Requisition / Purchase Order Summary

Step Screen Displayed Procedures
1 @ E S & From the SAP EaSV Access PCSB Menu
SAI;-.Ela;ylA;cséﬁoi( CAounty Public Schools SC reen
e —— o Click the Expand Icon to the left
TemEmNE of: PCSB Menu > Finance >
_ B FreD_Dishisy Buoat Trancie ew Socamens Finance Reports > Double Click
- ZAMMA_REQPO_SUM - Requisition /
. Purchase Order Summary
& ZAFMA_PCAYRTODATE - PCA Actuals Year to Date
@ ZAFIA_COSTCTRDTAIL - Substitute Budget Report for Schools . . .
o There are three alternative combinations of
- R Selection Options that set the display fields
for the Requisition / Purchase Order
. Summary report
34@ a0 REE 004 ol INFORMATION: PLEASE READ
Requisition / Purchase Order Report . . .
. p If you want to view information for
& ONLY one Fund
Selection Options
Sehool Location: pa3t [v]5how Deleted Line fems ° Enter the Fund intO bOth Fund
— = _— fields and continue with the
Requisition Date Range: to H f ” .
Purchase Requisition to 0 OWIng Steps
Fuase e L Examples: OPER to OPER
FLEX to FLEX
2 Frogam Edt Golo System Hel Enter only one of the following
[V 31 (B0@Q BERE ODOD Gl combinations
Requisition / Purchase Order Report 1. Requisition Date Range
G 2. Purchase Requisition
3. Purchase Order
Selection Options -
School Location 0e31 v] Show Deleted Line tems If you_do not _enter data Into any Of these
Fund I Selection Options and Press, enter or try to
Requiiion Dale Range N R execute the report this error window will
Purchase Requisition: to H
Purchase Order. 4500100080 o s0oioemfs) (o) —L\Ldls lay.

Imformation

@P SicasE enisT A IR GHe SENGHL

Program  Edit Hi
) 208 @@e SHE 000D B QR ~ @
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: 0031 [v! 8how Deleted Line fems WlndOW WI” dISpIaV'
Fund: aper o oper E ——
Requistion Date Range: to — _
Puthase Requ\smgnj 0 H o Flease select only one data optionl.;
Purchase Order. fo
v @
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Requisition / Purchase Order Summary

Enter the Ending Purchase

Step Screen Displayed Procedures

3 T IoEm g i In the Selection Options
@ pigcee it norn BEO8 | | Type your 4 digit location number
Requisition / Purchase Order Report in School Location
© | Click the show deleted line items
Selection Options bOX

:E:Z"““ﬂ“”” il - When you Click the Show Deleted Line

e ———— o Items box prior to executing the report

Putchase Requsiion o then you will also see the details of any

— - deleted line items when you display the

details of a Requisition.

o S G S et Choose one of the following Selection
G 308 6@l DUB ADOA e Criteria to use for the Report
Requisition / Purchase Order Report 1. Example of Requisition Date
@ Range
e To search using Requisition Date Range
School Location: pe3t ¥]Shaw Deleted Ling tems ; A
Fund . ——e Enter the Beginning search date
Requistion Date Range: 16/06/2005 (mm/dd/yyyy)

Eurc:ase ze;uisiﬂon ° PreSS Tab

s Enter the End search date
(mm/ddlyyyy)

4 Progam Edit Goto System Help 2. Example of Purchase Requisition
U WIHCER QRHE D00 QE _
Requisiion/ Purchase Order Report To search using Purchase Reguisition

Enter the Beginning Purchase

Y L

/ Requisition number
Selection Options e Press Tab
School Location: 31 Shaw Deleted Line fiems

/.

Fund

Requisition Date Range:

Purchase Requisition: 10263808
Purchase Order:

10265309]

=

Program  Edit Goto System Help

V] EDRNE RCeL L AN AR A RERNE Gl
Requisition / Purchase Order Report

@

Selection Options
School Location: Be31
Fund:
Requisition Date Range

Show Deleted Line g

Purchase Requisition
Purchase Order. 4500243900 to 4500248999

P
-

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

Step Screen Displayed Procedures
The Requisition / Purchase Order Report
S 082212008 Requisition / Purchase Order Suamary Report Summary screen displays these columns
- B/631 2668 0 08/61/2005 from left to right
Requisition Date  Pur. Order Date  Recipient  Vendor
192852 27 9T TG TR BOM RIS PRUCTS O FLIRIR TG Requisition: Document number of the
10215850 104/21/28 (0312034 K Brown OFFICERAX iQiti
10238581 u4.*14429m%m%@m requisition
AE3R0HT 1 04/22/2805 4530205104 BAJ2512005 K BT B-STORERTN ..
REBRRERT 6619412005 4530007160 DEIMRRAGE K Brow  SUFFS SITION —rDate: Date the Requisition was created
0240858 105/25/2005 4530225192 05/3112008 SIUPP-STORERION REQUISITT
10241273 105/27/2005 4500228192 05/31/2005 K Brown —TPur. Order: Purchase Order number for
TGEAAET|05/31/2805 4550229273 B7/0112085 A Lee .
BB 65/31/2605 4560208305 0710412085 A Lee the Requisition
02608081 05/31/2805 4530228443 0710112005 A Lee Sysco FoviGervicas of Central ~LDate: Date of ion to Purch
FRAUEIEET Ar R INARE IFARAAA IS AT IAA IAARS K 1 oo AURETY HARES A JronAns ~ a e: a e 0 Converslon O ur‘C aSe
Order
‘urchase Order Summgg;;';?gggg Page 1 \
ir ’ Req. Total GR Total Invoice Total \RECIpIent' Name Of the RECIplent
Ml T o — Vendor: Vendor name (including
STOREROOM REQUISITION 205.57 205.49 20548
STOREROOM REQUISITION 733.45 3.37 73337 Warehouse / Storeroom)
STOREROOM REQUISITION 13.00 13.0 13.0E
STOREROOM REQUISITION 7,825.41 7,438.30 7,438 738 - 1citi
STDRERDDM REE{UISITIDH 2,880.85 2;889.32 :889.32 T Req TOtaI TOta‘I amount Of ReqUISItlon
+ Food Services of Central Flor 500.00 0.00 B.8E p b
X #0011-GROVE PARK 500.00 508 .00 518.7¢ 1
:‘r’ READER CORPORATION 416 .56 416.48 41& entered On the GOOd Recelpt
RICIARD-S PRINT 5407 Godm 37 e | Invoi :
I SR 760 e Invoice Total: Total amount of the
BLICK COMPANY 336.31 336.31 279 48 ReqUISltlon that has been |nvo|ced
6 To see the line item details of a

Requisition / Purchase Order Report
&

p2/10/2008 Requisition

12/81/2005

fequisition Date Pur. UTUW

1026538 71312005 d/m nur/off Sl

10265383 12/13/2005 jim enright  SU

10265384 12/13/2005 4500249893 12/13/2005 jim enright CO
10265385 |12/13/2005 4500249895 12/16/2005 BT GA
10265386 12/13/2005 4500249896 12/16/2005 dm Sl
10265387 |12/13/2005 4500249894 12/15/2005 dm GA
10265397 01/06/2008 dn GA
10265398 91/06/2006 dm GA
B2/14/2008 Requisition |
Select
lequisition Date Pur. Order  Date Recipient
Jel Item Description Cost Assigm

10265382 12/13/2005 d/m nur/off Sl
10 Antiseptic Green Soap Tincture Pint BTL K G03110PER
+ 20 Bactine, 5 oz. Spray Bottle K 003110PER
30 Antiseptic Alcohol 70% Isopropyl Pint BT K G03110PER
40 Basket Waste Plastic Rectangle 23-1/2 0T K 0G31I0PER

Requisition

.—e Double Click a Requisition number

Note: Double Clicking the Requisition
number displays the details of all of the
line items on the requisition.

If you Clicked the Show Deleted Line

Items box prior to executing the report
then you will also see the details of any
deleted line items when you display the
details of a Requisition.

k) v Show Deleted Ling ftems

to
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Step

Screen Displayed

Procedures

02/23/2006

lequisition Date Pur. Order Date

Jel Item Description

The Requisition / Purchase Order
Report displays these columns

10263688 |11/02/2005 4500248873 11/07/2009
10 DISKETTE FLOPPY FORMATTED,WINDOWS, 3-1/
20 Tape Magic Mending 3/4" X 1296" X 1° (

Requisition: Document number of the
requisition

j 30 Toner Konica 3340
40 Paper Copier 8-1/2" X 11" 20# White 1C
X 50 Towel General Custodian Single Fold 9-
60 Tissue Toilet One P1y Bleached 96 Roll

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

70 Vomitus Powder Absorbent,15 oz. bottle

HBC1P1ENT Venaor
Cost Assignment / GL # Oty
K BROWN - Il

2" K 0031AQPER
Ar K G031AQPE
K B031APER

4510600
4510600
4510

1R K G031AOPER 4510060

31 K G03100PER 4510060 15 CAS

Is/ K G03100PER 4510060 10 CAS .

3 K A03100PER 4510060 12 BOT
Req. Total (R Total e Total

Item Number / Description: Description
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

W‘-Recipient: Name of the Recipient
6 PG T~-Vvendor: Vendor name (including Supp /

Storeroom)

~Cost Assignment / GL #: Assign Cat,

Cost Center, G/L account
~Quantity: Number of units requisitioned

~Req. Total: Total amount of Requisition

LT GR Total: Total amount of the

Requisitions Goods Receipt

Invoice Total: Total amount of

Price Extended '

. t/mmj/

1R 10 11,78
115 W
£ 13 .08 0 .
0y M M
06 BH Wy 30 56
M 168 1660 166
R R WY 5.0
325 .09 9.3 0 %™

Requisition that has been Invoiced

| Price: Cost of each unit

~_Extended: Total amount of line item

™~.Gds Rect: Total amount entered on line

item of Goods Receipt

Invoiced: Total amount of line item that
has been Invoiced
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Step

Screen Displayed

Procedures

{equisition  Uate Fur. urder Late

Jel Item Description

10263656 { 00248373 11/07/2005 b
10 DISKETTE FLOPPY FORMATTED,WINDOW:,3-T7:

20 Tape Magic Mending 3/4" X 1286" X 1" (X
30 Toner Konica 3340
¥ 4@ Paper Copier 8-1/2" X 11" 20# White 10
¥ A0 Towel General Custodian Single Fold 9-:
G0 Tissue Toilet One P1y Bleached 96 Roll:
70 Vomitus Powder Absorbent 15 oz. bottle

To display the Requisition

——» Double Click the Requisition
number

¢ 2AHGe8 SARIDOLDIER Q®
@_\E\ Display Purch. requisition 10265362

Documentoveniewon | [ % & | Persanal seting

@SUPPOrdeHngﬂom ¥ 10265382
] Header
H ) &% ][V e 0] 00 meleR] B B[]0 Exme]

QQ‘ST_\te_rri_Mateﬂa\ Shorttedt Quantty|Unit Val. price £ Total value latl group | Delivery date
] Antiseptic Green Soap . 1EA | 129 129 FirstAid eq... 0119/2008

=

| 0K 1000743

! ﬂ 20K 1000742 |Bacfine, 5 0z Spray Botlle 1EA | 467 (.00 FirstAideq... 0119/2008
| 0K 1000741 | Antiseptic Acohol 70% s... 2EA | 081 162 FirstAid eq.. 01/19/2005
| 1000739 |Basket Waste Plasfic Rec. 1EA | 181\ 18 \Omce supp... 011912005
| ' 41

| Twk

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

{eqursTtion Uate Fur. urder Late

Jel Ttem Description

10263686 |11/02/2005 4500248073 [A7/2005
10 DISKETTE FLOPPY FORMATTED WINDOWS, 3-1/%
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

¥ 60 Towel General Custodian Single Fold 9-:
G0 Tiszsue Toilet One Ply Bleached 86 Roll:
70 Vomitus Powder Absorbent,15 oz. bottle

To display the Purchase Order

I

e Double Click a Purchase Order
number

@ | 2laH @@ CHE aoon BE
Stock transport ord. 4500248973 Created by JOHN BRANTL
Documen t overview on | /D1 g7 | @&/ | ¢ Printpreview | WMessages Personal I setting

or. @ 4500248973  Supplying plant 9420 9420-Purchasing/Schoolsi..

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

Iaterial Short text FO quantity o... |clpeliv.
1000640 DISKETTE FLOFPPY FOR 18|BOX D [11/8!
1008547 [Tape Magic Mending 3/4™ GPKG D [11/6!
1000665 [Toner Konica 3340 4ea pf1170!
I
T2 [ e P Y 5
=|item 1 [10]11000640 . DISKETTE FLOPPY FORMATTER | || w]
Material data | Quantiiesfweights | Deliveryschedule | Delivery | Conditions |

ElIRNEIEERIEEREEE BRI ER

Text™ MvT |Material Do...| Item|Posting Date [= Quantity| OUn[s Amount

GR_|101 |5000383285 | 1[11/09/2005 | 10 [BOX| 0.00

Tr.jev. Goods receipt - 10 BOX = 0.00

Gl 6414900808714 | 1[11/00/2005 | 10 [BOX]

Tr.jev. Goods issue - 10 BOX

Dint | |goosss1a | 10[11/07/2008 | 10 [BOX]

Tr.lev. Delivery note - 10 BOX
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