o eSS

e

———
—~

9/5/2017




Table of Contents

(G2 0T | PSR 4
T T [N ot A o] o ST URRTPPRPR 4
ACCESS TO JDE ...ttt 4
LOGOING INTO IDE ..o bbbttt b bbb b 5
DOCUMENT TYPES ...ttt e e sre e ene e 6
DOCUMENT STALUS ...ttt e s et e e e e nmn e e neennneenne e 6

Status Codes for Non-Inventory REQUISTTIONS ..........coiiiiiiiiieieicse s 7

Non-Inventory Requisition and Purchase Order ProCESS..........ccoeiereririnininieeie e 8
Document TYPES (OR @Nd OP) ......oiuiiiiiieiiee ettt te e nas 8
QUANTILY VEISUS LUMP SUM ..ottt bbbttt 8
SYSTEIM IMIESSAGES ...ttt b ettt b et e b e e bt neene s 8
ENLEring REQUISITIONS.......c.viiiiiie ettt ettt et te e e s teeeeeneeneas 8
Line Attachments 0N REQUISTTIONS ........c.eiiiiiiiieieiesie e 8
REGUISTEION ..ttt b bt bbbttt ettt b et neenes 8

=AY S]] USRS P PRSI 8
(08 Ta ot | F= U o] TSRS URTRORPRN 8
PIINEING . ..ttt bbbttt bbbt 8
Requisition and PUrchase Order StAtUS..........ccccveiieieiieieeie e 8
RECEIVETS ...ttt ettt b ettt e bbbt bR e e Rt e st e st et e ke e b e e b e e Rt e Rt e Rt e n e et e neenbenbeereenes 8
0] 0 PP PR TP 8
Lo [T 2SS USPOPOSN 8
R CAY L= 67 | SRS P PSR 8
HISTOTY .o bbbttt bbbt bttt n bbb 8
VENAOr AQArESS BOOK.......ccuiiieiiie ettt bbbttt bt sbenrenneas 8
REFEIENCE NUMDET ...ttt sre st sneeneas 17
REPOIT COUR 3 ...ttt bbbt bbbt ettt b et sbesbeene s 17
Promised DelIVErY DAl .........ccviiiieiiiiiie ettt et e e re e enee s 17
PrintiNg REQUISTTIONS. ....cuviiiiiiiie ettt e et e sre e et e e saeeereesnneenes 31
PO NUMDEE LOOK U .ttt bbbttt bbb 37

BlanKet Orders (OB) ....cuui ittt e st e e b e e be e s n e e re e nre e 48

ReqUISITION APPIOVaAl PrOCESS.......iciiiiiieiie ettt e et e e ae e nne e 51
Approval with an Email NOtIFICAtION. .........ccoiiiiiiici e 51
Requisitions Awaiting Approval- Approval Hold (approval without an email)...................... 51

City of Denton Page 2 of 110

Oracle JD Edwards General User Guide 9.0



Requisitions Awaiting Approval — Approve & Bypass APPrOVE.........cccuveeeierieneneneneninas 51

Requisitions Awaiting Approval- Reject ReqUISITION..........ccccviiieiieriiie e 51
Requisitions Awaiting Approval- Reviewing Approval Status............ccccevveveiieieeiesieseenens 51
Inventory ReqUISItION ENErY PIrOCESS .........cooiiiiiiiiiisieicie et 79
Entering @ Sales Order (SA/SP) ...ttt sraeae s 80
Printing a Copy 0Of the SaleS OFUEN ........ccvviieie et 87
How to View Photographs for Distribution Center Inventory ltems..........cccceveiieiiieneniieneennnns 91
OR/OP Troublesh0oting GUIE...........c.ccviiiiieiicie et sre e 100
(@ o] QN N o1 OSSPSR 101
SEAICH SYMIDOIS. ...ttt 101
CUSTOMIZE GIIUS. ..ttt ettt bbbt et e e ne e s et e nbesbenbesbeebenneas 101
QUICK IMIBNU ...ttt ettt e h e st b e et e e s be e st e e e beesabe e sbeeenbeesbeeeabeesneesnbeearees 102
MANAGE FAVOITIES ...ttt bbbttt b bbb 103
L@ 11T o YRR PRTPRPIN 104
Help and Information FUNCHIONS ..........ooiiiiiiicce e 106
GlOSSAIY OF TOIMIS ...ttt bbbkt b bbbttt eb e 107
oo o 110 [ G SRR 110

Supplement A — Procurement Module
Supplement B — Inventory Management Module

City of Denton Page 3 of 110
Oracle JD Edwards General User Guide 9.0



General

Introduction

The guide is designed to be a tool to assist new users in the utilization of the City of Denton’s
Enterprise Software System, Oracle JD Edwards EnterpriseOne Software (JDE). JDE is
comprised of financial, budgeting, procurement, inventory, fixed asset management, payroll
and human resource modules. Each module has common business applications and tools.

The City implemented JDE in 2001 and has installed various modules over time to improve
services. The City opts to limit customization of the modules to allow for ease in software
releases and updates deployed periodically by Oracle. The software is managed by the
Technology Services Department with assistance from power users in each module. Final
approval of any software modification is reviewed by Tech Services, the appropriate power
user and the Comptroller.

This guide is comprised of instruction materials created by various departments. Previous
software versions may have been used to create some portions of this manual; however, the
same processes are used. In these cases, the screen shots may look slightly different than the
current version used by the City.

Tips are provided throughout the guide to help users with shortcuts or other tools to create
efficiencies in the use of JDE. Tips are identified by the © symbol.

Access to JDE

New users must complete the JD Edwards Access Request Form available on SharePoint to
request access. Upon completion, forward the form to the Budget Office for approval. Once
access is granted, the login and password will be the same as the network login using the
employee number and password. With the 9.1 upgrade, the user is no longer prompted to enter
the login and password.

Depending on the new user’s job duties, they may be granted various security and rights to the
modules. General users will have the least access, whereas Finance employees will have more
access to various functions. The various security groups are: Basic User Group, Accounts
Payable Group, Finance/Accounting Group, Budget Group, Purchasing Group and Timekeeper.

JDE uses an electronic approval process for the purchase of goods and services through the
Procurement Module. Each department has hierarchies with approval thresholds based upon
job position and responsibilities. New users will need to be granted approval rights through the
Budget Office based upon their department’s requirements.
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Logging in to JDE

Access the login screen to JDE by opening Internet Explorer from your desktop. Click on JD
Edwards in the Quick Links task bar as shown below:

| hitpy//sharepoint.cityofdenton.com/cefaultasp SO & X | (1) Home - Gty of Dent.. x
" File Edit View Favorites Tools Help
x  @iComent = ElSelect

5 ) COD W DYNASIGN () Fastenal @] ftpdmeftp.com & hgacbuyorg 37 ION | NIGP Codes & peard | Portal to Texas & Texas DIR

Ol orovse JEEY

FY . City of Denton SharePoint -
DENTON

WQukl Search
Folders Historically Underutilized Business
Departmental
Global
My Folder

What's The H.U.B. BUB?

Quick Links -
e City is required to extend an opportunity to quote for goods and services over $3,000, but less than $50,000, to at least two
All City Training Historically Underutilized Business' (HUBs) registered in Denton County. A HUB is a minerity, woman or disabled veteran owned

E‘f’l're"e’e Connect HuB business certified by the State of Texas. The State maintains a database of registered HUBS that can be searched online for
i
. specific goods and services. To laarn more about HUBS, and how to look up a HUB, please see the following presentation:

City's External Site

City's Mapping System HUB Look-up Presentation
Employee Check Info
Employee Directory
Facility Web Request
I Need To Hire
1D Edwards
Online Qutlook
P-Card Reconciliation wrw
SHOP Denton

For additional information, please contact the Materials Ma ment Office at X-7100

Enter Employee ID and password. This is the same ID and password used to log onto the City
of Denton network

hitpi//jdedwardscityofdenton.com/jde/Elh O ~ B & X 1D Edwards Enterpri...

File Edit View Favorites Tools Help
x &convert v Mselect
5 ) coD B® DVNASIGN (@ Fastenal & fipdmeftp.com & hgacbuy.org & ION B| NIGP Codes & peard (@) Pontal to Texas & Texas DIR % v B) » = dm v pagev safery~ Took~ i@~ [

ORACLE' JD Edwards EnterpriseOne 3

1

Enter your user d and password

User ID
123456
Password

T E

[%] Detats

I Remember my sign in information
[Sonin

This system s intended for imited (authorized) use and s subject to company polcies.
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Document Types

A document type is a two letter code that helps the user identify which program was utilized
for a JDE process. Common document types used by the City of Denton include:

OR Purchase requisition

ow Purchase requisition for inventory stock (DC Staff only)

OP Purchase order

ov Receiving document

PV Payment voucher

SP Sales order for inventory stock (job accounts)

SA Sales order for inventory stock (operating account)

SO Sales order for inventory stock for sale to external
customer

CO Sales order for inventory stock - return

JV Journal Voucher

Document Status

Some document types utilize status codes. A status is a three digit user defined code that
identifies the step in the order flow of a program. This allows any user to quickly identify
where the document is in the process. JDE uses a two status code system, the Last and Next
statuses. The Last Status specifies the last step in the processing cycle that the order line has
successfully completed. The Next status indicates the next step in the order flow. The Next
status is the best indicator of where a document is currently being processed.

Status codes are most often used in the Procurement Process and help users follow their
requisition through the entire process. The status codes for the procurement process are
provided on the following page and are better defined in the Non-Inventory Requisition and
Purchase Order Process section of this manual.
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Status Codes for Non-Inventory Requisitions

USER
DOC LAST NEXT
DESCRIPTION REVISIONS
TYPE | STATUS | STATUS ALLOWED?
OR 100 110 Order Entered/Awaiting Approval NO
OR 110 110 Partial Approval Received/Awaiting Additional Approval NO
OR 110 100 Requisition Rejected/Ready for User Changes YES
. Yes
OR 110 120 Fully Approved/Ready for Buyer Review (Buyers Only)
OR 120 110 Buyer Modified Requisition/Awaiting Approval NO
OR 120 130 Buyer Review Complete/Ready for PO Generation NO
OR 130 999 PO Generated/Requisition Closed NO
OR 980 999 Line Cancelled NO
STATUS CODES FOR NON-INVENTORY PURCHASE ORDERS
(Requisitions Generated into PO's)
USER
DOC LAST NEXT
DESCRIPTION REVISIONS
TYPE | STATUS | STATUS ALLOWED?
OoP 220 280 PO Generated from Requisition /Ready for Purchasing to PO Print NO
. Yes
OoP 230 220 PO Rejected/Ready for Changes (Buyers Only)
OP 230 230 Partial Approval Received/Awaiting Additional Approvals NO
OoP 230 280 Fully Approved/Ready for Purchasing to PO Print NO
oP 280 400 PO Printed/Ready for PO Receipts NO
oP 400 400 Line Partially Received/Ready for PO Receipts NO
oP 400 999 Line Fully Received/Line Closed NO
OP 980 999 Line Cancelled NO
B1 Status = Budget Hold
- On hold by budget office
Solution- Check with your budget person to make sure
there is money in the account you are using.
Al Status = Approval Hold
- Not approved by the departmental approver.
Solution- Check with your approver to see if they have
approved it.
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Non-Inventory Requisition and Purchase
Order Process

A non-inventory requisition (OR) is used to order goods and services that are not inventory
stock in the Centralized Distribution Center (DC). These typically are goods and services
specific to the using department. An OR should detail the need and clearly communicate to the
Buying Staff, and to the potential vendor, the specific good or service needed. OR should be
entered before the need, and not after the fact. An OR will be converted into a purchase order
(PO) and will become a contract between the City and the vendor. Only the Buying Staff can
issue a PO. All goods and services ordered through an OR must adhere to the Materials
Management and Payment Procedures Manual located on SharePoint.
In this section, the following topics will be explored:
Document Types (OR and OP)
Quantity versus Lump Sum
System Messages
Entering Requisitions
Line Attachments on Requisitions
Requisition

Revisions

Cancellation

Printing
Requisition and Purchase Order Status
Receivers

Input

Inquiry

Reversal

History
Vendor Address Book
Note: This section of the Guide was created with JDE Version 8.11 and the screens may
appear slightly different in subsequent versions. The content and processes are still
utilized in the current version of JDE. Note that the menu in Version 8.11 was located on

the left side of the screen. In the 9.0 version, the menu is located at the top of the screen
in drop down menus.
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Purchasing Document Types

1. OR (Requisition)
— 6-digit or 9-digit account Prefix
— Workflow

& ’ 2. OP (Purchase Order)

— Purchase Order generated by
Purchasing Staff only

‘ “ v — Derived from OR

Quantity vs. Lump Sum

When to Use Quantity When to Use Lump Sum
« Goods/tangible items « When individual unit amounts

. . or quantities are either not
* Services occurring at known or not available.
regular intervals

:  Freight charges
— Monthly copier rental « Services not paid at regular

— Security alarm service intervals
— Temporary employee — Construction orders
service — Bulk material

— Multiple releases with variable
dollar amounts

Do NOT enter quantity when using lump sum.
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System Warning Messages

Fle Edt Wiew Favortes Toos  Help o

Qe - () @ @ ;j ;jSearch ‘?‘/“\?Favorites o ffi’:{' :\ QB

adiress | (] hetpfcodiasat:a3idefE tMenu. maf v B ks * @ -

ORACLE’

EnterpriseOne Menu [2l-} Enter Purchase Orders for Expenditures - Order Detail

LR > A[ox Cancel Fom  Row Toos i
=

— Wiew Job Status 8@ x 8 8 &k

= City of Denton -
[> General User £ Warnings
> Department Reguisition Issues (click each label for mare information)
[ Payroll b Date is in this Y7 but Prior Mth (PBCO] b G0 to warning
> Inventory Management
< Procurement Management P\easetlaakmrthe highlighted flelds, carrect the entries, and resulmit your

reguest.

< Purchase Order Processi
— Enter Purchase Orders

Qrder Nurmber 138349 oP 00800 chiPlant B00500

— Enter Purchase Orders
for JobsiProjects
— Open Purchase Inguiry
fgedgrmlﬁna\ Purchage Supplier 228742 MINER & MINER Order Revision ’D—
rder
lanket Orders
— Corver Blanket Orders Ship To 2pATAS ELECTRIC ENGINEERING Order Date 1205200
to PO

T, “I When a warning icon appears, click on

Revisions Ref
— Workflow Monitor

A icon to view message. d

uotation Print
RA5430001/C00D0000

Note: Users will be allowed to continue to

[» PO Receiver Processing
> Purchasing Reports

_immmee o B next screen.
é Done B & Local intranet

3

System Error Messages

'a.Enler Req for non-invt Expenditures(OR) - Order Detail - Microsoft Internet Explorer provided by City of Denton

eBa(k - O @ @ ; ijearth \j‘\?FavDrites £ [g_- ; - _J [OF ] @ 3

ficliress | (€] hitpsfeodiasa02:81 fide E1 Menu.maf | B o |unks 2 @y -

[@n]=F-Naal U= 3 Errors - Microsoft Internet Explorer provided by City of Denton

EnterpriseOne Menu

=)
> General User Errors
< Department Requisition

= e S R e Issues (click each label for more information)
on Project - S
— Enler Sales Order- w Account Mumber 800200 is Invalid b
Erolact- 8P CAUSE: 800200 does not existin the Account Master file (FO901). NOTE:
— Erint Copy of Ifyou get this error message on a discount amount, itis 800200
Wigrehouse Order indicating that the aceount numbers set up in the Automatic
— Enler Req. Fleet/ Accounting Instructions are invalid. The AAI records being
Eacilities (0D) validated against are PKD/PKL for Accounts Payable and RKD for

Accounts Receivable. Ifbusiness unitis not defined in the
AAl accounts, the program will use the business unit from the
woucherfinvaice. Ifthe error message is on adjustment reason eI
in cash receipts, the same holds true aboutthe AAl account

invt Jobi Project (OJ) number being invalid for the adjustment reason entered. [fyou it

~ Open get this error message on a job being closed, itis indicating B
Requisition/PQ thatthe A2l accaunt JCPB (Prior Year End Balance in Closed
Inguiry, Jobs), JGR {Job Revenue),or JCG (Job Costs) is not set up

— Inventory Inquiry RESOLUTION: Enter the correct account number.
- Recelver Input
— Receipt Inguiry &
Receint Reversals
& Payrall
[+ Inventary Management
= Pracurement Management
I» Purchase Order
Processing
~ Reguisitions
— Enter Requisition
far Mon-lnt
Expenditures

Branch/
ant Description 1 Description

Line Sub
Numbei| Account Number | Subledger | Type

1.000

EEET
[

800200 Dewalt 18v Power Drill
OR
— Enter Reguisition

| |
for Mon-Im

e o0 @ When a red error icon appears, click on icon to view
Eloere message and go to error to make correction.
Note: Users will not be allowed to continue to next screen.
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Main Menu for Entering OR

General User

ABons - peoriment Requistion » Reasions buatng Acprova (08

Payrol * g Puchas Orders Awaitng Aprova (OP)
[®] nome

C0D interfaces * i Enter Sabs Orger - Non Project -SA
> Recent Reports Inventory Management * g Enter Saks Order -Project -
¥ Favorites MatziaPeming * o Prit Copy of Warehouse Order -

- P t t g EnterReofor nonimtExpendtres(OR) ORACLE

i‘ _ rocurement Managem en! . t! (03

AgementMangenent  * g Requiston Inqury (OR) o 3
N Requistions Saks Order Managament (New)? g Purchase Order Ingury (0P) RISE

Requstons watng 53 Quotes » g Facites PO (0D) -REVEW ONLY
=1 Review (OR) Foced Assets } g Recsver oot
9 Convert Requistions  UPK Tranng * ¢ PritCosed PO's - Al Lines - —
] ety OpenRequstions o ® hveniory howry
= Re-fpprovd @ Receot Inquiry
1 Purchese Orer inquiy (0F) u Vendor dddres ury
# Ooen PO Detai by Cost Center

@ Enter Change Order (OP)

Inventory Reports »
& requston iy (0R)

! Inventory

& vote suis

Click on Enter Req for non-invt Expenditures (OR)

Main Menu for Entering OR

2l Enter Req for non-invt Expenditures{OR) - Work With Order, Headers - Microsoft Internet Explorer provided by City of Denton k
e  Edit s Hslp o~

:;j pSEar(h *Favnntas o D::Zjv :r\—“ - J @ @ 3

E 1Menu.maf

Wiew

eBa(k - B

Favorites

~ Go
ORACLE

— N Enter Req for non-invt Expenditures{OR) - Work With Order Headers
~[select Find  Add  Copy Close Row Tooks |

EnterpriseOne Menu

Open Applications: 7

— Wark With Order Headers v & +
m‘ Order Murmber ‘i OR |* Business Unit ,*7
Supplier ‘

Mo records found.

Roles:
®
— Submit Job
— Yiew.Job Status
= City of Denton
[ General User
= Departiment Requisition
— Enter Reg forwWhse
Iterns to expend
acc
— Enter Req. Fleets
Facilities (OLr

Supplier
Number

Supplier
Description

Minimize menu for more screen
space

nter Req for nan-
invt Job! Project (O

Reguisition/FQ

R | Click on “Minimize” button on

I Benenraraont Manasormont

& Done

. Local intranet

City of Denton
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Main Menu for Entering OR

3 Enter Req, for non-invt Expenditures(OR) - Work With Order Headers - Microsoft Internet Explorer provided by City of Denton
File Edit View Favorites Tools  Help

Do - @ - [x¥] B @ ) search 7 Favortes {2} - :\;. - @ S

dress (@] hitpifjeodiasa0zial fidefEMenumat

Enter Req for non-invt Expenditures{OR) - Work With Order Headers
Select  Find  Add  Copy Close Row Tools

v @ + B X H B
Order Mumber ’ii W ,*7 Business Unit ,*7

Supplier |

No records found.

Supplier Supplier
Number Description

To restore menu — click on
“Refresh” menu

&] Dones

®J Local intranst

Entering OR 15t Screen

2X Enter Req for non-invt Expenditures(OR) - Wark With Order Headers - Microsoft Internet Explorer. provided by City of Denton
File Edit iew Favorites Tools Help

eBack < \_) E @ ¢h pSearc

Address |@ hitp:/{codiasanz: 81 jde/E1Menu. maf

ORACLE’

EnterpriseOne Menu

*Favorites @ Bv »?; e |_J @ @ -ﬂ

= ERLE

—l Enter Req for non-invt Expenditures(OR) - Work With Order Headers

~[Select Find Add Copy Close Row Tools
v @ + B X B B
— Submit Jok

— Yiew Job Status Order Murnber  [7 OR [*
= City of Denton
= General User SurEsiEs |
[ General Accounting
Menu
> Budgeting Menu
[ BETUP Menu
[+ Job Cost
— Wendar Address Inguin
= Department Reguisition
— Enter Ren for'Whse
ltemns to expend b (13 29
7 Click on “Add
— Enter Req. Fleets
Facilit [o]u]}

Business Unit *

No records found.

Order Supplier Supplier
Co Number Description

— Enter Req for non- < >
it Jab/ Project (O.1)

— Open
BequisitioniPc
Ineuirg

— Inventary Incuiry

— Receiver Ingut

— Beceint Inquiry &
Receipt Reversals

— ¥endor Address Inguiry

— EnterPO's

— My System Profile

— Help

@ Done

‘a Local intranet

City of Denton

Page 12 of 110

Oracle JD Edwards General User Guide 9.0




Entering OR — Header Screen

A Enter Req for non-invt Expenditures(OR) - Order Header, - Microsoft Internet Explorer, provided by City of Denton

Filg Edk Wisw Favorkes Tools Help
Qeuck - () [¥] [B] (3 Do Forame €8 20 1L O E RS
Address@http:ncuuiasaoz:amdemMenu.mar v Go  links ? @~

e —

eOne Me =MW Enter Req for non-invt Expenditures(OR) - Order Header ]
e TNGOW ~[ ot cancel Form Toals
B X
Roles: Ordar Number ‘ oR [o0s00 Businessunit [ 80200
[Generaiccess v >
— View.Job Status

= Cliy B DE Address Numbers
[ General User

= Department Reguisition Supplier 239128 ASHBY PRINTING-FO

rder Date 02/27/2008

— Enter Sales Order-

T —— PURCHASING DEPARTMENT

Hon Praject- G4 SE 209915 Reduested
— Enter Sales rder- Buyer

Pramised Delivel
Project- 8P Cartier -
— Print Gopy of

I
T GITETIE Enter the 6-digit Business Unit # only
— Enler Req. Fleet/
Facilities (00 Description
— Enter Req for non- Print Message ,7 ||
invt Expenditures
Ok Tax Expl Code
— Enter Red for non-
int JobJ Project (QJ Tax Rate/Area
e Certificate

Retainage % ]
Requisition/F0 ,7 ;
Fe Tax D ,7 Ordered By CRALONZO

Hold Gode Bignk - Hoid Codes 42/HC

— Inventory Inguiry
— Recaiver Input e @ Order Taken By
AlA Dacument ]

— Receipt Inguiry & Pavment Terms
Receipt Reversals

— hiy Systerm Options
erm Profile ‘

— Witk With Itern Manacer

&] Done & Local intranet

Fle Edit Wiew Favorites Tooks Help

Qe - () - (%] [ (0 O seah Sl ravarkss )

Adiress | ] httpjjcodiass0Z:81 fidefE1Menu.maf v B ks ” @y
ORACLE’

EnterpriseOne Menu ~N Enter Req for non-invt Expenditures(OR) - Order Header
MEW WInaow

OK  Cancel Form  Ioals

8 X ®
Rolos: Order Number OR Business Unit
Crr— | |

— Wiew Job Status

= Ely DT Address Numbers Dates
[> General User

— Enter Sales Order -

< Department Requisition Supplier (] Q Qrder Date ]
Hon Froject- 54 Sl Requssted O]
— Enter Sales Order- Buyer
Prolect. 5P arrier Prorised Delivery
— Prit Copy of Cancel Date [
Warshouse Order Pmt. Remark |
— Enter Req. Fleetf
Ezcllifies (OD! Pesclption
— Enter Req for non- Print Message
invt Expenditures N
O [Tax Expl Code 1 Ho® Code [ Biank- Hoid Codes 424C
— Enter Red far non-
inst Johd Project (0u)) e . I3 99
g Enter th lier # or 999999 if
... | [ Enter the supplier # or if you
Inouiry Tas
— Inventary Inguiry el d -
- o not have a supplier
— RecelptInguirs & Par .
Receipt Reversals Wed

— My Systern Options |:e

o i o (See next slide for supplier # search

&1 Done - - [

Instructions r
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Entering OR — Supplier Inquiry

A Enter Req for non-invt Expenditures(OR) - Order Header - Micr

File:

Qw- O W2

adchess ] http:fjcodissa02:51 ideiE1Menu.maf

Edit  View Favortes Tools  Help

) /._"SEarch \;:‘(Favuntes &

Click on magnifying glass if
the supplier # is unknown

erpriseOne Me ==} Enter Req for non-invt Expenditures(OR) - Order Header
ENRANCONY | ok cancel Form  Tools
X L3
Roles: Order Murber ‘ ‘ Elusmess Unit
®
= Wiew Job Status
 City of Denton Address Numbers Dates
[> General User
< Department Reguisition Supplier [ Order Date C ]
— Enter Sales Order - i
Mon Project- 54 Ship To Regliested
— Enter Sales Order- Buyer Promised Delivery | |
Project- SP Carrier
— Print Copy of Cancel Date
\Warehause Order Pmt. Remark |
— Enter Req. Fleet!
Eauilities (0D WERELIED
— Enter Req for non- Print Message
imd Expenditures:
OR Tax Expl Code Hold Cade Biank - Hold Cocles 42HC
— Enler Req for non-
invt Jobi Project (0J) Tax Rateffrea
— Dpen. Cerificate Retainage %
Requisition/P0
Induiry Tax D Ordered By CRALONZIC
— Invento Inquiy Person/Carp. ID Crder Taken By
— Recelver Input
— Beceint Inguiry & FPayment Terms A& Document ’Y_
Beceipt R |
— My System Options Messages

— Waork With ltem Manager

J Localintranet

Entering OR — Supplier Inquiry

2 Address Book Long Number Search - Microsoft Internet Explorer provided by

File

Q- © [0

Address @ http:/jcodjasa0z:61 /idefE1Menu. maf

ORACLE’

Edit  Wiew Favorites Tools  Help

D searh ¢ Favortes )

1. Enter supplier name, “V”
next to Search Type, check
boxes & click “Find”.

[~ M-l Address Book Long Number Search ,

EnterpriseOne Menu

#|Zelect  Find  Close  Tools

PMew Window v @ % &

£\

Roles: Mame Search

General Access v @

— View Job Status

*FR’\NTING*

Search Type Supoliers

\ [ Display Phone

Display Address

= City of Dentan
[- General User
< Department Requisition
— Enter Sales Order -
Nor Project- SA
— Enter Sales Order -
Project- 5P
— Etint Copy of
Warshouse Order
— Enter Req. Fleeti

Records 1- 10

Supplier
Number

Alpha Name

ACTION PRINTING

AMSTERDAM PRINTING-PO
AMSTERDAM PRINTING AND LITHO

1072225
637113
743752

2. Click to view all records.

M Grid Farmat Namel v =

Eacilities (OD:

— Enter Req for non-
invt Expenditures
(OR)

— Enter Req for non-
invt Jobi Project (0.

— Open
Beguisition/PO
Inguiry

— Inventory Inguiry

— Receiver Input

— Receint Incuin &
Receipt Reversals

239118
2308126

ASHBY PRINTING
ASHBY PRINTING-PO

B09369
1252785
250202

BEASLEY PRINTING

D AND DC PRIMTING SERVICES
DENTOM MORE THAN PRINTING
DFW PRINTING CO INC

FIRST INSTANT PRINTING

B83930
210138

*00000®OC00O0

2618 ELECTRONMIC LANE STE 102 DALLAS

11408 CR 604
747 5 SHERMAN 5T
FOBOX 2802

2318 NORTH ELM STREET

1000 AVE H EAST
809 M ELM
|

214
BURLESOM 817
RICHARDSOM 972
DENTOR
DENTON 840
ARLINGTOM
DENTOR 340

7523582

8754806

B80-1037

4651305

3871233

— My System Options

% Local intranet

City of Denton
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Entering OR — Supplier Inquiry

23 Address Book Long Number, Search - Microsoft Internet Explorer provided by City of Denton

File Edit ‘iew Favorites Tools  Help
On - © HEG P firo @ @3- 2 F-LUQADS
address |(&] hetp:icodjasan:at fidefE1Menu.maF B> ERERAE

T

EnterpriseOne Menu [~ W-W Address Book Long Number Search

m #|Select  Find  Close  Tools
e WVindow D |
_ Newiindow_| vy QX B

Mame Search [*PRINTIMG*

Search Type W Suppliers

[~ Display Phone
isplay Address

Roles:
General Access A4 @

= Wiew Job Status

T e [ Gria Formatvame1 ~ [
I General User Records 125 Grid Format Name1 v
= Department Reqguisition
— Enter Sales Order -
Mor Project- 54 Supplier . Phone
— Enter Salas Ordar- Number | Alpha Name Number
Eraieet- 5P 1072225 ACTION PRINTING 8142 COUNTRY VIEW LM SANGER
— Print Copy of
Warshouse Order 697113 AMSTERDAM FRINTING-FO PO BOX 701 AMETERDAM 800 833-6231
— Enter Req. Fleet§
NG 743752 AMSTERDAM PRINTING AMD LITHO PO BOX 580 AMSTERDAM
236118 ASHEY PRINTING 2619 ELECTRONIC LAME STE 102 DALLAS 214 7523582
339126 ASHEY PRINTING-PO 11408 CR 804 BURLESON 817 8754808
BEASLEY PRINTING 747 5 SHERMAN ST RIGHARDSON 972 690-1037
invt Johs Project é0J
— 126279 DC PRINTING SERVIGES PO BOX 2902 DENTON
RequisiionP o 250202 E THAN PRIN
— Receiver Input 3- DOUbIe'C“Ck on the deSIred
W T 210138 FIRST INSTANT PRINT]

Inguiry
el | 241947 INDUSTRIAL PRINTING SUppl ier Ilne.

Req for han

— lnwentory Inouing 683930
= hity Systern Prafile

— Work With lterm Manager
] Done S Local intranet

[E3

Entering OR — Ship To #

2 Enter Req for, non-invt Expenditures(OR) - Order Header - Microsoft Internet Explorer provided by City of Denton

Fle Edit Wew Favorites Tools  Help

Qe - © - [x] A G pSearch 7 Favaries €2) p’:{- ; O E

Akres | @] itpiffcodjasa02:B1fjdefELMenu maf v B ks * @

ORACLE"

EnterpriseOne Menu -l Enter Req for non-invt Expenditures(OR) - Order Header
OK Cancel Form Tools

B X O &

Roles: Ordar Murmber ,7 OR | Business Unit
[oneratasoass — v|®)

— ¥iew Job Status
= City of Dentan Address Numbers Dates
[ General User
= Department Requisition Supplier 239128 ASHBY FRINTING-FO Order Date [nz2702008

— Enter Sales Order - " —
Hon Prajeci- 54 SIIPD I Q Requestad C ]

= - Buyer
Enter Sales Order B Promised Delivery ’—
Project- SP Carrier [

— Print Copy of GCancel Date

Warehouse Order Pmt Remark [
— Enter Req. Fleets -
Ezllifies (OD: Descikion
— Enter Req for non- Frint Message
inwt Expenditures
(OR) [Tax Expl Code
— Enter Req for non-

inwt Joby Fraject (0} [Tax RatelArea
—Open Cetificate
Beguisition/P0
[nguiry TaxID
= Inwantary Inguiry
— el PersoniCom. 1D
— Receipt Inguiry & Payment Terms
Receipt Reversals Messages
— My Systern Options

. N
\nld Code Biank - Hold Codies 42/HC ‘

Enter the Ship To # or click
on the magnifying glass.

LI

= WWark it Itern Manacer

& Local intranet

City of Denton Page 15 of 110
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Entering OR — Ship To Inquiry

A Address Book Long Number Search) - Microsoft Internet Explorer provided by City of Denton

Fle Edt View Faveriies Toos Hep
@Ea(k - Q @ @ ;h pﬁear(h \‘,:"\?Favnntas & D::{- ; - J ® ﬁ @ 3
ctiress | ] htpoficodiasanz:8 L idefE Henu.maf v B ks ” @G-

ORACLE’
EnIE[pri_s_eﬂ_rEE_l!lenu - Address Book Long Number Search 1' Enter the department name

AT #|Select Find  Close Tools
e Window b |
v & X B ‘
Roles: Narme Search [PURCHAS* ‘ 2 Enter “ST”
. hone
General Access v ®
Search Type ST ShinTo TTOTSHT dre
— View Job Status Ship To
= City of Denton 1,
© General Usar Records 1-1 _Gnn Format Name1 « ]

< Department Requisition
— Enter Sales Order-
Hon Project - 5A Description
— Ener Sales Order - Alpha Name Compressed
Eroleci- 8F ® 269915 PURCHASING DEPARTMENT ST PURCHASINGDEPARTME
— Brint Gapy of
Warehouse Order h] ] >
— Enter Req. Fleeti
Facilities (0D
— Enter Req far non- * (14 b 29
invt Expenditures 3 . Cllck Flnd
[ORY
— Enter Req for non-
inwt Jobi Project (0.1
— Open
Regquisition/P 0 =
o 4. Double-click on the row
= Inventar Ingui
— Receiver Input

i) for your department

— by Systern Options

— Wiork With lterm Manager

£

@] Done & L ocal intranet

Entering OR — Order Detail Screen

Enter Req for non-invt Expenditures{OR) - Order, Detail - Microsoft Internet Explorer provided by City of Denton

Fle FEdit ¥ew Favorites Tools  Help

@Eack = \_) @ @ ;h psaarch \;n\? Favorites &3 ﬁ}_‘i{v :\?_.. - |_.J @ @ .3

Adiress ] hitp:fjcodiasa02:B1 fide/E LMenu.maF =1 : - .
S Enter detail information: |

ORACLE

I EnterpriseOne Menu Enter Req for non-invt Expenditures(OR) - Order Dg
e Window 4| oK Cancel Form Row  Iools .ACCOU nt #
B &

B X B

>

oot cose 9 ® *Description 1 and 2

Qrder Number [78851 |or [EIELT] T B0UZ0U

— Subrnit Jab
— ¥iew Job Status

= ‘;'gs;g‘rzmger Supplier 3wl ASHEY PRINTING-FO order Revision  [g |
= Department Reguisition
~ e Fem e Ship Ta 2a915 PURCHASING DEPARTMENT Qrder Date [0ziz62007 |
ltemns {0 expend

acct Hold Code Bilank - Hold Codes 42440 Order Attachrent

— Enter Req. Fleets

Facilities (O0)
Facilities (00 Retainage % ’7

r Req fornon-
invt Job/ Project (0.1
— Open
Eeguisition/P O
Inguiry

— (el Line Branch! ttem Quantity
ry Inguiry o ,,

Retelvar input Numbei| Account Number | Plant Description 1 Description 2 Number Ordered
— Kecelver Input

— Beceipt Inguiry & 1000 | 800200.6302 800200 [MATERIALS MGMT ENVEL( [#10 RETURN ADDRESS-M 1
Receipt Revarsals
—Vendor Address Inguiry
— My Systern Cptions < ES
— My Systern Profile
— winrk With tem Manager
— Help.

&] Done & Localintranet

Records 1-2 PURCHASING ha =

3
£

City of Denton Page 16 of 110
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Adding Reference, Report Code 3 and Promised Delivery Date for
Reporting

The Reference and Report Code 3 fields are used to track spending against a contract and/or project.

Reference Number

The Reference number to track the spending and to identify the contract set up by the Materials
Management Department. The reference number is a four digit code and should only be entered
with four numbers. This allows the buyers to easily see the contract number and to run reports to
track spending against the approved contract value. The reference number is shown below:

Records 1- 16

Lne | Last
s Numbe| Status

Next Quantity
Ordered

Status

.

UoM Cost

unit

Extended Pu.
Cost

UoM

Desaiption 1

Desaiption 2

Customize Gri

Promised
Delivery

Reference

2.000 110
3.000 110
4.000 110
5.000 110
6.000 110

7.000 110

1.000 110 +» 120 ¥

120
120
120
120
120
120

74.4600

13,419.07 LS
7,590.00 LS
11,661.37 LS
5,631.07 LS
12,970.95 LS
56,540.00 LS

191,660.04 SY

RDWells Drainage Inprovement

Surety Bonds

General Ste Prep

Traffic Control

Terporary Erosion Control
Earthword for Channel

Concrete Channel & Apron

Mobilization

06/07/2016 6104
06/07/2016 6104
06/07/2016 6104
06/07/2016 6104
06/07/2016 6104
06/07/2016 6104

06/07/2016 6104

RD
RD
RD
RD
RD
RD

ni MBEBD RO
RD
A

AA0ooooo

Note: Only enter a four digit number in the Reference number. Never enter a number in the Agreement
column. Any entry in the Agreement Number will not allow for receipt of the PO at a later date.

Report Code 3

The Report Code 3 is used to track specific projects. The code is set up by the Assistant Purchasing
Manager. This allows a department to see all PO’s issued to the project and track their status. This
was used in the construction of substations by DME in which numerous POs were issued to various
vendors. In addition, this allows the Distribution Center to track inventory purchases back to a
project. The Report Code 3 is shown below:

Records 1- 16 Custonize Grid |karen MBE RO
Ol [& Line Last Next Quantity . unit Extended Pu. Promised Report
Nurrbe| Status Status Ordered UoM Cost Cost UaM Desaiption 1 Desaiption 2 Delivery Reference Code 3
1000 110 ¥ 120 w LS 13,419.07 LS RDWells Drainage Improvement Mobiization 06/07/2016 6104 RD + 2

>

2.000 110
3.000 110
4.000 110
5.000 110
6.000 110

7.000 110

A0opoooo

120
120
120
120
120
120

74.4600

7,590.00 LS
11,661.37 LS
5,63L.07 LS
12,970.95 LS
56,540.00 LS

191,660.04 SY

Surety Bonds

General Ste Prep

Traffic Control

Temporary Erosion Control
Earthword for Channel

Concrete Channel & Apron

06/07/2016 6104
06/07/2016 6104
06/07/2016 6104
06/07/2016 6104
06/07/2016 6104

06/07/2016 6104

RD
RD
RD
RD
RD
RD

Promised Delivery Date

The Promised Delivery date is used to track the delivery date quoted by the vendor. This allows
a department to easily see PO’s that are approaching or past their delivery date. While it may not
always be used, it is a great tool use to track the progress of construction projects, professional
service timelines and the shipment of commaodities. The Promised Delivery Date can be added is

shown below:

Promised

@ Line Quantity Tr. Unit Extended Pu.
Numbe| Ordered UoM Cost Cost UoM Desaiption 1 Desaiption 2 Aamunt Number Reference Delivery
1.000 12 EA 25.0000 300.00 EA Widgets 830400.6302 1234 10/31/2017
2.000 Ls 5.0000 5.00 LS Estimated Shipping 830400.6302 10/31/2017

City of Denton
Oracle JD Edwards General User Guide 9.0
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Entering OR — Subledger & Sub Type

42 Enter, Req for non-invt Expenditures(OR) - Order Detail - Microsoft Internet Explorer provided by City of Denton

Fle Edt View Favorites Toos  Help [}

@Back @ -\J\l @ @ Ch pSearch *Favorites @ E:?v :\F @ I_J @ ﬁ @ .'ﬁ

Aeliress | ] hitpifjcadiasa0z:BLiide/ELMenu. maf v B s ” @ -
ORACLE’

EnterpriseOne Menu — N Enter Req for non-invt Expenditures{OR) - Order Detail
Open Applications: 7, 4| OW  Cancel Form  Row  Todls |

— Order Detail ¢ T g ® = el
—mrdemetans Enter SUbledger and
Order Number [aarea  Jor [ooa0o SUb Type COdES |f y0ur

MNew Window Order Detail

Roles:
General Access v @ d p tl I l t th l I l
Supplier 239126 ASHBY PRINTING-F| e ar en uSeS e )
— ¥iew Job Status.
= City of Denton Ship To PURCHASING DERPARTMENT  Order Date
ey 269915 02/03r2008
< Department Reguisition Hold Coda ] Biank - Hold Codes 424HC Order Attachrnent

— Enter Sales Order -
Mon Project- S4

— Enter Sales Order - Retainage %

Project- 8P

— Prini Copy of
Wiarehouse Order

— Enter Req. Fleet[
Eacilities (00!

— Enter Req for non-
il Expenditures
{OR)

— Enter Req for non-
ined Johi Project (0.

Records 1-2 Customize Grit DENTON M PaAE

[ |eo0z00.5302 [1o0z [MATERIALS MGMT ENVELC [#10 RETURN ADDRESS-M

— Inveritary Inauiny < | >

— Receiver Input

— Receint Inguiry &
Receipt Reversals

@ Dane ‘ﬂ Local inkranet
[—

Entering OR — Order Detail Screen

2l Enter Req for non-invt Expenditures{OR) - Order Detail - Microsoft Internet Explorer provided by City of Denton

X
Fle Edt View Favortes Tools Help w

eBa:k - J @ @ ;h pSearch *Favuntes [ %) D&%v :\ﬁ - I_J (O] ﬁ @ 3

address | ] hetpiifcodiesa02:BLdeiE L Menu, maf
ORACLE
EnterpriseOne Menu —J Enter Req for non-invt Expenditures(OR) - Ord 'Quantity in Quantity Ordered field

Mew Viindaw A| oK cancel Farm  Row  Tools

B X B H &

Order Detail |[Line Defa
— Wiew Job Status

Order Mumber 2474E OR ooz0o
= City of Dentan

< BaparmentRequstion ||| | suppier s e *UNitof measure in Pu. UoM & Tr.

— Enter Sales Order -

Maon Praject- SA Ship To W PLRCH UOM fields

— Enter Sales Order-

Project- EF
— Print Copy of Hold Code Blani - Hold Codes

iarehouse Order *Unit cost — if unknown, enter

— Enter Req. Fleats Retainage % ’7 B
Eaciliti Lo]n)
~ Enier s arhan estimated cost.

invt Expenditures

Enter detail information:

Roles:
General Access v @

Note: Leave quantity blank for
lump sum entries.

QR
— Entet Red for hon-
invt Job/ Project (0. Records 1-2
= Open
RequisitionPQ
Inguiry
— Inventory Inquiry
——LEEEZ:VW"ML“ . TENVELY [#10 RETURN ADDRESS-H | 1 [Bx [ 18.0000 |
— Raceiptinguiry &
Beceint Reversalg

— iy Systern Options < | >
tm Profile
&) Done & Loral intranet

City of Denton Page 18 of 110
Oracle JD Edwards General User Guide 9.0



Entering OR — Last Screen

2l Enter Req for non-invt Expenditures(OR) - Workflow Pending Review Notification - Microsoft Internet Explorer. provided by City o

File Edit View Favorites Tools Help

@Ba(k -Q E @ :h pﬁearth *Favnritas & &2- :; - I_J (QF +} @ 3

Address |@http:fﬂcud]asauz:smdep’E1Msnu.maf = R
EnterpriseOne Menu =N Enter Req for non-invt Expenditures(OR) - Order Header yS DEE =

] Al ot cancel Fom  Tooks

ey Viindowy R | E

X B &
y A
OR 00800 800200

Roles:
General ACCess | 84748 OR

— Wigwy Job Status s{OR 0 ow Pending Revie o i
= ity of Denton
[ General User
= Department Reguisition
— Enter Sales Qrder-
blon Project- 54
— Enter Sales Order -
Project- 8P
— Frint Copy of
Wiarehouse Order
— Enter Req. Fleet!
Facilifies (0D
— Enter Req far non-

Address Numbers

wrchanges have been submitted for approval and are pending review

o s v'Make a note of OR #

— Enter Req for non-
invt Job/ Project (0.0)

" Eesussoneo v'An email message will be sent to
fﬁe_l:t\[ommguwm

user to indicate budget hold or
Workflow approval request sent to

— Receiver Input
— Receipt Inguiry &
Receipt Reversals

Messages

— iy Systern Options
i ern Profile
— g ith ltern Manacer bl

approver.

W3 LocalTntranet

City of Denton
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Line Attachments: Text/OLE/File

Text OLE Object
* Printson PO » Does not print on PO
« Additional line detail « Share information
to PO with other users and
— Include vendor e-mail Purchasing
address « Word Document
— Cut & paste
— Printable
Text/OLE/File
File

« PDF document
» Does not print on PO

» Attach information to share with other users
and Purchasing (backup/quotes/contracts)

City of Denton
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Adding Line Attachments

2N Enter, Req for non-invt Expenditures(OR) - Work With Order Headers - Microsoft Internet Explorer provided by City of Denton

Fle Edit ¥iew Favortes Tools Help

eﬁa(k - B @ (;j pﬁearth \;{\\?Favnntas L %] E/ié' :\ﬁ - \_J @ @ '5

address (€] httpfeodissa02:8L/idefE1Menu.maf B ce ks @@~
ORACLE
2One Me @ o
0 = Welcome!

Open Applications:  l»
You have no running applications. The EnterpriseOne Menu contains several links to the applications

ey WWind o These links will always be atthe |eft ofyour screens, no matter what application you are using
You can also hide the menuwhen you need more space for your waork,

Roles:

General Access v | (%)

— Submit.Job
— Wiew Job Status
= City of Denton
[ General User
< Department Requisition
— Enter Reg far Whse
Items to expend acct
— Enter Reo. Fleet/

Facilities (OO .

— Enter Red for non-ired
Jaobi Project (0.

" LrrErn st Click on Enter Req for non-invt Expenditures (OR)

— Inventory Inguiry

— Recaiver Input

— BEeceipt Inguiry &

Eeceipt Reversals

— ¥Wendar Address Inguiry
— Mty Systermn Options
— My Svstem Profile
— Wark With tern Manager
—Help

&) Done 4 Local intranet

Adding Line Attachments

Enter Req for non-invt Expenditures (0 Work With Order He: rosoft Internet Explorer provided by

Fle Edt View Favortes Tooks Help ar

@Eack © -\_;l E @ (h pSearch *Favorites @ E::gv “?\f < \_J @ @ .ﬁ

address @] hitp:jcodiasad 31 fidefE1Menu.maf

ORACLE’

EnterpriseOne Menu -l Enter R¥q for non-invt Expenditures{OR) - Work With Order Headers
~|Select Find  Add  Copy Close Bow Tools

Roles:
[ + B X B & ‘
Genetal ACcess W @ (%
Order Mumber |73547 OR Business Unit *
— Bubmit Jab

|

— Wiew Job Status Supplier [
=7 City of Denton
[ General User Records 1-1

= Department Requisition
— Enter Req forWhse
ltems to expend
acct
— Enter Req Fleet/
Facilities (0D

Supplier Supplier
Number Description

78647 OR oos00 239126 ASHBY PRINTING-PO 022212007
| kS

Enter Req for non-

inwt Jobs Project (0
— Open

Reguisition/P o

R e Enter OR number and click “Find”

— Receiver Input
— Receipt Inguiry &
Receipt Reversals
— vendor Address [nouir:
> Payrall
> Procurernent Management
[ Workflow
— My Systern Ontions
— My Systemn Profile
— Work With Itern Manager
—Help

a Done ‘j Local inkranet

(.
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Adding Line Attachments

Enter Req for no penditures(OR) - Order Detai ternet Explorer provided by City of Denton

Ele  Edt wew Favortes Toos Help o
( <ps pmt

Qe - ) - [%] [B] @0 | Oseareh Slprovetes €3 (2- 2n B - [ )@

Adoross [ i1 Marus, mok v|Bso s *

c + | Requisiton ~| ® Fndit  § Reference *. Highight [ 123blocked + [Z] Screensavers.com () Smileys

s(OR) - Order Detail

Onon Applisations: Cancel Form  Fow Tools
Grder Detall [
He Mo Order Detail [[Line Defaults

Roten: Grder Number [7aBED GR 0800 Business Unit [ @o0200
Furchasing | &)

— Eubmitdoh Supplier (238128 ASHBY PRINTING-FO Order Revision [0
— View.Job Status

< City of Dinton 8hip To 28875 FURCHASING DEPARTMENT Ordder Date
= U [ [0arz7rz007
3 a::s*i' Accounting Hold Cade [ Blank - Hold Codes 42/4C Ordder Attachment
> Budgsting Menu
 GETUP Menu Retainags % |
b Job Cost
VendorAddress Inqulry
= Dapartmant Requlsition
— Enler Req forWhse

Iltems to expend

Records 1-2

i

act
Enter Req. Fleet/
Faclifies (OD
Humbe:

Recelpt Reversals
VendorAddress inquiry
&> Payroll

&l oone

S, Click on area under paper clip

Local inkranet.

Adding Line Attachments
Text

3 Enter Req for non icrosoft Internet Explorer provided by City of Denton,
Ele Edt wiew Favortes Tods Help w
. P e . B .
Q- © N EA G Levflformm: & - % IR Nralf 2
ngmss@ jde /E 1M, maf Links >
e - Reaustion v & Frat ¥ rence . Hghight [ 123blocked - [Z] Screensavers.com @ Smieys
p———— IR Me dia ObjectWiewer

a
>

e e A[save cancsl Tet e URL OLE Temp C% Delels

~ Order Detail 3 © %

B
New tuindow | |||CDunEvNEW ==l s - u[@-]l

[P S 5o wor mame v o veRboq

Text!
Roles:
Purchasing ~|

Submit.Job
View Job Status
< City of Denton
< General User Cl. k “T ’9
- General Accounting t
oene 1CK On 1€X
b Budgeting Menu
> SETUP Menu
- Joh Gost
— vendor Address Inguiry E t t t
~ Deparmeri Regulaiion nter tex
~ Enter Req for whee

ltems to expend
acct

oo (Reminder: Will print on PO)

Enter Req for non- b [13 2
T Click “Save

Requisition/PO
[nguiry

— lnventory Inguiry . 9 H
i Note: Include vendor’s e-mail
Receipt Reversals

e address as text attachment

Eoone

City of Denton
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Adding Line Attachments
OLE

nter Req for nol

Els  Edt  View Favodtss  Tools  Help

e Bk - () @ @ ;j ;] Search \i\? Favores 2) [
Address @ hitp: /codjasall2: 81 fjde/E1 Menu. maf

+ + | Requisition ~ =" Findit ' Reference  * Highight T 123blocked -

Links >

Screensavers.com (@) Smileys

erpriseOne Me |2l -WMedia Object Viewer
Open Applications: s ~|sae cancel Teg  Fle  URL QLE Tems.. Char. Dots Erit
~ Order Detail B X ¢ B © ® B ¥ 0 8
Mew Window
Please choose a queue v
Textl Please choose a queue
Waillerge Queue
Roles:
l[g OLEQU|
Purchasing ~| OlEalE
OLEZ

— SubrmitJob
— View Job Status
= City of Denton
~ General User
> General Accounting
Menu
> Budgeting Menu
0 SETUP Mt
> Job Cost
— Vendor Address Inauir
= Department Reguisition
— Enfer Req for Whse
ltems 1o expend
oot
— Enfer e Fleet]

Fauifie= (0D) Click on “OLE”
e Choose “OLEQUE”

pen
RequisitionPO
Inguiry

— Inventory Inguiry

— Receiver Input

— Receip Inquiry &

Receipt Reversals

— Yendor Address Inguiry

1 Payroll

v
&) & Local intranet

Adding Line Attachments
OLE

ty of Denton

File Edt Yew Favortes Tools  Help

Qs - O % B (b Psewsn Srreons @ (212 B -[ )@
#icde/ELMenu. maf

i +| Requisiion v| ®° Fndit  § Reference . Highliht 5 123blocked

Links *

Screensavers,com (@) Smileys

erprise0 e [=l-WMedia Object Viewer
Open Applications: A[Sawe Concel Tewt Fle URL OLE Temp.. Char.. Delele Print
- Order Detall A ©@ m B H @O0 &

New Window
Flease choose a queus
Text Flease choose a queus
Mailerge Queue

Insert

Funesns — SJ®) By (=S pec e
OLE2 (*) Create Mew Microsoft Graph 2000 Chart ~
— supritos Miciosch Photo Editor 3.0 Phote
— View Job Status Create from Eile Microgoft Photo Editor 3.0 Scan
= City of Denton = - Microsoft PowerPoint Presentation
= General User [} werPoint Slide
[» General Accounting
N gﬁg;amg Men Microsoft word Picture
i -
' CERUP g Micrasoft \worddrt 3.2 ]
I Job Cast

— Vendor Address Inguir
= Department Requisition
— Enter Req for Whse Inserts a new Microsoft Word Document object

Htems 1o expend T ™) into pour document.

- Enter Req. Fleet]
Facilfies (D)

Result

— Enter Req for non-
invt Joby Project (0.

— Open

Requisition/PO
Inguiry

— Inventory Inauiry

— Receiver Input

— Receintinguin & . ” 5
Receint Reversals Cl k OK

~ Vendor Address Inquiry 1C

> Payroll

2

U Choose “Microsoft Word Document

&) J Local intranet

City of Denton
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Adding Line Attachments
OLE

Enter Req for non-invi Expenditures(OR) - Order Detaf

Edit View Insert Format Took Table Help

icrosoft Internet Explorer provided by City of Denton

File Edit View Favortes Tooks  Help

Qe - @ - [¥] [B] @ Psearn Slprannss €) (2~ i HREONraR-:
Address | €] htp: fcodiasa02:81 fidefEMenu.maf

v Eso Links 7
- | Requisition | ® Findit ¥ Reference % Highighk [ 123blocked - Scresnsavers.com () Smisys

*

erp One Me |2l -MMedia Object Viewer
e e ) AlSae Gweel Ted e UL GE Tem. Chor Dee Et
~ Qrder Detail B X ¢ @ © ML B H 0 &
hlew Window
I Tedt
Roles:
[Purchasing v ®) P4 B IEEE R L B ma we -G
Document Wormal - TmeshewRoman - 12 - B I U == |@-#- i'l
Submit Job
View Job Stalus bedlh ]
= City of Denton E B
= et ] BT B G
[ General Accounting

Menu
[ Budgeting Menu
[ SETUP Menu
[ Joh Cost
— Wendor Address Inauiry
= Department Requigition
— Enter Req forhse

Mz 10 expand Backup in interoffice mail

atit
— Enter Req, Fleeti
(0D}

Facil

Type a comment or copy and paste
from e-mail

1 Req for nol
invt.Jobf Froject (0.

— Open =
Requisition/PQ
Inouiny

— Inventory Inauiry

— Reseiver nput

— Receint Inguiry &
Receipt Reversals

Click on “Save”

— Menrine ddra s Inein

Eloone

) Local intranet

Adding Line Attachments
File

Enter Req for no tures{OR) - Order, Deta

File

Edt  wiew Favorites  Tools  Help

Q= - © - [x] [B] €0 SO searn

Address |@ http:/{codjasaz 61/jde/E1Menu.maf
ORACLE

priseOne Me = —PMedia Object Viewer
Sowe  Cancel Tl

Bl lrks ® @3-

|2

File URL QLE Temp.. Char Delete
Roles:
® e 2 [
General Access (v I% Last modified 027272007 14:37:06 by CATROTER
— SBubmit Joh

Read Only
Textl &
iew Job Status

I General User
< Department Requisition Texta
— Enter Red forWhse

< Gify of Denton The media oblect displayed below Is for viewing purpose only. If you rmake any thanges (neluding tping
text, pasting graphics, etc), they will not be saved.

lterns to expend .-[4‘)
acct

— Enter Reg. Flaet/ Document
Facilities (0D

— Enter Req for non-

invt Jobr Project (0.1
— Open Airport Lease
)
4

na|§ Pages

STATE OF TEXAS
Beguisition/P O Renew pdf COUNTY OF DENTON
Inguiry

= Inventory Inguing
— Receiver Input .
— Receipt Inquiry & |
Receipt Reversals
— Wendor Address Incuiry
> Payroll

b Procurement Management = 4 4 Lof g | |
[ vyarkdl oww

— My Svstern Obtions
— hly Systern Profile

— ot it ters Manager Cllck on “File”
Help
&) Done

Office Lease by and between BAM Denton Management Ventures, LLC as
Landlord and the City of Denton, Texss as Tenant

Comments

Dote:  February 1, 2007
Landlont:  BAM Denton Management Ventares, LLC

oo

__/| o[-

. Local intranet

City of Denton

Page 24 of 110
Oracle JD Edwards General User Guide 9.0



Adding Line Attachments
File

2 Enter Req for non-invt Expenditure: Order Detail - Microsoft Internet Explorer provided by

Fle Edt Vew Favortes Took Hep

Qo O ¥ A G Puo Sorms @ -2 B - @ 4
Agdress@http:/ﬂcudlasam:amde/a u.mef v EJeo ks

+ir = | Departmert; v | @ Wlndit  § Reference % Hihight 5 123blocked - Sereensavers.com (2 Smileys

eOne Me g ia Object ViewerAdd - File
Open Applications: % A | Add  Cance| ‘
- Ordr Detail =]

New Window O gelest Queue

Roles: File
s+ 0) ) EEET B
Teview
_ q " 3463 Prop A Time: Tracking
Submit Job @ Selert Local File i
- View Job Gtafus ! (C)3463 Prop B #2005ide FTE record,
< City of Denton Local File HExhisk 1 GOAB Bid Evaluations pol | (Browse.. MyRecent | =)3463 Frop R]2006 salary survey |
zgzz::ﬁ*ﬁf&g — Documents | 24es prop D 22481 RFF for Extern
— Enter Reg forihsa @ (3483 Prop E - #2351 Capier Flast M
Iterns to expend 3463 Prop F @3447 vendor list.doc|
acet . . Desktop
13 29 (13483 Prop G 3463 GEMERAL MO,
— Enter Req. Fleet/
= | Click “Select Local File T e ot
I=Bids to new format E 3463 Two Vear Mow
. 113 29 L ()Budget B HE3TABLE OF CON
~ Enter Reg for non- Cth BI‘OWSC iz () Capiers = duction 3-3-06 Richil
invt.Jobi Project (0 - () Electronic Vendor Database 7_: Auction 5-5-06 Far A
-~ Dpen . . [E)Fleet Quotes 2 auction 5-20-06 for
Reguisition/PQ 1 -
Double Click on File to be W= = bt 101705 o
= Inventory Inuine h EjQuutes Inuctiun 10-13-05 Riq
— Receier Input d -
— Receipt Inguiry & attac e | < | E]
Receipt Reversals 1 | J
My Metwork — File name: lits. pilf - Open
& : 13 EE) B =
lacas
Click “Add Files of type A Files [* Cancel

Adding Line Attachments — File

Enter Req for non-invt Expenditures{OR) - Order Det; rosoft Internet Explorer wided by City of Denton

File Edit Wieww Favorites Tools Help

Q- © (A @ G P Frrom @25 B - @ T8

fcldress ] httpi ficodjasanz:a1 fide/ELMeny maf v B oo ks ¥y -
ORACLE

|| Enterprise0ne Me =W =-WMedia Object Viewer
| Save Cancel Tedt File URL OLE Temp.. Char. Delete

Roles: B X ¢ @ @ "= =2 BB @

(enerai vess 4] )

— Submit Job
— View Job Status
= City of Denton
[ General User
= Department Requisition
— Enter Req for Whse
Items to expend
acct
— Enter Ren. Fleeti
Fatilities (0D

/b, Read Only

The media object displayed helow is for viewing purpose only. If you make any changes {including typing

text, pasting graphics, etc.), they will notbe saved
O -] e

B & # |9
- [semn e | et

- @ |03

=g
&

[E3A4

tta. Pages

nier Ren for non-
it Jobd Project {00y " STATE OF
H COmTY O

— Open sirport Le = Bron
Eequisition/PO Renew.p
Inguiry

— Inwventory Inguiry,
— Recemer Input
— Receipt Inouiry & Date: February 1, 2007
Receipt Reversals Landlonl:  BAM Denton Management Ventures, LLC
— wendor Address Inguiry S
[ Payroll = 4 4 1cF2 S | o © [l
[» Procurement Management
[ Wiark] owe . s

— My System Options Cl' k GS

— My Systern Profile ].C On aVe

— Work wWith Itern Manager

—Help

&) Done & Local intranet

N Office Lease by and between BAM Denton Management Ventures, LLC as
- Landlord and the City of Denton, Texes as Tenant

Terms

[ comments

3]
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Revising Requisitions

Note: Status code must be 100/110

Make revisions such as:

 Changing quantity, unit cost, account number
- Note: Cannot change UOM

« Add anew line
« Add line attachments
e Cancel a line

Note: An OR cannot be revised while in the approval process with a hold code
of Al or B1 or a status less than 120, unless the approver rejects the OR. The
Materials Management Staff cannot make changes to an OR until the OR is
approved and at a status of 110-120.

Revising Requisitions

A Enter Req for non-invt Expenditures(OR) - Work With Order, Headers - Microsoft Internet Explorer, provided by City of Denton |Z||E|E‘

Fle Edt View Favorites Tools Help [z

e Back - () |ﬂ @ jj /._3 Search \;t( Favarites (%) - :g - J @ 3

Acdress | {&] http: feodissanz:61jde/E1Menu.maf v Go |Lnks ¥ @ -
AL

I' 2

Welcome!
Open Applications: 70
You have no running applications.

Iesn Win dowe

The EnterpriseCne Menu contains several links to the applications
These links will always be atthe left of your screens, no matter what application you are using
You can alsa hide the menu when you need mare space for your wark.

Roles:

General Access v @

— Subrnit Job
— View Job Status

= City of Denton
[» General User
= Deparment Reguisition
— Enter Req forhse

ltermns to expend acct
— Enter Req. Fleet?
ciliti

e

— Enter Req for non-inwt
Job/ Project (O}

pTIETE Click on Enter Req for non-invt Expenditures
i (OR)

— Beceiver nput
— Receipt Inouiry &
Receipt Reversals

— Wendor Address Inguiry
— My Systern Options
— My Systern Profile
— Witk With Iterm Manacer
—Help

&] Dore % Lacal intranet

City of Denton
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Revising Requisitions

2 Enter, Req for, non-invt Expenditures{OR) - Work With Order Headers - Microsoft Internet Explorer provided by City of Denton

File Edit ‘iew Favorites Tools  Help

@Back - J B @ (h pSEar(h ‘?}\?Favnrltes @ D’:é- :\ﬁ - \_J @ @ ‘ﬁ

Address |@ http:/fcodiasanz: 81 fide/E 1Menu. maf

= EE TSR
T ——

EnterpriseOne Menu =l Enter Req for non-invt Expenditures(OR) - Work With Order Headers
#|Select Find  Add

Copy Close Row Tools

Roles: < Y

[Genera sceoe 4] ®) Q@+ B X8 R
Grer Kumber \?8547 OR |’ Business Unit ,,7

— Subrmit Joh : T

— Wisw.Joh Status Supplier [

= City of Denton
[> General Lser
= Department Requisition
— Enter Req for Whse
Items to expend
acct

Records 1-1

Order Supplier

Supplier

Description
— Enter Req. Fleetf
Facilities (OO ® TEE4T R oogoo 2391268 ASHBY PRINTING-PO 022272007

A | ¥

Number Number

— Enter Req for non-
itwt Job! Project (0.1

— Open
Reguisition/P0
Inejuiry

— Inventory Inguing

— Recewer Input

— Beceipt Inguiry &
Receipt Reversals

— Wendor Address Inguiry
[> Payraoll
I» Procurement Management
[ Workfow

— My Systern Options

— My Swstern Profile

— otk With Herm Manager

— Help

@ Done

Enter OR number and click “Find”

[E3]

‘d Local intranet

Revising Requisitions

Enter Reg for no rder Headers - Microsoft Internet Explorer provided by of Denton
Fle Edt view Favortes Tools Help I
Q- © 1 @ G| Do Frroens f 2- 2 B - U B

Links ® @ -

Address |@ http:/fcodiasalz: 81 fide/E1Menu. maf &m

ORACLE’
erpriseOne Me =l — N Enter Req for non-invt Expen¥itures(OR) - Work With Order Headers
Open Applications: f:‘ Select  Find Add Copy Close  Row  Iools
— WiarkWith Order Headers v (% + % X ﬂ E

TN e o R et O —
Supplier
Change Orders »

Roles:
o5 Qpen Order Inguiry

General Access v | (%) Records 1-1 Grder Summany
Order Revisions
— Submit Job Order Recap
— View Job Status Financial Status upplier
= City of Denton Print Order escription
[ General User Landed Caost
=~ Department Requisition LIS Bl gosoy Order Addresses I FRDIRIES 02/2242007

— Enter Req for¥hse
Iterns to expend acct

Supplier Master

— Enter Req. Fleets Order Attachments
Facilities (O Log Details
Regional Info

nter Req for non-int
Jobr Project (0. Work With Shiprment

— Qpen Requisition/Po Shipment Status
Inguiry Fublish Externally
— Inventory Inguiry
— Receiver nput
— Receipt Inquire &
Receipt Reversals
— Wendor Address Iheuiry
— Mty Systern Options
— hity Evstern Profile
— WiorkWith ltern Manager
— Help

Select line to be revised

Click on “Row”

Click on “Detail Revision”

%J Local intranet

&] Done

City of Denton
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Revising Requisitions

Enter Req for non-invt Expenditure:
File  Edit

R) - Order Deta; soft Internet Expl of Denton

View Favorites  Tools

o=k - 2 E @ psaar:h *Favuntes &) D’:%v :;?_ RO NS

address 4] hitp: ffoodiesa02:81 fide E1

Help

nu.maf v B lrks * @y~

eOne Me = -l Enter Req for non-invt Expenditures(OR) - Order Detail )
Open Applications: s ~[ ox  cancel Form  Row Iooks |
— Drder Detail a8 X

e Window I

Order Detal
— Order Number FEE4T OR Dos00 Business Unit 800200
General Accass v | (53
— Submit Job Supplisr 239126 ASHBY PRINTING-FO Order Revisian |4
— View Job Status
= Cily of Denton Ship To 559915 FURCHASING DEFARTIS Order Date [oziz2iz007 |
[ General User 022272007
= Department Regquisition Hold Code _
 Enter Beq for Whee Blant - Hold Codes 422HC Qrder Attachment
Items to expend
acct Retainage %
— Enter Req. Fleet/
Facilities (00

inwt Joby Project (OJ)

— Dpen
Requisition/FO
Inguiry

. 1000 800200 A3N2 800200 Materials Managsment Brochures 3007
— Receiver Input 2000 | 8002006302 | | 80020C [Shipping [l

— Receipt Inquiry &
Receipt Reversals
— Yendor Address Inguiry
— My Svstern Oplions

— it Snectarn Dredile

&] Done

i ]

| >

£

% Local intranst

Enter detail information
Click “OK”

Canceling Requisitions

) - Work With icrosoft Internet Explorer provided b y of Denton

Help aw

@ Back * () E @ ;:j p Search * Favoritss {£2) &2 - ; - I_J O @ 3

Address |@ http:feodiasa0z:81 fjds/E 1 Manu.maf v Go
ORACLE’

A Enter Req for non-invt Expenditures
Fle Edit

rder Header:

Wiew  Favorites  Tools

Links * | @ -

EnterpriseOne Met =

Open Applications: 5
You have no running applications.

I e Wiind oy I

Roles:

General Access v ®

— Submit.Job
— Wiew Job Status
<~ City of Denton
[ General User
= Department Reguisition
— Enter Req farihse
lterms to expend acct
— Enter Req. Flestf
Facilities (003

-int
Jobi Project (0.1
— Qpen RequisitionPo
Inguiry
— Inventory Inguiry
— Receiver Input
— Receipt Inguiry &
Receipt Reversals
— Wendar Address Inguiry
— M Systern Options
— My System Profile
— Work With ltem Manager

Welcome!

The EnterpriseCne Menu contains several links to the applications
These links will akways he at the left of your screens, no matter what application you are using
You can also hide the menu when you need mare space far your work.

.

Click on Enter Req for non-invt Expenditures (OR)

€] Done

%J Local intranet

City of Denton
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Canceling Requisitions

2 Enter Req for non-invit Expenditures{OR) - Work With Order Headers - Microsoft Internet Explorer, provided by City of Denton

File Edit Wiew Favorites Tools  Help

@Eack - @ @ \:h pSearch ‘?‘/r‘\'rFavnrites & B- D;. © \_J @ @ 4

address @] https fcadjasa02:51 jde/E1 Menu.maf VB ks * &
ORACLE’

EnterpriseOne Menu =

Enter Req for non-invt Expenditures(OR) - Work With Order Headers
A |select Find  Add  Copy Close Row Tools ‘

Roles:

v + B X # =
General Access v | (33 @
Order Mumber TREAT OR - Business Unit =
A

Supplier |

— Submit Joh
— ¥iew Job Status
= City of Denton
> General User Records 1-1
= Department Reguisition
— Enter Req forithse
lterns to expend
acct
— EnterRen. Fleets
Facilities {001 (O] TB64T R ooz00 239126 ASHBY PRINTING-PO 02/22i2007

| >

Supplier Supplier Order
Humber Description

Enter Req for non-
it Job/ Project (0.1
— Open
Renuisition/P O
Inejuiry
— Inventory [nouiry
— Receiver nout
— Receipt Induiry &
Receipt Reversals . (14 M 99
Vo Aaress sy Enter OR number and click “Find
I Payroll
> Pracurement Management
[ Warkflaw
— My System Options
— My Systemn Profile
— Wiork With ltern Manager
— Heln

&] Done % Localintranet

3

Canceling Requisitions

res(OR) - Work With Order Headers ty of Denton X
File Edit ‘View Favorkes Tools  Help g.

Address |@ http:jfcodiasanz:51 fjde /E1Menu.maF

ORACLE’

eOne Me =l -M Enter Req for non-invt Expendifures{OR) - Work With Order Headers
Select Find  Add  Copy Closs Row  Tooks ‘

Open Applications: s
— WarkWith Order Headers v @ +

T vt B et e
Supplier

Roles: Change Crders 3

Open Order Inguiry
® Oeser oy

Order Revisions

— Submit Joh Order Recap
— ¥iew Job Status Financial Status upplier
= City of Dentan Print Order escription

[ General User Landed Cost
= et e @ T8E47 OR 00800 Order Addresses SHBY PRINTING-P O 02222007
— Enter Ren forwihse A Supplier Master
lterns to expend acet ]
— Enter Req Fleet/ Order Atachments
Facilities (0D} Log Details
Regional Info
titer Red for nofeirvt e
Jobi Project (D) Wark With Shipment
— Dpen Requisition/PO Shipment Status
Inguiry Publish Externally

— Inverior nut Select line to be canceled
— Recewer Input
— ReceiptInguiry & . o "
Receipt Reversals
— Vendor Address [nouiry Clle OIl ROW
— My System Options
— My System Profile

- AWt fern Mananet Click on “Detail Revision”
&] Done N Localinkranet
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Canceling Requisitions

<A Enter Req for non-invt Expenditures(OR) - Order D=tail - Microsoft Internet Explorer provided by City of Denton

File Edit Wiew Favorites Tools  Help

Dok - () B @ ) ) seareh )
Address |@ http:/feodjasalz: 81 jde/E LMenu. maf
I erpriseOne Me >l -l Enter Req for nonYinvt Expenditures(OR) - Order Detail
~[ ox  cancel Form  Row Tools

e eeses o] a x =Y
General Access v ®

_ . Account Distribution
Order Detail |[Line Diamaryy

Price Histary

avorites  {2) D::é- ; - _J ® @ 3

v B so ks >

— Submit Job

— Wiew Job Status
< City of Derton order humber  [EETTETNGER o - o T~ <= L 200200

[ General User
= Department Requisition

Blanket Release

Agreements
— Enter Req forhse G
Enter Req for Whse Supplier Substitute erms ASHEY PRINTING-FPD Order Revision [ |
Iltern= o expend
o Obsolete terns
— Enter Req. Fleetf Ship To FURCHASING DEPARTIM Order Date 02/22i2007
Parts List
Facilities (00! Kit:
Hold Code s Co

Quote Supplers «Select line or lines to be canceled

Original Orders
Retainage %
Enter Req for non- Assoc Requisitions

| bR edon Chg Order Summary Note: To cancel entire requisition,
RN STy g each line must be selected by
_ Suppler Schadls i clicking here.
ehili]

— Beceipt Inguiny &
Receipt Reversals

— lnwentory Induin
Line Attach it:
— Wendor Address Inguir o asnmans

— Receiver Input
Additional Infa 1

b 13 9
';EEWU” F] 1.000 Additional Info 2 'Cth on ROW
rocurement Management

I\Ijlmémsﬂmvo tlans zo00 Confy Related Order 2oC
~ by svstem Oplians Wiew Config lterm . 113 : LR
— My Systemn Profile L]
— orkWith tem Manager | | gg;lfgn(;?‘ﬂ:fzﬁ Ted || Click on “Cancel Line
— Help v b
&] Dons % Local intranet

Canceling Requisitions

2 Enter Req for non-invt Expenditures{OR} - Order Detail - Microsoft Internet Explorer provided by City of Dentan

File Edit ¥iew Favorites Tools

Q- O M2

Adiress [{€] httpfjcodiasanz:B1 fide/EL

ORACLE

I EnterpriseOne Menu

elp

psaarch \;n\? Favorites &3 b:r_-i{' :\?_,. W o- |_.J @ @ -3

D> R

ter Req for non-invt Expenditures(OR) - Order Detail
A O Cancel Eorm  Row  Iools ‘

B X B

Roles:

General Access v ®

— Submit Job
— View Job Status 0 .
+ Gy e Deiy Order Number ‘ygaqy |0R |UUBUU Business Unit 00200

[ General Usar

= Department Reguisition

~ Enter RenforWhse Supplisr Faeize | ASHEY PRINTINGFO isi
Items to expend PP 239126 Order Revision  [q
acct

— Enter Req. Fleati Ship To 269915 PURCHASING DEPARTM..  Order Date 02i22/2007
Facilities (00

Hold Code ] Biank - Hold Codes 4200 Order Aftachment
Retsinage % [N Line to be canceled will have a

EmerRegfornon- - -

int Job Profert (S.) line drawn through it. The

— Open

o status will change to 980/999.

— Inventory Inguiry Records 1-3

— Receiver Input .
Line Branch/ Clle “OK”
Numbei Aceount Number Plant D iption 1

— Beceipt Inguire &
Receipt Revarsals
—Vendor Address Inguir
1.000 8002005302 800200 Materials Managen Note TO CanCel entire
requisition, each line must be
e canceled individually.

[> Payrall

> Procurement Management
@ ‘aLocal intranet
-

[ W0 rkfl o
— My Systern Options
— Mty Systern Profile

NN & [

[E3
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Canceling Requisitions

2 Enter Req for non-invt Expenditures(OR) - Workflow Pending Review Notification - Microsoft Internet Explorer provided by City o \Z”§|E|
e

Flle Edit View Favortes Tools Help 5

Qe - () \ﬂ @ .jj S search \;‘\? Favorkes %) [0~ :\7 - )@ 3
address [&] etpijcodjasanz8Lfide E1Meny maf B= EE
ORACLE

|-l Enter Req for non-invt Expenditures(OR) - Work With Order Headers D e &
~lgelect Find  Add  Copy Close Row Iools

Roles: 2 &3 * E = =

— Submit.Joh
— Wiew Job Status
= City of Dentan
[ General User
= Department Reguisition
— Enter Req far Whse
ltems to expend | &| | ‘

acct

— Enter Req. Flest/ &) 78647 O 07

I EnterpriseOne Menu

Enter Req for non-invt Expenditures(OR) - Workflow Pending Review Notif...

Records 1-1

Your changes have heen submitted for approval and are pending reviews ‘

nter Req for nan-
invl Jobi Project (O3
— Open
Requisition/P O
Inguiry
= lnventory Inguiry -
— Beceiver Input R t I I g b k th gh
T equest will go bac rou
Receipt Reversals

o approval if dollar amount is

[ Procurement Management

L= Workflow

— ity Systern Options Changed
— My System Profile i
= Wiark With tern Wanager v

] Done % Local intranet

%

|~
|

Printing Requisitions

A requisition (OR) may be printed as an internal document only. Remember and OR is only a requisition, and
is not a Purchase Order (OP). The OR should not be given to a supplier/contractor as notice to proceed. To
print a copy for your records, use the following process:

Open the “Enter Req for non-invnt Expenditures (OR) program:
r Open Applications « Recent Reports + Favorites

cpartment Requisition

» =
Geveral U=y ftures(OR) - Work With Order Headers
Department Requisition L,
s
Payroll * m Purchase Orders Awaiting Approval (OP'
COD Interfaces * m Enter rder - Non Pre - x Business Unit x
Inventory Management * @ Enter Sales Order - Project - SP
Material Planning * @ Print Copy of Warehouse Order
Procurement Management * @ Enter Req for non-invt Expenditures(OR)
Agreement Management * m Reguisition Inquiry (OR) [Application: P4310, Form: W43101, Version: CODO003A | ‘ | |
Sales Order Management (New) » g Purchase Order Inguiry (OP) i i T
] Supplier Supplier Order
Sales Quotes * m Eadilities PO (OD) - REVIEW ONLY Number Description Date Ship To Buyer St
Fixed Assets * m Recewer lnout B 223343 FLOYD SMITH CONCRETE INC- PO ACH 06/24/2016 269721 913088
UPK Training * g Print Cl PO's - All L
] m Inventory Inguiry
@ Purchase Order Inquiry (OP) g Receipt Inguiry
m Vendor Address Inguiry
ﬁ Enter Change Order (OP)
. n il t Center
:‘ Inventory Inventory Reports »
|
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Enter the OR number, click =€ (Find)

Home Navigator + Open Applications « Recent Reports Favorites
Aty of Denton > Department Requisition

~| Open Applications Enter Req for non-invt Expenditures(OR) - Work With Order Headers
ﬂHon‘e \/'l' B X B row I Tods
Work With Order Headers orq Find (Ctrl+Alt+]) j1og OR * Business Unit *

>| Recent Reports 7] Supplier I

~| Favorites

. Records 1-1

ij Manage Favorites ‘ |

&l Requisitions & Order or Order Supplier Supplier
Number Ty Co Number Description

4—2;_‘ Modify Open Requisitions - No

| Re-Approval (®) 129498 OR 00285 B 223343 FLOYD SMITH CONCRETE INC- PO ACH
. V4

Click B2 (Row), then Print Order.

Order

Date Ship To

Buyer ‘
06/24/2016 ~ 265721 913088

Home  Navigator « Open Applications Recent Reports + Favorites
Aty of Denton > Department Requisition
~| Open Applications Enter Req for non-invt Expenditures(OR) - Work With Order Headers
ﬂ Home v @ + B X B row BB Toos
Work With Order Headers Order Number 129 Favorites Business Unit x
»>| Recent Reports Supplier T Row
= @ Header Revision
v| Favorites Detail Revision
= Records 1-1
ij Manage Favorites Change Orders 4
Open Order Inquiry ‘
L Order Summary
LQ Requisitions ‘ & Order Order Revisions Mier ‘ Supplier
Number Order Ri ber Description
48] Modify Open Requisitions - No F'I:T airda??tgtus E
“"| Re-Approval @ 123458 -M 223343 FLOYD SMITH CONCRETE INC- PO ACH
é,__?;‘,{ Convert Requisitions to PO's < ggzﬁm es
o Supplier Master
g Purchase Order Inquiry (OP)
Order Attachments
@ Enter Change Order (OP) 4 Log Detalls
:l T Regional Info
— Work With Shipment
E{ Requisition Inquiry (OR) Shipment Status
Publish Externally
ﬂ Budget Status Inquiry

click &l (oK)

Home Navigator « [:lﬁE'T'IAﬂ{ZﬂICHtIEfIS - Recent R Favorites «

Order
Date

Buyer ‘
06/24/2016 B 269721 913088

Ship To

Gty of Denton > Department Requisition
Printer Seledtion

[B] X 3 com B Toos

OK (Ctrl+Alt+0] |
cetion

v| Open Applications

@ Home

D Printer Selection

45| Modify Open Requisitions - No
| Re-Approval

lé,a,l Convert Requisitions to PO's

City of Denton
Oracle JD Edwards General User Guide 9.0

Print Property Document Setup
>| Recent Reports iy
~| Favorites Frinter Name \\codvjar8fmi\Director
. 'd Manage Favorites Printer Location REPROGRAPHICS 551
Printer Model
[T J Requisitions EeaR
Numrber of Copies 1

Advanced

Range: 1-9999
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Select Recent Reports from top Menu. The report will be shown, click on the report. However, if numerous
reports are show, then choose “View Job Status” to see all reports run:

Home Navigator + Open Applications Recent Reports -

Gty of Denton > Department Requisition g View Job Status

~| Open Applications Enter Req _; purchase Order Printhditures(OR) - Work With Order Headers

3| Home v & + B3 ~=H £ Toos
Work With Order Headers Order Nurrber 129498 OR *® Business Unit *®

»| Recent Reports W Supplier F

~| Favorites

. Records 1-1

> d Marage Favorites ‘ ‘ ‘
Ld Requisitions Order or Order Supplier Supplier Order

e Number Ty Co Number Description Cate

.é_a Modify Open Requisitions - No - - -

| Re-Approval @ 129498 OR 00285 - 223343 FLOYD SMITH CONCRETE INC- PO ACH 06/24/2016
A o . I -

View the output as a PDF document. You may click on “View Output” or click on the job file name:

ations « Recent Reports Favorites -

Submitted Job Search
v @ 0 X O rorr B row I Toos

UserI 106260
|:| View ~
Output Print | Report Name Version Title Job ~
@ Purchase Order Print General User Requisition Print R43500_COD0000_81938_PLF

< View Output
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Once selected, a pop up box will appear, click open.

Submitted Job Search T Al Records [Nl
v @ 0 X O o B row & To0s
User ID 106260
Records 1-1 Customize Grid (m]
| View e N Status
Qutput Print | Report Name Version Title Job ¥ J Status ¥ | petails
E«- @ Purchase Order Print General User Requisition Print R43500_COD0000_81938_PDF 8 D Done
< >
Do you want to open or save R43500_COD0000_81938_PDF.pdf (197 KB) from jdedwards.cityofdenton.com? Open Save | T Cancel

Adobe Acrobat will open for printing of the document.

e R43500_COD0000_81938 PDF.pdf - Ag
File Edit View Window Help

Boae- [P0 S N
@ [1]r3 | [N & [printrie cwm)[ -] |

L5 o0 OR

Branch/Plant 285801

Shipped From
Vendor No 223343
Ship To
FLOYD SMITH CONCRETE INC CITY OF DENTON STREETS
901 B TEXAS 5T
POBOX 1781 DENTON TX 76209
DENTON TX 76202
Usa Ship To FOB Destination Term Net 30 Days
Ordered 6242016  Requested 6242016 E-mail Address:  ficincl@verizon net Order Taken By Retainage %
Delivery Original Order
REQUISITION - FOR INTERNAL USE ONLY ————————-REQUISITION - FOR INTERNAL USE ONLY
REQUISITION - FOR INTERNAL USE ONLY —————————-REQUISITION - FOR INTERNAL USE ONLY
Line Rev Description Description Agreement Contract Account Sub  Ordered U Unit Extended
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Requisition/PO Status

Reasons why status not advancing
beyond 100-110:

« No dollar value entered in unit cost

« Budget Hold

— Note: If status is not advancing beyond =)
100-110, check Detail Revision screen _’
to see if request is still on budget hold.

« Not approved by approver in
Workflow

Refer to page 7 of this manual for a list of full status codes.
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What is the status of my Request?

e

EnterpriseOne Menu isition/PO Inquiry - Work With Order Details

| Zelect  Find Close  form Eow  Jools ‘
Roles: |

Purchasing |3 v @ X B =

Order Mumber M * * BranchiPlant *
— Submit Job I ‘ ‘
= Wiew Joh Status

|
|
= City of Denton Olginal Order [ * * Ag If Currency
|
|

Related Order

[ General User
= Department Reguisition Item Number =

— Enter Req for Yihse
Iterns to expend O
acct Type/Subledger F 1 F ] Display Supplier ltem

— Entet Req. Fleeti YD !
Faciliies (OO Cammodity Code [+

— Enter Req far non-
invt Expenditures
IORY No records found.

— Enter Req for non-
invt Jobi Project (OJ)

n

Account Number

Change Supplier
Ship To Number
= Inwentary nguiry
— Receiver Input
— Receint Inguiry & .
Receint Reversals
— ¥endor Address Inguiry CI |Ck
[> Payrall
[ Procurement Management
[ Vo vkl oo I o o o . 09
— My Systern Options O R /PO In
B T pen eqUISltIOI’l quiry
— Work With ltem Manager

— Help v
ORACLE’
EnterpriseOne Menu -l Open Requisition/PO Inquiry - Work With Order Details [Eijkd]
Roles: | Select  Fined Close  Form  Row  Tools ‘
Purchasing | ) v & b3 B =
Order Mumber |75511 Branch/Plant |* |
— Submit.Job

— Wiew Job Status Related Order
~ Gl G e Original Order B n 1 E t
I General User g | | . n er
= Department Requisition Iterm Mumber |*

— Enter Req for Whse Account Number |* Request #

lterns to expend
acct TypesSubledyer - ,*7 [l Display 2up
— Enter Ren Fleet/
Facilities (0D Commadity Code * 2 Cl . k “F . d”
— Enter Red for nan- . 1C 1m
invt Expenditures
QRY
— Enter Redq for non-
invt Job! Project (0.
1

Records 1-2

g
Original Promised Order Revision
Promise Delivery Date Humber
— Inventory Inguiny
— Recelver Input 02/19/20C 021972007 02972007 02/19/2007 02/19/2007 130 999 60.00
— ReceiptInguiry & 02/19/20C 02192007 021972007 02/19/2007 02/19/2007 930 eele) 02182007 100.00
Receipt Reversals < ] s

— Wendor Address Inguir
[ Payroll
[> Procurement Management
1> \Workdlow

- Hsmstom Ootons If status is 130-999, a PO has been issued.

= Work With tem hanader
—Help

<
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PO Number Look up

Open the “Purchasing Order Inquiry (OP)” program as shown below:

n Applications Recent Reports - Favorites «

General User

2l Opes i Department Requisition ons al
S—— S S
Payroll * m Purchase Orders Awaiting Approval (OP)
I-Iome COD Interfaces * m Enter rder - Non Pr -
>| Recent Reports Inventory Management * m Enter Sales Order - Project - SP
| Favorites Material Planning ¢ @ Print Copy of Warehouse Order
~ ) Procurement Management * @ Enter Req for non-invt Expenditures(OR OIQ Y|
ij Manage Favorites
Agreement Management * m Requisition Inguiry {OR)
ld Requisitions Sales Order Management (New) » g Purchase Order Inquiry [OP)H E D'W AR D S
It iti - B - B
Modfy Open Requisit ~ Sales Quotes * m Fadilties PO (OD) - REVIEW Application: P4310, Form: W4310G, Version:
Re-Approval Fixed Assets b @ Receiver Input CODO00008
@ Convert Requistions  UPK Training b @ Print Closed PO's - Al Li
m Inventory Inguiry
@ Purchase Order Inguiry (OF) ) )
@ Receipt Inquiry
@ Enter Change Order (OF) @ Vendor Address Inguir
- ® n il nter
\ Invent
z‘ LRELEEL Inventory Reports 4
@ Requisition Inquiry (QOR)

(1) Enter the requisition (OR) number in the “original order” field, (2) then select (Find). The PO number is listed
under in the “Order Number” column (3). In the sample below, OR 129472 was converted to PO 177281.

Purchase quiry (OP) - Work Wih Order Details Query: EESGONN v | (@ (@ [

v B row & Toos
Order Number ® op = Business Unit =
Related Order = =
Original Order 00129472 ‘ ® As If Currency
Item Number "
Aacount Number =
Type/Subledger R 2N E [ Display Suppiier Ttem
Commodity Code *
Records 1-25 Customize Grid IGrid Format Namez| v | (]

2| (W3] [— |
1 T I I — I I I
Quantity
n . Order Last Next | To Supplier Unit Original Ordered Amount Buyer Tr
Number | Sta s | Receive | UM Name Line Description Cost Amount To Receive Number | Ship To Ql
D & 177281 90 LF STRIPE-A-ZONEINC-PO ... TYPEI WBRK 8"Line 3 1.9000 171.00 171.00 363531 " 269608 lﬂtA
D 177281 280 240 LF STRIPE-A-ZONEINC- PO ... TYPEI WBRK 24"Line 5 6.1500 1,476.00 1,476.00 363531 " 269608 10¢
D 177281 280 400 500 LF STRIPE-A-ZONEINC-PO ... TYPEIWSLD4" Line 6 L6800 340.00 340.00 363531 " 269608 10¢
D 177281 280 400 200 LF STRIPE-A-ZONEINC- PO ... TYPEI WSLD8" Line 8 1.9000 380.00 380.00 363531 " 269608 10¢
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Receiver Input

Complete Receivers

Partial Receivers

« To receive partial amount &
keep PO open, use “1” code
in Rec Opt field

« For POs with quantities,
change quantity to the
actual quantity received

« For POs with lump sum,
change dollar amount in the
Amount field to actual
billed amount

Note: Remaining balance will
reflect on PO

To receive partial amount
& close PO, use “7” code

For POs with quantities,
change quantity to the
actual quantity received

For POs with lump sum,
change dollar amount in
both Unit Cost & Amount
fields to actual billed
amount

Note: Remaining balance will

go back into account

Complete Receivers
(continued)

e To receive entire PO,
enter 1 or 7 code in Rec
Opt field only

 Quantities or lump sum
amounts do not need to

Receiver Input

Closing POs

» Use 7 code in Rec Opt

field

 Zero out the quantities

or lump sum amounts

Note: Remaining balance

be changed will go back into
« PO will automatically account(s)
close
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Receiver Input
i — ..

EnterpriseOne Menu |-l - Receiver Input - Work With Purchase Orders to Receive

Open Applications: ,:J #|Select Find  Close Row  Form  Tools
— Work with Purchase Orders v @ X H L3
loFoeeve Document Number [ |or * Branch/Flant *
Mew indow
ttern Mumber |t
Account Number |t
Roles:
Purchasing v @ Receipt Document ,7 Shipment Mumber ’*7
Subrmit Jab IFIBIIENS D [ Display Supplier ltem
ew Job Status
= City of Denton

© General Lser No records found.

= Departrment Requisition

— Enter Req for Whse
ltemns to expend i Trans | Amount
Acit

— Enter Req Fleet!
Facilities (00

— Enter Res for non-
invt Expenditures
{ORy

— Enter Req for non-
invt Job/ Project (0.1

— Open
Eequisition/FO
Inguiry
— Inventory Inguite < >

- ver Input ¥
— ReceiptInguir &
Receint Reversals
wendor Address INGUiry |

a Dong ‘ﬂ Local intranet

Receiver Input
e i— ..

EnterpriseOne Menu — W Receiver Input - Work With Purchase Orders to Receive ]
Open Applications: r:_, “|Select Find Close Row Form  Tooks ‘
— workwith Purchase orgers | | @ X B

10 Receive 1 E t PO #
~ Yotk With Order Details Document Humaer [131201 » op - Branchil L, nter
Py ind v | Item Mumber |*

||| P 2. Click “Find”
Roles: Receipt Document Shipment Numl ’
Purchasing hd @ I

Pravious Batch I Display Supplier ltem ‘

= Records 1-2

— Submit.Job
— View Job Status
= City of Dentan
[» General User
= Department Requisition
— Enter Reqg for Whse
Iterns to expend
acct ® 131201 OF 00744 000 1.000 1542119 4 MO 16
— Enter Req. Fleet!
Facilities (00 lo) 131201 OF 00744 000 2.000 1542119 Ls
— Enter Re for han- < |
invt Expenditures
LOR)
— Enter Re for nan-
invt Joh! Project (0.f
— Open
Requisition/P O
Irniguiry
— Inventory Inguiry

— Receipt Inguiry &
Receipt Reversals v
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ORACLE’

EnterpriseOne Menu

Open Applications: %

— WniorkWyith Purchase Orders

= ceiver Input - Work With Purchase Orders to Receive

Receiver Input

Select Find  Cloge Row  Eorm Tooks

v @ X B B &

o Receive
— Workwith Order Details

Mew YWind ow

Roles:

Purchasing v ®

— Submit Job

— ¥iew Job Status

< City of Denton
[ General User

< Department Reguisition

— Enter Req for Whse

Eacilities (00
— Enter Req for nan-

Document Number W W ,*7 BranchiPlant ’#7
ltern Number ‘*

Account Murmber ‘*

Receipt Document ’7 Shipment Nurmber ’xi
Previous Batch ] [ Display Supplier tem

il Records 1-2

Number | Humber Supplier

0 0
Iterms to expend 0 0 0
Lﬂm o] 13201 OF 00744 000 1.000 1542113 4 Mo 1.8

— Enter Red. Fleef

O 131201 OP 00744 000 2.000 1542118 LS

inwt E:
(OR)

— Enter Rer for nan-
invt Job! Project (0.

—Open
ReguisitionfP 0
Inguiry.

— Inwentary Inguiry

— Receipt Inquiry &
Receipt Revarsals

1. Select desired row

2. Click “Select” or
double-click the row

v

Receiver Input by Quantity
hceiie— ..

EnterpriseOne Menu —ll Receiver Input - Purchase Order Receipts Al

~

Open Applications:
— Purchase Order Receints

OK Cancel Form  Eow  Tools

B X B 8 &

— WorkWith Grder Details

Mew Window I

Roles:

Furchasing v @

— Submit Joh
— Wiew . Job Status
= City of Denton
I> General User
< Department Reguisition
— Enter Req for whse
ltems to expend
acct
— Enter Req. Fleet/
Eacilities (0D
— Enter Req for non-
it Expenditures
jLelsi
— Enter Req for non-
invt Job/ Project (0.
— Qpen
Reguisition/F O
Lnguiry
— |nwentory Inguiry

— Receipt Inguiry &
Receipt Reversals
—VendnrAddress Inguiry

1. Enter Code in “Rec Opt”

# Receipt

Order Hufber 131200 [op | TP e |

[ie2iis | UNITED RENT 2 Enter Quantlty to be reCElVed
patcnhufbber  [iggaiz | (Partial Receivers Only)

Recoras 1 2 ; Som

1 400.0000 MO 1,600.00 380 Forklift Rental

§0.0000 LS

50.00 Delivery and Pick Ug

Receive Purchase Order Line

3. Click “OK” to return to

. &] Done

initial Receiver Input
screen

Receive Into Multiple Location

Receive and Close Purchase Ord

oo olo

@ - m =

Cancel Purchase Order Line

I

City of Denton
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Receiver Input by Lump Sum
Sheeiiee— ...

EnterpriseOne Menu =l] Receiver Input - Purchase Order Receipts A0 ~

| ok Cancel Form  Row  Tools ‘

B ¥ B 8 &

Roles:

pucracng ]
“smu Select LS line

= City of Denton
[ General Usear
= Department Reguisition
— Enter Req for Whse
ltems to expend # Receipt
acct
e Order Mumb, GIL Date
— Brien (s, et [131201 [op 007 44 [oziz7rzooT

Eacilities (O0) Supplisr UNITED RENTALS - DENTON FO Receipt Date
— Enter Req for non- A1 02iz27r2007

invt Expenditures Batch Mughber  [46916 Receipt Document
[OR)
— Enter Req for non-
inwt Jobi Project (00
— Dpen

Requisition/P0 Recor 5 1-2 Cu d O]

Beceipt Inquiry & 0 3 MO 400.0000 MO 1,200.00 280 Forklit Rental

Receipt Reversals l_ b
|
<

Inguiry
— Inventany Inguiry

- R put »

s | 50.0000 LS | 90.00 Delivery and Fick Ug
>

= Wendor Address Inguiry
[ Payrall
[ Procurement Management
b Workflow
— My Systern Options

— My System Profile
— Wulaele Witk e bdanacor 5 b

Receiver Input by Lump Sum
SR ACLE e ——

EnterpriseOne Menu =] Receiver Input - Purchase Order Receipts ADE 5

M| Ok Cancel Form Row Tools ‘

B x 0 8 &

Roles:

Purchasing v | ()
~ Sumituer 1. Enter Code 1n “Rec Opt”

— Wiew Job Status
= City of Denton
[ General User
<7 Depariment Reguisition . .
- Ento Rea orvinse 2. Enter dollar amount to be received in

acct

~ Enter Req, Fleet/ e e Amount field

Eacilities (0D Supplier ,—

— Enter Req for non- 542103
invt Expenditures Batch Nurriler 468913
(OR)

— Enter Rex for non-
imvt Jobf Project (0J)

— Open
Requisition/Fo Record = Basic v

0 o5t 0 o De

(Partial Receivers only)

[+
[+
(m]

Lyl e ! 1 i s
— Receiver lnput »
— Receipt Inguiry & El 3 MO 4000000 MO ,200.00 380 Forklit Rental
Receipt Reversals — — . X B
— Vendor Addrese Inguiry (| 1 LS 450000 LS 45.00 Delivery and Pick U

[> Payroll £

o 3. Click “OK” to

= My System Options

AT return to initial
Receiver Input screen

=

‘\(
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Partial Receiver Update/Totals
chee i e— ...

EnterpriseOne Menu -l Receiver Input - Work With Purchase Orders to Receive
#|Select  Find  Close  Row  Form Toolks ‘

v @ ¥ B B &

Roles: Document Mumber |131 201 ‘Op * BranchiPlant *
i

Puchasng v () — F
— Submit.Job Account Mumber |x
— View Job Status
= City of Dentan Receipt Document 04738 Shipment Mumhber -

[ General User i

= Deparment Reguisition Previous Batch 468816 ] Display Supplier ltem

— Enter Req forihse

lterns to expend
acct

— Entet Req. Fleeti
Eaciliies (00

— Enter Req for non- Order | Ord
invt Expenditures Humbe| Supplier Ship To

QR
— Erfet Req for non- 131201 00744 000
13120 00744 000

Records 1-2

DENTON m

1542119 1,200.00

45.00

269915
269915

inwt Jobi Project (0.3
= Open
Eeguisition/PC
Inguiry
— Inventory Inguing

put v . (13 b 29
— Receipt Inquiry & Cllck Flnd
Receipt Reversals
— Vendor Address Inguiny
I Payrall
[> Procurernent Managerment|—

PO Note: Quantity changed from 4 to 3 mos.
Amount changed from $90 to $45.

15421149

Complete Receiver Update/Totals

T —

EnterpriseOne Menu —-l Receiver Input - Work With Purchase Orders to Receive

A |Select Find  Close Row  Form Tools
v X B

Roles: Dacument Mumber |1 21201 |Op = Branch/Plant *
General ACcess v
oenerarpccess W @) | F
— Wiew Joh Status Account Mumber |*
= City of Dentan

[» General User Receipt Document Shipment Murnber =

= Department Reguisition X

— Enter Sales Qrder- Previous Batch [l Display Supplier tern
Mon Project - S&

— Enter Sales Order -
Eroject- SF No records found.

— Print Copy of
Warehouge Qrder

— Enter Req. Fleet! Documeni| Dot Line
Facilities (0D

— Enter Reg for nan-
invt Expenditures
(ORY

— Enter Req far nan-

75&0{].@!’0 ect (O} Click “Find”

Requisition/P O
Inguiry

Number | Ty Number | Numbe| Supplier

— Receipt Inguire & < >
Receipt Reversals
— My Systerm Options

Sty Note: When PO is completely received, the

|

— “| detail area will be blank.

City of Denton
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EnterpriseOne Menu

1o Receive

MNew Window

BB

Roles:

Furchasing v @

— Submit Job
— View Job Status
= City of Dentan
[> General User
= Department Reguisition
— Enter Req forhse
ltemns to expend
acct
— Enter Req. Fleeti
Eacilities (0D
— Enter Req for non-
it Expenditures
{0R)
— Enter Req for non-
itwt Joby Project (0.
— Dpen
Requisition/P O
Inguiny
— Inwentory Inguiry
— Receiver nout

— Wendor Address Inguiry
[ Payrall

[T B

[ Procurement Management 2

Receipt Inquiry
s ii— ..

Receipt Inquiry & Receipt Reversals - Work With Purchase Receipts

A | Select

Findt

Close

Row  Tools

v & X B R

Doc. Mumber

Supplier

tem Mumber

F FI1F
Order Mumber op -
]

BranchiPlant |*

Line Murrber |*

0202712007

[wouchered

GiL Date [ Closed Lines

[C1 Display Supplier ltam

Account *

No records found.

Batch

Rev | Numbers

Quantity
Not Wouchered

Click “Receipt Inquiry”

PO Receipt History — Not vouchered

ORACLE’

EnterpriseOne Menu

[= W=

~

Receipt Inquiry

eceipt Reversals - Work With Purchase Receipts

Select  Find

Close

v & X

e Tools

®

Roles:

Purchasing v @

— Subrmit Jok

— View Job Status

= City of Dentan
[> General User
= Department Regquisition

— Enter Reg for Whse

ltemns to expend

acct

— Enter Ren. Fleets
Facilities (00

— Entet Req for non-
invt Expenditures
1ORY

— Enter Req for non-
invt Jobi Project (0.1

- Open
ReguisitionfF O
Inguiry

= Inventory Inguiry
Receiver Input

— Wendor Address Inguiry
> Payroll
[: Procurement Managernent
[ Witk oo
— My Systermn Qptions

— hiu Cuotarn Prafila

|3

Doc. Mumber

Supplier

ltern Mumber

Records 1-2

Order Number 130441 aF

Account *

T T
-

BranchuPlart ‘«

Ling Murmber |,,

0212712007

[Cwouchered

GIL Date [Jclosed Lines

|*

CDisnlay Supplier iem

Batch

Quantity
Not Wouchered

LS

Secondary Amount Foreign Amount
Quantity Not Vouchered Received
187.84 187.84
187.84 187.84

1. Enter PO #
2. Click “Find”

‘ﬂ Local intranet

City of Denton
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PO Receipt History - Vouchered

T —— -

EnterpriseOne Menu 2l -l Receipt Inquiry & Receipt Reversals - Work With Purchase Receipts [i]
Open Applications: r:J #|gelect Find Close Bow Tooks ‘

— Work With Purchase L (% X £ 2

Eeceipts

New window | Doc. Numper - R BranchiPlant F
e OrderMumber [13mam jop | | Ling Number = Mvouchered

Roles: Supplier - GL Date 02272007 ﬂ
@QD [tem Mumber ‘t [ Display Supgfer item
- SubmitJob Jicco - Batch

— Wievw . Job Status
< City of Denton Records 1-4
[ General User
=~ Department Requisition
— Enter Req for Whse Secondary
ltemns o expend Quantity i Rr ceived
acct
— Enter Req. Flests LS 121.25 121.28
Facilities {00 LS 200 138.54
— Enter Req for non-
inwt Expenditures LS 00.00 61.46
(OR)
— Enter Req for non- il A
inwt Jobd Project (0.0 < | >
— Open y 4
RequisitioniP 0

fieie 1. Check Vouchered ’

— Inventory [nauiry

Fore’gn Amount. Quantity Amount

Vouchered Wouchered

2. Scroll to Quantity/Amount Vouchered column(s)

Vendor Address Ing

PO Receipt History — Closed Lines
e iie— .

EnterpriseOne Menu -l Receipt Inquiry & Receipt Reversals - Work With Purchase Receipts
#|Select  Find  Close  Row  Tools
Roles: =

Furchasing | (%) v @& X 8 =

— Bubmit.Job Doc. Mumhber |+ * * BranchiFlant *
— View Joh Status | | |

< CityoTDenton Order Mumber  [130441 op [+ Line Nurnhber |* [vouchered
[ General User Supplier = GiL Date 022712007 [ clased Lines
= Department Requisition

— Enter Reg forWhse ftern Number [

i e DDisDIavszBm
BMsS 10 expen
BT Account - B ’—

— Enter Red. Fleet!
Facilities (00

— Enter Req for han-
inut Expenditures
{OR}

— Enter Req for non-

Records 1-4

Order
Humbers

itwt Joby Project (0.)
— Open
Requisition/P O
Irniguiry
— Inventony Inguiry
Recever Input

130441 QP 0O0G30 000 4.000
130441 OP 00630 000 5.000
130441 OF 00630 000 9.000

“000 0O

wendor Address Inguiry

I> Fayrall

[» Pracurement Managemeant 7 4

[ Workflow -
i Suslorn Opians 1. Check Closed Lines
— My Systern Profile
— Whork Wyith ltern Manaoer
— Help

1=

2. Review closed lines detail
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Receipt Reversal

— E-mail all receipt reversal requests to Budget Office
* Include following information in e-mail:
— PO number
— Account number
— Dollar amount that needs to be reversed
— Quantity that needs to be reversed
— Date receiver was entered
— Reason for reversal
— Name of person who entered receiver

the account. Allow two days for reversal process.

« If areceiver needs to be changed, contact Budget Office for reversal

» Receipt reversals will be done after the original receiver is posted to

Address Inquiry

EnterpriseOne Menu (=]
Open Applications
You have no running applications.

Welcome!

The EnterpriseCne Menu centains several links to the applications.

You can also hide the menu when you need more space for your wark
= City of Denton

 General User

[» General Accounting Menu
[» Budgeting Menu

[» SETUP Menu

[+ Job Cost

ORACI—G. JD EDWARDS ENTERPRISEONE

| Open New Window | These links will always be at the left of your screens, no matter what application you are using.

[ COD Interfaces

el — | Click “Vendor Address Inquiry”

[» Sales Cluotes
[+ UPK Training

=~ Roles

General Access v &

= Actions

— Help
— My System Options

— Work With Work Center
— Submit Job
— View Job Status

I Preferences
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Address Inquiry
Siaee— ..

EnterpriseOne Menu

Vendor Address Inquiry - Address Book Long Number Search

[ General User
= Department Requisition
— Enter Reg for'whse
ltems to expend
acct
— Enter Req. Fleet!
Facilities (GO0
— Enter Rec for non-
invi Expenditures
[OR)
— Enter Rec for non-
imdt Jobi Project (0.1)
— Open
Beguisition/Po
Inguiry
— Inventory Inguiry
— Receiver Input
— ReceiptInguins &
Receipt Reversals

[+ Payroll
[> Procurement Management
[ Watkflow
— My Systern Options
— My Systern Profile

#|Select  Find  Close  Tools
4
Roles:
Furchasing ~ @ Mame Search |*ASHEIY* .
Display Phone
— Submit Joh Search Type W Suppliers Display Address
— View Job Status
= City of Denton

No records found.

Grid Format Mamet =

Description
Compressed

Alp a Name

1. Enter part of vendor
name and *

2. Enter “V”

3. Check Display Address
- & Display phone

4. Click “Find”

EnterpriseOne Menu

Open Applications: ':;
— Address Book Long

ORACLE’

==

Address Inquiry
v -

Vendor Address Inquiry - Address Book Long Number Search
A |Select  Find  Close  Todls
v @ X B’

Bumber Search
— WorkWith Order Details

Mewy indow |

MName Search |*A5Hgy*

Display Phone

Search Type v Suppiiers

[ Display Address

Roles:

Furchasing FeD]

Records 1-3 Grid Format Mame1 |+

— Submit. ok
= Wiew Job Status
= City of Denton
[ General User
= Depattment Requisition
— Enter Re for Whse
Iterns to expend
acct
— Enter Req. Fleets

Alpha Name

239118 ASHBY PRINTING
239126 ASHBY PRINTING-PO
1080372 TERRYASHEY

DALLAS
BURLESON
FRISCO

214 7523582

a7 8754808

20 0@

Facilities (00

— Enter Reg for non-
invt Expenditures
(OR)

— Enter Req for non-
itwt Jobi Project (0.

— Dpen
Reguisition/FO
Inguiry

— Inventory Inguiry

— Receiver Input

— Receipt Inguiry &
Receipt Reversals

Done

Vendor Code Phone Number

‘a Local intranet

City of Denton
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Vendor Address not Listed?

New vendor codes are set up by Purchasing

Download form from intranet

— Departments/Materials Management/Purchasing Forms
» Substitute W-9 Form

PO Address = order processing location
Remit Address = payment/lockbox location

Email or interoffice completed form to
Purchasing

JDE Reminders

« Always look for Go to End icon to view multiple lines
» Be extra careful when entering receivers

 All receiver reversals must be sent to Budget office

* Enter “V” in Search Type when looking up vendor numbers

* Enter “ST” in Search Type when looking up ship to numbers

» Check status codes for requisitions and POs

« To highlight rows, click on desired rows or select all rows

« Torevise a PO, e-mail Buyer

— Include the following:
» Dollar amount -
» Account number

« Reason for revision i
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Blanket Orders (OB)

Blanket orders (OB) are a tool in JDE to allow for entry of requisitions for contracts that may
span over fiscal years. The OB is entered by the using department and the funds are not
encumbered, nor are the approvals obtained. The order will remain open, until a buyer converts
the detail lines to a PO. When the PO is converted the funds will be encumbered, a budget
check will occur as well as approval emails sent. The benefit of a blanket order is that it allows
a user to enter orders in advance of the fiscal year and it allows for quick conversion by the
buyer. Itisimperative that the following process be followed for the efficiencies to be achieved.

This process will generally occur at the beginning of each fiscal year to process large quantities
of orders quickly.

Step 1 — Open the “Blanket Order Entry” program

Home Navigator « Open Applications Recent Reports « Favorites «

City of Denton » General User

>] Oper Actions » Department Requisition * | m Requisitions Awaiti oval (OR
e . -

Payroll * @ Purchase Orders Awaiting Approval (OP)
v| Recent Reports

COD Interfaces * m Enter rder - Non Pr -
2 A View Job Status Inventory Management * @ Enter Sales Order - Project - SP
v| Favorites Material Planning * @ Print Copy of Warehouse Order

Procurement Management » @ Enter Reg for non-invt Expenditures(OR)

. H Manage Favorites
Agreement Management ‘'m En_ter_ﬂuke&d_ﬁ—
‘EJ Requisitions = sy

Sales Order Management (New) » g Reguisition Inguiry — - -
= (New) m Reauisiton Inqur Application: P4310, Form: W43101, Version: ZJDEC006 FE

48] Modify Open Requisit Sales Quotes * m Purchase Order Inquiry TOPY
—"i' Re-Approval Fixed Assets * @ Fadiities PO (OD) - REVIEW ONLY
'é,a:{ Convert Requistions UPK Training * m Receiver t

7N @ Print Closed PO's - All Lines
E{ Purchase Order Inquiry (OP)

@ Inventory Inguiry
'é,__i-}{ Enter Change Order (OP) @ Receipt Inguiry !
- m Vendor Addr i \
:l Inventory ® Open PO Detail by Cost Center
'é,__%'{ Requisition Inguiry (OR) Inventory Reports »
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Step 2 - Click [*] (ADD)

Enter Blanket Orders - Work With Order Headers
o G o 2 X B row BB Toos

Crder Number * s - RAIE Brandh/Plnt ®

supplier I

No records found.

Supplier Suppler Crder

Number Description Cate ShipTo Buyer Suppglier S0

| Order ar Order
Number Ty Co

Step 3 — Enter the header detail
a. Vendor Number
b. Ship To Number
c. Buyer Number
d. Branch Plant

Enter Blanket Orders - Order Header
X O rom B Toos

Order Header Additional Properties Category Codes

Order Number 1011 0B 00100 Branch/Plant 401001 <:‘I d

Address Mumbers Dates
Suppiier "2507059 KESSLER, LAURA V<',:|I a Order Date 08/11/2017
o To e PARKS - ADM+ <:I|I Requested 08/11/2017
Buyer "913088 Albnze, Cynthia <:Z Promised Delivery 08/11/2017
Carrier i Cancel Date
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Step 4 — Enter the line detail

Quantity Ordered

Unit of measure

Unit cost

Description 1 & 2

Account Number

Reference Code (contract number if applicable)

Request Date*

Attach documents as needed including but not limited to: quotes, HUB contacts,
contract details.

S@ e oo o

*Note: It is imperative that for each subsequent fiscal year new lines are added. The Request
date should always be October 1 and the year. If there are multiple lines for one fiscal year,
they all must be entered for each subsequent year. A sample of the proper data entry is below:

Quantity i Unit Extended ‘ Request
Ordered UoM Cost Cost Description 1 Description 2 Acoount Number Reference | Date
1000 LB 1.0000 1,000.00 Chemical 1 year 1 830400.6302 6550 10/01/2107
1000 LB 1.0000 1,000.00 Chemical 1 year 2 830400.6302 6550 10/01/2018
1000 LB 1.0000 1,000.00 |Chemical 1 year 3 830400.6302 6550 10/01/2019

At the beginning of each fiscal year, the buyer will search for all open orders using the date
only. For example in the new Fiscal Year 2018-2019, the buyer would search for all open OBs
with the date 10/1/2018.

Status Codes for Blanket Orders and Corresponding POs

Doc Last Next User Revisions
Type Status Status Description Allowed?
OB 210 215 Order entered Yes
OB 215 999 PO Generated/Requisition Closed No
OoP 110 230 PO Generated — Awaiting Approvals No
OoP 230 280 Fully Approved/Ready for Purchasing to PO Print No
OoP 280 400 PO Printed/Ready for PO Receipts No
OoP 400 400 Line Partially Received/Ready for PO Receipts No
OoP 400 999 Line Fully Received/Line Closed No
OoP 980 999 Line Cancelled No
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Requisition Approval Process

In this section, the following topics will be explored:

Approval with an Email Notification

Requisitions Awaiting Approval- Approval Hold (approval without an email)
Requisitions Awaiting Approval - Approve & Bypass Approver

Requisitions Awaiting Approval- Reject Requisition

Requisitions Awaiting Approval- Reviewing Approval Status

City of Denton Page 51 of 110
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Requisitions Awaiting Approval - Approve & Release Budget Hold

Procedure

There are two ways you can approve an order and release the budget hold. One option is to use
the approval email notification link that the system will send you. Another option is by going
directly to the Orders Awaiting Approval application.

This document will walk you through the process of approving an order and releasing the budget
hold using the email notification link.

If you are approving an order using the email notification link, note that the system will
automatically log you out of JD Edwards once the approval is complete.
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Training Guide ORACLE'
City of Denton UPK USER PRODUCTIVITY KIT

2 E1-Heny Approval Reguined 106856 OR - Windwws Interoet Explorer EE&E
E]

@ htps 1 markntsphern.com

Reply  Reply Al Forward W~ B3- & & & X - [7]

E1-Req Approval Required 106851 OR

christopher land@cityofdenton.com

o

BequisinenPurchase Order Approval Bequired

RE Recquisition/Purchase Crder Approval

OEDEE: 106831 OF,

Your approval is requared on the above requisition. Press "Action Message” 1o
exit o Approval Review:

Purchase Order Bequsten Aperoval

bane @ Trtomer Gu v o -

Step Action

1. This is an example of the approval email notification that you will receive. When
you click the email link, you will be taken to the EnterpriseOne login screen.

You will need to enter your sign-on credentials to proceed with the approval
process.

Click the Purchase Order Requisition Approval link.
|Purt:hase Drder Becuisition J—"Lpproval|

2. Enter your Username and Password to sign in.
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USER PRODUCTIVITY KIT City of Denton UPK
M0 Ewards Enterprisene - Windows Inteemel Explores
G B i o [++] (] & o -
Fl= Edt View Favortes Took  Help
i Favorkes | [B] 00 Edwards Enterprisetng i e v Pages Seelye Tocke @
ORACLE" 1D Edwards EnterpriseOne
Enter your user K and password.
e
Password
........ o
[] Detads
[ 1Rememhber my sign in infamation
This siystem s intended for lmited (uuthorized) use and bs subject o compary polides.
C\u:::;:._; 2003, 2011, Crace andfor ks of fiabes, All rights reserved, Orade and Javs sre registered trademarks of Orade andor Rs offlabes. Otfer names may be brademarks of el respective owrers,
Cane & Local intranet Gy o oo -
Step Action
3. Click the Sign In button.
4, It is important to first approve the budget before you release the budget hold. These

two steps must be performed together, in the same approval login session.

From this form, you can review the order detail lines and determine whether to
approve or reject the requisition.
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@- B 1o s

OoORACLE

USER PRODUCTIVITY KIT

¥ 4| x| O
Fle  Fdt View Fovortes  Took  Help
= »
i Foruries | ) equistions Awstng Appravl (R} - Purchase Ordr... fi - B L0 i - Pape- Saely - Twk- @-
Rles = Personsizstion = Help Land, Bt [FOSO0]  Sign Out

ORACLE" ID Edwards EnterpriseOne

Requisitions Awalting Approval (OR) - Order Requisition App: Quéry:| all Records ~ | [ | (1 % e
B G X W e [ Form BB Lo
Erand
Lt 106851 on 0030 i a0
Criginator 2283024 DEBUOGET Fast 12
Supplier 2032495 Sh SLRVERLANCE PO
Order Amounk 28,204.65
HioTo 11055 Fach Sarvices - Adnnstraen ,
Apprarval Amount 28, 204,65
Records 1 - 1 Soteniegil I E D
[ I. ﬁ. (a9 [ nem [ Romest | quonty [ | Extended
Line L humber Ststus Date Ordered Lot Cost 1
= Lo OHLENZ 0on 20,204.65 L
- »
. & Local intranet =

£+ H100%

Action

Click the Form button.

Click the Approve menu.

ol-

cyv (B codvijasa o4 x| A
Fle  FEdt View Fovorbes  Took  Help
= . o > »
i Fvores | 4 work with Held Orders. - B e v Page = Seely= Took = -
OoRACLE JD Edwards EnterpriseOne
all pecords | 6 | (7 &
work with Held Orders
o G K B ko BB 1ok
BranchiFlant -
Hokd Code o uget Hokd
Persan Responskie (] Q
CusstomesSuppler "
Crdder Nurber 106451 oR oEE
Rreconds |1 - | Cushomizo i 12 DY
0 Hd nder Or ardkr | Chg Lre Dustribution Ling. Suppker] Dra
<1 Buarber | Ty | o Crier | Hunber Honiber | Description Custorer Plar
C (U3 106051 OR oo oo 1000 Cugtonmer Service Camers Implem SIGMA SURVLILLANCE PO
< >
Eone: & Local intranet £y v Hgoom =
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Step

Action

7.

On a multiple-line order, only the lines that are on budget hold will be visible from
the Work With Held Orders form.

It is important to release the budget hold to complete the budget approval process.
This allows the system to create the necessary commitment/encumbrance records for
the requisition.

If the requisition has multiple lines that went on budget hold, select the Row of all
the lines to release prior to proceeding to the next step.

Click the Row:1 option.

=]

Click the Row button.

Click the Release menu.

10.

1 - Windows Iateroel Explorer

ﬁ - B codvijasa w4 x| B B
Fle FEdt View Favortes Took  Help

i Favordes | @@ pasoword Confrmaton Bis B) 07 v Paga- Sdety- Toos- -
ORACLE" 1D Edwards EnterpriseOne
rjed)
Password Confirmation

B X B

Hokd Code [ Bockee kS
Crdder Hhamber 106851 o

Ling Rhmber 1000
Dt Lirm Mumber

Amount 28,200 65

Branchirant Fo

Fassmord |

bane & Local intranet PRI

Step

Action

11.

Click the OK button.

Page 11
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2 ok ¥Eith Hieldd Oriders

OoORACLE

o G KB o BB ok

Windowes Intermel Explorer [__|r2|i|
@_"-' E wovijass o4 | x| R 2=
F;-. Fit  Wiew Favortes Took  Help
L Favores | @ wock wieh Held Orders - 8 e v Pages Seelye Toke @
OoRACLE JD Edwards EnterpriseOne

Al Records | 6 | [0 7
work with Held Orders

USER PRODUCTIVITY KIT

BrarchiFlant
el Code [ Bucipet skl
p——
Arcneds § - 1 Customize irid 1) 10
2 o R ol - O O o S ne
@ o 106051 O o oo 1.000 Csmonmer Service Camers Implem SIGMA SURVEILLANCE PO
bane & Local intranet Gy v oo -

Step Action

12. You MUST exit out of the approval program to complete the process and allow the
system to update the appropriate records with the action just completed. It also
triggers the system to send an approval email notification to the first "dollar level"
approver.
Click the Close button.
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USER PRODUCTIVITY KIT City of Denton UPK
¢ W deode jjasa: RS joedE1ClenlmalService?e ] slalesmaximizedh joemal jascacheU B =1 32001 service - Windess Inlernel Explor m
@ Je [E ondvilasa o 4| x| | Ll

¢ Favores | ihtp: A1 Chen mafstrvicatel state, . o T e v Page Seelye Tocke G

Windmee Internet Explorer

:.:/1 The webpaos 10U Sre viving i trying to-chise the window,
D0 you) wink b clnse s wincow?

L= J[ w ]

wiakting For hittpe frochiiasa:a3 el 1 Chent maFServicn o state=mxdmizediddemafjrscachel D= [§ ] & Local intranet Gu v o -

Step Action

13. Selecting ""No™ will not change the outcome. The system will proceed to log you
out of JD Edwards.

Click the Yes button.

Yes

14,
End of Procedure.

Requisitions Awaiting Approval - Approval Hold

Procedure

In addition to being able to access and approve requisitions via the email notification link, you
can also access the requisition approval application directly from the EnterpriseOne Menu.

This document will walk you through the process of approving an order by going directly to the
Requisitions Awaiting Approval application (Purchase Orders Awaiting Approval for Purchase
Orders).
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City of Denton UPK USER PRODUCTIVITY KIT
(2 M0 Ebwarals EnterpriseOne - Windows bntermet Explones
(‘3 = @ Hedvands. |41 x| (R A~
Fls Fd  View Fovortes  Tonk  Help
Ui Favortes | (B 10 Edwards Creerprisene Fic B} 00 i Pages Selety= Tocks e

ORACLE 1D Edwards EnterpriseOne Roles « Fersonslaston « Mep JULAFTROW TemtD [FUSI]  Son ot

Rreret finparts

oy of Derron
Content Development Todks »
Erkerpeiseline Menus

Juchie - TEST OMLY

ORACLE
JD EDWARDS ENTERPRISEONE

bane & Local intranet fg v o, -

Step Action

1. Click the Navigator dropdown button to activate the menu.

=3
2. Click the City of Denton menu.

ity of Denton
3. Click the Department Requisition menu.

Department Requisition '|

4, Click the Requisitions Awaiting Approval (OR) menu.

Requisitions Awaiting Approwval (OR)
5. Your Address Book number is automatically populated based on your sign-on

credentials.
6. If you are the originator of the Requisition, you can locate any requisitions you have

submitted that are currently awaiting approval, that have been approved, or that have
been rejected.

7. If you are an Approver, click the Queued for Approval button. This will then
display all the orders that are awaiting your approval.

8. Based on the Order Selection button you have selected, the search will process for
either the Approver or the Originator.
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. |

ORACLE" 1D Edwards EnterpriseOne Roks «  Fersonslzston v Mep  JOCAUFRONVTex1D [FOS0O]  Sonow

s Awailing, Approval {OR) - Waork With Ordirs Awailing Approval - Windows lnlese
= [ dedvands o | 4| || (R By
Fle FEdt View Favortes Took  Help

»
i Favurites | (Z) Requstions Awabing Approval (08) - Werk Weh Ord... fi» B L0 i - Pape- Saely - Tok- @-

Requisitions Awalting Approval (OR) - Work With Orders Awalting Approval Quéry:| all Records ~ || (01 e

o W W o BB Took

Appeover 2283016 EranchiPlark

JOEAAAREN Tast 0 rder Selectinn
Ordex Typs = Approver riginator
Limit Selection ~ e
(&) cueued For Aporcvsl U wating Apororsl

Orders chder tan days O sgproved

Waaking maee than dys O rajected

N records Found. Customgeand |5 100

O @ Hd Order o Crder Order Fuldress

C0 | Mus Ty |Ca Date Hate: Person Responsib [
b pon b
< »

bane & Local intranet Gp v oo -

Action

Click the Find button if you wish to display all orders that are awaiting your
approval.

10.

If you know the Order you wish to approve, you may enter the order number in the
Order Number field.

Enter the desired information into the Order Number field. Enter "106851".

11.

Click the Find button.

12.

Note that Hold Code ""A1" indicates that the order is on a "dollar level™ Approval
Hold as opposed to ""B1'* which indicates a Budget Hold.

Click the Row:1 option.

=

13.

Click the Row button.

14.

Click the Approval Review menu.

Approval Review
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Step Action

15. If you were approving this order using the email notification link, the system takes
you directly to this form.

Use this form to review the order and determine whether to approve or reject the
order.

In this document, we will work with Approving the order.

s Aveailing Approval (OR) - Purchase Oridier Requisition Approval - Windews ierme Exploer
ﬁ e [E decdwands w4 x| B e
Fle  FEdt View Fovorbes  Took  Help

»
i Favorkes | [E) mequstions dwabng Rpproval (OR) - Purchase Order... - B8 1o v Page~ Safely - Took - -

ORACLE" 1D Edwards EnterpriseOne Roks «  Fersonslzston v Mep  JOCAUFRONVTex1D [FOS0O]  Sonow

Requisitions Awalting Approval (OR) - Order Requisition App: Quéry:| all Records ~ | [ | [0 % ke

B & X W eew [ Form BB Tooks
eranchjPlark B30
Duder Nussbrer 106851 o 00830
riginator rasM JOERLOGET Tt 10
Supplor A SRAMA SURVEIILANCE PO
Cncler Aumeant 28 04,8
Sho To FAT = Fach Sarvces - Achinistration 28,204.65
Approval Ak 26,204.65
Records 1 - 1 prir L o
0@ chy | mem Request Cuankity [re Ftended
Line L humber Ststus Diate Ordered Lot Cost 1
[=] 1000 oz 000 2045 [
- »

Open Applicativns. Recent Reporls 70 Favurites L3

Eone: & Local intranet Gy v o -

Step Action

16. Click the Form button.

E
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& Requisilions Awailing Approval {0R) - Purchas: Order Requisition Apg

ﬂ__-ﬂ] decdwands w4 x| B e
Fle FEdt View Favortes Took  Help

; »
Jc Favorkes | (B scuistions Awating Appraval (0] - Purchass Order... Bi- B L7 - Pape- sdely- Teok- -

ORACLE" 1D Edwards EnterpriseOne Roks «  Fersonslzston v Mep  JOCAUFRONVTex1D [FOS0O]  Sonow

Requisitions Awalting Approval (OR) - Order Requisition App: Quéry:| all Records ~ | [ | (1 % e
B @ ¥ W eew [J Form B Toos

Tavorites
EranchiPlark A3ANG

Dncer P 00830
Form

Coignastor JOERUOGET Tast 1

Rej Reasons

Salus Sumary e
Suppher P Entry SR SLRVERLANCE PO

hudget Order Amount S8 LA
o to ot Tech Services - Adnsration 521,65

Approval Ak 28,204.65
Records 1 - 1 Grder Risiesen

01| chg | fem Rnquest Cuanty
e | Ln Nunber Estus Date Ordired

[=] 1000 (TR T 0 0865 |

8%

bane & Local intranet Gp v oo -

Step Action

17.

18. You MUST exit out of the approval program to complete the process and allow the
system to update the appropriate records with the action just completed. If
additional approvals are required, it will trigger the system to send an approval email
notification to the next "dollar level" approver.

Click the Close button.

19.

End of Procedure.

Requisitions Awaiting Approval - Approve & Bypass Approver

Procedure

When an approver is unavailable, whether due to illness or vacation, it may be necessary for a
person with a higher dollar-level approval authority to bypass those with lower dollar-level
approval authority within the same Approval Route. This ensures that the requisition continues
with the process without further delay.

It is the Requisitioners responsibility to monitor the progress of the requisitions he/she
originated. If an approval bypass is necessary, the Requisitioner must notify the approver who
will perform the "bypass", providing him/her with the Order Number(s).
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USER PRODUCTIVITY KIT

This document will walk you through the process of approving an order that is awaiting approval
by bypassing approvers with lower dollar-level approval authority.

(2 0 Eibwarsds EntirpriseOne - Windows bnbermed Explurer EEEE

G B e 3| [+ 0¥ P
Fdr Fdk View Fanibns Took  Help

: "
S Favorkes | () 10 Gdwards Cresrcrisevne B B L0 o Page- Sdety- Tek- @-

ORACLE 1D Edwards EnterpriseOne Beles »  Fersonslzston «  tielp JEFLRCH Tez 10 [FOS0D] g ot

ORACLE
JD EDWARDS ENTERPRISEONE

Open Applicativns

Step Action

1. Click the Navigator dropdown button to activate the menu.
=

2. Click the City of Denton menu.
ity of Denton

3. Click the Department Requisition menu.

Department Requisition

4. Click the Requisitions Awaiting Approval (OR) menu.

|Requisitil:uns fwaiting Approveal (OR)
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s Awailing Approval (OR) - Work With Orders Awailing Approval - Windovs Interne! Exploner
@__-m ey ¥ 4| x| |8 2~
Fle  FEdt View Fovorbes  Took  Help
vt Favordes | (S Requistions awsting Approvel (OR) - Werk with Ord.., 1 U v Page Saely - Tooks @ T

ORACLE" 1D Edwards EnterpriseOne Roks «  Fersonslzston v Help OOWROMTeRID [FOS0]  Sonow

e Onen Applcations +  Rincenk Reports

Requisitions Awalting Approval (OR) - Work With Orders Awalting Approval Quéry:| all Records ~ | [ | [0 % ke
o 3 row B Took
Appeover 2283032 EranchiPlark
JOEPLRCH Tast 1D Order Selection
Order Type o Appraver Uriginator
Limit Selection - -
2 ot For Aggrosl O wisting Aggeovsl
Qncers chder than days O sgproved
Waaking maee than dys O rajected
1o records found. Customgeand |5 100
O He | e o | Crder Drcer Aubdress
(=] Husber Ty Ca Dabe Naoibe: Prorson Rersponsibin Nurrber
< »

Open Applicativns

®

=5

o Whark Wil...

Step Action

5. When bypassing an approver, because the requisition is not in your Queued for
Approval queue, you must enter an asterisk in the the Approver field.

Enter the desired information into the Approver field. Enter "*".

Click the Find button.

Enter the desired information into the Order Number field. Enter "106851".

8. Click the Find button.

9. Click the Row:1 option.
10. Click the Row button.
11. Click the Approval Review menu.
Approval Review
12. Use this form to review the order and determine whether to approve or reject the
order.

In this document, we will work with approving the Requisition.
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Fl: Fdt Vew Fawites  Took  Help

i Favurites | [E) Requstions awatng Approval (0R) - Purchase Order... i~ B - L0 i - Pape- Saely - Tok- @-

ORACLE" ID Edwards EnterpriseOne Roles «  Perscnslsstion + M JOOULROMTeR 10 [FUSUD]  Senow
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Step Action

13. Click the Form button.

14. Click the Approve menu.
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Step Action

15. To ensure that the approval bypass was successful, click Find.

If the order requires additional approval, the Name and Address Book number of the
next approver will be displayed on this form.

Click the Find button.

16.
End of Procedure.

Requisitions Awaiting Approval - Reject Requisition

Procedure

There are two standard reasons why a purchase request is rejected. One is to allow the
Requisitioner to modify the Requisition to reflect the changes required. The other is to reject it
because the purchase request has been denied. In this case, the Requisitioner typically cancels the
order. It is important to cancel the order/order detail lines to allow the system to release the
commitments/encumbrances.

In addition to being able to access and reject requisitions via the email notification link, you can
also access the requisition approval application directly from the EnterpriseOne Menu.

This document will walk you though the process of rejecting an order for modification by going
directly to the Requisitions Awaiting Approval application (Purchase Orders Awaiting Approval
for Purchase Orders).
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Step Action
1. Click the Navigator dropdown button to activate the menu.
=3
2. Click the City of Denton menu.
|Cit';.:' af Dentan |
3. Click the Department Requisition menu.
| Deparkment Requisitinn|
4, Click the Requisitions Awaiting Approval (OR) menu.
| Requisitions fwaiting Approsval (OR)
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Step

Action

Enter the desired information into the Order Number field. Enter "106849".

Click the Find button.

Click the Row:1 option.

Click the Row button.

It is important to go to "Approval Review" first when rejecting an order for
modification. This action will take you through the proper forms in the correct
sequence.

Click the Approval Review menu.
[ approval Review |

10.

If you were rejecting this order using the email notification link, the system takes
you directly to this form.

Use this form to review the order and determine the changes required.
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Step Action

11. Click the Form button.

12. It is important to follow the next steps in the proper order. Deviating from this
seguence may cause a rejection email notification to be sent to the Requisitioner
before the rejection process is complete.

Click the Rej Reasons menu.
| RejReasons |

13. Select a reason for rejecting the order detail line by placing an X" in the field
pertaining to the reason, when applicable. This allows the Requisitioner to easily
identify the changes required.

On multiple-line Requisitions, select the lines you wish to reject.
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Step Action

14. Use the Remark field on the order detail line to provide additional information on
the rejection reason/changes required specific to the order detail line. Otherwise,
use the Remark field in the Header section of this Form if the rejection
reasons/changes required, apply to all the lines on the order.

Enter the desired information into the Remark field. Enter "Extended Cost should
be $30K",

15. Click the OK button.
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16.

rejection.

Click the Row button.

Now that you have entered the rejection reason, the Requisition is ready for

17.

Click the Reject menu.
| Reject |
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Step Action

18. To complete the rejection process, click OK. This action will trigger a rejection
email notification to be sent to the Requisitioner.

When an order is rejected, the system will update the Next Status of the order detail
line back to '100°. This allows the Requisitioner to modify the order and re-submit
it with the changes.

On multiple-line Requisitions, ALL the order detail lines will be updated to '100'
regardless of whether or not the line was rejected.

Click the OK button.
=
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Step Action

19. Click the Close button.

20.
End of Procedure.

Requisitions Awaiting Approval - Reviewing Approval Status
Procedure
While the Requisition is awaiting approval, as the Requisitioner, you may wish to determine the

status of your order. If you are an Approver, you may wish to review approval and/or rejection
actions from other approvers.

This document will walk you through the process of reviewing the progress of a requisition that is
awaiting approval.
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Step Action

1. Click the Navigator down arrow dropdown button to activate the menu.
E=3
2. Click the City of Denton menu.

ity of Dentan

3. Click the Department Requisition menu.
Department Requisition

4, Click the Requisitions Awaiting Approval (OR) menu.
Requisitions fwaiting Approwval (OR)
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Step Action
5. Click on the Waiting Approval button if you are the Originator of the requisition.

If you are an Approver, click the Queued for Approval option.

Based on your sign-on credentials, your Address Book number will be automatically
populated in the Approver field.

Click the Waiting Approval option.

6. This form will then display all the Requisitions you created that are awaiting for
approval.

If you wish to review the approval status of a specific order, you may enter that
order in the Order Number field.

Click in the Order Number field.

Enter the desired information into the Order Number field. Enter "107418",

8. Click the Row:1 option.

9. Click the Row button.
10. Click the Status Summary menu.

[ Skatus Surmary |
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Step Action

11. The Work with Approval Status Summary displays all the approval actions that
have taken place on a specific Requisition including the Date and Time each action
occurred. In this example:

Line 1 indicates that JDEBUDGET approved the budget and released the Budget
Hold.

Line 3 reflects that JDEPURCH, an approver with a higher dollar-level approval
authority than JDEAPPROV, bypassed JDEAPPROV.

Line 4 indicates that James P. Barnes rejected the order.

The remaining lines reflect the new approval requirements after the Requisitioner
modified the order and re-submitted it with changes.
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Step

Action

12.

Once you have completed your review, you may exit out of the application.

Click the Close button.

13.

End of Procedure.
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Inventory Requisition Entry Process

The City of Denton operates a centralized warehouse or Distribution Center (DC) that stocks
many products used by field personnel and City office staff. The DC Staff manages the
inventory to ensure products are available when needed by internal customers and seeks to have
contracts in place for the supply of the goods. This ensures continuity of supply and provides
the best value to the City. Users are encouraged to order goods remotely through JDE for will
call pick up or delivery by the City’s Courier. The DC is located at 901B Texas Street in the
Service Center complex. For questions, please contact DC staff at X-8437.

The DC has two main order types. The SA is used for non-project account numbers and the
SP is used for project account numbers.

— Non-project account numbers have a six digit prefix and job account numbers have a nine
digit prefix.
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Entering a Sales Order (SA/SP)
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Entering SA/SP
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Enter Sales Order - Non Project - SA - Customer Service Inquiry
VE$ R XEamErw B

Query: MlRecords ¥ (@ (]

Olstome\\ewizlnquiy Additional Selections ' Search By Account
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Ttem Number
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Click + toenter a new order.
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Entering SA/SP

Enter Sales Order - Non Project - SA - Sales Order Detail Revisions i

@ x D Form E Row aIDD\S
Detail Revisions

Order Number ' 45057 SA v 00800 Branch/Piant 800
Sold To 269114 WAREHOUSE+ Order Date 12/01/2014
Ship To 25’ - WAREHOUSE+ Cust PO Office Suppies for DC
\ -
.
-
Records 1-1 Customize Grid  Show Al Comns— » (&) [&) |
@ Quantity Secondary Secondary | Item Ln | Unit Extended Branch/ Line Matrix Con
Ordered UoM | Quantity UoM Number Ty | Price Price Plant Location Lot Number Number | Line Numbs
v | Qs 1.000
4
- -

1. Enter your department’s Ship To number in Sold To field

2. Add description (Office Supplies, John Doe, Water
Distribution)

3. Click on Quantity Ordered

4. Click on search icon to locate item number
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Entering SA/SP

Enter Sales Order - Non Project - SA - Sales Order Detail Revisions
! D Form @ Row ;22 Tools
Detail Revisions @
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© PAPER WHITE 8 1/2 X 14 01555000
1. Enter one word description in ALL CAPS with asterisks (*)
in Search text field (*PAPER*, *SLEEVE*, *CUP*,
*|CE*, *STOP*, etc)
2. Click “Find”
3. Click on the Go to end icon to view all rows
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Entering SA/SP

Enter Sales Order - Non Project - SA - Sales Order Detail Revisions
! “\5 D Form @ Row ;2: Tools

Detail Revisions ne Defay

¥ | 00800 Branch/Plant 800

tem Search & Select A
v @ X E Row D Eorm EquLa

Order Number 45052 5

Sold To 269114
Ship To 269114 9 | Records 1-30 Customize Grid  Show All Columns ]
*PAPER*
Item Master Search Language Search Ttem
Text Text Number
@ PAPER GAMMA GREEN 8.5X11 RECYC 01555460 -
Hemerds L -4 © $PAPER BUFF 8.5X11 01555500 ‘E ‘
Quantity 1 Bi
& | | © $PAPER GRAY8.5X11 01555520 P R
. - $PAPER GREEN 8.5X11 RECYCLE 01555550
r - | $PAPER PURPLE 8.5X11 01555620
. ©  PAPER IVORY 8.5X11 01555670
¥APER WHITE 8 1/2 X 14 01555000
SR WHITE 8.5X11 + 01555700
~_ 5pAPPR WHITE 8.5X11 RECYCLED 01555701 -
< | m 1 }
1. Locate desired item
2. Click on the white circle to highlight item
: (14 %9
3. Click “Select
Note: Items with the “$” are obsolete and no longer available for purchase
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Enterin

Enter Sales Order - Non Project - SA - Sales Order Detail Revisions
x D Form E Row E Tools
Detail Revisions

OrderNumber 45052 SA w 00800 Branch/Plant
Sold To 269114 WAREHOUSE+ Order Date
Ship To 269114 WAREHOUSE + Cust PO
Records 1-2
78| Quantity Secondary Secondary | ltem
Ordered UoM | Quantity UoM Number
1 v * 01555700
v

- N

g SA/S

800
12/01/2014
Office Supplies for DC
Ln | Unit Extended Branch/
Ty | Price Price Plant
S
5

Item number will appear in Item Number field

City of Denton
Oracle JD Edwards General User Guide 9.0
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Entering SA/SP

/ E] X D Form E Row klw\s

Detail Revisions **~~ Defaults
5 Order Number @ SA 00800

Sold To 269114 WAREHOUSE+
Ship To 269114 VWAREHOUSE+
Records 1-2
der Purchase Order Purchase Order
ure Unit Cost Extended Cost

Enter Sales Order - Non Project - SA - Sales Order Detail Revisions

Branch/Plant 800

Order Date 12/01/2014

Cust PO Office Supples for DC
Kit Component COD Sub-
Processed COD Account Number COD Account Description ledger

830400.6302 QFFICE SUPPLIES

v

N

Customize Grid ~ Show Al Columns v [&

COD Sub
Type

1. Tab to COD Account Number and enter your department’s

account number

2. Enter COD Subledger Number and COD Sub Type (DME only)

3. Arrow down to next line

4. For additional items, scroll back to beginning of row and repeat
the same steps (quantity, item number, account number, arrow

down)

5. When finished, click “OK”

Note the Sales Order number is located in the red circle

City of Denton
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Printing a Copy of the Sales Order

Step 1 - Open the program to print a copy of a warehouse order.

Home Navigator « C ications Favorites

oy City of Denton®  General User

Recent Reports -

v Operm Department Requisition * @ Requsitions Awatn roval (OR
3 Payroll * @ Purchase Orders Awating Approval (OP)
H
B 00D Rperiaces > w Enter Saks Order - Non Project - SA
g Customer Service1 Ihventory Management * @ Enter Sales Order - Project - SP Search By Account
Material Planning * @ PrintCopy ofWarehouse Order

v| Recent Reports Branch/Plant

Procurement Management * m Enter Req for mn-invtExgendtues[gl Report: R42520, Version: COD0002 ]
J View Job Status . . .

Agreement Management * m Requsition Inquiry (OR)
N| PO's Issued (11/05/2  Sdes Order Management (New) * o Purchase Order Inquiry {OF)
16:32:35
) Sdes Quotes * @ Faciities PO (OD) - REVIEEW ONLY
~| Invento
v Fixed Assets * @ Recsver Input
@ Item Master UPK Training > o Pri 's - AlLi [C Extend E
@ Convert Warehouse Orders to ST m Iventory Inquiry [T Custome
PO @ Receipt Inquiry
Batch Print all OW's at 100- )
. - auiry
130; No Update No records found m Vendor Address Inquir
4% | Enter Purchase Orders for 3 @ Open PO Detai by Cost Center
Invento
- — .W - . & Order Inventory Reports 2 Sold To
E{ ;iqeﬁgﬁ rom Whse for Number | Ty | Co | Number | Cd | Sold To Name Des

Step 2-Check “Data Selection” then click (SUBMIT)

lications + Recent Reports Favorites

ition
Version Prompting DmEE
b4 Sghmit B rorm I8 Toos

P
"l Submit (Ctrl + Shift + U)

Data Selection [7] Data Sequencing
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Printing a Copy of the Sales Order (continued)

Step 3- Choose “Literal” from the Right Operand drop down menu.

Data Selection

0K Cancel Delete Up Down

v X 0 B &

O perator Left Operand Comparison Right 0 perand
] Where Order Company (Order Number) (F4211) (KCOOQ) [BC] ¥ isequalto ¥ "00800" A
I And ¥  Document (Order No, Invoice, etc.) (F4211) (DOCO) [BC] ¥ isequalto -  Zero -
Zero -
] And ~ - ¥ |Bank e
Null
Add Row

Accumulated Amount Invoiced (Domestic) (F4211) (KITAMTDOM) [BC] | _
Accumulated Amount Invoiced (Foreign) (F4211) (KITAMTFOR) [BC] |~
Advanced Actual Shipment Time (F4211) (ADTM) [BC]

Address Number (F4201) (AN8) [BC]

Address Number (F4211) (ANS) [BC]

Address Number - Deliver To (F4211) (DVAN) [BC]
Address Number - Parent (F4211) (PAS) [BC]

Address Number - Ship To (F4201) (SHAN) [BC]

Address Number - Ship To (F4211) (SHAN) [BC]
Agreement Supplement - Distribution (F4211) (DMCS) [BC]
Amount - Extended Cost (F4211) (ECST) [BC]

Amount - Extended Price (F4211) (AEXP) [BC]

Amount - Foreign Extended Cost (F4211) (FEC) [BC]
Amount - Foreign Extended Price (F4211) (FEA) [BC]
Amount - Foreign Open (F4201) (FAP) [BC]

Amount - Foreign Price per Unit (F4211) (FUP) [BC]
Amount - Foreign Unit Cost (F4211) (FUC) [BC]

Amount - List Price (F4211) (LPRC) [BC]

Amount - List Price per Unit (F4211) (FPRC) [BC]

Amount - Order Gross (F4201) (OTOT) [BC]

Amount - Price per Unit (F4211) (UPRC) [BC]

Amount - Unit Cost (F4211) (UNCS) [BC]

Asset Ttem Number (F4211) (NUMB) [BC]

Buyer Number (F4211) (ANBY) [BC]

Carrier Number (F4211) (CARS) [BC]

Century (F4211) (CTRY) [BC] -

Step 4- Enter the Sales Order Number in the “Literal Value” and click d (OK)

Favorites

Select Literal Value
QK Cancel
v X
Single Value Range of Values List of Values

Literal Value: 12345
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Printing a Copy of the Sales Order (continued)

Step 5 —Locate the Report
From the Recent Reports drop down menu at the top, the report will show. Click on the “print
pick slips” report.

Note: The report will also be available in the Quick Menu on the left

Home Navigator = Open Applications Recent Reports v Favorites «

m View Job Status|

| Open Applications oy PrintPick Slps

@ Home

v| Recent Reports @

;){ View Job Status

ORACLE
JD EDWARDS ENTERPRISEONE

~[ Print Pick Slips (12/01/2014
L 115:21:01)

~! Inventory
é‘}l Ttem Master
£8.| Convert Warehouse Orders to

LW PO p———
Batch Print all OW's at 100-

.1 130; No Update

£8.| Enter Purchase Orders for

71 Inventory

QEA Requisition from Whse for 4
Inventory

Step 6- Open the Report
Check the box

Click [¥] (SELECT) and a PDF file will open

Shortcut: Click “View Output” or the Job report name to open the file as well.

lications Recent Reports Favorites «

R42520 COD0002 - Submitted Job Search Query: Al Records A [i]
" @ ij X D Form E Row EIUDE

106260
Records 1 - 1 CustomzeGrid (& O
1122590 b
View - . . Status
Qutput Print | Report Name Version Title Job Job # + Status ¥ Detais

= &y Print Pick Slips Print Pick Slips - Reprint R42520_CODO0002_1122590_PDF 1122590 D Done
< I | 3
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Printing a Copy of the Sales Order (continued)

Step 6 -View and Print the Pick Slip

v Date - 1212014
242520 CITY OF DENTON
Time - 15:21:08
PICE SLIP
Page- 1
Pick Slip# 99033 CustomerNo 269114
ShpTo 260114
SoldTo:  CITY OF DENTON DISTRIBUTION CENTER ShipTo:  CITY OF DENTON DISTRIBUTION CENTER. Ordar Number 43254 SA 00800
901 BTEXAS ST 01 B TEXAS ST Ralaed RO,
DENTON TX 76200 DENTON TX 76209 Br/Plt 200
Aftention: Attention-
Order Date Promised Customer PO. FOE. Ship
1212014 1212014 Tnst
Pick Dater
Description Ttem No. / Cust. Itern No. Location / Lot Time Lize Shipped Backordered UOM Price Extended Amount
PAPER WEITE 8.5X1120¢92% + 01555700 AG-1A- 1212014 1000 1 ca 38.0469 3805
o ‘Dual Shipped Dusl UOM Per
RECYCLED, (800CATE)
Ship To Conact Ship To Antention
Driver Signature Customer Siguature Shippable Weight **Final*e Sales Tax. Total Order
TR ETH

City of Denton Page 90 of 110
Oracle JD Edwards General User Guide 9.0



How to View Photographs for
Distribution Center Inventory Items

There are several ways to locate photographs for inventory items; however, this guide only
shows two of the most common ways: 1) locate via “Inventory Inquiry” screen or 2) locate via
the “Enter SO - SA” or “Enter SO - SP” screens.

Method 1: Inventory Inquiry
1. Open “Inventory Inquiry” page.

Horne Mavigator Cpen Applications Recent Reporks - Faworites
City of Derton *  General User r I
Actions ¥ Department Requisition ¢ . Requisitions Awaiting Approwval (OR)
Payroll * @ Purchase Orders Awaiting Approwal (OF)
CoD Inkerfaces * @ Enter Sales Order - Mon Project - SA
Inventaory Management b m Enter Sales Order - Project - 5P =
Procurement Management * @ Print Copy of Warehouse Order :R
Sales Order Managerent (Mew) * @ Enter Req For non-invt Expenditures{OR)
Sales Quotes * @ Bequisition Inguiry (OR
Fized Assets " m Purchase Order Inguiry (0P ,//
LIPE. Training * @ Facilities PO (0D} - REVIEW OMLY
| Receiver Input
@ Print Closed Pi's - All Lines
B Inventory Inguiry
B Receipt Inguiry
® Vendor Address Inguiry
Inventary Reports L
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2. Click once inside the “Item Number” field and a magnifying glass icon will appear on the right

side of the field. Click on the magnifying glass icon.
Inventory Inquiry - Work With Ttem Availability Query:| All Records

o 8 X 5 rom B row BB Tods

Ttem Availability Additional Selections 1 Additional Selections 2

Eranch/Plant *

UM
Secondary UM

Ttem Number
Display Options

O Summary Only

|:| Omit Zero Quantities

3.  An “ltem Search & Select” box will open.

Item Search & Select [ 7 (]
o G2 X B row E Form J& Tools
Y
Mo records found. T
1
Item Master Search Language Search
Text Text
A7
.
»
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4. Type a portion of the item’s description, in all caps, with asterisks placed before and after the

search text.
Item Search & Select
g ¥ B row ] Form ¥E Tools

Mo records found.

| *PLATE™|

i @

1%

Item Master Search Language Search
Text Text

5. Click Find.

| £

Item Search & Select
4 2 B row F Form J& Tools

Mo AFind (ChrH-AIE+T)

I PLATE

[l 7 =

|12

Item Master Search Language Search
Text Text

|

City of Denton
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6. Alist of items should appear.

Item Search & Select (i
o 2 XK B row Form §& Tools

[ ¥

Records 1-8
i “PLATE*

Item Master Search Language Search
Text Text

SPLATE,LEXAN, 100W STREETLIGHT
PLATE PLASTIC 5
PLATE PLASTIC 10 1/4"
POLE PLATE
POLE EYE PLATE - GUY PEP-65-45
PLATE, PAPER 10" (80 PER P
PLATE, PAPER 8.5" {100 PER FK)
PLATE, PAPER 10" (80 PER PACK)

|

20000000 ®

[<

7. Select anitem.

Item Search & Select [i] 7] =]
v (% x ﬁ Row Form BIDE“S

[

Records 1-8
*PLATE™

Item Master Search Language Search
Text Text

SPLATE LEXANM, 100W STREETLIGHT
PLATE PLASTIC 68"
PLATE PLASTIC 10 14"
POLE PLATE
POLE EYE PLATE - GUY PEP-566-45
PLATE, PAPER. 10" (B0 PER P
PLATE, PAPER. 8.5" (100 PER. PK)
PLATE, PAPER. 10" (80 PER PACK)

|

MO O0O000®OO0
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8. Click Row. Scroll down to “Attachment” and click.

Item Search & Select

v 4 (% x Bl:-w D Eaorm mIcu:uls
f

Records 1 - & |Row (Cer4-Alk+-R )

FLATE™

Item Master Search
Text

Language Se:
Text

(") | SPLATE,LEXAN, 100 STREETLIGHT
{) | PLATE PLASTIC &"

{¥) PLATE PLASTIC 10 1/4"

) | POLE PLATE

9. A picture of the item should appear.

Media Object Viewer
X

¢

4050410 jpg

City of Denton
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Method 2: “Enter SO - SA/SP”.

1. Open “Enter SO - SA” or “Enter SO - SP” page.

Hame

Mavigator

City of Dentan *

Actions

3

Open Applications +

eneral ser

Recert Reports

Department Requisition

Payral

0D Interfaces

Inventary Management

Procurement Managamenk

Sales Quokes

Fixed Assets

IJPE. Training

3

3

3

3

3

Favarites

ORACLE
JD EDWARDS ENTERPRISEONE

Sales Order Management (Mew) » @ Sales Order Inquiry - &l Crder Types I

Sales Crder
Sales Crder
Sales Crder
Sales Order

- Mon Project (54}
- Job | Project (5P)
- External (30)
- Returns (C0)

Back-Crder Processing

Periodic Processing - Warehouse v g Batch Ship Confirm - 56, 5P - Proof

Periodic Processing - Finance

b m Enter Sales Qrder - Non-Project - 54
@ Print Pick Slip - By Order Number

@ Print Pick Slip - Batch
® Re-Print Pick Slip - By Order Number

-

-

-

-

@ Ship Confirm - Mon-Project - 54

* @ Batch Ship Confirm - 54, SP - Final

y /7 W 3

1. Highlight the asterisk located in the “Item Number” field, and a magnifying glass icon will appear
on the right side of the field. Click on the magnifying glass icon.

Enter SO (SA) - Customer Service Inquiry Query:E
v (% &+ 2 ¥ B rom B row & Tooks
Customer Service Inquiry Additional Selections Search By Account
Order Mumber = SA = Branch,/Plant
Customer PO *
Item Number b '
Sold To * r
Ship To * C
Mo records found. Customize
| & Order Or | Order Line Hd Sold Ta
Mumber Ty | Co Mumber | Cd Sold To Mame Descript
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2. An “Item Search & Select” box will open.

Item Search & Select (il
v (% o B row Form ¥ Tools

[

Mo records found.

Item Master Search Language Search
Text Text

3. Type a portion of the item’s description, in all caps, with asterisks placed before and after the
search text.

‘ Item Search & Select [i] [7] [
o G2 X B row Form 3 Tools

S
Mo records found.,

CLUP*=

Item Master Search Language Search
Text Text

4. Click Find.

Item Search & Select [l (7] [
o x E Row Form EIDEﬂS

Mo raFind (ChrH-Al+T)

=C P

[

Itemn Master Search Language Search
Text Text
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5. Alist of items should appear.

'Item Search & Select

I" @ X ﬁ Row Form E’,Iools

Records 1-5
=Up=

(il 7] [x]

Item Master Search
Text

Language Search
Text

SCUPS 4 OZ. PAPER CONE
CUPS, PLASTIC 16 OZ
SCUPS, PLASTIC 50LO 16 OF
CUPS, STYROFOAM 802
CUP STYROFOAM 16 OZ

|

20000 ®

6. Select anitem.

'Item Search & Select

[ 2] [x]

i" G K B row Form J& Tools

Records 1-5
=CUP=

Item Master Search
Text

Language Search
Text

() SCUPS 4 0Z. PAPER CONE
() CUPS, PLASTIC 15 OZ

() SCUPS, PLASTIC SOLO 16 OZ
¥ CUPS, STYROFOAM BOZ

) CUP STYROFOAM 16 OZ

£ |

City of Denton
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7. Click Row. Scroll down to “Attachment” and click.

'Item Search & Select il [ =

IJ @ x EOW Form EIools

Records 1-5 Row (CtrI+AIt+R)|

*CUP=

Ttem Master Search
Text

SCUPS 4 OZ. PAPER CONE

Language Search
Text

CUPS, PLASTIC 16 0OZ
SCUPS, PLASTIC 50LO 16 OZ

BloO OO

g CUPS, STYROFOAM 302
O CUP STYROFOAM 15 OZ
< |

8. A picture of the item should appear.
Media Object Viewer

X

540601500°G
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OR/OP Troubleshooting Guide

Issue

Possible Solution

I can’t log into JDE

Contact the Help Desk at X-8300 for assistance

My OR hasn’t been processed
into a PO

What is the status of the request? Check the status to see where
your request is in the process.

| entered and OR, but made a
mistake. It’s currently the
approval process with a hold
code of Al or B1.

An OR cannot be modified while in the approval process (hold
code Al or B1) by any staff member, not even the Purchasing
Staff. The approver needs to reject the requisition. This will
change the status to 110-100 and allow the user to revise the
requisition in the OR entry Program.

I can’t receive a line against a
PO

What is the status of the PO line? It is at a status that is
receivable? Is there an agreement number entered for a non-
inventory PO? If so, the buyer will need to remove the
agreement number from the PO.

I can’t receive against a PO
and the status is receivable

If you are trying to receive a line at 280-400 but it doesn’t show
in the receiver screen and the PO isn’t on budget hold (B1)
status, it may need to be cleared from budget hold by the Budget
Office. Contact the Budget Office for assistance

I made a mistake with
receiving a line, how do I
reverse the line?

The Budget Office Staff must reverse the receipt. Email your
Budget Liaison for assistance.

| need to revise a PO

Email the buyer that issued the PO with the quantity, dollar,
part numbers, descriptions, account number and reason for the
revision. Only the buying staff can modify a PO once issued.

When looking up an inventory
item in the search, no results
are returned

All data in the Inventory system is case sensitive and must be
in all caps.

I can’t locate the approval
email to approve a requisition
(OR)

An email is not necessary to approve a requisition. An approver
can log into JDE and approve using the process outlined in the
Requisition Approval Process Section of this guide.

City of Denton
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Quick Tips

JDE does have many short cuts and quick tips to create efficiencies for the user. These tips
may assist the user when searching, entering data or opening programs.

Search Symbols

When searching for items in JDE various symbols can be used in search boxes or the Query
by Example (QBE) boxes.

* Wild Card

S Greater than

< Less than

I= Not equal to
<= Less than or equal to
>S= Greater than or equal to

Customize Grids

Like Microsoft Excel, the gridlines in JDE programs can be adjusted in size and location. After
the adjustments are made, it’s imperative to save the settings for use when the user opens the
program again.

Column Width - Adjust the width by hovering over a line until the double arrow appears
and clicking and holding the left mouse button to drag the column width.

Column Rearrangement - The columns can be rearranged by holding the left mouse button

on a column and dragging the column to the new location. Release the mouse button for
placement.

Hiding a Column- A column can be hidden by right clicking on a column name, then hide.
Once all the columns have been adjusted, click =] to save the settings. You will be prompted

to name the grid settings. At any time you can use the drop down menu to revert to the original
grid format. You can set up various grids to fit your specific needs. 1

No records found. Customize Grid ~ Grid Format Name2 ~ ]}

- -

o | (& Order | Last Next Supplier Quantity Amount Transaction
Number | Status | Status Line Description Name To Receive uM To Receive Originator Ship To
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Quick Menu
Often the user opens the same program on a routine basis. Rather than navigating through the
menus each time, a quick menu can be set up for the programs most often utilized.

Locate the desired program through the menus. Right click on the program and choose “Add
to Favorites™.

Home Navigator « Open .ﬂ.ﬁ!-[:!llCEitlI]-l'lE- - Recent Reports « Favorites «

City ofDenton*  General User
Actions ' Department Requisition * @ Regusitons Awaitin roval (OR

v Opelmppromrerm—

@ Payrol * @ Purchase Orders Awating Approval (OP)
H

ome COD Interfaces * @ Enter Sakes Order - Non Project - 54

*| Recent Reports Inventory Management * @ Enter Sales Order - Project - 5P

v| Favorites Material Planning ' @ Print Copy ofWarehouse Order

R/

ProcurementManagement  » o Enter Req for non-invt Expenditures(OF™
Agreem ent Management ' m Regusiton Ingury (OR)

Open n New Window
Add To Favorites

. t-i Manage Favorites

‘E] Requisitions Sdes Order Management (New) * o Purchase Order Inguiry (OP) DS
Task Profie
45| Requisitions Awalting S35 Quotes * @ Eaciities PO (OD) - REVEEW ONLY
=1 Review (OR) Foced Assets * @ Receiver Input
‘il?ﬂ Convert Requisiions”  UPK Traning * @ Print Closed PO's - All Lines o
45| Modffy Open Requisitions - No m Ihventory nqury ’ 77
<] Re-Approval @ Recept Inquiry /
é,?‘z{ Purchase Order Inquiry (OP) @ Vendor Address Inguiry l
& Enter Change Order (OP) 4 -
- Inventory Reports »

7 SN

JDE will offer the user the opportunity to rename the program. It’s highly recommended to
keep the standard name to ensure consistency.

The new menu items will appear in the “Favorites” quick menu. In the sample above the quick
menu is on the left panel.

- The Quick Menu can be moved to the left, right, top or bottom of the screen. Simply left

click and hold the mouse over the “Open Applications” and drag to the desired location.
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Manage Favorites

Users can customize and arrange favorites as needed. Simply choose “Favorites” from the top

of the screen and select “Manage Favorites”

Home Navigator Open Applications Recent Reports -

~| Open Applications

@] Home

>| Recent Reports (75

~| Favorites

. g‘ Manage Favorites

[ = l Requisitions
25, | Requisitions Awaiting Buyer
| Review (OR)

Lél?‘:i Convert Requisitions to PO's

Manage Favorites
Requisitions
Regusitions Awating Buver Review (OR)
Convert Reguistions to PO's

Mo dify Open Requisitions - No Re-Approval
Purchass Order Ingury (OP)

Enter Change Order (OF

R ition r R

Inventory
Update Status

Budget Status Inguiry
Saes Order - Returns (CO)

D\

The Manage Favorites Box will appear (shown below).

e The rows can be rearranged to reorder the programs by holding the left mouse button

and dragging the program to the desired location.

e New Folders can be created to group like programs together. In the sample below,

“Inventory is a user created folder.

e Click on the -f;ﬂ icon to delete a program from favorites.

e Click close at the bottom of the box when complete.

[ ]
Manage Favorites £
Favorites &

Requisitions Awaiting Buyer Review (OR) Interactive Application
Requisitions Folder
Convert Requisitions to PO's Y&I _:Interact'lve Application
Modify Open Requisitions - No Re-Approval Interactive Application
Purchase Order Inquiry (OP) Interactive Application i
Enter Change Order (OP) Interactive Application
Requisition Inquiry (OR) Interactive Application

b3 Inventory User Created Folder
Update Status Interactive Application B
Budget Status Inguiry Interactive Application
T o Deleteﬁ:l\ | New Folder | Close ‘
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Query

A query can be used to retrieve data that is frequently searched by the user. In the example
below, a query used to find open PO’s for a specific Home Business Unit (HBU) or

Branch/Plant.

Open the program in JDE in which the query is needed and click in the upper right corner.

Purchase Order Inquiry (OP) - Work With Order Details
@ ¥ O pom B row B Toos

Order Number x * v = Branch/Plant
Related Order S
Original Order - |* As If Currency

ITtem Number

Account Number

Type/Subledger x - [*
Commodity Code

Click on “] to save the new query name.

OK.

[T Display Supplier Item

S nlals

Add, Edit Queri

Query: Al Records

Enter a Query name in the box provided and click

Purchase Order Inquiry (OP) - Work With Order Details
« @ K O rorm B Row BB Toos

QOrder Number - = Branch/Piant
Related Order o
Original Order - As If Currency

Item Number
Account Number
Type/Subledger -

Commodity Code

p No records found

Display Suppler Item

Query:
Query Management
BB @ %
Enter Query Name: E3 (add new query) v
Open PCs for 800200 ﬂ ault

Run query when selected [/
Conditions:
@ Match Al © Match Any

Customize: Grid - Grid Format Name?> v

Search boxes with the “+” can be added to the query. Simply click on the box and it will
move the search box to Query Management. Then you can choose the data retrieval type and
then enter the search data. In the example below, the Branch/Plant is set to equal 800200.

Purchase Order Inquiry (OP) - Work With Order Details

Query: - @
@& ¥ O rorm B row JB To0s Query Management
B&a&d @
Query: Open POs for 800200 -
Set As Default ]
Order Number * | * g v[* 3 Branch/Plant * -
* * * * Run query when selected
Related Order x FEREIE Conditions:
Criginal Order Py - AsTf Currency @ Match Al © Match Any
ITtem Number # BusinessUnitl  oqual 800200
Account Number =
Type/Subledger e [ Y [ Display Suppler Item
Commodity Code contains
between
in fist
No records found. Custome Grid ~ Grid Format Name2 =[] [0
® * - o * less than or equal to
han
Order | Last Next Supplier Quantity greater U
O Number | Status | Status Name Line Description To Receive greater than or equal to
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To query for all open PO’s, add “Next Status” equal to “400 as shown below.
Click  to save the query, or

Click &l to run the query and review the results, or

Click [ to exit the Query Management function

Purchase Order Inquiry (OP) - Work With Order Details Query: - (i
« @ ¥ O corm B row & Toos Query Management
8@ &a@ @
Query: Open POs for 800200 -
Set As Default =
Order Number * al*x g w|* & Branch/Plant *® 2
*°® * i * Run query when selected
Related Order ® @l* @ v[* Y Conditions:
Original Order * 2* &~ & AsTf Currency @ Match Al © Match Any
Item Number # Business Unitl equal - 800200
Account Number # Next Stafus (QBE)  equal v 400
Type/Subledger el [F > [C] Display Suppler Irem
Commeodity Code
No records found. Custome Grid ~ Grid Format Name2 ~  [&] [
+ ® v v +
] g Order Last Next Supplier Quantity
Number | Status | Status Name Line Description To Receive

< The query can be set up to run as a default or when selected by checking the appropriate

box. If you choose default, the query will automatically run each time you open the program.
In the sample provided above, the query will be run when selected.

To run the query, use the drop down menu in the upper right hand corner of the program.

Purchase Order Inquiry (OP) - Work With Order Details Query: Al Records [~ @ @
(My Queries |
¢ @ X O eom B row B 100k Queries

Order Number *® - ® Branch/Plant *®
Related Order * v/ =
original Order As If Currency

Trem Number

w| x| x| ] T
*
4
*

Account Number
[C] Display Supplier Item

Type/Subledger ® - |x

Commodity Code x
Records 1 -4 Customize Grid ~ Grid Format Name2 ~ (m]
0| [ & Order Last Next Supplier Quantity Amount Transaction

Number | Status Status MName Line Description To Receive um To Receive Originator Ship To

[ & 161941 280 400 PCMALL GOV 9399077 CLP Acrobat Pro 2 EA 525.20 106358 269528
[ & 163096 280 400 PCMALL GOV 9399077 CLP Adobe Pro License 1EA 262.60 106323 269528
[[1 & 163773 280 400 E INNOVATIVE SERVICES GROUP Adobe Pro Ls 262.60 106323 269915
B & 164373 280 400 PUBLIC PURCHASING ASSOCIATION Payment for June 2013 Meeting Ls 20.00 1795116 269915

b

a
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Help and Information Functions

JDE has tools to provide additional details regarding a program or search box. The [Llicon can
be used in a program to help identify the program being run. It is located in the top right corner
of the program.

Users can use the F1 key to identify details about a search box and the alias code used by the
programmers. Place the cursor in a white search box and press F1, and JDE will display details
about the box.

In the sample below, the cursor was placed in the QBE line for Next Status. JDE identified the
alias code and provided a definition of the field.

»

2 Item Help - Windows Internet Explorer - W == 552 [Trexas DR W v B - = ® v Page~ Safety~ Tools~ (@~ E @
m Roks ~ Personalization « Help Smith, Karen Elizabeth [IPDS00] Sign Out
Item Help
St Cole aNen, |_
Alias: NXTR Query: Al Records - (il
A user defined code (system 40/type AT) indicating the next step in the order flow of the line type.
< m b Customize Grid ~ karen > @o
- - - v
= |[& Line Order | Last | Next Supplier Quantity Amount Buyer or Order
Number | Number| Status| Status | Name Line Description To Receve UM To Receive Number | Ship To Y Date
« »
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Glossary of Terms

Account Code, Operating - The City utilizes two different account types. The operating
account is utilized for the purchase of goods and services not associated with a job. The account
is comprised of a six digit Home Business Unit and four digit object code. (Sample operating
account 123456.6302)

Account Code, Job - The job account is utilized for the purchase of goods and services
associated with a job. The account is comprised of a nine digit prefix, a four digit code to
identify if the procurement is a material or service, and a four digit object code. (Sample job
account 123456789.1305.1235)

Address Book - Alphabetical listing of vendors, which includes address, phone numbers and
contact information.

Address, PO - Address that the Purchase Order needs to be mailed to process the order.
Address, Remit - Address that payment of invoice needs to be mailed to.

Agreement Number - A column in OW/PO entry used to identify the purchase agreement and
pricing for specific inventory items. The pricing and agreements are loaded by the Distribution
Center in the Agreement Module in JDE. Only inventory items should have an agreement
number. Any other usage will not allow receivers to be entered for payment processing.

Approval Process - The process of electronic review by supervisors. Upon approval by the
necessary supervisors the status of the requisition will advance to a status in which Purchasing
may initiate a PO. Approvals automatically advance the requisition status once the dollar
amount has been approved by the budget office and department. Approvals are set up by each
Home Business Unit or Branch/Plant.

Blanket Order (OB) - Blanket orders are a tool in JDE to allow for entry of requisitions for
contracts that may span over fiscal years. The orders are entered in advance of the fiscal year,
and are converted to a purchase order by the buyer. When the PO is issued, the budget and
approval checks are performed.

Branch/Plant — (A.K.A. The Home Business Unit). The Branch/Plant typically is the six digits
prefix of an operating account. See home Business Unit.

Comments on an OR-Additional information for Purchasing Department concerning items
description, quote, shipping instructions. Does not print on Purchase Order.

Document Type - A two letter code that helps the user identify which program was utilized for
a JDE process. Common document types are OR, OP, SA, SP, PV and JV
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Exit Bar - Lists functions and applications for a specific menu screen. EXit bar is accessed from
the Preferences menu item at the top left corner of the JDE screen.

Home Business Unit (HBU) — The prefix to an operating account and is six digits long. This
may also be referred to as a Branch/Plant in JDE.

Lump Sum - A unit of measure for requisition purchases. It indicates a total dollar amount for
the line. Used when individual unit amounts or quantities are either not known or available. Do
not put a number in the quantity column.

OR - Order requisition that contains a 6-digit account prefix. (Operations Budget)

OP - Purchase Order or PO

OV (Order Voucher) - Shows that a receiver has been entered but payment has not been made.

PV (Payment VVoucher) — Payment document type, will indicate that a payment has been made.

QBE (Query by Example) - used to search for records by a grid column (white row above
column). Users can search by supplier number, business unit, account number, status, etc.

Ng records found. Customize Grid ~ Grid Format Name2 E] & o
ﬂ - - -

g Order Last Next Supplier Quantity Amount Transaction
Number | Status Status Line Description Name To Receive um To Receive Originator Ship To

Query - A function that allows users to pre-load search criteria into programs so that they can
be quickly and easily run.

Quick Menu — JDE Menu that displays open applications, recent reports and favorite programs
of the end user. The Quick Menu can be customized by the user with favorites and can be
moved to the top, bottom, left or right side of the screen.

Receiver - A program issued by department to process payment of invoice. Payment amount is
entered in the Receiver Input screen once the items or services have been delivered.

Receiver Reversal - A process used to back out a receiver entered incorrectly or in error.
Budget Office Staff can only reverse a receipt for non-inventory issued POs.

Rec Opt - Receiving options for a purchase order- a number must be put in this box. Options
are:

Receive purchase order line-either partial or full amount.
7- Receive and close purchase order line.
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9- Close purchase order line without receiving any amount.

Reference Number — A column in OR/PO entry used to identify the purchase agreement and
track the spending against the contract. The code is a four digit number only.

Report Code 3 - A column in OR/PO entry used to identify a project and track the spending
against the project. The code is set up by the Materials Management Department through the
Materials Planning Module.

Requisition (OR) - purchase request for goods or services for non-inventory goods

SA — Sales order for goods through the City’s Distribution Center utilizing an operating
account.

Sales Order — A request for goods through the City owned Distribution Center. Goods may
be ordered through an operating account via a SA or through a job account via a SP.

SP - Sales order for goods through the City’s Distribution Center utilizing a job account.
ST (Ship To) - Address of the department entering the requisition

Status - A numbering system that indicates processing status of documents in JDE. The status
can quickly tell a user where the document is in process. The code is three digits and utilized
both the last and next status to indicate where the document is in the process flow.

Status, Last - specifies the last step in the processing cycle that the order line has successfully
completed.

Status, Next - indicates the next step in the order flow. The Next status is the best indicator of
where a document is currently being processed.

Supplier Number - Number assigned to vendor. Used when entering a requisition to indicate
the company and address that the purchase order should be mailed to. Also used for check
requisitions. (Also known as Vendor Address Number)

Supplier Number, Default - Supplier number 999999-used when the supplier is not known or
will be assigned by the Buyer.

Text on an OR - Additional line detail that prints on Purchase Order.

UOM (Unit of Measure) - Indicates in what quantity an item will be purchased-i.e. by the box,
each, lump sum dollar amount, etc. Located on the Detail screen of the requisition- both UOM
fields must be complete.

Vendor Address Number - See Supplier Number
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Icon Index

[#] Add

[ Cancel
Delete
Exit
Find
Find
Bl Form
OK
Query
Row
= Save
Submit
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