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Webinar Agenda

m Changes/Enhancements made to the
POCO software

m Processing a POCQO, including
adding/deleting a line

m Using POCO to cancel/uncancel a
purchase order

m |llustrating the impact of POCO
encumbrance changes on the PO
Payment screen

m Printing/Reprinting POCO forms
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PO Change Orders — Quick Review

Called ‘POCO’

Allows changes to PO/Requisition detail with date
sensitive encumbrance changes which allows for printing
updated PO documents which ‘balance’

Directed change with security control and logging of
before/after value

Auto-assigned 2-digit change order number (01-99) by
FY. Internal — not disclosed to vendor.

On-line display of POCO change history with logged
data (before / after); including prior FY POCO

Change Order printing (replace PO or delta of changes)
assigns auto-# 3-digit Vendor CO#
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QCC Menu - Purchase Orders/Requisitions

POCOs are created
Oy using the
Purchase
Orders/Requisitions
application. It can be
launched from two
different places on
the menu.

File View District Year Messages Window News Help+Video

Favorites

=4
& Print Manager {LSPOOL)

-1~ Go

_El
_El

_El
_El

Employee Maintenance

- G Purchase Orders [ Requisitions

Print Manager / Job Menu [ Utllities
System Admin

Finance

AR (AR, XR, RR - Mo invoicing)
AR (Invoicing and Billng Management - RI, RF)

.E‘E:Ej Budget Development

Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)

b=
= Finance Jab Menu

@ Journals, Transfers (DC, JE, TF, Tv)
@ Manual Payroll Encumbering

@ Payroll Transfers

ﬁ VLD Payment Processing

G Warrant Management (Cancels, Hand Issues, Recondliation)

AP [ Purchasing
ﬁ Accounts Payable
AP Batch Maintenance

- M| Purchasing Master Files

Purchase Orders [ Requisitions
@ Receiving /PO

'aa.". Requisition Routing Master Files

ﬁ Vendor Maintenance
Lookups
Settings [ Master Files
Fixed Assets | Stores

w2 [ 1099



Main Screen

File  Options  Help+Video

g X # Q ‘-/a @ ﬂ ﬂ m Notes - 2 Attachments

Purchase Orders

Fiscal Year: Purchase Order £ I:I - l:l Reguisition : | | = | | | Advanced Search |

PO#  Reg# Date E;‘:red Vendor  Vendor Name Amournt E:“r:ed Site # E;”u‘:e

Queue Management Requisitions Purchase Orders

Notes




Add To Favorites

To add to
favorites, click
on Purchase
Orders /
Requisitions
on the tree
VIEW.

File

View District Year Messages Window MNews Help+Video

Favaorites
:g Print Manager (LSPOOL)
. Employee Maintenance
Go
Print Manager / Job Menu [ Utilities
System Admin
Finance
AR (AR, ¥R, RR - Mo inveidng)
AR (Invoidng and Biling Management - RI, RF)
=) Budget Development
Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)
: Finance Job Menu
ﬂ Journals, Transfers (DC, JE, TF, TV)
G Manual Payrall Encumbering

ﬂ VLD Payment Processing
G Warrant Management (Cancels, Hand Issues, Recondliation)
AP [ Purchasing
G Accounts Payable
AP Batch Maintenance

Purchasing Master Files

P“’Chase Ord Launch Selected Module

T;) Favorites | Add

Doc: Accounts Payable and Purchasing
G Vendor Mainter

Lookups

Settings [ Master Files
Fixed Assets [ Stores
W2/ 1099

Human Resources [ Payroll




Favorite Options

File View District Year Messages Window MNews Help+Video

= Favorites
; m’

Prlnt Manager (LSPOOL)

Ernployee Maintenance

ﬂ Purchase Orders [ Requisitions
|:| Launch Selected Module

Top Move

Up Launch when QCC Starts

- - -
R I ht C I I C kl n Down Doc: Accounts Payable and Purchasing
Bottomn

RR. - Mo invoicing)

allows youto e
remove it from
favorites, order @ o e 2.

ﬁ Manual Payroll Encumbering

It In favorites, B ey

ﬁ VLD Payment Processing

a n d al S O g i Ve S ﬁ Warrant Management (Cancels, Hand Issues, Recondliation)
= f Purchasi
you the option =
AP Batch Maintenance
. o chasi i
to launch it as B Jaieiit
S O O n aS Q C C EZ:J:::jnP:ouﬁng Master Files

Vendeor Maintenance

starts. L O

[ Settings [ Master Files

Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)

- Fixed Assets [ Stores

- W2 /1093



Restoring All Default Settings

File | Optiens  Help+Video

[# ShowStatus Ctrl+F12
|“D Clear Settings on Exit

To restore
default
settings for
the o et e Do Veus Vedetors
application
click on
Clear

Settings
on Exit.

uisttions
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Application Settings

|H: | Options  Help+Video

| ShowSuts CuleF12 Eaﬂd

[%2  Clesr Settings on Exit

Settings b | Account Settings fase Ordess
T h ll—t Esit 2 | Default Startup Screen
e Gnd Color Settings
Furchase Orders PO Quick View Settings

settings et o ] ot T T ] bt [ [ i

menu s
allowsyou | = == = === — = T e
to select
many
default
settings for
the whole
application.
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Account Settings

Mumber of Accounts to save: Clear List Mumber of Pzeudo Codes to save:| 10| | Clear List

Favorite Pseudo Codes

Pseudo Code:

(@) At top of Pseudo list () At bottomn of Pseudo list

Favorite Accounts

FU EESC ¥ GOAL FUNC OBJI SCH MNGT EU

W

(@) At top of Account list () At bottom of Account list

Restore Defaults

This screen allows you to select how many accounts your
account class control will remember. It also allows you to add

accounts that will always be present, and if you want them at the
top of the list or the bottom of the list.

10



Startup Screen

File | Options  Help+Video
[ ShowStatus Ctrl+F12 EI ﬂ E Notes ~ | 7 Attachments
6), Clear Settings on Exit v —
| Settings 4 | Account Settings se Orders
ﬂ Exit Fi2 | Default Startup Screen 3 | (Queue Management
Grid Color Settings Requisitions
Y O u C a n Purchase Orders PO Quick View Settings Purchase Orders

Fiscal Year: [10 v Purchase Order #: - I:I Requisition #: - Advanced Search
select e

which tab e e o By e Ve P —
IS open
when the
application

starts.

11



Grid Color Settings

Sample Grid Row

You can select the color for the rows in the grid
when notes and attachments are present.
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PO Quick View Settings

Header Info PO Acct Summany
Include Header Labels Include Header Labels

Include Header Include Req/PO Account

tem Info Beg/End Messages
Include Header Labels (®) Hide Messages

Include ltem Data () View Codes
Include ltem Account () View Full Text
Include ltem Description

Include ltem Receipt Restore Defaults

You can choose which information you want
to be displayed in the quick view that is built
for requisitions and purchase orders.
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Help + Video

Help+Video

| QCC Accounts Payable/Purchasing Manual F1
About Shift+F12

Show User Security 5ettings for this program (Purchase Orders / Requisitions)

The Hel N j“ Video: All available videos

Video: Purchase Orders / Requisitions only

Purchase Orders Doc: All available Documents

menu )

allows
you to 0 R e DL, er Vekrlao — n
access

the
manual
and
available
videos.
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To search
PO'’s,
make sure
you are

on the
Purchase
Order tab
and press
the search
button.
The
advance
search
option is
also
available.

Searching PO’s

@+ B4 0000

Queue Management

Options  Help+Video

Motes - @Aﬂadﬂmentﬁ

@

Requisitions

2405 records found.
Purchase Orders

Fiscal Year:

10

W

Purchase Order #: l:l - l:l

Search Resulis

Reguisition #: | | - | | | Advanced Search

POH  Regtf  Dats DA% Vendor Vendor Name Amout DA e m e Notes
Nl 000001 | 500014 | 07/01/2009 | 07/01/2009 | 017610 | John D Kroeger Associates 10,000.00| 06/26/2009 | 8035-BUSINESS

000002 | 500015 | 07/01/2009 | 07/01/2009 | 002230 | Dameron Hospital 150000 | 06/26/2009 | B035-BUSINESS SRVCS 0001

000002 | 500018 | 07/01/2008 | 07/01/2008 | DODSE7 |Bames And Noble 1.000.00 | 06/26/2009 | 1840-SERENADE, DANDY CHARTER 0001

DD0DD4 | 50001 | 07/01/2009 | 07/01/2009 | 014337 |Camegie Leaming 4.985.40 | 06/26/2009 | 1840-SERENADE, DANDY CHARTER 0009

000005 | 500025 | 07/01/2009 | 07/01/2009 | 004787 | Intemational Reading Assn £9.00 06/26/2009 1840-SERENADE, DANDY CHARTER 0001 PO

00000 | 500026 | 07/01/2009 | 07/01/2009 | 002234 | Dek Pest Control 500.00 | 06/26/2009 | 1840-SERENADE, DANDY CHARTER 0001

000007 | 500030 | 07/01/2008 | 07/01/2008 | 001330 |CA State Dept OF Justice 750.00 | 06/26/2009 | 1840-SERENADE. DANDY CHARTER 0001

DD0DDE | 500084 | 07/01/2009 | 07/01/2009 | 017556 Intercom Network 335000 06/26/2009 8185-TECHNOLOGY SRVCS 0001 RQ

000009 | 500085 | 07/01/2009 | 07/01/2009 | 018368 | Acom Solutions 84.00 | 06/26/2009 | 8185-TECHNOLOGY SRVCS 0001

000010 | 500086 | 07/01/2000 | 07/01/2009 | 014786 | Argent Scfware 12.438.00 | 06/26/2009 | 8185-TECHNOLOGY SRVCS 0001

000011 | 500083 | 07/01/2008 | 07/01/2008 | 017457 |Bluecat Networks Inc 4158.00 | 06/26/2008 | 8185-TECHNOLOGY SRVCS 0001

000012 | 500091 | 07/01/2009 | 07/01/2009 | 011421 |Girx Inc 7,500.00 | 06/26/2009 | 8185-TECHNOLOGY SRVCS 0001

000013 | 500082 | 07/01/2009 | 07/01/2009 | 015455 | Diskeeper Corporation 2562.65 | 06/26/2009 | 8185-TECHNOLOGY SRVCS 0002

000014 | 500083 | 07/01/2008 | 07/01/2009 | 016175 | Edusiructures 18.770.25 | 06/26/2009 | 8185-TECHNOLOGY SRVCS 0001

000015 | 500084 07/01/2008 07/01/2008 018217 EG Innovations 518393 06/26/2009 8185-TECHNOLOGY SRVCS 0002 RQ

000016 | 500095 | 07/01/2009 | 07/01/2009 | 014173 |Elte Network Solutions 1.289.00 | 06/26/2009 | 8185-TECHNOLOGY SRVCS 0001 .
£ >
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Advanced Search

Eile  QOptions

pSearch OCIearFields ﬂCIose Q

The Genera fomaton | Accourts|
advanced anges

SearCh Purchase Order & | | - | | Requisition #: | | - | | Stares Stock #: | | - | |
screen Total Amount: | - | | Control #: | | - | |

Line ltem Amount: | | - | | Quantity: | | - | |
Offe rS Unit Price Amount: | | |
many

different Entered Dote: |7/

|v| |_f'_;’_ |v| Printed Date: |_J"_,"_ |v|— |_f'_;’_ |v|
Optlons for PaidDate: |_/_/___ |v|- |/ |v] Fiscal Year: |10 v |

looking up
PO Status: III PO Type: l:l RelForProc: l:l Include Dirafts: III
PurChase Budget E Board: E Purchasing: E Regs WIO Accts: E

Ol‘deI’S Asset: E Cancelled: E PDF Files: E

Miscellaneous

BuerCodes: | w||  v|[ v ¥[[ v
Vendor Number: | || || || || |

Ordering Sites: | v!| v!| v | v!| v|  Commodity: | v
Description Text: | | Submitter: | |
Line ltem Desc: | | Unitoflssuer || Unpaid POs []
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You can
Inspect a
PO by
pressing
the
Inspect
button,
double
clicking a
line, or
right
clicking
and
selecting
Inspect.

Eile  Options

Help+Video

Selecting PO’s

@# ‘Q@ mNotes'@AﬂBdﬂments

Queue Management

2405 records found.
Purchase Orders

Fiscal Year: n Purchase Order &: l:l = l:l

Requisitions

-
] §ﬂ Purchase Orders

Requisition #: |

| Advanced Search |

Search Resulis

POH  ReqH

Date

Date
Entered

Vendor  Vendor Name

Amount

Date
Printed

Site

Hl

Remote
Status

~
Notes

07/01/2009

07/01/2009

017610

John D Kroeger Associates

10,000.00

8035-BUSINESS SRVCS

07/01/2009

07/01/2009

002230 |Dameron Hospital

1,500.00

B035-BUSINESS SRVCS

07/01/2009
07/0 009
07/01/2009

07/01/2009
0//0 003
07/01/2009

000667 |Bames And Noble

004787 | Intemational Reading

07/01/2009

07/01/2009

002234 | Delkc Pest Cortrol

07/01/2009

07/01/2009

001330 |CA State Dept Of Ju

07/01/2009

07/01/2009

017556 | Intercom Network

e
Fi
w
2

1,000.00

Inspect

PO Quick View
Motes
Attachments

1840-SERENADE, DANDY CHARTER
840 ADE. DAND A
1840-SERENADE, DANDY CHARTER

1840-SERENADE, DANDY CHARTER

1840-5ERENADE, DANDY CHARTER

8185-TECHNOLOGY SRVCS

07/01/2009

07/01/2009

018368 |Acom Solutions

8185-TECHNOLOGY SRVCS

07/01/2009

07/01/2009

014786 | Argert Software

8185-TECHNOLOGY SRVCS

07/01/2009

07/01/2009

0174597

Bluecat Networks Inc

8185-TECHNOLOGY SRVCS

07/01/2009

07/01/2009

011421 | Citrix Inc

8185-TECHNOLOGY SRVCS

07/01/2009

07/01/2009

015455

Diskeeper Corporation

8185-TECHNOLOGY SRWCS

07/01/2009

07/01/2009

016175 |Edustructures

8185-TECHNOLOGY SRVCS

07/01/2009

07/01/2009

018217 | EG Innovations

8185-TECHNOLOGY SRVCS

07/01/2009

07/01/2009

04173

Elite Network Solutions

8185-TECHNOLOGY SRVCS
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Quick View

File  Export Format

H @%@Eﬁ% ~ | Portrait ~ FontSize: 8§ - Left Margin: 1

BO/REQ Quick View A

Total Lines; 66

Year: 2010 Bequisition No: 50001% Purchase Order No: 000004 Stores:
Vendor WNo/Rddr: 014%37/00 Carnegie Learning
Site: 1840 SERENADE Submitted by: MATERIALS

Item Split OQOrdered/ Beceived Unit Unit Cost Totzl Cost Discount Tax Stock Mo F
1 D 38._00/ 0.00 EACH 40_0000 1,440.00 .00 ¥ 000000
09.0002.0.1110.1001.4200.120.0000.00 0.0000% 0.00
0%.0002.0.1110.1001.5875.120.0000.00 100.0000% 1,440.00
T5-ALEL
ENNURL PER STUDENT LICENSE- ALGEBRA 1

D 3ge.00/ 0.00 EACH 5.2000 ¥ 000000
05.0002.0.1110.1001.4200.120.0000.00 0.0000%
0%.0002.0.1110.1001.5875.120.0000.00 100.0000%

RHSCALEL

ENNUAL PER STUDENT SUPPORT & MRINTENANCE- ALGEBRA 1

D 1.00/ 0.00 ERCH 0.0000 N 000000
05.0002.0.1110.1001.4200.120.0000.00 100.0000%
0%.0002.0.1110.1001.5875.120.0000.00 0.0000%

The menu also allows you to view a quick
view of the Purchase Order/Requisition.

18
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Notes Screen

File  Options
@Sﬂve and Return H Save ﬂ Close | - g
Type: PO Dist: 40 Year: 10 Ref: 000004 AddMode .:
85 lines remaining.
Time Who Note
» 13:35 MER Add a2 new note for the demo.

The Notes screen Is also available from the menu.
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Manage Attachments

From the menu, you can also manage your
attachments for a REQ/PO.

20



Purchase Order Inspect Screen

File  Options Help

hSavE and Return |l Save D Cha ﬂ Change Order ﬂ Q @9 - \ i ‘Notes ~

PO: 001556 RQ: 501856 VE: 008534/00 InspectMode :

Date Printed: 09/17/3009 Date Paid: N/A Change Order: N/A u ckoc-09/17/3009-14:21:27 .:

F ro m th e Purchase Order Requisition
Purchase Order: Attachment Reo/PO: N/N Requisition: | 501856

P O I n S p e Ct Description: |PRINTER INK Submitted by: | VICKI WOLFF / CAREER CENTER
S C r e e n O u Date: |09/09/2009 Date Paid: Shipto: |D641 arlet:é) Hrju 'IE'I:ZSI;FH ACADEMY
] y Status: |Y-Yes w LODI, CA 95240
t Vendor: =g (008534 |/ |00 v
Can en er PO Type: PO -PURCHASE ORDER W
the Change

Order

Address {00) | Additional

endor Remit
screen, or
L) 1275 Puerta Del Sol 1275 Puerta Del Sal
San Clemente, CA 92673 San Clemente, CA 592673

look at the
Change
Order

.
H IStO ry Delete Selected Row == Add Account Change Account
Ln FU RESC ¥ GOAL FUNC OBJI SCH MNGI EU Amount Status
Screen » 15 |01.9650.0.T111.2700.4300.640.6762.00 575.02 L
L]

Total PO Amount: £79.02
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Change Order Screen

This

File  Options

screen T cose | B charget |1 [ )

allows you | o e e "
to start a AU ——————

new =

POCO De:::: — | VE.; ||seh.ccmmpmduds

and it | 00 poome Psmas P 080 e

review O

previously |

entered

POCOs
for this
PO.

22



To add
an item

to the
PO,
select

Add Item
from the
Options

menu.

Adding an item

Cancel PO
Uncancel PO
PO Header Data
Change Itern

Ctrl+F5
Ctrl+F10
Ctrl+F1
Ctrl+F2

Add ltem

Ctrl+F38

8

Delete ltem

Replace/Add Accounts
Merge ltem

Change [tem Description
View Change Detail
Reset Print Date

Ctrl+F5
Ctrl+F7
Ctrl+Shift+F6
Ctrl+5Shift+F9
F4

Vendor: |008534 | |Sehi Computer Products
@ Site:
/2009 | Payments Paid: Pending:

View PDF Files
Forms to Vendor
Grid Output

Print Screen

Shift+F11
F11

Description

23



Adding an item

Tf]is . File  Opticns I
screen is | Wt B R HEIEE

almost

. . Subject to tax: 68.06 Rate: 8750 % Sub Total: 73.06 Total Tax: 5.96 Tatal: 79.02
identical to| e
ltem Print Split Quantity  Unit Unit Cost Total Cost Tax Stock#  Fixed Asset
th e 6 Yes v | Calculate Percentage v 1.00f EACH 25.0000 12500 Mo w | 000000 hd
. E— Discount Flag Discount Percentage Discount Amaount
ReqUISItlon ltem Percentage w 5D.0000| % 1250
Description 55 lines remaining.

Entry e e e
screen for
items.

YO u Accounts
should be | [ gremm=ams = =
able to

easily _

enter the kem Prnt  Splt  Quantty  Unt  Unit Cost Total Cost Tax Stock# FA DF Disc%:  Disc Amt
1 CP 1.00 | EACH 24 4600 2446| v | oooooo N | 00000 0.00

Y

d ata O n 2 | v | 1.00 | EACH 11.2000 1120 v | oooooo N | 00000 0.00
31 | v | cp 1.00 | EACH 11.2000 1.20] v | oooooo N | 00000 0.00

th e 4 | v | 1.00 | EACH 11.2000 1120 v | oooooo N | 00000 0.00
» | 5 | s | cp 100 [ 5.0000 500 N | oooooo| N | N | o.o000 0.00

screen.
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Adding an item

Options

i save Fo
| Process Message Library F4
Toggle Discount F3
Y O | l C a n Switch Item/Description  Shift+F3
Description Size 8750 % Sub Total: 73.06 Total Tax: 5.96 Total: 79.02
Set Override Password Alt+P
Quantity  Unit Unit Cost Total Cost Tax Stock #  Fixed Asset
[[7  Grid Output Shift+F11

1.00 EACH 25.0000 2500 |No w || 000000 hd
Print Screen F11

Discount Percentage Discount Amount
.0000| % 0.00

custom
messages
)%
pressing

-4 or G e =
selecting

Process

First Shift+F5
Previous F5
MNext F6
Last Shift+F&

58 lines remaining.

¥ item needing purchased for the webinar.

BEEEEBE @

tem  Print Split i Stock# FA DF Disc Disc Amt
Th cP | ! ! 000000 M 0.0000
Message - ot | som
. CcP | 000000 N 0.0000
Librar 2 o
y u cP ik 1 1 N 0.0000
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Adding an item

Eile  Options

He o B8 DD E
Enter a neete

Subject to tax: 68.06 Rate: 8.750| % Sub Total: 73.06 Total Tax: 5.96 Total: 79.02
message
ltem Print Split Quantity  Unit Unit Cost Total Cast Tax Stock # Fixed Asset
preced ed o e~ Pcioierecmiaz vl 10fccH T ) TR 2
Discount Flag Discount Percentage Discount Amount
y t e Mo Discount v .0000| % 0.00
N I Description 57 lines remaining.
th e Accounts
Ln FO EESC Y GOAL FUNC OBJT 3SCH MNGT BU Amount Percent
PXE N ‘ M » 01.9650.0.7111.2700.4300.640.6762.00 78.02 100.00
USERSEC.
I h ltems
e n p re S S tem  Print Split Quantity Unit Unit Cost Tatal Cost Tax Stock# FA DF Disck Disc Amt
» h

2dding a2 new item needed for the webinar.

=M5D3|

Y CP 1.00 |EACH 34.4600 46 Y 000000 N 0.0000 0.00

F4 tO Ioad 2 Y CE 1.00 | EACH 11.2000 11200 Y 000000 N 0.0000 0.00
3 Y CF 1.00 | EACH 11.2000 11200 Y 000000 N 0.0000 0.00

the 4 Y CP 1.00 | EACH 11.2000 1200 Y 000000 N 0.0000 0.00
5 5 oy 1.00 5.0000 500 N 000000 | N | N 0.0000 0.00

message.
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Adding an item

Eile  QOptions

HseFose [FE DOEE

The

Subject to tax: 68.06 Rate: 8750 % Sub Total: 73.06 Total Tax: 5.96 Total: 79.02
[ ] [ ] ltem 6 of &
d e S C r I tl O n ltem  Print Split Quantity  Unit Unit Cost Total Cost Tax Stock#  Fixed Asset
[ Yes v | | Calculste Percentage v 1.00) |EACH 25 0000 25000 Mo » | | DDODOD ]
- - - Discount Flag Discount Percentage Discount Amount
IS fl I I e d I n Mo Discount L 0000 *% 0.00
Description 43 lines remaining.

- 2dding a new item needed for the webkinar.
Wlt t e NOTIE: M 5 D 5§ REQUIRED WITH DELIVERY.
FORWARED COPY TO:

I I Iessa e LODI UNIFIED SCHOOL DISTRICT
1305 E VINE 5T

LODI, Ch 95240

EAYMENT WILL BE HELD UNTIL RECEIFT OF THIS INFCORMATICH.
Accounts
ILn FOU RESC Y GOAL FUNC OBJT SCH MNGT BU Amount Percent
IT _1 E E E E ;I E » 01.9650.0.7111.2700.4300.640.6762.00 79.02 100.00

library.

tem  Print Split Quantity Unit Unit Cost Total Cost Tax Stock# FA DF Disci Disc Amt

> Y CcP 1.00 | EACH 34 4600 46| Y 000000 M 0.0000 0.00
2 Y CcP 1.00 | EACH 11.2000 120 Y 000000 N 0.0000 0.00
3 Y cP 1.00 | EACH 11.2000 a2 Y 000000 M 0.0000 0.00
4 Y CcP 1.00 | EACH 11.2000 120 Y 000000 N 0.0000 0.00
5 5 cP 1.00 5.0000 500 N 000000 | N | N 0.0000 0.00
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Adding an item

Options
q H Save

Process Message Library

Toggle Discount B3
Switch ltem/Description  Shift+F2

I O e n te r a Description Size 8750 % Sub Total: 596 Total: 79.02
Set Owverride Password Alt+P

Quantity  Unit Unit Cost Tax Stock # Fixed Asset

L . .
= Grid Output SIAL 100 |EACH 25.0000 2500/ {No | [ooDODO v
y - Print Screen F11

Discount Percentage Discount Amount
First Shift+F3

: .0ooo| % 0.00
Previous F5 - —
p reSS 7 48 lines remaining.

Mest
hew item needed for the webinar.

Shift+F6

Last
to m ake or=-rr-= D 5 REQUIRED WITH DELIVERY.

FORWARD COFY TO:

LODI UNIFIED SCHOOL DISTRICT
1305 E VINE 5T

LODI, CA& 35240

-
PAYMENT WILL BE HELD UNTIL RECEIFT OF THIS INFORMARTIONM.
Accounts
- In FU RESC Y GOLL FUNC OBJT SCH MNGT BUO Percent
fl e I d S » 01.9650.0.7111.2700.4300.640.6762.00 100.00

editable.

ltems

- tem  Prirt Unit Total Cost DF Disc% Disc Amt
(VersionL | | &= sl | | T
.00 | EACH 0.0000
I .00 | EACH 0.0000
O n y .00 |EACH 0.0000
. . : 0.0000
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Adding an item

Eile  Options

S e I e ‘ t tI l e Subject to tax: 63.06 Rate: 8750 % Sub Total: 7306 Total Tax: 596 Tatal: 79.02

ltemn & of &
Iltem Print Split Quantity  Unit Unit Cost Total Cost Tax Stock # Fixed Asset
ty p e Of 5 Yes v| |Calculate Percentage v 1.00| |EACH 25.0000 2500 [No v/ [oopooD v
Discount Flag Discount Percentage Discount Amount

No Discount

L}
C I S C O u n t Global Discount
’ ltem Percentage
ttem Dollar
OTE: M 3] BEEQUIRED WITH DELIVERY.

then enter R

LODI UNIFIED SCHOOL DISTRICT

1205 E VINE ST
t F] e 1LODI, CX 55240
PAYMENT WILL BE HELD UNTIL RECEIFT OF THIS INFORMATICHN.
Accounts
In FU RESC ¥ GOAL FUNC OBJI SCH MNGT BU Amount Percent
‘ ErC( EI I ag‘ E » 01.9650.0.7111.2700.4300.640.6762.00 78.02 100.00
tems
tem  Print Split Cluantity Unit Unit Cost Total Cost Tax Stock# FA DF Disc% Disc Amt
aS I l e e d e d » CP 1.00 | EACH 34 4600 3445 0D000D N 0.0000 0.00
n

0000 % 0.00

43 lines remaining.

meeded for the webinar.

Y Y
2 Y CP 1.00 |[EACH 11.2000 na| y 000000 N 0.0000 0.00
3 Y CF 1.00 |[EACH 11.2000 120 v 000000 N 0.0000 0.00
4 Y CP 1.00 |[EACH 11.2000 na| y 000000 N 0.0000 0.00
5 s CF 1.00 5.0000 500 N 000000 | N | N 0.0000 0.00
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Adding an item (Version L)

m The Global Discount is a percentage that Is
used on all items

m The Item Percentage applies the discount
only to this item based on the percentage
you enter

m The Item Dollar applies the discount only to
this item based on the dollar amount you
enter
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Addi

ng an item

Eile | QOpticns
H 3 A Ssave F3 u
Process Message Library F4
AddMode
Teggle Discount F3
Switch ltem/Description  Shift+F3
Description Size » | B750) % Sub Total: 73.06 Total Tax: 5.96 Total: 79.02
- t Set Override Password Alt+P
SWItCh Ite m/ Quantity  Unit Unit Cost Tatal Cost Tax Stock#  Fixed Asset
B Grid Output Shift+F11 v 1.00] |EACH 25,0000 2500/ [No | |0DODOD v
- - ,:; Print Screen F11
D e S C rI tl O n Dizscount Percentage Discount Amount
B First Shift+F3
. : v .0000| % 0.00
El  Previous F5 : -
is a fast way s
"j hed 2 new item needed for the webinar.
B Last Shift+F&
O I I Iove O worss-yr= [ § REQUIRED WITH DELIVERY.
h FORWARD CODY¥ TO:
t e LODI UNIFIED SCHOQOL DISTRICT
. . 1305 E VINE 5T
Description e o e
- PAYMENT WILL BE HELD UNTIL RECEIFT OF THIS INFORMATICN.
f Id Accounts
Ie ] O r In FU RESC Y GOAL FUNC OBJT SCH MNGT BU Amount Percent
back to th e [ 3 01.9650.0.7111.2700.4300.640.6762.00 78.02 100.00
Print field.
- - ltems
: ;h Ift + F3 IS tem  Pnrt Split Cuantity Unit Unit Cost Total Cost Tax Stock# FA DF Disc% Disc Amt
4 Y CF 1.00 [EACH 34.4600 46| Y 000000 N 0.0000 0.00
the hotkey 2 Y CP 1.00 | EACH 11.2000 11200 Y 000000 N 0.0000 0.00
. 3 Y CF 1.00 EACH 11.2000 1120 Y 000000 N 0.0000 0.00
aval Iable s [ v | cr 1.00 | EACH 11.2000 1120] Y | oooooo N | 00000 0.0
n
5 5 CF 1.00 5.0000 500 N oDoDoD | N | N 0.0000 0.00
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Adding an item

File | Options
H A Save 2] n
Process Message Library F4
AddMode
T h Teggle Discount F3
e Switch ltem/Description  Shift+F3
- - | Description Size v || v Small 5.36 Total: 79.02
Description M SetOvemidePassword  AleP e
L Tax Stock # Fixed Asset
" . . arge
. . [ Grid Qutput Shift+F11 9 _ 25000 Mo «| oooooo -
Size option | ¢ e AR
Discount Percentage Discount Amount
B First Shift+F5
. ~ 000D| % 0.00
Kl Previous F5 i -
allows you i e
"'j blext Eo lew item needed for the webinar.
B Llast Shift+F6&

to choose L, = sagurnen wrmm ommsvmmy.

FORWRAED COPY TO:

-
th e S I Z e Of LODI UNIFIED SCHOOL DISTRICT
1305 E WINE ST
IODI, CA 55240
fO nt O u PAYMENT WILL BE HELD UNTIL RECEIPT OF THIS INFORMARTION.
Accounts
In FO RESC ¥ GOAL FUNC OBJT S5CH MNGT BU Amount Percent
Want used 2 01.9650.0.7111.2700.4300. 640.6762.00 79.02 100.00
In the
- -
DeSC rl ptl O n tem  Print Split Quantity Unit Unit Cost Total Cost Tax Stock# FA DF Disc% Disc Amt
4 h

. Y cp 1.00 | EACH 34.4600 46| Y 000000 N 0.0000 0.00
fleld 2 Y CH 1.00 | EACH 11.2000 2| Y 000000 N 0.0000 0.00
- 3 Y cp 1.00 | EACH 11.2000 mnzn| Y 000000 N 0.0000 0.00

4 Y CcP 1.00 | EACH 11.2000 nan r 000000 N 0.0000 0.00

] 5 CP 1.00 5.0000 500 N 000000 | N | N 0.0000 0.00

32



Once
you've
made all
the
changes to
the item
you wish
to add,
simply
press the
Save
button.

Eile  Opticns

Subject to tax: 68.06 Rate: 8750 %
ltem & of &

ltem
&

Accounts

Adding an item

Sub Total: Total Tax:

Split Quantity  Unit
w | Calculate Percentage v 1.00| EACH

Unit Cost
25.0000

Discount Flag Discount Percentage
Mo Discount 0000 %

Description

Total Cost

Discount Amount

Tax

No

45 lines remaining.

5.56

thing a new item needed for the webinar.
NOTE: M S D § REQUIRED WITH DELIVERY.
FORWARD COPY TO:

LODI UNIFIED SCHOOL DISTRICT

1305 E VINE ST
LODI, CR 55240

DARYMENT WILL BE HELD UNTIL RECEIPT OF THIS INFORMATTION.

Stock #

Total: 79.02

Fixed Asset

v | 000000 he

FO RESC Y GOAL FUNC OBJTI SCH MNGI BU

Percent

=

01.9650.0.7111.2700.4300.640.68762.00

100.00

tem  Print i
4 1.00 | EACH

1.00 | EACH

Quartity Unit

Total Cost

DF Disc%

Disc Amt

N

0.0000

0.0000

1.00 |EACH

0.0000

1.00 | EACH

0.0000

1.00

0.0000
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If the save Is
successful,
you will be
returned to
the main
POCO
screen and
the new
change order
Information
will be
displayed.

Adding an item

Eile  Options

¥ Close | Change Detail ||| |- g

PO: 001556 RQ: 501856 VE: 008534/00 Sehi Computer Products InspectMode .

Purchase Order Number: Description:
Checive Dse: |06/0/2010
Description: | PRINTER INK | Vendor: |008534 | | Sehi Computer Products

e Date Entered: -
Amout Paid: PO Date: Payments Paid: Pending:

Previous Changes

Changed Printed co User Change Description

0&/30/2010 HER Add Hew Item Idd item for demo.
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Adding an item

Eile pOptions

Eos & B 8

RQ: 501856 VE: 008534/00 Sehi Computer Products [InspectMode .:

To view the
detall of the
change,

select the

Change dr Taas mer Toen[aaa seam £or 2
Detall ‘ '
option from
the toolbar.

Purchase Order Number: Description: ||

Ehecive Dae

Description: |PRINTER INK | Vendor: 008534 | |Sehi Computer Products

ool —
Amount Paid: PO Date: Fayments Paid: Pending:

Descr.
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Adding an item

The Change

Eile  Options

Detall screen | ... »2
shows all the

Information
fro m al I Pre;izus e CO User

Changed Printed Change Description
Chan eS tO 01 06/30/2010 MGE Add WMew Item odd item for demo. A
g Chg: Print PC Flag From: Added Ttem
£06 To: ¥
the purChase Chg: Rccount Split Code From: Added Item
£06 To: CP
Order The Chg: Quantity From: Added Item
- £06 To: 1.00

QuiCk VieW Chg: :nit I=ssue Frr:nm: Added Item
: . Chg: szce Frz:'ja: fhi?:d Item
(InstaPrint) is toe

. Chg: Subject to Tax From: Added Item
available o
. Chg: S5tock Humber From: Added Item
from thIS 206 To: 000000
Chg: Fixed Asset Flag From: Added Item
£06 To:
Screen . Chg: Discount Flag From: Added Item
£06 To: H
Chg: Discount Percent From: Added Item
F08& To: 0.0000
Chg: Discount Amount From: Added Item w
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Adding an item

Once you

Eile  QOptiocns Help

retu rn to the ::_/_“' Save and Return Save Change Extend Delete PO =;>I_| Change Order ﬂ g ﬁ - i b Notes -

PO: 001556 RQ: 501856 VE: 008534/00 SehiComputer Products

InspectMode .:
Change Order: 01 |i| ckoc-09/17/2009-14:21:27 .:

main

Purchase Order Requisition
I u rC h ase Purchase Order: Attschment Rea/PO: MM Requisition:
O d Description: | PRINTER INK Submitted by: |VICKI WOLFF / CAREER CENTER
r e r . |0s/09/2008 id: Shipto: |0641 | |LINCOLN TECH ACADEMY
Date Date Paid 542 E PINE 5T

Screen a Status: |Y-Yes w LODI, CA 95240
! Vendor: =g (008534 |/ (DD w

Change PO Type: |PO-PURCHASE ORDER W

Order Address {00) | Additional

number will

Sehi Computer Products
b e 1275 Puerta Del Sol 1275 Puerta Del Sol
San Clemente, CA 52673 San Clemente, CA 52673

displayed.
Clicking the

ring up the To 7o resc v oo rmc oaor scn er 0 "
Change B v i v \,
Order
History T T
screen.
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Adding an item

I Ph Change Detail | |- [[] &)
The Change | s s

Order History N
screen also

allows access
to the Change
Detall screen.

Printed C0  User

0&/30/2010

b
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Deleting an item

To delete | "0

an item,
simply
choose the
Delete Item
option from |~
the menu.

Ctrl+F9
Uncancel PO Ctrl+F10 r )
PO Header Data Ctrl+F1
Change ltemn Ctrl+F2
Add ltem Ctrl+F8
Delete ltem Ci+F5 [ Description: |Delete 2n item for the dema.
Replace/Add Accounts Ctrl+F7 @
Merge ltem Ctrl+Shift+F6
Change ltem Description  Ctrl+ Shift+F9 :l Vendor: |1]]8531 | |S&hi Computer Products
E  View Change Detail F4 fa00s | Site:
Reset Print Date Payments Paid: Pending:
View PDF Files :l
Forms to Vendor
Grid Qutput Shift+F11 — Change Description
& Print Screen F11 MER 2dd New Item 2dd item for demo.
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Deleting an item

File  Options
) seve [ Close D Delete ttem [ Delete All | ] Clear Al <1 4]
On the FY: 10 RQ: 501856 PO: 001556 VE: D08534/00 SehiComputer Products ChangeMode :

Change Order: 01 ~ Date Paid: NfA ~ Date Printed: 09/17/2009 + dhun-09/14/2009-11:24:28 ~ .:

D e I ete I te I I l Subject to tax: 68.06 Rate: 8750 % Sub Total: 98.06 Total Tax: 5.96 Total: 104.02

tem 1of &
S C re e n O u ltem Print Split Quantity  Unit Unit Cost Total Cost Tax Stock #  Fixed Asset
L) y 1 Yes w | Calculate Percentage W 1.00) EACH 34 4600 3446 (Yes w| |000DDO v
b Discount Flag Discount Percentage Discount Amount
C a. n rOWS e Mo Discount v .0000| % 0.00
. Description B8 lines remaining.
the items b
EDSCN WORKFORCE 30 BLACK DUAL DACK INK CARTRIDGE
. the
O r by Accounts
In FU BRESC ¥ GOAL FUNC OBJT SCH MNGT BU Amount Percent
dou ble [ 01.9650.0.7111.2700.4300.640.6762.00 104.02 100.00
clicking an
- - tem Delete Print Split Cluantity Unit Unit Cost Total Cost Tax Stock# FA DF Disc% Disc Amt
Ite I I I I n t e » CF 1.00 | EACH 34 4600 3446 000000 N 0.0000 0.00

Y Y
. 2 Y CP 1.00 | EACH 11.2000 mnao vy 000000 N 0.0000 0.00
rl d 3 Y CP 1.00 | EACH 11.2000 m20 Y 000000 N 0.0000 0.00
g " 4 Y CP 1.00 | EACH 11.2000 mnao vy 000000 N 0.0000 0.00
5 5 CP 1.00 5.0000 500 N 000000 | N | N 0.0000 0.00
6 Y CP 1.00 | EACH 25.0000 2500 N 000000 N 0.0000 0.00
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To mark an
item for
deletion,
click the
Delete Item
menu option.
Notice that a
“Y” is placed
In the grid
marking the
item for
deletion.

Deleting an item

i

File  QOption

% Delete Al @ Clear Al Q

0 RQ:50 456 PO:001556 VE: 008534/00 Sehi Computer Products

ChangeMode .:

Change Order: 01 = Date Paid: N/A ~ Date Printed: 09/17/2009 ¥ dhun-09/14/2009-11:24:28 ~ .:

Subject to tax: 62.06 Rate: 8750 % Sub Total: 98.06 Total Tax: 596 Total: 104.02
ftem 3 of &
Item Print Split Quantity  Unit Unit Cost Total Cost Tax Stock#  Fixed Asset
3 Yes v | | Calculate Percentage w 1.00) |EACH 11.2000 11.20[ |Yes w | |0D0OD0 hd
Discount Flag Discount Percentage Discount Amount
Mo Discount w 0000| % 0.00
Description 58 lines remaining.
T0&9320
EPSON WOREFQORCE 30 MAGENTR INE CRRTRIDGE
Accounts
In FU RESC Y GOAL FUNC OBJT SCH MNGT BU Amount Percent
ThUl.9650.U.?111.2700.4300.640.6762.00 104.02 100.00
ttems
ltem  Delete Print Split Quantity Unit Unit Cost Total Cost Tax Stock# FA DF Disc% Disc Amt
1 Y CP 1.00 | EACH 34,4600 ML Y 000000 N 0.0000 0.00
Y CP 1.00 | EACH 11.2000 1120 Y 000000 N 0.0000 0.00
Y Y CP 1.00 | EACH 11.2000 120 Y 000000 N 0.0000 0.00
Y CP 1.00 | EACH 11.2000 M20 Y 000000 N 0.0000 0.00
5 5 CP 1.00 5.0000 500 N 0ooo00 | N | N 0.0000 0.00
[ Y CP 1.00 | EACH 25.0000 2500 N 000000 N 0.0000 0.00
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Deleting an item

File  Options

S =l

008534/00 Sehi Computer Products ChangeMode .:

U S I I l tI I e Change Order: 01 ~ Date Paid: NfA ~ Date Printed: 09/17/2009 ~ dhun-09/14/2009-11:24:28 ~ .:
Subject to tax: 58.06 Rate: 8750) %  SubTotal: 98.06)  Total Tax: 596  Total: 104.02

ftem 3 of &

ltem Print Split Quantity  Unit Unit Cost Total Cost Tax Stock # Fixed Asset
e e e 3 Yes v | Calculate Percentage v 1.00| |EACH 11.2000 11200 |Yes w| |0ODOODO A

Discount Flag Discount Percentage Discount Amount
No Discount W 0000| *% 0.00

]
I I lel l u Itel I l Diescription 58 lines remaining.
TO0e5320
EPS0ON WOREFORCE 30 MAGENTAR INE CRRTRIDGE
I I .t
Accounts
Ln FO RESC Y GOAL FUNC OBJIT 3CH MNGT BU Amount Percent
O r 3 01.9650.0.7111.2700.4300.640.6762.00 104.02 100.00
I ]
e etl O I l [ ] tems

tem  Delete Print Split Quantity Unit Unit Cost Total Cost Tax Stock# FA DF Disc% Disc Amt

1 Y Y CcP 1.00 | EACH 34,4500 MaE Y 000000 N 0.0000 0.00

2 Y Y CP 1.00 | EACH 11.2000 120 Y 000000 N 0.0000 0.00
» Y Y cpP 1.00 |EACH 11.2000 2o Y 000000 N 0.0000 0.00

4 Y Y CP 1.00 | EACH 11.2000 11201 Y 000000 N 0.0000 0.00

5 Y 5 CP 1.00 5.0000 500 N 000000 | M | N 0.0000 0.00

& Y Y CP 1.00 | EACH 25.0000 2500 N 000000 N 0.0000 0.00
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Deleting an item

EFile  Qptions

- l' Save r’fﬂn;e |,u""‘:| c"‘“'u| :-9 n

A 10 RQ: S01856 PO Computer Products ChangeMode -
I h e ‘ Iear Change Order: 01 = Date Paid: /A ~ Date Printed: 09/17/2009 ~ dhun-09/14/2009-11:24:28 -
. Subgect bo tao: 6806 Raiec TS0 % Sub Tetal: 2206 Tt Tao: 596 Totad: 104,02
AI I Bem 3of &
Op Ion lem  Frint Selit Quantity Urat Unat Cost Total Cost Tax Stock 8 Fixed Asset
. 3 Yes w | | Caloulate Percentage + 1.00 | |EACH 11.2000 11.200 | Yes  + | 000000 »
In the Descount Flag Discount Percerniage Dhiseourt Amount
Mo Discount W 0000 % 0.00

to O I b ar Description 8 lanes remaining.
TOE9320
. I I EPSON WORKFORCE A0 HAGENTA INK CARTRIDGE
L]
any item | ..
Ln FO RESC ¥ GORL FUMC OBJT SCH MMGT BO Amount Percent

)
yOI I Ve » nm.sssa.:._-.111.z#an-..u::..nt-.s'.-u.na 104.02 100.00

fams

for tom Delete Pt Splt  Cuantty  Unt  Unk Cost Total Cost Tax Stock® FA DF Dach Disc: At
1 ¥y | e 1.00 | EACH 24,4500 3426 v | oooooo M| 00000 0.00
. 2 Y | cp 1.00 |EACH 11.2000 120 ¥ | oooooo N 00000 0.00
deletlon_ » IEH Y | cp 1.00 | EACH 11.2000 20| v | o000 [N | 00000 0.00
4 Yy | cp 1.00 |EACH 11.2000 n20| ¥ | oooooo N | 00000 0.00
5 5 CP HII. 5.0000 50[!. 1] . 000000 W | M 0.0000 0.00
Y CP 1.00 .EP’CH 25.0000 25100 . ] . 000000 H 10,0000 0.00
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Deleting an item

File  Options
ﬂ Close ¢ Delete ftem [ Delete All || Clear Al =
FY: 10 RQ: 501856 PO: 001556 VE: 008534/00 SehiComputer Products ChangeMode .:

Change Order: 01 ~ Date Paid: N/A ~ Date Printed: 09/17/2009 ~ dhun-09/14/2009-11:24:28 ~ .:

OI lC‘ ’ Subject to tax: 63.06 Rate: 8750 % Sub Tetal: 93.06 Total Tax: 596 Total: 104.02

ltem 3 of &

b
O l l V e ltem  Print Split Quantity  Unit Unit Cost Total Cost Tax Stock#  Fixed Asset
) Yes v | Calculate Percentage v 1.00} |EACH 11.2000 11.20)  Yes w | 000000 b
L L]
Ve r I fl e d O l I Discount Flag Discount Percentage Discount Amount
Mo Discount v 00DD| % 0.00

Description B2 lines remaining.

have .

marked the

correct

items for

deletion, | [m= oo
click the

ltems

S tem  Delete Print Split Quartity Linit Unit Cost Total Cost Tax Stock# FA DF Disci Disc Amt
ave 1 Y CF 1.00 | EACH 34 4600 M6 Y 000000 N 0.0000 0.00
2 Y cP 1.00 | EACH 11.2000 20| Yy 000000 N 0.0000 0.00
b utto n » - Y Y CcP 1.00 | EACH 11.2000 11200 Y 000000 N 0.0000 0.00
- 4 Y cP 1.00 | EACH 11.2000 20| Yy 000000 N 0.0000 0.00
5 5 cP 1.00 5.0000 5000 N 00D0OD | N | N 0.0000 0.00
6 Y cP 1.00 | EACH 250000 2500 N 000000 N 0.0000 0.00
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AsS a
precaution,
you'll
receive a
message
asking you
to confirm
the
deletion.

[} Delete Item

‘Deleting an item

40 - QSS DEMONSTRATION DISTRICT

File  Options

ke save ¥ Close DX Delete item I Delete ANl [ ] Clear A 2

FY: 10 RQ: 501856 PO: 001556 VE: 008534/00 Sehi Computer Products

Qs55/0...

[}

ChangeMode

Change Order: 01 ~ Date Paid: N/A - Date Printed: 09/17/2009 ~ dhun-09/14/2009-11:24:28 ~

Subject to tax: £8.06 Rate: 8750 % Sub Total: 58.08 Total Tax: h.96 Total: 104 02
ttem 3 of &
ltem Print Split Quantity  Unit Unit Cost Total Cost Tax Stock#  Fixed Asset
B Yes v | Calculate Percentage v 1.00; |EACH 11.2000 11200 |Yes | |0DO0ODD hd
Discount Flag Discount Percentage Discount Amount
No Discourt w .0000| % 0.00
Description 58 lines remaining.
TO&32320
EDSCON WOREFORCE 30 MACENTA INK CARTRIDCE
Accounts
Ln FO RESC Y GOAL FUNC OB 0 Are you sure you want to delete the following item(s): 3 cent
» n01.9650.0.7111.2700.430 100.00
ltems
tem  Delete Print Split Quantity Linit Unit Cost Total Cost Tax Stock# FA DF Disci Disc Amt
1 Y CP 1.00 |EACH 34 4600 A6 Y 000000 M 0.0000 0.00
& Y CP 1.00 |[EACH 11.2000 1n20 Y 000000 N 0.0000 0.00
4 Y Y CP 1.00 |EACH 11.2000 11200 Y 000000 N 0.0000 0.00
4 Y CP 1.00 |[EACH 11.2000 120 Y 000000 N 0.0000 0.00
5 5 CP 1.00 5.0000 500 N QOODOO | N | N 0.0000 0.00
[ Y CP 1.00 |EACH 25.0000 2500 N 000000 M 0.0000 0.00
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Deleting an item

File  Options
If the delete | oo Zowsow @9
PO: 001556 RQ: 501856 VE: 008534/00 Sehi Computer Products [Inspectriode .

IS successful,
yOU , II be Ptl'cl'ﬂse(lrda-r Number: Description:
returned to e

. Description: | PRINTER INK | Vendor: 008534 | |Sehi Computer Products
the main ot -
Previous Changes

Amount Paid: PO Date: Payments Paid: Pending:
‘ 0673072010 MER 2dd Wew Item 2dd item for demo.

the new pe
change order
displayed.

Mo Changed Erinted L8] Tser Change Description

S30/72010 MER Delete Item Delete an item £for the demo.
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Deleting an item

You can s
once again |~ “°
gO |nt0 the Requisition Number: 501856 Purchase Order Number: 001556

Previous Changes

C h an g e Ho Changed Printed C0 User Change Description

02 0&/30/2010 HEER Delete Item Delete an item for the demo. A
- Chg: Print PO Flag From: ¥
Detall #03 To: Deleted Item
Chg: Account 5plit Code From: CP
#03 To: Deleted Item
Screen and Chg: Quantity From: 1.00
#03 To: Deleted Item
- Chg: Unit Issue From: EACH
VIeW a_ #03 To: Deleted Item
Chg: Price From: 11.2000
- $#03 To: Deleted Item
detal Ied Chg: Subject to Tax From: ¥
#03 To: Deleted Item
. - Chg: S5tock Number From: 000000
IIStI ng Of #03 To: Deleted Item
Chg: Fixed Lsset Flag From:
#03 To: Deleted Item
t e Chg: Discount Flag From: W
#03 To: Deleted Item
Chg: Discount Percent From: 0.0000
C ange . $#03 To: Deleted Item
Chg: Discount Amount From: 0.00 W
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ayments Screen

Eile Xiew District Year Messages Window News Help+Video

=i

B Print Manager (LSPOOL)

Employee Maintenance

Y O l I C a n \ Purchase Orders / Requisitions

Accounts Payable

aC C e S S t h e @ Print Manager / Job Menu / Utlities

System Admin
Finance
P O P a.y m e n tS AR (AR, ¥R, RR - Mo invoiding)
AR (Invoicing and Biling Management - RI, RP)

Lol Budget Development

S ‘ r e e I I b y : Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)

: Finance Job Menu

.
G Journals, Transfers (DC, JE, TF, TV)

choosing It 7 —

@ Payroll Transfers

ﬁ VLD Payment Processing
ro I I l ( E G Warrant Management (Cancels, Hand Issues, Recondliation)

AP [ Purchasing

maln menu. Q rorsrme

Purchasing Master Files

Purchase Orders [ Requisitions
" Receiving/FO

a;.". Requisition Routing Master Files

Vendor Maintenance

Lookups

Settings [ Master Files

Fixed Assets [ Stores
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PO Payments Screen

File  Options View Help+Video

PLUEBUXPEIHED

Once

y . =} Accounts Payable] Search (F3)
youre In o v V)
Accounts | cammon
Payable, e Pt 1)

. Liabilities (LB)

select PO |~ e/t
Payments

from the

tree view.
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" M

PO Payments Screen

File  Options  View Help+Video

WREBEXPE DEW

YO u Can =3 Tmem] Search (F3)
search by o Voher () P,
PO number Set Up Payables (EP) Quick Search [F3]

Ou,re Eﬂ:m =0 Fiscalar:  Purchase Order &: Requisition &:
you' & Tanscion et TR | [ [ | it
looking for, | e

Search Resutts (Double-Click a cell or Control-Enter {while in the grid) or Ctr+0 to view details)

CIICkIng the Fr | B0 L= e SAmount  Remote Req i
Search s

button. The
results will
be returned
In the grid
at the
bottom of

the screen.
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PO Payments Screen

E- x
File  Options
] E | NextPO# <EnterPO#> <Line> 37 | 4 Quick View Next PO || 4 PO Quick View | 3 [
Y
,m .
change
. Reguisition Number: 50185¢ PO Mumber: FY: Description: |PD.IN'J.'ED. INE |
O rd e r b) a I I n e Vender No./Address No. / Discount: =
WaS C | O S e d Vender name/address Remit name/address Attsch: N
Sehi Computer Products Sehi Computer Products
1275 Puerta Del Sol 1275 Puerta Del Sol
a n d San Clemerte, CA 92673 San Clemerte, CA 32673
reope n ed FU RESC Y GOAL FUNC OBJT SCH MNGT BU & Original § Amount  Status
. (SN 01.9650.0.7111.2700.4300. 640.6762. 00 7302 91.84 0
with the new
encumbered
am O u nt . _T_)a'}p'renem Date Invoice Description § Payment § liquidate  Discount  Discount % % Net % Balance ¥:: H:% M‘Zﬂ— g; 1099 Y:\degseo;s
1 C-Clozse  |06/30/2010| POCOIDCO# O 0.00 75.02 0 0.00 0.00 0 0 i)
0 - Reopen |06/30/2010| POCODCO# 01 0.00 104.02 0 0.00 104.02 0 0 i)
C-Close  |06/30/2010|POCOIDCO# 02 0.00 104.02 0 0.00 0.00 0 0 o
1 06/30/2010 POCD10 COK 02 0 0 0 o0
Totals: 0.00 -12.82 0.00 0.00
L4 >
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" A
Cancelling a PO

Cancel PO Ctrl+F9
Uncancel PO Ctrl+F10
PO Header Data Ctrl+F1
Change ltem Ctrl+F2
Add ltem Ctrl+F8
Delete ltem Ctrl+F5

To cancel
a PO, enter

Description: |Poing & cancel for the demo.

Replace/Add Accounts Ctrl+F7
th e d ate Merge [tem Ctrl+Shift+F6

Change ltem Description  Ctrl+Shift+F9 Vendor: |[l]8531 | |S&hi Computer Products
and E  View Change Detail F4 e

Reset Print Date

LIRS

Payments Paid: Pending:

description,
then select
Cancel PO
from the
Options
menul.

5] View PDF Files

Forms to Vendor

Grid Output Shift+F11

User Change Description

R Print Screen F MGR 2dd New Item 2dd item for demo.

0&/30/2010 Delete Item Delete an item for the demo.
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Cancelling a PO

The header

File  Options

INformation | ks o= 2

FY: 10 RQ: 501856 PO: 001556 VE: 008534/00 Sehi Computer Products ChangeMode .:
fo r th e P O Change Order: 02 Date Paid: N/A Date Printed: 09/17 /2009 |i| dhun-09/14/2009-11:24:38 .:

- I I b Do you really want to cancel this Purchase Order? |Yes w
W I e Cancel payment description: No longer needed |
L
displayed —
]

. Reguisition: 501856 Purchase Order: 001556 Control #; ‘warehouse: Stores Order:
aI O n g Wlth Vendor/Addr#:  «3» (008534 |; |00-1275 Puerta Del Sol v Date: |09/09/2009
. PO Type: |PO - PURCHASE ORDER w | Delivery By: Confirming: |{ - No corfirmation message v
a fl e I d Description: |PRINTER INK Tax %: 8750 % Ship To: | 0641 LINCOLM TECH ACADEMY (0641) v

aS kl n g If Submitted by: |VICKI WOLFF / CAREER CENTER Terms: Commodity: v

Site:  |6010 LOCKNESS TECHNICAL ACADEMY (6010} FOE:
you really R —
t t Routing Group: | BUDGET ] Room: Discount: o0n| % Shipping % 0o

cancel the

€

Address (00) | Additional | Shipping | Beg Message | End Message

Vendor Remit
Sehi Computer Products
y 1275 Puerta Del Sol 1275 Puerta Del Sal
San Clemente, CA 92673 5an Clemente, CA 92673

field for the
cancelation
reason.
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Cancelling a PO

Eile  QOptions

FY: 10 RQ: 501856 PO: 001556 VE: 008534/00 Sehi Computer Products ChangeMode .:

Change Order: 02 Date Paid: Nf/A Date Printed: 09/17/2009 M dhun-09/14/2009-11:24:28 .:

O I I C e th e Do you really want to cancel this Purchase Order? |(Yes w

Cancel payment description: Mo longer needed |

n
flelds are o
Requisition: |501256 Purchase Order: |D01556

Control #: Stores Order:
Vendor/AddrE:  <3» |008534 |/ | 00-1275 Puerta Del Sol Date:
e n te re d PO Type: | PO - PURCHASE ORDER Delivery By: Confirming: |0 - No corfimation message
! Description: |PRINTER INK Tax %: Ship To: [0841 | |LINCOLN TECH ACADEMY (0641)
I - k h Submitted by: |VICKI WOLFF / CAREER CENTER Terms: Commdity:
C I C t e Site: 6010 | |LOCKNESS TECHNICAL ACADEMY (6010) FoB:

Buyer: |N-Z - ALPHA VENDOR N-Z Program: Misc Date: Misc:

Save Routing Group: | BUDGET Room: Discount: d Shipping %:
Address (00) | Additional | Shipping | Beg Message | End Message

button. -

Sehi Computer Products
1275 Puerta Del Sal 1275 Puerta Del Sal
San Clemente, CA 92673 San Clemente, CA 92673

Remit

54



" S
Cancelling a PO

If the d— =
Cancel |S - Close |ChangeDetaiI ‘u'@
PO: 001556 RQ: 501856 VE: D0B534/00 SehiComputer Products [InspectMode .

successful

yOU , ” be Purchase Order Number. Description:
returned to T

Description: |PRINTER INK | Vendor: 008534 | | Sehi Computer Products

the main T
POCO Amount Paid: PO Date: Payments Paid: Pending

screen
with the
new
change
order

displayed.

Previous Changes

Ho Changed Printed co User Change Description
9 01 0&e/30/2010 MER 4dd New Item 2dd item for demo.

0z 0&e/30/2010 HMER Delete Item Delete an item for the demo.

a3 0&/30/2010 MER Cancel PO Doing a cancel for the demo.
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YOou can
go Into
the
Change
Detall
screen
and
view a
detailed
listing of
the
change.

Eile

¥ ciose (& B

Cancelling a PO

Options

Requisition Number. 501356 Purchase Order Number: 001556
Previous Changes
Ho Changed Printed CO User Change Description
Chg: Subject to Tax From: ¥
#03 To: Deleted Item
Chg: Stock Humber From: 000000
#03 To: Deleted Item
Chg: Fixed Asset Flag From:
#03 To: Deleted Item
Chg: Discount Flag From: N
#03 To: Deleted Item
Chg: Discount Percent From: 0.0000
#03 To: Deleted Item
Chg: Di=scount Amount From: 0.00
$#03 To: Deleted Item
Chg: Item Description From: TO69320
#03 To: Deleted Item
Chg: Item Description From: EPS50N WORKFORCE 30 MAGENTA INE CARTRIDGE
$#03 To: Deleted Item
Chg: PO Amount MNet Change From: 104,02
To: 91.84
03 08/30/2010 0&/30/2010 001 MGE Cancel EBO Doing a cancel for the demo.
Chg: PO Amount MNet Change From: G1.84
To: 0.00




Cancelling a PO

&

File  Options

= e X i) NextPO#: <EnterPO®> <Line> 17 | 1" uick View Next PO |[ 4" PO cuickview | B [ [

I n th e PO Requisition Number: 501856 PO Humber: FY: Description: |PRINTER INE |
P aym e nt Vendor No./Address No. / Discount: %

Wendor name/address Remit name/address Attach: N
S C re e n Sehi Computer Products Sehi Computer Products
] 1275 Puerta Del Sol 1275 Puerta Del Sal
San Clemente, CA 32673 San Clemente, CA 92673
FU RESC Y GOAL FUNC OBJI SCH MNGT BU % Original § Amount  Status

am O u n‘t iS (SR 01.9650.0.7111.2700.4300.640.6762.00 79.02 000 ¢
liguidated

ut
_T_;i;ren 2L Date Invoice Description § Payment % Liquidate Discount  Discount % 8 Net § Balance _ll._I: Hat; Milﬂ g; 1059 mi‘;
C-Close  |06/30/2010| POCO10 CO& D1 0.00 79.02 0 0.00 0.00 0 0 o
0 -Reopen |06/30/2010| POCO10 CO# 01 0.00 104.02 0 0.00 104.02 0 0 o
C-Close  |06/30/2010| POCO10CO# 02 0.00 104.02 0 0.00 0.00 0 0 o
0 -Reopen |06/30/2010| POC010 CO# 02 0.00 91.84 0 0.00 91.84 0 0 o
C-Cloze  06/30/2010 Mo longer needed. - 0.00 91.84 0 0.00 0.00 0 0 00
Totals: 0.00 75.02 0.00 0.00
< >
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What if you
make a
mistake,
and you
really need
the PO?
Simply
Uncancel
the PO!

Uncancelling a PO

File | Options
a Cancel PO Ctrl+F3
Uncancel PO Ctrl+F10 * ’F .
PO Header Data Ctrl+F1
Change [tem Ctrl+F2
Add ltem Ctrl+F8
Delete ltem Ctrl+F5 ﬂ Description: 2:::? an uncancel for the
Replace/fdd Accounts Ctrl+F7 2010
Merge ltem Ctrl+Shift+F6
Change ltem Description  Ctrl+ShiftsF3 | | Vendor: |008534 | |Sehi Computer Products
E  View Change Detail F4 @ Site: |GO10
Reset Print Date :I Paid: Pending:
| View PDF Files
Prey Forms to Vendor
Grid Output Shift+F11 — — T
> & Print Screen F11 MCR Zdd Wew Item Zdd item for demo.
0z 0&/30/2010 MER Delete Item Delete an item for the demo.
a3 08/230/2010 MER Cancel EO Doing & cancel for the demo.
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Uncancelling a PO

File  Options
Save Close *
Header b e e |
1 . FY: 10 RQ: 501856 PO: 001556 VE:008534/00 SehiComputer Products [ChangeMode :
I n fo rm atl O n Change Order: 03 Date Paid: NfA Date Printed: 09/17 /2009 M dhun-l)!?!lrﬂlﬂlmzi:zrl:ZB H

for the PO

Do you really want to uncancel this Purchase Order?: | Yezs w

Uncancel payment description: |CEIHCE"Ed wrang PO |

Requisition

d I S p I aye d Requisition: (501856 Purchase Order: |D01556 Cantrol #: \Warehouse: Stores Order:
al O n g Wlth Vendor/Addr#t.  =3» (008534 |/ |00-1275 Puerta Del Sol v Date: |09/09/2003

PO Type: | PO - PURCHASE ORDER Delivery By: Confirming: | 0 - No confimation message w
tWO Description: | PRINTER INK Tax%: | 8750 % ShipTo: |0641 | |LINCOLN TECH ACADEMY (0641) v

£

Submitted by: |VICKI WOLFF / CAREER CENTER Terms: Commedity: v

p rOI I l ptS Site: 6010 | |LOCKNESS TECHNICAL ACADEMY (5010) FOB.
I I |ak| n g Buyer: | N-Z - ALPHA VENDOR N-Z v|  Program: — s

Routing Group: | BUDGET W Room: Discount: 000 % Shipping %: 0o
Wendor Remit
Uncancel
1275 Puerta Del Sol

1275 Puerta Del Sal
th e San Clemente, CA 92673 San Clemente, CA 92673

Purchase
Order.

<

Address (00) | Addtional | Shipping | Beg Message | End Message
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Uncancelling a PO

File  Options
ﬂ Close ,Q
FY: 10 RQ: 501856 PO:001556 VE:D08534/00 SehiComputer Products [ChangeMode
Aft Change Order: 03 Date Paid: N/A Date Printed: 09/17/2009 M dhun-09/14/2009-11:24:38 .:
er

Do you really want to uncancel this Purchase Order?. | Yeg w

entering a e

. . Requisition
d e S C r I ptl O n Requisition: |501856 Purchase Order: | 001556 Contral #: \Warchouse: Stores Order:
. Vendor/Addr#:  <3» 008534 |/ |D0-1275 Puerta Del Sol v Date: |09/09/2009
a_ n d S e tt I n g PO Type: | PO - PURCHASE ORDER w | Delivery By: Confirming: | 0 - No corfimation message =
Description: |PRINTER INK Tax %: 8730 % Ship To: | 0641 LINCOLN TECH ACADEMY (DB41) v

th e p ro I I l pt Submitted by: |VICKI WOLFF / CAREER CENTER Terms: Commoity: v

Site: 6070 | |LOCKNESS TECHNICAL ACADEMY (6010) FOEB:

(11 b}
tO ye S y Buyer: |N-Z - ALPHA VENDOR N-Z v|  Program: Misc Date: Misc:
I . k t h Routing Group: | BUDGET v Room: Discount: ono| % Shipping %: 00

Address {00) | Additional | Shipping | Beg Message | End Message

Save

Sehi Computer Products

1275 Puerta Del Sol 1275 Puerta Del Sol
- San Clemente, CA 52673 San Clemente, CA 52673

€
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Uncancelling a PO

If the save | & o
¥ Close | [E] Change Detail || - [ &)

IS PO: 001556 RQ: 501856 VE: 008534/00 Sehi Computer Products e I

successful,
y Purchase Order Number: Description:
yo u I I b e Effective Date: |\[ENE

r etu rn e d t O Description: | PRINTER INK | Vendor: |008534 | |Sehi Computer Products
PO Total: Date Entered: | 09/09/2009 Site:
th e m al n Amount Paid: B0 Date: Payments Paid: Pending:

Previous Changes
SC re e n an d No Changed Printed co User Change Description
. 3 0e/30/2010 O0ge/30/2010 001 MER 2dd MNew Item 2dd item for demo.
the neW Ilne 0%/30/2010 08/30/2010 001 |MGR Delete Item Delete 2n item for the demo.
a3 0&/30/2010 0&/s30/2010 a0l MER Cancel EBO Doing & cancel for the demo.
- 04 0e/230/2010 0e/s30/2010 001 [MGR Uncancel BO Doing an uncancel for the
will be P

displayed.
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Uncancelling a PO

Eile  Optiens

You can ¥ coe [ 5

go into the
Change

Requisition dumber: 501856 Purchase Order Number: 001556

Detall Chg: Discount Flag
#03

No Changed Printed CO User Chenge Description
From: N A
To: Deleted Item
Chg: Discount Percent From: 0.0000
To: Deleted Item
Discount Amount From: 0.00

screen and s

#03

-
VIeW a Chg: Item Description

#03
- Chg: Item Description
etalle
Chg: PC Amount Net Change
listing of
I g 03 06/30/2010 06/30/2010 001 MGR
the Chg: PO Imount Net Change
Ch an g e 04 06/30/2010 06/30/2010 001 MGR
n

Chg: PC Amount Net Change

To: Deleted Item
From: T069320
To: Deleted Item

From: EPS50N WOREKFORCE 30 MAGENTA INE CARTRIDGE

To: Deleted Item

From: 104.02
To: 91.84
Cancel PO
From: 9l1.84
To: 0.00

Uncancel PO

From: 0.00
To: 91.84

Doing a cancel for the demo.

Doing an uncancel for the
demo.
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Uncancelling a PO

E- X

" File  Options
NOtlce that ﬂ#l-pxu NextPO%: <EnterPO®> <ine> 17 | 1 Quick View Next PO || ' P0 quickview | & [ 4

the amount =
- PO Number: FY: Description: |DRINTED. INE |
for th e PO IS Vender No./Address No. / Discount: %

Requisition Number:

Vendor name/address Remit name/address Attach: N
n OW Sehi Computer Products Sehi Computer Products
1275 Pueta Del Sol 1275 Puerta Del Sl
b d San Clemente, CA 52673 San Clemente, CA 92673
FO RESC Y GOAL FUNC OBJT SCH MNGT BU £ Original S Amount  Status
ag al n I n 'th e (SR 01.9650.0.7111.2700.4300. 640.6762.00 .02 9184 0
Pament 1y Invoice Descipt S Payment Sliquidate Discourt  Discourt % S Net shdmce U2 mpe L SUT UT g Veda
P e n ts Type (- nvaice eSCl'IDtIOI"I dym quidate SCOUI SCOUI alance TEX ; AITIOLII"H Ob] Address
E |'y I I l 1 C - Close 06/30,/2010 | POCO10 CO# 01 0.00 79.02 0 0.00 0.00 0 0 1]
2 0 -Reopen | 06/30/2010 | POCD10 CO# 01 000 104.02 0 000 104.02 0 0 (i1}
S C re e n . 4 |C-Cose  |06/30/2010|POCD10CO% 02 0.00 10402 0 0.00 00 0 0 0
4 0 - Reopen | 06/30/2010 | POCD10 CO# 02 0.00 9184 0 0.00 9184 0 0 1]
5 C-Close 06/30/2010 | No longer needed. - 0.00 91.84 [1] 0.00 0.00 0 0 i1}
0 -Reopen | 06/30/2010 Cancelled wrong PO. 0.00 91.34 ] 0.00 9184 ] ] 00
Totals: 0.00 -12.82 0.00 0.00
< >
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Printing the POCO

File View District Year Messages Window MNews Help+Video

B Favorites
-4
H Print Manager (LSPOOL)

O r I n t O r Employee Maintenance
p G Purchase Orders / Requisitions
n )
re r I n t a - Print Manager / Job Menu [/ Utilities
- System Admin

Finance

POCO, select G0 8 A ek

AR. (Invoicing and Biling Management - RI, RF)

Budget Development

. : =)
e I n a. n C e \ ¢ Budget (Transfers, Settings, Summary Rules, Tnd Cost Rules)
=
e -fel [ iNaNCE Job Menu

G Journials, Transfers (DC, JE, TF, TV)
J O b M e n u ﬁ Manual Payroll Encumbering
@ Payroll Transfers
f h - G VLD Payment Processing
rO m t e m al n ﬁ Warrant Management (Cancels, Hand Issues, Recondliation)

=1 AP [ Purchasing

QCC form. Qe

Purchasing Master Files
Purchase Orders [ Requisitions
~3 Receiving/PO
a;.". Requisiion Routing Master Files

Vendor Maintenance

Lookups

Settings f Master Files

Fixed Aszets | Stores

W2/ 1099




Printing the POCO

File View District Year Messages Window News Help+Video

You can also
print or reprint
a POCO from
the Job

Menu.

Favarites
-
B Print Manager (LSPOOL)
Employee Maintenance
ﬂ Purchase Orders [ Requisitions
G Accounts Payable
L

OE Finance Job Menu

Print Manager  Job Menu / Utilities
75 Print Manager (LSPOOL)
E Job Menu
@ Upload / Download Files (QSSXFR)
System Admin
Finance
AR (AR, ¥R, RR - Mo invoidng)
AR (Inveicing and Billing Management - RI, RF)
H Budget Development
Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)
*= Finance Job Menu
ﬂ Journals, Transfers (DC, JE, TF, TV)
G Manual Payroll Encumbering

@ Payroll Transfers

ﬁ VLD Payment Processing

G Warrant Management (Cancels, Hand Issues, Recondliation)

AP [ Purchasing
ﬂ Accounts Payable
AP Batch Maintenance
Purchasing Master Files
Purchase Orders [ Requisitions
@ Receiving /PO

Requisition Routing Master Files




Printing the POCO

Eile View Options Help+Video Description (F1) Example (Ctrl+F1)

HeE P8 o= B

Under the
lies  © Gid [G Show gl €7 Show Only Favorites

- Y B Search: I
?eq uisItion S T
[[] General Ledger Reparts / Processes
SR | Hequ|S|t|Dn / PO Reportz / Processzes
e e e IS e B Purchaze Order Report Wwriter [PORSUE)
I n t e - Purchaze Qrder Summary by Buger (POR210)
- Purchaze Order Summany by Commoditg [POR200)
Foll POz to Mest Figcal vear [PORST0)
-2 Pequisition Prelists
I I l e n u B[] Warrant Recon Reparts / Processes
. B[] “arrant Beports / Processes

-0 Accounts Payable Feports
D O R (2] Accounts Receivable Reports [Mo Invoicing)
e p O rtS [C Misc Finance Reparts / Processes
rO C e S S e S Cancel Uncompleted B outing Requizitions [PO=08E)
- Cloge out Open POs [PCLI20)
i - [E) Create Estimated Payables/Liabilities [FORS520]
I I I e n u yo u ----- [E) PO Board Repart [FOXE00]
C h a n e O rd e r ----- @ Update Mames/dddreszes of Emplovee-Yendaors with data from HR
----- [E) PO/Receipts Repart Wiiter [PRYSUB)
. . =1 PO Change Drder Printing
- [E Extract/Print/Update PO Change Orders [Detail Fomat)
P rI n tl n g ------ @ Entract/Print/Update PO Change Orders [PO Format)

[C Budget Feports / Processes
----- [E) PO Board Repart [FOXE0Z]
[#- D FO Formz Frinting




"
Printing the POCO

m |[f you choose Detail Format, the POCO
will print with the from/to values

m |[f you choose PO Format, the POCO will
print with the changes overwriting the
original values
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Printinc
WP o By

Regardless o
of the
choice you
make, both e
options o
have the .
same
criteria for
launching

the report.

the POCO

times Special Format
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" M
Printing the POCO

Enter
the print
date and
tf]e DO syRch
number .
to be
printed,
then
click the
Submit
button.
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"

A screen
will pop
up with
the job
number.

Printing the POCO

55! Purchase Order Change Crder Details (POX700) Year: 10 Dist: 40 - QS5 DEMOMNSTRATION DISTRICT
File  Options

H2PFEcx

Last Job 1230

Main Selection

FP.O. Print Date . |06/30/72010 |w
Print Line-up : times Special Format
Buyer Code:
Reg. #:
P.O.#x 001556

P.O. Types : o Job launched: 1230

Select | Sites :
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rinting the POCO

File View District Year Messages Window MNews Help+Video

H Print Manager {LSPOOL)
Employee Maintenance
G Purchase Orders / Requisitions

. G Accounts Payable
G O to P rl nt = Finance Job Menu
= E? Go
E? Print Manager / Job Menu [ Utilities
M an ag e r ﬂg Print Manager (LSPOOL)
0— Job Menu

( L S P O O L) tO 3 E?% st o e

. . —- B Finance
rint the file S g it
p . 3= AR (Invoicing and Biling Management - RI, RP)

H Budget Development

t h at WaS Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)
8= Finance Job Menu

G Journals, Transfers (DC, JE, TF, TV)

created 3 wowarertrarters
) @ Payrall Transfers

ﬁ VLD Payment Processing

Warrant Management (Cancels, Hand Issues, Recondliation)

= AP | Purchasing

ﬁ Accounts Payable
AP Batch Maintenance
Purchasing Master Files
Purchase Orders / Requisitions

@ Receiving/PO

Requisition Routing Master Files
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"
Printing the POCO

File View Options Help+Video

PXe@FpmpabB 20 &R0
Y O u C a n C“.";I';: IFI:\: 1| Spool Files/SSTOLIST | Local Print Fies | Session History | Server Commands |

-3 MGR Ret. [LN |Slct (R |P |File & Date /Time Jobg Beg/End (Lines) Report Title Program Title Program |User |PFile

I OC ate (0 AllFies o & Joor | v |n [oorzse 14132013 08:26 AM {101230  |0/0 (184) PURCHASE ORDERS (SPECIAL FO|POX300  [MGR  |Exists
B[ Dates

- Joblt
-3 Progiam Title

the file | ==
using

the job
number.
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Depending
on your
environment,
click Print or
Route to
send the
output to the
laser printer.
This I1s an
example of
Route.

Printing the POCO

Open.. Ctrl+O  inter search text p I_ p‘ E 5}?9
Print... Ctrl+F11 : '
Route... Ctrl+R
Download File... Ctrl+D
QT WISE NCTED. +£207190v00040H~=203
EiealeRIES G +&F15H0 CHARGE FOR PACKING OR DEAYAGE
Open in Word... Ctrl+W OTHER THAN SPECIFIED ABOVE MUST BE AUTHORIZED +&a07670v00120H+-5£05
Open in Excel.. Ctl+l +£202150v02280H+£203
+&f15L0DI UNIFIED SCHOOL DISTRICT
Open with Excel Wizard... Ctrl+Z ~&£15T0:
« (0T~ {g1B+ {309V~ 305+ (33B+ (34148T
Search for Text F3 +£202220v05730H+*c00005H+*c04520V+*c0P
Search for Text Backwards Shift+F3 . ) ) ) ) ’&12E°&188F’&a01_'-&10L ) . )
subject to inspection and test by the School District-sf05 +&£f15 for compliance with specificatior
First Page Shift+F5  fed or requiring-sf03 ~5f15 correction after notice of such rejection or correction
Previous Page F5 +£a3034r010Cpursuance of written change
+£f13 accrue by reason of the death or injury of the person of the
Next Page F6 perform this purchase order within the time specified, ~££05 +&£f15 if any, or & reasonable time afte
Last Page Shift+F6 +&207790v05000H££05
+£200480v04200H+*c01500H+*c00005V-*c0P
Search for Page Ctrl+F3 ~5E1SPURCHASING (209) 331-7160
i : +£802330v05130H-2£05
Eopyielecioniciinboard Qe ~£07500v034308-*c022708-*c00005V-*c0P
Hide View Ctrl+H +£202150v03900H~=203
—— P — «5a00560v02250H-££03
« (0T~ {31B+ {309V~ {305+ (33B~ (34148T +5a02330v00030H-5£05
+£a02220v05730H+*c00005H+*c04520V-*c0P +5202220v00540H+*c00005H+*c04520V+*c0P
+5100+-210E~5185F~£a01~c10L +{0U+~({31P+ {311V~ {305+~ (303E~(34142T
+£E15CHANGE ORDER +£a00180v04200H-*c01500H-*c00005V+-*c0F
+&f15ACCTS PARYABLE (209) 331-7140 +£a01000v02080H~&£05
+£202330v04350H+£203 +&f15UNIT BRICE

~sa06380v04240H-£103 +&f150RDER APFROVED EY

+*c010+*c3F+)3127W D qu, 1 %-l‘f qe€ et Signature 13 . + :Copyright 2008 by Elfring Fonts Inc, All rights reserved.~*cB35E~
(84582 § ;1 -l @ & Lk e £
T I b 7 b e - lite ~ i & > G4 ~la gk 2 788 |ed i € lgih | A gk

jfije le > FIE 8 eEE - FiEEE 22 #CE b ije b o#how s iy € ¥ i e I
i [t 27h 1 1 i e -1 B g i 8 i

Pages|(Lines): 0/0 (184) [11132013 [10:41 M/
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"
Printing the POCO

Select the
destination
printer, then
click the

Route button.

FthIImeth elected ]

Copies: (N

Dutput Pricrity: Iﬂ * Default 8
Output Becord Size: W * Default 132
Delste After Route: m
From Page:; I|] Immj
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"
Printing the POCO

The new
Change
Order will
print on the
selected
printer.

CHANGE ORDER

Vendor: 008534 P/ORt: Q01556 - 01

FLEASE REFER TO OUR

PRIEVIOUSLY D PO

- _ o _
s [ 7= center
REQUIRED: GHIP: CONTROL: REQ: S01856
QUANTITY | UNIT DESCRIFTION UNIT PRICE TOTAL
1.00 | EACH | TO6E120-D1 34.45 .46
EPSON WORKFORCE 30 BLACK DUAL PACK INK CARTRIDGE
1.00 | EACH | TOBS220 11.20 11.20
EPSOM WORKFORCE 30 CYAN THK CARTRIDGE
0.00 | EACH | TOHE9320 11.20 0.00
EPSON WORKFORCE 30 MAGENTA INK CARTRIDGE
Item Deleted
1.00 | EACH | TDS9420 11.20 11.20
EPSON WORKFORCE 30 YELLOW INK CARTRIDGE
1.00 | EACH | Adding a new 1tem needed for the webinar. 25.00 25.00

NOTE: M 5 I 5 REQUIRED WITH DELIVERY.
FORWARD COPY TO:

PAYMENT WILL BE HELD UNTIL RECEIPT OF THIS INFORMATION.
Item Added

HET CHANGE 1z.82

THS MATENIAL O EOUIFVENT MUST BISET ALL CALFORMIS DIVESCR OF SAFETY SPECIFICATIONG.
CEDER ARFRAVED BT

IMPONTANT INSTRUCTIONS

HNERWIZE NOTED,

TELY. ITEMT ON THIZ BURCHATE QRDER
ER FURCHACE DADERS.
. WD BX CEPT WHEN SPECIRED ON ORDER
- ADOED TO MVONCE, THE ORIDNAL RECEFTED
48 SPECIFE ATHORCED

Dets pieted:  06S30710

WOICE BACH Ul Mo TE QROES S8
BELLES: WIT) =E O

Fagas laf 2 VENDOR
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" A
? Questions ?

At this time, you're welcome to raise
your hand if you'd like us to answer any
guestions.
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We d Like Your Feedback

'umtessen-
m News

Home == Customer Education

Home

Hews

Customer Education
Secure Support
Products

Related Sites

About Q55

Search

Your Details
Submit an Article

Submit a Web Link
Site Admin
Logout

Popular

« (335 Support Web

+ (155 Online
Documentation

# Online Discussion and
Support Forums

« General Ledger,
Accounts Payable,
Budgeting & Receivables
Tracking

+ Products

+ [ISS/0ASIS - A Complete

-__p’d'!!.

Customer Education

Secure Support

QSSUG PSFA Webinars 2013 - 2014

Related Sites

=

About Q5SS

tial Schoél S‘ystems
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Q33 Users Group Purchasing, Stores and Fixed Assets (PSFA) Committee co-chairs Rose Garcia of Berkeley USD and Linda
Crawford of Stanislaus COE have made arrangements with Quintessential School Systems to have the PSFA Committee sponsor the
following @S5 wehbinars on avariety of purchasing, stores, and fixed assettopics.

Click on this link for the seminar and webinar schedule in PDF format: 2013-2014 QSSUG PSFA Schedule. Registration and mailing
information is below this chart.

Date and Time (Pacific) Webinar Presenter | PSFA Member [Non-Member
QA Registration Registration
Cost Cost

Tuesday Stores Administration Don Hemwall $0.00 $250.00
October 22, 2013 Download fiyerfregistration Wike Smith
10am - 12Znoon Download flyer

Give Feedback
Thursday POCO (Purchase Order Cha Orders) |Ronnie Steward | §0.00 $250.00
Movember 14, 2013 Download flyeriregi Craig Grilley
10am - 12noon Download flyer

Give Feedback
Tuesday End-User Routing JF Hollingsworth [$0.00 $250.00
December 10, 2013 Diownload flyeriregistration Craig Grilley
10am- 12noon Download flyer
Tuesday Tips & Tricks TBA 50.00 5250.00
January 07, 2014
10am - 1Z2noon
Thiredaw Raraivinn FPrnnia Staward 120 AN TIRN NN
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