33:

Currently, PeopleSoft Purchasing application will only support one
electronic signature to the Purchase Order form. A single signature
can be digitized and placed in a secured directory path with limited
access for updating or maintenance as needed. Once, the signature is
into a directory, the Business Unit Definition and configuration must be
updated to accept the placement of this <digitized> signature onto the
PO.

Although there has been some discussion of multiple signatures being
digitized and stored on a secured path, a series of extenuating
circumstances must be fully analyzed prior to developing this
customization. At a minimum, incorporating additional signatures will
require customization of the POPO0O05.sqr program. More complex
issues will need to be explored fully; some are as follows: how will
schools digitize the signatures, who will validate the signatures, who
will notify and be notified of the changes required to add or remove
signatures, etc.,. Additionally, maintenance and security issues
surrounding storage of the signatures and their placement into the PO
require more in-depth scrutiny for effective and responsible use of this
feature.

Also, See Question 24 — Multiple signatures on PO
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QUESTION 34: Are Requisition signatures being
included?

ANSWER 34:

There are no plans at this time to create electronic signatures on a
Requisition. It has been determined by the Accounting Institutional
Committee that workflow approvals are as relevant as actual
signatures.
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QUESTION 34: How can one print multiple requisitions?

ANSWER 34:

The Print Requisitions link in the Requisition Report menu option
(Purchasing> Requisitions> Reports=>Print Requisition) is available.
Report parameters would be used to select specific requests.

For example, if you wish to print a single Requisition, put the
Requisition ID into the appropriate field. Use the From Date/Through
Date to print multiple requisitions for any requester during the
specified period of time. Use the Requester field along with the date
parameters to print requisitions for a specific requester. Note that
Statuses to Include are also available for selection criteria as well as
any requisitions that are on Hold or not.

s Mew Window | Help | Customize Page | |5,

— Print Requisition
- POIRequisition Hret f—\Re(|l|isi(i0|| Print

- Reauisition Template
— Req and PO Budgetary
Activity
— Add/Update Reguisitions Language: | English ~| (@ Specified O Recipient's
— Approve Amounts
— Apprave CharFields
— Stage For | oading ; :
— Load Requisiions Business Unit: 38000 |C
— Update Direct Shipments o : N . = Approved
~ Budnet Check Requisition ID: | SN Select Al
— Entry Event Request r i [l canceled
— Purge Load Reguests From Date: :D1J‘D‘H2DD? .!-Z-Q [#] completed

run |

Run Control ID: REFORT Feport Manager Process Monitor

— Approval Workflow ) T e o
ate: [ pen
CRaoo o e Through Date: 03/3172008 E I '
I Pracurement Contracts Requester: [EMFLZ ¥[Pending
[ Vendar Rebates ;
b Purchase Orders : i
[> Receipts MOT On Hold w |
[» Return To Y¥endor
b Procurement Cards

[» Analyze Procurement
[ eProcurement
[> Sourcing
[ Grants

_Dfro_gra_njmgnagemem Save| .Q\RaturntoSearch| fEIPreviousinLis‘t‘ E | Noﬂfy| [E 2kt
Navigation: Purchasing> Requisitions> Reports=>Print
Requisition
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QUESTION 35: Will item IDs be used?

ANSWER 35:

The OIIT delivered MODEL configuration will NOT use Items IDs.
Instead, the Category ID based on the NIGP code is being used. All
ePro Requisitions are considered special items using a free form text
and the Category ID.

46



USER ACCEPTANCE TESTING
Purchasing and eProcurement FAQs

QUESTION 36: Will category drive buyer that a
requisition goes to?

ANSWER 36:

Not necessarily, but you can establish a primary buyer to a category if
this is being serviced in this manner. This currently is not being
delivered in the MODEL configuration. Instead, to allow for flexibility,
we have assumed that several alternatives would be used as a
business process for selecting Requisitions for sourcing. If an
institution anticipates certain categories to be assigned to a specific
buyer this information must be indicated on the Category Code.

For example, if the Requester knows who the buyer is that will process
their requisitions then they can put their Buyer ID into the appropriate
field on their Requisitions. If the Buyer field is blank on the
Requisition, then the Purchasing department should have a process in
place to identify either by vendor, department, project or some specific
criteria to identify requests for purchasing and sourcing them into POs.
If there are specific questions surrounding this please contact the Help
Desk for additional information.
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QUESTION 37: Why would a “Ship To” be blank when

expediting a requisition?

ANSWER 37:

Usually, the Requisition will identify the Ship To location the requester

wishes the purchased items to be delivered. Generally, it is the
Requester’s setup that can create default values for the requisition.
none is specified on the Requester’s Setup then the User’s Preferences

If

can be used. However, if one is not input onto the requisition the PO

can be created with the ‘Ship To’ populated with the Buyer’s Ship To
location during PO creation. The PO can be created through many
sources including the Copying from a Contract, Purchase Order or

Requisition and using the ePro Requisition Expediter. Of course, once
a PO is created this ship to location can be changed as well.

equester Setup
quester: L1 Johr Parker "Status: | A5tve i
|shipTo Seti: 36000 |, ShipTo:  |RECEMMG |Q | Dluse only Assigned Catalogs
i i [Jconsolidate with other Reqs O Open
Location Set ID: 36000 |Gy Location: WAL Q Price Can Be Changed on Order ®Pending
PO Origin SetlD: 36000 |G, Origin: oML Q [CDefaults Inventory BU
Currency: USD |20 Dallar
Phone: Fax:
GL Unit Account Fund Dept Program Class Project Bud Ref
Q Q Q Q Q Q Q Q
Catalog Information Customize | Find | view &0l | B8 First (44 r 1 [ Last
Default ‘SetlD ‘Cataloq ID Description
36000 | |MIGP_TREE Q, NIGFP CODE TREE =
Bl save | ELReturn to Search | [=] matity | [Er 2l |

Default for Ship To is RECEVING for Requester = EMPL1 (John Parker)
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< { Buyer Setup {_ Daghboard |

Buyer: EMPL3 Blake Simpson
Department Setip: |36000 |C  pepartment: Q. ‘Status: |Active i
ShipTo SetiD: 36000 |4 Ship To; RECENMING |4 |
Location SetID:  |38000 |QU  pocation:  [MAIN Q © Open
& Pending ApprovaliApproved
PO Origin Setin: 38000 |QL Origin: oML aQ
Phone:
Fax:
Bl save | LU Return to Search | [=] motity | BTN | |

Biyer Setup | Dashboard

Default for Ship To is RECEVING for Buyer = EMPL3 (Blake Simpson)

{ UserPreferences ) Procurement Y

User: EmMPL1 John Parker
Location: MAIN S Main campus

Origin: OML |2 Online entry

Department: Q

Ship To Location: |RECEMING QU cantral Receiving

Requester: EMPL1 ), John Parker
Buyer: EMFL3 ), Blake Simpson

Contract Frocess  Rebate Authorizations Reguest for @uote Process Fayables Online Wouchering Receiver Setup

Eequisition Authorizations Purchase Order Authorizations Yendor Processing Autharity  Doc Tolerance Autharizations

Bl save | ELReturn to Search ‘ [=] Matify | ) Refresh ‘

Jser Preferences | Frocurement
Default Value from the User’s Preference for EMPL1 where the Ship To
Location = RECEIVING
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QUESTION 38: Where do you establish/see payment
terms on PO?

ANSWER 38:

When a PO is created, the vendor selected has default values including
address, incorporated into the PO.
Menu &

-~ Furchasing | Maintain Purchase Order b
[» Requisitions
[» Request for Quotes Purchase Order
I Procurement Contracts . . A X
&> endor Rebates Unit: 39000 PO Status: Dispatched
= Purchase Orders PO ID: SNH_SHIPTO Budget Status: valid

[» StageiSource Requests .
b Acknowledgemments Change Order: 1

> Manage Change Orders Copy From: [CIHeld From Further Processing
[> Recancile POs -

I Review PO Information

[ Reports 'PO Date: 0451672008 El
[» Budget Year End

Doc Tol Status: valid

Processing Vendor Backorder Status: Mane Create BackOrder
- ﬁ%ﬁlugdale Express “Vendor ID: l:l Receipt Status: Mot Recud
s

‘Buyer: l:l Support Administrator ‘Dispatch Method: | Print w Dispatch |

— Apprave Amounts PO Reference: | |

Click on the Vendor Details hyperlink on the Header section of the PO
page. This will take you to the Vendor Details page which has the
Payment Terms defaulted from the selected vendor record.

ORACLE’
Meru &

Home

> Purchasing b Mew Windmw | Help | Custormize Page | 5, &
[» Requisitions
LM SR Maintain Purchase Order
> Procurement Contracts
I Vendor Rebates - o
g e Vendor Details -- Newberry Publishing
[> StageiSource Requests
I Acknowledgernents L . s 3
b Manags Change Ordars Unit: 39000 ) PO ID: SMNH_SHIPTO  Vendor:  NEWBERRY-001 Change Order: 1
[ Rec_onule FOs L ocation: MAIN ‘Q Wendar Infor L2}
I» Review PO Information P
> Reports ‘Address: 1 Show Address Detalls Tarr I | Due Immiediately

[ Budget Year End 1 f
Procagsing Coract: | ShowiGnniantibails Basis Dt Type: ml

— AddilUpdate Express <al
FOs

son: ‘Q Show Salesperson Details

— Approve Amounts
— Approve CharFields
— Reservs PO IDs S !
— Maintain Distributions ountry: usa United States |
— Dispaich POs . |DrBiA Buyers Guide
— Werlly Docurnent Addipssd; ;
Tolerance Address 2: |Middle Ga Newspaper |
— Budget Check
— Entry Event Request Address 3: 1553 iatson Bivd |
— Create Backorders =
il roval Worlkflow City: |Wiarmer Robins ‘
— Effective Dated UG PO |
Ubdlata County: [ —
I Receipts State: oA Q Geaorgia
[ Return To Yendor
I Procurement Cards QK J ] J Rafiash J
I Analyze Procurernent
[ eProcurement b

Prefix:

Fax:

Prefix:

Phone:

[31093 |

|€
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QUESTION 39: When we dispatch a PO, will email

notification be sent to the requester (one who creates an
ePro requisition)?

ANSWER 39:

No, instead, the Requester will be able to navigate to Manage
Requisitions menu option to view their Requisition status. Click the
Expand triangle icon to view the lifespan and line item on the
requisition.

In the example below, Requisition ID = 0000300035 has had a
Purchase Order Dispatched, Goods have been Received and an Invoice
has been processed. Payment remains outstanding. Furthermore,
clicking onto any of the links such as Approvals to review who
approved the requisition, Purchase Order link will open another
window to view the purchase in inquiry mode.

[ Vendars e Manage Requisitions =
I Purchaging =
I~ eProcurerment To Ioeate requisitions, editthe critetia below and click the Search button

[> Buyer Center 4 = Einnn I L T

_ Create Requisition Business Unit: i_39000 :Q Requisition Name: | _ ] |

ns Requisition ID; | 1=} Request Status: Allhut Complete v | Budget Status: | ~

— Approve Reguisiions ) e : r =

— Receive ltems Date From: Sl “ia Date To: :_03959005 ‘@ . i

— Procurement Card Center Requester: EEMF’L1 e Entered By: [ o rom: T iQ

— Reports

— Administer Procurerment
— My Profile Search Clear

— Detail JohcodeiRole

_ %mr o To wiew the lifespan and line items for a requisition, click the Expand friangle icon: I
Defaults To edit or perform another action on a reguisition, make & selection from the Action dropdown list and click Go
[» Sourcing Reqg D Requisition MName BuU Date Status Budget Total
E Sﬁﬁgﬁim Management @w RATCS3M1 39000 03252008 Receiwed  valid 150.00UgD| <SelectAction. v |Go
[ Project Costing Requester:  John Parker Entered By:  John Parker Priority: Medium

I Proposal Management

[> Maintenance Management
[» Staffing

[ Travel and Expenses

[> Billing

[ Accounts Receivable

Request Lifespan:

B

7 d
Change
Reqguest

Purchaze
Orders

Receiving
[* Accounts Payable

[ BOR Menus
I Asset Management

BT AcoRiMoraaA D Line  Description Status  Price Curr Oty UOM  Vendor

&> Banking 1 Conference Supplies Received 100.000 USD 1.0000 BOX Conference-R-US

[ Cash Management 2 Additional lterm Received 50,000 USD 1.0000 BOX Conference-R-US

> Commitment Control — o
DGEnET’aILEdgEl’ = R — ————————  eemea [eppp———— - oo L emalnat fobice wal 2

51



USER ACCEPTANCE TESTING
Purchasing and eProcurement FAQs

Note: Only when the ePro Requisition is approved will the requester
be notified by email or via the worklist of their requisition having been
approved. As well, the worklist will identify specific ePro Requisitions
that have been approved,_To remove the notification from the
worklist, simply push the|Mark Worked push button|to clean up your

worklist.
ORACLE’

EQ
Mew Windmw | Help | Customize Page | 15,

Worklist for EMPL1: John Parker

Dietail Wiew Work List Fillers:|

Customnize | Fiod |

‘Worked By Activity Priority Link

From Date From Work tem

" TAADRrOvEL
Glen Davis 024142008 ;Li’;ij;y”” Appraval Workdow 'ZFE;WEL AUTH ID:0000300020 Markwiorked | |
. . Transaction CAADpraval
Diane WWatkins 02i1452008 S— Approval Workflow A ForETTe = PP PP PPN X |
Transaction Bequisition,
Paul Blevins 03i25/2008 Approval Workflow _v BUSINESS UMIT:39000 Ml ark Wyarked
e _REQ 00000300035, 794 |
Transaction Requisition,
Faul Blevins 035272008 Approval Workflowe _v BUSINESS URIT:39000 Mark Warked
Approved _HEQ ID.0000300034, 574 |
.. . . , .
This is the notification on Requester’s worklist
iy Home || Inbox 376 messages x Mohile | Options ™ | Help ™
il Delste jﬁ Reply = E‘-{r\' Forward [% Spam | 08 Move~ O3 Prink  More Ackions = View =
] Subject Date - LR o
| ywahioo, o Requisition ID 000 5 255 Uni Mon, 619 8 ZKE # -+
(| FTSTOZ@yahoo.com approval is Requested for Requisition ID' Mon, 6/9/08 6:41 PM KB & —_—
(| FTSTOZ@yahoo.com Requisition ID "0000300050" Business Uni Mon, 6908 9:52 AM KB &
[l FT3TOZ@yahoo,com approval is Requested For Requisition ID' Fri, 6/6/08 3:30 PM ZKE &
O FTSTOZ@vyshoo, com approval is Requested for Requisition ID ' Fri, 6/6/05 §:57 AM ZKE &
O FTSTOZ@yshoo,com approval is Requested for Requisition ID' Fri, 6/6/08 §:54 AM KB &
(| FTSTOZ@yahoo.com approval is Requested for Requisition ID' Fri, 6/6/08 8:49 AM KB &
(| FTSTOZi@yahoo. com Approval is Requested For Requisition ID ' Fri, 6/6/08 8:46 aM KB & -

Requisition ID "0000300055" Business Unit "Georgia College & State Univer™ H... Compact Header = | Full Message Yiew
O "FTSTO2@yahoo.com™ <FTST0Z2@yahoo.com> T add  To: FTSTO2@yahoo.com

The following requisition has been "Approved”.

Requester: EMPL1
Business Unit: Georgia College & State Univer
Requisition [D: 0000300055

Requisition Mame:  SNH_TCEREQD3
Date: 2008-05-09

You can navigate directly to the approval page for mare information by clicking the link below.

https:/idvts-
f= dev gafirst. usg. edu/psp/FTSTOZ/EMPLOYEE/ERP /P WAIN_MEMNU PY REC APPROMWAL GELY?

Mode=ULBUSINESS_LIMIT=36000&8REQ_|ID=0000300055
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ﬁ |
-

Email notification will be sent to the Requester when the Requisition
has been approved.
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QUESTION 40: Can you partially receive a PO line?

ANSWER 40:

Yes, you can partially receive any PO line. This functionality will allow
each shipment or receiving to be processed by a PO Voucher as
invoices are received.

Additionally, if matching is incorporated, applied rules will keep track
of the total receipts and invoices being processed against the
associated purchase order. This three-way matching rule set will
trigger exceptions if the total receipts against total purchase order
quantity or amounts do not match the PO Voucher line quantity or
amounts created. Only when match exceptions are cleared will the PO
Voucher move to create its payment(s).

Additionally see Question 28 above.
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QUESTION 41: Can you “un-receive” aline item?

ANSWER 41:

You cannot officially ‘un-receive’ a line item. But you can delete a
receiver, which will make the PO line(s) available for receiving as
necessary. The caveat here is that you must delete the receiver
prior to a PO voucher being created and further processing
transactions occur (payments).
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QUESTION 42: How will PO’s be upgraded?

ANSWER 42:

Any 7.5 PO or other procurement transactions WILL NOT be
upgraded. Instead, as a part of cut over from 7.5 to 8.9, all
Procurement transactions (Requisitions, Purchase Orders, Receivers)
and any related Vouchers or Asset transactions tied to procurement
transactions will need to be closed, finalized, paid, etc. In other
words, ALL procurement and related transactions should be processed
prior to go live or risk closure at cut over. Closing all procurement
transactions will allow any encumbrances and any committed funds in
the budget to be closed and cleared out prior to the new system go
live. This will provide a ‘clean slate’ to begin 8.9 transactions and
remove old issues that continue to remain in 7.5.

When institutions receive their 8.9 upgraded databases, they will be
able to view their 7.5 data through special created BOR tables. Users
will be provided query access to ALL 7.5 procurement transactions into
the BOR tables that mirror many of the existing procurement tables
(PO_HDR, PO_LINE, REQ_HDR, RECV_HDR, etc.,). These tables will
be used for many purposes, one of which is to review procurement
transactions that were ‘in-process’ and closed without issuance of
payments, etc. The other purpose is to produce necessary reporting
information relative to programs, grants, etc.

Furthermore, when your 8.9 database becomes available, any 7.5
outstanding amounts will require new POs to be created for only the
‘outstanding’ amounts needed for processing. This means, that if a
PO’s original amount was $10,000.00 and receivers and vouchers paid
all but $1,000.00 at cut over, you will establish a new PO in 8.9 for the
$1,000.00 amount only (if still applicable).

Additionally, the new 8.9 Purchase Order Numbering Schema will need
to be marked with ‘UPG’ to denote upgraded PO and the 7.5 PO_ID
that needs to be processed. For example, if at cut over the 7.5 PO ID
= 0000016557, the new 8.9 PO ID becomes (or translates to)
UPG16557. It is recommended that the PO Reference field, Comment
fields, etc. be used to annotate that the PO is a cross over from the
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7.5 database to the 8.9 upgrade. All other new Procurement
transactions in 8.9 will be auto numbered as usual.
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QUESTION 43: Arethere any additional IT purchase
requirements with the upgrade?

ANSWER 43:

There is a current document on the GeorgiaFirst website
(http://www.usqg.edu/gafirst/fin/project/v8/news/ ) that explains all of
the necessary desktop configurations and equipment needs for
compatibility with the 8.9 databases. This information has been
available for sometime. However, if your institution has yet to
examine the required needs, we encourage you to do so immediately.
This will allow for adequate lead times for any needed purchases and
setup configuration prior to go live.
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QUESTION 44: Why did the warning come up on
Account 843100 when we saved the AVO5YR PO?

ANSWER 44:

This question was a result of activities performed during UAT for the Creation of Asset
POs. In our example of the Asset PO, we entered account number 843100 on our PO
distribution line. Additionally, we entered a Category code that mirrored the Asset
Profile ID for Audio/ Visual Equipment (AV05YR) on the Asset Information (tab).

Maintain Purchase QOrder

Distributions for Schedule 1

Unit: 36000 Vendor: EQUIPYWHSE-D02
POID: 0000300039 em: Audio Visual Equipment
Line: 1
Sched: 1 Status: Aetive
‘Distribute by: Quantity Schedule Qty: 1.0000
Merchandise Amt: 5000.000 UsD

SpeedChart: Q Multi-SpeedCharts Doc. Base Amount: 5000.000 USD

Custornize | Find | Vie:

Currency “GL Unij

Dist Status Percent PO Oty  Amount ‘Account § Fund Dept Program Class Project Bud Ref Budg
1 Open |100.0 1.0000 36000 343100 |Cf |[10000 |, |UATDPTY O, [16300 |2 11000 |G Q2008 06/11

Chartfields | DetailsTax | Asset Information 4§ ReqDetal §  Statuses
Dist Status Percent AM Unit Profile ID CAP = Sequence Tag Number
1 Open (10000 |36000 |2 |AV05YR &} &' ')

Furthermore, the Accounting Entry Template (AET) for Asset Category
(ITEQP) expected the account number 843300 instead per the Contra
Asset Account (see page shot below).
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[ Accounting Entry Template

SetlD: SEO00
Asset Category: ITECGF IT Equipment Purchases
Transaction Type: ADD Asset Addition
Transaction Code:
Account Entry Template ID: DEFALLT Default
*Journal Template: ADD T, asset Additions o
P
Budget Journal Template ID: Q
Accounting Entries
*Account DR/CR
Accumulated Depr 165900 |y Credit
I [Contra Asset 543300 [ | Credit
Depr Expensa 80100 |y Dehit
Fixed Asset 165000 | Sy Detbit
Trade In 21100 |Cy Credit

However, because our account number entered on the purchase order
was 843100, a warning message appeared prior to the saving of the
purchase order. This warning message is to let you know that the
account number that was entered on the distribution line (843100)
does not match the account number the profile expects from the AET
(843300). The message is a ‘warning’ which allows the user to
continue to save the Asset PO with the account number they wish.
The user may cancel if they wish to make an adjustment to the
account number prior to saving the PO.

This is why we passed the warning and continued to save the PO
(Asset) for further processing.
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QUESTION 45: Receipt delivery RPT — need follow-up.

ANSWER 45:

During UAT, the Receipt Delivery Report was being run. This was due
to the REN (Remote Entry Notification) Server being down and unable
to produce the report. However, we were able to run this report
through an alternate navigation and shortly after via the Process
Monitor or Report Manager, we were able to view this report. Below is
a sample of the output for Receiver ID = RECVPO2 when report is
executed.

Repart ID: POVEIM Pacpiadaft Purahasing Pags No. 1
Uksr id: SHUMPHREY RECEIPT DELIVERY DETAIL REPORT Run Date 42008
Run Condrol:  RECV-DLY-SHUMPHREY Rum Time 104757 AN
Looation  MAIN Maln Campus Rsuslving EU 35000 Razatver I RECVRCZ
Address PO Box 8128 Vendor UATRO-1 Conterence-R-US
Stalesbary GA 30460 Reoaipt Data 13142008
Fiooeipt 3iatus Recelad
BlIl of Lading
Phane
Eullding Flaor
Attention Maln Campus
RAsovLn Ham 12 Fiam Desaription uom Dua Dais FOBU Purhacs Orger
Addtiznal supplles for Conference EA 1131108 3000 POCHGH
Dlstcceptes gty 100.00 Dellvery OE Delhversd To: ertal 4 Tag humber:

Navigation: Purchasing> Receipts> Reports> Receipt Delivery>
Alternate Navigation: Purchasing> Receipts> Add/Update Receipts>
Select Receiver ID> on the Receiver at bottom of page, push the Print
Delivery Report pushbutton.
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QUESTION 46: When and where do you indicate 3-way

match for

an asset?

ANSWER 46:

There are a couple of places that 3-way matching can be designated
on any purchase order. The best place for a 3-way designation would
be on the category code or asset profile in advance of creating an
Asset PO. This way each time you create a PO using category code or
the asset profile, the matching designation will be incorporated into
the PO. Typically, category codes can be identified as asset or non

asset.

ORACLE’

= Define Controls
— Brand Mames
— Charge Codes
— Dernand Priatity Farmily
— Grades
— Hazard/Disposal Codes
— ltern Aftributes Group
— Iterm G B3
— Item Default Yalues
— ltem Families
— Item Farnily Routing
— ltem Groups
— ltern Group Routing
— ltern Murnber Contral
— ltem Templates
— ltem Tynes
— Manufacturers
— MSDE Identifiers
— Packing Codes
— Potency Codes
— Replenishment Classes
— Stock Types
— Universal [tern ID Types
— Utilization Types
— Utilization Groups
[> Define Items and
Aftributes
[> Review ltern Information
> Reports
[> Vendars
[ Purchasing
[ eProcurement
[> Sourcing
[» Grants
> Pranram Mananamant

*| (Categar Definion_y Category Definfion 2 e
Setll: 20000 CategoryID: 05329  Coder 23011
Expand All Collapse All

item Category Detail Eind

First E 1 of 1 E Last

| Mg Al

Effective Date: 0140111800 Status: Artive =
i G
Tolerance Over Tolerance Under
Unit Price Tolerance: [ 500.00000] [ sno.onno|
% Unit Price Tolerance: _1 i UU _‘WDUU
Ext Price Tolerance: | 500 _ 500.0 D_DDD‘
% Ext Price Tolerance: | 10,00 | 1000
= i —
| e | [Jinspection Required
‘Receiving Required |Required (v
[CIReject Oty Over Tolerance Inspect ID:
Oty Rewvd Tolerance %: [ 1] DD. ‘Inspection UOM:
‘Partial Gty [Resn |
Early Ship Rjct Days: 30
b
=
[

This is at the‘.setup hierarchy level. Below is another page shoot that .
shows the actual purchasing transaction level that shows Full Match
based on the Category ID
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ORACLE’
Menw 8

= Purchase Orders

I StagerSource Requests

[ Acknowledgements

> Manage Change Orders

I Reconcile POg

[> Review PO Infarmation

[» Reports

[» Budget Year End
Frocessing

— Addipdate Express
FQ

— Approve Amounts
— Apprave CharFields

|
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Maintain Purchase Order

New Window | Help | Customize Page | B

- Reserve PO IDs

— haintain Distributions

— Dispatch POs

— Werify Document
Tolerance

— Budnet Check

— Entry Event Reguest

— Create Backorders

— Approval Workflow

— Effective Dated UG PO

[ Receipts

> Return To ¥endor

b Procurement Cards

[ Analyze Procurement

[ ePracurement

[» Sourcing

I Grants

[ Program Management

[» Project Costing

[ Pronosal Manacement

Schedules
Unit: 38000 Vendor: EQUPWHSE-001
PO ID: AMPO-2 PO Date: 015252008
PO Status: Dispatched
= |[Beturn to Main Page
Line: 1 tem: Audio Yisual Equipment PO Oty:  1.0000 EA  Amount: 5000.00 UsD
Statuses i Shipmerit " Matel 1] e Receiving Ereight
3 Price Price Price Ext Price Ext Py
Sched Due Date Ship To Match Status ~ *Matching Tolerance Tolerance Toliruiice Toleraiice: Toletmic Toler
Over Under o g
Over - Under
1 B oistro0s CENTREC Matched [FullMatch ~|[s00.0000 [so0.0000 | 1o0.00]|  1o.00]|s00.0000 [s00.
ERS
¢ Full Match
Add ShipTo Lomments
Add ShipTo Camments Mo Match

B Save | E\Returnto Search | 4] Previous in List | 4[] Next in List | [=] Notify | ) Refresh |

v(€

| =

Selecting Full Match ensures that the Matching process is required on

this voucher.
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QUESTION 47: What happens if you save an asset
receipt before entering tag and serial number? (if the
receipt box is checked)

ANSWER 47:

You should receive an error message for an asset receipt that a Serial
ID is required prior to saving the receipt. You can add this information
and save the receipt.

An example of a receipt created (below) on an Asset PO shows that
when you save the receipt with Tag Numbers but no Serial IDs, an

error message is received. However, you can save the receipt with
Serial IDs without Tag Numbers.

Receipt ID: ShH_GA1 fem: Test UAT QA #53 on taaiserial
Receipt Line: 1 Standard UOM: EA

MNext Asset 1D

Distribution Information Find |view sl First [ 4 of 1 [ Last

Distribution Line: 1 Capitalize:

Business Unit: CAP Sequence:

Profile ID: Employee ID:

CAP = Distributed Quantity: 15.0000

Cost Type: Merchandise Amt: 3750.000

Assign Tag lds 4 Microsoft Internet Explorer

Enter Starting Number:  |TAGO1

[} IMust enter a Valid Serial Id In the Asset Panel before Proceeding, Click OF and Enter a Valid Serial Id. {27000,2)
LY

Asset Information

i tore Details [FH

AW
Dist Seq Business Status Guantity Tag Number Serial ID Asset ID Asset Number Profile ID

Unit 1]
1 36000 Open  1.0000 TAGO MNEXT 53 COMPOSYR
2 36000 Open 1.0000 TAGOZ2 MEXT -;Eb COMPOSYR X
3 36000 Open  1.0000 TAGO3 MNEXT 53 COMPOSYR b4
4 36000 Open  1.0000 TAGO4 MNEXT & COMPOSYR X

Tag Number can be blank but the Serial IDs must be included prior to
saving the Receiver or the above error message is provided.

A similar question is also answered in Question 53.
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QUESTION 48: Where do you select SVP?

ANSWER 48:

SVP or Small Property Value is specified in the Asset Profile ID. On a
Purchase Order (and Requisition) this is located on the Line
Distribution page under the Asset Information tab.

Maintain Purchase Order

Distributions for Schedule 1

Unit: 36000 Vendor: DELLMARK-001
POID: SHH_GA1 ftem: Test UAT QA#53 on tag/serial on receivers Upon saving.
Line: 1
Sched: 1 Status: Active
‘Distribute by: Guantity v Schedule Oty: 15.0000
Merchandise Amt: 750,000 UsD
SpeedChart: Q Multi-SpeedCharts Doc. Base Amount: 3750.000 USD

Customize | Find | Wiew All | i

First E 14 af 1 E Last
Chartfields | DetailsTax ] | Asset Information ReqDetal | Statuses

Dist Status Percent AM U Profile ID CAP = Sequence Tag Number EmpliD Capitalize % Description
1 Open (1000 |36000 |Gy |SwP aQ aQ, a, Q O aQ, =

ks | Cancel | Refresh|

Profile ID = SVP for Small Value Property requires the total purchased
amount to be greater than $3,000.00 but less than $4,999.99.
Account number 743200 is also used based on the Accounting Entry
Template for Assets and the Category of SVP (Adds).
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QUESTION 49: What is the difference in the PO open
status between 7.5 and 8.9?

ANSWER 49:

There is no difference in the PO Statuses between 7.5 and 8.9 whether
the status is Open, Pending Approval, Approved, Dispatched, etc.,.

The PO Status is based on when POs are created by the user who is
generally classified as the Buyer. The Buyer’s defaults which are
established in the Buyer Setup page, determine what the PO status will
be when a purchase order is initially created/saved. An ‘Open’ status
requires approval by an authorized user prior to the approvals being
made for the Amounts or Chartfields.

Our recommended Default PO Status for buyer should be ‘Pending
Approval/Approved’ as this will set created POs to Pending and require
virtual approval through the Approval Amounts and Approval
Chartfields menu options based on approval rules established. (Note: if
the Buyer has authority to approve their own POs, based on the
approval rules, their POs are created as Approve).

| Set Up FinancialsiSupply (& Mew Window | Help | Customize Page | W5,
Chain
b Inslal\_ Buyer Setup Qashhnard_'\
[> Security 5
[ Upgrade
I Business Unit Related Blake Simpson
[ Commaon Definitions - : At F
= Product Related Department Setip; | 33000 | Status: | ACIVE
> Asset Management -
> Budgeting ShipTo SetiD: 38000 | Ship To: CE
[» Expenses O open
[ Grants Location Set ID: 39000 2 Location:  |MAIN = i
I Invertary e — @ Pending ApprovaliApproved
& Planning PO Origin Seti;: 39000 X Origin: onL
= Procurement Options
I* ChargesiCasts Phone:
[ Management ) T 1
[ Payrnents Fax: L |
FPurch:
= et B save =L Return to Search +[E] Previous in List +E] Mext in List | [=] Matify Eb 2Add t
~ Chande Reauest Buyer Setup | Dashboard

Itapying
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QUESTION 50: Is there a way to show the vendor name
on the BOR_PO_OPEN_AMOUNT_ALL query?

ANSWER 50:

Yes, this has now been completed. Some missing fields were updated
and are now available.

class=PEQRYTIILE' »BOE_PO_OPEN_AMWMOUNT ATL- Al Open Encumbrances

Downlgad results in . Excel SpreadSheet CSY TewtFile (239 kb)

QRYHYPERLIMN Tesn All 1-1000f 764 [3] Last

O o 2 o e
1 § 0000019703410/ 82005 0000010538 1 1 2|753100 100009970002 17620  |[11000 2006 15771.800 C 10i8r2005
2 0000006087 §02/01/2006 | 0000011143 1 3 1|753100 122505054000 25200 42100 2006 §170.000|C 020152006
3 § 0000005131406/ 472006 0000012263 1 1 2|843200 100001020050 14100 11000 2008 18524.100 C 061452006
4 §0000005584 406/ 472006 | 0000012265 1 1 2|843200 10000(1020050(14100 11000 2008 17951.670 | C 061452006
5 §0000000329406/2372006 0000012456 1 1 2|753100 500002040323 17200 |16000 2006 17424500 C 062312006
6 § 0000021457407 0/2006 0000012525 1 1 2|753100 10000 106701016700 11000 2007 12200 080952006
7 §0000006209807/25/2006 0000012727 1 1 2714100 20000 100215012100  |61000 2007 228 105.210 | C 07i25r2006
g § 0000010687 409/05/2006 | 0000012990 1 1 2714100 (500008030108 17630 16000 2007 140.000|C 09/05r2006
9 § 0000010687 §09/05/2006 | 0000012990 2 1 2715100 500008030107 17630 |16000 2007 1600.000 | C 09/05r2006
10§/ 0000014164 410/04/2006 | 0000013227 1 1 2|727141 10000 (101005011100 11000 2007 300.000|C 103052006
11 §|0000005559581 14302006 | 000001 3573 1 1 2753100 |50000 8030108 17630 16000 2007 2778.890 C 11/30/2006
12§/ 0000023379412 142006 | 0000013639 1 1 2|742111 10000 106410016500 11000 2007 1017310 C 01052007
13 §|0000006111 §01/25/2007 | 0000013872 1 1 1125035 |50000 0000000 2007 7900.000 C 01/25/2007
14 §0000023722402/07/2007 | 0000013971 1 1 2|753100 (500008030106 17630 16000 2007 22920.000 02i07r2007
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QUESTION 51: How will schools communicate
about support issues in UAT environment?

ANSWER 51:

This was already answered but for information, this can be found on
the GeorgiaFirst website. Navigation is: V8 Project Information:
User Acceptance Testing (UAT)>User Acceptance Testing (UAT)
Information and Registration (PDF). Any questions should be referred
to the PSFIN V8 Project Team at psfin_upgrade@usg.edu

v&/ PSFIN V8 Project

PaopleSclt Financials Version B.§
User Acceptance Testing (UAT)

The & Ws of TAT
ko Each =mstituticz may ssod raro super nsars par mzodula.

Fhar® UAT (User Accsptznce Testing) is the first cpportamity sack insttuton Ba2s to ses 2z
wpgraded warsion of its datebase. Duming UTAT, eack izsittution is sesponsible S testizg specific
basiness processes = thess pre-preduction copies of teedr data. Each sssstom, balow, will inclade
2 houss of oreotztion 2t the begizning of the allested time

Fihen F All mstiraticzs will be on site tn Arthens at the Offce of Information 2=d Instracticnal
Tachzology Trom Jzouary 28, 2008, to Febaoary 15, 2008,

FFierer OLIT, Arhems, Georgia. For directons, pleass ses the following URL:
Ettpeliorow.usg. edu'ost’'directicss. plies].

iy ® You 2me responsible for reviewizg and executing cors bOsiness processes = your own datz
as one of eur key preject milastomes.

Waak Session Date and T Eogistration
1 Budgset Prap Meomday, Fazmary 28, 1:00 — | Begister at
4:30, Treesday, Jap=ary 29, betp:/bpaat. eventhrite com
B:30 — 00
eProcuremss=t and Wednesday through Friday, Bagister at
Puarckazing Tanuary 30 — February 1 hetp:!/pomat. eventhrite com
B:30 — ¥:00 dailv
2 Accounts Payeble and | Mexoday througk Friday, Baagister at
Expszses Fabrzary 4 — February 2 bt apuassventboite com
B:30 — ¥:00 dailv
3 Aszet Mapagememt Monday, February 11, Baagister at
B-30 — 3:00 betp:annat evenrbrite. coza
Zensral Ledger and Tuesday thremgh Friday, Baagistar at
Com=itman: Conmel Fabmzazy 12 — Fobauary 15, hetpoigluat swenthrits com
B:30 — 3:00 daily

CTolizs registration is avadable u=til January 20, 2006,

Egwiaed 01/22200F

Cardzect the FSFIN VE Project Team sl gulin_spgrade oy ol

P, .
Project webaite! [ e Niedpreies v el

68


http://www.usg.edu/gafirst/fin/project/v8/news/uat/psfinv8_uat.pdf
http://www.usg.edu/gafirst/fin/project/v8/news/uat/psfinv8_uat.pdf
mailto:psfin_upgrade@usg.edu

USER ACCEPTANCE TESTING
Purchasing and eProcurement FAQs

QUESTION 52: Will the NIGP code print on PO’s for
assets?

ANSWER 52:
Yes, the NIGP code prints on any Purchase Order including the PO
Assets. See details on Question and Answer 30.

Purchase Order

Georgia College & State Univer Dispatch via Print
2500 Daniells Bridge Road Purchase Order Date Revision Page
Athens GA 30601 36000 -SNH_QRA1 06/16/2008 1
United States Phone: Payment Terms  Freight Terms Ship Via
Due Now FOB - Shipping Vendor Def
Buyer Phone Currency
Support Administrator ush
Vendor: 0000006517 Ship To: Central Receiving

Dell Marketing L.F. 320 North Wayne Strest
Milledgeville GA 31061

One Dell Way United States Phone:  478-445-5063
Round Rock TX 78682

Bill To: United States  Phone:
Tax Exempt? Y Tax Exempt ID: MN/A PO Type: GEN
[Line-Sch_Profile_ID Item/Description uantity UOM PO Price Extended Amt Due Date
1- 1 CoMPOSYR Test UAT Q&A #53 on tag/serial of 20400 15.00 ER 250.0000 3,750.00 06/16/2008
recelvers upon saving.
Sghedule Total 3,750.00
Item Total 3,750.00
PURCHASE ORDER NUMBER MUST BE ON SHIPPING LABEL AND PACKING MATERIALS .
Deliveries accepted Monday-Friday 8:30-11:30 and 1:00-4:30.
Total PO Amount
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USER ACCEPTANCE TESTING
Purchasing and eProcurement FAQs

QUESTION 53: Test — editing serial/tag on saved asset
receipts.

ANSWER 53:

See Question and Answer #47 for details. As requested, receipt
created on an Asset PO shows that when you save the receipt with Tag
Numbers but no Serial IDs, an error message is received. However,
you can save the receipt with Serial IDs without Tag Numbers.

Receipt ID: SMNH_@A1 tem: Test UAT QA #63 on taafserial
Receipt Line: 1 Standard UOM: EA

Mext Azset (D

Distribution Information Find |view sl First [ 4 of 1 [ Last

Distribution Line: 1 Capitalize:

Business Unit: CAP Sequence:

Profile ID: Employee ID:

CAP = Distributed Quantity: 15.0000

Cost Type: Merchandise Amt:  3750.000

Assign Tag ds e

Microsoft Internet Explorer.

Enter Starting Number:  |TAGO1

'E IMust enter a Valid Serial Id In the Asset Panel before Proceeding, Click OF and Enter a Valid Serial Id. {27000,2)
L

Asset Information

i More Details

AW
Dist Seq Business Status Guantity Tag Number Serial ID Asset ID Asset Number Profile ID

Unit 1]
1 36000 Open  1.0000 TAGO MNEXT 53 COMPOSYR
2 36000 Open  1.0000 TAGOZ MNEXT & COMPOSYR b 4
3 36000 Open  1.0000 TAGO3 MNEXT 53 COMPOSYR b4
4 36000 Open  1.0000 TAGO4 MNEXT & COMPOSYR X

Tag Number can be blank but the Serial IDs must be included prior to
saving the Receiver or the above error message is provided.

70
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Receipt ID: ShHH_QA1 fem: Test LIAT QA #53 an tagizerial
Receipt Line: 1 Standard UOM: EA

Mext Asset ID

Distribution Information First [4] 1 o 1 [ Last

Distribution Line: 1 Capitalize:

Business Unit: l:l CAP Sequence: l:l

Profile ID: l:l Employee ID: I:I

CAP #: l:l Distributed Quantity: 15.0000

Cost Type: |:| Merchandise Amt: 3750.000

Assign Tag lds v Multiplier: Overwrite existing numbers
Enter Starting Number: | SERIAL AM1234- 01 ‘Start Row: ’—1| Apply |

Asset Information ' hiore Details

AM Next
Dist Seq Business Status OQuantity Tag Number Serial ID Asset 1D Asset MNumber Profile I

Unit 3y
1 36000 Open 10000 | |[SERIAL AM1234- 01 |[NEXT | &5 | | compPosyr
2 36000 Open 10000 | |[SERIAL AM1234- 02 |[NEXT | &5 | | compPosvr X
3 36000 open 1.0000 | |[sERIAL am1234- 03 |[mEXT | =5 | | composvr b4
4 36000 open 1.0000 | |[sERIAL AM1234- 04 |[mEXT | = | | composvr x

Serial IDs were added but no Tag Numbers still allowed the Receipt to
be saved without an error message.

Business Unit: 36000 Status: Received
Receipt ID: SMH_QA1 Item: Test AT QA #53 on tagiserial
Receipt Line: 1 Standard UOM: EA

Mext Asset (D

Distribution Information

First [] 1 of 1 ] Last

Distribwution Line: 1 Capitalize:

Business Unit: l:l CAP Sequence: l:l
Profile ID: l:l Employee ID: I:I
CAP = l:l Distributed Quantity:  15.0000

Cost Type: |:| Merchandise Amt: 3750.000

Rssign Tag lds ~|

Multiplier: Overwrite existing numbers
1

Enter Starting Number: SERIAL AM1234- 01 ‘Start Row:

apply |

Asset Information tiore Details
AM

AM Next
Dist Seq Business Status Guantity Tag Number Serial ID Asset ID Asset Number Profile ID
Unit D
1 26000 Open 1.0000  [TAGO1 |[sERIAL AMDBET- D1 |[NEXT & | composyR
2 36000 Open 1.0000 | |[sERIAL AM1234- 02 |[NEXT = | composyR X
3 36000 Open 1.0000  [TAGD3 |[sERIAL AM1234- 03 |[NEXT & | comPosTR b 4

As well you can edit the Serial ID/Tag Number even after the receipt
has been saved. You just must do so prior to the Asset Interface is
executed and the receiver is used into a PO Voucher.
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