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Agenda

e Qverview of POCO software and functions

* How to process a POCO, including
adding/deleting an item

* Using POCO to add/change Req/PO Accounts

* Using POCO to cancel/uncancel a purchase
order

* |llustrating the impact of POCO encumbrance
changes on the PO Payment Screen

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

e Called ‘POCO’

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

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

e 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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POCO FUNCTIONS

 Change Header Data (Main Requisition Screen Fields)
 Change, Add or Delete Items

* Replace or Add Accounts

* Merge items from another Requisition/PO

* Change Item Description

e Cancel or Uncancel PO

* Functions are enabled by POCO USERSEC (GS60 MTUS page 2-290)
— 0 (default) no access; 1 — Access (no logging); 2 — Access (with logging)

— “2” is recommended as it will track your changes on POCO ‘Change
Detail’ screen.
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POCO Operational Issues

= Cannot use POCO if ‘C’ or ‘O’ transactions have
already been applied to PO

= POCO temporarily unavailable if a pending payment
exists on the Purchase Order

" Once a PO is adjusted with POCO it is ‘owned’ by
POCO and all non-POCO change options are disabled
» Requisitions — Change/Delete
» Purchase Order Encumbering — Change/Delete
= PO Payment — C/X, O/Y

= Effective date for POCO must be in sequence

" Need requisition detail to POCO

=
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ALLLUE

POCO USERSEC

Table 2-229: POCO USERSEC parameters for the REQS module

coL CONTROLS DESCRIPTION
01 Access to POCO 0 No access (default).

1 Access. The user has access as specified in the
remainder of this user security record.

If col 01 is set to 1, users always have access to viewing
FPOs and PO history. You cannot disable access to these
aptions. However, you must specifically enable all other
access for change orders.
The GLNOTEPOQO user security controls access to PO
notes. If you do not set up this user security, this option is
not available.

02 Ability to cancel POs 0 Not allowed (default).

1 Allow action. Do not log changes.

2 Allow action. Log changes. The system displays a
summary of the change log in the History/Log Detail
dialog box.

03 Ability to change PO Same as col 02
header data

04 Ability to change items Same as col 02.

05 Ability to add items Same as col 02.

06 Ability to delete items Same as col 02

o7 Ability to replace and add Same as col 02
accounts

08 Ability to merge items Same as col 02

09 Not used Leave blank.

10 Not used Leave blank.

stribute without written permission from Harris S
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ALLLUE

POCO USERSEC (Continued)

Table 2-229: POCO USERSEC parameters for the REQS module - continued

coL CONTROLS DESCRIPTION
11 Ability to change item 0 Not allowed (default).
descriptions 1 Allow action. Do not log changes.

2 Allow action. Log changes. The system displays a
summary of the change log in the History/Log Detail
dialog box.

3 Allow action. The changes to descriptions are not treated
as POCO actions. They do not prevent you from using
the Requisitions tab or PO payments to cancel or re-
encumber POs.

12 Not used Leave blank.
13 Ability to view change detall 0 Not allowed (default).

1 Allow action.

14 Ability to uncancel a PO. 0 Not allowed (default).

1 If a useris allowed to cancel POs, also allow
uncancelling.

15 Vendor security 0 Do not allow changes to the vendor in the PO header
information (default).

1 Allow changing the vendor number and address number.

2 Allow changing only the address number for a vendor, but
not the vendor number.

16 Descriptions for change 0 Do not require a description for every change order
orders (default).

1 Require a description for every change order.

17 Tracking of account 0 Do not track changes in accounts (default).
changes 1 Track changes of accounts.
18 Sentinel character for PO blankWhen you are entering the description for a PO line
description item, use the @ as the sentinel character for
entering a message code defined in Message
Library Maintenance (MSGMUP) (default).
[char]Type another character if that is what you want to use
as the message sentinel.
19 Duplicate account checking 0 Allow duplicate accounts when replacing or adding

1

accounts (default).
Do not allow duplicate accounts.
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coL

POCO USERSEC (CTD)

Table 2-229: POCO USERSEC parameters for the REQS module - continued

CONTROLS

DESCRIPTION

20

FO only flag

0

1

Do not use change orders for POs that do not have a
requisition number (default).

Allow the use of change orders for POs that do not have
a requisition number. For such POs, there is a very
limited choice of what you can do: change to PO header,
view PO detail, or add, change, or delete accounts. You
cannot do any functions that involved adding, changing,
or deleting line items, nor can you cancel or uncancel a
PO.

When you create a PO with the Purchase Orders tab, it has
only PO number, but there is no requisition associated with
the PO. When you create a PO with the Requisitions tab, it
has both a requisition number and a PO number.

21

Tracking net changes to PO
amounts

0
1

Do not track (default).

Track net change in PO amounts in the change log and
make that field available to print on POCO change order
forms.

22

Owerride restrictions on SD
and SP splits

blank or 0Do not allow the SD (special dollar) and SP

(special percentage) splits when changing a
requisition line item that has payments posted
against it (default).

Allow SD and SP splits.

23

Disabling the ability to
replace accounts

Allow replacing of accounts in the Add/Replace Accounts
form (default).

Disable the ability to replace accounts. The only available
option is adding accounts.

24 - 60
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QCC Menu - Purchase Orders/Requisitions

File View District Year Messages Window News Help+Video

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

Copyright © Harris 5i
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Favorites
=4
; Print Manager (LSPOOL)

* Employee Maintenance

Purchase Orders / Requisitions

Print Manager / Job Menu / Utilities
System Admin
Finance
AR (AR, ¥R, RR. - No invoicing)
AR (Inveicing and Billing Management - RI, RF)
H Budget Development
- 5- Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)
EE Finance Job Menu
ﬁ‘ Journals, Transfers (DC, JE, TF, TW)
ﬁ’ Manual Payroll Encumbering

@. Payroll Transfers

ﬁ VLD Payment Processing

G’ Warrant Management {Cancels, Hand Issues, Recondliation)

= AP [ Purchasing

G’ Accounts Payable
AP Batch Maintenance

Purchasing Master Files

Purchase Orders / Requisitions
-4 #‘ Receiving/PO
Requisition Rauting Master Files

Vendor Maintenance
Lookups
Settings / Master Files
Fixed Assets [ Stores

W2 [ 1099

r distribute without written permission from Harris
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Main Screen

File  Options  Help+Video

Dﬁi :Q o & _’ b1 | Motes - Attachments

e
Queue Management % Requisitions Purchase Orders

Purchase Orders
Fiscal Year: |10 ] Purchase Order £ I:I - Reguisition : - Advanced Search
Search Results
Date Date - Remote
PO# Req# Date Enterad Vendor  Vendor Mame Amount Printad Site Hl Status Motes
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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.

ALLLUE

\\.J School Solutions

Searching PO’s

File  Options Help+Video

@ %# Q@, _l\_J \i)NotES"'{r Attachments

Queue Management % Requisitions
=/

2405 records found.
Purchase Orders

Fiscal Year: |10 v |  Purchase Order #

r
-‘lﬁ Purchase Orders

Requisition #:

07/01,/2009
07/01/2009 | 07/01/2009

Vendor Name

017610  John O Kroeger Associates

Damenon Hospital

B035-BUSINESS SRVCS
B035-BUSINESS SRVCS

07/01/2009 | 07/01/2009

Bames And Nable

1840-5SERENADE, DANDY CHARTER

07/01/2009 | 07/01/2009

Camegie Leaming

1840-SERENADE. DANDY CHARTER

07/01/2009 | 07/01/2009

Intemational Reading Assn

1840-SERENADE. DANDY CHARTER

07/01/2009 | 07/01/2009

Delk Pest Cortrol

1840-SERENADE., DANDY CHARTER

07/01/2009 | 07/01/2009

CA State Dept Of Justice

1840-5SERENADE, DANDY CHARTER

07/01/2009 | 07/01/2009

017556 | Intercom Metwork

8185-TECHNOLOGY SRVCS

07/01/2009 | 07/01/2009

018368 | Acom Solutions

8185-TECHNOLOGY SRVCS

07/01/2009 | 07/01/2009

014786 | Argent Software

8185-TECHNOLOGY SRVCS

07/01/2009 | 07/01/2009

017497 | Bluecat Networks Inc

B185-TECHNOLOGY SRVWCS

07/01/2009 | 07/01/2009

011421 | Citrix Inc

8185-TECHNOLOGY SRVCS

07/01/2009 | 07/01/2009

015455 | Diskeeper Comporation

8185-TECHNOLOGY SRVCS

07/01/2009 | 07/01/2009

016175 | Edustructures

8185-TECHNOLOGY SRVCS

07/01/2009 | 07/01/2009

018217  EG Innovations

8185-TECHNOLOGY SRVWCS

07/01/2009 | 07/01/2009

014173 | Bite Network Sclutions

8185-TECHNOLOGY SRVCS
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The
advanced
search
screen offers
many
different
options for
looking up
Purchase
Orders.
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Advanced Search

Eile  Options

pSearch [?ClearFieIds r"#f:lcuse ,;:g

General Information | Accounts

Ranges

Purchase Order #: -
Total Amount; -
Line ltem Amount: -

Unit Price Amount: -

Dates
Entered Date: |_/_/____  |v| - |_/__
Paid Date: |_/_ ./ |w|- |_/__
Flags
PO Status: W PO Type:
Budget: v Board:
Asset: W Cancelled:

Miscellaneous

Buyer Codes: W W W
Vendor Number:
Ordenng Sites: w W W

Description Text:

Line ltem Desc:

Copyright @

Reguisition #: -
Control #:

Quantity:

IS W Printed Date:

Iy W Fiscal Year:

e RelForProc:
v Purchasing:

“ FDF Files:

W W Commaodity:
Submitter:

Unit of lssue:

distribute without written permission from Harris

Stores Stock #: -

vl - |/ /S W

Include Drafts: W

Reqgs WiD Accts: W
Unpaid POs []
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Selecting PO’s

You can
Inspect a
PO by
pressing
the Inspect
button,
double
clicking a
line, or
right
clicking and
selecting
Inspect.
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Eile

@R+ DI AADE ww=-
Elg Queue Management : 1Y | Purchase Orders
/e ’

|~
2405 records found.
Purchase Orders

Options  Help+Video

[# Attachments

Requisitions

Fiscal Year: |10 ¥ Purchase Order #: - Requisition #: Advanced Search
Search Resulis

Date
Entered

07/01/2009
07/01/2009
07/01/2009

009 | 07/0

Date
Printed

06/26/2009

Remate

~
Status Nates

Po# Date Vendor  Vendor Name Amount Site Hl

Req#
500014

000001
000002
000003
DO000

07/01/2009
500015 | 07/01/2009
500018 | 09/01/2009

017610 |John D Kroeger Associates 10,000.00
1,500.00

1,000.00

(0145 ameqgie Lea g
: e Inspect
004787 | Intemational Reading

B035-BUSINESS SRVCS
B035-BUSINESS SRVCS
1840-SERENADE, DANDY CHARTER
005 840

Dameron Hospital

Bames And Noble

003 ADE, DAND f

000005 | 500025 | 07/01/2009 | 07/01/2009 1840-SERENADE, DANDY CHARTER 0001 PO
000006 | 500026 | 07/01/20059 | 07/01/2009 | 002294 |Delk Pest Control PO QuickView 16/26/200% | 1840-SERENADE, DANDY CHARTER 0001
000007 | 500030 | 07/01/2009 | 07/01/2009 | 001330 |CA State Dept Of Ju \; :::;ments : 16/26/200% | 1840-SERENADE, DANDY CHARTER 0001
000008 | 500084 | 0770172003 | 07/01/2003 | 017356 | Intercom Metwork 8185-TECHNOLOGY SRVCS 0001 RQ

000009
000010
000011
000012
000013
000014
000015
000016

07/01/2009
07/01/2009
07/01/2009
07/01/2009
07/01/2009
07/01/2009
07/01/2009
07/01/2009

07/01/2009
07/01/2009
07/01/2009
07/01/2009
07/01/2009
07/01/2009
07/01/2009
07/01/2009

018368
014786
017457
011421
015455
016175
ez
014173

Acom Sclutions
Argent Software
Bluecat Metworks Inc

84.00
12,438.00
4,158.00
7.500.00
2.562.65
18.770.25
518393
1,289.00

06/26/2009 | 8185-TECHNOLOGY SRVCS
B185-TECHNOLOGY SRVCS
B185-TECHNOLOGY SRVCS
B135-TECHNOLOGY SRVCS
B135-TECHNOLOGY SRVCS
8185-TECHNOLOGY SRVCS
8185-TECHNOLOGY SRVCS

8185-TECHNOLOGY SRVCS

06/26/2009

500091
500052

Citrix Inc:

Diskeeper Comporation 06/26/2009

Edustructures
EG Innovations
Elite Network Solutions
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Purchase Order Inspect Screen

File  Options Help

Save and Return Save QJ Cha EDJ Change Order r"# Q Iﬁ’ \ i ‘Notes ~
PO: 001556 RQ: 501856 VE: 008534/00 Sehi Computer Prod InspectMode
Date Printed: 09/17/3009 Date Paid: N/A Change Order: N/A |i| ckoc-09/17/3009-14:21:27
Purchase Onder Requisition
Purchase Order: |IIJET] | Attachment Rea/PO: NN Reguisition: | 501856
Description: |FRINTER INK Submitted by: |VICKI WOLFF / CAREER CENTER
F ro m t h e P O Date: |09/09/2009 el Shipto: |D641 | |LINCOLN TECH ACADEMY
i ' 542 EPINE ST
Inspect screen, Sts: [Y-Yer L0, CA S5240
Vendor: =g (008534 |/ |00 v
you Can enter PO Type: |PO - PURCHASE ORDER v
the Change e
Order screen, Verdo -
I k h Sehi Computer Products e e
1275 P Del Sol rt
or 100 at t e San aeun?;tfne.ec,moszm San Clemerte, CA 82673
Change Order
History screen.
Delete Selected Row Add Account Change Account
Ln FU RESC ¥ GOAL FUNC OBJT SCH MNGI BU Amount Status
» HL 01.9650.0.7111.2700.4300.640.6762.00 £79.02 W

Total PO Amount: £79.02

=\
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This screen
allows you to
start a new
POCO and review
previously
entered POCOs
for this PO.

ALLLUE

Change Order Screen

Eile  QOptions
[=¥Clnse E Change Detail ,::-.;
PO: 001556 RQ: 501856 VE: 008534/00 Sehi Computer Products

InspectMode

Purchase Order Mumber: |001556 Description:
Effective Date: | [HaSE) W
Description: |PRINTER INK Vendor: | 008534 | Sehi Computer Products
PO Total: 73.02]  Date Entered: |09/09/2009 Site: 8010
Amount Paid: 0.00 PO Date: | 09/09/2009 Payments Paid: |0000| Pending: |DO000
Previous Changes
Ho Changed Brinted co User Change Description

or distribute without written pel
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To change PO
Header Data,

Change PO Header Information

enter a

date and
description then
select PO Header
Data from the
Options Menu.

ALLLUE

G Purchase Order Change Orders 40 - Q55 DEMOMNSTRATION DISTRICT QS5/0A515 - O >
File | Options |
|=$F Cancel PO Ctrl+F%
Uncancel PO Ctrl+F10
| PO Header Data Ctrl+F1 | sl
'/ Change ltem Ctrl+F2
Add ltem Ctrl+F&
Delete Item Ctrl+F3 2 Description:
Replace/Add Accounts Ctrl+F7 | 72010}
Merge ltem Ctrl+ Shift+F&
Change ltem Description  Ctrl+Shift+F9 Vendor: 006331 | |Office Depot
E  View Change Detail F4 2010 Site: [DDOD
Reset Print Date 2010 Payments Paid: |0001| Pending: (0000
View PDF Files
Prey Forms to Vender
[E  Grid Output Shift=-F11 User Change Description
b |;J Print Screen . F1|1 MER Repl/hdd Eccts test replace account.
0z 0&/30/2010 01/29/2018 001 |MGR PO Header Data change description.

[ ¥r: 2010 Dist: 40 Site: 00 G5: W [ 1/29/2018 | 1:22:12 PM

Copyright @ Harris S
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Change PO Header Information

The Change PO
header Data
screen matches
The format of the
Main
PO/Requisition
data screen. You
can change data on
this screen that
relates to general
PO/Requisition info
that is not item or
accountclass
related data.

Select the SAVE

Button to save your
changes

ALLLUE

f_j Change PO Header Data
Eile  Options

H Sawe |':$Close ':‘;;

FY:10 RQ:502126 PO: 001662 VE: 006931/00 Office Depot

Requisition

Reguisition: Purchase Order:

Wendor/Addr#: j# |006931 |/ |00-4360 Pock Lane Ste 3
PO Type: |PO - PURCHASE CRDER

Description: |A TYPICAL POCO TEST |

Submitted by: | |
Site: UNASSIGNED (0000) “
Buyer: |N-Z - ALPHA VENDOR N-Z e
Routing Group: | GroupA v

Address (00} Addtional Shipping  Beg Message  End Message

Vendor

40 - Q55 DEMONSTRATION DISTRICT

Control #: |3838838388

Q55/0A5IS - O X

ChangeMode
Change Order: 02 Date Paid: Nf/A Date Printed: NJ/A |£| MGR-01/29/2018-09:50:27

WWarehouse: I:l Stores Order: I:I

~ | Delivery By: I:I

Confirming: | 0 - No confirmation message ~
Tax %: % Ship To: “No Shipping Location™ (0000) v
Terms: | | Commodity: v
FOE: | |
Program: | | Misc Date: I:I Mise: l:l
Room: | |  Discount % Shipping %:

Office Depot
4360 Pock Lane Ste 300
Stockton, CA 95206

Remit

Office Depot
P C Box 70025
Los Angeles, CA 50074-0025

[¥r: 2010 Dist: 40 Site: 00 GS: W [ 1/29/2018 | 1:28:10 PM

‘\\‘:.‘ School Solutions
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Change PO Header Information

The Change PO
header Data may
also permit a
change to the
Vendor with special
security.

15 Vendor security

ALLLUE

f_j Change PO Header Data 40 - Q55 DEMONSTRATION DISTRICT Q55/0ASIS

Eile  Options

H Sawe |':$CI05E ':‘;;

FY:10 RQ:502126 PO: 001662 VE: 006931/00 Office Depot

Requisition

Reguisition: Purchase Order:

PO Type: |PO - PURCHASE CRDER

ChangeMode

Change Order: 02 Date Paid: Nf/A Date Printed: NJ/A |£| MGR-01/29/2018-09:50:27

Control # |3888828398 \arehouse: |:|

Description: |A TYPICAL POCO TEST

Wendor/Addri: o+ (006931 |/ | D0-4360 Pock Lane Ste 3 ~ Date:  |D6/30/2010

—

Submitted by: |

Site: | 000D UNASSIGNED (D000)
Buyer: | N-Z - ALPHA VENDOR N-Z

Routing Group: | GroupA

Stores Order: I:I

~ | Delivery By: I:I Confirming: |0 - No confimation message w
| Tax %: % Ship Ta: “No Shipping Location® (0000) v
| Tems: | | Commodity: v

~ FOB: | |

v|  Program: | | MiscDate: [ | Mise: [ |

v|  Room: | |  Discount % Shipping %:

Address (00} Addtional Shipping  Beg Message  End Message

Vendor

Office Depot
4360 Pock Lane Ste 300
Stockton, CA 95206

0 Do not allow changes to the vendor in the PO header

information (default).

Remit

Office Depot
P C Box 70025
Los Angeles, CA 50074-0025

: 40 Site: 00 GS: W | 1/29/2018 | 1:28:10 PM

1 Allow changing the vendor number and address number.
2 Allow changing only the address number for a vendor, but

not the vendor numb

Copyright @ Harris S
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Change PO Header Information

ﬁ History / Log Detail 40 - 055 DEMONSTRATION DISTRICT QS5/0ASI5 — O >

The Change Detail | ;. ooion
screen shows all ¥ close [ B
the information

from all changes to

the purchase order. | rrevious crances

. . Ho Changed Printed CO User Change Description
The QUICk VIeW 01 06/30/2010 01/29/2018 001 MGR Repl/Add Accts test replace account.
Chg: Eeplace Acct - Track From: 01.0000.0.0000.0000.8660.890.5900.00

(InStaPrint) is $02 --> $03 To: 01.0000.0.0000.0000.8699.890.5516.00

available from thisg 02 06/30/2010 01/29/2018 001 MGR PO Header Data change description.
Chg: Board Description From: TEST FOR Q55

screen. Header To: L TYPICAL POCC TEST

Changes are

identified as PO

Header Data.

Yr: 2010 Dist: 40 Site: 00 GS: W | 1/29/2018 | 1:34:25 PM
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Adding an item

File | Options
r=$ Cancel PO Ctrl+F9
Uncancel PO Ctrl+F10
PO: Products InspectMode
T dd -t PO Header Data Ctrl+F1
Od an Iem Change Item Ctrl+F2
Add ltem Ctrl+F8
to the PO, | N
Delete ltern Ctrl+F5 & Description:
select Add Item Replace/Add Accounts CtreF7 [ | v
Merge ltem Ctrl+5Shift+F6
from the . ! | _
Change Item Description  Ctrl+ Shift+F9 Wendor: |008534 | |Sehi Computer Products
Options menu. = View Change Deta " o sie: (6010
Reset Print Date 009 Payments Paid: (0000 Pending: |0000
View PDF Files
Forms to Vendor
Prev|
[ Grid Qutput Shift+F11 .
User Change Description
L_,;l Print Screen F11

=\
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Adding an item

File  Options

. . H Save [=$Close :.;
This screen is A

I d e nt I Ca I to t h e Subject to tax: 68.06 Rate: 8750| = Sub Total: 7306 Total Tax: e S e

S

e _*a"° tem 6 of &
Re q u I S It I O n ltem Print Split Quantity  Unit Unit Cost Total Cost Tax Stock # Fixed Asset
& Yes v | | Calculate Percentage v 1.000 EACH 25.0000 12.50) | Ne » | (000000 hd
Entry screen _ _ _
Discount Flag Discount Percentage Discount Amount
1 ltem Percert 50.0000| % 12,50
for items. Use o Pecetage e
Description 59 lines remaining.
2dding an item for the demo.
the same
methods to
enter the data
on the screen. ot
Lo FU RESC Y GOAL FUNC OBJT SCH MNGT BU Amount Percent
b S 01.9650.0.7111.2700.4300.640.68762.00 79.02 100.00
ltems
tem  Print Split Quantity Linit Unit Cost Total Cost Tax  Stock# FA DF Disci Digc Amt
1 Y CP 1.00 | EACH 3 .4600 M4E| Y 000000 N 0.0000 0.00
2 Y CP 1.00 | EACH 11.2000 1200 Y DO000D M 0.0000 0.00
3 A CP 1.00 | EACH 11.2000 1200 Y 000000 N 0.0000 0.00
4 Y CP 1.00 | EACH 11.2000 1120 ¥ 000000 N 0.0000 0.00
P | 5 5 cP 100 [ 50000 500 N | 00DDOD| N | N 0.0000 0.00

=\
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Adding an item

File | Optigns

I Ssave Fo
Process Message Library F4
AddMode
Toggle Discount F3
Switch ltem/Description  Shift+F3
Description Size y | 8780 % Sub Total: 73.06 Total Tax: 5.96 Total: 79.02
f Set Override Password Alt+P
B Quantity  Unit Unit Cost Tatal Cost Tax Stock #  Fixed Asset
You can d efa u It Ef Grd Output Shift+F11 v| | 100 |EAcH 25.0000 2500/ (N0 | |o00000 v
u—,} Print Screen F11
Discount Percentage Discount Amount
Custom First Shift+F5
L .0000| % 0.00
Previous F5 ) T
i 58 lines remaining.
I I lessages by - Rsct ko ¥ item needing purchased for the webinar.
Last Shift+F&
Message Library. .
ILn FU RESC GOAL FUNC OBJI SCH MNGT BU Amount Percent
3 B 01.9650.0.7111.2700.4300.640.6762.00 79.02 100.00
tems
tem  Print Split Cuantity Unit Unit Cost Total Cost Tax Stock# FA DF Disc Disc Amt
> _ Y cP 1.00 | EACH 34 4600 Ma| Y 000000 M 0.0000 0.00
2 Y CP 1.00 | EACH 11.2000 120 Y 000000 N 0.0000 0.00
3 Y CcP 1.00 | EACH 11.2000 200 Y 000000 N 0.0000 0.00
4 Y cP 1.00 | EACH 11.2000 1200 Y 000000 N 0.0000 0.00
5 5 cP 1.00 5.0000 500 N 000000 | N | N 0.0000 0.00

7\\,, Lt R e e olutiens . Financial Solutions

‘\\1‘ School Solutions




Enter a message
preceded by the
special character
defined in the
PXENCM
USERSEC. Then
press F4 to load
the message.

ALLLUE

Adding an item

Eile  Options

H Save r"#(:Iose Q d

Subject to tax: 68.06 Rate: 8.750| % Sub Tetal: 73.06 Taotal Tax: 5.96 Tetal: 79.02
ltem & of &
ltemn Print Split Quantity  Unit Unit Cost Total Cost Tax Stock #  Fixed Asset
6 Yes v Calculate Percentage v 1.00f EACH 25.0000 25000 No w | DOD0D0 v
Discount Flag Discount Percentage Discount Amount
No Discourt v 0000 % 0.00
Description 57 lines remaining.
Adding a new item needed for the webinar.
=504
Accounts
In FU RE3C Y GOAL FUNC OBJT SCH MNGT BU Amount Percent
» l’Jl.9650.ﬂ.7111.2?00.4300.640.6762.00 79.02 100.00
ftems
tem  Print Split Guantity Unit Unit Cost Total Cost Tax Stock# FA DF Disc% Disc Amt
3 — Y CP 1.00 | EACH 3 4600 M6 Y 000000 N 0.0000 0.00
2 Y CP 1.00 | EACH 11.2000 1120 Y 000000 il 0.0000 0.00
3 Y CP 1.00 | EACH 11.2000 120 Y 000000 N 0.0000 0.00
4 Y CP 1.00 | EACH 11.2000 1200 Y 000000 N 0.0000 0.00
5 5 CP 1.00 5.0000 500 N 0ODODO | M | M 0.0000 0.00

Copyright @ Harris distribute without written nission from Harris
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The
description
is filled in
with the
message
from the
message
library.

ALLLUE

\\‘;‘ School Solutions

Adding an item

Eile  QOptions

H Save r=¥c|05E Q

AddMode

Subject to tax: 68.06 Rate: 8750 % Sub Total: 73.06 Total Tax: 5.96 Total: 79.02
ltem & of &
ltem Print Split Quantity  Unit Unit Cost Total Cost Tax Stock # Fixed Asset
& Yes v | Caleulats Percertage v 1.000 EACH 25.0000 25000 | No w [ DDODoD W
Discount Flag Discount Percentage Discount Amount
Mo Discount L 0000 *% 0.00
Description 43 lines remaining.
2dding a new item needed for the webkinar.
NOTIE: M 5 D 5§ REQUIRED WITH DELIVERY.
FORWARED COPY TO:
LODI UNIFIED SCHOOL DISTRICT
1305 E VINE ST
LODI, CR 35240
PAYMENT WILL BE HELD UNIIL RECEIPT OF THIS INFORMATICH.
Accounts
In FOU RESC Y GOAL FUNC OBJT SCH MNGI BU Amount Percent
4 nﬂl.9650.ﬂ.7111.2700.4300.640.6762.00 79.02 100.00

tem  Print Split

» B v o
2 | v | cp
3 | v | cp
4 | v | cp
5 s | cp

Quantity Unit Unit Cost Total Cost Tax
1.00 | EACH 34.4600 M| Y
1.00 | EACH 11.2000 120 Y
1.00 | EACH 11.2000 a2 Y
1.00 | EACH 11.2000 120 Y
1.00 5.0000 500 N

Stock# FA DF Disch%

000000
000000
000000
000000
000000 | M

N

N
N
N
N

0.0000
0.0000
0.0000
0.0000
0.0000

Disc Amt
0.00
0.00
0.00
0.00
0.00

Copyright @ Harris 5

ool Solutions, All Rigf 5 or distribute without written permission fram Harris &
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To enter a
discount, press
F3 to make the
discount fields
editable.
(Version L only)

ALLLUE

‘\\1‘ School Solutions

A

Options
4 k=

Save F9
Process Message Library F4

Toggle Discount F3

Switch ltem/Description  Shift+F3

Description Size 8750 % Sub Tetal:

Set Owverride Password Alt+P

Unit Cost
25.0000

Quantity  Unit
Grid Output Shift+F11 100 |EACH

Print Screen F11
Discount Percentage

.0000| %

First

Previous F

ng an item

Total Tax:

Total Cost
25.00

Tax

Mo

Discount Amount

0.00

49 lines remaining.

Mext F&
Last Shift+F6

hew item needed for the webinar.

worss-rr-= 0 5 REQUIRED WITH DELIVERY.
FORWARD COFY TO:
LODI UNIFIED SCHOOL DISTRICT

1305 E VINE 5T
LODI, CR 95240

PAYMENT WILL BE HELD UNTIL RECEIPFT OF THIS INFORMATION.

Accounts

596 Total:

Stock #
v || 000000

»

ILn FOU RESC ¥ GOAL FUNC OBJT SCH MNGT BU
B8 01.9650.0.7111.2700.4300.640.68762.00

Percent

100.00

Split Unit
CP EACH
CP EACH
CP EACH 11.2000
CP EACH 11.2000
CP 5.0000

Unit Cost Total Cost
34 4600

11.2000

Stock#
000000
00DO0D
000000
000000
000000 | N

N

N
N
N
N

FA DF Disch

0.0000
0.0000
0.0000
0.0000
0.0000

Disc Amt

r distribute
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Select the type of
discount, then
enter the
Percentage or
Amount as
needed.

ALLLUE

‘\\1‘ School Solutions

Adding an item

Eile  Options

H Save r"#CIUSE Q d

Subject to tax: 63.06 Rate: 8750 % Sub Total: 73.06 Total Tax: Total: 79.02
tem 6 of 6
ltem Print Split Quantity  Unit Unit Cost Total Cost Tax Stock # Fixed Asset
& Yes W Calculate Percentage 1.00| |(EACH 25.0000 2500 |MNo W 000000 L%
Discount Flag Discount Percentage Discount Amount
Mo Discount 0000, % 0.00
No Discount 48| —
Global Discount ST
tem Percertage needed for the webinar.
tem Dollar
NOTE: M 5 D 5 REQUIRED WITH DELIVERY.
FORWARD COPY TO:
LODI UNIFIED SCHOOL DISTRICT
1305 E VINE ST
LODI, CA 35240
BRAYMENT WILL BE HELD UNTIL RECEIFT OF THIS INFORMATION.
Accounts
ILn FU RESC GOAL FUNC OBJT SCH MNGT BU Amount Percent
4 nl’Jl.9650.U.7111.2?00.4300.640.6?62.00 78.02 100.00
tems
tem  Print Split Quartity Unit Unit Cost Total Cost Tax Stock# FA DF Disc¥% Disc Amt
» _ Y cp 1.00 | EACH 34.4600 M4 Y 000000 N 0.0000 0.00
2 Y cP 1.00 | EACH 11.2000 na| y 000000 N 0.0000 0.00
3 Y cP 1.00 | EACH 11.2000 1200 Y 000000 N 0.0000 0.00
4 Y cP 1.00 | EACH 11.2000 1n20 v 000000 N 0.0000 0.00
5 S CcP 1.00 5.0000 500 N 00ODOD | W | N 0.0000 0.00

Copyright @ Harris S Selutions, All Rigk

or distribute without written permission from Harris Solutions,
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Adding an item (Version L)

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

* The ltem Percentage applies the discount only to this item based on the
percentage you enter

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

=\
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Adding an item

Options
q I Save F9
Process Message Library F4

Teggle Discount F3
Switch ltern/Description  Shift+F3

8.750| % Sub Total: Total Tax: 5.96 Total:

Description Size

Set Override Password Alt+P
Quantity  Unit Unit Cost Taotal Cost Tax Stock #

Snd D put SR 1.00] |EacH 25.0000 2500 'No | 0DODOD

Print Screen F11
Dizscount Percentage Discount Amount

Switch Ite m/ :,::icus Shiﬂ_: 0000] % 000

43 lines remaining.
Mext F&

Description is a X hew item needed for the webinar.
Last Shift+F6

wors=rr—= 0 5 REQUIRED WITH DELIVERY.

fast Way to move FORWARD COPY TO:

LODI UNIFIED SCHOOL DISTRICT

to the 1205 E VINE 5T

LODI, CR 55240

1 H 1 PAYMENT WILL BE HELD UNTIL RECEIPFT OF THIS INFORMATION.
escription field, | .
In FU RESC Y GOLL FUNC OBJI SCH MNGT BU Percent

Or back to the » nUl.9650."J.'?111.2700.4300.640.6762.00 100.00
Print field. Shift
+ F3is the

Split Unit Total Cost Stock# FA DF Disci Disc Amt
hotkey availa ble. cp EACH 34 4600 DoOoDoD N 0.0000

CP EACH 11.2000 000000 0.0000
CP EACH 11.2000 000000 0.0000
CP EACH 11.2000 000000 0.0000
CP 5.0000 000000 | N 0.0000

N
N
N
N

f\\k HARRIS Copyright© Harris Schaol Soltions, All Righ d.Do 0 ssion from Harris Solutions, . Financial Solutions
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The Description
Size option
allows you to
choose the size
of font you want
used in the
Description field.

ALLLUE

‘\\1‘ School Solutions

Adding an item

Opticns
SH Save F9 :
Process Message Library F4
. AddMode
Toggle Discount F3
Switch [tem/Description  Shift+F3
Description Size N v| Small Tax: 5.96 Total: 79.02
I Set Override Password Alt+P Medium
L Unit Cost Total Cost Tax Stock#  Fixed Asset
= - r arge
[ Grid Output Shift+F11 J 250000 2500/ |No /| |000DDD v
5 Print Screen Fi1
Discount Percentage Discount Amount
First Shift+F5
v oo % D.00
Previous F5 . o
i 49 lines remaining.
hlext 5 pew item needed for the webinar.
Last Shift+F&
wors=—pr=> [} 5 REQUIRED WITH DELIVERY.
FORWARD COPY TO:
LODI UNIFIED SCHOOL DISTRICT
1305 E WINE ST
LODI, CRh 55240
PAYMENT WILL BE HELD UNTIL RECEIPT OF THIS INFORMATION.
Accounts
In FO RESC ¥ GOAL FUNC OBJT 3CH MNGT BU Amount Percent
» IR 01.9650.0.7111.2700.4300.640.6762.00 75.02 100.00
ftems
tem  Print Split Quartity Unit Unit Cost Total Cost Tax Stock# FA DF Disch% Disc Amt
» “ Y CcP 1.00 | EACH 34.4600 M| Y 000000 N 0.0000 0.00
2 Y CP 1.00 | EACH 11.2000 120 Y 000000 N 0.0000 0.00
3 Y CcP 1.00 | EACH 11.2000 1120 Y 000000 N 0.0000 0.00
4 Y CcP 1.00 | EACH 11.2000 1120 Y 000000 N 0.0000 0.00
5 S cP 1.00 5.0000 500| N DOODOOD | N | N 0.0000 0.00

. Financial Solutions




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

Adding an item

File

H Save r"#(]ose ;—g

Options

Subject to tax: 68.06 Rate: 8750 % Sub Total: Total Tax: 5.96 Total:

ttem & of &
Item Print Split Quantity  Unit Unit Cost Total Cost Tax Stock # Fixed Asset

& Yes v | Calculate Percentage v 1.00) EACH 25.0000 25000 Neo v | 000000 v

Discount Amount
0.00

Discount Flag

Discount Percentage

Mo Discount .0000

ar
Ha

Description 45 lines remaining.

Abding a new item needed for the webinar.

NOTE:

M 5 D S 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.

Accounts

ILn FO RE3SC ¥ GOAL FUNC OBJI SCH MNGI BU Percent

» 01.9650.0.?111.2700.4300.640.6?62.00 78.02 100.00

Quartity Unit Unit Cost Total Cost Stock# FA DF Disc% Disc Amt

4 _ Y CcP 1.00 | EACH 34.4600 346 Y 000000 N 0.0000 0.00
2 Y CcP 1.00 | EACH 11.2000 120 Y 000000 N 0.0000 0.00
3 Y CcP 1.00 | EACH 11.2000 120 Y 000000 N 0.0000 0.00
4 Y CcP 1.00 | EACH 11.2000 2oy 000000 N 0.0000 0.00
5 S CcP 1.00 5.0000 500 N 000000 | M | N 0.0000 0.00

=\
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Adding an item

File  Options
ﬁ#CIDse E Change Detail :;_;
If the Save is PO: 001556 RQ: 501856 VE: 008534/00 SehiComputer Products InspectMode

successful, you will
be retu rned to the Purchase Order Number: | 001556 Description:
main POCO Screen Effective Date: [D6/30/2010 |w

Deseription: |PRINTER INK Wendor: |D08534 | | Sehi Computer Products
and the new change -
. . PO Total: 104.02|  Date Entered: |D9/09/2009 Site: (6010
0) rd eri nfo rm at Ion Amount Paid: 0.00 PO Date: |09/09/2009 Payments Faid: |0000| Pending: |0000

will be displayed.

Previous Changes

No Changed Printed co User Change Description
“ 0&/30/2010 MER 2dd Wew Item 2dd item for demo.

3
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Adding an item

Change Detail Q

56 RQ: 501856 VE: 008534/00 Sehi Computer Products

TO VieW the detail Of Purchase Order Number: | 001556 Description:
the Cha nge, Select Effective Date: | 06/30/2010 |

t h e C h a n ge Deta i I Description: |PRINTER INK Vendor: |D08534 | | Sehi Computer Products

PO Tatal: 10402 Date Entered: | 09/09/2009 Site: |6010

option from the
toolbar.

Amount Paid: 0.00 PO Date: |09/09/2009 Payments Paid: |0000| Pending: 000D

Prewvious Changes

No Changed Brinted Description

b “ 06/30/2010 I Add item for demo.

3
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Adding an item

File  Options

’-ﬁ Close ﬁ Q

The Change Detail

screen shows all Requisifion Number 501856 Purchase Order Number-
the information P T
Ho Changed Printed CQO User Change Description
01 06/30/2010 MGE Ldd Mew Item Add item for demo. ~
from a“ Changes Chg: Print PO Flag From: Added Item
£06 To: ¥
to the pu rChase Chg: Account 5plit Code From: Added Item
. £06 To: CPB
Order. The QL“Ck Chg: Quantity From: Added Item
F08 To: 1.00
1 1 Chg: Unit Issue From: Added Item
View (InstaPrint) ons om: hade
H . Chg: Price From: Added Item
is available from to6 o, 2. 0000
. Chg: Subject to Tax From: Added Item
this screen. tae To: N
Chg: Stock Number From: Added Item
06 To: 000000
Chg: Fixed Asset Flag From: Added Item
£06 To:
Chg: Discount Flag From: Added Item
£06 To: W
Chg: Discount Percent From: Added Item
$06 To: o.0000
Chg: Discount Amount From: Added Item W

f\\,, HARRIS . Financial Solutions
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Adding an item

Eile  Options  Help

Save and Return Save Change Extend Delete PO ﬂ Change Order r"'# ;g Iﬁ. \ i\ Notes -

O nce yO u rEt urn PO: 001556 RQ: 501856 VE: 008534/00 SehiComputer Products [InspectMode
1 Change Order: 01 |il| ckoc-09/17/2009-14:21:27
to th e m a In Purchase Order Requistion
Purchase Order: |l | Attschment Rea/PO: NN Reguisition: |501856
Purchase Order ' -
Description: |PRINTER INK Submitted by: |VICKI WOLFF / CAREER CENTER
Scree n’ adC h an ge Date: |09/09/2009 Date Paid: Shipto: | D641 gﬁ_cgm EESCTH ACADEMY
Status: |Y-Yes w LODI, CA 95240
O rd e r n u m b e r Wendor: jo DDB534 [/ (0D w
W|“ be PO Type: PO - PURCHASE ORDER v
H Address (00) | Additional
displayed.
Clicking the link e -
I C I n g e I n Sehi Computer Products
1275 Puerta Del Sol 1275 Puerta Del Sol
1 1 San Clemente, CA 92673 San Clemente, CA 92673
will bring up the an Qe e

Change Order
History screen.

Delete Selected Row Add Account Change Account

Ln FUO EESC Y GOAL FUNC OBJT 5CH MNGT BU Amount Status
4 HL 01.9650.0.7111.2700.4300.640.8762.00 £lo4.02 W

Total PO Amount: §104.02

=\
7 ,, H A R R I S Copyright ® Harris So not distribute without written nission from Harris S . Flnanclal SDlUtIOnS

‘\\1‘ School Solutions



Adding an item

% Change Detail | [ |-
The Change Order v0: m!wu; el

History screen also

No Changed Printed C0 User Change Description
a”OWS access to the 08/30/2010 MER 2dd New Item  |Add item for demo.
Change Detail screen.

ALLLLE
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] Cchool >olutions




Deleting an item

To delete an item, File | Options
. ||=¥ Cancel PO Ctrl+F9
simply choose the Uncancel PO CrkeF10
PO: 00 Products InspectMode
Delete Item O tion PO Header Data Ctrl+F1
p Change ltemn Ctrl+F2
from the menu Add ltem Ctrl+F3
* Delete [tem Ctrl+F5 | Description; |Delete an item for the demo.
Replace/Add Accounts Ctrl+F7 2010 |w
Merge ltem Ctrl+Shift+F6
Change [tem Description  Ctrl+Shift+F3 Vendor: |008534 | |Sehi Computer Products
E  View Change Detail F4 2009 Site: 601D
Reset Print Date 2009 Payments Paid: |0000| Pending: (0000
View PDF Files
Forms to Vendor
Prev
[[] Grid Qutput Shift+F11 —
) ) User Change Description
b | H  Print Screen = MER Add New Item 2dd item for demo.

=\
7 ,, H A R R I S Copyright ® Harris Salutions. All R not distribute without written permission fram Harris ons. . FInanCIaI SDlUt|OnS

‘\\‘;‘ School Solutions



Deleting an item

Eile  Options
Save [ Close D Delete ltem [ Delete All | ] Clear Al g
FY: 10 RQ: 501856 PO: 001556 VE: 008534/00 Sehi Computer Products ChangeMode
O h D I Change Order: 01 ~ Date Paid: NfA - Date Printed: 09/17/2009 + dhun-09/14/2009-11:24:28 ~
n t e e ete Subject to tan: 68.06 Rate: 8750 % Sub Total: 58.06 Total Tax: 5.96 Total: 104.02
I ltem 1 of &
te m S C re e n ] yo u ltem Print Split Quantity  Unit Unit Cost Total Cost Tax Stock #  Fixed Asset
1 Yes w | | Calculate Percentage w 1.00| |EACH 34 4600 HMAB| Yes w | D0D0DDO w

can browse the

Discount Flag Discount Percentage Discount Amount
items by USIﬂg the Mo Discount v .0000| % 0.00

Description 58 lines remaining.

VCR buttons Or by 2223;23;-2;]?018: 30 BLACE DUAL PACE IME CARTRIDGE
double- clicking an
item in the grid.

Accounts
In FU RESC GOAL FUNC OBJT SCH MNGT BU Amount Percent
.4 n01.9650.0.7111.2?00.4300.640.6?62.00 104.02 100.00
ltems
tem  Delete Print Split Quantity Unit Unit Cost Total Cost Tax Stock# FA DF Disc% Disc Amt
» — Y cP 1.00 |EACH 34 4600 MaE| Y Coooon N 0.0000 0.00
2 Y cP 1.00 |EACH 11.2000 mnae| vy 0ooooD N 0.0000 0.00
3 Y cpP 1.00 |EACH 11.2000 11200 Y 000000 N 0.0000 0.00
4 Y cP 1.00 |EACH 11.2000 mnan| vy 0oooon N 0.0000 0.00
5 S cpP 1.00 5.0000 500 N 0ODOOD | N | N 0.0000 0.00
6 Y cP 1.00 |EACH 25.0000 2500 N 0o0oon N 0.0000 0.00

7\\,, HARRIS Copyright © Harris School Selutions, All Rig d.00 a <sion from Harris School Solutions, . Financial Solutions

‘\\1‘ School Solutions




Deleting an item

= >< Delete Al @ Clear Al Q

FY: 10 RQ 1856 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: 68.06 Rate: 8790 % Sub Total: 58.06 Total Tax: 596 Total: 104.02
tem 3 of 6
TO mar k an |te m ltem  Print Split Quantity  Unit Unit Cost Total Cost Tax Stock#  Fixed Asset
3 Yes v | Calculate Percertage w 1.000 EACH 11.2000 11.20]  Yes v [ DD000D W
fo r d e I etl O n ) C I I C k Discount Flag Discount Percentage Discount Amount

Mo Discourt w 0000 0.00

the Delete Item sucima —
menu option . RDSON WORKFORCE 30 MAGENTA INK CABTRIDCE

Notice that a “Y”

is placed in the

grid marking the —

In FU EESC Y GOAL FUNC OBJI 3CH MNGT BU Amount Percent

Item for deletlon. » n01.9650.l’J.7111.2700.4300.640.6?62.l’JI’J 104.02 100.00

ltems

tem  Delete Print Split Guantity Unit Unit Cost Total Cost Tax Stock# FA DF Disc% Disc Amt
1 Y CP 1.00 | EACH 34,4600 MAE| Y 000000 N 0.0000 0.00
& Y CP 1.00 | EACH 11.2000 120 Y 0ooono N 0.0000 0.o0

H Y Y CP 1.00 | EACH 11.2000 1120 Y 000000 N 0.0000 0.00
4 Y CP 1.00 | EACH 11.2000 120 Y 00oooo N 0.0000 0.o0
5 5 CP 1.00 5.0000 500 N 0oOODO | N | N 0.0000 0.00
& Y CP 1.00 | EACH 25.0000 2500 N 00oooo N 0.0000 0.o0
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Using the Delete
All menu item will
mark all items for
deletion.

ALLLUE

‘\\1‘ School Solutions

Deleting an item

@ Clear Al g g
VE: 008534/00 Sehi Computer Products

ChangeMode

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

Subject to tax: 638.06 Rate: 8750 % Sub Total: 58.06 Total Tax: 5.96 Total: 104.02

tem 3 of &
Item Print Split
3 Yes v

Quantity  Unit
EACH

Unit Cost
11.2000

Total Cost Tax
1120 | Yes W

Stock#  Fixed Asset

Calculate Percentage v 1.00 000000 hd

Discount Flag Discount Percentage Discount Amount

No Discount W .0D00| % 0.00

Description 58 lines remaining.
TO0&23Z0
EPSON WOREFORCE 30 MREENTR INE CARARTRIDGE

Accounts

Ln FU RESC ¥ GOAL FUNC OBJT SCH MNGT BU Amount Percent

4 S8 01.9650.0.7111.2700.4300.640.6762.00 104.02 100.00

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

Y

-
mmnHNA

< || <[]

< || << | <<

CcP
CcP
CcP
CcP
CP
CP

1.00
1.00
1.00
1.00
1.00
1.00

EACH
EACH
EACH
EACH

EACH

34 4600
11.2000
11.2000
11.2000

5.0000
25.0000

445
11.20
11.20
11.20

5.00
25.00

E|Z|=<|<|=<|=

000000
000000
000000
000000
000000
000000

N

0.0000
0.0000
0.0000
0.0000
0.0000
0.0000

0.00
0.00
0.00
0.00
0.00
0.00

r distribute
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The Clear All
option in the
toolbar will
remove any item
you’ve marked
for deletion.

ALLLUE

‘\\.J School Solutions

Deleting an item

EFile  Qptions

Save [ Close 1 [[2) clearan| [ )
FY: 10 RQ: S01856 PO: 001556 VE: Sehi Computer Products ChangeMode
Change Order: 01 = Date Paid: N/A = Date Printed: 05917 /2009 « dhon-091420009-11:24:28 -

Subject bo ta G206 Rate: 8750 % Sub Total 9206 Tootad Taoe 5.9 Totad: 104,02
Rbem Jof B

Item Primt Split Cuantity Urat Unit Cost Total Cost Tax Stock ® Fived Asset

3 Yes w | Calculate Percentage 100 |EACH 11.2000 1M.200 Yes | | D0000D e

Descount Flag Discount Percerniage Dhiseourt Amount
Mo Discount w 0000 =% 0.00
De:crlpmm £ inas FEmEIrang

TOE9320
ERSON WORKFORCE 30 MAGENTA INM CARTRIDGE

Accounts

Lo FU RESC ¥ GOAL FUNS OBJT SCH MMGT B F—— Perosnt
b BB o1.5650.0.7111. 2700, 4300, 640. 6762, 00 104.02 104,00

distribute without written permission from Harris Salu . FlnaI‘ICIEﬂ SOlUt|On5



Deleting an item

File  Options

mr"sf(]ose 3 Delete ttem I3 Delete All || Clear Al g

FY: 10 RQ: 501856 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: £3.06 Rate: 8750 % Sub Total: 98.06 Total Tax: 5.96 Total: 104.02
ltem 3 of &
) ltern Print Split Guantity  Unit Unit Cost Total Cost Tax Stock #  Fixed Asset
O nce yo uve 3 Yes v | | Caleulate Percentage 1.00| |EACH 11.2000 11.20[ |Yes  v| |00000D v
. e Discount Flag Discount Percentage Discount Amount
verified you have o o] 000

Deezcription B2 lines remaining.

marked the correct R e oo o
items for deletion,

click the Save
button.

Accounts

ILn FO BRESC Y GOAL FUNC OBJT SCH MNGT BU Percent
» a8 01.9650.0.7111.2700.4300.640.6762.00 100.00

tem  Delete Print Split Unit Unit Cost Total Cost Stock# FA DF Disci
CP EACH 34.4600 000000 N 0.0000
cp EACH 11.2000 000000 0.0000
cP EACH 11.2000 000000 0.0000
cp EACH 11.2000 000000 0.0000
cP 5.0000 000000 0.0000
cp EACH 25.0000 000000 0.0000
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Deleting an item

[ Delete Item 40 - Q5SS DEMONSTRATION DISTRICT Qss/o.. - H
File  Options
[ save [ Close D¢ Deletettem [ Delete All [ ] Clear A 2
FY: 10 RQ: 501856 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 -
AS a Subject to tax: E2.06 Rate: 2750 % Sub Total: 9806/  Total Tax: 596  Total: 104.02
ttem 3 of &
ltem Print Split Quantity  Umit Unit Cost Total Cost Tax Stock # Fixed Asset
L]
p re Ca u t I O n 5 Yes w | |Calculate Percentage v 1.00] EACH 11.2000 11.20) |Yes /| |0ODO0OOD v
’ Discount Flag Discount Percentage Discount Amount

No Discourt L .0000| % 0.o0

you'll A
receive a I
message

askingyou  [mErEes
to confirm

e Are you sure you want to delete the following item(s): 3

ttems

t h e tem  Delete Print Split Quantity Unit Unit Cost Total Cost Tax Stock# FA DF Disc% Disc Amt
1 Y CP 1.00 |[EACH 34 4600 M6 Y 000000 N 0.0000 0.00
2 Y CP 1.00 |[EACH 11.2000 1120 ¥ DOD000 M 0.0000 0.00
d I t. [ 3 n Y Y CcP 1.00 | EACH 11.2000 20| Y 000000 N 0.0000 0.00
e e I O n [] 4 Y CP 1.00 |[EACH 11.2000 1120 ¥ 000000 N 0.0000 0.00
5 5 CP 1.00 5.0000 500 N 0OOODOD | N | M 0.0000 0.00
6 Y CP 1.00 |EACH 25,0000 2500 N 000000 N 0.0000 0.00

=\
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If the delete is
successful, you'll
be returned to the
main POCO screen
with the new
change order
displayed.

ALLLUE

Deleting an item

File  Qptions

[=¥Clnse

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

[

Change Detal

Purchase Crder Mumber: | 001556
Effective Date: |06/30-2010 |w

InspectMode

Description:

Description: |PRINTER INK Vendor: 008534 | | Sehi Computer Products
PO Total: $1.84]  Date Entered: |09/09/2009 Site: | 6010
Amount Paid: 0.00 PO Dater |09/09/2009 Payments Paid: (0000| Pending: (0000
Previous Changes
Mo Changed Erinted co Tser Change Description
06/30/2010 McR 2dd New Item 2dd item for demn.
az 0g/30/2010 MER Delete Item Delete an item for the demo.

Copyright @ Harris

distribute without written permission from Harris

. Financial Solutions
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Deleting an item

Eile  Options

oo |4 8

You can once

again go into the Requisition Number: 501856 Purchase Order Number: 001556
Change Detail Prewvious Changes
No Changed Printed CO User Change Descripticn
Screen and View a 0z 06/30/2010 HMGE Delete Item Delete an item for the demo. A
Chg: Print BP0 Flag From: ¥
1 1cti #03 To: Deleted Item
detalled IIStIng Of Chg: Account Split Code From: CP
#03 To: Deleted Item
the Change' Chg: Quantity From: 1.00
$#03 To: Deleted Item
Chg: Unit I=s=sue From: EACH
#03 To: Deleted Item
Chg: Price From: 11.2000
#03 To: Deleted Item
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: W
#03 To: Deleted Item
Chg: Discount Percent From: 0.0000
#03 To: Deleted Item
Chg: Discount Amount From: 0.00 W

f\\,, HARRIS Q Financial Solutions
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To Replace/Add
Accounts, choose
The Replace/Add
Accounts option
From the menu

ALLLUE

Replace/Add Accounts

[} Purchase Order Change Orders

File | Options
—fL i Cancel PO
b PO O
PO Header Data
Change lberm
fdd Rem

Debete e

Feplace/Add Accounts

L Merge [tem

40 - Q55 DEMONSTRATION DISTRICT Q55704515

Carl+F3

CrrlsF1
Carl+F2
Cirl+FB
Carl+F3
Carl+F7
Ctrl+ Shift + F&

Change tbemn Description  Ctrl+ Shaft« F8

View Change Detail

Reset Print Date

Faorms to Vendor
Prew
Gid Owitpiat

Print Screen

F4

Shdt+F11
F11

e

|
f2mo

r2u10

Descripbon

Vendor
Sile

Payients Pied

00331 | (Dffics Depol
0000

0000| Pesding: (D000

ChamgE

¥z 2010 Dist: 40 Site: 00 G5: W | 17262018 | 20504 PM

or distribute without written pel

. Financial Solutions
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If adding a new
account to the
PO/Req, select
the ADD
Account
button.

OR if
replacing
an existing
account,
SELECT the
account
you want to
replace and
select the
REPLACE
Account
button.

ALLLUE

‘\\‘;‘ School Solutions

Replace/Add Accounts

Ej Add/Replace Accounts A0 - Q55 DEMOMNSTRATION DISTRICT QSS/0ASIS — O *
File  Options
Save [:¥ Cloze Q
FY: 10 RQ: 502126 PO: 001662 VE: 006931/00 Office Depot [ChangeMode

Change Order: N/A Date Paid: N/A Date Printed: N/A \ill MGR-01/26/2018-13:59:22

Description: [TEST FOR Q5SS | Vendor: (006931 | [Office Depot |

PO Total: 1077500  Date Entered: | D6/30/2010 Site: 000D
Amount Paid: FO Date |06/30/2010 Payments Paid: 0000 Pending: (0000

> 3 Add Account | Replace Account Clear Account

AC FU BESC Y GOAL FUNC OBJT S5CH MNGT BU
01(01.0000.0.0000,0000,8021.890,.5510.00 538.7 538.75 |Replace account with tracking

4 01.0000.0.0000.0000.8660.850.5900.00 538.75 538.75 Replace account with tracking

Enc Amount PO Balance Status

[¥r: 2010 Dist: 40 Site: 00 GS: W | 1/26/2018 | 3:09:50 PM

Copyright ® Harris School Salutions, All Rights Reserved. Do not copy or distribute without written permission from Harris Scheol Solutions.
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Replace/Add Accounts: ADD Account

Use the Add Account
Window to look up/enter
an account to add. Press
the RETURN arrow to
select the account

Once you return from the
Add Account window, the
new account will appear
at the bottom of the
account list. Select

SAVE to add the account.
OR, you can add additional
account(s) by pressing Add
Account again.

ALLLUE

‘\\‘:.‘ School Solutions

G Add Account

File  Options

O Return |'=# Close ‘Q

PO: 001662 RQ: 502126 VE: 006931/00 Office Depot

FU RESC Y GOAL FUNC OBJT SCH MNGT BU

- O X

AddMode

*% Adding New Account *%

New Account: |01 -0000.0.0000.0000.8650.850.5510.00 v|

[¥r: 2010 Dist: 40 Site: 00 G5: W [ 1/26/2018 | 3:28:31 PM

[ Add/Replace Accounts
File  Options

[ save ¥ close Q

40 - QS5 DEMONSTRATION DISTRICT QS5/0ASIS - a *
FY: 10 RQ: 502126 PO: 001662 VE: 006931/00 Office Depot ChangeMode
Change Order: N/A Date Paid: N/A Date Printed: N/A \il MGR-01/26/2018-13:59:22

| Vendor. 006931 | [Office Depat |

Description: [TEST FOR QSS

PO Total: Date Enteres:

Site:

Amount Paid: PO Date: [06/30/2010 Payments Paid: [0000 Pending: [0000

4k Add Accoun t | Replace Account |3] Clear Account
AC FU RESC Y GOAL FUNC OBJT SCH MNGI BU Enc Amount PO Balance Status
01{01.0000.0.0000.0000.8021.890.5510.00 538.75 538.75 |Replace account with t r.k1nq

0201.0000.0.0000.0000.8660.890.5900.00 538.75

0 s 100000 cono 0606509905810 ———0.60 0.0 aaing pew scemume

532.75 | Reg pl account with t

[¥r: 2010 Dist: 40 Site: 00 GS: W [ 1/26/2018 [ 3:31:14 PM 3|,

. Financial Solutions




Replace/Add Accounts: ADD Account

A word on encumbering to newly
added account:

The Add Account transaction will
NOT encumber amounts to the
added account! You can encumber
amounts to the new account using
either an Add Item or Change Iltem
POCO transaction and apply the
funds to the account using a
Special Dollar (SD) Account Split.

ALLLUE

‘\\‘:.‘ School Solutions

ﬁ Add/Replace Accounts 40 - Q5SS DEMONSTRATION DISTRICT QS55/0ASIS - m} X
File  Options

H Save [:#C\DSE L;;

FY: 10 RQ: 502126 PO: 001662 VE: 006931/00 Office Depot ChangeMode

Change Order: /A Date Paid: N/A Date Printed: N/A \ﬂ MGR-01/26/2018-13:59:32

Description: [TEST FOR QS5 | Vendor: 006931 | [Office Depot |
PO Total: 1.07750)  Date Entered: Site:

Amount Paid: PO Date: |06/20/2010 Payments Paid: (0000 Pending: 0000

4k Add Accoun t i | Replace Account [@ Clear Account
AC FU RESC Y GOAL FUNC OBJT SCH MNGT BU Enc Amount FO Balance Status
01|01.0000.0.0000.0000.8021.890.5510.00 538.75 538.75 |Replace account with tracking

02|01.0000.0.0000.0000.8660.890.5900.00 538.75 538.75 |Replace account with tracking

¥r: 2010 Dist: 40 Site: 00 GS: W | 1/26/2018 [ 3:31:14 PM ;|

. Financial Solutions




Replace/Add Accounts: REPLACE Account

Use the Change
Account Window to
look up/enter a New
Account to replace the
Old Account. Press the
RETURN arrow to
Select the account for
Replacement.

ALLLUE

[§ Change Account — O >

File  Options I

OReturn |'=$CI|:-5E ,:.:.;' [

PO: 001662 RQ: 502126 VE: 006931/00 Office Depot |Changer-1nde

FO BESC Y GOAL FUNC OBJT SCH MNGT BU

Old Account: |-'_'ll _0000_0.0000.0000.8680.830.5300_00 v| !

FO BRESC Y GOAL FUNC OBJT SCH MNGT EUO

MNew Account: | - - . . . . . v|

[ ¥r- 2010 Dist: 40 Site: 00 GS: W | 1/26/2018 | 4:00:58 PM

. Financial Solutions
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Replace/Add Accounts: REPLACE Account

Once you return from

the Change Account

window, the from/to

replace accounts will

appear at the bottom

of the account list. Select
SAVE to complete the
Replace Account transaction
OR you can select an additional
account to replace and select
Replace Account again.

ALLLUE

fj’ Add/Replace Accounts A0 - 355 DEMONSTRATION DISTRICT (S5/0ASIS — O x
File  Options

H Save r=$(:|ose .g

FY: 10 RQ: 502126 PO: 001662 VE: 006931/00 Office Depot ChangeMode

Change Order: N/A Date Paid: N/A Date Printed: N/A |£| MGR-01/26/2018-13:59:22

Description: |TEST FOR @SS |

Date Entered: |06/30-20010

Vendor: [006931 | [Office Depot |

Site:

PO Total: 1.077.50

Amount Paid: FO Date: |06/30/2010 Payments Psid: (0000 Pending: (0000
4 Add Account ' | Replace Account | #| Clear Account
AC FU RESC Y GOAL FUNC OBJI SCH MNGT BU Enc Amount EQ Balance Jtatus

01/01.0000.0.0000.0000.8021.890,5510.00 338.73 538.75 |Replace account with tracking

01.0000.0.0000.0000.8660.890.5900.00
3 538.75 538.75 Replace account with tracking

01.0000.0.0000.0000.8699.890.5516.00

[ ¥r: 2010 Dist: 40 Site: 00 GS: W | 1/26/2018 | 4:06:54 PM

. Financial Solutions
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Replace/Add Accounts: REPLACE Account

Replace Account “with tracking” vs. “no tracking”:

Controlled by byte 17 of POCO USERSEC.

Default Behavior is “no tracking” — Account value will be replaced in
the “from” account position. No easy way of knowing on payment screen
when replacement account value was introduced.

Replace “with tracking” will close the “from” account and open the “to”
account on the next available account position on the req/po. Any payment
activity on “from” account will be saved for future reference.

=\
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Replace/Add Accounts: REPLACE Account

Replace Account with Tracking Example: POCO Detail Logging

E’l History / Log Detail 40 - Q55 DEMONSTRATION DISTRICT QS5/0ASIS - O X

File  Options

r"'#(:lose Iﬁg Q
Requisition Mumber- 502126 Purchase Order Number: 001662

Previous Changes

No Changed Printed CO User Change Description
10-01 0&/30/2010 MGR Repl/Add Accts test replace account.
Chg: Replace Acct - Track From: 01.0000.0.0000.0000.8660.890,5900.00
$02 ——> #03 To: 01.0000.0.0000.0000.8699.890.5516.00

Yr: 2010 Dist: 40 Site: 00 GS: W | 1/26/2018 | 5:00:18 PM

3
7 ,, HARRIS Copyright @ Hal ns. £ istribute without written pel 1 fram Harris ons. . Flnanclal SDlUtIOnS
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Replace/Add Accounts: REPLACE Account

Replace Account with Tracking Example: PO Payment Details

“From” Account (closed)

' PO Payment - Details - o X
File  Options

X1

E Next POZ: <Enter POZ> <Line>

Quick View Next PO Iﬁ“PO Quick View ;_; \é“, notes « | [

Inspect

“To” Account (opened with remaining encumbrance)

- Options

? PO Payment - Details - o X

e+ XH

Next POZ: <Enter POZ> <Line>

(] £ ']
uicetiewNertp0 | 1 o uickvien | B [ v -

Inspect
Requisition Number: 502126 PO Number: |no: FY: Description Requisition Number: 50 PO Number: |0 FY: Description
PO Status: Y Discount: PO Status: Y Discount
Vendor oJderess o, [0063B1| /[00-P O Box 0026 v Atnch PO:N. P N.REQ: N Verdor o Adress Mo, [I06R81 |/ 00-P O B 005 v Aach PO: N, PV I REQ: N
Vendor name/address Remit name/address Vendor name/sddress Remit name/address
(Office Depot (Office Depot Office Denat Office Denat
4380 Pock Lne 3 300 PO Box 0025 350 Pt Lone S 300 PO B 025
Slockton, CA 95206 Los Angeles, CA 900740025 Sockion, CA 95206 Ls Angeles,CA S0074:0025
FU RESC ¥ GOAL FUNC OBJT SCH MIGT 20 € Orginal Shnourt Sialus Ealance FU RESC ¥ GOAL FUNC OBJT SCH MNGT B0 $0ignd $Anourt Sialus Balance
1| 01.0000.0.0000.0000.8021..890.5510.00 53875 5387 53875 1| 01.0000.0.0000. 0000, 2021, 80, 5510.00 5875 51875 53875
y 2 URU 00.0000.8660..890..5900.00 53875 10000/C 000 5 | 010000, 00000, 0000, 8660 890, 5900, 00 5875 10000[C [T
3 | 01.0000.0.0000.0000. 8699, 890.5516.00 000 43875 43875 NN ::.0000..0.0000. 0000 2699. 290.5515..00 000 48750 487
Payment . . . Use sUT U1 ut
Tipe Date Invoice Descrpton § Paymert § igudete Discount ~ Discourt % $het §Balance Tax Ra‘f Amount  Of -ﬁ?em Date Invoice: Description § Payment § Liquidate  Discount  Discount % §Net § Balance #:: Rate Amsutlrl gT
P-Patid | 08/30/2010 Patll paymert 10000 10000[N 0 10000 487N ] .
! = D I N
1
e e B B RO
Totals: [T} 487 00 00
Totas: 10000 53875 10000 00 -
< 2 < b

Yr: 2010 Dist: 40 Site: 00 GS: W | 1/26/2018 [ 4:52:18 PM

ALLLEIE

‘\\. School Solutions

Yr: 2010 Dist: 40 Site: 00 GS: W | 1/26/2018 [ 4:53:38 PM
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PO Payments Screen

File View District Year Messages Window News Help+Video
%
& Print Manager (LSPOOL)

89‘ Employee Maintenance

Purchase Orders f Requisitions

Accounts Payable

You can access the PO e
Payments screen by £ sy

Finance

choosing it from the QSS R R
m a i n m e n u . AR (Invoicing and Biling Management - RI, RP)

2 Budget Development

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

: Finance Job Menu

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

Manual Payroll Encumbering

@ Payroll Transfers

VLD Payment Processing

ﬁ Warrant Management (Cancels, Hand Issues, Recondiiation)
AP f Purchasing
ﬁ Accounts Payable
AP Batch Maintenance
Purchasing Master Files
Purchase Orders f Requisitions
4 p‘ Receiving /PO
‘ar‘ Requisition Routing Master Files
G Vendor Maintenance
Lockups

Settings [ Master Files

Fixed Assets [ Stores

'(T\k sl e oA s SeeaiEaens AL o natcopy or distribut . Financial Solutions
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Once
you’'re in
Accounts
Payable,
select PO
Payments
from the
tree view.

ALLLUE

PO Payments Screen

File  Options View Help+Video

p o’ gt

P Q‘y

B fccuris Poaic
- PO Payments (PO)
- Pay Vouchers (PV)
- Travel Claims (TC)
- Credit Memos (CM)
- Rewvolving Cash (RC)

- Set Up Payables (EP)

- Payables Payments (CL)

- Liabilities (LB)

- Transaction Maintenance
. Move / Hold Payments
.. 1099 Maintenance {AA)

Search (F3)

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

. Financial Solutions
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You can
search by
entering the
PO number
you’'re looking
for, then
clicking the

Search button.

The results
will be
returned in
the grid at the
bottom of the
screen.

ALLLUE

PO Payments Screen

File  Options  View Help+Video

oy L
¢ 5¢

P= Q‘y

= Accounts Payable

- PO Payments (PO)

- Travel Claims (TC)

- Credit Memos (CM)

- Revolving Cash (RC)

- Set Up Payables (EF)

- Payables Payments (CL)

- Liabilities (LB)
B=- T_n:l'lsa::tion Maintenance

Search (F3)

Quick Pay [Cir+Al+F]
PO # Line #:

Quick Search [F3]

: . Purchase Order #:
:

Search Results (Double-Click a cell or Cortrol-Enter {while in the grid) or Ctd+0 to view details)

Requisition #:
Advanced Search

PO
i Mumber

W - Commer = - = |
L

Ei;ed \Pilreu?ndt:gr Vendor Mame & Amount Remate Req -

. Financial Solutions
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PO Payments Screen

File  Options
For each % g X ) B | NetPos: <knterPOs> <lines 57| 4 Quickview Next PO || 40 Quick view | & [ 4
Inspect

change order,

Requisition Number: 501858 PO Mumber: (001558 FY: |10 Description: |DRINTER INE
a I I n e Wa S Vendor No./Address No. oogsd |/ (00 0w Discount: (0.00 | %
Cl 0 S e d a n d Vendor name/address Remit name/zddress Attach: N

Sehi Computer Products Sehi Computer Products

1275 Puerta Del Sal 1275 Puerta Del Sol
reo pe n Ed San Clmerte, CA 92673 San Clomerts, CA 52673
wi th t h e hew FU RESC ¥ GOAL FUNC OBJT SCH MNGT BU $ Original  Amourt  Status

o
encumbered

amount.

-T-;;?em Date Invoice Description § Payment § liquidate Discount  Discount % S Net & Balance _|U_:: Raut; MiLLI:_I 8; 1099 E;E;rs
1 C-Close | D6/30/2010| POCOIOCO# D 0.00 7302 ] 0.00 0.00 ] ] w
2 0 -Reopen | 06/30/2010| POCIOCO# M 0.00 104.02 ] 0.00 104.02 ] ] o
C-Close | 06/30/2010| POCOMO CO# 02 0.00 104.02 0 0.00 0.00 0 0 o
06/30/2010 POCD0 CO# 02 0 0 0 00
Totals: 0.00 1282 0.00 0.00

ALLLLE
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To cancel a PO,
enter the date
and description,
then select
Cancel PO from
the Options
menu.

ALLLUE

Cancelling a PO

Cancel PO Ctrl+F3

Prewv

0z

y |¢.} Print Screen . F1.1 MER

Ctrl+F10
Ctrl+F1
Ctrl+F2
Ctrl+F8

Uncancel PO

PO Header Data

Change ltem
Add ltem

Ctrl+F5

Delete [tem

Description: |Doing & cancel for the demo.

Replace/Add Accounts Ctrl+F7 2010 |w

Merge [tem Ctrl+Shift+F6

Change ltem Description  Ctrl+Shift+F9 Vendor: 008534
View Change Detail F4 2009 Site: 6010
Reset Print Date 009 Payments Paid: (0000

View PDF Files

Forms to Vendor

Sehi Computer Products

Pending: |DDOD

Grid Qutput Shift+F11

User Change

2dd New Item

08/30/2010 MGR Delete Item

Description

2dd item for demo.

Delete an item for the demo.

Copyright @ Harris distribute without written permission from Harris

. Financial Solutions
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Cancelling a PO

Eile  Options
Th h d H Save r"#(:lose ,{g
e ea e r FY: 10 RQ: 501856 PO: 001556 VE: 008534/00 Sehi Computer Products ChangeMode
H H Change Order: 02 Date Paid: NfA Date Printed: 09/17/2009 |£| dhun-09/14/2009-11:24:28
information for

Do you really want to cancel this Purchase Order? |Yes w

the PO will be
dlSpIaYEd, along Requisition

Cancel payment description: Mo longer needed |

Requisition: |501856 Purchaze Order: | 001556 Control #: \warehouse: Stores Order:
Wit h a fi e I d Vendor/Addr#: j» |D0B534 |/ |00-1275 Puerta Del Sal v Date: | 09/09/2009
. . PO Type: |PO - PURCHASE ORDER v| Delivery By: Confirming: |0 - No corfimation message v
a S kl n g If yo u Description: |[PRINTER INK Tax %: 8750 % Ship To:  |D641 LINCOLN TECH ACADEMY (D641) W
rea I Iy wa nt to Submitted by: |VICKI WOLFF / CAREER CENTER Terms: Commodity: v
Site: (6010 LOCKNESS TECHNICAL ACADEMY (8010} FOB:
Ca n Ce I t h e P O’ Buyer: |N-Z - ALPHA VENDOR N-Z LY Program: Misc Date: Misc:
a nd a fiEId for Routing Group: | BUDGET w Room: Discount: 00D| % Shipping %: 0o
th e Ca n Ce I at i O n Address {00} | Additional | Shipping | Beg Message | End Message
reason.
1275 Puerta Del Sol 1275 Puerta Del Sol
San Clemente, CA 32673 San Clemente, CA 52673

=)
7 k H A R RI S Copyright @ Harris So not distribute without written vission from Harris 5 . Financial SD|Uti0n5
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Cancelling a PO

File  QOptions

r"’# Close :)-g

FY: 10 RQ: 501856 POQ: 001556 VE: 008534/00 Schi Computer Products

ChangeMode

Change Order: 02 Date Paid: N/A Date Printed: 09/17/2009 |£| dhun-09/14/3009-11:24:28

Do you really want to cancel this Purchase Order? |(Yes w

Once the fields

Cancel payment description: Mo longer needed |

are entered, click
the Save button.

Requigition

Reguisition:

Vendor/Addr#:

PO Type:

Description:

Submitted by:
Site: |6010

Buyer:

501856 Purchase Order: |D01556 Contral #:

» |008534 |/ |00-1275 Puerta Del Sol Date:

PO - PURCHASE ORDER Delivery By:

PRINTER INK Tax %:

VICKI WOLFF / CAREER CENTER Terms:
LOCKNESS TECHNICAL ACADEMY {6010) FOB:

N-Z - ALFHA VENDOR N-Z Program:

09/09/2009

8.750

o
4o

Wwarehouse:

Confirming:

Ship Te: | 0641

Commedity:

Misc Date:

Stores Order:

0 - No confirmation message

LINCOLN TECH ACADEMY (0641)

Mize:

Routing Group: | BUDGET Room:

Discount: Shipping %:

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

endor Remit

Sehi Computer Products
1275 Puerta Del Sal

1275 Puerta Del Sal
San Clemente, CA 92673

San Clemente, CA 92673

ALLLUE

\\.J School Solutions
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Cancelling a PO

FEile  Options
If the Ca ncel r=¥l:|cuse E Change Detail Q
. S PD: 001556 RQ: 501856 VE: 008534/00 Sehi Computer Products InspectMode
I
S u C C e S Sfu | ’ Purchase Order Number: | 001556 Description:
yO u , I I b e Effective Date: |06/30/2010 | v
ret u r n e d to Description: | PRINTER INK Wendor: 008534 | |Sehi Computer Products

PO Total: 0.00|  Date Entered: |09/09/2009 Site: 6010

t h e Main Amount Paid: 0.00 PO Date: |09/09/2009 Payments Paid: 0000 Pending: |0000

POCO oo Crrges

. co User Change Description
Screen Wlth MER Zdd New Item Zdd item for demo.
MER Delete Item Delete an item for the demo.

the new 23 | oersoraoic we Cancel 0 Soing = cancel for she emo.
change
order
displayed.

'F\,, sl e Eoprgt o St Sl tons A Figts Pt s viihus e prmsion o Har's el Sk . Financial Solutions
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Cancelling a PO

Eile  Options

|-3F Close \é’ ,Q

You can
go into

Previous Changes
t h e Ho Changed Frinted Co User Change Description
Chg: Subject to Tax From: ¥ A
C h a n ge 03 To: Deleted Item
Chg: Stock Number From: 000000
° #03 To: Deleted Item
Deta I I Chg: Fixed Asset Flag From:
03 To: Deleted Item
SC reen Chg: Discount Flag From: N
#03 To: Deleted Item
. Chg: Discount Percent From: 0.0000
a n d VI eW #03 To: Deleted Item
Chg: Discount Amount From: 0.00
#03 To: Deleted Item
a Chg: Item Description From: TOge9320
N #03 To: Deleted Item
deta I Ied Chg: Item Description From: EPSCN WORKFORCE 30 MAGENTLZ INE CRARTRIDGE
#03 To: Deleted Item
L . Chg: PO Amount Net Change From: 104,02
listing of
th 03 0&8/30/2010 0&/30/2010 001 MGR Cancel PO Doing a cancel for the demo.
e Chg: PO Amount Net Change From: 91.84
To: 0.00 W

change.

f\\,, HARRIS . Financial Solutions
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Cancelling a PO

& X
File  Options
# , . o ccvien | 8
ﬂ # Xm = MNextPO# <EnterPO#» <lines Jq) Quick View Next PO \ﬂ’POchleew \z’
Inspect .
Requisition Number: 501856 PO Humber; 001556 FY: |10 Description; | TRINTER INE
I n t h e P O Vendor No./Address No. 008534 |/ (00 w Discount |0.00 | %
P t Vendor name/address Remit name/address Attach: N
a y l I l e n Sehi Computer Products Sehi Computer Products
1275 Puerta Del Sol 1275 Puerta Del Sol
San Clemente, CA 92673 San Clemente, CA 32673
screen,
FU BESC Y GOAL FUNC OBJT SCH MNGT BU § Original % Amount  Status
t h e (S (1.9650.0.7111.2700.4300.640.6762.00 73.02 000 €
1 1 Payment ve U7 sut uT Vendor
I q u I a e Type Date Invoice Description $ Payment $ Liguidate  Discount  Discount % $ Met SBalance 1/ HatE Amourt  Obi 1099 Address
1 C-Close | 06/30/2010 |POCO0 CO# 01 0.00 75.02 0 0.00 0.00 0 0 [}
2 0 -Reopen | 06/30/2010 | POCO10 CO# 01 0.00 104.02 0 0.00 104.02 0 0 o
9 C-Close | 06/30/2010 | POCO0 CO# 02 0.00 104.02 0 0.00 0.00 0 0 o0
4 0 -Reopen | 06/30/2010 | POCO10 CO# 02 0.00 9184 0 0.00 9184 0 0 o
5 C-Close  06/30/2010 Mo longer needed. - 0.00 51.84 0 0.00 0.00 0 0 o
Totals: 0.00 75.02 0.00 0.00
L4 >
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What if you make
a mistake, and
you really need
the PO? Simply
Uncancel the PO!

ALLLUE

Uncancelling a PO

File | Options

Cancel PO Ctrl+F3
Uncancel PO Ctrl+F10
Products InspectMode
PO Header Data Ctrl+F1
Change [tem Ctrl+F2
Add Item Ctrl+F8
Delete ltem Ctrl+F5 5 Descnption: |Doing an uncancel for the
demo .

Replace/Add Accounts Ctrl+F7 2010 |w
Merge ltem Ctrl+Shift+F6
Change [tem Description  Ctrl+5Shift+F9 Wendor: (008534 | | Sehi Computer Products

E  View Change Detail F4 009 Site: |GO10
Reset Print Dat

Eest Frint Late 2009 Payments Paid: |0000| Pending: |D000
Wiew PDF Files
Forms to Vendor
Prew|
[ Grd Qutput Shift+F11 .
i ] User Change Description
> | & Print Screen F MER Zdd WNew Ttem Zdd item for demo.
0z 0&/30/2010 MER Delete Item Delete an item £for the demo.
03 0e/30,/,2010 HMER Cancel EBED Doing a cancel for the demo.

Copyright @ Harris

distribute without written permission from Harris

. Financial Solutions
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Uncancelling a PO

File  Options
Header HSave r"#(:lose Eg
H H FY: 10 RQ: 501856 PO: 001556 VE: 008534/00 Sehi Computer Products ChangeMode
information for : _
Change Order: 03 Date Paid: NfA Date Printed: 09/17 /2009 u dhun-09/14/2009-11:24:28
the PO is
. Do you really want to uncancel this Purchase Order?: | Yezs w
d IS p I aYEd d I on g Uncancel payment description: |':35II'I'3'3||EIj wrong PO |
with two Requston
Reguisition: 501886 Purchaze Order: | 001556 Control #: \Warehouse: Stores Order:
prom ptS makin g Vendor/Addrt: <3 (008534 |; |00-1275 Puerta Del Sol Date: |09/09/2009
sure yo u wa nt PO Type: | PO - PURCHASE ORDER w | Delivery By: Confirming: |0 - No confimation message v
Description: |PRINTER INK Tax %: 83750 % Ship To: | 0641 LINCOLN TECH ACADEMY (D&41) W
to U n Ca n Ce | t h e Submitted by: | VICKI' WOLFF / CAREER CENTER Terms: Commeodity: hd
Site: (8010 LOCKMESS TECHMICAL ACADEMY (6010] FOB:
Purchase Order. . LA
Buyer: |N-Z - ALPHAVENDOR N-Z v Program: Misc Date: Misc:
Routing Group: | BUDGET W Room: Discount: 000 % Shipping %: 00
Address (00) | Addtional | Shipping | Beg Message | End Message
Wendor Remit

Sehi Computer Products

1275 Puerta Del Sol 1275 Puerta Del Sol

San Clemente, CA 92673 San Clemente, CA 52673

=\
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Uncancelling a PO

File  Options
e o | @
FY: 10 RQ: 501856 PO:001556 VE: D08534/00 SehiComputer Products ChangeMode

Change Order: 03 Date Paid: N/A Date Printed: 09/17/2009 ELI dhun-09/14/2009-11:24:38

After entering a

d esc ri ptio n a n d Do you really want to uncancel this Purchase Order?. | Yeg w
Uncancel payment description: |Cancelled wrong FO.
setting the prompt| s
t o ” I' k th Requisition: |501856 | Purchase Order: (001556 Contral #: \Warehouse: Stores Order:
o “yes”, click the o , _
endor/Addr¥. < |008534 |/ |00-1275 Puerta Del Sol v Date:  |09/09/2009
Save b u tto n. PO Type: | PO - PURCHASE ORDER w | Delivery By: Confirming: | [} - No confimation message v
Description: | PRINTER INK Tax %: 8750 % Ship Ta: | D61 LINCOLN TECH ACADEMY (D641) Ld
Submitted by: | VICKI WOLFF / CAREER CENTER Terms: Commedity: he
Site: |6010 LOCKNESS TECHNICAL ACADEMY (6010) FOE:
Buyer: |N-Z - ALPHA VENDOR N-Z v Program: Mizc Date: Misc:
Routing Group: | BUDGET v Room: Discount: ono| % Shipping %.: 0o
Address (00) | Additional | Shipping | Beg Message | End Message
Vendor Remit
Sehi Computer Products
1275 Puerta Del Sol 1275 Puerta Del Sol
San Clemente, CA 52673 San Clemente, CA 52673

'(I\\k LOIEE eRTEE RS s e AL stribute without written permission from Harris School Solutions, . Financial Solutions
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If the save is
successful,
you’ll be
returned to
the main
screen and
the new line
will be
displayed.

ALLLUE

‘\\‘;‘ School Solutions

Uncancelling a PO

Eile  Options

ﬁ[luse

PO: 001556 RQ: 501856 VE: 00853400 Sehi Computer Products

[

Change Detail

InspectMode

Purchase Order Number: | 001556 Description:
Effective Date: | [LSE] ]
Description: |PRINTER INK endor: |008534 | | Sehi Computer Products
PO Total: 9184 Date Entered: | 09/09/2009 Site: | 6010
Amount Paid: 0.00 PO Date: |09/09/2009 Payments Paid: (0000 | Pending: |DD00
Previous Changes
No Changed Printed co User Change Description
b “ 06/30/2010 | 08/30/2010 | 001 |MER 2dd New Item Add item for demo.
az 0&/30/2010 063072010 a0l MER Delete Item Delete an item for the demo.
az 0e/30/2010 O0e/s30/2010 001  [MGR Cancel BO Doing & cancel for the demo.
04 0&/30/2010 063072010 a0l MER Uncancel BD Doing an uncancel for the

demo .

or distribute without written pel
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Uncancelling a PO

Eile  Optiens

You can go D ces |4 8

into the
I n O Requisition - b18b6 Purchase Order - 001556
C h a n e Previous Changes
g No Changed Printed CO User Chenge Description

N Chg: Dizcount Flag From: N A
$#03 To: Deleted Item
Deta I I Chg: Discount Percent From: 0.0000
#03 To: Deleted Item
Chg: Discount Amount From: 0.00
screen and i
Chg: Item Description From: T0&69320
. $#03 To: Deleted Item
VI eW a Chg: Item Description From: EPSON WORKFORCE 30 MAGENTA INK CARTRIDGE
$#03 To: Deleted Item
. Chg: PC Amount Net Change From: 104.02
detailed
03 06/30/2010 0&/30/2010 001 MGR Cancel PO Doing a cancel for the demo.
° e Chg: PO Amount Net Change From: 91.84
|st|ng 9]
04 06/30/2010 0&/30/2010 001 MGR Uncancel PO Doing an uncancel for the
the change
* Chg: PC Amount Net Change From: Q.00
To: 91.84
Vv

f\\b HARRIS Copyright cho s Al Rig 0 not copy or distribute without written parmission from Harris ans. . Financial Solutions
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Notice that | =
the amount
for the PO is
now

encumbered

Uncancelling a PO

againinthe [
PO Payments

screen.

& X
Options
ﬁ #i x M =| NetPO# <EnterPO#> <lines Jq> Quick View Next PO \é’POchkWew \ﬁ’
Inspect o
Requisition Number: PO Number: | 001556 FY: |10 Description: |PRINTER INK
Vender No./Address No. 008534 |/ |00 v Discount: |0.00 | %
Vender name/address Remit name/address Attach: N
Sehi Computer Products Sehi Computer Products
1275 Puetta Del Sol 1275 Puerta Del Sol
San Clemente, CA 92673 San Clemente, CA 92673
FO RESC Y GOAL FUNC OBJT SCH MNGT BU £ Original S Amount  Status
01.9650.0.7111.2700.4300.640.6762.00 .02 918410
uT
_I?_:grenent Date Invoice Description S Payment 8 Liquidate Discount  Discount % & Net § Balance -lu-:: Ratf AmiLLllr-rlt— g; 1099 E;E;:s
1 C-Close | 06/30/2010 POCO10 CO# 01 0.00 73.02 0 0.00 0.00 0 0 mw
0 - Reopen | 06/30/2010 | POCO10 CO# 01 0.00 104.02 0 0.00 104.02 0 0 00
C-Close | 06/30/2010| POCO10 CO# 02 0.00 104.02 0 0.00 0.00 0 0 w
0 - Reopen | 06/30/2010 | POCO10 CO# 02 0.00 51.84 0 0.00 51.84 0 0 mw
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 91.84 0 0.00 91.84 ] 0 ]
Totals: 0.00 -12.82 0.00 0.00
£ >
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Merge PO Items

E’[ Purchase Order Change Orders 40 - 55 DEMOMNSTRATION DISTRICT Q55/0A515 — O *

To merge items

File | Options
from another = CancelPo Ctr+Fo
H Uncancel PO Ctrl+F10
Req/PO to this Po: 06 Tnspectiiode
PO Header Data Ctrl+F1
PO_ Enter ad date Change ltem Ctrl+F2
. . Add ltem Ctrl+F8
and dESCprtIOn Delete ftem CtisFs 22 | Description:
and Select Merge ReplacefAdd Accounts Ctrl+F7 | 720101E%
Merge ltem Ctrl+Shift+F5 |
Item from the Change ltem Description  Ctrl+Shift+F9 Vendor: |I}D55'31 ||Oﬁice Depot
H E  View Change Detail F4 e
Options Menu. e 2010 Site: 0000
Fest Pt Fate 2010 Payments Paid: |0001| Pending: |D00D
View PDF Files
Forms to Vendor
Prev
[ Grid Output Shift+F11 .
] User Change Description
» | Eg Print Screen F1 MER Bepl/2dd REccts test replace account.
0z 08/30/2010 01/23/2018 001 MER B0 Header Data change description.
a3 05/30/,2010 HMER Merge Item
04 08/30/2010 MER Delete Item

[ ¥r: 2010 Dist: 40 Site: 00 GS: W | 1/29/2018 | 1:48:48 PM

T T m = TEa FRRR R RRRR RRAR RFRA RRR FEAF AR T TiEA me T
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Merge PO Items

Ej Edit lterm 40 - 55 DEMOMNSTRATION DISTRICT Q5S/0ASIS — [ ®x
File  Options
@F‘mcess Save |'=$Close
Se-lec.t the Req/PO' you FY: 10 RQ: 502126 PO: 001662 VE: 00693100 Office Depot ChangeMode
wish to merge an item
from and Choose What Merging items into Purchase Drder:
you wish to do with the Merge from Yeer: [
source FGQUISItIOH. Merging from Purchase Order No: or Reguisition Mao: I:l
Select Process to get a Delete source Reguisition: chang..g source TBEIH:‘? o
list of items from the Delete Source Requiston

& Select All @] Clear All 7 Inspect Itemn

source requisition to
merge from.

[ ¥r: 2010 Dist: 40 Site: 00 GS: W | 1/29/2018 | 2:03:33 PM

ALLLUE
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Merge PO Items

E:’[ Edit ltem 40 - Q55 DEMONSTRATION DISTRICT Q55/0A515 — O >

File  Opticns

Select the item(s) from | §gProcess [ sove [ close

the Source Req/PO you FY: 10 RQ: 502126 PO: 001662 VE: 006931/00 Office Depot ChangeMude_
wish to merge into the
current PO. Press
Save to merge the

ltem(s) over to the
POCO PO.

Merging items into Purchase Order: | 001662

Merge from Year: |10~

Merging from Purchaze Order Mo:|001661 | or Reguisition Mo I:I

Delete source Requisition: | No change to source Req/PO ~

e Select All & Clear All 7 Inspect ltem

The item will be added | ;
to the POCO PO and any

accounts needed will
also be copied to the
PO. Amounts for the
item will always be
allocated with a Special
Dollar (SD) split.

| ¥r: 2010 Dist: 40 Site: 00 GS: W | 1/29/2018 | 2:13:41 PM
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Printing the POCO

File View District Year Messages Window MNews Help+Video

= Favorites
: =4
. -;;g Print Manager {LSPOCL)

* Employee Maintenance

Purchase Orders [ Requisitions

TO p rl nt 0 r re p rl nt a Print Manaaer [ Job Menu [ Utilities
POCO, select the L Spoen Ad

Finance

Finance Job Menu from AR 4, 3, Moo
H AR (Invoicing and Biling Management - RI, RP)

th e m a i n QCC fo rm . 5 Budget Development

g 1r Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)

=
el FiNENCE Job Menu

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

Manual Payroll Encumbering
@ Payroll Transfers
ﬁ VLD Payment Processing
ﬁ Warrant Management (Cancels, Hand Issues, Recondiliation)
AP { Purchasing
G‘ Accounts Payable
AP Batch Maintenance
Purchasing Master Files
Purchase Orders / Requisitions
ﬁ" Receiving/FO
Requisition Routing Master Files

ﬂ’ Vendor Maintenance
Lookups

Settings [ Master Files
Fixed Assets [ Stores

W2 [ 1099

'(T\k HARRIS S : am Ha . Financial Solutions
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You can also print or
reprint a POCO from the
Job Menu.

ALLLUE

‘\\.J School Solutions

Printing

File  View

the POCO

District  Year Messages Window News Help+Video

B Favoarites

Iy
_--;;g Print Manager (LSPOOL)

8?’ Employee Maintenance

Purchase Orders [ Requisitions

Accounts Payable

= Finance Job Menu

Go

Print Manager  Job Menu / Utilities
;'{ Print Manager (LSPOOL)
- E Job Menu
@ Upload / Download Files (QSSXFR)
System Admin
Finance
AR (AR, ¥R, RR. - Mo invoicing)
AR (Inveicing and Billing Management - RI, RF)
@E Budget Development
® Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)
~-8= Finance Job Menu
G Journals, Transfers (DC, JE, TF, TV)
ﬁ Manual Payroll Encumbering
{F@ Payroll Transfers
G VLD Payment Processing
G Warrant Management (Cancels, Hand Issues, Recondliation)
AP [ Purchasing
G Accounts Payable
AP Batch Maintenance
Purchasing Master Files
Purchase Orders [ Requisitions
e .&‘ Receiving /PO
{i}a Requisition Routing Master Files

distribute

. Financial Solutions




Printing the POCO

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

<pE P @ ._Q

Wiew Show

(v : " Grd = ('“

Search: |

Under the Requisition / |=am

D Accounts Papable Beports

P O R e p O rt S / P ro C e s S e S D Accounts Receivable Reports (Mo Invaicing)

D Misc Finance Reports / Proceszes

’ 1 [:l Budget Reports / Processes
menu y0 u | I fl n d th e [:| General Ledger Reports / Processes
E1-[_1 Requisition / PO Repaorts / Processes
P O C h a N ge O rd e r Bl i - [& Cancel Uncompleted Fouting Requisitions [PO=08E)

Close out Open POs [PCLS20]

Create Estimated Payables/Liabilities [PORS20]

PO Board Report [POXE00)

----- [ PO Board Report [POXE02)

----- &) Purchase Order Report 'wiriter [PORSUEB)

----- [ Purchase Order Summary by Buver [FORZ10)

Purchase Order Summary by Commadity [POR200]

Foll POz to Mext Fizcal Year [PORS10)

|Update Mames/Addresses of Employee-Yendars with data from HR
----- [ PO/Receipts Repart Writer (PRWSLUB)

2123 PO Change Order Printing

Estract/Frint/Update PO Change Orders [Detail Format)
&) Estract/Print/Update PO Change Drders (PO Format]
E-[C] PO Forms Printing

-] Requisition Prelists

[-[Z7] Wanant Recon Reports / Processes

[-[Z7] Wanant Reports / Processes

Printing menu.

f\\,l HARRIS Copyight© Harrs SchoolSoluons Al R ed. Do o copy or istibute without writtan permision from Harrs SchodlSolutons. . Financial Solutions
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Printing the POCO

* If you choose Detail Format, the POCO will print with the from/to values

* |f you choose PO Format, the POCO will print with the changes overwriting
the original values

A separate change order print driver file needs to be set up to print
change order information. This file is similar to standard PO driver file but
includes additional printable fields related to change order processing.
Contact your support analyst for information on setting up POCO printing
with this driver file.

=\
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Printing the POCO

File  Options

HE2o 3 Bk

Main Selection

Regardless of the

choice you make, P, i Dt .
both options PBL; times  Special Formet

have the same s

criteria for POt

launching the se.::: -
report.

3
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Enter the print
date and the
PO number to
be printed,
then click the
Submit
button.

ALLLUE

Printing the POCO

ik l=;

Main Selection

P.O. Print Dats : |06/30/2010 |w

Print Line-up : times Special Format
Buyer Code:

Reqg. #:

pQ_# |001556

PO Types :

Select | Sites -

. Financial Solutions
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Printing the POCO

a5l Purchase Order Change Order Details (POX700) Year: 10 Dist: 40 - Q5SS DEMONSTRATION DISTRICT L. = B
File  Options

> F P

Last Job 1230

Main Selection

A screen W|” F.O. Print Date : |06/30/2010 |w
. Prrint Line-up : times Special Format
pop up with the o ~
uyer Code:
job number. rea
PO, 001556
P.O. Types : o Job launched: 1230

Select | Sites :

3
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Printing the POCO

Wiew District Year [Messages Window News Help+Video

Favorites

=4
E -;g Print Manager {LSPOOL)

# Employee Maintenance
ﬁ’ Purchase Orders / Requisitions

6’ Accounts Payable

Finance Job Menu

GO to Print Manager Print Manager / Job Menu [ Utilities
(LSPOO L) to print the " '.j_% Print Manager (LSPOOL)

.= Job Menu
fi | e t h at Wa S C re ate d . @ Upload [ Download Files (QS5XFR)
System Admin
Finance
AR (AR, ¥R, RR - Mo invoidng)
AR (Invoicing and Biling Management - RI, RP)
Budget Development
Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)
:E Finance Job Menu
ﬂ‘ Journals, Transfers (DC, JE, TF, TV)
ﬁ‘ Manual Payroll Encumbering
@ Payroll Transfers
ﬁ‘ VLD Payment Processing
ﬁ‘ Warrant Management (Cancels, Hand Issues, Recondliation)
AF | Purchasing
ﬁ’ Accounts Payable
AP Batch Maintenance
Purchasing Master Files
Purchase Orders [ Requisitions
'::é? Receiving/PO
%? Requisition Routing Master Files

7% HARRIS P @ v souions
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Printing the POCO

File View Options Help+Video

X @ E fimle D@ D eS8

Current line: 1

@ Print Fies lgpuanes:ssmLﬁT] Local Print Fis | Session History | Server Commands |

-3 MGR Ret. |LN |[Slct|R |P |File g Date/Time Jobg Beg/End (Lines) Report Title Program Title Program |User |PFile
----- D Al Files ] @ 001 (N |Y [N |001254 11/13/201308:26 AM 101230 0fo(184) PURCHASE ORDERS (SPECIAL FO|POX300  |MGR  |Exists
-1 Dates

You can
locate
the file
using the
job
number.

Joblt
D Progiam Tite
-] Report Title

=\
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Printing the POCO

‘_ X
File | Options
Open... Ctl+Q  nter search text /O /O @ y}
Print... Ctrl+F11
Route... Ctrl+R
L] f .
D e e n d I n O n Download File... Ctrl+D
¢ PDF Ctrl+F OTHWERWISE NOTED. +5a07190v00040H-££05
Tl (i +~gf15N0 CHARGE FOR PACKING OR DRAYAGE
O u r Open in Word.., Ctrl+W  |OTHER THAN SPECIFIED ABCVE MUST BE AUTHCRIZED +5a076a70v00120H-2£03
. +5a02150v02280H-2£05
y L sl el «5f15L0DI UNIFIED SCHOOL DISTRICT
. Open with Bxcel Wizard... Ctrl+Z ~£f15T0:
e nVI ro n e nt + (00« (31B+~ (309V+- (303« (33B+ (341481
l I l ) Search for Text F3 ~5802220v05730H-*c00005H-*c04520V+*c0P
Search for Text Backwards Shift+F3 . . . . _ “&1_2&5:18““&30;“&101‘ . e
4 4 ] ) subject to inspection and teat by the School District+sf0S +&£15 for compliance with specificatior
C IC P rl nt O r First Page Shift+F5  led or requiring-s£03 ~3f15 correction after notice of such rejection or correction
Previous Page F5 +5£a034r010Cpursuance of written change
+&f15 accrue by reascn of the death or injury of the persocn of the
RO ute to Se n d Next Page Fe perform this purchase order within the time specified, «s£03 +~£f13 if any, or a reasonable time afte
Last Page Shift+F6 ~5a07790v03000H-££03
+5a00480v04200H-*c01500H+*c00005V+*cOF
Search for Page Ctrl+F3 «sf1SPURCHASING (209) 331-T10
the out p ut to o - ea02330v05 1302205
Copy Selection to Clipboard Cirl+C ~5207500v034308-+c022708+ *c 000057 *C0B
Hide View Ctrl+H +5a02150v03900H-5£05
t h e I a Se r e —— — +£300560v022508-5£03
+ {00+~ (31B+ (309V+ (303« (33B+ (3414ET +5a02330v00030H-£203

299
222

+2202220v05730H-*c00005H+*c04520V+*c0P
+£100+&10E+&188F+&a0L+&10L
~&f15CHANGE ORDER

f15ACCTS PAYLRLE (209) 331-T140
+2202330v04350H-2£05
~5206880v04240H-5£05

printer. This s
an example of

«#01D-*c5F+) 81270 D qu, L1g¢
R (sds9z@l g ;1 -l& 0
OUte. £ o | 41 2 p e
§i kg s > FHTTiE &
i i whooe

<

299
222

+£202220v00540H-*c00005H #c045207+ OB
+[OU (31P+ {311V~ (305~ (303B~ (34148T
~5a00180v04200H-*c015008+ *c00005V+*c0P
~£a01000v020808-5£05

«<£15UNIT BRICE

+~3£150RDER REEROVED BY

=

g€ e Signature 13 + ¢ :Copyright 2008 by Elfring Fonts Inc, All rights reserved.~*cé3E~
i 5 e g
- lite ~ @i #d > W8 5 gb 2 7574 |ei R e lgiph | A ¥
35 - YYIYE & #CE b gije B WL @ [F gy € & u e _§aL§ K
@ ¥ @ E ] i 8 i

S
>

Pages(Lines): 0/0 {154)
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Printing the POCO

File Options

Select the destination
printer, then click the
Route button.

Copies: m

Output Priarity: |03 -
Output Becord Size: |07132 * Digfault 132

Delete After Route: (Mo -
Erom Page: |0 ToPage: |989993 (0

* Default 8

[N
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Printing the POCO

The new Change Order
will print on the
selected printer.

ALLLLE

‘\\‘:.‘ School Solutions

CHAMGE ORDER
vendar: 008534 Pio#: 001556 - Ol

PLEASE REFER TO

) OUR
PREVIOUSLY D PO

INVOICE I TEIFLICATE T0:

b _

T _

;[ == CENTER

RECUIRED: SHIP: CONTROL: REQ: SO1856
QUANTITY | UNIT DESCRIFTION UNIT PRICE TOTAL
1.00 | EACH | Toesl20-01 34.45 346
EPSON WORKFORCE 30 BLACK DUAL PACK INK CARTRIDGE
1.00| EACH| TOS5220 11.20 11.20
EPSOM WORKFORCE 30 CYAN INK CARTRIDGE
0.00 | EACH | TO&9320 11.20 0.00
EPSON WORKFORCE 30 MAGENTA INK CARTRIDGE
Item Deleted
1.00 | EACH | TDS2420 11.20 11.20
EPSON WORKFORCE 30 YELLOW INK CARTRIDGE
1.00 | EACH | Adding a mew item needed for the webinar. 25.00 25.00
MOTE: M 5 I 5 REQUIRED WITH DELIVERY.
FORWARD COPY TO:
PAYMENT WILL BE HELD UNTIL RECEIPT OF THIS INFORMATION.
Item Added
NET CHAMGE 12.82
THIS MATERIAL Of BOUIFAENT MUST MIEET ALL CALFORNIA DIVESON OF SAFETY SPECIFICATIONS. CEDER LSSRIVED B
IMPORTANT INSTAUGCTIONS
1. ALL ITEN P.0.B. DESTIMNATION UNLEZZ OTHWEMNIZE NOTED,
P _
S EL OTHE LRI IFED 2
HE SCHO0DL DISTROCT ASENT (TR PARACAASH 4. Date ptiened. 06/30/10
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Printing the POCO

CHANGE QRDER | |
Vendor: 006331 PiO: 001862 - Q1

Detail POCO
change form o erics oron .

example. -

BECRARED e COWTACL: BRASSERSRE Apd: G210
CUAANTITY | U CESCRIPTION | unar PRICE TOTAL
Eeplace Acct - Track Acct Lire & 02 --» 03
From O (000, 0. H00G SO0, BE60, S50, 5500, 00
Toe Ol 0000, 0. 0000, D000, S654, B30, 551600
Board Description Changed
From: TEST FOR 055
To: & TYPICAL POCO TEST
1.00 | EACH | Suppl 1es, 1.000,00 100000
U8 TOTAL 1.000.00
TAX 77.50
H .00
PO TOTAL 1,077.50
MET CHANGE .00
0 D000 01, D000, 00D, B0 L, Bi5e0. 55100, 00 £38.75 e —
O OO0 01, D000, (00, BESD , B9, 5500, 00 10000
0. 0000 01, 0000, 000, S65% 550, 5516 .00 : g_:.a;

Pogwe Lot 1 PURCHAZING
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? Questions ?

At this time, you're welcome to raise your
hand or type into the Q&A pane if you
have any questions.

~\
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