Getting Started with Request for Quotes (RFQ)
ORACLE

PEOPLESOFT ENTERPRISE

Enter your email User ID: [UHAL | Select a Language:

Usermame and English Espafial

password in all Password: |u-u | Dansk Deutsch

lowercase and Francais Francais du Canada

Clickm m Italiano Magyar
Mederlands Morsk
Bolski Porugués
Suomi Svenska

To settrace flags, click here Cedtina BFEE

Er=H FvCokni
O i A 3
EHHE do gl

Monu D ) STEP 1: Click
|5ear{:h: ® @_@ Purchasing Add/Update RFQ
Manage reguizitions, purchaze o| Request for related data.
I- Requestfor Quotes ﬁ Reguest for Quotes Quote ﬁ Purchase Orders
E F'Rl;rccer}aisse Orders Create requests for quotes (RFQs) & @ dor Add, maintain, and dizpatch purchase orders.
Schan eF;u'I aganond responses, or award RFQs, E Add/Undate Express POs
Lhange My Fasswaord =
— My Systern Profile <l addl ':He RFQs = Approve Amounts
— My Dictionary [ REviEw RPO information [ Review PO Information

Request Quote

Find an Existing Value Add a New Value

Business Unit:| TCHJ1 & STEP 2: Accept
RFQ ID: NEXT the defaults
and click ADD
Add Pt
|

Find an Existing Yalue | Add a Mew value
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Creating a Request for Quote (RFQ)

Request Quotes

STEP 3: O v . .
Enter a REQ | BUsiness Unit:  TChu1 RFQ ID: NEXT View Printable Version
Request Date: |09/08/2009 [ *Status: On Halc “DtTm Open: |09/08/2009 6:44PN
Reference - loNL. |
FCurrency: i *0rigin: ONL & OML DtTm Close:
Reference:
Lines First 1% 1 of 1
STEP 4: [ Line Info T More Details T ttem Information
Enter the
Description,
Category, STEP 5: Click
uom, Dispatch Vendor
Quantity List and add RFQ
vendors
*Go to: Copy From Dispatch History  Catalog Exchange Rate Header Details Dispatch Vendor List
Header Comments  Send Ernail Itern Vendors | - More ... vl
RFQ Dispatch Vendor List o
Click “+” to
Unit:  TCHJ1 RFQID: MEXT insert a new
Vendor Group Find | View All First =1 1 of 1 o
row or “-" to
“Quote Group ID: a delete a row
Step 6: -
Vendors Customize | Find | All| S First (4] 13 of 3
Add RFQ l_ - - /[
Sel |*Wendor *Location To Dispatch | Short Vendor Name Hame Method
Vendors | 000000008 @ 1 a O ARMCOLDCUT-001  deli & Convenience =
through || = 9000000012 @ [1 a M ABDICKCOMP-001  AB. Dick Company [=]
Dispatch | booooooo1s @ [1 a O AQUATDISTR-001  Aquatic Distributors =
List and
click OK
Dispatch Lines Vendor Details Vendor Looku
g > OK Cancel Refresh
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STEP 7:
Click on
\Eﬂﬂ:.ﬂ“_ﬂn Dispatch History  Catalog Exchange Rale HeaderDefails  [Dispatch Vendor LS
Header s . E Wore v
Ea0gr L QFI'II'I'IEI‘I1§ Sen mall Item Yendor:
Comments
_ | and add
comments

RFQ Header Comments

Unitt TCMJ1  RFQID: 0000000021 RFQ for Student Apt Repairs

Retrieve Active Comments Only Retrieve |
*Sort Method: Comment Time Stamp v| *Sort Sequence: Ascending Sort |
Find | View Al First 214 of 1 X1 Last
Copy Standard Comments Comment Status:  Active Inactivate |

STEP 8: Click on
Attach to add
files. Browse files

» Type comments here.

[ send to Vendor ] Shown at Receipt [] Shown at Vouch| and click Upload

STEP 9: Associated Document %
Click OK Attachment Aftach | = | IEIElE Email
@\ From -= RFQ TCNJ1-0000000031
oK | cancel |  mefresn | STEP 11: Change
the status to OPEN
and SAVE again
Request Quotes &
Business Unit:  TCNJ4 0000000031 Q i View Printable Version
Request Date: |09/08/2009 5 Siatas: Open v |*—Sprm open: |09108/2009 6:44P1
*Currency: USE *0rigin: oL & QML DEfTm Close:

Reference:  |RFQ for Student Apt Repairs

- oA F
Lines Customize | Find | View All| Firzt (1 1 of 1
[ Lineinfo T MoreDetais T teminformation

1| Q [sARepairs = B [cEnerAL [EA @ [10000 | O R =

STEP 10:

Click

SAVE

the
system fum
assigns ft+Go to: Copy From Dispatch History ~ Catalog Exchange Rate Header Details Dispatch Yendor List
an RFQ Header Comments  Send Email ltern Vendors | More ... v|

ID No. ESave| 2\ Return to Search | +E] Previous in List | +E] Mext in Listl Eluutify| ¢Refregh| | Related Linksl ErAdd | & Update/Display




10.

Bl save | [Z] Notify | % Refresh
p)

Awarding Quotes

amweow- . |
@E@ Purchasing

Manage requizitions, purchase orders, receipts, contracts, and related data.
ﬁ Request for Quotes STEP 1: Click ﬁ Purchase Orders
Create requestz for quof] ' Add, maintain, and dizpatch purchase orders.
vendor responses, or a Award Quotes =l Add/pdate Express POs
=] Add/Update RFQs % R = Approve Amounts
Bl Award Quotes

[0 Review PO Information
[ Review RFQ Information
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Award Quote

Enter any infarmation you have and g k for a list of all values.
STEP 2: Search for

Find an Existing Value RFQ’s to Award.

Search by entering

Business Unit:| begins with + I_ RFQ ID or SEARCH all
RFQ ID: begins with + | «—

RFQ Status: |: v| | v|

Origin: begins with + || Q
Buyer: begins with + || Q
[]case Sensitive
search al
’
RFQ's % Search | Clear |Elasi|:: search [E Save Search Criter] orep 3.
Select RFQ ID.

Search Results by clicking ID
Jiew All Firzt |E| 1-25 of 25 |E| Last Number
Business Unit|RFQ RFQ Status |Origin
PLAMNT UUDUUUUUU‘I Approved ORNL EIRGWN
TCNJ1%\‘BDDDDDDDSE Approved OML  (blank)
TR 0000000025 Approved OML  (blank)
TCH. 0000000034 Approved QML (blank)
TCH. 0000000033 Approved  OMNL  (blank)
TCM. 0000000032 Approved  OMNL  (blank)
TR 0000000029 Approved OML  (blank)
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STEP 4: Click on the
search icon to
select the vendor to

Analyze Quote Create PO/Contract

RFQ ID:

award the auote.

UUUUUUUWUHAL RFQ TEST - 9-9-08 MM Currency Code:  USD

Business Unit: TCHIM

Award List of ltems to Vendor:

jpoooooo14s QY

List of fems to Award Find | view Al First I | Last

Curr Due Date LeadTime Terms Freight Trm
N30 DEST

1of1

Description UOM  Quantity Price

1 rental of power EA 1.0000
equip

510000000 UsD

List of Viendors who Responded Firat [ | Last

Customize | Find | 1-3 of 3

[ Line Info T More Details
n (Short Vndr Hame |Qiy Award |UOM |Price Curr |Quantity Due Date Lead Time |Terms |Freight Trm
STEP 5: Award the
BOOSEHAWKE EA  5500.00000 USD 1.0000 N30 DEST
quote to the vendor %
b . h BRIAMNG 1.0000 EA  5,300.00000 USD(.0000 N30 DEST
entering the
¥ . J . BSW EA  6,500.00000 USD 1.0000 N30 DEST
guantity and click
save. ?
Total Qty Awarded: 1.0000 Order Qty: 1.0000
Document Status
v
Bl save | A Return to Search | +[E] Previous in List | +[E] Next in List | [=] Motify | % Refresh
STEP 6: Click Create
PO/Contract
/ STEP 7:
Analyze Quote Create PO/Contract .
C|IC\k Create
Business Unit: TCHI RFQ ID: 0000000036 UHAL RFQ TEST - 9-8-09 MM

List of Vendors who Responded Find | View All Firsi (1] 4 op2 B Last
Vendor: BOOSEHAWKE-001 1 Currency: uso [ create
*Create Form Type: v *PO Type: Senera
PO/Contracts Defaults
Buyer: Origin:
*P0O Date: 2 Ship To: FACILDEPT
Dispatch Method: Location: FACILDEPT (&}
Tax Exempt Flag Match Action: andard
STEP 8. ID: NEXT Match Rule: THREE_WA
Click Sel e ;
es ptio d PO Q) Gl d [ ¥ ¥,
9 rental of power equip = B oty

Bl Save | 2\ Return to Search | +E| Previous in List | +E] Next in List | [=] Motify | %y Refresh

Analyze Quote | Create POI/Contract
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Analyze GQuote Create PO/Contract

Business Unit: TCHI RFQ ID: 0000000031  RFQfor Student Apt Repairs

First Kl 2 073 I Last

ew All

UsD Create

List of V'endors who Responded

Vendor: BRIANGARDE-001 1 Currency:

STEP 9: *Create Form Type: Purchase Orde *P0 Type: Select a
POIContracts Defaults hi

Select  Ship To

Buyer: MEHLER Q. Mark A Mehler Origin: OML 3 and
Defaults | .po pate: 00/09/2009  [5 Ship To: FACILDEPT Locati

- ocation

-Buyer Dispatch Method: PRI, Location: FACILDEPT C€—
-Dispatch _ empt Flag  |22-2797393 Match Action: Standard “
-Method ID: NEXT Match Rule: THREE_WAY Q
-Ship To List of ltems to Award Cu“tnrul_n—-|Flnl:I| Ik First (4] 4 074 [ Last
-Location Line |Hem Description Qty Ordered Oty Award *Distribute by

l 1 |SA Repairs = B 1.0000 1.0000 oty

Sl | Step 10: Click Distribution to enter the

chartfield distribution, i.e. fund, class, dept, etc

Bl save | 2\ Return to Search | +[E| Previous in List | +E] Mext in List | [=] Motify | Refresh |

RFQ PO Distribution

Unit:  TCHJA [tem: RFQID: 0000000031

Distribuﬁ{rns Customize | Fin
Details

STEP 11:
Click OK

|53uu.uu UsD |TCNJ1 Q |7??23 Q [1 I_Q 4352 | Q Q |o I_Q Q

1 |1.uouu

] | Cancel | Refreshl

Analyze Quote | Create PO/Contract

Business Unit:  TCMNI1 RFQ ID: 0000000031 RFQ for Student Apt Repairs

List of Vendors who Responded Find | View Al First 4] 2of3 [ Last

Vendor: BRIANGARDE-001 1 Currency: usD [ Create

*Create Form Type: Purchase Orde *PO Type:

POIContracts Defaults

Buyer: WEHLER Q. Wark AMehler Origin: onL @

*P0O Date: 09/09/2009 @ Ship Ta: FACILDEPT Q

Dispatch Method: PRMN Location: FACILDEPT @

[“] Tax ExemptFlag  |22-2797398 Match Action: Standard v

I: NEXT MatchRule:  [THREE_WAY '@

] List of Items to Award Customize | Find | View All| B First 1] 1 or 1 [*] Last

STEP 12: Sel |Line |fiem Wl—lﬁlilTW
Click SAVE M 1 |34 Repairs = B 1.0000 1.0000 aty

Distribution

Save | Sl Return to Searchl +[ Previous in List | +[] Next in List | [=] Notify | 4 Refresh |
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Creating Express Purchase Order

Enter your email
Usermame and
password in all
loweraoen ond

Click

ORACLE
Menu O

Search:
&
[ Request for Quotes
[- Purchase Orders
[ Receipts
— Change My Password
— My Systern Profile
— My Dictionary

Express Purchase Order

Eind an Existing Value | Adda New Value

Business Unit: [rCNJ1 Q) and click ADD
PO ID: NEXT

Add

ORACLE

PEOPLESOFT ENTERPRISE

User ID: | UHAL |

Enalish
Password: |u-u | Dansk

Francais
Sign In ltaliano

Mederlands
Palski
Suomi

To settrace flags, click here Cedting
=
o

- L

Select a Language:

Espaiiol

Deutsch

Francais du Canada
Magyar

Maorsk

Portugués

Svenska

B*E:E

FwCCckuA

i A 30

STEP 1: Click
=l Purchasi Add/Update
urchnasin
@@ g Express POs
Manage requisitions, purchase orders, receipts, contracts, and related data.
ﬁ Reguest for Quotes ﬁ Purchase Orders %
Create requests for quotes (RFQ=), enter vendor Add, maintain, and dizpa purchase orders.
rezponzes, or award RFQ=. Add/pdate Express POS
=] Add/Update RFQ= =] Approve Amounts

[ Review RFOQ Information

STEP 2: Accept

1 Beview PO Information

the defaults

Find an Existing Value | Add a New Value
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Creating an Express PO

STEP 3: Select
the
Purchase Order -Vendor,
Unit: TCMNI - buyer PO Status: Open 4
PO ID: /ch J Ref Budget Status: Mot Chicd
Copy From: Enter PO Ref [ Hold From Further Processing

*PO Date:

Vendor

*Vendor ID; Plumbing & Heati Receipt Status: Mot Recvd

*Buyer: MEHLER Mark A Melfler *Dispatch Method: | Print 3 |

*TCNJ Ref: Waiver Under Threshold v | Py T—

PO Reference: |EMergency Plumbing Supplies STEP 4: Merchandise: 1.200.00

Header Details PO Activities Add ShipTo Co T Calculat
Enter the FreightTax/Misc.. 0.00 M

PO Defaults . e -

Add Comments Description, Total Amount: 1,200.00 USD

Add Items From Category,

Purchasing Kit Catalog ltern Search uom

PO Qty

booq B | Q|PlumbingEmergencyDecker §|Ea EA QL |MAINTSUP_PARCY, 120000 ¢ Active

Expand All, Collapse All .

] _ : Step 5: Click Expand All to enter [ ore v
View Printable Version . o . . Go to: e
the chartfield distribution, i.e.
@ save | [ Notiy | b Refresh | fund, class, dept, program,

project/grantID

Purchasing Kit Catalog lterm Search

Find  First [ 1 054 ]
Step 6: Description PO Gty *UOM  Category Amount Status
| Y EA QL [MAINTSUP_PARQ, | 120000 0 Active |

First Izl 1 0f1 II' Last

= = Se|ect Q |Emergency Flumbing Decker

Find

*PO Qty Price Amount Status *Distribute by
Q 120000  Active & =

First El 1 of 1 El Last

41
Al S

Customize | Find |

=

DetaiisiTax | Assetinformation T ReqDetai | Statuses
STEP 7: |Percent | Amowunt (Curr *GL Unit *Account iFund |ED_1 !Prram \'Class erro'I

Enter 100 as— | 100.000i | 1.200.00 UsD[TCN Q (53705 Q& [ Q[ gA Q

QA B =

the percent STEP 8: Enter Click“+” to |
. the chartfield insert a new
information i.e. row or “-“to
fund, class, delete a row
deptld, prog,
proj/grant
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Express Purchase Order
Purchase Order

Unit: TCMI PO Status: Pend Appr
PO ID: 0000000149 Budget Status: Mot Chikid g

Copy From: []Hold From Further Processing

STEP 9: e: 09/09/2009 [  Vendor Search
Click on BGENERATIO-001 € Vendor Details
Header [iD: 0000000002 @, 2 Generations Plumbing & Heati Receipt Status: Mot Recvd
Comments MEHLER QL Wark AMehler *Dispatch Method: | Print 3 |
ef. Waiver Under Threshold  »
and add . e | Amount Summary |
rence: |Emergency Plumbing Supplies ]
Merchandise: 1,200.00
comments | s poAdities Add ShipTo Comments _ _ Calculate
PO Defaults Document Status FreigntTax/Misc. 0.00
Add Comments  Requisitions Total Amount: 1,200.00 USD

PO Header Comments

Unit: TCHNIA PO ID: 0000000149 Vendor: 3GEMERATIO-001
Retrieve Active Comments Only Retrieve
*Sort Method: Comment Time Stamp v| *Sort Sequence: Ascending Sort |

First El 10of1 |I| Last

Copy Standard Comments Comment Status:  Active Inactivate

Type comments here

STEP 10: Click on
Attach to add
files. Browse files
[l send to Vendor [] Shown at Receipt [] Shown at Vouch{ and click Upload @

Associated Document

Attachment ( 36.jpg ) (attached file name) AﬁﬂCh| ‘"'iE“‘-" DE"ETE‘ ] Email

i

|[ Browse... |

|
CLJpInad Cancel

STEP 11:

Click OK -
z From -= PO TCNJ1-0000000149

oK | Cancel Refresh
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Express Purchase Order

STEP 12: Click the green
check box to place the
PO in a Pending Approved

status. %
Purchase Order
Unit: TCNI PO Status: Pend Appr &
POID: 0000000148 Budget Status: Mot Chicd ﬁﬁ
Copy From: [ Hold From Further Processing
STEP 13: El save | [Z] Hotify | Ly Refresh |
Click Save
Purchase Order Amount Approval
Unit:  TCMNJ1 POID: 0000000149 Vendor: 0000000002
*Approval Action: Approval Status: Initial
STEP 14: Click

Approval Amount
link from the left

Entered by Tammie Brown 9/9/09

menu bar. Select

Approved entering Buyer:

your name and the PO Reference:

Mark A Mehler

Emergency Plumbing Supplies

date and any % PO Date: 09/09/2009
comments for the Merchandise Total Amount: 1,200.00 UsD Merchandise Total Base: 1.200.00 USD
. PO Total Value: 1,200.00 PO Total Base: 1,200.00
approver. Click Save
} Lines

T

Save | &\ Return to Search | +E

| 48 Nextin List | =] Notify |

Manager Approval of Purchase Orders

NOTE: To be able to approve

] ] a PO it must be in a Pending
from their Worklist

Main Menu =

Approved status.

STEP 1: Click
Worklist from
the Purchasing

Worklist

Add to Favorites

=] .
@@ Purchasing
Manage requisitions, purchase orders, receipts, contracts, and related d

ﬁ Request for Quotes ﬁ
Create requests for quotes (RFQ=s), enter
vender responses, or award RFQs.

Purchase

1= Add/Upd

Add, maintain, and dizpatch purchase orders.

Homepage 7

ata.

Orders Receipts
Enter and load receiving data, generate

accrualz, review and report on receipts.

P

ate Express POs

[El AddiUpdate RFQs
[ Review RFQ Information

2 More...

5 Add/Update POs
=l Approve Amounts

=] Add/Update Receipts
[ Review Receipt Information
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Worklist for ATKINS: Susan Jo Atkins

STEP 2: Click on the

. f i
Detail View Work Lis PO ID %

Worklist

From Date From |Work Hem Worked By Activity Priority Link
Ron Smith 09/01/2009 Supenvisor PO Amount Approvals 72, TCIJ1, 00000079

Ron Smith 09/01/2009 Supenvisor PO Amount Approvals 72, TCMJ1, 0000000080
Ron Smith 09/01/2009 Supenvisor PO Amount Approvals 74, TCM.J1, 0000000081
Kenneth )

09/09/2009 Supenvisor PO Amount Approvals 152_TCNJ1, 0000000144
Schumacher
Barbara A Uhal 09/09/2009 Supenvisor PO Amount Approvals 155, TcnIC 0000000143

~——  —

Purchase Order Amount Approval

Unit:  TCMNIA POID: 0000000149 Vendor: 0000000002

*Approval Action: Approval Status: Initial View Printable PO

Comment
STEP 3: Enter &
Approver's Susan Atkins, approved 9/9/09
name and
date PO Amount
Buyer: Mark A Mehler
PO Reference: Emergency Plumbing Supplies
PO Date: 09/09/2009
Merchandise Total Amount: 1,200.00 USD Merchandise Total Base: 1,200.00 UsSD
STEP 4: PO Total Value: 1,200.00 PO Total Base: 1,200.00
Click Save % es _____________________________________|
B Savel &\ Return to Searchl 4[] Previous in List | +[E] Mext in List | [=] Motify |
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Reviewing Purchase Order Activity

Enter your email
username and
password in ALL
CAPS and click

ORACLE’
Menu 8

Search:

| |®
[ Request for Quotes
[» Purchase Orders
[ Receipts

— Change My Password

— My System Profile

— My Dictionary

ORACLE

PEOPLESOFT ENTERPRISE

User ID: | UHAL | Selecta Language: )
English Espariol
Password: |u-u | Dansk Deutsch
Francais Francais du Canada
| signin | ltaliano Magyar
Mederlands Morsk
Polski Porugués
Suomi Svenska
To set trace flags, click here Ceétina B+
T= Py CCkni
Ty {Hids A 32
BB iy )
STEP 1: Click
Add/Update
Receipts
ﬁ Purchase Orders ﬁ Receipts
Add, maintain, and dizspatch purchase Enter and load receiving
orders. glz _rewviews angd report on receipts.

=l Add/Update Express POs
ISl AddiUpdate PO=s

ceipts

=l Approve Amounts =] Process Receipts
17 More... 15 More...

Receiving

Find an Existing Value | Add a Hew Value STEP 2: Select
Business Unit: [TCNJ1 Q)

ADD

Receipt HumbenlNEKT

PO Receipt

Add

Find an Existing Value | Add a Mew Value
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Select Purchase Order

Search Criteria

PO Unit: TCNJ1T &
STEP 3: Enter .
th.e PO ID or Line/Sched Num: 1 l_
click SEARCH Release:
to search all |
Item ID:
PO’s that are ship Tee [ I
ready to be Ship Via: [ Q
received Retrieve Open PO Schedules
Search I
0K | Cancel | Refresh |

Days +/- Today:
Start Date:
End Date:

Vendor Name:

2 vendor Item ID:

Manufacturer 1D:

L

L

=
liq Vendor Lookup
T a

Manufacturer's Iltem ID: |

Receipt Qty Options

O No Order Qty

The system retrieves the rows based on the criteria selected.

Retrieved Rows

l Selected Rows T Shipping Related T More Details

Customize | Find | View J-\|||

() Ordered Qty ) PO Remaining (

STEP 4: Check the
selection box for the PO

ID you want to receive

First [ 15 0r14 O Last

Sel |POUnit |POID

Line |Sched Release| Due Date R:;r ltem Description

[] TCNJ1 0000000002 1 081042009 1.0000 3.0000 | TRANS
[] TCNJ1 0000000004 4 1 09/16/2009 1.0000 1.0000 Sharpen 3 saws pursuantto quo
‘@ TCNJ1 0000000008 1 1 081642009 1.0000 1.0000 | TRAMNS
[] TCMJ1 0000000015 4 1 09/17r2009 1.0000 1.0000 Office Supplies
[] TCMJ1 0000000016 1 1 09/1712009 1.0000 ddd
STEP 5: SelectAll 0 Clearal
Click OK 0K | Cancel | Refresh

Maintain Receipts

Receiving
Business Unit: TCNIA
Receipt ID: NEXT

Header Details

* Header

Select Purchase Order
Receipt Lines

Receipt Status: *

Add Comments

Activities

STEP 6:

Enter

the Invoice Amt

Custom

| Find | First (14 of1 L2 Last

[ Receipt Lines T More Details T Links and Status T hem { Mfg Data T Opticnal Input T Source Informatlnn

4
Device |Device
Accept Oty | Status | Sef f— —

Description

Price

Receipt Oty

1500.0000¢ 1.0000 £

1.0000 Open

Device
Track

O O X

[Jinterface Recei pt

B save | [=] Motify |

s Refresh

B Add | Fu
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STEP 7: Click Add

Maintain Receipts comments to attach an

- invoice for payment
Receiving pay
Business Unit: TCHI Receipt|Status: Open X
Receipt ID: MEXT Add Comments Activities

Header Details

Select Purchase Order

Receipt Lines Customize | Find | \ irst 1 1 0f1 L7 Last
[ Receipt Lines T More Details T Links and Status T ltem / Mfg Data T Opticnal Input T Source Informatiol

Description Price Receipt Oty Accept Oty | Status

1 = | TRANS 1500.00000 1.0000 =] 10000 Open [ [ ?;‘ﬂﬁe X

[Jinterface Recei pt

B save | [=] Motify | %) Refresh Eeadd | FHu

Maintain Receipts

Receipt Header Comments

Business Unit:  TCMNJA Receipt Nbr: MNEXT
Receipt Status: Cpen
Retrieve Active Comments Only Retrieve |
*Sort Method: Comment Time Stamp v| *Sort Sequence: | Ascending v Sort |
Find | Wiew All First 1% 4 of 1 LI Last
Copy Standard Comments Comment Status:  Active Ml
STEP 8: Click on ¢

Attach to add
files. Browse files
and click Upload

[] shown at Voucher

Associated Document

Attachment A‘L‘tachl [EW | [Helete |

From -= RCY TCMJ1-NEXT

Ok Cancel Refrf:shl @plom Cancel I

|[ Browse._. |

STEP 9:

The document name appears under Associated Document Click OK
Associated Document

Attachment | 856jpg | (attached file name)

****To view the file(s) attached click on VIEW or hold CTRL key and click on VIEW
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Maintain Receipts

Receiving

Business Unit:

Receipt Status: X

Add Comments Activities

Receipt ID:

Header Details

Document Status

Select Purchase Order

Receipt Lines 1 i 1 First ! 4 of 1 L™ Last
l Receipt Lines T More Details T Links and Status T ltem [ Mfg Data T Optional Input T Source Information
. o . . Device |Device
Line Item Description Price Receipt Accept Oty | Status Serial Track Track
= L TRANS 20000  1.0000 B 1.0000 Received E;‘gﬁe *®
STEP 10:
. interface Receipt
Click
SAVE Bl save | [=] Notify | 42 Refresh | Eradd | E

****Make sure status indicates RECEIVED and the system generates a receipt ID

The invoice is NOT receive if the status does not change to RECEIVED and generates a Receipt ID
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Purchase Order Amount Approval

Unitt  TCHNJA PO ID:

*Approval Action;

211939

Vendor: 0000015830

Approval Status:

The status INITIAL means the
requestors the PO indicated
on this approved amount
panel was created but never
approved on this panel. If
you are the requestor to
approve the PO created click
save and initial should
change to “In Process.”

PO Amount
Buyer:
PO Reference:

PO Date:

Merchandise Total Amount:
PO Total Value:

Mark & Mehler

11/04/2009

83.95 UsD
83.98

PO Total Base:

Merchandise Total Base:

83.95 UsD
83.98

Bl save | &4 Return to Search | 15

| +E] Next in List | [=] Notify |

Purchase Order Amount Approval

The status IN PROCESS
means the requestor
approved the PO after they

Unit:  TCHI1 PO ID:

=Approval Action:

211914

Vendor: 0000019108

Approval Status:

created it and the PO was
sent to the worklist for the
Dept Manager’s approval.

Buyer:
PO Reference:
PO Date:

Merchandise Total Amount:
PO Total Value:

Mark A Mehler

111142009

919.16 USD
91916

PO Total Base:

Merchandise Total Base:

919.16 UsD
919.16

[F save | L\ Return to Search ‘ +[E] Previous in List | +[E] Mext in List | [=] Motify |
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Purchase Order Amount Approval

The status COMPLETE means
the PO is fully approved by
the Department Managers

and Purchasing Buyers.

Unit:  TCHI1 PO ID:

=Approval Action:

211914

Vendor:

Approval Status:

000001910

PO Amount
Buyer:

PO Reference:

Mark A Mehler

PO Date: 111142009

Merchandise Total Amount: 91916 USD Merchandise Total Base: 91916 USD
PO Total Value: 919.16 PO Total Base: 919.16

b Lines

B save | L) Return to Search ‘ 4[] Previcus in List | +E] Next in List | [Z] Motify |

Express Purchase Order

Purchase QOrder

Unit:
PO ID:

Copy From:

*PO Date:
Vendor
*Vendor ID:
*Buyer:
*TCN.J Ref:

PO Reference:

TCMNJI1
211399

11/09/20089 El

EMHSOFTW-001 |2
ooooot44zs |Q
MEHLER Q@

Yendor Search
Wendor Details

CMH Software, Inc
Wark A Mehler

Purchases Under $1000 w |

Merchandise: 204
Header Details PO Activities Add ShipTo Comments
PO Defaulis Document Status FreightTax/iisc.: ]
Add Comments  Requisitions Total Amount: 204
Purchasing Kit Catalog Item Search Line: X To: Q M

PO Status:

Budget Status: Mot Chik'd

[T Hold From Further Processing

Receipt Status: Mot Recvd

*Dispatch Method: | Print
Amount Summary

The status OPEN means
the was created and only
saved. This means the
green check was not
check and then re-saved.
Keep PO’s in open status
that are incomplete or
that you do not want
Approvers or Purchasing
to process. If the status
was:

APPROVED — Means the
PO was approved by
Approver/Manager,
Purchasing Buyer and
the Budget was
successful.

DISPATCHED —The PO
and budget was
successful and the
Official PO was printed
and sent to the vendor.
Note PO’s which are not
in a “dispatch” status
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Express Purchase Order

Purchase QOrder
Unit: TCNJ1 PO Status: Open g x

PO ID: 211399 Budget Status: Not Chkd iy

Copy From: [T Hold From Further Processing
*PO Date: 11/09/2009 [z  Mendor Search

Vendor foMHSOFTW-001 | @ vendor Details

*Vendor 1D: 0000014428 @ CMH Software, Inc Receipt Status: Mot Recvd

*Buyer: MEHLER . Mark AMehler “Dispatch Method: [Print %] |
*TCHJ Ref: Purchases Under $1000 v | Amount Summary

PO Reference:
Merchandise: 206.50
Header Details PO Activities Add ShipTo Comments Calculate
0.00 Q

FO Defaults Document Status Freight/Taxiiisc.:
Total Amount: 206.50 USD

Add Comments Requisitions
Add tems From Select Lines To Display
Line: Q, To: 0, Retrieve

Purchasing Kit Catalog ltem Search
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Receiving Invoices In MAPS

Enter your email
username and
password in ALL

ORACLE
PEOPLESOFT ENTERPRISE

Select a Language:

CAPS and click User ID: | UHAL |
" Enalish Espariol
Sign In
Password: |uu- | Dansk Deutsch
Francais Francais du Canada
Sign In taliano Magyar
Mederlands Morsk
Palski Portugués
Suomi Svenska
To settrace flags, click here m B*:E
Er=0 Py C oM
NH] {Hifd i 3
o L oyt
ORACLE
. STEP 1: Click
Menu B STEP 3: Click
Search: . Add/U pdate
|® Invoice Tab .
Receipts
ﬁ Purchase Orders ﬁ Receipts
[ Request for Quotes Audd, maintain, and dispatch purchaze Enter and load receiving
[ F'urch_ase Orders order=. gl reviewy 3 eport on receipts.
I Receipts E Add/Update Express POs
— Change My Password =l Add/Update POs
:W =l Approve Amounts IS Process Receipts
Selonan 17 More... 15 More...
Receiving

Find an Existing Value Add a New Value STEP 2: Select
Business Unit: [ TCHJ1 O

ADD

Receipt Humber: |[MNEXT

PO Receipt

Add

Find an Existing Yalue | Add a Mew Value
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Select Purchase Order

Search Criteria

PO Unit: TCNJ1 Q Days +.- Today: |
1D: Q Start Date: Ei
Line/Sched Num: I End Date: el
Release: Vendor Name: @ vendor Looku
Item 1D: | Q Vendor [tem ID: Q
Ship To: Q Manufacturer ID: |
Ship Via: Q Manufacturer's tem ID: |
Retrieve Open PO Schedules
Receipt Qty Options
_seanh | ' No Order Qty © Ordered Qty (2 PO Remaining ¢
ok | cancel | Refresn

Click SEARCH or enter PO ID number

Retrieved Rows Customize | Find | View Al ] 8 First [ 1.5 0714 I Last
[ Selected Rows T Shipping Related T More Details

[] TCMJ1 00000000021 1 00M0/2009  1.0000 3.0000 L TRANS
[] TCMJ1 00000000041 1 00/16/2000  1.0000 1.0000 Sharpen 3 saws pursuantto quo
[] TCMJ1 00000000081 1 09MB/2008  1.0000 1.0000 L TRANS
[] TCMJ1 00000000451 1 0O/7/2008  1.0000 1.0000 Office Supplies
[] TCMJ1 00000000161 1 09M7/2008  1.0000 ddd
™ seecan O clearan

OK | Cancel | Refresh

Select the PO ID you want to receive by checking the selection box.
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Maintain Receipts

Receiving
Business Unit: TCHJA Receipt Status: X
Receipt ID: MEXT Add Comments AcTTTE

Header Details
» Header

Select Purchase Order
Receipt Lines

Cusf A
[ Receipt Lines T More Detailz T Linkz and Status T ltern / Mfg Data T Optional Input T Source Infnrrnamn
. o : . Device |Device
Line Item Description Price Receipt Gty Accept Oty | Status | Serial Track Track
=i Device
1 B | TRANS 1500.0000( 1.0000 =) 10000 Open  [] [ Track o
[Jinterface Receipt
Bl save | [=] Notify | Refresh | Eradd | AU

Enter the amount of the invoice and click SAVE

Maintain Receipts

Receiving

Business Unit:

Receipt Status: X

Add Comments Activities

Receipt ID:

Header Details

Document Status

Select Purchase Order
Receipt Lines

LCustomize | Find 21 10f1 7 Last
[ Receipt Lines T More Details T Links and Status T ltem / Mfg Data T Optional Input T Source Information
. S . . . |Device |Device
Line ltem Description Price Receipt Gty Accept Oty | Status Serial Track Track
1 = | TRANS 200.00 1.0000 By 1.0000 Received @ % b4

[interface Receipt

Bl save | [=] Motify | %y Refresh |

Eeadd | E

Make sure status indicates RECEIVED and the system generates a receipt ID

The invoice is NOT receive if the status does not change to RECEIVED and generates a Receipt ID
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Reviewing Purchase Order Activity
ORACLE

PEOPLESOFT ENTERPRISE
Enter your email
username and
password in ALL .
. Select a Language:
CAPS and click User ID: |UHAL | nguage
" Enalish Espafiol
Sign In
Password: |uu- | Dansk Deutsch
Francais Francais du Canada
Signin taliano Magvar
Mederlands Morsk
Polski Portugués
Suomi Svenska
To settrace flags, click here m B*:E
=0 Py C oM
‘g 1H{ i 3
EHhT it
ORACLE
TR STEP 1: Click
Search: @E@ Purchasing Add/Update RFQ
| Request for
Manage requigitiong, purchase orders, receipte, contracts, and related data. Ouot
Y uote
I Request for Quotes ﬁ Request for Quotes ﬁ Purchase Orders
g PRL:;:C;;S: Orders Create requests for quotes (RFQs), enter vendor Add, maintain, and digpatc %ﬂa g
— Change Wy Password responses, or award RFQs. i=] Add/Update Exuress P
— Wy System Profile = 4dd/Update RFQs =] Approve Amounts
L Trae [ Review RFQ Information m
Activity § STEP 3: Click STEP 2: View PO
Invoice Tab Amount (Amt
Unit:  TCNJT PO Status: Dispatched Ordered)
POID:  QOO0O0O010 Vendor: Aguatic Distributors Inc

Lines stomize | Find | * Ik First 1% 4 of 1 L7 Last
[ Detais | Receit T nwoice T Matched T RV =»

Line Item Item Description UOmM Order Gty Amount Orc zred |Currency | Amount Only

1 B Admission Services EA 1.0000 883.000 UBD

STEP 4: View the

Unit: TCMJ1 PO Status: Dispatched .
Invoice Amt

POID: 0000000010 Vendor: Aquatic Distrib

Cu'=tnr||:»:|F|nl:I| fiew —-III i Firat 1) 1 of 1 X Last
T Receipt I Invoice:

Amount Un-invoiced
liem Description uom Only Amt Invoiced (Currency retant Currency

1 Admission Semnvices 800.000 USD 83.000 USD [

Office of Finance & Business Services RFQ & Express Purchase Order Training Guide Page 13



