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Introduction

This guide is designed for those who have been designated as Requesters for PeopleSoft
Financial Management Solutions (FMS). The Requester Role authorizes you to access FMS
to perform the following functions:

Enter and track purchase requisitions

Access your worklist to process special category, recycled, or denied requisitions
Enter and track purchase order receipts

Track vouchers and vendor payments (including those for Check Requests)
View your DCC or Project/Grant budget

Enter and track journal entries

Enter and track budget transfers

View and confirm vendors for entry in Check Request Form

View and confirm chartfield values (including those needed for Check Requests)

VVV VYV YVYVY

Y

Guide Organization and Use

This guide is used both for training and as a production reference tool. It is divided in two
primary sections. The first section of the manual includes in depth discussion with ample
screen captures on understanding the primary FMS Requester documents: Requisitions,
PO Receipts, Journal Entries, and Budget Transfers. This section also discusses when and
how to track these documents in the system. Additionally, the use of FMS to complete
check requests is also covered. The last section of the manual includes quick, step-by-
step, procedures for entering these documents.

If you are new to FMS and are unfamiliar with using FMS to purchase goods and services
and are not familiar with BGSU’s business processes on purchasing, we suggest you read
the entire guide.

If you are up-to-date with our purchasing business processes and you just need a guide to
help you enter these documents, we suggest you refer to the back of the guide. If you
need to, you can always refer to the in depth section on Requisitions, PO Receipts, Budget
Transfers, Journal Entries, etc.
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Companion Documents
This manual should be used in conjunction with the following documents
» Budget and Journal Transfer Forms (Academic Departments Only)

http://www.bgsu.edu/offices/provost/budgeting/index.html

» Check Request Instructions
http://www.bgsu.edu/downloads/finance/file60314.pdf

» Check Request (form)

http://bgsu.edu/downloads/finance/file35613.pdf

» FMS Security Request Form

http://bgsu.edu/downloads/finance/file35613.pdf

» FMS Item Category Codes

http://www.bgsu.edu/offices/business/fms/page34858.html

» OnBase Web Client Document Toolbar (for viewing and printing scanned vendor
invoices)

http://www.bgsu.edu/downloads/cio/file52031.pdf

> University Policy on Purchasing, Sales and Disposal of University Property and
Inventory Control

http://www.bgsu.edu/downloads/finance/file57480.pdf

> Vendor Data/Registration Forms

http://www.bgsu.edu/offices/purchasing/page49621.html
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Helpful Web Sites

You may also visit the following Websites for additional FMS information:

Academic Affairs Budget Office

> http://www.bgsu.edu/offices/provost/budgeting/index.html

Business Operations Office

> http://www.bgsu.edu/offices/business/index.html

Controller’s Office

> http://www.bgsu.edu/offices/controller/index.html

Grants Accounting (Restricted Fund Accounting)

> http://www.bgsu.edu/offices/controller/page52362.html

Office of Budgeting and Resource Planning

> http://www.bgsu.edu/offices/budget/index.html

Purchasing Department

> http://www.bgsu.edu/offices/purchasing/index.html
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Helpful Phone Numbers

Accounts Payable Staff

Linda Leimgruber Travel and Entertainment, Conference Registration, Airfare 2-2315

Karen Dauterman Payment Orders, SC Orders (Vendors A-K), Departmental 2-2314
Purchase Orders

Teri Gentry Payment Orders, SC orders (Vendors L-Z), Statements,
Report Distribution

Connie Cadwallader Verify and mail Accounts Payable checks, Internal charges

Purchasing Card Administration

Teresa Coss Purchasing Card Administrator

FMS Support Staff

Trish Jenkins - Functional Lead/GL

Maureen Ireland Functional Lead/AP and PO
Cheryl Harouff Vendor Consultant

Chasity L McCartney Functional Lead Post-Award Grants/AR

Tom Kornacki Functional Lead Pre-Award Grants 2-2481
Linda Larkin FMS Applications Developer 2-4980
Bob Kupetz MS Applications Developer 2-4967

Terry Brentlinger MS Developer 2-2911S

David Hayes FMS Security 2-9656
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Signing in to PeopleSoft FMS Application

Use the following steps to sign in to PeopleSoft FMS Application

1. Open a web browser, for example, Internet Explorer.

2. Highlight the bgsu.edu address in the Address text box and press the Delete key.

/= BGSU = Academics = University Home Page - Windows Internet Explorer I [
L=
File Edit WView Favorites Tools Help Links . Report a University-Owned Computer Problem g | Customize Links ? S snaglt E '
* *‘3’3? .BGSU :: Academics :: University Home Page fi} - D T l-_f“-Page - i:{_‘;:' Tools - >

ACADEMICS ADMISSIONS THE ARTS ATHLETICS LIBRARIES OFFICES

3. Type the following : fms
4. Press the Enter key.

» The FMS Sign In page is displayed.
5. Enter your BGSU Username and Password.

Sign In

6. Click the button.

FMS Sign-IN Page
 ———————————————

BEG@100 FMS

[BG@1I]I] FMS SIGN-IN]

Username: |LBEEMAN
Password:l
Sign In |

For assistance, please contact the Technology Support Center at 419-372-0999 or email tsc@bgnet.bgsu.edu
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Understanding the Maintain Requisition Component

Introduction

There are two methods to enter a purchase requisition. The first method is to enter data
on the three primary pages: Requisition, Schedule, and Distribution. The second
method is to enter data using the Requisition Default page and the Requisition page.

This guide provides detailed instructions for the first method. We suggest you follow this
method until you become more familiar with the Maintain Requisition component.
Instructions are provided for using the Requisition Default page as well. You may try that
as you gain experience with using FMS.

Navigation

To navigate to the Maintain Requisition component follow the navigation path below.
Just click on each heading to move from one menu to the next.

Navigation: From the Menu Pagelet, select Purchasing > Requisitions >
Add/Update Requisition

Search:

®

> BGSU Menu
[> Supplier Contracts
> Vendors
< Purchasing -
v Requisitions
[> Reconcile Requisitions
[> Review Requisition
Information
> Reports /
J ate Requisitions
\pprove Amounts
— Approve ChartFields
— Budget Check
— Approval Workflow
[> Request for Quotes
[> Purchase Orders
[> Receipts
> eProcurement

Click Purchasing

| Click Requisitions

Click Add/Update Requisitions
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At the Requisitions page, click the yellow Add button

FMS Requester User Guide

Requisitions

/ Find an Existing Value " Add a New Value |

Business Unit:IEIGSUI\Q
Requisition 1D: INEXT

Add

Find an Existing Value | Add a New Value

The framework of a requisition includes the following pages

Requisition
Schedule
Distribution

enter a requisition)

The Requisition Page

The Requisition page contains general information about the

Requisition Defaults (only used if you are using the Requisition Default method to

requisition. The top part of

the page includes identifying information as shown in the following screen capture.

Maintain Requisitions Allows you to

f Pending Approvalis initial

copy from
another
requisition

Requisition

Default Value for
All Requisitions
BGSUN

Business Unit: Status:

Requisition ID:  NEXT When saved Copy From Budget Status:
NEXTchanges to
numerical ID ™ Hold From Further Pro
o
*Requester: |RECIO1 Q

Add Comments
Requisition Activities

Requester Info

*Requisition Date: IU‘”‘?”‘?[]Ug X

Origin: IONL Q online Entry
*Currency Code: |USD Dollar

Total Amount:

Accounting Date: I[MJ21.|'2[JDQ [#1]

staus. When approved by

final approver, status

changes to Approved.
Pending

Mot Chicd Iiﬁ‘(Elich: to Budget check_]

Cessing

After saving requisition, click
to stop further processing
{(approvals, PO creation)

0.00 UsSD
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The remainder of the page consists of the Header and Line sections.

Header—The Header contains information about the Reguester, Requisition Date, and
Origin of the requisition. The required fields are marked with an asterisk.

Note: We do not use the Add Items From section.

Maintain Requisitions
Requisition
q Click if you use Defaults
Business Unitt  BGSUN Status: Pending :Zamggut: enter a
Requisition ID:  MNEXT Copy From Budget Status: Mot Chicd ﬂa
Requester and Origin ™ Hold From Further Processing
= values based on
*Requester: IREQM QN Security settings Requisition Defaults Click to add comments for
Add Comments Vendor and Purchsin
. _— I Reguester Info ade LIEEs g
Requisition Date: |04/21/2009 5] Requisition Activities department personnel
Origin: IONL Q Online Entry
— Click to document all
*Currency Code: |USD Dollac actions taken on
Total Amount: A JsD
AccountingDate:lE"”m"EDUQ E‘J-{DD not change ] requisition

NOTE: The following screen captures show requisition lines that have been customized.
The lines may not look exactly like your lines.

Line Details—The Line Details tab contains information about the item(s) being
requested. This is where you will enter a detailed Description of the product or service, the
Quantity, the Unit of Measure, the Category code, and the Price. You will also indicate
whether you are requesting to purchase goods or a service.

Customize | Find | View All | B First 4] 4 or1 [ Last

Y Wendor Information
- — = = Physical Zero Price
Line IQ__t[uamJ I |M| |_Pnce| Amoun Nature Indicator Status Status
1R = & Jooono [ Qf o [Goods v[ Pending @Eﬂ [ Pending (] [=]

If the vendor is giving you “free goods” with this order, put those items on a separate line
and check the box Zero Price Indicator (see above screen capture).

You may also add comments specific to the product/service listed in this line by clicking ¢~

(=]
.To add additional requisition lines, click the plus sign To delete lines, click the

minus sign.

SU
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Line Vendor Information—The Line Vendor Information tab contains information about
the Vendor’s Name and the vendor Location.

Vendor Information

Line Description Vendor Vendor Name Location

18 | = Q | Q

Having completed the required information on the first page, the Requisition page, you
are ready to move on to the second page, the Schedule page. To access the Schedule
page, click the Details tab.

The Schedule Page

The Schedule page contains information related to the delivery of the |_g_cgods or services.

To access the Schedule page, click the red and white Schedule icon.
screen capture.

=3, See following

Customize | Find | View All | 88 First 4] 1 or1 [¥] Last
Details Y \endor Information

Physical Zero Price

ine Description Quantity *UOM Category Price Amount Nature Indicator Status Status
1R | =& fooone [ Q fo |oods -] T Pending = EDPencnng =

Schedule Details—The Schedule Details tab contains information about the Shjp 7o
location (where you want the goods to be shipped or the service to be performed) and the
Due Date (when you want the goods to be shipped or the service to be performed).

Maintain Requisitions

Schedule
] Business Unit: BGSUN Requisition Date: 04/21/2009
Requisition 1D: MEXT Status: FPending

Return to Iain Page

Find | view Al First [1] 1 or 1 [] Last

1 Item: Description Quantity: 0.0000 Each  Amount: 0.00UsD
Customize | Find | View All | B First ] 1 o1 [M] Last
Details
Sched I"Shig To I Quantity Price Amount Due Date Status
1 B [e1040 @ = o000 |o.00000 0.00| Exl B2 Active =

Add Ship To Comments
B save | [=] Notify | ; Refresh | [Ek Add | Update/Display

This page also allows you to enter a one-time ship to address. Note the envelope icon.
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Having completed the required information on the second page, the Schedule page, you
are ready to move on to the third and final page, the Distribution page.

The Distribution Page

The Distribution page lists the DCC or Project/Grant that will be charged the expense for
the goods or services requested. In some cases, a DCC may share the cost of a purchase
with another DCC or a Project/Grant. To access the Distribution page, click the black and

1
white Distribution icon. 5. See screen capture below.

Customize | Find | View All | 88 First [*] 4 or1 [/ Last

Details
Sched ~Ship To Quantity  Price Amount Due Date Status
1 B [p1040 @ [o-0000 [0.00000 0.00] B |Gl |ace =

Distribution Chartfields—The Distribution Chartfields tab contains information on the
expense Account code to be charged, the Fund code to be charged, and the DCC code to
be charged. If the requisition is for a project or a grant, you will use either the SpeedChart
lookup (magnifying glass) or the Multi SpeedCharts link to select the correct Fund, PC
Business Unit, and Activity for the project or grant code.

Maintain Requisitions

Distribution

Requisition ID: NEXT Item: Description

Line: 1 Status: Active

Schedule: 1

Ship To: Quantity: 0.0000 EA
*Distribute by: Quantity i Open Quantity: 0.0000
“Liquidate by: Amount hd Amount: 0.00 USD
SpeedChart: (<, Multi-SpeedCharts

Customize | Find | View Al | 8l First [1] 4 or1 [ Last
Chartfields | Details. i Asset Information

=¥
i i : Revenue|PC Bus - -
Distrib Status |Percent | Quantity Amount GL Unit Account | | Fund DCC Program Class Unit ProjectiGrant |Activi Fund Affil
1 Open | | 0.0000 0.00 [BESUN QL a | aQ Q. Q, | Q | Q| Q| Q | q

OK | Cancel | REireshI

If you are splitting a purchase with another DCC or Project/Grant, you will add a
Distribution line and enter the Percent of the cost that each party will pay.
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Having completed the Requisition page, the Schedule page, and the Distribution
page, you may then save the requisition and then perform a budget check. To save the
Requisition, you will click the OK button from the Distribution page and then click the
Return to Main Page link at the Schedule page.

Maintain Requisitions

Schedule

Business Unit: BGSUN Requisition Date:

Requisifion [D); MEXT Status:

1 ltem: Description
Details =¥

Please note that you may save the requisition throughout its completion; you just need to
make sure that all required fields on a given page have been entered.

The Requisition Defaults Page

The Requisition Defaults page is only used if you are using the Requisition Defaults
method to enter a requisition. In this method, you will enter the vendor information, the
shipping information, and the distribution information using this single page. You will then
complete the information required on the first page, the Requisition page. To access the
Requisition Defaults page, click the Requisition Defaults link.

Maintain Requisitions

Requisition

Business Unit:  BGSLUN Status: FPending
Requisition ID:  MNEXT Copy From Budget Status: Mat Chi'd ﬂa

I Hold From Further Processing
&

*Requester: IREQ':I1 Q Requisition Defaults
. - | Requester Info e ]
Requisition Date: [042112009 [ Requisition Activities
Origin: IONL Q Online Entry

*Currency Code: |USD Dollar

Total Amount: 0.00 UsD

Accounting Date: |04J21;2009 [#]

-11 -
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The Requisition Defaults page consists of the following sections:

Default Options: The Override button should be checked.

Header: Used to select Vendor, Category Code, Unit of Measure, and Vendor Location
etc.

Item Defaults: Used to change Ship 7o location, add Due Date, if needed, and change
Distribute By. Distribute By must be changed to Amount for Blanket Requisitions/POs. If
this is not done, your requisition will not be processed properly.

Amount Summary: Provides Access to a SpeedChart that you will use to enter codes for
projects or grants.

Distributions: Used to select expense Account, Fund, DCC, or Project/Grant codes to
which this purchase should be charged.

- SU Home Worklist Add to Faverites Sign out

(=13

Requisition Defaults

Business Unit:  BGSUN Requisition Date:  04/21/2009

Requisition ID: MEXT Status: Pending

* Default Ifyou select this option, the default values entered on this page are treated as part of the defaulting logic and are only

applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used.

If you select this option, all default values entered on this page override the defaultvalues found in the default
hierarchy

Buyer: Q. Unit of Measure: I s}
Vendor: Q Location: I Q
Q Vendor Lookup

51040 Q BG@100 Project Office [Quany ]
Due Date: [5] *Liquidate by: I Quantity -I

Ultimate Use Code: Q Modify Shipping Address

Customize | Find | View All | 8 First [4] 1 or1 [ Last

Dist  Percent GL Unit %mf“ Project/Grant Fund Affil BudgetDate Location 1M Unit
,

| [Besur | Q Q al al a] a | a | Q a [oarz1i2008 [ [61040 a | o B =
oK I Cancel | Rafrashl
|

-12 -
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Having completed the Requisition Defaults page, you will click the OK button to return
to the Requisition page and complete the information required for that page
(Description, Price, etc). After that, you will click Refresh, Save, and click the Budget
Check icon.

Processing Buttons and Hyperlinks

Finally, there are processing buttons at the bottom of the Maintain Requisition
component pages and hyperlinks at the top of the pages.

Customize | Find | View All | B First [4] 4 or1 [ Last
Details Vendor Informaticn
. - . . Physical Zero Price
ine Description Quantity *UOM Category Price Amount Nature Indicator Status Status
16 = & Jooooo [ afo [Gooas <] I Pending (> 03 [ pending =] [=]
View Printable Version *Go to: |...r-a10re... j
Bl save | [=] Notify | ;) Refresh [Ek Add | Update/Display

View Printable Version; Click hyperlink to view and print a printable version of the
requisition.

i

& Save Click to save the requisition. May click as often as desired
provided you have the required fields entered for that page.

i

[ Notify Click to access internal email. DO NOT USE for Requisitions.
This is not necessary.

i Click to update the page with new information entered.

L

EvAdd Click to return to the Add a New Value tab, where you
may add a new requisition.

A Upoateiispia | Click to return to the Find and Existing Value tab, where
you may search for an existing requisition.
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Other Links—In the upper right corner of the page there are a number of other links.

New Window | Help | Customize Page | n[:% Home | _AddtoFavorites | _Sign out

New Window enables you to open a new window in FMS and perform another task. By
opening a new window you can perform more than one task at the same time.

Help accesses PeopleSoft FMS help pages.

Customize Page enables you to make changes to some of the page settings such as the
order of where the mouse pointer moves when the tab key is pressed.

http copies the URL of the current page to the clipboard.

Add to Favorites enables you to mark a page you use frequently so that you can open
that particular page quickly and easily.

Sign out signs you out of the system. Clicking Sign out is the proper way to end your FMS
session.
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Procedures for Entering a Requisition

e You need only enter a requisition under the following circumstances; otherwise, you
should use your purchasing card. If the use of the purchasing card is impossible or
impractical, you may submit a check request.

o The purchase is for goods that total more than $3500
o The purchase is for special category items (computers, audio/visual
equipment, etc; see entire list below)

e Each requisition should only include all special category items or all non-special item
categories, but not both, unless the items are related and from the same vendor,
for example, a computer and a mouse and mouse pad. If both special category and
non-special category items are included on the same requisition, the non-special
items will be held up until the approval goes through for the special category items.

o Special Categories. computers, computer printers, software, lasers, lab
alcohol, radioactive isotopes, and audio/visual equipment.

o Non-Special Categories: everything else.

e Each requisition should only be for a single vendor. One requisition can include
multiple lines for a single vendor, but it should not include more than one vendor.

e Each requisition should include either all items being charged to a Department Cost
Center (DCC) or all items being charged to Project/Grant. Do not combine DCC
items with Project/Grant items on the same requisition unless the DCC and the
Project/Grant are sharing the cost of this purchase.

e You must enter the exact price of each item minus sales tax. As a state institution,
we do not pay sales tax. You do not need to include shipping charges; this is
handled by the purchasing department who will note this on the purchase order
itself.

e As a rule of thumb, always add comments to a requisition to help the Purchasing
Department or the approvers better understand what is included on the requisition.
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e Do not use the navigation buttons from your Web browser to navigate to previous
pages. Using the Web browser’s navigation buttons, such as a forward or backward
arrow key, may cause you to lose data. Instead use the Main Menu Pagelet or links

OK

such as Return to Main Page, or buttons such as . There will always be a
way to navigate directly from the FMS page. The button needed for navigation may
be scrolled off the page.

e FMS ensures there is a system of checks and balances. The person who enters the
requisition into the system, the Reqguester, cannot be the same person who
approves the requisition, the Approver. When a requisition is electronically routed
to an Approver (a Budget Administrator, for example) that person can take one of
three actions:

o Approve the requisition.

o Recycle the requisition, which means the Approver wants a change made
to the requisition. For example, the Approver may want the order placed
with a Vendor other than the one entered on the requisition. When a
requisition is recycled, the following occurs:

The requisition approval page is routed to the Requester’s Worklist.
The Requester receives an email indicating the changes to be made.
The Requester accesses the requisition and makes the changes,
The Requester accesses his/her Worklist and the approval page for
that requisition and changes the approval action from recycle to
approve.

N

o Deny the requisition, which means the requisition is cancelled.
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Customizing Your Requisition Lines

Requisition Line Customization

We have been experiencing problems with the Item field in the Line (Details) section on
the Requisition page (see below).

You should customize your Requisition Lines and hide the Item field. Follow these
instructions.

1. Click the Customize link from the lines section.

First [+] 1.0f 1 ] Last

Customiz | Find | view All | B
Details Ship To/Due Date Status Vender Informaticn ltem Informaticn Attributes Contract I Sourcing Centrolz

Line ltem Description Quantity *UOM Category Price Amount Status

1R | Q| =1 &, [o.0000 Q| afo Pending CHEERE
View Printable Version *Go to: |...r-a10re... j
B save | [=] Notify | %) Refresh | S Add | Update.n’DispIay|

2. From the Personalize Column and Sort Order page, you may use the Hidden
checkbox and the Up Arrow and Down Arrow buttons to customize this page.

SU

Tab Details (frozen) (&)
Line (frozen) =
(column 3] (frozen)
Itern (frozen)
Description (frozen) I™ Hidden
{column 6}

CQuantity

oM

Category

Price

Amount

Status

(column 22)

{column 25)

(column 26)

Tab Ship To/Due Date
Due Date

Ship To

Price

™ Frozen
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3. First, hide the Item field.

a. Click Item so that it is highlighted in tan
b. Click the Hidden checkbox

Tab Details (frozen)
Line (frozen)

acnlumn 3! Efmzeni

Description (frozen) W Hidden
(column 6) W Frozen
Cuantity

*LIOM

c. Click Tab Item Information
d. Click the Hidden checkbox

Column Order

Tab Details (frozen)

Line (frozen)

(column 3) (frozen)

ltem (hidden)

Description (frozen) ¥ Hidden
(column &) ™ Frozen
CQuantity

*LJOM

Category

Price

Amount

Status

(column 22)

(column 25)

(column 26)

Tab Ship To/Due Date

Due Date

Ship To

Price

(column 31)

Tab Status

Status

Tab Wendor Information
Wendar

Wendor Name

Location

Tab Item Information (hidden

BOWLING GREEN STATE UNIVERSITY

April 2009
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e. Scroll down the page and click the Preview button. Note that the
Item field and Item Tab Item Information are not displayed.

oK Cancel Preview |

Copy Setftings

Customize | Find | View All | Bl

First =) 10f1 %] Las

Details Y GShipToMueDate |  Status | Vendorinformation |  Affributes | Contract Sourcing Controls
Line Description Quantity UOM Category Price Amount Status
1Ry £, 0.0000 0 Pending O[S

4. Next, you will move two fields up in the order as follows so that you can see them

on the page.

a. Click Physical Nature

Tab ltem Information (hidden)
UPH ID

RFQ Required

Stockless ltem

Device Tracking

Vendor ltem 1D

Vendor's Catalog
Manufacturer IO

Manufacturer's ltem 1D

Tab Attributes
(column 52)

Buyer

MName

Zero Price Indicator
Inspection Required

b. Click the Up Arrow to move up Physical Nature
c. You want Physical Nature to appear after Amount

=2 b

™ Hidden

™ Frozen

=GSU

BOWLING GREEN STATE UNIVERSITY

Purchasing Department/Office of Human Resources
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4. (Continued)

d. Click Zero Price Indicator
e. Click the Up Arrow to move Zero Price Indicator after Physical

Nature.

Buyer

Mame

d
Inspection Required

Inspect |D

Tab Contract

Category

Price

Armount

Physical Mature
Zero Price Indicator

5. Click the OK button to save your settings.

I OK i! Cancel | Preview |CopySeﬂings

Customize | Find | View Al | Bl

Details Y Ship To/Due Date Status Y/ Vendor Information '  Aftributes |y Contract Y Sourcing Controls
. _— . - Physical Zero Price
Line Description Quantity UOM Category Price Amount Nature Indicator Status
1B £, 0.0000 0 Goods - Pending (@RI

6. If you want, you can use the same procedures discussed to further customize
your Requisition Lines. Do not customize lines on the Schedule, Distribution, or

Requisition Default pages.

220 -
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Checking Requisition Approval Status

After entering a requisition, you should check the Monitor Requisition Worklist to
check the requisition approval status as it proceeds through workflow. Depending upon if
the requisition is for a DCC or Project/Grant and/or the dollar amount of the requested
purchase, the workflow approval will vary as follows:

For DCC

> Under 10,000—Budget Administrator

» Under 50,00—Plus Senior Administrator approval

> Under 100,000—Plus Vice President approval

» Over 100,000—Plus VP of Finance and Administration or President approval

For Project/Grant

» Under 10,000—Principal Investigator for the Grant, Grants Accounting, and Budget
Administrator

» Over 10,000—Requistion will be routed for same amount approvals applicable to
DCCs( see above)

Special Category items such as computers will be routed from the requester to the special
category approver before proceeding through DCC or Project/Grant approvals.

Navigation

From the Menu Pagelet, select BGSU Menu>Workflow>Monitor Requisition
Worklist.

Merw B
5 1. Select BGSU Menu
-
| wyraores 2. Select Workflow
A 3. Select Monitor Requisition Worklist
4. Enter Search Criteria
E;eoet ) You may search by Req ID, Requester
upplier Contracts .
P Username and include a Date Range
b Projoct Costng 5. Click the Search Button
b Cornmiment Coirl 6. Review Requisition details displayed
[ General Ledger
[ Set Up Financials/Supply
Chain
e The sections that follow explain the fields and buttons
[ libictonay displayed

SU e
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The following explains the various options you may use to search for requisitions.

SU

{ Search Worklist

=«

| Req ID:

Requester: [JGETANG

From Date: I El
To Date: I [

Search Clear Search

Records matching =13

D Requisition

Requisition |l Status Date

10000023659 Pending

2 0000023669 Pending

0317/2009

0319/2009

Customize | Find | View All | 38
Worklist
Instance
Status

Instance Worked

Work List Name Date/Time

Requester Originator  Approver

D D

03/18/09
12:31:26FM
Approve ChartFields 03/19/09
Worklist 12:01:12PM

............. P Aauann

Approve CharFields

Worklist JESTUIE

BGSCHED LEONTIS  Available 8778

JGETANG BGSCHED MOGAWA  Available &780

Field/Button Function

Req ID: Type Req ID or use Lookup to select ID

Requester: Type Requester Username in upper case or use Lookup to select
Username

From Date Type From Date for date range search using mmddyyy format or click
calendar icon to select From Date

To Date: Type To Date for date range search using mmddyyy format or click
calendar icon to select To Date

Search After entering search criteria, click the Search button to display

matching records

Clear Search

To delete displayed search criteria, click Clear Search

Records
matching

Indicates number of worklist records that match search criteria

BOWLING GREEN STATE UNIVERSITY
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Worklist Section

The following explains the fields found within in this section.

Requisition ID: System ID assigned to requisition upon saving.

eq n

10000023659 Pending  03/17/2009
2 0000023669 Pending
3 0000023489 Approved

4 0000023489 Approved

Customize | Find | View 10| i First [4] 113 of 13 [¥] Last
Worklist Instance

Instance Worked

Date Work List Name Requester  Originator Approver Instance oo tPREE Ty gilable Instance Transaction

Status Date/Time DateTime D D
;:‘,\f'u“rﬁl";c“am:'e'ds JGETANG  BGSCHED LEONTIS Available Sggiggpm 8778 8778
03M9/2009 x’u"rﬁl";c“am:'e'“s JGETANG ~ BGSCHED MOGAWA  Available ngafﬁgpm 8780 8780
021112009 x’o"rﬁl";c"am:ie'“s JGETANG  BGSCHED TCOBB  Worked 2_2:;_12‘3;“‘ 8672 8672
02712009  APPIOVE CRAMFIEIdS  1orpanc  BGSCHED LORFIR  Worked 0211108 02/11i09 8673 8672

Waorklist 4:05:50.000000PM  3:46:24PM

Worklist Name: Name designating type of Worklist:

Approve Chartfields Worklist: Indicates requisition includes charges to a Project or
Grant

Req Approval Worklist: Indicates requisition includes charges to a DCC

Recycle Chartfields Worklist: Indicates requisition for a Project or Grant requires or
includes changes

Recycle Req Worklist: Indicates requisition for a DCC requires or includes changes
Deny Chartfields Worklist: Indicates requisition for a Project or Grant will be or has
been denied; cancels requisition.

Deny Req Worklist: Indicates requisition for a DCC will be or has been denied;
cancels requisition.

Approver. Indicates the username of the FMS user who will or has already selected an
approval action for a requisition: approve, recycle, or deny.

SU

Worklist Instance Status. Indicates one of four statuses:

Available: Indicates requisition approval page is in Approver’s worklist; no approval
action has been selected.
Selected: Indicates requisition approval page is being reviewed by approver; no
approval action has been selected.
Worked: Indicates requisition approval page is no longer in this approver’s worklist;
an approval action has been selected.
Cancelled: Indicates an approver selected the Approval action deny; requisition has
been cancelled.
Instance Available/Date Time: Indicates the date and time the requisition
approval page appeared in the approver (s) worklist. If no action is taken on
a requisition approval page within 2 days, the approver receives an email
message request to access worklist.

-23-
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Entering Purchase Order Receipts

Once you have entered a requisition and it has been approved by all required approvers,
your requisition will be sourced to a Purchase Order and dispatched (sent via email, fax
server, etc) to the Vendor. You will receive an email noting this, as well as the PO number.

Date: Fri, 16 Mar 2007 15:49:22 -0400 (EDT)

From: psoft-admin@bgsu.edu

To: krahrig@bgnet.bgsu.edu

Subject: Your requisition has been sourced to a Purchase Order.

Content-type: text/plain;

Requisition number 0000001755 has been sourced to PO number
0000101464 . The delivery date is 2007-03-16

The Vendor will send the invoice to Central Scanning and will ship the goods or perform
the service. Once you have received the goods or had the service performed, you must
enter a purchase order receipt. This is a required document. BGSU will not pay the vendor
until the receipt of the goods or services has been acknowledged. The creation of the
receipt is the last step in the requisition/purchase order process and is also the easiest
step to perform.

The FMS PO Receipt will permit you to process the following types of receipts:

» Complete Receipts (meaning that all items listed on the purchase order were
shipped to you)

> Partial Receipts (meaning that only some of the items listed on the purchase order
were shipped to you).

> Dollar-Based Receipts (from Blanket Requisitions/Purchase Orders; in this case you
are receiving a certain dollar amount, based on the purchase that you made with
the vendor listed on the Blanket Requisition/Purchase Order).

Be certain to stay on top of the receiving function. This step is often overlooked or “put on
the back burner.” Keep in mind that vendors cannot be paid until FMS finds a purchase
order, a purchase order receipt, and a voucher for each transaction. If any of these items
are missing when the matching process runs, a match error will occur.

If the match error is due to a missing purchase order receipt, you will receive an Email
with a request to create a purchase order receipt. You will continue to receive an Email
until the receipt has been entered and the receipt status is Received.

SU o
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Understanding the Add/Update Receipts Component

Navigation

From the Menu Pagelet, select: Purchasing <Receipts<Add/Update Receipts.

Search:
®

> My Favorites
> BGSU Menu
> PeopleTools
[> Supplier Contracts
> Vendors
<> Purchasing
[> Requisitions
[> Request for Quotes
> Purchase Orders
> Review Receipt
Information
> Reports
— Add/Update Receipts
— Maintain Deliven
Information
— Maintain Activity and
Comments
— Close Receipts
> eProcurement
[> Project Costing
[> Accounts Payable
> Asset Management
> Commitment Control
[ General Ledger
> Set Up Financials/Supply
Chain
> Worklist

[> Reporting Tools

Select Purchasing
Select Receipts

Select Add/Update Receipts

The Add/Update Receipt component consists of three pages: Receiving, Select
Purchase Order, and Maintain Receipts.

The Receiving page permits you to 7find an existing PO Receipt or add a PO Receipt.

Receiving

Business Unit:

Receipt Number: NEXT

PO Receipt

Add

Find an Existing Value | Add a New Value

SU

BOWLING GREEN STATE UNIVERSITY

Add a New Value

Find an Existing Value: Access this tab
if you want to search for an existing PO
Receipt.

Add a New Value: Access this tab if
you want to add a PO Receipt.
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The Select Purchase Order page consists of three sections: Search Criteria and
Receipt Qty Options, and Receipt Rows. You will only need to be concerned with
Search Criteria and Receipt Rows. NOTE: You will not see the Receipt Rows section
until you select the Search button.

Search Criteria: Includes the following fields: PO ID, Ship To, Ship Via, Start
Date, End Date, and Vendor Name.

NOTE: In most cases, you will search by PO ID or Ship to.

PO ID: Type or paste the PO ID listed on the email that you received (see page
34) and click the Search button. This will display the purchase order line details for
that specific PO.

Ship to: Keep the Ship to code displayed or select another one if you have more
than one Ship to location and click the Search button. This will display only the
Purchase Orders for the Ship To location code your entered. Should you delete the
default Ship To:, you will see all the FMS Purchase Orders that are ready to be
received, not just yours.

Select Purchase Order
PO Unit: lmq Days +/- Today: lE

| Start Date: [o7ierz008 [
Line/Sched Num: |— ! |_ End Date: 1212712011 51
Release: l_ Short Vendor Name: Q Wendor Lookup
Item ID: | Q. vendor Item ID: Q

|51 040 QL Manufacturer ID: |
Ship Via: I Q Manufacturer's ltem ID: I
¥ Retrieve Open PO Schedules

& No Order Qty  Ordered Qty PO Remaining Qty

OK | Cancel | Refresh |

SU
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Retrieved Rows: Includes Selected Rows tab, Shipping Related tab, and

other various tabs. To select the Purchase Order IDs to receive, you will use the
Selected Rows tab.

NOTE: To select the purchase orders you wish to receive, you will need to check
the SEL checkbox for that PO ID and click the OK button.

First 4] 1 of1 ] Last

.~ : - . i
Customize | Find | View All | &

Selected Rows Shipping Related i More Detailz

Sel POUNt POID Line Sched Release DueDate [te Description
¥ BGSUN 0000122176 1 1 01/09/2009 Sebo Rubber Flooring Replaceme
¥ sSelectAl Clear All

QK || Cancel | Refresh
|

If the PO has multiple lines and you want to receive all lines, you will need to check
the SEL checkbox for each of the PO Lines. The example that follows shows the PO
ID 0000122105; note that the PO ID is listed two times (for Line 1 and Line 2).

Retrieved Rows
Selected Rows

- . . - Sh .
Customize | Find | View5 | 8 First () 1-100 or 112 B Last

Shipping Related 5 More Detailz

Sel PO Unit POID Line  Sched Release Due Date [tem Description

I~ BGSUN ooo0122229 1 1 01M5/2009 Remove existing concrete and r

[T  BGSUN 0000122188 1 1 01/08/2009 Bulk Rock Salt for Roads

W BGSUM 0000122105 1 1 01/02/2009 Condensate Expansion Joint Ins

V¥  BGSUN 0000122108 2 1 01/02/2009 Ductile Iron Piping Project Ep is

You should also only select one PO ID at a time. The example above shows that in
addition to PO ID 122105, there are two more: 122165 and 122229. You must
select and create receipts for these Pos separately.
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The Maintain Receipts page includes three sections: General Receiving information,
Header, and Receipt Lines. To enter your Receipt Qty, you will use the Receipt Lines

tab.

NOTE: With FMS, we are performing “Blind Receiving.” This means that you will
just enter the Receipt Qty, without seeing the Order or Open Qty. If you are
receiving goods associated with an ONL, RSV, or SVC Requisition, you should know
the quantity that was shipped to you. Enter the quantity in the Receipt Qty field.

Maintain Receipts

A Receipt ID is Receiving
assigned when

you click Save.

Business Unit:

Receipt ID:

¥
To view vendor

details click the

Select Purchase Order
Receipt Lines

Receipt Lines i More Details 'y Links and Status

BGSUN
MNEXT

Header Details

" tkem / Mfg Data

Receipt smmz,—//__l

Add Comments

Customize | Find | View A
i Opticnal Input i Source Information

Upon entering the Receipt Qty
and clicking Save, the Status
chanaes to Received

Activities

First 1] 1 011 [ Last

Header Expand
Section button

—

ne ltem

1 B

™ Interface Receipt

Description Price

Sebo Rubber
Flaoring
Replaceme

Print Delivery Report |

*Recv

Receipt
Qaty uom

16544 00000 B Q

I| =] Savel [=1 Notify | % Refresh

Accept Device Stock Device
oty Status Semal 7o " yow  Track

Lo
open I I [EBA @raif X

Interface Asset Information

Es Add | Update/Display

If you are receiving goods/services associated with a Blanket Requisition, you
should know the dollar amount you spent with that particular vendor. Delete the
displayed Price, which is the total price for the Blanket Requisition and
enter the dollar amount of this particular purchase. For example, perhaps you
purchased 200.00 in tennis balls.

Maintain Receipts

Receiving

Business Unit: BGSUN
Receipt ID: MNEXT

=

Select Purchase Order

Header Details

Data | Opticnal Input

Receipt Status:

Add Comments

Open X

Activities

Customize | Find | View Al
Source Informaticn

First [« 1 of 1 [+ Last

-

I Interface Receipt

" tem i Mig
Line Item Description Price
Blanket for
1 F||—E‘| Women's Tennis |650.00000 1.0000 %

Print Delivery Report |

Receipt Qty

Bl save | [=] Notify | 4y Refresh

. Device Device
Accept Qty Status Serial Track  Track
Device

100000pen T T ErrllD

Interface Asset Information

E‘+Aun| Upumaﬂmsmay'

SU
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Procedures for Entering Purchase Order Receipts

If you entered an FMS ONL, BLK, RSV, or SVC requisition to order goods/services,
here are some receiving procedures to keep in mind.

> You will not be able to enter a Purchase Order Receipt until the Purchase Order has
a status of Dispatched. This means that the Purchase Order has been sent to the
vendor. The vendor will ship the goods to the Ship To location listed on the
Purchase Order that was created from the Requisition and will send the invoice to
Hayes Hall Central Scanning. As a Requester, you must now complete your part in
the purchasing process by entering a Purchase Order Receipt. Again, our vendors
will not be paid until you enter a Purchase Order Receipt.

» Have the necessary documents at hand when you are ready to create a receipt.
Such documents may include the following: packing list or a bill of lading. You do
not need to know the purchase order number in order to receive. You can search
for purchase orders that are ready to receive by Vendor and even by Ship Via codes
(e.g., Federal Express shipments, UPS shipments, etc.). Most likely, you will search
by your default Ship To: This will be automatically displayed when you access the
Select Purchase Order page. If you delete this default Ship To, the search results
will list all purchase orders in the system that are ready to receive, not just your
Purchase Orders.

> You will receive an e-mail, shown below, when your requisition has been sourced to
a purchase order. The easiest way to receive is to copy the purchase order number
from the e-mail and paste it in the ID field on the Select Purchase Order page.

Date: Fri, 16 Mar 2007 15:49:22 -0400 (EDT)

From: psoft-admin@bgsu.edu

To: krahrigi@bgnet bgsu.edu

Subject: Your requisition has been sourced to a Purchase Order.

Content-type: text/plain;

Requisition number 0000001755 has been sourced to PO number
0000101464 . The delivery date is 2007-03-16

SU o
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> Make sure that you only enter the quantity that you actually received. If you did not
receive all the items on your Purchase Order, do not indicate that you did. We will
issue a partial payment for a partial shipment. When the rest of the items come in,
enter a receipt for those, and a payment for those items will be sent to the vendor.

» If you notice any discrepancies on packing slip or other documents, please call
Purchasing at 2-8411.
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Checking Open Purchase Order Receipt Quantities and Dollars

As mentioned earlier, with FMS we do blind receiving. To see open quantities or dollars on
your purchase order, you can access PO Activity Summary. This is particularly helpful
for Blanket Requisition/POs where you need to know the dollar amount left on your
Blanket. Follow these simple steps:

1. Click Purchasing, Purchase Orders, Review PO Information, Activity
Summary.

2. At PO Activity Summary page, change PO Number begins with to contains and
type the PO number. Note you do not need to type the preceding zeros if you use
“contains.”

3. Click the Search Button.

= Purchasing
[ Requisitions

[» Request for Quotes PO Activity Summary
I» Pracurement Confracts Enter any infermation you have and click Search. Leave fields blank for a list of all values.
[ Vendor Rebates

* Purchase Orders J Find an Existing Value
[ Stage/Source Requests
[» Acknowledgements ) )
I Manage Change Orders Business Unit: [= - |BGSUN Q,
I Reconcile POs PO Number: [contains — ~|[122000
= Review PO Information
— Purchase Orders Purchase Order Date: |= R Exl

— Activity Summary Purchase Order Reierence:l begins with j |

— PO Accounting Entries . - -

— Document Tolerance Vendor ID: |beg|ns w'tth Q
Exceptions [™ Case Sensitive

— Doc Tolerance
Override History | Search Clear ) = o

— Print POs | | Basic Search Save Search Criteria

— Document Status
— EE Journal Entries

4. At the Search Results table, click any of the blue hyperlinks to view the summary for
that PO.

Search | Clear |Basic Search [E) Save Search Criteria

Search Results
1of1

Business Unit PO Humber Purchase Order Date Purchase Order Reference Vendor ID
BGSUN 0000122090 12/30/2008 Online Src From Reqg 0000023200 0000005789
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5. At the Activity Summary page, click the Receipt tab.

Activity Summary

Click Receipt

Tab PO Status: Dispatched

Vendor: ‘Wilson Sporting Goods Co
Customize | Find | View All | B8

Unit: BGSUMN
POID: 0000122090

First [4] 10f1 [ Last

Inveice RTV
) - Amount
ing Itel ltem Description Uom Order Gty Amount Ordered Currency onl
1= P Blanket for Women's Tennis - M 555 1.0000 650.000 USD F

6. Note the Amount Received to date on this Blanket Requisition/PO and the Open
Amount remaining.

First [ 10f1 [+ Last

Receipt Invoice B
] _— Amount Open
Line ftem llem Uescrpuon LUK n Q ity Upen Amount LUrrency
ine Ite Item Description Uom Received uanti Open Amount Currenc
200.000 1.0000 450.000 U3D

16 Blanket for Women's Tennis - W 555

7. Click the Return to Search button to search for another PO.

-32-
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Checking Requisition Document Status

After you have entered a Purchase Order Receipt, you should access Requisition
Document Status to ensure that the process is progressing. With Requisition Document
Status, you can see when the payment voucher is approved so the vendor can be paid and
also that the payment was processed. You can also view the vendor invoice by accessing
this component.

1. From the Menu Pagelet, click Purchasing, Requisitions, Review Requisition
Information, Document Status.

2. Enter your search criteria, and click the Search button. A description of the fields
follows.

_ Requisition Document Status
Search: Enter any information you have and click Search. Leave fields blank for a list of all values.
. @ { Find an Existing Value
[= My Favorites "o
[ BGSLU Menu
> PeopleTools Business Unit: |= -] [pesun Q
I Supplier Contracts RequisitioniD:  [begins with -]
[ ltermns —
[> Vendars Requisition Status:|= S [
~ Purchasing Requisition Date: |= R B
+~ Requisitions - - -
- - O " b th ~
[ Reconcile Requisitions rain I S JI Q
+ Review Requisition Requester: [ begins with - Q
Infarmatian L - -
o Description: begins with -
— Reguisitions I JI
— Accounting Entries I” case Sensitive
— Waorkbench
| Search || Clear | Basic Search Save Search Criteria
— Change History

¢ Requisition ID: Use to display a specific requisition. Change Begins with to
Contains and type Requisition ID minus the leading zeroes.

¢ Requisition Status: Use to display a specific status: Approved, Complete,
Cancelled, etc.

¢ Requisition Date: Use to display requisitions created on the date selected. May
enter a range of dates by changing = to between.

e Requester: Use to display all requisitions entered by you. Type your username
(does not have to be in upper case).

SU o
Pomie ST T Purchasing Department/Office of Human Resources
April 2009




FMS Requester User Guide

3. Locate the desired requisition from the Search Results table. Click any blue hyperlink in
that row to display the Requisition Document Status for that requisition. NOTE:
You can sort this list as desired by clicking any of the column headings. For example,
to sort by Requisition Date, click the Requisition Date column heading.

Search Results ‘ Click Column Headings to Sort i R
Business Unit Requisition ID Requisition Status Requisition Date Origin Reguester Description
BGSUM 0000022028 Approved 11/03/2008 oML LKIDD Linda Jean Kidd
BGSUMN 0000022074 Approved 11/04/2008 BLK LKIDD Linda Jean Kidd
BGSUN 0000022073 Approved 11/04/2008 BLK LKIDD Linda Jean Kidd
BGESUM 0000022067 Approved 11/04/2008 BLK LKIDD Linda Jean Kidd
BGSUN 0000022065 Approved 11/04/2008 BLK LKIDD Linda Jean Kidd
BGSUN 0000022161 Approved 11/06/2008 BLK LKIDD Linda Jean Kidd
BGSUM 0000022360 Approved 1172008 BLK LKIDD Linda Jean Kidd
BGSUM 0000022480 Approved 111952008 BLK LKIDD Linda Jean Kidd
BGSUM 0000022501 Approved 11/20/2008 oML LKIDD Linda Jean Kidd
BGSUMN 0000022495 Approved 11/20/2008 BLK LKIDD Linda Jean Kidd
BGSUN 0000022494 Approved 1142002008 BLK LKIDD Linda Jean Kidd
BGESUM 0000022774 Approved 12/05/2008 CEHG LKIDD Linda Jean Kidd
BGSUN 0000022850 Approved 12/08/2008 BLK LKIDD Linda Jean Kidd
BGSUN 0000022845 Approved 12/08/2008 BLK LKIDD Linda Jean Kidd
BGSUM 0000022821 Approved 12/08/2008 BLK LKIDD Linda Jean Kidd
BGSUM 0000022819 Approved J12/08/2008 _ .- LKIDD Linda Jean Kidd
BGSUM 00000228623 Approved 12/09/2008 oML LKIDD Linda Jean Kidd

4. Review the Requisition status details. Under Associated Document, you will see that
a Receipt has been entered and the payment Voucher has been created and has
posted. The last step in the process is for the payment to be posted and the check sent
to the vendor. Note you may click on any blue Document ID hyperlink to see more

details.

Req DOC Status
Business Unit. BGSUN Req ID: 0000027863 Status: Approved
Document Date: 12/09/2008 Document Type: Requisition Budget Status: Yalid
Currency: UsD Amount: G75.00
Requester: Linda Jean Kidd

- Associated Document Customize | Eind | View All | B First [«] 1-30f3 [¥] Last

Documents Y Related Info
Business :
Unit DOC ID Document Type Status Document Date  Vendor ID Location
< BGSUN 0000121793 PO Dispatched 12/09/2008 0000005320 MAIN

BGSUN 0000032626 Receipt Received 01/M15/2009 0000005320 MAIN
BGSUN 00106716 Voucher FPosted 12192008 0000005320 MAIN

|
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5. The following example shows a complete transaction: requisition to check. All five
required documents have been entered and processed: Requisition, Purchase Order,
Receipt, Voucher, and Payment. The Document Date indicates when the document
was created in the system.

6. To view the vendor invoice, click the Go to Document Status Inquiry icon for
Voucher (see following screen capture).

| B

71|/ ReqDOC Status

Business Unit  BGSUM Req ID: 0000022592 Status:

Complete

ReqU|S|t|on Document Date: 11/25/2008  Document Type: Requisition Budget Status: Valid

Header |nfo Currency: LsD Amount: 22.400.00

Requester: Linda Jean Kidd

" Associated Document

Customnize | Find | View All | B First ] 44 0ra [ Las
Documents | Related Info

SetiD Business

Unit DocC D Document Type Status Document Date Vendor ID Location

BGSUN 0000035170  Payment Posted 12/05/2008 0000006052 AN
BGSUN 0000121573 PO Compl 12/01/2008 0000006059 AN ) )
BGSUN 0000031632 Receipt Received 12/02/2008 0000006059 MAIN Click to View
BGSUN 00101302 Voucher Posted 1111412008 0000006059 MAIN < Vendor Invoice

4L Return to Search
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7. Upon clicking the Go to Document Status Inquiry for the Voucher, you will see the
Voucher Document Status page. This is just like the Requisition Document
Status page except all the header information is for the Voucher. Click the View
Invoice link to access, view, and even print the Vendor Invoice.

| &3
o~ | Voucher Document Status
Business Unit: BGSUN VoucherID: 00101302 Document Type: Voucher
Voucher = Click to Vi
Invoice ID: 608 Invoice Date: 1111412008 Document Tolerance Status: Valid IC 0 View
Header Info < .
Gross Amount: 2240000 USD Approval Status:  Approved Budget Status: Walid Vendor Invo|ce
Vendor ID: 0000006059 Location:  MAIN CENTRL COL-001 Match Status: Matche
Match Workbench
Associated Document Customize | Find | Vi B First [ 1aora [ Last
\\ Documents | Related Info
setip  BUSESS pgeip Document Type Status Document Date Vendor ID Location
BGSUN 0000035170  Payment Posted 12/05/2008 0000006059 MAIN B
BGSUN 0000121573 PO Compl 12/01/2008 0000006059 MAIN B
BGSUN 0000031632 Receipt Received 12/02/2008 0000006059 MAIN
BGSUN 0000022592 REQ Complete 11/25/2008

L\ Return to Search | % Refresh

8. From this page, you can view and even print the invoice. You may use your mouse to
move the yellow note if it blocks your view. After viewing, close the window.

/- PS FMS Invoice 00101302 - 0000006059 - 608 - 11/14/20 =1ox|
& | https://dim basu edu/sppnet/docpop/docpopselectiist aspx j g
®

o Provousssills |y et Fissilts % Options |

VoucherlD (1) [ vendorlD [ \nvm:aNumbe( [ DollarAmourt [ DateCfDocument
00101302 0000006059 $22.400.00 11/14/2008
Click to rotate left or
Click to increase or r\ght
Click to Print J descrease size
« S—
=4 EX Keywords =[O x]
,/ VoucherlD 00101302
B [Black/edaction | E 15 i VendorlD 0000006059
LRSI QIF-tw-mh S S[E3| & g moceumber 608
Central Collegiate Hockey Association, Inc. &52 22592 Invoice
23995 Freeway Park Drive
Famington Hils, M| 4833 PO S3—m=

BILLTO | J'W w Zib3>

léﬁr:lgl gws;;?mu uuuuuu ™ l ‘40’042.0/ S8ols
BGSU Ios Ares
mwungarsm OH 43403 ﬂ
?_
W oo

| oo | |
} =]
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Checking Voucher Document Status (For Check Requests)

When you submit a check request to the Controller’s Office, the staff creates a payment
voucher in FMS and sends the check to the vendor. They also scan the Check Request
form and the invoice associated with the check request. If you need to verify whether the
vendor has been paid and/or view the invoice, you should access Voucher Inquiry.

From the Menu Pagelet, click Accounts Payable, Review Accounts Payable Info,
Vouchers, Voucher.

Search:
©) _
> My Favorites Voucher Inqmry
[ BG3U Menu
[ PeopleTools
[ Supplier Contracts
g -!:,-Eerr-.lndsﬂrs Search Hame |ALL &}
[» Purchasing From
[* Project Costing Business Unit IEIGSUf\ Q
= Accounts Payable Voucher ID |—Q
[ Vouchers =
= Review Accounts Payable [mocoia || Q
Info Vendor SetlD IEIGSUT\ Q
[> Payables Search Short Name | Q
Criteria 'VendoriD | | Q
[ ~Vouchers ||
— Accounting Entries
— Document Status
— Journal Drill Down
— Match Warkbench
— Voucher

1. Search for and select the Invoice Id. If you do not have an Invoice Id, search by
vendor Short Name or Vendor Id and the Invoice Date.

Look Up Invoice Id

Search by: |Inv0i|:e Mumber j begins with |60137

Laok Up | Cancel |.-°«clvancecl Lookup

Search Results

1-6of 8
Invoice Number Invoice Date Short Vendor Name Vendor I  HName 1
6013710816  01M8/2007 ADIDAS SAL-001 0000008330 Adidas Sales Inc
B013718581 01/22/2007 ADIDAS SAL-001 0000008330 Adidas Sales Inc

-37-
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2. Search for and select the Vendor Short Name. Click the Advanced Lookup if you
need more search options. Click the Search button.

Look Up Short Name

Search by: |ShortVendor Name -] begins with [ADID Process Instance |
Match Status | j
Look Up | Cancel |advanced Lookup Max Rows | 300 | Search " Clear |

Search Results

1af1
Short Vendor Name Name 1 Vendor D Default Location|

ADIDAS SAL-001  Adidas Sales Inc 0000008330 MAIN

3. At Voucher Inquiry Results, click the Show All Columns icon (by More Details
tab).

*Sort By: |V0ucher D j *Sort AsciDesc: |Ascending j Sort Displa\yl
First 1] 1 of 1 [ Last

Voucher Inquiry Results
Voucher Details %  Amounts | More Detailz

- . . e . |
Customize | Eind | View All | =

% Voucher ID Invoice Number Invoice Vendor 1D Accpunﬁng Match Pa‘,rment_ Short Vendor Name
Unit Date Entries Status Information
BGSUN 00000312 6013710816 01/M18/2007 0000008330 Fé. Mo Match ADIDAS SALES INC

4. Verify the Gross Amount Paid. If the vendor has not been paid, an amount will be
displayed under Voucher Unpaid Balance.

Voucher Inquiry Results

. " . Voucher s
Business Invoice Accounting Match Payment Transaction Gross Invoice Err— Unapplied Total Hon- Entered
unig  voucherID nvoice Number  pp, VendorD  pntries  Status  Information SHOCLVendor Name &, o cy Amount UMY prepayments Merch WAT [ Paic
BGSUN 00000312 6013710816 0118/2007 0000008330 % Mo Match ADIDAS SALES INC USD 65.15 0.00 0.00 0.00 0.00 65.1

5. To see additional details, including the Invoice, scroll to the right and click the Detail
Lines icon. To see the invoice, click the View Invoice hyperlink.

. Voucher Details
Gross Amount Het Amount Voucher Vendor Detail
Paid Baid Style Loc Lines Business Unit: BESUN
Voucher ID: 00000312 |View Invaice
=11
65.15 G5.15 Regular MAIMN Invoice No: 6013710818
Invoice Dt 0182007
Vendor ID: 0000008330
Name: ADIDAS SALES INC
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Understanding the Requisition to Check Process

The following screen capture shows the requisition to check process, beginning with the

need to purchase goods or services.

PURCHASING Goods/Services with FMS

Someone needs to Vendor ships
purchase goods/services goods/performs service

Requester enters a Purchase Order Status is

Requisition Dispatched and is available

for receiving

Requisition is Approved Vendor sends invoice to
and Converted to a Central Scanning
Purch. Order

Requester receives Scanners copies Purchase
Email noting PO # or Order to create a Voucher
gets PO# from and links voucher to

Requisition Doc Status invoice

Purchase Order is
dispatched to vendor

Match Process Runs; Looks
for a PO ID, a PO Receipt
ID, and a Voucher ID

Match Process is Successful:
Pay Cycle runs and check is
sent to vendor

End Process

Match Process Runs
FMS Looks for a PO ID, a PO
Receipt ID, and a Voucher ID

Match Process is not
successful: FMS sends Email
to Requester indicating PO
Receipt should be entered

SU
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Using Your Worklist

As mentioned previously, you may need to access your Worklist to handle recycled or
denied requisitions. You will also have to access your worklist to approve special category
(computer, audio/visual equipment) requisitions sent to you by the special category
approvers. You will receive an email about recycled or denied requisitions but will not
receive an email about special category items like computers. In that case, you will want
to check your worklist periodically for those items.

1. To access your worklist, click the blue Worklist hyperlink at the top of FMS home page.

SU Home |\ Add to Favorites
—_—

2. Click the blue hyperlink to access the approval page for the desired requisition.
Following is a brief description of the fields on the Worklist page.

- m——
| y .. SU Home Worklist

=

Worklist for FFalc

Detal View Work List Filters: j'

Customize | Find | View Al | Bl First [ 12 or2 [V Last

From Datefrom Workitem  Wiorked By Activity Priority Link
Debra AnnWells ~ 01/27/2009 20 Approval - BGSU Custom Requisition ~] 22200, BGSUN, 0000023395 Jark Worked || Reassign |
‘ | —

Worklist Amount Approval

Debra AnnWells  01/27/2000 E?m““‘;f“’"a' Eﬁifﬂf:s;"r;‘l?e”“mm"” <] 22201 BGEUN. 0000023207 parkWorked || Reassign |

From: The username of the person who last selected an approval action for the
requisition

Date From: The date the person selected an approval action for the requisition

Work Item: The type of worklist: Req Approval Worklist, Recycle Req Worklist: Deny Req
Worklist, Approve Chartfields Worklist, Recycle Chartfields Worklist, Deny Chartfields
Worklist

Priority: High, Medium, Low or no priority.
Link: Hyperlink to access the Requisition Amount Approval page

Mark Worked: Click to delete Denied requisitions and other notifications from the
worklist.
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3. At the approval page, review the details of the requisition; to view vendor and ship to
information, either click View Printable Req button or the Requisition Details

hyperlink.

4. Select an Approval Action (approve, deny, or recycle) and click the Save button.

Type comments for approver if desired.

NOTE: If you have made changes to a requisition that was recycled to you, be certain to

change Recycle to Approve and then click the Save button.

Requisition Amount Approval

3SU

Unitt  BGSUN Req: 0000023396  Reduester:  Frieda Falcon 1=

I.J\pprove -I

Requisition Details

View Printable Reg |

“Approval Action: Approval Status: In Process
You may type comments for an approver here and spell _@
check by clicking the spell check icon to the right .
Requisition Date: 01/26/2009
Total Amount: 13.400 Daollar
Total Base Amount: 13.400 Dollar

Customize | Find | ]

Category Short RFQ
Line Sched Status Description Code Description 22N Req Qty ltem Price Amount Buyer
1 1 Active —1GB RAM Stick 43211600 Comp Acces EA 1.0000 13.40000 13.40 BMAGEL M
Distributions/ChartFields Customize [Find | 38 First {1 4 op1 [ Last
Line Sched Distrib Amount GL Unit  Fund Dcc Program ProjectiGrant Activity Account w
1 1 1 13.40 BGSUN 10000 0038100 53200

t | 3 Mext in Worklist | [=] Motify |

I & save | [3 wiew Worklist

First [4] 1 of 1 [ Last

Required
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Reviewing Vendor Information

If you are submitting a Check Request, you will need to enter the Vendor ID. To get this
ID and additional details about a vendor, follow these simple steps.

1. From the Menu Pagelet, select Vendors, Vendor Information, Add/Update
Vendor.

2. At the Find an Existing Value tab, select the SetID if needed, enter your search
criteria, and click the Include History box.

3. Click the Search button.

Menu =
Search:
[= My Favarites
[ BG3 Menu
[ PeopleTools Vendor Information
I:[i ﬁ:rll:]g“l%f e Enter any information you have and click Search. Leave fields blank for a list of all values.
= Vendaors . —
= Wendor Information J Find an Existing Value
= Add/Update
— Vendor | SetiD: = - [BesUN Q
— Review Yendors . - -

b Maintain Vendor ID: |beg|ns with j|
[ Purchasing Persistence: = S b
[ Project Costing I - J I J
- Accounts Payable Short Vendor Name:  [contains - |fasi Q
I Commitment Control Our Customer Mumbenlbegins withj| (&}
[- General Ledger
I> Set Up Financials/Supply Hame 1: | begins with j| (s}

Chain

b Tree Manager ¥ Include History [ Case Sensitive
[ Reporing Tools
— My Personalizations Search | Clear | Basic Search Save Search Criteria
— My Dictionary

4. Click the desired vendor from the Search Results table.

Search Results

SetiD VendorlD Short Vendor Hame Qur Customer Humber Hame 1

BSSUM 0000006811 FAST COMPA-001  (blank) Fast Company Reqgular
BESUM 0000005872 FAST FORWA-001  (blank) Fast Forward Associates Feqgular
BGSUM 0000002895 FAST GREG-001 (blank) Gregory Fast Reqgular
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5. At the Summary Tab, locate and write down the Vendor ID. Note also the Order
and Remit To addresses. The Remit To: address is the default address that is set up
for the vendor. If the vendor has multiple locations, such as the City of Bowling Green,

click the Locations tab.

J Summary ' Identifying Information | Address " Contacts ) Location " Custom

Status: Approved
Persistence: Reaqular
Classification: Supplier
HCM Class:

Open for Ordering:  Yes
Withholding: Mo
VAT: Mo

Save || 4=\ Return to Search || +[] Pre

SetiD: BGSUN

Vendor ID: 0000006811

Vendor Short Name: FAST COMPA

Vendor Name: Fast Company

Order: FAST COMPA-001
525 Ridge 5t

Bowling Green, OH 43402

ous in List | +E Mextin Listl Notify | iy Refresh

FAST COMPA-001

Remit To: FAST COMPA-001
525 Ridge 5t

Bowling Green, OH 43402

Last Modified By: CHEHAROC

Last modified date: 12/22/2008 4:17FM
Created By: COMNVERSION
Created Dateftime: 01/01/1910 12:00AM
Last Activity Date: 02/12/2009

Update/Display

Summary | ldentifying Infarmation | Address | Contacts | Location | Custom

6. If you want additional details about the vendor, phone number and/or email address,

click the Address tab.
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7. At Vendor Address, click the View All link so you can see all addresses. This vendor

has two addresses: a Bowling Green address and a Perrysburg address. Note the email
address and phone and fax numbers.

[ Summary '} ldentifjing Information | Address Y Contacts |} Location Y Custom

8. To view another vendor, click the

=GSU

BOWLING GREEN STATE UNIVERSITY

Setip:  BGSUN Vendor Address Search
Vendor: 0000008811  ShortVendor Name: FAST COMPA-001 Name:  FastCompany
Vendor Address
Address ID: 1
Description: Bowling Green-525 Ridge St
First %11 of 1 LZI Last
Effective Date:  gq;p1/191p
Status: Active
Country: USA United States
Address 1 525 Ridge St
Address 2:
Address 3
City: Bowling Green
Zip Code: 43402
State: OH Ohio
Email ID: fastcompanybg@aol.com
(2
Customize | Find | View All | HH 12of2 ' Last
Type Prefix Telephone Extension
Business om 418/354-3278
FAX 419 352-4281
Address ID: 2
Description: Perrysburg-Copy Center

£ Return to Search | button.

-44 -

Purchasing Department/Office of Human Resources
April 2009



FMS Requester User Guide

Finding Chartfield Combinations

Whether you are entering data in FMS or in the Check Request form, it is important that
you enter the correct Fund/DCC (Department Cost Center) or Fund/Project-Grant
combination. This section provides instructions on how to find the correct Fund/DCC
combination.

Navigation

From the Menu Pagelet, click Set up Financials/Supply Chain< Common
Definitions<Design Chartfields, Combination Editing<Review Combination Data

> Purchasing

> Project Costing

[> Accounts Payable

> Commitment Control

[> General Ledger

<> Set Up Financials/Supply
Chain

< Common Definitions

=7 Design ChartFields
[> Define Values
— Review Combination
Data
[> ChartField Value Sets
[ Reports
> Payroll Tax
[> Product Related
|[> Tree Manager
[> Reporting Tools
— My Personalizations
— My Dictionary

=45 -
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Review Combination Data

1. At the Review Combination Data page, you will need to enter search criteria.

Note: If you want to search for Project/Grant-Fund combinations, just change the
Group and Rule to PROJ_FUND

Review Combination Data
*SetlD *Group Rule Business Unit for Prompting
BGSUN C [DCC_FUND Q @ [pcc_FunD Q. [BGSUNQ Search |
, Revenue - Book
Fund DCC Program Project/Grant Account Class Fund Affil  Alt Acct Affiliate Code Stat Currency
| Q| al  a] Q| al a Q| Q| al al al a
[=] Motify |
2. Enter the first several digits of the Department Cost Center or

the Project/Grant code. Then click the _“2°€YP | hutton.

Look Up DCC

SetiD: BGSUN

Department CostCenten| hegins with j |{105

Manager Name: |begins withj|

Look Up | Clear | Cancel |Elasic Lockup
Search Results
1-20f 3

Department Cost Center Description Manager Name

005100 Information Technology Service Schroeder.Dale J

005200 BG@100 Schroeder.Dale J

005300 Fes Met Conference Schroeder.Dale J

3. At the Search Results table, find and then click the desired DCC or
Project/Grant code.
- 46 -
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4. Click the Search button to display the correct Fund for this DCC.

FMS Requester User Guide

Review Combination Data

[=] Motify |

*SetlD *Group Rule Business Unit for Prompting

[pesunC |pcc_FunD Q. @ |DCC_FUND @ [BGSUNQ, Search |

Fund DCC Program Project/Grant Account g;vsesnue Fund Affil  Alt Acct Affiliate éﬂg Stat Currency
| Q foost00 @ [ Q| Q| al a Q| Q| Ql  al a] Q

5. Note the correct Fund for the DCC—for example, 10000.

Combination Groups and Rules

Find | View All

Affiliate Book Code Statistics Code Currency Code

First [4] 1 of 1 [H Last

First |I| 1 of 1 |I| Last

[=] Natify |

Group Rule Definition From Date  To Date Group Defines
DCC_FUND DCC_FUND DEPT_FUND  01/01M910  01/01/2099  Valid
Max Rows Displayed
Number of Rows Retrieved: 1 I 10
Combination Data Customize | Find | View Al | B8
Fund Dcc Program Project/Grant Account gleavsesnue Fund Affil Alt Acct
10000 005100
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If you need to verify a DCC, Project-Grant, Account, or Program code for an FMS
document or a Check Request, you can access the Chartfield Values page. Follow these
simple steps.

2. Click the Department Cost Center link or the Project/Grant link.

SU

Search:
®

[ My Favorites
> BGSU Menu
[ PeopleTools
[» Vendors
[ Purchasing
[ Project Costing
[+ Accounts Payable
[> Commitment Control
[ General Ledger
— Set Up Financials/Supply
Chain
= Commaon Definitions
= Design ChartFields
= Define Values

|~ GharfField Values |
— SpeedTypes
[ Combination Editing
[ ChartField Value Sets
[» Repons
[+ Payroll Tax
[> Product Related

[» Tree Manager

[ Reporting Tools

— My Personalizations

— My Dictionary

ChartField Values

You do not have security privileges to acces

Fund Code
Department Cost Center
Program Code
Project/Grant

Account

Class Field

Book Code

Adjustment Type

Scenario
Statistics Code

BOWLING GREEN STATE UNIVERSITY

Purchasing Department/Office of Human Resources
April 2009

1. From the Menu Pagelet, click Set Up Financials/Supply Chain, Common
Definitions, Design Chartfields, Define Values, Chartfield Values.
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3. Change Description begins with to contains and type part of description. Click the
Search button.

4. Click the link for the desired Project/Grant or DCC code NOTE: Search Results
displays all Project/Grant or DCC codes that meet the criteria whether they are active or
not. Also, if you are searching for a DCC, the Manager Name may be blank.

Project ID

SetiD: [==

Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value %

IBGSUN Q

Projectl'Grant:lbegins withj| Q,

™ Case Sensitive

Search Results

BGSUN 11010014
BGSUN 10280014
BGSUN 13300009
BGSUN 11960002
BGSUN 11050005
BGSUN 10390044

Description: | contains

jlerie

Search | Clear |ElasicSearch B save Search Criteria

1-10 of 10

SetlD Project/Grant Description

Experiences of Lesbian Coaches
Fine Arts Speakers Series

Hines Farm Experience
Information Systems Experience
Jennings Lecture Series, 1994
Monitoring Lake Erie Water Qua

BGSUN 11220003
BGSUN 10250123
BGSUN 10250026
BGSUN 10250118

Older Individuals Erie County

FPhosphonates in Lake Erie: Unr

Trophic Status of Lake Erie
Winter Assessment of Lake Erie

SetiD
BGSUM 005100
BG3UM 005110
BGSUM 005120
BG3UM 005130
BGSUM 005200

Department Cost Center Descripfion
Information Technology SenvicelSchroeder.Dale J

Manager Name

Student Technology Center
Telecommunications Services
Infrastructure Support
BG@100

(blank)
(blank)

5. Write down the Project/Grant code. Note that the Status is Active.

{  Project

SetlD:

Description:
Start Date:

End Date:

Project/Grant

BGSUN

ProjectiGrant: 10250123

Phosphonates in Lake Erie: Linr
02/01/2008

01/31/2010

Status: Active

Integration: BGSUN

™ summary Project

Save | J\Return to Search | 4[5 Previous in List | +[E] Mext in List | Notify |

Aftributes
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To find an Account code, select the SetID if needed and enter the first two digits of the
desired account code series:

53—Supplies

54—Travel and Entertainment
55—Communication
56—Maintenance

57—Resale

58—Equipment

VVVVYYY

6. Click the Search button.

Account
Enter any information you have and click Search. Leave fields blank for a list of all values

| Find an Existing Value |

SetiD: = - |BGSUN Q
Account:  |beains with - [53 Q,

Description: |begins with jl
Account Type:l beagins with j | a,
™ Include History [ Case Sensitive

| Search I Clear |ElasicSearch B save Search Criteria

7. Locate the Account code for the Description that best describes the purchase.

Search Results
1-37 of 37

SetlD Account Description Account Type Control Flag Book Code Balance Sheet Indicator
BGSUME3000 SUPPLIES E il (blank) (blank)
BGEUME3100 Office Supplies E i} (blank) (blank)
BGSUME3200 Computer Supplies E M (blank) (blank)
BGISUMS3210 Computer Software E ] (blank) (blank)
BGSUMEB3220 Computer Alarms E ] (blank) (blank)
BGSUME3300 Copiers E il (blank) (blank)
BGSUMEB3301 Copier Usage E N (blank) (blank)
BGESUME2302 Copier Maintenance E ] (blank) (blank)

8. To verify a Program code, search by Program Code begins with and type a letter; for
example, a Cwill display program codes associated with the Chemistry dept and an M
will display program codes associated with the College of Musical Arts.
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Using the FMS Comments Function
As discussed previously, insert comments in your requisitions to document special
instructions to vendors or explanations to approvers.

Header Comments

Use Header Comments to insert comments (instructions, UPS Account number etc) for
external personnel such as Vendors or internal personnel such as Purchasing Department
employees. These comments will be printed on the Purchase Order.

1. Click the Add Comments link.
2. Type in your custom comment and click the OK Button OR

3. Click Copy Standard Comments if you want to use one of the predefined comments.

*Requester: REQOBG ©, Training Requester Requisition Defaults
Add Camments
Requisition Activities

Total Amount:

Copy Standard Comments

“Requisition Date: 09/22/2008 Eg Requester Info
Origin: ONL @ Online Entry

*Currency Code: |-=Y Dollar

Accounting Date; 09/22/2008 [+

4. Select the desired Comment Type and Comment ID.

Standard Comments

*Action: | Copy Comment -
Comment Type: Q a
“Effective Date:  |09/22/2008 *Status: l—t|~—;,
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5. The following shows the Comment Type UPS Shipping Terms and the Comment ID
for UPS.

Search Results
View Al First E 1-18 of 16 |I| Last
Standard Comment Type [Description

BID Bid # for Construction Project

CMNFE Confirming Order Comment

D&C Design & Caonstruction

DEL Delivery/Shipping Hours

E&I E&l Price Agreement

EEO Equal Employment Statement UPs JPS Shipping Terms
FRT Freight Known —
HAZ Hazardous Freight

C IUC Price Agreement

LIB Library

MAC Awarded Invitation to Bid - St

PWGE Prevailing Wage - Construction

RFQ RFQ Comments

SIS State of Ohio Contract

TRM Terms and Conditions

|g£§ UPS Shipping Terms |

6. Click the OK button to activate Comments text box.

Comments:

oK Cancel Refresh

SU -52-
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7. The Comments text box is now active. Enter text as needed (for example, your UPS
Account #) and click Send to Vendor so the comment prints on the Requisition and
Purchase Order. If you want the comment to show at Receipt or at Voucher, click
those checkboxes.

Comments Find | View All First 1] 10f1 (v Last
Copy Standard Comments Comment Status:  Active MI
Ship UPS, FOB Destination, Freight Collect A@
UPS Account #1 23458

-
| ¥ sendto Vendor [~ Shown at Receipt [ Shown at Voucher |
Attachment | Attach ” siew | petete | I Email
QK | Cancel | Refresh |

8. You may add another comment by clicking the Add a New Row icon [*!,

9. To attach a document for the Purchasing dept (for example, a quote), click the Attach
button, click Browse to locate document, and then click Upload.

10. Click the OK button. Add Commerts now reads Edit Comments.

Feguisition Defaults
Edit Comments
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Use Line Comments to insert comments about a specific requisition line. Line Comments
will be displayed on the Printable Version of the Requisition and in the Requisition Details
section of the requisition Approval page. Keep in mind that all people who need to

approve this requisition will be able to view these comments.

1. At Line Details tab, click the Line Comments icon.

Details ' Mender Infermaticn

~ - . - =
Customize | Find | View All | 2

First [ 1 of 1 [ Last

View Printable Version

& save | [=] Notify | 4 Refresh

. - " Physical Zero Price
Line Description Quantity *UOM Category Price Amount Nature \ndicator Status
1R =& foooon [ af afo [Gooss - I Pending
*Go to: I Wore El

Status

EED [Z5 Pending [=]

B Add | Updﬂte.n’Disulﬂyl

2. Type in your comment and then click the OK Button. The Line Comments Icon

now displays lines &,

(Comments

Copy Standard Comments

3. If you want to use a Standard Comment, click the Copy Standard Comments link

and follow the steps described on page 51.
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4. Following is an example of using the Comment Type State of Ohio Contract and
Comment ID of Furniture - Tables.

Search Results
115 0f 15

Standard Comment Type Description
BID Bid # for Construction Project
D&c Design & Construction Search Results
DEL Delivery/Shipping Hours 111 ef 11
E&l E&| Price Agreement Standard Comment ID Description
EEQ Equal Employment Statement 033 Computer and Software
ERT Ereight Known 073 Telecommunication Eguipment
HAZ Hazardous Freight 096 Copier Leases
i IUC Price Agreement 511 Hardware Related Equip & Srvcs
LIB Library 564 Building & Construction Matera
MAC Awarded Invitation to Bid - 5t 631 Fire Alarm Sys. Testing
PWG Prevailing Waage - Construction /14 Furniture - Tables

FQ RFQ Comments 715 Furniture - Cahinets
STS State of Ohio Contract 721 Carpet
TR Terms and Conditions 775 Lawn Grdn & Heavy Construction
UPS UPS Shipping Terms 776 Fitness Equipment

5. The following shows the Standard Commentinserted in the active Comments text
box. If you want to add additional text, you may.

First [4] 10f1 [ Last

Copy Standard Comments Comment Status:  Active Inactivate |

STS-714 Furniture - Tahles A@
=l

¥ sendtoVendor [~ Shown at Receipt W Shown at Voucher

\T.l-

Attachment _-Aﬂaﬁhl | Delete | ™ Email

oK Cancel Refrezh
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Following are screen captures of four commonly used Standard Comments.

Comment Type: DEL Summer hours are M-TH @ - 4pm. ¢
Delivery and Shipping

Hours; Modify as desired. =
Comment Type: FRT FreightkKnown$___ ¢
Freight Known: Enter the

Freight amount. o
Comment Type: IUC UNO7-005 A&
Inter-University Council

Price Agreement for >
Computers. Add text as

needed.

Comment Type UPS Ship UPS, FOB Destination, Freight Collect ;l@
UPS Shipping Terms: Enter s o i

your UPS Account #.
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Understanding Your Budget

This section describes the various budget types we use at BGSU and the differences in
budget policies for Department Cost Centers and Grants.

DCC Budget Types

BGSU has three primary DCC budget types: One Way, Two Way, and Three Way

> A one-way budget consists of one Account—All Expenses, An example is the BGSU
Guest House Costs budget.

Budget Overview Results Customize | Find
Ledger Group Fund DCC Account Eeﬁof:lt Budget Expense

16 FC‘J. CC_AFPPROP 10000 000120 ALL EXP 2009 2153025 188264

> A two way budget consists of two accounts—Personnel with Fringes and Operating.
An example is an Intercollegiate Athletics budget.

Budget Overview Results Customize | Eind | Viey

Ledger Group Fund DCC Account Budget Budget Expense

Period
15 FC‘J. CC_APPROP 22000 450100 OPER 2009 633.148.20 14893556
2 = FC‘J. CC_APPROP 22000 450100 PERS 2009 1.306.200.00 ¥12.870.94

> A three-way budget consists of three accounts—Fringes, Operating, and Personnel.
Many of the academic department’s budgets are three-way budgets.

Budget Overview Results Customize | Find | View All |

Budget
Ledger Group rund oLl Account - Expense El
Ledager Grou Fund DCC Account Period Budget Expense E
1 Fé. CC_APFPROF 10000 008100 FRINGES 2009 0.00 578.606.73

2 B FC‘J. CC_AFFROP 10000 008100 OPERATING 2009  1.34537553 519.450.66
3 By I-?C‘J. CC_APPROP 10000 008100 PERSOMNMEL 2009  3.757.251.00 1,803,878.67 |
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When you use FMS to purchase goods for a DCC, your purchases are paid for from an
Operating or an Expense account. Further, FMS is set up to permit deficit spending for
Department Cost Centers. This means that your requisitions will be processed through to
completion even if you do not have enough money in your operating or expense account
to cover the purchase. This does not mean that we encourage irresponsible spending;
budget administrators are held accountable for their budgets; any deficit spending will
reduce a department’s budget for the upcoming budget year. If your operating account is
25,000 and you have expenses totaling 30,000, your operating budget for the next fiscal
year will be reduced by $5000.

DCC Budget Check Warnings

If you enter a requisition for which you do not have sufficient operating or expense
dollars, you will receive a warning upon budget checking. Note that the Budget
Status is lValid however. Again, DCC deficit spending is permitted but not without a
reduction in the next fiscal year opening budget.

Status: Pending X

Pwoetseus]  [fe]

™ Hold From Further Processing

Q. Requisition Defaults

Requester Info Add Comments
Requisition Activities
Mnlime FErtre Clam e t Ttatie

X

"j There is 1 distribution line whose budget status is either emor or waming. (10222 25)
L

oK |

Following is an example of a deficit DCC budget of -$7.00. Please note that is not
the true Available Budget for the DCC depicted.

Budget Overview Results Customize | Find | View All | i First [ 1 of1 [¥ Last

Budget Pre- Available Percent
Ledager Group Fund bec Account : Expense ida :
Ledger Grouy Fund DCc Account Period Budget Expense Encumbrance Encumbrance Budget* Available

1E Ey CC_APPROP 10000 845045  OPERATING 2009 |36.000.00 0.00 000 [zE00700] | 700 00258
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Grant Budgets

Grant budgets are a bit different. Such budgets have several accounts arranged by
Account categories such as Supplies, Travel, Communication, etc. Not all grants will have
the same categories. When you use FMS to purchase goods for a grant, your purchases
are paid from one of the account categories. If your requisition lists account code 53450,
which is research supplies, that purchase will be paid by Supplies Account. If your
requisition lists account code 55500, that purchase will be paid by the Communications
Account.

Budget Overview Results Customize | Find | Viev
Ledger Group % ProjectiGrant Activity Account %.%t Budget Expense

1 % Fé'. CC_PROJECT BGSUN 10250123 RESEARCH 1.GRADASST ALL 15.758.00 7.503.00
2 % Fé'. CC_PROJECT BGSUN 10250123 RESEARCH 2 FRIMNGE ALL 107.00 24.41
3 % FC'?'. CC_PROJECT BGSUN 10250123 RESEARCH 3.8UPPLIES ALL 11.283.12 10.841.49
4 % Fé. CC_PROJECT BGSUM 10250123 RESEARCH 4 TRAVEL  ALL 2716.88 2716.88
5 % Fé. CC_PROJECT BGSUM 10250123 RESEARCH 5.COMM ALL 1.000.00  109.38

The second digit in the account code corresponds to the following account categories

» 3—Supplies (for example, 53450)
» 4—Travel and Entertainment
> 5—Communication

Deficit spending is not permitted for Grants. Before you use FMS to make a purchase for a
grant you must ensure that you have sufficient funds in the Account category that
corresponds to the Account code listed in the requisition. In other words, if you are
purchasing $700 in research supplies, from Account code 53450, and the Account
category, Supplies, has only $500, your requisition will not pass budget checking.

Grant Budget Check Errors

If you enter a requisition referencing an Account code corresponding to a budget
account category for which you do not have sufficient dollars, you will receive a
budget error upon budget checking. You will not be able to process this requisition.
If this happens, you should tell your Budget Administrator.
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Following is an example of the message you will receive. Note that the Budget
Status is Error.

1. To view further details about the error, click the Error hyperlink.

Status: Pending
[Budget Status: | [Error | i
™ Hold From Further Processing

Requisition Defaults
Add Comments

ester Infa
Requisition Activities
e Entri MNnrnmant Statiie
Windows Internet E x|

:
,E Cument documert has failed budget check. (10222,23) (0000
L3

» ok |

est

2. Note that the budget check failed because the transaction amount exceeded budget
tolerance, meaning insufficient funds.

3. To go to the budget inquiry for the grant, click the Go To icon.

4. Next, click the Go to Budget Inquiry hyperlink.

/" Requisition Exceptions ' Line Exceptions

Business Unit: BGSUN Requisition ID: 00000234455

Exception Type: Error ™ Override Transaction g
Maximum Rows: 100 I™ More Budaets Exist Advanced Budget Criteria

Search | Please select one of the following links
Budgets with Exceptions Customize | Find | V . First ] 10of1 [ Last I Goto Budget Exce. t'—ons

Budget Override | Budget Chartfields 0 to Budaet Inquiry|

Override

M Ledger Group Exception More Detail Transfer
Unit Budget Cancel |
| 1 @ BGSUN CC_PROJECT Exceeds Budget Tolerance More Detail -

[E] save | S\ Return to Search | [=] Motify |

-60 -
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5. The following shows the Account category—23. Supplies—that caused the budget
check to fail because of insufficient funds.

Commitment Control Budget Details

Business Unit
BGSLIM

Ledger Group
CC_PROJECT

Dmpmychan| i ]

ProjectiGrant Activity Account Budget Period

10100021 PUBLIC-SERVICE 3. SUPPLIES|ALL

BGSUN
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Viewing Your DCC Budget

This section shows how to set up a budget inquiry for a DCC budget and view your budget
details. The following topics are covered.

> Basic budget terminology

Your available budget and how it is calculated

Viewing expenses to date

Identifying open purchases orders and requisitions

Drilling down to source documents, such as budget transfers

YV V V

Navigation

From the Menu Pagelet, select Commitment Control, Review Budget Activities,
Budgets Overview. The first step to viewing your budget is to create a budget inquiry.
Follow these simple steps:

Search:

[ My Favorites

[ BGSU Menu

[ PeopleTools

[- Supplier Contracts

[» ltemns

[ Vendors

D Purchasing Budgets Overview

[ Project Costing

[- Accounts Payable

I Asset Management /_Eind an Existing Value | Add a New Value |

~ Commitment Control

[ Budget Journals ]

> Post Control Budget Inquiry Mame:l{]ﬂsmﬂl
Journals

= Review Budget Activities
— Budget Details Add

— Ledger Inguiry Set

— Activity Lag

— Review Fund Source
Allocations

— Review Fund Source
Activities

1. At the Add a New Value tab, type a name for your inquiry. You may use a DCC code
or the name of the DCC.

2. Click the Add button.
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3. Note the name you gave your Inquiry on the top left of the page. Type a Description
for your Inquiry.

Budget Overview _
Description: |Universil].r Libraries i Inguiry

Inquiry: 008100

Amount Criteria | Clear | Reset |

Budget Type
*Business Unit: IBGSU[\O\ Ledger GroupiSet: |LedgerGr0up - Ledger Group: ICC—‘H‘PPRDP Q

[~ View Stat Code Budgets Appropriation Ledger Group

™ Display Chart [%

TimeSpan

*“Type of Calendar: | Detail Budget Period -]

Custornize | Find [ View Al | B8 First [4] 4 or4 [M] Last

From Budget . Include Adjustment Include Closing

Select Ledger Group Calendar ID Period To Budget Period Period(s) Adjustments
I CC_APPROP AN |2009 Qo Q ¥ r
ChartField Criteria Budget Status
ChartField ggfurf'e'd”"m ChartField To ChartField Value Set Update/add ¥ OPen

W Closed
Account [oPERATING  C [% Q @ | @, UndatelAdd B o

v o
pcc [oos100 Q [% Q @ | @, UndatelAdd
Fund [ Q [ Q @ | @ Update/Add

|| B Sﬂvel S Return to Seﬂrchl Previous in List | 45 Next in Listl [=] Motify | 1y Refresh | S Add Update/Display

4. Click the Display Chart box if you want to see your budget in chart form.
5. Select the Ledger Group CC Approp.

6. Type or select the Account OPERATING. If you have a one-way expense budget, leave
Account blank.

7. Delete the % sign and type or select the DCC code in the Chartfield
From Value text box.

8. Click the Save button to save your criteria for this inquiry. The next time you want to
view your budget you will only need to find the Inquiry and click the Search button.
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9. Click the Search button to display your budget Inquiry results.

» This page displays totals for the Operating account. As mentioned previously,
purchases made from FMS are paid from an Operating account or Expense
account.

Inquiry Results
Budget Overview

Business Unit: BGSUN
Ledger Group: CC_AFPFROP Appropriation Control Budget
Type of Calendar: Detail Budget Period
Amounts in Base Currency: uso
Revenue Associated 7
Return to Criteria Display Optiens Search
Net Transfers: 11,090.00
Budget: 1,345,375.53
Expense: 519,450.66
Encumbrance: 20,153.00
Pre-Encumbrance: 13.40
Budget Balance: 805,758.47
Associate Revenue: 148,176.61
Available Budget: 953,935.08

Budget Overview Results Customize | Find | View All | # First (4] 1 oF1 [¥] Last
Budaet Pre- Available Percent
Ledger Group  Fund pcc Account Encumbrance i
Ledger Grou Eund Dec Period Budget  Expense br. Encumbrance Budget* Available
1B E‘D. CC_APFPROP 10000 003100 OPERATING 2009 1.345.375 53 519.450.66 20.153.00 12.40 805,758.47 50.89 %
Return to Criteria *Notes
B save | {2\ Return to Search | Previous in Lisf | +[5] Mext in List | [=] Motify | 4 Refresh | [E¥ Add

The Available Budget of 953, 935.08 is equal to the Budget plus Associate Revenue (if
any), minus Expense, Encumbrance, and Pre-Encumbrance. An explanation of those terms
follows. NOTE: The Available Budget amount listed in Budget Overview Results section
does not include Associate Revenue and is not the true available budget.

> Budget: Total dollars of current budget

Expenses: Total dollars paid to vendors

Encumbrances: Total dollars in outstanding purchase orders
Pre-Encumbrance: Total dollars in outstanding requisitions
Associate Revenue; Total revenue dollars generated by DCC

YV V V V

10.To return to the Criteria page, click the Return to Criteria link.

-64 -
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11.To view transaction details:

» For Budget (e.g., budget transfers), click the Budget hyperlink
» For Expense (e.g., payment vouchers to vendors, journal entries—expense
transfers), click the Expenses hyperlink

» For Encumbrance (e.g., outstanding purchase orders), click the Encumbrance link

» For Pre-Encumbrance (e.g., outstanding Requisitions), click the Pre-Encumbran
hyperlink

ce

Budget Overview Results Customize | Find | View All | i First [4] 1 0f 1 [+ Last

Budget Pre- Available Percent
Ledger Group Fund DLt Account - p Encumbrance " -
Ledger Grou Fund DCC Account Period Budget Expense Encumbrance Encumbrance  Budget” Available
1 Fé, FC‘D. CC_APFROP 10000 008100 OPERATING 2008 |1,345375.53 519.450.66 20,153.00 13.40/305752.47 59.80 %

Following is a screen capture of the Activity Log for an Operating budget.

> Document Label: Indicates the type of document, Journal ID indicates Budget
Journal entered in FMS.

> Document ID: Indicates the ID of the Budget Journal Entry.

> Monetary Amount: The dollar amount of the transaction. A positive number
indicates dollars were transferred to this budget; a negative number indicates
dollars were transferred from this budget.

> Budget Entry type: Indicates whether entry is original load, adjustment or Xfer
Adj, which is a Budget Transfer

> . Drill Down: Click to view actual document, in this case, a Budget Transfer.

Activity Log

Ledger: APFP_BUD

Customize | Find | View All| 8 F
Tran Document Ref . . . Monetary Budget

: Label Document 1L} Bdat oL Budget Period Year roreign Amount ount ry Type
ine Document 1D 2 Fund DCC Account Budaget Period ear Period Foreign Amount B Entry T
& ‘fo G Journal ID: 0000276880 M 10000 008100 OPERATIMNG 2009 2008 i 5,285.00 USD 5,285.00 USD Xfer Adj.
Q ‘:o 2 Journal ID: 0000265235 M 10000 008100 OPERATING 2009 2009 G 750.00 USD T50.00 USD Xfer Adj.
Q ‘fo 2 Journal ID: 0000264675 M 10000 005100 OPERATING 2009 2008 6 250.00 USD 250.00 USD Xfer Adj.
&R ‘fo 2 Journal ID: 0000265998 I 10000 005100 OPERATING 2009 2008 6 250.00 USD 250.00 USD Xfer Adj.
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Activity Log: Drilling down to Source Documents

1. To view source documents (e.g., budget transfers, etc), click the Drill Down icon & for
the desired Document ID.

Activity Log

Ledger:  APP_BUD

Customize | Find | Vi

% Label Iem Document ID _I_éef - Fund Dcc Account Budget Period Year Period Foreign Amount “::Jw ;nm%‘
@ f’ 6 Journal ID: 0000276830 M 10000 008100 OPERATING 2009 2009 7 5,285.00 USD 5,285.00 USD fer Adj
@ f’ 2 Journal ID: 0000265235 M 10000 008100 OPERATING 2009 2009 [} 75000 USD 750.00 USD Xfer Adj
R/ f’ 2 Journal ID: 0000264675 M 10000 008100 OPERATING 2009 2009 6 25000 USD 25000 USD Xfer Adj
@ :’ 2 Journal ID: 0000266998 il 10000 008100 OPERATING 2009 2009 [} 250.00 USD 250.00 USD_Xfer Adj

2. At the Budget Journal Line Drill Down page, click the Journal ID icon.
3. Next, click the Go to Source Entry hyperlink.

Budget Journal Line Drill Down
Business Unit: BGSUN Journal 1D: 0000276880 5] Date:  01/20/2009
Line: 6
Date Posted: 01/20/2009 : : .
Flease select one of the following links:
Budget Header Status: FPosted
Journal Line Description:  Other Expenses
IGn to Source Entry
IG—I—S_m—ln 0 Source Adustment
Fund Code Department Cost Center Account
10000 00g100 58900
Cancell
Line Status: Valid
Budget Date: 07/04/2008
Line Amount: 5285.00 UsD
ok |

4. View the Budget Transfer for additional details found in the Long Description.
Close the Window and click OK to return to Activity Log.

Budget Header Y BudgetLines | BudgetErrors |
Unit: BGSUN  |Journal ID: 0000276380 Date: 01/20/2009
Ledger Group: CC_LINE_AP Fiscal Year: 2009 Period: 7
Control ChartField: Account Currency: usD
Budget Header Status:  Posted Rate Type: CRRNT
Budget Entry Type: Transfer Adjustment Exchange Rate: 1.00000000 =
Cur Effdt: 01/20/2009

[ Generate Parent Budget(s) Budget Type: Expense

[ Use Default Entry Event

Parent Budget Entry Type:  Transfer Adjustment
Long Description:
45 Budget transfer for Final Distribution of funds for NISDM Program per Novernber 6, 2008 memo from =
Provost

=
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Viewing Your Grant Budget

This section shows how to set up a budget inquiry for a Grant budget and view your
budget details. The following topics are covered.

> Basic budget terminology

Your available budget and how it is calculated

Viewing expenses to date

Identifying open purchases orders and requisitions
Drilling down to source documents, such as a requisition

YV V V

Navigation

From the Menu Pagelet, select Commitment Control, Review Budget Activities,
Budgets Overview. The first step to viewing your budget is to create a budget inquiry.
Follow these simple steps:

Search:

[+ My Favorites
[ BGSU Menu
[ PeopleTools |
[» Supplier Contracts Budgets Overview
[+ ltemns
[ Vendaors
[» Purchasing
[ Project Costing
[ Accounts Payable ) I—
[+ Asset Management Inquiry Name: [10250123
~ Commitment Control
[ Budget Journals
I Post Control Budget Add
Journals
= Review Budget Activities
— Budget Details
— Ledger Inguiry Set
— Activity L og
— Review Fund Source
Allocations
— Review Fund Source
Activities

|/_Eind an Existing Value ' Add a New Value ‘| |

IFind an Existing Value | Add a New Value

1. At the Add a New Value tab, type a hame for your inquiry. You may use a
Project/Grant code or the name of the Grant.

2. Click the Add button.
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3. Note the name you gave your Inquiry on The top left of the page. Type a Description
for your Inquiry.

Budget Inquiry Criteria fclick to

Budget Overview ?ne|e;e
quiry
Inquiry: 10250123 Description:  |Phosphates in Lake Erie i} L

Search | Clear | Reset |

Amount Criteria
Budget Type

*Business Unit: [BGSUNCL  Ledger Group/Set: |Ledger Group - Ledger Group: ICC—PRDJECT Q
™ View Stat Code Budgets Frojects Ledger Group

[ Display Chart i

TimeSpan

“Type of Calendar: | Detail Budget Period -

Customize | Find | View Al | 38 First (4 1 or 1 [ [ ast
Include Adjustment Include Closing

From Budget

Select Ledger Group Calendar ID Period To Budget Period Period(s) Adjustments

~ CC_PROJECT AL JALL S DT r
Budget Status

ChartField ng’ufie'd From ChartField To ChartField Value Set  Updateladd P Open

W Closed

Account [6 Q, [ Q @[ Q Updaterdd —

PC Bus Unit [6 Q, [ o @[ Q Undatedd

ProjectGrant  [10250123 Q, [ o @[ Q Undatedd

Activity [6 Q, [ o @[ Q Undatedd
Bl save || &4 Return to Search | 4[5 Previous in List | 4] Next in List | [=] Notify | %) Refresh | Es Add Update/Display

4. Click the Display Chart box if you want to see your budget in chart form.
5. Select the Ledger Group CC PROJECT.

6. Delete the % sign and type or select the Project/Grant code in the Chartfield
From Value text box.

7. Click the Save button to save your criteria for this inquiry. The next time you want to
view your budget you will only need to find the Inquiry and click the Search button.
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8. Click the Search button to display your budget Inquiry results.

» This page displays totals for all ten Account category rows. To see if you have
money available in a given category, look at the Available Budget for that
category, for example, 3. Supplies, which shows 341.63 available. Therefore, a
requisition totaling $200 referencing Account code 53450 for (Research Supplies)
would pass budget checking.

Inquiry Results

Budget Overview

Business Unit:

Ledger Group:

Type of Calendar:

Amounts in Base Currency:
Revenue Associated [¥

BGSUN

CC_PROJECT  Project Budget Control
Detail Budget Period

uspD

Return to Criteria

Budget:

Expense:
Encumbrance:
Pre-Encumbrance:
Budget Balance:
Associate Revenue:

Available Budget:

Budget Overview Results
Ledaer Group

B cc

10 By

Return to Criteria ‘Motes

2 Savel ELReturn to SEEFEhl

Ledger Totals (10 Rows)

1 B E cc_pRoJECT

@ & cc_PROJECT
F3, cc_ProJECT
E, ce_prosecT
F3, cc_ProJECT
PROJECT
F3, cc_ProJECT
E, ce_prosecT
F3, cc_ProJECT
E, ce_prosecT

100 Display Options Search

Max Rows:

Net Transfers: 0.00
49,552 00

30,222 99
0.00
100.00
19,229.01
000

19,229.01

First [4] 1.10 or 10 [*] Last

Customize | Find | View All | L]

mﬂ“s Project/Grant  Activity Account DU Budget Expense Encumbrance . - Ere: "*&2_{3 e
BGSUN 10250123 RESEARCH 1.GRADASST ALL 15.758.00 7.503.00 0.00 0.00 825500 52 395
BGSUN 10250123  RESEARCH 2FRINGE AL 0700 Saug L0 000 5259 49458
BGSUN 10250123 RESEARCH UPPLIES ALL 11.283.12 10.841.49 0.00 100.00 3 UBE
BGSUN 10250123  RESEARCH AL 271683 271688 0.00 T 000F
BGSUN 10250123 RESEARCH 5.COMM ALL 1.000.00 109.38 0.00 0.00 890682 89 UEE
BGSUN 10250123  RESEARCH BGEN_FEE ALL 139600 000 000 000 1,396.00 10000
BGSUN 10250123 RESEARCH 8.NONEMPL ALL 2.000.00 0.00 0.00 0.00 2,000.00 100 UUE
BGSUN 10250123  RESEARCH SOTHRMISC ALL 138300  518.00 000 000 87000 62888
BGSUN 10250123  RESEARCH ALL_EXP  ALL 0.00 0.00 000 0.00 000 000E
BGSUN 10250123  RESEARCH FaA AL 1390300 8.479.83 0.00 000 542347 39018

2] Previous in List | ] Nextin L\s(l Notify | ) Refresh

B+ Add

9. To view transaction details:

SU

>

For Budget (e.g., budget transfers), click the Budget hyperlink for the desired
Account Category

For Expense (e.g., payment vouchers to vendors, journal entries—expense
transfers), click the Expenses hyperlink for the desired Account category

For Encumbrance (e.g., fully encumbered purchase orders), click the
Encumbrance link for the desired Account category

For Pre-Encumbrance (e.g., outstanding Requisitions), click the Pre-Encumbrance
hyperlink for the desired Account category.
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Following is a screen capture of the Activity Log for Pre-Encumbrances.

> Document Label: Indicates the type of document (e.g., Requisition)

> Document ID: Indicates the ID of the document (e.g., Requisition ID)

> Account: Indicates the Account category to fund this transaction (e.g., 3 Supplies)
> S.Drill Down: Click to view actual document, in this example, Requisition.

Activity Log

Ledger: PROJ_PRE
Display open pre-encumbrances only [

Customize | Find | View st

Tran Document Ref PCBus . . . . Monetary

i Label DocumentiD o : Project/Grant Account  BudgetPeriod  Year Period Foreign Amount t Tran D Tran Dat

Line Document ID 2 Unit Project/Grant Activity Account Budget Period Year Period Foreign Amount o Tran ID Tran Dat

'fa 1 g%z’:aﬁe 0000117696 Y BGSUN 10250123 RESEARCH 3.5UPPLIES ALL 2009 1 -700.00 USD -700.00 USD 0000759631 07/16/20

'fo 1 :Eeuuisition 0000018477 M BGSUN 10250123 RESEARCH 3.5UPPLIES ALL 2007 12 700.00 USD 700.00 USD 0000757358 07M10/20
2 Requisition

Q r 1 o 0000018477 M BGSUN 10250123 RESEARCH 3.5UPPLIES ALL 2007 12 -700.00 USD -700.00 USD 0000757358 07/10/20

'fo 1 :Eeuuisition 0000018477 M BGSUN 10250123 RESEARCH 3.5UPPLIES ALL 2009 1 700.00 USD 700.00 USD 0000757358 07M10/20
2 Requisition

@s r 1 o 0000023441 M BGSUN 10250123 RESEARCH 3.5UPPLIES ALL 2009 10 100.00 USD 100.00 USD 0000877713 041520

Activity Log: Drilling down to Source Documents

1. To view source documents (e.g., Requisition, etc), click the Drill Down icon . for the
desired Document ID.

Activity Leg

Ledger: PROJ_PRE
Display open pre-encumbrances only -

First 4] 1-5 of § [ Last
ﬁ potument  pocument i ﬁg % Project/Grant  Activity Account  BudgetPeriod  Year t HoneleM I Tranbaf
% 1 g?&g’:ﬁ“ 0000117696 Y BGSUN 10250123  RESEARCH 3.3UPPLIES ALL 2009 1 -700.00 USD 700.00 USD 0000759531 07/16/20)
@ % 1 ‘%"””‘S“‘”” 0000018477 N BGSUN 10250123  RESEARCH 38UPPLIES ALL 2007 12 700.00 USD 700.00 USD 0000757358 07/M0/20
@ % 1 ‘%"””‘S“‘”” 0000018477 N BGSUN 10250123  RESEARCH 38UPPLIES ALL 2007 12 -700.00 USD 700,00 USD 0000757358 07/0/20
@ % 1 ‘%"””‘S“‘”” 0000018477 N BGSUN 10250123  RESEARCH 38UPPLIES ALL 2009 1 700.00 USD 700.00 USD 0000757358 07/M0/20
@ % 1 ‘Fée““‘s“‘“” 0000023441 N BGSUN 10250123  RESEARCH 3.83UPPLIES ALL 2009 10 100.00 USD 100.00 USD 0000877713 04/15/20
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2. At the Requisition Line Drill Down page, click the Requisition ID icon.

3. Next, click the Go to Source Entry hyperlink.

Requisition Line Drill Down

Transaction Line Identifiers

OK |

Business Unit:  BGSUN Requisition 1D: 0000023441 5 Line Number: 1

Schedule: 1 Distribution Line: 1

Transaction Line Details Please select ane of the following links:
PC Business . -

Fund Code T Project/Grant Activi Account

—— Unit Frojectirant Activity IS0 to Source Ent

43000 BGSUN 10250123 RESEARCH 53450 0 {0 Source Adiustment

Line Status: Valid Cancel |

Budget Date: 04/15/2009

Line Amount: 100.00 usD

Quantity: 1.0000

4. View the Requisition for additional details found in the Description. Close the
Window and click OK to return to Activity Log.

Requisition ID: 0000023441

5

*Requester: IRE Qo1
“Requisition Date: [04/15/2009 5]
IONL Q

*Currency Code: |USD

Accounting Date: |04~"15f2009 B

Origin:

Purchasing Kit
ltemn Search

Details Wender Informaticn

Requester Info

Cnline Entry

Dollar

Catalog
Requester ltems

=y

Budget Status: Valid

=
™ Hold From Further Processing
Requisition Defaults

Add Comments

Requisition Activities
Document Status

Total Amount: 100.00 UsD

Line: [ To:[ O Retrieve |

Line Description
=h
1R Research Supplies

Wiew Printable Version

Quantity *UOM

€, [1oo00 EA

Physical Zero Price

Cateqory  Price Amount o ire indicator 12
44120000  [100.00000 100.00 [Goods -] I App
*Go to: |...I'v10re... j
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Understanding Budget Transfers and Journal Entries

Budget Transfers and Journal Entries are frequently confused. This section briefly explains
the difference between the two.

Budget Transfers

Budget Transfers, which are used to transfer budget dollars from one account code to
another or to donate budget dollars to another DCC, affect the Budget total. If you are
donating dollars to another DCC, the Budget total will be reduced by the amount of the
transfer, giving you less money in your budget. If you are transferring budget dollars from
one account code to another within your DCC, the budget total will stay the same; you are
just moving dollars from one account to another within the same budget.

To see a specific transaction, click the Budget total for your Operating or Expense
Budget.

Budget Overview Results Customize | Find | View All | # First [4] 1 0f 1 [H Last

Pre- Available Percent

Budaget
Budget  Expense Encumbrance Encumbrance  Budget* Available

Period
16y |E§C|), CC_APPROF 10000 008100 OPERATING 2009

Ledger Group Fund Dcc Account

1.345.375.53 519.450.66 20.,153.00 13.40 805,758.47 5989 %

Following are a few guidelines involving Budget Transfers.

> Should be initiated by the DCC who will have its budget reduced.

> Normally involve transfers to and from the Operating account. In some cases,
transfers involving Personnel account codes are permitted. However, if you are in
Academic Affairs, you must submit the paper Budget Transfer Approval Form to
Valita Barnes and receive approval before entering in FMS.

» Require approval by the Budget Administrator for the DCC who is donating the
budget dollars. The requester must use the FMS notification process to send an
email to the Budget Administrator, who will in turn email the Controller’s Office.

> Are not permitted for Grants. Call Restricted Funds (Grants Accounting).

> Are never entered for DCCs with different funds ( e.g., Fund 10000 donating to
Fund 20000)
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Journal Entries

Journal Entries, which are used to transfer an expense resulting from a
purchase/invoice, affect the Expense total. If you are transferring an expense to another
DCC or Project/Grant, the Expense total will be reduced by the amount of the transfer,
giving you more money in your budget. If someone is transferring an expense to you, the
Expense total will be increased by the amount of the transfer, giving you less money in
your budget.

Budget Overview Resuits Customize | Find [ View A1l | B8 First [4] 1 or 4 [M] Last
Budget Pre- Available Percent
Ledger Group  Fund pce . udq D Pre-  Available Percent
L er Grou) Fund DCC Account Period B et Expense Encumbrance Encumbrance B ot Available
1B Ey CC_APPROP 10000 008100  OPERATING 2000 1.345.3?5.5:! 510.450.66 | 20,153.00 13.40 805,758.47 59.80 5

To see a specific transaction, click the Expense total for your Operating or Expense
Budget. If you are viewing grant budget totals, click the Expense total for the Account
category used to pay the expense. In either case, locate the Journal ID for the desired
Journal Entry.

Following are a few guidelines involving Journal Entries.

> Are normally initiated by the department who incurred the initial expense. For
example, the department may have paid for a purchase and is transferring an
expense to another department who agreed to share in the costs.

> Are used to correct an incorrectly charged expense. The department who was
incorrectly charged should initiate the transfer.

> Are always used when the transfer involves two different funds.

> Require Budget Administrator or Principal Investigator approval. The Requester
must use the FMS Notification process to email the Budget Administrator or PI who
will in turn email the Controller’s Office or Grants Accounting as required.
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Checking Budget Transfer and Journal Entry Statuses

Use this quick reference chart to find and view Budget Transfer and Journal Entry

statuses.

Budget Transfer Document Status

Navigation: Commitment Control/Budget
Journals/Enter Budget Transfer

Click the Find an Existing Value tab, enter the
Journal ID and click Search.

At Search Results, view the status of the
Journal ID. See Statuses to the right.

OR if you put your initials in the Description field
within the Budget Transfer, you can search by
Description (as shown below).

S Transfer from EVP to Board Y
AZ: Budget Transfer from Succ

CC LINE AP Posted
CC LINE AP Posted
CC LINE AP Posted

Journal Entry Document Status

Navigation: General Ledger/Journals/Journal
Entry/Create/Update Journal Entries

Click the Find an Existing Value tab, enter the
Journal ID and click Search. View the Status.

You may also enter just the Source of IX to see
all Expense Transfers, then from the Search
Results table, sort by Description to identify
those entered by you (if you put your initials in the
Description field within the Expense Transfer).
See below.

)

osted  Valid A8 Expense Transfer from m‘

ACTUAL X U3D ]
e 0 AS: Expense transfer from Gene
0

osfed  Valid ACTUAL X USD

ncomplete Mot Chid ACTUAL

=)
=
=
=
=
=5
=
ey
=

=)

I3 s

Document Statuses
Budget Transfers (BT)

Error: BT has incorrect Chartfields and/or budget check
errors.

None: The initial status when you create a BT for a DCC for
which you have security access. This is normal.

Not Balanced.: BT includes only one line. Debits do not
equal credits.

Posted: BT has a valid budget status and valid chartfield
values. The BT has been posted to the CC ledger and the
transfer has been made.

Security Error: The initial status when you create a BT for a
DCC for which you do not have security access. This is
normal.

Journal Entries (JE—Expense Transfer)

Journal Entry Incomplete: JE saved with a journal status of
Incomplete (T) and budget status of N (Not Checked). This
is normal. This is how FMS is setup.

Journal Has Errors: JE has incorrect Chartfields or has a
date not within the open ledger period.

No Status-Needs to be Edited: JEs from interfaces and from
online entry that have not had journal and budget statuses
checked.

Valid Journal Edits Complete: JE has valid Journal Status
but errors in Budget Check.

Posted: JE has valid Journal and Budget status. JE has been
posted to the General Ledger and the expenses have been
transferred.
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Express Steps for Creating Requisitions

This section contains quick, step-by-step procedures for creating requisitions that use the
following origins: All requisitions, regardless of dollar amount, will be routed electronically
for approval.

NOTE: These instructions assume you fully understand when and how to enter FMS
requisitions to purchase goods or services. If you do not understand the process, please
read the guide as needed.

Origins

» ONL: Online Entry—Use for any dollar amount

> BLK: Blanket Requisitions/PO’s—Use when you want to make repeated purchases
from a vendor over a given time period without entering a requisition each time.
When the requisition is sourced to a Purchase Order Number, you can give the PO#
to vendor anytime you wish to place an order. Enter a purchase order receipt each
time you make a purchase.

» SVC: Service Contract—Use when you want to pay a fixed fee each month to a
vendor, for example, a leased car payment or a copy maintenance fee. Enter a line
for each month and enter a purchase order receipt for each monthly payment.
Note: No separate instructions are provided. Follow the instructions for Multi-Line
Requisition and use the Origin SIVC

» RSV: Reserved Purchase Order Number—Use when you want to take advantage of
special pricing or speed up the order process. Call Purchasing and tell them the
Vendor Name/No and the DCC or Project/Grant code. Purchasing will give you a
reserved FMS Purchase Order Number. Call or Email PO# to the Vendor to get your
order underway. Enter a requisition that includes the PO# in the Description. Enter
a Purchase Order receipt when you receive the goods or service.
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Creating a One Line DCC Requisition without using Requisition
Defaults

Purchasing > Requisitions > Add/Update Requisition

o From the Add a New Value tab, click
o Keep the Origin as ONL

o Tofill'in the Line Details: m

o Click

o Click

Enter a description of the item being purchased as the
Description

Enter a Quantity

Enter the UOM (unit of measure)

Enter a Category

Enter a Price

Click the Vendor Information tab

Click the Look Up icon = for the Vendor field

Search for and select the vendor

Click the Look Up icon for the Location field
Select the correct location
Click the Details tab

Click B2 (Schedule)

Change the Ship To location if necessary and select a Due Date
if needed

click il (Distribute)

Enter a Fund

Enter a DCC

Verify or select a different Account code

Click

to save the requisition

Return to Main Page

the link near the top left of the page

o Click £ to budget check
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Creating a One Line Grant Requisition without using Requisition
Defaults

Purchasing > Requisitions > Add/Update Requisition

o From the Add a New Value tab, click
o Keep the Origin as ONL

o Tofillin the Line Details: >

Enter a description of the item being purchased as the
Description

Enter a Quantity

Enter the UOM

Enter a Category

Enter a Price

Click the Vendor Information tab

Click the Look Up icon = for the Vendor field

Search for and select the vendor

Click the Look Up icon = for the Location field
Select the correct location
Click the Details tab

Click B2 (Schedule)

Change the Ship To location if necessary and select a Due Date
if needed

click [ (Distribute)
Click the Look Up icon = for SpeedChart

Search for/select the correct SpeedChart Key (begins with “g”)
Verify or select a different Account code

Click Note: you may have re-enter quantity

o Click to save the requisition

o Click the

_llink near the top left of the page

o Click £ to budget check
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Creating a Multi Line Requisition without using Requisition
Defaults

Purchasing > Requisitions > Add/Update Requisition

o From the Add a New Value tab, click

Add

o Keep the Origin as ONL

To fill in the Line Details: %

Enter a description of the item being purchased as the
Description

Enter a Quantity

Enter the UOM

Enter a Category

Enter a Price

o To add the second line, click the Add Line icon at the end of the Line
Details section

Status Status

Pending > [ PendingEI

Enter the details for the second line (the second item being
purchased)

o Click the Vendor Information tab

Click the Look Up icon = for the Vendor field

Search for and select the vendor

Click the Look Up icon = for the Location field

Select the correct location

o Click the Details tab

SU
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Click B2 (Schedule) for the first line

Change the Ship To location if necessary and select a Due Date
if needed

click [ (Distribute)
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Enter a Fund
Enter a DCC
Verify or select a different Account code

Click LK

the

Return to Main Page

link near the top left of the page

Click =4 (Schedule) for the second line

Change the Ship To location if necessary and select a Due Date
if needed

Click [d (Distribute)

*Enter a Fund

Enter a DCC

Verify or select a different Account code.

Click 9K

Bl save

to save the requisition

the

Return to Main Page

link near the top left of the page

o Click £ to budget check

*Note: To use these instructions for a Grant, just click the lookup icon for

the SpeedChart key and select the correct SpeedChart key and click OK.
Note: you may have to re-enter the quantity.
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Creating a Blanket Requisition without using Requisition Defaults

Purchasing > Requisitions > Add/Update Requisition

o From the Add a New Value tab, click
o Change the Origin to Blanket Requisitions/PO

o Tofill in the Line Details:

Details

Enter a Description that starts with the abbreviation BLK:
Enter a Quantity of 1

Enter Dollars for Blankets in the Unit of Measure
Enter a Category

Enter a Price

Click the Vendor Information tab

Click the Look Up icon = for the Vendor field

Search for and select the vendor

Click the Look Up icon = for the Location field
Select the correct location
Click the Details tab

Click 2 (Schedule)

Click [d (Distribute)

Click the Distribute by list box and select Amount
*Enter a Fund

Enter a DCC

Verify or select a different Account code

Click

o Click to save the requisition

o Click the Llllnk near the top left of the page

o Click B4 to budget check

*Note: To use these instructions for a Grant, just click the lookup icon for

the SpeedChart key and select the correct SpeedChart key and click OK.
Note: you may have to re-enter the quantity.
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ﬁ‘ EXPRESS STEPS: Creating a Reserved PO Requisition without using

Requisition Defaults

Purchasing > Requisitions > Add/Update Requisition
o From the Add a New Value tab, click
o Change the Origin to RSV (Reserved PO)

SU

BOWLING GREEN STATE UNIVERSITY

Enter as your Description “"ASSIGN TO RESERVED PO #xxx”
followed by a description of the item being purchased

Enter a Quantity
Enter the UOM
Enter a Category
Enter a Price

Click the Vendor Information tab

Click the Look Up icon = for the Vendor field

Search for and select the vendor

Click the Look Up icon = for the Location field
Select the correct location
Click the Details tab

Click 2 (Schedule)

Change the Ship To location if necessary; Select a Due Date if
needed

click [ (Distribute)

*Enter a Fund

Enter a DCC

Verify or select a different Account code
Click

o Click to save the requisition

o Click the

— llink near the top left of the page

o Click £ to budget check *Note: For a Grant, click the lookup icon for the

SpeedChart key, select the correct SpeedChart key, and click OK. Note: you may
have to re-enter the quantity.
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Creating a One Line, Combined Grant and DCC Requisition
without using Requisition Defaults

Purchasing > Requisitions > Add/Update Requisition

o At the Add a New Value tab click

Add

o Keep the Origin as ONL

o Tofill in the Line Details:

SU
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Enter a description of the item being purchased as the
Description

Enter a Quantity

Enter the UOM (unit of measure)

Enter a Category

Enter a Price

Click the Vendor Information tab

Click the Look Up icon = for the Vendor field

Search for and select the vendor

Click the Look Up icon = for the Location field

Select the correct location

Click the Details tab

Click E2 (Schedule)

Change the Ship To location if necessary and select a Due Date
click [ (Distribute)

Click the Look Up icon L= for the SpeedChart field

Search for/select the correct SpeedChart Key (begins with “g” )
Verify or select a different Account code
Enter a new Percent according to the split distribution

Click the Add Line icon to add the next Distribution Line

Fund Affil

o @E
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= At the Explorer User Prompt, click the OK button to add one
line or change as desired

» Enter the Fund
» Enter the DCC
= Verify or select a different Account code

= Click LK

o Click L2221 t6 save the requisition

Return to Main Page

o Click the link near the top left of the page
o Click £ to budget check
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ﬁ‘EXPRESS STEPS: Creating a One Line DCC Requisition with Defaults

Purchasing > Requisitions > Add/Update Requisition

SU
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o At the Add a New Value tab click
o Select the Origin

o To enter the Requisition Defaults:

» Click Requisition Defaults link
= (lick Override

= Enter a Vendor
» Verify Vendor Location
= Enter a Category

* Enter a Unit of Measure; If necessary, change the Ship To
location

= Select a Due Date if needed

= If this is a BLK requisition, click the Distribute by list box and
select Amount

= *Enter the Fund
» Enter the DCC
= Verify or select a different Account code

= Click

To enter the Line Details:

* Enter a Description
= Enter a Quantity
= Enter a Price

Click === | to add default values to the requisition. If you do not, your
default chartfield values may not be entered in the Distribution page.
Check the Distribution page to verify that the chartfield values were
entered.

Click E and then dlick [ to access Distribution page. If chartfield
values did not come in, enter them now. Return to Main Page.

Click to save the requisition

Click L= to budget check Note: To use these instructions for a Grant, just

click the lookup icon for the SpeedChart key, select the correct SpeedChart key,
and click OK. Note: you may have to re-enter the quantity.
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T}“"Express Steps: Creating PO Receipts
Purchasing > Receipts > Add/Update Receipts

1. When you receive the e-mail notifying you that your requisition has been sourced to a
Purchase Order, save this email. When you receive the goods or the service has been
performed, copy the PO number from the e-mail by highlighting it and either pressing
Ctrl-C or right-clicking it and selecting Copy from the pop-up menu.

Date: Fri. 16 Mar 2007 15:49:22 -0400 (EDT)

From: psoft-admin@bgsu.edu

To: krahrig@bgnet.bgsu.edu

Subject: Your requisition has been sourced to a Purchase Order.

Highlight the PO number and copy it either by pressing j

Content-type: text/plain: |  Ctrl-C or right-clicking on it and selecting Copy from the

pop-up menu

Requisition numb 755 has been sourced to PO number
WONDIDELEY The delivery date is 2007-03-16

2. From the Menu Pagelet select Purchasing > Receipts > Add/Update Receipts.

3. The Receiving page is displayed. Make sure Add a New Value is the active tab. Click
Add

4. The Select Purchase Order page is displayed. Paste the PO number you just copied
into the ID field. Either click the ID field to select it and press Ctrl-V or right-click in
the ID field and select Paste from the pop-up menu.

5. Just in case you did not use your default Ship To location for this requisition, delete
the entry in the Ship To field.

6. Click _Search |

Select Purchase Order

PO Unit: [pesun e Days +I- Today: [299
ID: [ooo0122176 Start Date: [o7iosiz006 [
Line/Sched Hum: T End Date: [12i27i2011 )
Release: l— Short Vendor Name: I & Vendor Lookup
ftem ID: f Q@ Vendor Item ID: | Q
Ship To: I Q Manufacturer 1D: | Q
Ship Via: I Q Manufacturer's [tem ID: | Q
¥ Retrieve Open PO Schedules
| Seanch | & No Order Qty € Ordered Qty € PO Remaining Qty
OK | Cancel Refresh

SU o
Pomie ST T Purchasing Department/Office of Human Resources
April 2009




FMS Requester User Guide

7. At the Retrieved Rows section, click the SEL checkbox for the desired PO ID.

Retrieved Rows Customize | Find | View Al |

" More Details

" Shipping Related

First [+ 1 of1 [ Last

ok || cance |
he—

Selected Rows
sel POUNt POID Line Sched Release DueDate Ite Description
P BGSUN 0000122176 1 1 01/09/2009 Sebo Rubber Flooring Replaceme
Selectall T Clearan
Refrezh I

8. Click % |

9. The Receiving page is displayed. If you are receiving goods, enter the Receipt Qty.

Maintain Receipts

Receiving
Business Unit: BGSUN Receipt Status: Open b4
Receipt ID: NEXT Add Comments Activities
Header Details
=

Select Purchase Order
First [ 1.0r1 [} Last

Customize | Find |
Source Infermation

Receipt Lines b More Details ' Links and Status tem / Mfg Data i Optional Input

- - Receipt *Recv Accept . Device Stock Device
Line Item Description Price a UolM Q Status Serial Track UOM Track
Sebo Rubber
= Device
1 B Flooring 16544.00000 B[ a open T B @=E X
Replaceme -

I Interface Receipt Print Delivery Report | Run PO Receipt Accrual I Interface Asset Information

E save | Notify | iy Refresh
 E—

[Es Add Uuuatemisulayl

10.If you are receiving dollars from a Blanket Requisition, enter the Price (the amount

of this single purchase).

Receipt Lines

Receipt Lines Y ttem Mfg Data

% More Detaile | Links and Status

te Description Price Receipt

Blanket far

Women's Tennisl 1.0000

-

11.Click B Save |
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Yar EXPRESS STEPS: Entering a Budget Transfer

Commitment Control > Budget Journals > Enter Budget Transfer

Add

o At the Add a New Value tab click

Budget Header
o To enter the i details

= Enter the Ledger Group, CC Line AP
» Keep the *Budget Entry Type as 7ransfer Adjustment.

DO NOT CHANGE

*Budget Entry Type: Transfer Adjustment|

= Select the Parent Budget Entry Type: 7ransfer Adjustment

» Enter the Long Description as follows: Enter your initials so
you can easily search for the budget transfers you have entered.

Long Description:
AS: Transfer § 475.00 to 010148 from 200120 for support for President's Day and Admissions events.

This Long Description will be displayed in the Header
Description column in both DCC’s monthly Budget Summary report
(Budget Details tab).

Budget Li
o To enter the — details, complete the following steps.

NOTE: This example lists the DCC who is receiving the budget dollars in
the first line. If you prefer to enter the DCC who is giving the budget
dollars in the first line, that is fine. Just make sure your Long Description
reads From/To.

Budaget Period

<

= Select the

= First Line: Enter the Fund and the DCC for the department
who will receive the budget dollars.
-87-
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Enter the Account that the dollars should be transferred to. The
description for this Account code will automatically be displayed
in the Journal Line Description as shown.

iJournal Line Description

|[Other Transfers

Enter the Amount of the budget transfer. This amount will be
added to this DCC’s budget.

Click the Show All Columns button (=] to see all the fields on
this page. Move the scroll bar to the far right.

Enter information in the Ref (reference) field if you want (your
initials, for example).

Enter the DCC who is giving the budget dollars in front of the
description in the Journal Line Description field. This will
serve as a cross-reference for the Controller’s Office.

Journal Line Description

200120 Other Transfers

Lines to add 1 =l
At , click the plus sign.

Second Line: The values you entered on the first line are
copied automatically to the second line. Enter the Fund, the
DCC, and Account code for the donating department.

Enter a minus sign in front of the Amount. This amount will be
deducted from this DCC'’s budget.

A mount

475.00

-475.00
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= Enter the DCC who is receiving the budget dollars in front of the
description in the Journal Line Description field. This will
serve as a cross-reference for the Controller’s Office.

Journal Line Description

|200120 Other Transfers

[010038 Other Transfers

o Click

Save

to save the budget transfer.

o The transfer will be assigned a Journal ID. Write this down now. You

will need

it when you send your Email notification.

Unit;

BGSUN Journal 10: 0000119638

o If your Budget Header Status reads “None” or “Security Error”, do
not worry.

Budget

Header Status: MNone Budget Header Status: Security Error

o Click the

=10ty | putton to send an Email Notification to your

Budget Administrator who must approve this transfer. You may enter
your address as the CC (Carbon Copy). Enter a Priority if you wish and

enter the

Subject and Message as shown in this screen capture.

Notification Details

To:

CC:

BCC:

Iheeman@basu.edu

awhite@bgsu.edu

ey [z0e0 [

WWransmuuumalID119538= @

Template | yariflow Notification ]

Text: =]
Friority: %MotificationPriority
niatn @ant 9002 A3 14 [v]

Message: | please approve &

. OK . e e
o Click the button to send the Email Notification.
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Yar EXPRESS STEPS: Creating a Journal Entry (DCC to DCC Expense)

General Ledger > Journals > Journal Entry > Create/Update Journal

Entries
o At the Add a New Value tab click .
Header
o To enter the details, complete the following steps.

= Enter the Long Description as follows: Enter your initials so
you can easily search for the journal entries that you have
created. Clearly indicate who will have its expenses decreased
and who will have its expenses increased. List the reason
(sharing costs or correcting an incorrectly charged expense).
Also, indicate the date of the original transaction, which you can
find on your monthly Expense Detail report.

Long Description: LAB: Decrease 412500 expense; increase 410000 expense; 116.55 on 1215/07 | s
for supplies for Student Budget Committee Hearings, Spring Semester 2007 k"

= Enter or select the *Ledger Group, ACTUAL
= Enter or select the *Source, IX

DO NOT UNCHECK THIS BOX

Save Journal Incomplete Status

Lines

o To enter the details, complete the following steps.

NOTE: This example lists the DCC whose expenses will be decreased in
the first line. You may do the opposite. Just make sure your Long
Description matches what your lines display.

» First Line: Enter the Fund and the DCC for the department
who will have its expenses decreased.

= Enter the Account code. The description for this Account code
will automatically be displayed in the Journal Line Description
as shown.

Journal Line Description

|Oﬁ'|ce Supplies
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= Enter a minus sign and the Amount of the journal entry. This
amount will be deducted from this DCC's expense total for this
Account code.

Amount

-116.55

= Enter the Journal ID of the original expense transaction in the
Reference field. You can find this ID in the monthly Expense
Detail report under the columns Source and Journal ID. In this
example, JPM indicates that this is a JP Morgan Chase
Purchasing Card transaction from the vendor BioServ, for
example.

Reference

[JPM 0000007068 | [Pu7oss |

The Journal ID listed in the Reference field will appear in the
monthly Expense Detail report under the Ref column.

= Enter your initials in front of the Account code description in the
Journal Line Description field. Next, enter the DCC who will
have its expenses increased. This information will appear in your
DCC’s monthly Expense Detail report under the Line
Description column and will be a helpful cross-reference.

Journal Line Description

LAB 410000 Office Supplie

Lines to add 1 =

= At , click the plus sign.

= Second Line: The values you entered on the first line are
copied automatically to the second line. Enter the Fund and the
DCC for the department who will have its expenses increased.
Keep the Account code and the Reference the same.

* Note that the Amount is now a positive value. FMS
automatically changes the negative to a positive to balance the
journal. This amount will be added to this DCC’s expense totals

for this Account code. e
A -91-
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= Verify your initials in front of the Account code description in the
Journal Line Description field. Next, enter the DCC who will
have its expenses decreased. This information will appear in the
other DCC’s monthly Expense Detail report under the Line
Description column and will be a helpful cross-reference.

Journal Line Description

|I_AEI 410000 Office Supplie

|I_&EI 412500 Office Supplie

o Click =221 to save the journal entry. You will receive the following

message, which is normal. Click as a response to this

message. Write down the Journal ID.

Microsoft Internet Explorer

'E Journal 0000119642 is saved with incomplete status. (5210,23)

This journal cannot be edited or posted until you change its status to complete,

o Click the =M% | putton to send an Email Notification to your
Budget Administrator who must approve this entry. You may enter your
address as the CC (Carbon Copy). Enter a Priority if you wish and
enter the Subject and Message as shown in this screen capture

Send Notification

Type names or email addresses inthe To, CC, or BCC fields, using a semi-colon
Click LOOKUF RECIFIENT to search for a name. Click DELIVERY OPTIONS to vig

Notification Details

To: jhcoats@bagnet bgsu.edu
CC: Ibeeman@hbasu.edu
BCC:

2Med v

riority:

Subject: =Journal Entry ID 119642= @
Template |\warkflow Natification ]
Text:

Priority: %eMotificationPriority

Diata Sant 3NN0 N4 20 .v.
Message: |pigase review and approve. &
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= EXPRESS STEPS: Creating a Grant-Related Journal Entry (DCC to
Grant Expense)

General Ledger > Journals > Journal Entry > Create/Update Journal
Entries

Add

o At the Add a New Value tab click

Header
o To enter the details, complete the following steps.

» Enter the Long Description as follows: Enter your initials so
you can easily search for the journal entries that you have
created. Clearly indicate who will have its expenses decreased
and who will have its expenses increased. List the reason
(sharing costs or correcting an incorrectly charged expense).
Also, indicate the date of the original transaction, which you can
be found on a DCC Expense Detail report or a Grant's Grant
Budget Summary report.

Unit.  BGSUN Journal ID: NEXT Date: 02152008

Long Description: LAB: Increase 10410155 (Aging & the Cholinergic System); decrease 041100 ~
(Psychology)- 172. 63 for Animal Bedding from BioServ on 01/22/2008. "

= Enter or select the *Ledger Group, ACTUAL
= Enter or select the *Source, X

DO NOT UNCHECK THIS BOX

Save Journal Incomplete Status

o To enter the L—=1&s

details, complete the following steps.

NOTE: This example lists the Grant whose expenses will be increased in
the first journal line. You may do the opposite. Just make sure your Long
Description matches what your lines display.

» First Line: Enter the SpeedType for the Grant. Enter a “G” for
grant, followed by the Project/Grant ID.

SpeedType

= Click the magnifying glass (Lookup).[[59215_ %
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»= Next, click the Selected checkbox for the SpeedType code for
this grant.

SpeedType List

SpeedType: |G10410155
speeampes

Selected | SpeedType Fund DCC Program ProjectiGrant

I G10410155 43000 10410155

= (lick the button to insert the Fund and

Project/Grant numbers into the first line.

= Enter or select the PC (Project Costing) Business Unit
(BGSUN). The Project/Grant Code will be deleted.

= Re-enter the Project/Grant Code. If you do not, you will not
be able to select the Activity.

= Select the Activity. You will only have one option.

= Select the An (Analysis) Type, GLJ(General Ledger Journal).

PC Bus

Unit Project/Grant Activity An Type
|Basur &, [10410155 G |[RESEARCH Q [eu &

= Enter the Account code. The description for this Account code
will automatically be displayed in the Journal Line Description
as shown.

lJournal Line Description

|animal Bedding

» Enter the Amount of the journal entry. This amount will be
added to this Grant’s expense total for this Account code.

Amount

172.63

SU o
Pomie ST T Purchasing Department/Office of Human Resources
April 2009




FMS Requester User Guide

= Enter the Journal ID of the original expense transaction in the
Reference field. You can find this ID in the monthly Expense
Detail report under the columns Source and Journal ID. In this
example, JPM indicates that this is a JP Morgan Chase
Purchasing Card transaction from the vendor BioServ, for
example.

Reference

JPM 0000007068 [JPu7068

The Journal ID listed in the Reference field will appear in the
DCC’s monthly Expense Detail report and in the Grant's Grant
Budget Summary report (Expense Detail tab) under the Ref
column.

= Enter your initials in front of the Account code description in the
Journal Line Description field. Next, enter the DCC who will
have its expenses decreased. This information will appear in the
Grant's Grant Budget Summary report (Expense Detail tab)
under the Line Description column and will be a helpful cross-
reference.

Journal Line Description

LAB 041100 Animal Beddi

Lines to add 1 =
= At , click the plus sign.

= Second Line: The values you entered on the first line are
copied automatically to the second line. Enter the Fund and the
DCC for the department who will have its expenses decreased.

= Delete the PC Business Unit, the Project/Grant code, the
Activity, and the Analysis Type. Keep the Account code and
the Reference the same.

[BGsur @ 10410155 C [RESEARCH Q lew @
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Note the minus sign in front of the Amount. FMS automatically
changes the positive to a negative to balance the journal. This
amount will be deducted from this DCC’s expense totals for this
Account code.

Amount

172.63
-172.63

Verify your initials in front of the Account code description in the
Journal Line Description field. Next, enter the Grant who will
have its expenses increased. This information will appear in the
DCC's monthly Expense Detail report under the Line
Description column and will be a helpful cross-reference.

Journal Line Description

|I_-°\EI 041100 Animal Beddi

LAB 10410155 Animal Be D

T Y———————

& save

to save the journal entry. You will receive the following

message, which is normal. Click as a response to this
message. Write down the Journal ID.

SU
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button to send an Email Notification to the PI for

the grant who must approve this entry. If you do not know who the PI
is, contact Grants Accounting for his/her name and email address. Enter
the Budget Administrator of the DCC in the CC (Carbon Copy) field. You
may also CC yourself if you wish. Enter a Priority if you wish and enter
the Subject and Message as shown in this screen capture.

Send Notification

Type names or email addresses in the To, CC, or BCC fields, using a8 semi-colon a

Click LOOKUP RECIPIENT to search for a name. Click DELIVERY OPTIONS to view

Notification Details

To:

CC:

Message:

mecauley@bgnet bgsu.edu

klopfer@banetbgsu.edu

2-Med B4
=Journal Entry ID 119644=

Priority: %MotificationPriarity

Diatn Sant 2002 07 97

Flease review and approve.

ME3

=]
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Keyboard Shortcuts

PeopleSoft includes keyboard shortcuts that can be used as alternatives to using the
mouse. There are two categories of these keyboard shortcuts: hot keys and access keys. A
printable list of these shortcuts is available while online by pressing Ctrl+K while on a
search or transaction page.

Hot Keys

When any one of the following hot key combinations is pressed, the corresponding action
occurs. Several of the hot key combinations perform different actions depending on the
currently active page. The following table outlines the shortcuts that you can use in place
of clicking the equivalent action button.

Hot Keys Action
ALT + 1 Save a page in a transaction.

Moves to the Search or Add button on a search or look up page.
Moves to the OK button on a secondary page.

ALT+2 Returns to the search page from the transaction page.
ALT+3 View the next row in the list when the button is active.
ALT+4 View the previous row in the list when the button is active.
ALT+5 Accesses the Look Up page in place of the magnifying glass or

calendar prompt.
Opens the Calendar Prompt.

ALT+6 Opens the pop-up window on a page.

ALT+7 Inserts a row in a grid in place of the plus sign or scroll area.
ALT+8 Deletes a row in a grid in place of the minus sign or scroll area.
ALT+9 Accesses the Help line.

ALT+0 When in Expert Entry mode, activates the Refresh button, which

validates the data entered on the page.

ALT+. View the next set of rows in a grid or scroll area.
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ALT+,
ALT+/
Alt+’

Alt+\

CTRL+J

CTRL+K

CTRL+Y
CTRL+Z
CTRL+TAB

ENTER

ESC

Access Keys

FMS Requester User Guide

View a previous set of rows in a grid or scroll area.
Finds data in a grid or scroll area.
Views all rows of data in a grid, scroll area, or search page results list.

Toggles between Add a New Value and Find an Existing Value on a
search page.

Displays the system information page.

When on a search or transaction page, accesses a page with a list of
keyboard navigation shortcuts using hot keys and access keys.

Toggles the Menu Pagelet between collapse and expand.
Accesses the menu search box.

Toggles the focus through the frame set.

Activates the OK button, where appropriate.

On a search page, activates the Search button.

On a Look Up page, activates the Lookup button.

Activates the Cancel button, where appropriate.

Access keys can be used for page tabs to help you move between pages in a component.
Access keys are identified by the underlined letter in the page tab name. To access a
page, press ALT plus the underlined letter, and then press ENTER.
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