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"
Webinar Agenda

m An overview of QSS/OASIS Recelving
features

m Using Recelving to receipt goods and
services

m Using Recelving to create skeleton Fixed
Assets records

m Using the Receipts Report Writer to
request Recelving reports

m Setting up security for Fixed Assets
Integration



QCC Menu — Recelving/PO

Recelpts of goods
and services are
done using the
Requisition/PO

application. It can be

launched from two
different places on
the menu.

Eile VMiew District Year Messages Window News Help+Video

=] Fawvarites
¥4
M Print Manager (LSPOOL)
Accounts Payable

ﬁ Purchase Crders / Reguisitions

@ Receiving /PO
Go

Print Manager [ Job Menu / Utilities
Systemn Admin
System Security
Session Administration
Q55 Report XML Editor
@ Security View f Maintenance
Finance
AR (AR, ¥R, RR - Mo invoidng)
AR (Invoicing and Biling Management - RI, RF)
Budget Development
Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)
Finance Job Menu
Journals, Transfers (DC, JE, TF, TV)
Manual Payroll Encumbering

@ Payroll Transfers

G VLD Payment Processing

G Warrant Management {Cancels, Hand Issues, Recon.)

AP [ Purchasing

ﬁ Accounts Payable
AP Batch Maintenance

Purchasing Master Files
Purchase Orders [ Reqguisitions
—3" Receiving/PO

'a.r‘ Requisition Routing Master Files

Vendor Maintenance
Lookups
Settings / Master Files




File Options Help+Video

>R d P E

Application initialized
= 5“ Purchase Order Receipts
?
a4
“

Main Screen




Add To Favorites

File View District Year Messages Window News Help+Video

EB Favorites

=
~& Print Manager (LSPOOL)

- Accounts Payable
G Purchase Orders / Requisitions

[0 add to S#e
E,? Frint Manager / Job Menu  Utilities
EB System Admin

favorites, click

[£=2] QS5 Report XML Editor

Recelvi ng /PO R

| AR (AR, ¥R, RR - Mo invoidng)

O n t h e t re e | AR (Invoicing and Biling Management - RI, RP)
=

- y Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)
V I eW - &== Finance Job Menu
u G Journals, Transfers (DC, JE, TF, TV)

G Manual Payrall Encumbering
@ Payroll Transfers
G VLD Payment Processing

Warrant Management (Cancels, Hand Issues, Recon.)

AP [ Purchasing

G Accounts Payable
AP Batch Maintenance

Purchasing Master Files

Purchase Orders f Requisitions

@w Launch Selected Module

e
To Favorites I Add
E? Lookups

E? Settings / Master Files
HE? Fixed Assets [ Stores




Favorite Options

Right clicking
allows you to
remove It from
favorites, order
it in favorites,
and also gives
you the option
to launch it as
soon as QCC
starts.

File View District Year Messages Window News Help+Video

= Favorites

o
& Print Manager (LSPOOL)

Accounts Payable

Purchase Orders f Reguisitions

Launch Selected Module

Do
]

Top Maove

Up Launch when QCC Starts
Down sleliigh

Bottom

Remowve from Favorites

L (AR, ¥R, RR - Mo invoicing)

------- AR (Invoicing and Biling Management - RI, RF)
FEE Budget Development
Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)
------- : Finance Job Menu
------- ﬁ Journals, Transfers (DC, 1E, TF, TV)
------- ﬁ Manual Payroll Encumbering
------ @ Payroll Transfers

....... ﬁ VLD Payment Processing

------- ﬁ Warrant Management {Cancels, Hand Issues, Recon.)
AP [ Purchasing

....... ﬁ Accounts Payable

------- AP Batch Maintenance

------- ‘| Purchasing Master Files

------- Purchase Orders [ Requisitions

------- @ Receiving/PO

------- 'a'.r;. Requisition Routing Master Files

------- ﬁ Vendor Maintenance

Lookups




Restoring All Default Settings

File | Options  Help+Video
[2] ShowStatus  Ctrl+F12

View job script Ctrl+)

Torestore | ... .
default

settings for

the

application

click on

Clear

Settings

on Exit.




Allows
you to
select
items In
from the
treeview
with only
a single
click

Single Click Option




Allows
you to
select
what
appears
In the
PO
Quick
View

PO Quick View Settings




"
PO Quick View Settings

Header Info PO Acct Summany
Include Header Labels Include Header Labels

Include Header Include Req/PO Account

ftem Info Bea/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

To return to the default settings used In the
traditional PO Quick View screen, just click the
Restore Defaults button
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The Help
menu
allows
you to

access
the
manual
and
available
videos

GQCC Manuals

User Security Ctrl+l)
Show User Security Settings for this program (Receiving/PO)
Video: All available videos

Video: Receiving/PO only

Doc: All available Documents

Doc: Receiving/PO only




To post
an item
as a fixed
asset,
you will
want to
ensure
you set
the Fixed
Asset
fleld on
the item
screen to
“Yes”.

Adding Fixed Assets

AddMode .

Eile  Options
@ Save ltem Save Item/Main HSave [tem/Main/Save | ¥ Main | == Add ltem =B Save Item/Add Item Cancel ltem :Q _' J u _I
Subject to tax: |0.00 Rate: |7.750 % Sub Total: |0.00 Total Tax: |0.00 Total: (0.00
ftem 1 of 1
Item Print Split Quantity  Unit Unit Cost Total Cost Tax Stock#  Fixed Asset
1 Yes v | |Calculate Percentage w 00 EACH 0.0000 0.00 Yes v | D00D00 Yes v
Discount Flag Discount Percentage Discount Amount
No Discount v 0000 % 0.00
Description ## lines remaining.
Accounts
In FU RESC Y GOAL FUNC OBJI SCH MNGT BU Amount Percent
» 01.7230.0.0000.3600.6500.960.5560.00 0.0a 100.00
ltems
tem  Print Split Quantity Unit Unit Cost Sub-Total Estimated Tax Est. Total w./ Tax Tax Stock# FA DF Disci Disc Amt
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Adding Fixed Assets

File View District Year Messages Window News Help+Video

Your system can
be setup to
automatically flag
requisition items
as fixed assets by
using an account
range.

Print Manager / Job Menu / Utilities
System Admin

Finance

AR. (AR, ¥R, RR. - Mo invoidng)

AR, (Invoicing and Billing Management - RI, RP)

H Budget Development

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

#— Finance Job Menu
ﬁ Journals, Transfers (DC, JE, TF, TV)
ﬁ Manual Payroll Encumbering
@ Payroll Transfers
ﬁ VLD Payment Processing
ﬁ Warrant Management (Cancels, Hand Issues, Recon.)

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

Requisition Routing Master Files

ﬁ Vendor Maintenance

Lookups

Settings [ Master Files

@ Account Maintenance

@ Chart of Accounts [ Beginning Balances

----- a Clearing Rules, Contral Objects, District Definitions

Options, Odometers, Control Dates, SACS Tables, Fund xRef

Fixed Assets [ Stores

Larm famee
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Adding Fixed Assets

On the Control file QOptions Helo+Video

Objects tab you AN PlaEwEE X | B

can setup Inspect
ranges Of Field Master [GLMTO1) | Account Stiscture [GLMTI] t“'> @ Control Objects (GLMT04) | GL Conilrol Info, [GLINIT] |
objects that Control Objects By Dist | Control Objects By Obj I Copy Distict Becords ] Copy &M Districts
cause the Fixed FiscalYear: [10 Distict: [40 - 055 DEMOMSTRATION DISTRICT Bl

Asset field to e

default to “Yes” TR

for a line item. a6

You are

allowed to

setup up to 99
ranges. When
an account is
used in
Purchasing with
an object in the
range defined,
the Fixed Asset
field on the line
items will
default to “Yes”.
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" J
Adding Fixed Assets

Your system can also be setup to allow you to
post anything as a fixed asset. If position 10
of the PR0O002 usersec is set to blank or “No”
then the user must MANUALLY set the Fixed
Asset field to “Y” for a line item. If you set
position 10 to “Yes” any item on a requisition
can be received as a fixed asset, even if it was
not setup as a fixed asset on the requisition.

15



"
Posting PO Recelpts

isition &

To post a
receipt
select the
Post
Purchase
Order
Recelpts
option
from the
treeview ‘6




" J
Posting PO Receipts

Fiscal Year: |10 v |  Purchase Order & Requisition #: - Advanced Search

PO RegH Date E?r::re d Vendor  Vendor Name Amount Date Site

If you are familiar with the Purchase Order
screen in the Purchase Orders/Requisition
application, you will notice that the lookup is the
exact same. If you do not know the PO # or
Requisition # you are looking for, you can use
the Advanced Search to help you find the PO
you need to work with.

17



Enter the
Information
you do
know on
this screen,
and you
should
quickly be
able to find
the
Purchase
Order you
need to
work with.

Posting PO Receipts

Eile  Options

pSearch ()CIearFields ﬂ(lose ,Q

General Information | Accounts

Ranges

Purchase Order #:

Total Amount:

Line tem Amount:
Unit Price Amount;

Dates
Entered Date:
Paid Date:
Flags
PO Status: ¥
Budget: v
Asset: ]
Miscellaneous
Buyer Codes:
Vendor Number:
(Ordering Sites:
Description Text:

Line Item Desc:

Reguisition #:
Control #:

Quantity:

Printed Date:

Fiscal Year:

PO Type: RelFarProc:
Board: Purchasing:

Cancelled:

Commaodity:
Submitter:

Unit of lssue:

Stores Stock #

[ 3 .

Include Drafts:

Reqgs W0 Accts:

Unpaid POs [ ]

18



Once you
have results
returned to
the grid, you
can view
the
Purchase
Order by
right
clicking on
the row Iin
the grid,
using the
icon in the
toolbar,
using the
option
menu, or by
pressing F4.

Posting PO Receipts

File  Options Help+Video

e JIF @ Nisi

6 records found.

=+  Purchase Order Receipts
| Post Purchase Order Receipts
.- | Cancel Purchase Order Receipts

1| PO Receipt Report Writer

Fiscal Year: v |  Purchase Order #:

Requisition #;

Vendor

Vendor Name

5, Post Purchase Order Receipts

[# PO Quick View

Date

Amount  prnted

Site
000
0001Q55 CHARTH

ple ‘Comp

TE U

0001355 CHARTH

Best Buy

646.50

(0001355 CHARTH

Apple Computer

10,775.00

0001-Q55 CHARTH

Apple Computer

10,775.00

0001-Q55 CHARTH
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—)

The PO Quick
View option is
also available
one you have
results in your
grid. Note this
screen,
because once
a fixed asset
has been
added you will
see some
differences
here.

Posting PO Recelpts

File  Export Format

Trsf = M P [ D - | Portat

BO/REQ Quick View

~ Font Size: 3

» Left Margin: 1

Total Lines: 16

Year: Z010 Regquisition Mo: 502084 Purchase Order MNo: 001830 Stores:
Vendor No/Rddr: 01&520/00 Best Buy
Site: 0001 QCHRR Submitted by:

Item Split ©Ordered/ Receiwved Unit
F
1 r 1.00/ 0.00 ERCH 10.0000 10.00
01.0000.0.0000_2100.4300_830_4400_00 100.0000% 10.00
Bzsiec Reg

Unit Cost Total Cost Discount Tax Stock No

000X alafagatala]

Account Summary:

Ln FU RESC ¥ QAL FUNC OBJI S5CH MNGT BU
1 01.0000.0.0000.2100.4300.830.4400.00
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"
Posting PO Recelpts

"g 2000
The Post ===

screen will T

allow you to e a1

Stores Order:

use the ot 6 B
standard o : h
% Initialize Quantity Received ¥ Clear Quantity Received |Aj Set Fix Asset Flags 7 Clear Fix Asset Flags

butto ns In Item Ordrd Rovd Units Price ;Enck Qty Revd  Stat iem FA Grp g::i; Description
S 0.00 [EACH | 10.0000 | | | o] vt | o |Basic Reg

found

throughout

our

Financial

< >

applications
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The

Show
Recelpts
option
allows
you to
view any
prior

postings.

Posting PO Recelpts

PO Number: | 001630

Reg Mumber; | 502064
Date Received; (0271172014 v
Stores Order:
Vendor: 016320 - Best Buy

ftems
™ Initialize Quantity Received ¥ Clear Quantity Received |43 Set Fix Asset Flags ¥ Clear Fix Asset Flags

. ) Stock FR Rhzzet L
ILn Item Ordrd Recwd Units Price Na Qty Rewd  Stat em rp Rasis Description

1| 1| 1| U.DEI|E'.ACH | lﬂ.UEIEIEI| |Basic Req

22
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Posting PO Recelipts

Eile  Options

This PO| ™ *

haS a Purchase Order Number: 001632

Requisition Number: 502063
Date Received:  02/11/2014

partial e

. Item Ordrd/Rcvd Unit Unit Cost Total Cost Tx Stk No FA
recelp 1 17/0.00 ERACH 1,000.0000 17,000.00 ¥ 000000 ¥
2 17/5.00 EACH 1,200.0000 20, oooo i

Of an Receipts: 02/11/2014 Qty Revd: 5 =

3 17/0.00 EACH 750.0000 12,750.00 ¥ 000000 ¥

item.
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"
Posting PO Recelpts

First you
will need
to enter
the date
you want
to use for
the
receipt.
The
screen will
default to
the current
date.

File  Options

H Save ﬂ(lose ) Show Receipts @, :g u u

ChangelMode
PO Number: | 001630
Reg Mumber; | 502064
Date Received: 021172014 v
Stores Order:
Vendor: 016320 - Best Buy
ltems
™ Initialize Quantity Received ¥ Clear Quantity Received |43 Set Fix Asset Flags ¥ Clear Fix Asset Flags
. . Stock FR Rhzzet L
ILn Item Ordrd Recwd Units Price Na Qty Rewd  Stat Trem FA Grp Rasis Description
3 1| 1| 1| D.UEI|E'.ACH | lﬂ.UEIEIEI| | | V| V| Y | v| |Basic Regq
£ >
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"
Posting PO Recelpts

File  Options

ld save [ Close 137} Show Receipts || 4 [ g 28
If you are e

g O i n g to PO Number: | 001630
i =
FA I te m 5?0[::1&;2

fI ag to . Vendor: |016320 - Best Buy

ye S th e n 3" Initialize Quantity Received ,’ﬁ Clear Quantity Received |A} Set Fix Asset Flags ,’_ﬁ Clear Fix Asset Flags
]

. ) Stock FR Rhzzet L
the ILn Item Ordrd Recwd Units Price Na Qty Rewd  Stat Trem FA Grp Rasis Description

Quantity | |- L L e
Recelved
must be a
whole

number. ( |

25
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Posting PO Recelpts

File  Options

Th e H Save ﬂ(lose \ ) Show Receipts @’ ,Q J d

[ChangeMode :

status _—
column is BT
for —
indicating | Vo, T 0
|f t’]| S | S a % Initialize Quantity Received (3 Clear Quantity Reccived [A Sct Fix Asset Flags 9 Clear Fix Asset Flags
rF)ea(:réllaI O ’ I.:1| 1nem1|omml |Rcvd Mn| ;r:a|pme 10_0000|ND |Qr.y Revd  Stat - FA Grp Basis|ﬂ[:::z:m

pt of
this item,
of if it Is
the Final
receipt of | L ,

the item.

26



"
Posting PO Recelpts

The FA

Item Value [E_]sm_gfcmse v showreceipts |4 5 (E DS

can only be Cngeids
set to Yes If . =

the FA field g

indicates o

that this Is a Ve 16520 B By

fIXCO ASSOL. | = ey fecees 5 cleor sty Receved 5 5t F ket Fge 5l st Fos

By setting % U PR S PO - PR N - S U = PO
this to Yes v [of of of oopa] woef [ [O
you are
Indicating
you want to
create a

fixed asset. « >

|Baﬂic Reg

= o
[
€£|H
5 5
L =
<

27



"
Posting PO Recelpts

YOU ma,y File  Options ) B

g rou p ||neS [ save [ crose v show receies [ 4 [ 5 (0 (K00
together to

add as fixed o I
assets’ Date Received: |02/11/2014 [+
q Oweve r Stores Order:

Vendor; | 016320 - Best Buy
you most _

ChangeMode

¥ Initialize Quantity Received % Clear Quantity Received a5 Set Fix Asset Flags % Clear Fix Asset Flags
nave at P
t t In Ttem Ordrd Rovd Units Price Stock v Rovd  Stat X PR Grp  °°C  Description
No Item Basis
eas WO b 1| 1| 1| 0.00|E.ACH | 10.oonn| | | v| V|Y |_v, |Basic Reg
ines with -
the same :
D
group code. :
G
"
I
J
K
£ L >
M

28



"
Posting PO Recelpts

File  Options

H Save ﬂ(lose \:l'-) Show Receipts @’ :g J i‘j

If you had
multiple
items that
you would
like to bundle
together to
create a fixed
asset you
can enter an
Asset Basis.
The Asset
Basis must
divide evenly
Into the
Quantity
Received.

PO Number: | 001630
Reg Mumber; | 502064
Date Received: (021172014 |v
Stores Order:
Vendor: | 016920 - Best Buy

ftems
™ Initialize Quantity Received ¥ Clear Quantity Received |43 Set Fix Asset Flags ¥ Clear Fix Asset Flags

ChangeMode .

. . Stock FR Rhzzet
ILn Item Ordrd Recwd Units Price Na Qty Rewd  Stat Trem FA Grp Rasis

4 1| 1| 1| D.UEI|E‘.ACH | lﬂ.UEIEIEI| | | V| V|Y| v|

29



"

The
Initialize
Quantity
Recelved
button will
set the Qty
Rcvd for all
items to the
outstanding
balance of
the line,
and set the
status flag
to final.

Posting PO Recelpts

Eile  Options

H Save ﬂCIose \ 1 Show Receipts @ :g J J

ChangeMode
PO Number: | 001630
Reg Number; | 502064
Date Received; (021172014 |v
Stores Order:
\endar: 016520 - Best BLI')(
ftems
| ™' Initialize Quantity Received | “P Clear Quantity Received | Set Fix Asset Flags 5% Clear Fix Asset Flags
) . Stock FL Azzet .
Ln rd Recwvd Units Price o Qcty Revd  Stat Ttem FAL Grp Basis Description
» l‘ 1‘ U.UU‘EACH ‘ 1U.UUUU| ‘ l.UU‘F V| V‘ ¥ ‘ V| |Basic Beq
{ >
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Posting PO Recelipts

File  Option

The Set ey
Asset o O

Req Mumber; | 502064

FlagS Date Recaived: 021172014 |w

Stores Order:

button will o T
t
Set eve ry Eeil-l:]sitializeﬂuantityR ved JwCI r Quantity Received a,SetF Asset Flags jCI r Fix Asset Flags

Asse

Qty Rewd  Stat ais Description

item that o] cm | et | vt | e | erin
IS ellglble 3 1‘ 1| 1 UUU‘EACH | 10.0000 100‘5 V‘Yv‘ | v ‘BaﬂicReq
to be a I

fixed
asset to
be “Yu - ( |
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"
Posting PO Recelpts

File  Options

ﬂ(lose \ 1) Show Receipts @. :g J d

Once you
have PO Mumber: | 001630
Completed Reg Mumber; | 502064
your Date Received: (021172014 v
Stores Order:

changes, —
press save to

ftems
Create the ™ Initialize Quantity Received 3 Clear Quantity Received |42 Set Fix Asset Flags % Clear Fix Asset Flags
pOStIng In Ttem Ordrd Rovd Units Price Stock o v Revd Stat b FA Grp " Description

No Item Basis

Then you will
be able to
create fixed
assets IF the
FA flag is set
to “Y” for one
or more
received
items.

1‘ 1‘ 1‘ U.UD‘EACH ‘ 10.0000‘ ‘ 1.00|1-" v‘ ¥ v‘ ¥ ‘ v| ‘Baﬂic Req
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Creating the Fixed Asset

File  Options

H Save ﬂCIose p| Grouped Item Description Q ﬁ Ei ﬂ E

After saving you
will be brought
into the Fixed
Asset screen to
enter all the
fixed assets you

|dentification

poset |
Description: | Basic Req
Tag [ |
Category: E

Condition: | v |

Vehicle |

license#: |
Cooc | |

ChangelMode

Acquisition and AP Payment Information

e | ] foni

Vendor: |<39|| 016920 |Unknown |

v T
voice: || [] Auto APY? PO

received. Type: I:l Insurance Code: |:| FU BESC Y GOAL FUNC OBJT SCH MNGT BU
WARNING If Serial: | | IrtsuranDeExpires:l:lzl Account: |01'0000'0'0000'2100'4300'830'“00'00 V|
you Close . Barcode #: l:l Warranty Expires: _ GL Fund: Sub Fund: Object:
without saving Bacodeloc: | | arranty Longth: | 0) Location Cost
your Changes Manufacturer: | | Manufacture Date: I:IEI Site: Jamons LI
there will be no P, | | L o
way 10 go bac Mig. Madel: | | Model Yezr | Floor. e
in Receiving and | S
create the fixed Brfct i e '
asset local | see | Fedeml| | Desc: | | Salvage:

Assets

Ln Rszet Description Cat Type Quantity Unit Cost Vendor Vendor Name
» 1 Basic Req 1.00 £10.78 | 016920 Unknown

33



" S
Creating the Fixed Asset

H_ Save_ﬂ Close |y Groupe-ﬁ EI ﬂ E
If you have e

m u Iti p | e |dentification Acquisition and AP Payment Information
psset || Condition: | | Reason: | | ncquired: (0271172014 ||

F Ixed Description: |EE|51'C Req Vehicle #; I:I Vendor: | 1]16921]| |Unknown |
Assets to | N -
enter, you Categon: || coor [ | moice: || (] Ao Y2 POt

Type: I:l Insurance Code; l:l FU RESC Y GOAL FUNC OBJT SCH MNGT EU
I I Ia . . - 01.0000.0.0000.2100.4300.830.4400.00 V|
y Serial: | | Insurance Expires: I:Izl Account: | .

b rOWS e Barcode #: l:l \Warranty Expires: _ GL Fund: Sub Fund: Object:

u S I n g th e Barcode Loc: l:l Warranty Length: ljl Location Cost
Memichre| | ManbctreDate: | v| S Depariment Quanity

VCR Mig.Par: | | RegstaionBgires|_ [v|  Badng [ ] Urit Cost
buttons Or fg. Model: | | Mode! Year: l:l Floor: Market Value:

by double e Room [ o] Replacement
. . Local: l:l State: l:l Federal: I:I Desc: | Salvage: .00
clicking the| ... [ s

ASSetS Orill | e g S
at the = ' '

bottom of
the screen.
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" I
Creating the Fixed Asset

File  Options

ﬂCIose p| Grouped ltem Description Q m m ﬂ H
Crangeriode.
Identification Acquisition and AP Payment Information

Once you Asset Condion | v Resson: | | ncasied:
have Description: i Vehicle #: I:I Vendor: | D'IG!]ZDl |Unknown |

Tag lioensed: [ | Warran: sveDate: ||V
entered the Catogory: oo || moice: || [ AutoAPY? POt
Informathn Type: Insurznce Code: I:l FU BESC ¥ GOAL !jmc OBJT SCH MNGT BU

. Serial Insurance Expires::E Account: |01_0000_0_0000_‘100_4300_330_4400_00 vl

for the fixed | ... waayogne [v] | GLAm S Fon bt

[ ]
asset, preSS Barcodeloc: | | Warranty Length: | 0| Location Cost

th S Manufacturer: | Manufacture Date: _ Site: Department: Quantity:
€ save — | ogevsionSpres]  v| Bl || i Cont

button. Mig. Model. | | Model Year: | | Floor: NOFLOOR | Market Value:
Project Room: I:l Replacement:

local: | | Swe| | Federal | | Desc Salvage:

Description Cat Type fuanticy Unit Cost Vendor Vendor Name

1 |Bagic Reqg 03 £10.78| 016920 Unknown

[ ¥r: 2010 Dist: 40 Site: 0 G5: W [ 2/11/2014 [8:11:18PM :
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Creating the Fixed Asset

If you go
Into the
Fixed
Assets
application,
you will
now see
the fixed
asset we
created In
Recelving.

File Options

Help+Video

W4+ P X |>dd | aas

| Inspect

Additional info

T Account Splits

— ldentifization
Azzet

Degcription
Tag
Cateqony

Tupe

Serial:
Barcode #:
Barcode Loc:
M anufacturer:
dfg. Parts:
hfg. Model:

:|Dnunnnnnn1

: IBasic Req

: |0000000001

- |03 - COMPUTER SOFT
- |0093 - COMPUTER SOF =

—

W arranty Length

— Location

Conditian:

Site: IDDD‘I -RICHARDS RAMCH EL

Wehicle #:

Dept:

License #:

Buildinig

Color:

Flaar

Inzurance Code:
I Inzurance Expires:

I Wwharranty Expires:

Fioom

D escription,

— Cost

M anufacture Date:

Reqistration Expires:

todel Year:

Cluantity: I
Urit Cogt: I
Market Y alue: I

Fieplacement: |

— Broject

Local: I

State: I

Federal: I

Salvage: |

Current Depreciation: I

—Acquisition and AP Pagment [nformation

Reason: I

Wendaor: |D1 ES20

Wwharrantf: IEIEIEIEIDDEIEI
|nvoice:; I

Aoquined: |D2.-’1 1/2014

Mame: |Unknu:uwn

[~ Awbo APY?

lzzue Date: I £
PO#: IDD1 B30

Account: [01,0000.0.0000.2100.4300,830,4400.00

GL Fund: IEIEIDDEIEIEH Sub Fund IDEIEIEIEIEIDD

Object: IEIEIEIEI43EIEI

Depreciation to Date: I

— Dlizpaosition/S tatus

Reasan: I

Date: I L LI

Current Status:
Last Change: 02/11/2014 by MGR

|‘i‘|'.2ﬂ10 Dist40 Site:0 GS:W | 271172014 |8:15 PM




" S
Creating the Fixed Asset

The following usersecs affect how fixed
assets are created. Please refer to the
Module, Task, and User Security (MTUS)
manual for their definitions:

m FATO50 (pg 3-9 in version 41)

m FAO1MF (pg 3-4 in version 41)
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" S
Creating the Fixed Asset

The FADFLTLO usersec Is not In the latest
MTUS manual. It allows you to default
values for a fixed asset. It is defined as
follows:

m 01-08 — default department
m 09-16 — default building

m 17-24 — default floor

m 25-32 — default room
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" S
Creating the Fixed Asset

The PRO2FA usersec is not in the latest
MTUS manual. This is a one byte sentinel
that allows the user to get the messages
from the message library when entering a
description for the fixed asset.
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Creating the Fixed Asset

In the PO e

Q_uick EENCIL T |Pott - FomiSim 8~ Lot Mg
VIeW you Total Limes: 17

BOSRED Quick View

Can nOW Year: 2010 Bequisition Mo: 502084 Purchase Order Mo: 001830 Stores:

Vendor No/iddr: 01&%20/00 Best Buy

See the Site: 0001 QCHAR  Submitted by:

d t Split Ordered/ Receiwved Unit Unit Cost Total Cost Discount Tax Stock Mo
up eS B 1.00/ 1.00 EaCH 10.0000 10.00 L L I 0Qaooa
- 0l.0000.0.0000.2100.4300.830.4400.00 100.0000% 10.00
we just
Receipts: 0271172014 1.00 F By MGR 02711714 18:11 F&§ 0000000001
I I Iade to Locount Summary:

thIS Ln FO RESC ¥ GOAL FUNC CBJI SCH MMNGT BU

Purchase
Order.
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Canceling a Recelpt

File  Optiens  Help+Video

o P48 E
To cancel
a receipt
select the
Cancel
Purchase
Order
Receipts
option.
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Canceling a Recelpt

File  Options  Help+Video

PP 4 PE

1 record found.

This o P O e
S C re e n EI mmﬁﬁ?“ i
has the n
same EETrer—
navigation S
features
as the
Post
Purchase
Order
Recelpts

screen.
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Canceling a Recelpt

File  Options

: e Coee (FEH DDOEE
First G

PO Number:

-

you Wi 1 .

Cancel Date: |P2HNIZNT]
need to .

Vendor. 016920 - Best Buy
enter a ™
|EE| Mark All For Cancel 9 Clear Cancel Flags
C Qty Item Qty Rcw Rov Cxl Date Rcv 5t FA No SK No By Date Time Description

Can Ce I 3 EI.OEI| l‘ 1.00 0.00 02f11f2014| F‘ EIDOUOEIUOEII‘ |HGR |02f11f2014|18:11‘

Date.
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Mark all
of the
items
you
want to
cancel.

Canceling a Recelpt

Eile  Options

s o [FE S DOOE

ltems
Mark All For Cancel :3# Clear Cancel Flags

=]
|-v
-5

PO Number; 001630
Req Mumber: 202084
Cancel Date: | 0271172014 |w

Stores Order:
Vendor: | 016320 - Best Buy

ChangeMode -:

Bev Cxl Date Rcv 5t FL Ho

SK No By Date Time Description

0.00 021111’2014‘ F‘ UUEIUEIUEIUI31|

‘HER ‘U2{11!2014 |18:11 ‘

C Qty Item {Qty Rcw
N 00 1) 100
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Canceling a Recelpt

Q:M—én;o;e @’ Q J u u J
You must .

enter the T

Reg Mumber: (202064

Quantity Cocaton @124
- Stores Order:

you wish B

to cancel, | o sowomens

and It SERETE - B YT R

cannot be

greater

than the

Qty Rcv

value.
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Canceling a Receipt

In the PRO002 usersec there are four values that
affect an item being canceled.

m If Position 24 must be set to "Y” for you to be able
to cancel a receipt.

m |f Position 25 is set to “Y” you are required to enter
a Description for each item canceled.

m |n Position 26 and 27 you can enter a two
character disposition reason code for fixed asset
receipts that are canceled. (It must be a valid
code defined in the Fixed Asset system)

m |[f Position 28 is set to “Y” it requires that you
cancel the entire quantity for the item.
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Canceling a Recelpt

LE_‘ Save_ﬂ Close @’ .g u E u m
[ChangeMode .-
For each T
item you ot [0 T

may enter a e
reason for s

%] Mark All Far Cancel (5% Clear Cancel Flags

Why you are C Qty Item Qty Rcv Rcv Cxl Date Rcv S5t FA No SK No By Date Time Description

. K ‘ 1.00‘ 1‘ 1.00| O.GU|D2,{11!2014| F|0000000001‘ ‘MGR ‘02!11{2014‘18:11‘Rer.umingmamaged
creating the
cancelation.
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Canceling a Recelpt

e X E S DODD

PO Number:
Req Number:
Once you Carel Dt 2172014 v,

h aV e Stores Order: |:|
Vendor. 116320 - Best Buy

completed |

|EE| Mark &ll For Cancel % Clear Cancel Flags

your C Qty Item Qty Rev Rew Cxl Date Rev 5t FA Ho 5K No By Date Time Description

changes,
press save
to update
the data.

i | l.UU‘ 1‘ 1.00 0.00 024‘11{2014‘ F‘ UUUUUUUUUl| ‘HGR |U2i11j2014‘18:11‘REturning{Damaged
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Canceling a Recelpt

The PO &;H%%@ﬁ]% - Portrait  + FontSize: 8 - Left Margin: 1
Q u IC k Total Lines: 18

BOSRED Quick View

L] ]
VIeW IS Year: 2010 Reguisition Mo: 502084 Purchase QOrder Mo: 001630 Stores:
Vendor Mo/kddr: 018320,/00 Best Buy

Site: 0001 QCHARR Submitted by:

u p d ate d Item Split Ordered/ Beceiwved TUnit Unit Cost Total Cost Discount Tax Stock MNo

F
B 1.00/ 0.00% ERCH 10.0000 10.00 .00 ¥ 00000a
tO re'ﬂect 01.0000.0.0000_2100.4300.830.4400.00 100.0000% 10.00
Basic Reg
Beceipts: 0271172014 -1.00 C By MER 02711714 1%5:42
the 02/11/2014 1.00 F MER 02711714 18-11 FR§ 000000000

Locount Summary:

Chan eS Ln U RESC Y COAL FUNC ORJT SCH MNGT EU
1 01.0000.0.0000_2100_4300.830_4400_00

made.
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Receipts Report Writer

To create|
a report,

use the

PO
Recelipts
Report
Writer




"
Receipts Report Writer

File  Options

H2o 8 Fc¥

The Report | SN
Writer
allows you o s -

Detail order: |1 w

to launch ST

Select PO's from:

t t Select PO dates from:

re por S O Receipt dates from:
Select vendors from:

v | to W
to
traC k Category: to (enter a range)
to

iInformation
on recelipts.
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Receipts Report Writer

The report type field gives you four different options to select:

1.

Receiving History - all PO’s. PO Receipts History(PRV110) lists
receipts against all POs that you select. It includes both POs with
outstanding receipts and with all goods received.

Open PO Items Receiving Report. The PO Open Receipts Report
(PRV120) report lists only POs with open receipts. It prints all line items
for each selected PO. For example, a PO has 10 line items, but only a
single line item has outstanding receipts. The report prints the full
details of receipts for all 10 line items.

Past Due PO Report. The PO Past Due Receipts Report (PRV130) lists
POs for which goods have not been received by the deliver-by date for
a PO. This report lists only POs with zero items received. The report
excludes Pos for which you have posted partial receipts.

Receiving Activity Report. The PO Receiving Activity (PRV140) report
lists the receiving activity by day. It lists each date on which goods were
received, then it lists the details of the receipts for each day.
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Receipts Report Writer

he “Past Due as of” field is FOR REPORT
YPE 3 ONLY. Type a date in MMDDYY
order. The report includes POs with goods that

were not received by the Deliver-by date for
the PO.

53



Receipts Report Writer

The primary sort field allows you to select a sort option from the list below:

1.

Account field sort sequence. The report begins a new page each time an

account field changes in the Sort sequence that you define on the second
launch screen.

Category, vendor type. The report groups receipts by the vendor category and
type assigned with Update Vendor Master File (VDUPDT). You can assign each
vendor to up to 10 categories (4 characters) and a single type code (2
cnaracter). The report begins a new page each time the category or type
changes.

Vendor Ty, Category. The report groups vendors by type code and category
code from the Vendor Master File.

PO Type. The report groups receipts by the PO type assigned when requisitions
were created with Requisition Entry for Purchase Orders (PXENCM). The report
begins a new page whenever the PO type code changes.

Date Rcpt. The report groups the transactions by the date the goods were
received. The report begins a new page for each day’s receipts.

Rcpt ID. The report groups the receipts by the 4-character audit ID of the person
who posted the receipts. The report begins a new page each time the ID of the
receiver changes.
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"
Receipts Report Writer

The Detall Order field allows you to select the order in
which PQO’s are listed within each Primary Sort group.

1. PO#. Within each Primary sort group (such as PO
type or date of receipt) the report lists POs In
numerical order.

2. Date. The receipts are sorted by the date of the PO.

3. Vendor name. Within each sort group, the POs are
sorted by vendor name.

4. Vnd remit name. Within each sort group, the POs
are sorted by the remit name for vendors.
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"
Receipts Report Writer

The PO detail order field allows you to select
how to print PO numbers

1. PO#. Print only the PO number.

2. PO type + PO#. Print the PO type and PO
number.
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eceipts Report Writer

File  Options

HRoP oY
For Report | e
Types 1, 2
and 3 you
can enter I
~ta on the

Accounts tab.
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Receipts Report Writer

The sort sequence allows you to type a sort
seguence for accounts. This selection makes
sense only if you pick Primary sort option 1 on
the previous screen. Type up to 10 account
fields by which to sort the accounts to which
receipts are charged.
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"
Receipts Report Writer

The account mask fields allows you to enter up
to 10 different account masks. An account Is
included in the report If it matches any one of
the masks.
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"
Receipts Report Writer

s

| Submit job [Shift+F1] |

Once you are
ready to
create you
report press
the Submit
Job button.
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"
Receipts Report Writer

Make sure to
note the Job
Number that
was created
for your
report.

Report request processed successfully. Job No: 1235

PO Receipt Report Winter

Report Selections | Accounts

Report title; |Ronnie's Test Report

Reporttype: |1 w| Pastdueasof

Sorthy: |1 w
Detail order: |1 w

PO detail order: |1 w

Select PO's from: to

Select PO dates from:

v | to

Receipt dates from: W | to

Select vendors from:

to

Category: to (enter a range)

Wendor type: to

FO type: to

Category:

Type:
PO type:
Receipt [Ds:
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Receipts Report Writer

Return to the QCC
Control Center and
select Print
Manager
(LSPOOQOL) to view
your report.

File View District Year Messages Window Mews Help+Video

Favaorites
;
Accounts Payable
ﬁ Purchase Orders f Requisitions
@ Receiving/FO
B@ Fixed Assets
Go

Print Manager [ Job Menu f Utilities

System Admin

Finance
AR. (AR, XR, RR - Mo invaicing)
AR, (Invoicing and Biling Management - RI, RF)

i Budget Development
=

Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)
EE Finance Job Menu
ﬁ Journals, Transfers (DC, JE, TF, TV)
ﬁ Manual Payroll Encumbering
@ Payroll Transfers

ﬁ VLD Payment Processing

ﬁ Warrant Management (Cancels, Hand Issues, Recon.)

AR [ Purchasing
ﬁ Accounts Payable
AP Batch Maintenance
| Purchasing Master Files

Furchase Orders [ Requisitions
@ Receiving /PO

Reguisition Routing Master Files

ﬁ Vendor Maintenance




" S
Receipts Report Writer

Eile View Qptions Help+Video

Pxe®fhnxnxE 40 8% 8

YOU can O ot Fies | Spo FiesSTOLST | Lot s Sessonisry | Serve o T
open T
your I
report
after yo
have

verified

the Job

and the
Report

Title.
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Receipts Report Writer

File Options

Pol# b= caa0@l L3z

A
040 Q55 DEMONSTRATION DISTRICT PO RECEIPTS HISTCRY J1235 PEV110 L.00.00 02/11/14 PAGE 1
Ronnie's Test Report
NUMBER DATE VENDOR NAME
Item &c Split Qty 0rd Qty Bcvy  Unit Iss Unit Price Total Price Subj Tax Sk Ho FA Flag
001630 06/30/2010 016920 Best Buy
1 N 1 a EACH 10.0000 10.00 Y 000000
Basic Reg
02/11/2014 Qty Rcvd: -1 Status: C Rcvd By: MGR 02/11/14 19:42
Returning/Damaged
02/11/2014 1 F MGE 02/11/14 18:11 FA# 0000000001
001632 06/30/2010 000362 2Apple Computer
1 N 17 a EACH 1,000.0000 17,000.00 Y 000000
17 new Apple Laptop computers
2 N 17 i] ERCH 1,200.0000 20,400.00 Y 000000
17 new Projectors.
02/11/2014 Quy Reovd: -5 Status: C Rcwd By: MGR 02711714 18:19
Didn't receive.
02/11/2014 5 B MGE 02/11/14 16:41
3 N 17 a EACH 750.0000 12,750.00 Y 000000
17 new File Cabinets.
TOTAL: 51 a
Grand Totals: 52 a
v
< >




" 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

Home == Customer Education

Main Menu

Home
Hews
Customer Education

Products
Related Sites
About Q5SS
Search

Popular

General Ledger,
Accounts Payable,
Budgeting & Receivables
Tracking

Froducts

QSS/0ASIS - A Complete
Administrative Solution
for K-12

Q5SS and OSsSUG
Seminars and Webinars
Mew Fax Mumber at Q33
Contact Infarmation

Q355 Seminars and
Webinars for 2012-2013
QSs Web Apps

QSS Developer Toals
Q355 Partners

News

Customer Education

i

_-..r';' -l

Quintessential School Syst

Secure Support

QsSSUG PSFA Webinars 2013 - 2014

QSS Users Group Purchasing, Stores and Fixed Assets (PSFA) Committee co-chairs Rose Garcia of Berkeley IUSD and Linda

Products

Related Sites

e

About Q5SS

search._ ..

PDF

Search

mail

Crawford of Stanislaus COE have made arrangements with Quintessential School Sysrems to have the PSFA Committee sponsor the
following QS5 webinars on awvariety of purchasing, stores, and fixed assettopics.

Click on this link for the seminar and webinar schedule in PDF format: 2013-2014 QSS1UG PSFA Schedule. Registration and mailing

information is below this chart.

Date and Time (Pacific)

VWebinar

Presenter /

PSFA Member

Hon-Member

February 13, 2014
10am - 12noon

Download flyerfregist
Download flyer
Give Feedback

Craig Grilley

QA Registration Registration
Cost Cost

Tuesday Stores Administration Don Hemwall $0.00 $250.00
October 22, 2013 Download flyeriregistration Mike Smith
10am - 12noaon Download flyer

Give Feedback
Thursday POCO (Purchase Order Change Orders) |Ronnie Steward F0.00 F250.00
Movember 14, 2013 Download flyerfregistration Craig Grilley
10am - 12noaon Drownload flyer

Give Feedback
Tuesday End-User Routing JP Hollingswoaorth |$0.00 £250.00
Cecember 10, 2013 Download flyerfregistration Craig Grilley
10am - 12noan Download flyer

Give Feedback
Tuesday Tips & Tricks Don Hemwall $0.00 £250.00
January 07, 2014 Drownload flyerfregistration Duane Percox
10am - 12noan Download flyer

Give Feedback
Tuesday Stores Administration Don Hemwall $0.00 £250.00
January 28, 2014 Drownload flyerfregistration Mike Smith
10am - 12noaon Download flyer

Give Feedback
Thursday Receiving Ronnie Steward |$0.00 £250.00
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