Requisition / Purchase Order Summary Report

Step Screen Displayed Procedures
1 & T — From the SAP Easy Access PCSB Menu
SA};ﬁS;ylA‘;c;ssplTof iounry Public Schools Screen
e e Click the Expand Icon to the left
B of: PCSB Menu > Finance >
B R B BN e e Socumens Finance Reports > Double Click
S sri imrect s ZAMMA_REQPO_SUM - Requisition /
S ie romiron e Purchase Order Summary
Soi T ) o
There are three alternative combinations of
Selection Options that set the display fields
for the Requisition / Purchase Order
o Summary report
[V 1IBeGe AR O0OD L INFORMATION: PLEASE READ
Requisition / Purchase Order Report . . .
! P If you want to view information for
@ ONLY one Fund
Selection Options
School Location: 003 [v]Show Deleted Ling tems e Enter the Fund into both Fund
- - L fields and continue with the
Requisifion Date Range: to f ” . t
Purchase Requisition: to 0 OWIng S epS
Puchase Ocer 0 Examples: OPER to OPER
FLEX to FLEX
2 Program  Edit Goto Syste Enter Only one of the fO”OWing
g 190 eaQ BRE BDLY oL combinations
Requisition / Purchase Order Report 1. Requisition Date Range
e 2. Purchase Requisition
3. Purchase Order
Selection Options -
School Location: B3t v] Show Deleted Line ftems If yOU-dO not _enter data Into any Of these
Fune o 9 Selection Options and Press, enter or try to
Requisition Dzte Range: 85103/2006 fo | 05/17/2006 E execute the report this error window will
Purchase Requisition: to H
Purchase Order: 4500190009 o ermmfs) (o) display.

InTormation

@D FicasE Snisr A TR GRS CERGHL

Program  Edit Hi
) 208 @@ DHEI B0 0 OR =
Requisition / Purchase Order Report If you enter information, into more than
o one Selection Options field sets and Press
enter or try to execute the report this error
Selection Options - - -
School Location: 0631 V] Show Deleted Line ftems WIndOW WI” dISDIaV'
Fund: oper o oper ﬂ ——
Requisition Date Range: to S :
— Requ\smgn‘ " ﬁ o Ijlease select only one data option!.;
Purchase Order. fo
¥ @
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Requisition / Purchase Order Summary Report

Step Screen Displayed Procedures

3 Program Edit Goto System Help In the SeIeCtlon Optlons
G i caecin v i T BE@E | | e Type your 4 digit location number
Requisition / Purchase Order Report ] in School Location
© | | e Click the show deleted line items
Selection Oplions box

S = When you Click the Show Deleted Line

mequision Dee Range Items box prior to executing the report

Purctase Requistion then you will also see the details of any

Furetass e deleted line items when you display the
details of a Requisition.

o =it e S e Choose one of the following Selection

Program  Edit Gi e elp N B f tf] F? t

P 300 0ae DUE BNAn 98 Criteria to use for the Repor

Requisition / Purchase Order Report 1. Example of Requisition Date

&) Range

Selecion Opons To search using Requisition Date Range

School Location: 8831 ] Show Deleted Line fems . i

— _——e Enter the Beginning search date

Requisiion Date Range: 18/06/2005 (mm/dd/yyyy)

Purchase Requisition; ° PreSS Tab

— T Enter the End search date

(mm/ddlyyyy)

4 Pogam Edi Gip Sisem He 2. Example of Purchase Requisition
U WIBICGR QHEHDOD QE _
Requisition, Purchase Order Repor To search using Purchase Requisition

Enter the Beginning Purchase
® L
/ Requisition number
Selection Options e Press Tab
School Location iKY Shaw Deleted Line ftems
_——"—’——.

Fund
Requisition Date Range:

0

o 1626808

0

Purchase Requisifion; 16263060

Purchase Order:

Program  Edit Goto System Help

v 300 ¢ad DHE 008 QO
Requisition / Purchase Order Report

) d

Selection Options
School Location: Be3t
Fund:
Requisition Date Range

[v] Show Deleted Line tg

Purchase Requisition:

1
1
i
i

4500245300

o 4500243099 3)

Purchase Order.

Enter the Ending Purchase
Requisition number

3. Example of Purchase Order

To search using Purchase Order

/ Enter the Beginning Purchase
[
[

Order number

Press Tab

Enter the Ending Purchase
Order number

Click the Execute icon

@
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Requisition / Purchase Order Summary Report

Step Screen Displayed Procedures
The Requisition / Purchase Order Report
5 1612212808 Requisition / Purchase Order Sumary Report Summary screen displays these columns
410312005 0 081011 2005 from left to right
Requisition Date  Pur. Order Date  Recipient  Vendor
862 oo T O T RIS PRODICTS U7 FLORIDR I Requisition: Document number of the
10215850 04/21/20 [0312004 K Brown OFFICEMAX 1citi
102581 WWM requisition
10236949 |04/22/2005 4500225194 04/25/2005 K Bro E-STORERDD . . ele
AEBHREAN 504 2805 45RR2071ED 5IMRQUGE K Brown  SUPRS SITION —rDate: Date the Requisition was created
10240856 105/25/2005 450223192 A5/31/2005 SUPP-STORERDON REQUISITI!
10241273 105/27/2005 4500228192 05/31/2005 K Brown \“PU r. Order: PurChaSG Order number for
10241407 105/31/2005 4500229273 07/01/2005 A Lee s el
K14 513112585 4560209308 76112605 A Lee the Requisition
AT 53112405 45000645 OTIHI206 A Loe  Syso PRONSgrvces of Cantral FIl_| Date: Date of ion to Purch
GRRELEEE ARG IRARE IFARAAALIE AT AL IRARE K 1o RUORE TG AR PGS AR ~ a e: a e O ConverSIOn O urC aSe
Order
‘urchase Order Summary Report Page 1 \ L L
Ny — — Req. Total GR Total Invoice Total \RECIpIent: Name Of the ReCIpIent
M T P — Vendor: Vendor name (including
T “le S B4 | warehouse/ Storeroom)
STOREROOM REQUISITION 13.00 13.0 13,06 .
—r ——— zmx | TReq. Total: Total amount of Requisition
g Business SYSIEIﬂS 104 .45 95.04 ) I~ N
‘RON CORPORATION 230.00 230.00 231.17 ™~ -
1 Food Services of Central Flor 500.00 B.00 EI.EIE GOOdS Recelpt TOtaI - TOtaI amount
I % %% uxt| | entered on the Good Receipt
RON CORPORATION 338.05 338.05 339.38 "N i
RICHARD'S PRINT SHOP 6,000.00 3,317.00 3,317.0 N -
EE g 31180 131156 Inv0|.c§ _Total. Total amount qf the
SR ] B B Requisition that has been Invoiced
6 Requisition / Purchase Order Report To see the line item details of a
requisiton
@ Requisition
p2/10/2006 Requisition
i | +—o Double Click a Requisition number
gquisition Date Pur. DTUW" q
1026538242773/ 2005 d/n nurfoff  &U . i e
—— el e Note: Dogble Clicking th_e Requisition
10265384 12/13/2005 4500249893 12/13/2005 jim enrignt cof | number displays the details of all of the
10265385 |12/13/2005 4500240805 12/16/2005 BT GA ina i iciti
10265386 12/13/2005 4500240806 12/16/2005 dn 5T line items on the requisition.
10265387 |12/13/2005 4500240884 12/15/2005 dn GA
1682653871101 /06/ 2006 an Gl | If you Clicked the Show Deleted Line
10265308 |01/06/2008 dn GA . -
Items box prior to executing the report
L then you will also see the details of an
0211412006 Requisition you wit : y
Salecti deleted line items when you display the
— . details of a Requisition.
lequisition [ate Pur. Order  Date Recipient
Je1 Item Description Cost Assign

10265382 12/13/2005 d/m nurfoff Sl
10 Antiseptic Green Soap Tincture Pint BTL K 8031I0PER
» 20 Bacting, 5 oz, Spray Bottle K 003110PER
30 Antiseptic Alconol 76% Isopropyl Pint BT K 803110PER
40 Basket Waste Plastic Rectangle 28-1/2 0T K GR31I0PER

(kg v| Show Deleted Line ltems

to
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Requisition / Purchase Order Summary Report

Step Screen Displayed Procedures
7 02/23/2008
The Requisition / Purchase Order
equisition Date Pur. Order  Date Report displays these columns

Jel Item Description

10263688 |11/02/2005 4509248873 11/07/2005

10 DISKETTE FLOPPY FORMATTED,WINDOWS, 3-1/

20 Tape Magic Mending 3/4" X 1206" X 1"

(

Requisition: Document number of the
requisition

'/ 30 Toner Konica 3340

40 Paper Copier 8-1/2" X 11" 20# white 1¢
Towe] General Custodian Single Fold 8-
60 Tissue Toilet One P1y Bleached 96 Roll
70 Vomitus Powder Absorbent,15 oz. bottle

X 50

The (X) indicates the deleted line item(s)

Item Number / Description: Description

A

REC1p1ent Venaar

Cost Assignment / GL # (ty

K BROWN - A
2" K Q031AOPER 4310000
Ar K G031AOPER_4510000

K B031AQPER  451000G

of product per line item on the Requisition

Date: Date the Requisition was created

Purchase Order: Number of the Purchase
Order

Date: Date of conversion to Purchase
Order

—rRecipient: Name of the Recipient

—Vendor: Vendor name (including Supp /

Storeroom)

1 Sl b ik ~-Cost Assignment / GL #: Assign Cat
31 K BA3HO0PER 4510008 B0 | T Cost Conter. GIL account |
s/ K G03100PER 4510600 10 (A |
v K B03100PER  4510A00 12 BOT \‘Quantity: Number of units requisitioned
rReq. Total: Total amount of Requisition
Reg. Total iR Total T2 103l | +GR Total: Total amount of the
Price Extended ' Requisitions Goods Receipt
= k/lt%ﬂfﬁ/ | | f
< Invoice Total: Total amount o
1,270.22 1,110 1,211 T :
{15 . " 0 Requisition that has been Invoiced
6.18 1.0 i <11 | Price: Cost of each unit
62.3 9.4 U3 A ‘ o
1905 W 0 0 05 3 0 ~Extended: Total amount of line item
11.88 166.20 16f.13 168. ™~ Gds Rect: Total amount entered on line
2.6 326.90 6.0 326.92 item of Goods Receipt
.25 99.00 0.3 .35
\\Invoiced: Total amount of line item that

has been Invoiced

Created by Polk County Schools
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Requisition / Purchase Order Summary Report

Step

Screen Displayed

Procedures

{Eguisition  Uate Fur. Urder Uate

Jel Ttem Description

10263680 «-02/2000 4500248973 11/07/2008 b

To display the Requisition

10 DISKETTE FLOPPY FORMATTED,WINDOWS 3-T7%
20 Tape Magic Mending 3/4" X 1296" X 1" Cc
30 Toner Konica 3340
¥ 40 Paper Copier 8-1/2" X 11" 20# White 10
¥ B0 Towel General Custodian Single Fold 9-:
G0 Tizsue Toilet One Ply Bleached 96 Roll:
70 Vomitus Powder Absorbent,15 oz. bottle

Purchaserequisifon Edit Golo Envronment System  Help

g 200G CRE NN PR @

Display Purch. requisition 10265362

Document oveniew on ‘ 0% Rﬂ Persanal seting

SUPP Orderingfrom .. & 16265382

1] Header

5 @A /9(6/ve B3%e BlgeRelEn B (%0 St

St Mtem{A Material  |Shortted Quantity Unit|Val. price(z Total value| Matl group | Delivery date
100K (1000743 |Antiseptic Green Soap i 1EA | 128 1.29 |FirstAid eq.. 011972005 ¢
ﬂ 200K 1000742 |Bacfine, 5 oz Spray Bottle 1EA | 467 0.00 |First Aideq.. 0
300K 1000741 | Antiseptic Alcahol 70% s 2BA | 081 162 |First Aid eq
400K 1000739 |BasketWaste Plastic Rec.. 1EA | 181 181 Office supp.

4n

K
K
K
K

I I ]|

—s Double Click the Requisition
number

The Requisition screen will be displayed
giving the details for that Requisition

{eqursTtion  Uate Fur. Urder late

)el Item Description

10263686 (11/02/2005 4500248073 [O7/2008 b
10 DISKETTE FLOPPY FORMATTED,WINDOWS, 3-1/%
20 Tape Magic Mending 3/4" X 1286" X 1" (X
30 Toner Konica 3340

¥ 40 Paper Copier 8-1/2" X 11" 20# White 10

X A0 Towel General Custodian Single Fold 8-:
G0 Tissue Toilet One Ply Bleached 96 Roll:
70 Vomitus Powder Absorbent 15 o0z. bottle

—

@ | 20 H @@ S s B
Stock transport ord. 4500248973 Created by JOHN BRANTL
Documentoverviewon | [ %2 2 | ¢ Printpreview | Wessages &gl Personal I setting

ock transport or.. B 4500248973 Supplying plant 9420 9420-Purchasing/Schoolsi

A |l Waterial [Short text FO guantity |o... [C[Deliv.
K U 1000640 DISKETTE FLOPPY FOR. WUlBUX D11/
K Ju 1cesssz Tape Wagic Mending 3/4~ 6PKG [D [11/0!
i K U 1008665 Toner Konica 3340 4EA [pfit/e
[«JleIl_T
33 T e 8 = = v 5
=|item [ 11011000840 , DISKETTE FLOPPY FORMATTER |
Material data | Quantitiesiweights || Delivery schedule | Delivery | Conditions |
=N [ R I=Y = [ T E = M= T
Text™ MvT [Material Do... | Item|Posting Date [= Quantity|OUn| = Amount
GR_| 1015000383285 | 1|11/09/2008 | 10 |BOX| 0.00
Tr.jev. Goods receipt - 10 BOX = 0.00
Gl |641[4900808714|  1[11/08/2008 | 10 [BOX]
Tr.jev. Goods issue - 10 BOX
DMt | |g0085514 | 10[11/07/2005 | 10 [BOX]
Tr.jev. Delivery note - 10 BOX

To display the Purchase Order

——e Double Click a Purchase Order
number

The Purchase Order screen will be
displayed giving the details for that
Purchase Order.
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