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Webinar Agenda

» An overview of QSS/OASIS Receiving featur

» Using Receiving to receipt goods and
services

» Using Receiving to create skeleton fixed
asset records

» Using the Receipts Report Writer to
requesting receiving reports

» Setting up security for fixed assets
integration

» Other topics related to Receiving, as ti
allows



? Questions ?

Today we want to be able to intera
with you when questions arise! Ple
feel free to raise your hand at anyti

if there is a topic that we need to
cover in more detail, or if we can
clear up any confusion. '



QCC Menu - Receiving/PO

The Requisition/PO
application can be
launched from two
different places on
the menu.

File

View District Year Messages Window MNews Help+Video

G Purchase Crders / Reguisitions
@ Receiving /PO
Go

E} Print Manager [ Job Menu / Utilities
E? System Admin

------- System Security
------ Session Administration
....... QS5 Report XML Editor

------ @ Security View f Maintenance
HE? Finance

....... ) AR (AR, ¥R, RR - Mo invoicing)
------- } AR. (Invoicing and Biling Management - RI, RF)

------- G Journals, Transfers (DC, JE, TF, TV)
------- G Manual Payroll Encumbering

------ % FPayroll Transfers

....... G’ VLD Payment Processing

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

G Accounts Payable

AP Batch Maintenance

....... Purchasing Master Files
------- Purchase Orders [ Reqguisitions
& Receiving /PO
------- a}!_ Requisition Routing Master Files

------- ﬂ Vendar Maintenance

B Lookups

E? Settings / Master Files




File  Options  Help+Video

Application initialized




Adding
Receiving/PO to
favorites can
easily be done by
right clicking on
the item in the
list of available
applications.

Add To Favorites

File View District Year Messages Window News Help+Video

E| E? Favorites 8

'j Print Manager {LSPOOL)

E Accounts Payable
ﬁ Purchase Orders / Requisitions

E| B Go

_ E,? Frint Manager / Job Menu  Utilities

EB System Admin

------- System Security

------ Session Administration
....... Q55 Report XML Editor
------ @ Security View [ Maintenance

=1~ B Finance

AR (AR, ¥R, RR. - Mo invoicing)
AR (Invoicing and Biling Management - RI, RF)
------ Budget Development
Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)
------- ﬂ' Journals, Transfers (DC, JE, TF, TV)
------- G Manual Payrall Encumbering
...... % Payroll Transfers
....... ﬂ 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
MI Add :

. E}’ Lookups
. Ef Settings / Master Files
HE,? Fixed Assets [ Stores




Favorite Options

If you right click
the menu item,
you can remove it
from favorites,
order it in
favorites, and also
launch it as soon
as QCC starts.

File View District Year Messages Window News Help+Video

El E}' Favorites &

2 Print Manager (LSPOOL)

Accounts Payable

Purchase Orders f Reguisitions

-------- ER

Launch Selected Module

Mowve 3

Up
Down

Bottom

Remowve from Favorites

Launch when QCC Starts

(AR, ¥R, RR - Mo invoicing)

------- - AR (Invoicing 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)
------- ﬂ Manual Payroll Encumbering

...... @ Payroll Transfers

------- ﬂ VLD Payment Processing

------- Warrant Management {Cancels, Hand Issues, Recon.)
AP [ Purchasing
------- Accounts Payable
------- AP Batch Maintenance
------- Purchasing Master Files

------- Purchase Orders [ Requisitions

------- % Receiving/PO

------- a‘;‘ Requisition Routing Master Files

------- G’ Vendor Maintenance

HB Lookups

[ - b

[




View job script Ctrl+)

Torestore |, .
default

settings for

the

application
click on




Single Click Option

Eile | Options | Help+Video

@ «g# Retrieve Data F3

— . Post Purchase Order Receipts  F4
Ctrl+F1

2l [F PO Quick View Cirl+F11

Allows you to |© 1@ mmem
select items in

from the side

menu with

only a single

click




PO Quick View Settings

File | Options  Help+Video
. Show Status  Ctrl+F12

View job script  Ctrl+)

% Eit F12

Allows you to
select what
appears in the

PO Quick View




\
PO Quick View Settings

Header Info PO Acct Summany
Include Header Labels Include Header Labels

Include Header Include Req/PO Account

ftem Info Beq/End Messages

Include Header Labels (®) Hide Messages

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

Include ltem Receipt ' Restore Defaults

To return to the default settings used in the traditional PO Quick View scree
click the Restore Defaults button



The Help
menu allows
you to access
the manual
and available
videos

GQCC Manuals F1
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




Posting PO Receipts

To post a
receipt
select
the Post
Purchase
Order
Receipts
option
from the
treeview




Posting PO Receipts

Fiscal Year. Purchase Order #: |

Search Resulis

Requisition #: |

PO RegH Date Er?tt:red Vendor  Vendor Name Amount E:Ef od Site

If you are familiar with the Purchase Order screen in the Purchase
Orders/Requisition application, you will notice that the lookup is
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
you need to work with.



Posting PO Receipts

Eile  Options

> SO search P Clear Fields [~ Close | 1)

Enter the |

information ranges
you do know Purchase Order & I:l I:I Reguisition #: I:I - I:l Stores Stock #: I:l - I:I
. Total Amount: | | - | | Control # | | - | |

on this screen, e o vt | - | quwnite: [ - [

and you ShOUld Unit Price Amount: | | - | |

quickly be - | v - | [v| | MEN v
. Entered Date: |/ /_ wl - |/ S W Printed Date; |_/_/_ w| - |/ 5 W

able to f]nd Paid Date: |_J"_J"_ |v| - |_J"_J"_ |v| Fiscal Year:

the Purchase -

PO Status: PO Type: RelFarProc: Include Drafts:
Budget: Board: Purchasing: | v Regs WO Accts:
Asset: E| Cancelled: E

Miscellaneous

Order you
need to work
with.

BLI!,’EI’CDCIE:SZ| v|| v|| v|| v|| v|
Vendor Number: | | | | | | | | | |
(Ordering Sites: |nnm v| | v| | v| | v| | v| Commaodity: I:l
Description Text: | | Submitter: | |

Line ltem Desc: Unit of Issue: Unpaid POs [ ]
| | [ ]




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

Posting PO Receipts

File  Options Help+Video

e drg -l

6 records found.

= Purchase Order Receipts
-~F | Post Purchase Order Receipts
.- | Cancel Purchase Order Receipts
1| PO Receipt Report Writer

Fiscal Year: Purchase Order %; I:l - I:I Reguisition £ |

|| Advanced Search

Search Resulis

po#

001630
001631

(6/30/2010

Date
Entered

Vendor

0673072010 |

Vendor Name

1|4 PO Quick View

! o Post Purchase Order Receipts

Amourt

Date
Frinted

Site

(0001355 CHARTH

001632 | 502069 | 06/30/2010 Pple Comp T Y 00014355 CHARTE|
001634 | 502066 | 06/30/2010 | 0673072010 | 016920 |Best Buy 646.50 (0001355 CHARTH
001635 | 502067 | 06/30/2010 | D6/30/2010 | 000362 | Apple Computer 10,775.00 0001-Q55 CHARTH
001637 | 502068 | 06/30/2010 | D6/30/2010 | 000362 | Apple Computer 00014355 CHARTE|




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 Receipts

File  Export Format

&H @%@Eﬁ% * | Portrait ~ FontSize: 8 » Left Margin: 1

Total Lines: 16

BO/REQ Quick View

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

Item Unit Unit Cost Total Cost Discount Tax Stock No
F
1 B 1.00/ 0.0a0 EACH 10.0000 10.00 .00 ¥ 0aaooaoag
01.0000.0.0000.2100.4300.830_4400_.00 100.0000% 10.00

Bzsiec Reg

Split ©Ordered/ Receiwved

Account Summary:

Ln FU RESC ¥ QAL FUNC OBJI S5CH MNGT BU
1 01.0000.0.0000.2100.4300.830.4400.00




The Post
screen will
allow you
to use the
standard
buttons
found
throughout
our
Financial

applications

Posting PO Receipts

S - ¢ nooo
[Changettode .

PO Number:
Reg Number:

Date Received: u
Stores Order: l:l

Vendor: |016920 - Best Buy

File  Options

b seve ¥l

ftems
g Initialize Quantity Received ¥ Clear Quantity Received Set Fix Asset Flags - Clear Fix Asset Flags

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

b 1| 1| 1| D.UE||E.ACH | 1n.uuuu| | [ [v] |V|Y| vl |BasicReq

Description




Posting PO Receipts

2 [i‘e)ﬁhowReceipts ||z Ag |n
The Show

Receipts —

. PO Mumber: -
option allows N
you to view Dete Received: 021172014 v/

any prior Stores Order: l:l
pOStingS Vendor: |ﬂ1392'ﬂ—Best Buy

ftems
g Initialize Quantity Received ¥ Clear Quantity Received Set Fix Asset Flags - Clear Fix Asset Flags

Stock FA
In Ttem Ordrd Revd Units DPrice "C% Oty Revd  Stat FA G
No Item

3 1| 1| 1| D.UE||E.ACH | 1n.uuuu| | [ v |V|Y| vl




File

This PO has a
partial receipt
of an item.

Options

EEijom |£?

Item

Posting PO Receipts

001632
502069
021117204
000368 - Apple Computer

Ordrd/Rcvd Unit Unit Cost Total Cost Tx Stk No FA

1

P

17/0.00 EACH 1,000.0000 17,000.00 ¥ 000000 ¥

17/5.00 EACH i,200.0000 20,
Receipts: 02/11/2014 Qty Rcvd: & P

oooo ¥

17/0.00 EACH 750.0000 12,750.00 ¥ 000000 ¥




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

Posting PO Receipts

File  Options

H Save HCIGSE [i'f)Show Receipts ||z E | n
PO Number:

Req Mumber:
Date Received: 021172014 v
Stores Order: l:l

Vendor: |016920 - Best Buy

ftems
g Initialize Quantity Received ¥ Clear Quantity Received 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

[ M el ]

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




If you are
going to set
the FA Item
flag to yes,
then the
Quantity
Received must
be a whole
number.

Posting PO Receipts

File  Options

H Save HCIGSE [i'f)Show Receipts ||z E | n

PO Number:
Req Mumber:

Date Received: |02/11/2014 ||

Stores Order: l:l

Vendor: |016920 - Best Buy

ftems
g Initialize Quantity Received ¥ Clear Quantity Received 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

[ M el ]

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




Posting PO Receipts

File  Options

The Status H Save HGDSE ti':)ShowReceipts ||3 E | m

column is for
indicating if
this is a Partial
receipt of this
item, of if it is
the Final
receipt of the
item.

PO Mumber:
Reg Mumber:

Date Received:
Stores Order: I:I

Vendor: |016920 - Best Buy

ftems
E Initialize Quantity Received  Clear Quantity Received Set Fix Asset Flags < Clear Fix Asset Flags

. i Stock FL Lsszet ..
In Item Ordrd Rowd Units Price Qty Rowd  Stat Ttem FA Grp Basis Description

| vI lel |v|

1| l| 1| U.UD|E&CH | 10.UUUU| |Baaic Reqg

Partial




The FA Item
value can only
be set to Yes if
the FA field
indicates that
this is a fixed
asset. By
setting this to
Yes you are
indicating you
want to create
a fixed asset.

Posting PO Receipts

Eile  Options

H Save ﬂ Close ['_f)Show Receipts IZ g m

PO Number:

Req Mumber:
Date Received:

Stores Order: I:I

Vendor |016320 - Best Buy

ftems
E Initialize Quantity Received 3 Clear Quantity Received Set Fix Asset Flags ¥ Clear Fix Asset Flags

. . Stock FA A3zet ..
In Item Ordrd Rcwd Units Price Ho Qty Revd  Stat Ttem FA Grp Basis Description
» 1| 1| 1| u.un|mc:ﬂ | 1u.uunu| | [ Iv| vl Y | vl |Baﬂic Reg

T - Yes
N - No




You may group
lines together to
add as fixed
assets, however
you most have at
least two lines
with the same
group code.

Posting PO Receipts

File  Options

H Save ﬂCIose [:_\;;)Show Receipts IZ g

PO Mumber:
Reg Mumber:

Date Received: |02/11/2014  |v |

Stores Order: |:|

Vendor, 016920 -Best Buy

tems
E Initialize Quantity Received 7 Clear Quantity Received Set Fix Asset Flags % Clear Fix Asset Flags

Stock
No

lD.DDDD| |

2 L3zet
Qry Revd  Stat Trem FA Grp Basis

| M Mv[ o
.

In Item Ordrd Revd Units Price Description

» l| 1| 1| D.DD|EACH | |Basic Reg

TEE R H DO M D O W




Posting PO Receipts

File  Options

H Save ﬂ(]ose wShow Receipts IZ’ g m
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:
Req Mumber:

Date Received: |02/11/2014 ||

Stores Order: l:l

Vendor: |016920 - Best Buy

ftems
g Initialize Quantity Received ¥ Clear Quantity Received 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

[ M el ]

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




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

Posting PO Receipts

Eile  Options

H Save ﬂCIose ‘S)Show Receipts @ g ﬂ

PO Humber:
Reg Number:

Date Received:
Stores Order: I:l

Vendor: 016320 - Best Buy

ttems
|§ Initialize Quantity Received |"} Clear Quantity Received Set Fix Asset Flags 5% Clear Fix Asset Flags

Stock
Ho

FL Azzet
Qcty Revd  Stat Ttem FAL Grp Basis

LoojE v| |v|t| |v]

Ln rd Recwvd Units Price Description

1‘ U.UU‘E&CH ‘ IU.UUUU| |Basic Reg




The Set Asset
Flags button
will set every
item that is
eligible to be a
fixed asset to
be “Y”.

Posting PO Receipts

File  Options

H Save ﬂ Close (i?)Show Receipts |E g ‘ u m

PO Humber:
Req Number:

Date Received: u
Stores Order: I:l

Vendor. |016920- Best Buy

tems
; Initialize Quantity Received 7 Clear Quantity Received [} Set Fix Asset Flags (¥ Clear Fix Asset Flags

|
. Lazet s
In Item Ordrd Rcwd Units Price Qty Rewd  Stat FA Grp Basis Description
v 1] 1] 1] o.ooleac | 10.0000 1.00|F v Y| |Y| v ‘Basic Reg




Once you have
completed
your changes,
press save to
create the
posting. Then
you will be
able to create
fixed assets IF
the FA flag is
set to “Y” for
one or more
received
items.

Posting PO Receipts

File  Options

dCIose wShow Receipts @ ,g m ﬂ

PO Number:

Reg Number:
Date Received:

Stores Order: I:I

Vendor: | 016920 - Best Buy

ttems
g Initialize Quantity Received 3 Clear Quantity Received Set Fix Asset Flags % Clear Fix Asset Flags

In Ttem Orded ERevd Units Price ;Enc}c gty Revd  Stat iiem FA Grp g::i: Description
1‘ 1‘ 1‘ U.UD‘EACH ‘ 10.0000‘ ‘ 1.00|1-" vi¥ivly| |v| ‘Baﬂic Reg




Adding Fixed Assets

File View District Year Messages Window News Help+Video

The first way to create
an item as a fixed asset
is by using the Purchase
Orders/Requisitions
screen to add a
Requisition with items
flagged as Fixed Assets.

E,? Print Manager / Job Menu / Utilities &
- E,? System Admin

I_—_| E? Finance
AR. (AR, ¥R, RR. - Mo invoidng)
- AR, (Invoicing and Billing Management - RI, RP)

Budget Development

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

-
---#= Finance Job Menu

ﬂ Journals, Transfers (DC, JE, TF, TV)
ﬂ Manual Payroll Encumbering

------ @ Fayroll Transfers

ﬂ VLD Payment Processing

Warrant Management (Cancels, Hand Issues, Recon.)
= AP [ Purchasing

G Accounts Payable

AP Batch Maintenance
Purchasing Master Files

Purchase Orders [ Requisitions
Receiving /PO

ar Requisition Routing Master Files

G Vendaor Maintenance

. E? Lookups
E| E}' Settings [ Master Files
- % Account Maintenance

% Chart of Accounts [ Beginning Balances

Clearing Rules, Control Objects, District Definitions

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

- E,? Fixed Assets / Stores
o e - ~




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

Eile  Options

@ Save ltem Save Item/Main m Save ltern/Main/Save @Main E:} Add Item g Save ltem/Add Item Cancel ltem g m ﬂ m

Adding Fixed Assets

AddMode .

- o 770 | % ST T T Tes

ftem 1of 1

Item Print Split Guantity  Unit Unit Cost Total Cost Tax Stock#  Fixed Asset
1 es v | |Calcuiate Peroertage v| |00 | [EACH | 10,0000 L | {Yes v 000000 [{Yes v
Discount Flag Discount Percentage Discount Amount

No Discourt v/ (o000 | =

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




Adding Fixed Assets

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

File View District Year Messages Window News Help+Video
E,? Print Manager / Job Menu / Utilities G
- E,? System Admin

I_—_| E? Finance

AR. (AR, ¥R, RR. - Mo invoidng)
AR, (Invoicing and Billing Management - RI, RP)

Budget Development

Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)
EE Finance Job Menu

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

ﬂ Manual Payroll Encumbering

------ @ Fayroll Transfers

ﬂ VLD Payment Processing

Warrant Management (Cancels, Hand Issues, Recon.)

= AP [ Purchasing

ﬂ Accounts Payable

AP Batch Maintenance
Purchasing Master Files

Purchase Orders [ Requisitions

Receiving /PO

a}:" Requisition Routing Master Files

ﬂ Vendor Maintenance

EHB Lookups
EIE? Settings / Master Files
@ Account Maintenance

@ Chart of Accounts [ Beginning Balances

... Clearing Rules, Contral Objects, District Definitions

a}:" Options, Odometers, Control Dates, SACS Tables, Fund xRef
H- ﬁ Fixed Assets [ Stores




On the Control
Objects tab you
can setup ranges
of objects that
cause the Fixed
Asset field to
default to “Yes”
for a line item.
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”.

Adding Fixed Assets

Eile OQptions Help+Video

N+ PHaEEES X | B
Field Master [GLMTO01) | Accourt Stuctae [GLMT

g( © Contiol Qbjects (GLMTO4) | GL Control Info, (GLINIT] |
Control Objects By Dist r Contral Obgects By Oby Copy Distict Beconds T Copye Al Disticts

Fiscal Year: [10 District: 40 - Q55 DEMOMSTRATION DISTRICT |

Object Alias | Object Value
FABEGD1L &300
®|FAENDOL 6599




Adding Fixed Assets

Your system can also be setup to allow you to pos
anything as a fixed asset. If position 10 of the

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




\
Creating the Fixed Asset

File  Options

H Save ﬂCIose D| Grouped [tem Description Q m ﬂ ﬂ
ChangeMode :

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

|dentification Acquisition and AP Payment Information

psset || Condiion: | | Reason: | | Required: 021172014 |v]
Description: |Basic Feq Vehicle# || Vendor: |<39|| 016920 |Unknown |
-l B Y
Category: l:l Color: I:I Invoice: I:I [] Auto APY? PO#:
Type: I:l Insurance Code: |:| FU RESC ¥ GOAL FUNC OBJT SCH MNGT EU

the fixed Seria|:| | |rtsuranDeExpires:|:|z| Account: |01_ocn:uo_0_nooo_2100_4300_330_4400_00 v|
assets yOU Barcode# | | Vlarranty Expires:| v GL Fund: Sub Fund: Object
received. Barcodeloc: | Warranty Length: | 0 Location Cost
WARNING: |[f Manutscturer: | | Manufscture Date: |V = Department Quantity
you close Mig. Parié: | | Regisration Exres|_|v|  Bulding: [ ] Unit Cost:
without Saving Mig. Model: | | Model Year | Floor: Market Value:

Project Room: I:I Replacement:

your changes
Local: l:l State: l:l Federal: I:I Desc: | Salvage:

there will be
no way to go

baCk ]n Ln| Asset Description Cat Type Quantity Unit Cost Vender Vendor Name
o e Basic Re £10.78 | 016920 Unknown

Receiving and :

create the

fixed asset.




If you have
multiple
Fixed Assets
to enter, you
may browse

using the VCR
buttons or by

double
clicking the

Assets grid at
the bottom o

the screen.

File  Options

|dentification

st |

Save Close |= g Groupe
e s O |

Creating the Fixed Asset

B cooo

Condition: E

Description: | Basic Req

Yehicle #: I:I

T [ |
Category: l:l

License #: I:I
Cooc | |
Insurance Code: l:l

Serial: |

Barcode# ||
Barcode Loc: l:l

\warranty Length: ljl

Manufacturer: |

Mig. Part: |

g, Model:

| Model Year |

Project

loal: ||

Assets

Swe: | | Fedent[ ]

| Insurance Expires: I:Izl
Warranty Expires: | |v|

| Manufacture Date: I:IEI
| Registration Expires: _

\

[Changetiode

Acquisition and AP Payment Information
Reason:

st T v
Vendor: |<39|| 016920 |Unknown |

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

FU RESC ¥ GOAL FUNC OBJT SCH MNGT EU
Account: |Dl.OCICID.0.0000.2100.4300.830.4400.00 v|

GL Fund: Sub Fund: Object:

Location Cost

Quanéty
Unit Cost

Floor: Market Value:
Replacement:

Desc:

soge

Ln Asset

Description

Basic Req

Cat Type Quantity

Unit Cost Vender Vendor Name

£10.78

016920 Unknown




\
Creating the Fixed Asset

File  Options

ﬁCIose nl Grouped Item Description g m ﬂ
(Changettode

Identification Acquisition and AP Payment Information

Once you psset Conditon: || Reason: | v e
have Description: i Vehicle #: I:I Vendor: | D'IG!]ZDl |Unknown |
Tag: License # I:I \niarrant: Issue Date: I:E
entered the Catogory: oo || moice: || [ AutoAPY? POt
1 1 Type Insurance Code: | | FU RESC ¥ GOAL FUNC QBJT SCH MNGT BU
]nformat]on - . Account 01.0000.0.0000.2100.4300.830.4400.00 v
Serial: Insurance Expires: I:E
for the et [ ] ooyt Jv] | GLFwd SubFure Otiet
leEd asset y Barcodeloc: | | Warranty Length: | 0| Location Cost
Manufacturer: | Manufacture Date: _ Site: Department: Quantity:
press the .
Mfg. Parts: | Registration Expir:l:lzl Building: I:' Unit Cost:
Save Mig Model: | Model Year | Floor Market Value:
butt = . — -
ution. . O . s - peee o

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 :




If you go into the
Fixed Assets
application, you
will now see the
fixed asset we
created in
Receiving.

\
Creating the Fixed Asset

File Options Help+Video

W24+ PN X[ ___casw

T Additional info T Account Splits

| Inspect

— Location

— ldentifization

Asset: | 0000000001 Condiion: | ~] Site: |0001 - RICHARDS RANCH EL
Degcription: IBasic Req Vehicle #: I Dept: I
Tag: |000000000T License #: | Building: |
Category: |03 - COMPUTER SOFT\ = Color: | Floar: |
Type: |0093 - COMPUTER SOF » |1 yance Cade: | Roam: |

Serial | Insurance Expires: IH—LI Description: |
Barcode #: I Warranty Expires: I“—LI ~ Cast
Barcode Loc: I— W arranty Length: ID IYearS LI B Hluantity: I 1
Manufacturer: I M anufacture D ate: IH—LI Unit Cost: I $10.78
Mfg. Parth: I Registration E xpires: I“—LI Market Value: I $10.08

hfg. Madel: I todel 'ear: I Feplacement; | $0.00
~ Project Salvage: | $0.00

Local: I State: I Federal: I
—Acquisition and AP Pagment [nformation

Reason: I Acquired: |D2.-’1 12014

Wendor: |D1 ES20 Mame: |Unknu:uwn — Dlizpaosition/S tatus

Wwharrantf: IEIEIEIEIDDEIEI lzzue Date: I £ Reasan: I
[voice: I [~ Awbo APY? PO#: IDD'I B30 Date: I 4 LI

Account: [01,0000.0.0000.2100.4300,830,4400.00 Current Status:

GL Fund: |Dnnnnnn1 Sub Fund |nnnnnnnn Obiject; |nnnn4ann Last Change: 02/11/2014 by MGR

Current Depreciation: I F0.72

Depreciation to Date: I $0.09

|‘I‘|'.2ﬂlﬂ Dist:40 Site:0 GS:W | 2/11/72014 |8:15 PM



\
Creating the Fixed Asset

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

» FAT050 (pg 3-9 in version 41)

» FAOTMF (pg 3-4 in version 41)



Creating the Fixed Asset

The FADFLTLO usersec is not in the latest MTUS
It allows you to default values for a fixed asset.

defined as follows:

» 01-08 - default department
» 09-16 - default building

» 17-24 - default floor

» 25-32 - default room

\



\
Creating the Fixed Asset

The PRO2FA usersec is not in the latest
MTUS manual. This is a one byte sentin
that allows the user to get the messa
from the message library when enterin

description for the fixed asset.



In the PO
Quick View
you can now
see the
updates we
just made to
this Purchase
Order.

\
Creating the Fixed Asset

File  Export  Format

&H %%@Eﬁ% = | Portrait ~ FontSize: 8 » Left Margin: 1

Total Limes: 17

BOSRED Quick View

0015830 Stores:

Year: Z010 Requisition Wo: 502084 Purchase Order Ho:
Vendor No/iddr: 01&%20/00 Best Buy
Site: 0001 QCHRER Submitted by:

Item TUnit Unit Cost Total Cost Discount Tax Stock Ho

F

Split Ordered/ Receiwved

1 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
Basic Reg

Receipts: 0271172014 1.00 F By MGR 02/11/14 18:11 Fa§ 0000000001

Locount Summary:

Ln FO RESC ¥ GOAL FUNC CBJI SCH MMNGT BU
1 01.0000.0.0000.2100_.4300.830.4400.00




To cancel a
receipt
select the
Cancel
Purchase
Order
Receipts
option.

Canceling a Receipt

o P48 E

=+ Purchase Onder Receipts
1| Post Purchase Order Receipts

B3| Cancel Purchase Order Receipts|

i1 | PO Receipt Report Writer

Fiscal Year. PuchaseOrder#: | |- | | Renuisifont: |

| | Advanced Search

PO Reg#  Date Vendor  Wendor Name




Canceling a Receipt

File  Options  Help+Video

pia P4 BE

1 record found.

This screen has | ' s vt o Recents
the same Ei Mﬁﬂgms Fiscal Year: Purchase Order #: - I:l Requisition #: |
navigation

features as the

Post Purchase

Order Receipts

screen.

Search Resulis

PO Regt  Date Er?::red Vendor  Vendor Name Amourt EI_EIE: e Site

(3 001630 | 502064 | 06/30/2010  06/30/2010 016320 | Best Buy 0001355 CHARTE

[ Cancel Purchase Order Receipts
[ PO Quick View




First you will
need to enter
a Cancel Date.

Canceling a Receipt

File  Options

s oo (4 E 8 DAODE

PO Number:
Req Nurber

]

Vendor. 016920 - Best Buy

ttems
% Mark All For Cancel 3% Clear Cancel Flags

C Qty Item Qty Rcw Rov Cxl Date Rcv 5t FA No SK No By Date Time Description
4 EI.OEI| 1‘ 1.00 0.00 U2.f11f2014| F‘ 0000000001‘ |MGR |U2.f11f2014|18:11‘




Canceling a Receipt

File

s o [FE 9 DOEE

QOptions

Mark all o
the items
you want
to cancel.

PO Number:
Req Mumber:

Cancel Date: |02/11/2014

Stores Order: I:I

Vendor: |016920- Best Buy

ltems
|Ej Mark All For Cancel  Clear Cancel Flags

C Qty Item {Qty Rcw Bev Cxl Date Rcv 5t FL Ho SK No By Date Time Description
K UEI‘ 1| 1.00 0.00 02111;‘2014‘ F‘UUUUUUUUI31| ‘MER ‘02;’11!2014|18:11‘




Canceling a Receipt

File  Options

s oo  FEE DO E
You must enter

the Quantity
you wish to
cancel, and it
cannot be
greater than
the Qty Rcv
value.

PO Number:
Req Mumber:

Cancel Date: (121172014 |v

Stores Order: |:|

Vendor; 016920 - Best Buy

ltems
=% Mark Al For Cancel 3 Clear Cancel Flags

C Qty Item Qty Rew Ecw Cxl Date Rcw S5t FA No SK No By Date
» ‘ 1.EIU| 1 0.a0 02.’11[2014‘ F‘UUUUUUUUUI‘ ‘MGR ‘02.’11[2014‘18:11‘

Time Description




Canceling a Receipt

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

» If Position 24 must be set to “Y” for you to be able to ca
a receipt.

» If Position 25 is set to “Y” you are required to enter a
Description for each item canceled.

» In 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 A
system) |

~ If Position 28 is set to “Y” it requires that you cance
entire quantity for the item.



Canceling a Receipt

File

s o (A 2§ DOIOE

Options

PO Number
Req Mumber:
Cancel Dete:
SoresOrder:| |

Vendor: 016920 - Best Buy

For each
item you
may enter

a reason for
why you

are
creating
the
cancelation

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

C Qty 5t FA No SK No By Date Time Description

¥F ‘ 1.00 ‘ 1 ‘ l.EID| 0.00 |U2,’ll,’2014| F| 0000000001 ‘ ‘MGR ‘02.’11,(2014‘18:11‘REEuminngamagEd

Item Qty Rcv Bcv Cxl Date Rcw




Canceling a Receipt

File  Options

o FES DADD

PO Number:

Req Number:
Once you Cancel Date: u

have Smri:n:j 016320 - Best Buy
completed| -

%] Mark All For Cancel 5 Clear Cancel Flags

you r C Qty Item Qty Rev Rew Cxl Date Rev 5t FA Ho 5K No By Date Time Description
(:hangeS K | 1.00‘ 1‘ 1.00 0.00 02;’11{2014‘ F‘ UUUUUUUUUl| ‘MGR |U2i114’2014‘18:11‘Returning,’Danged
)

press save
to update
the data.




The PO
Quick
View is
updated
to reflect
the
changes
you
made.

Canceling a Receipt

Eile  Export Format

&H %%Iﬁm% = | Portrait ~ Font Size: 3 - Left Margin: 1

Total Lines: 18

BOSRED Quick View

Year: 2010 Reguisition MNo: 502064 Purchase QOrder MNo: 001830 Stores:
Vendor Mo/kddr: 018320,/00 Best Buy

Site: 0001 QCHARR Submitted by:

Item TUnit Unit Cost

F

Split Ordered/ Beceiwved Total Cost Discount Tax Stock MNo

1 B 1.00/5 0.00* EACH 10.0000 10.00 .00 ¥ 0oaoooa
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

0251172014 1.00 F MER 02711514 18:11 FR§ 000000000

Locount Summary:

Ln FO BESC Y GOAL FUNC CBJI SCH MMNGT EBU
1 01.0000.0.0000.2100_4300.830.4400.00




To createl

a report,
use the
PO
Receipts
Report
Writer

Receipts

Report Writer




Receipts Report Writer

The Report
Writer allows
you to launch
reports to
track
information
on receipts.

\

PO Receipt Report Writer

Report Selections | Arcounts

Report fitle: | |
Report type: Past due as of
Sort by:
Detail order:
PO detail order:

Select PO's from: | | to | |

Select PO dates from: |

Receipt dates from: |

Select vendors from: |

.8 N O

e [ [ LTI T
Powee: ||| [[ L T ILID D T

ReceiptiDs: | || ||| [ L L L L




\
Receipts Report Writer

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

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

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

» Past Due PO Report. The PO Past Due Receipts Report (PRV130) lists POs f
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 li
receiving activity by day. It lists each date on which goods were rec
it lists the details of the receipts for each day.



\
Receipts Report Writer

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

not received by the Deliver-by date for
PO.



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

>

vV v v v Vv

\
Receipts Report Writer

Acct fields sort sequence - The report begins a new page each time an accoun
changes in the Sort sequence that you define on the second launch screen.

Category, vendor type - The report begins a new page each time the categ
type changes.

Vendor Type, Category - The report groups vendors by type code and categ
from the Vendor Master File.

PO Type - The report begins a new page whenever the PO type code changes
Date of Receipt - The report begins a new page for each day’s receipts.

Receipt ID - The report begins a new page each time the ID of the receiver cha
Days Past Due - The report beings a nhew page for every past due date. |

PO, Date of Receipt - This if for Report Type 4 only. The report beings
for each Date of Receipt for each PO.



\
Receipts Report Writer

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

» PO#. Within each Primary sort group (such as PO type or date of re
report lists POs in nhumerical order.

Date. The receipts are sorted by the date of the PO.
» Vendor name. Within each sort group, the POs are sorted by vendor na

» Vnd remit name. Within each sort group, the POs are sorted by the rem
name for vendors.



Receipts Report Writer

The PO detail order field allows you to sele
print PO numbers

» PO#. Print only the PO number.
» PO type + PO#. Print the PO type and PO nu



Receipts Report Writer

File  Options

B2 B Fcr

For Report Types 1, 2
and 3 you can enter
data on the Accounts
tab.

RESC Y GOAL FUNC OBJT S5CH MNGT BU

PRRR_PPID_PPY_FIPI_A?




\
Receipts Report Writer

The sort sequence allows you to type a'sor
sequence for accounts. This selection ma
sense only if you pick Primary sort optio
on the previous screen. Type up to 10

account fields by which to sort the accou
to which receipts are charged.



\
Receipts Report Writer

The account mask fields allows you to enter
different account masks. An account is includ
the report if it matches any one of the masks.



Receipts Report Writer

Once you are ready to
create you report press
the Submit Job button.

s

| Submit job [Shift+F1] |

PO Receipt Report Writer

Report Selections | Accounts

\

Report title: |R|:-n.nie's Test Report |

Report type: Pastdueasof = |v,
Sort by:
Detail order:
PO detail order:

Select PO's from: | | to | |
Select PO dates from: | v| 1o | v
Receipt dates from: | v| 1o | v

Select vendors from: | [ to | |

Category: I:I to I:I (enter a range)
Wendor type: I:I to I:l
PO type: I:I to I:I

Categor: | [\ [ [l L L]

e | ([ LTI
Powee: [ [ ][] T I ]

Receiptis: | | || [[ ] [ ]

62




\
Receipts Report Writer

Eile  Options

HE2P 8 For

Report request processed successfully. Job No: 1235

PO Receipt Report Winter

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

Report Selections | Accounts
Report title: |Rannie"s Test EReport |

Report type: Pastdueasof | |v|
Sort by:
Detail order:
PO detail order:

Select PO's from: | | to | |

SelectPOdaiesfrom:| |V| to | |V|
Receipt dates from: | |V| to | |V|
Select vendors from: | | to | |

Category: | |to | | (enterarange)

Vendortype: | | to | |

POtype: | | to | |

e I N O
THMDDDDDDDDDD

powee: [ [ [ I ]I ICI0]

ReeiptDs: | || || || [ | | |

63




Receipts Report Writer

File View District Year Messages Window Mews Help+Video

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

B Print Manager [ Job Menu f Utilities
E} System Admin

EE? Finance

AR (AR, ¥R, RR - Mo invoidng)

AR (Invoicing and Biling Management - RI, RF)

Budget Development

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

EE Finance Job Menu

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

B Manual Payroll Encumbering

% Payroll Transfers

B VLD Payment Processing

Warrant Management (Cancels, Hand Issues, Recon.)
. AR [ Purchasing

ﬁ Accounts Payable
AP Batch Maintenance

Purchasing Master Files

Furchase Orders [ Requisitions
@ Receiving /PO

ﬂg‘ Requisition Routing Master Files

B Vendor Maintenance
=




You can open
your report
after you hav
verified the
Job# and the
Report Title.

\
Receipts Report Writer

Eile View Qptions Help+Video

Pxe®fhnxnxE 40 8% 8

@ PrintFis | 3pocl Fes/SSTDLIST | Local it Fis | Session Hitory | Server Commands|

=53 MGR Ret. |LN |Slct|R |P |File # Date/Time Job#  |Beg/End (Lines) Report Title Program Title Program |User | PFile

[ |

-1 Al Fis E

|

(1 Jobt
- Program Title
-1 Report Tile




Receipts Report Writer

File Options

Pol# b= caa0@l L3z

040 Q55 DEMONSTRATION DISTRICT
Ronnie's Test Report

PO RECEIFTS HISTCRY J1235  PFEV110 L.00.00 02/11/14 PRGE

HUMBER DATE VENDOE 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 Beat Buy

1

7}

Basic Reg

02/11/2014 Qty Rcvd: -1 Status: C Rcvd By: MGR 02/11/14 19:42
Returning/Damaged

02/11/2014

1 10.0000 000000

F MGR 02/11/14 18:11 FA# 0000000001

001632 06/30/2010 000362 2Apple Computer

1 N 17 a EACH

17 new Apple Laptop computers

Y 000000

1,000.0000 17,000.00

N 17 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

N 17

17 new File Cabinets.

a 750.0000 12,750.00 Y 000000

51

Grand Totals:




We’d Like Your Feedback

Wednesday 1099 for Tax Year 2013 Webinar [Lois Milstead 5250.00 Completed
December 4, 2013 |Download flyer/registration Give WWill Hoehn on Dec. 4
10am-12noon Diownload flyer Feedback
Thursday W2M099 for Tax Year 2013 Seminar Don 5250.00 Completed
December 5, 2013 |Download flyer/registration Sacramento |Hemwall onDec. 5
9am - 4pm Driownload flyer COE
Thursday Budget Development #1 Webinar [Don 5250.00 Completed
January 16, 2014 Introduction and Basic Operations Give Hemwall an Jan. 16
10am - 12noon Download flyerfregistration Feedback |oretDabel

Download flyer
Wednesday Budget Development #2 Webinar  |Don 5250.00 Completed
January 22, 2014  |Advanced Topics Give  [Hemwall on Jan. 22
10am - 12noon Download flyerfregistration Feedback |oretDabel

Download flyer
Thursday Receiving Webinar $250.00 Happening
April 3, 2014 Download flyeriregistration Give ard on April 3
10am - 12noon Download flyer Feedback |Craig Grilley
Thursday FY Transition Tasks Seminar Don $250.00 Happening
May 1, 2014 Download flyerfregistration Sacramento |Hemwall an May 1
9am - 4pm Diownload flyer COE J




