
 
Chapter:  Receiving Process 
Pages:  119-132 
 

Acknowledgement of receipt of goods is vital to processing all pur-
chase order payments.  Please, enter the quantity received and/or 
returned in iProcurement as soon as possible.   

As a helpful tool you can run the Receiving Report.  The Receiving Re-
port is intended for school and department use. The purpose of this re-
port is to show information relating to the receiving process, such as 
receiving status, receipt number, receipt date and receiver name. This 
report, however, displays much more information beyond the receiving 
process. Other pieces of information this report shows are the ordered 
item quantity, item unit prices, item delivery quantity, billed quantity, 
billed amount, payment status, item cancelled quantity and the 
charge accounts used to order individual items.    

For step by step directions, go to http://
www.montgomeryschoolsmd.org/departments/
fms/docs/receivingreport.pdf or, you can visit the 
FMS website and click the link in the Reporting 
Region on the left menu. 

 

Reminder:   
You must always complete the receiving process using the same quantity of 
measure that is specified on the purchase order.  Occasionally, suppliers main-
tain their quantity of measure different than the quantity of measure specified 
on the purchase order.  For example, a purchase order may specify “each” as 
the unit of measure, and the supplier may reference “carton”, that contains 
twelve items, as the unit of measure.  Please contact the Division of Procure-
ment if you believe the supplier is using a different unit of measure from what is 
on the purchase order. 
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Don’t forget to visit the FMS website at  

http://www.montgomeryschoolsmd.org/departments/fms/ 
for important updates, announcements and resources. 



 
Chapter:  Creating Requisitions 
Topic:  Creating Requisitions:  The Shopping Process 
Subtopic:  Shopping Using Non-Catalog Requests 
Pages:  35-41 
 

To better understand the importance and use of the information you enter when creating a  
Non-Catalog Request, you can view the Guide to New MCPS Purchase Orders.  To view this docu-
ment, go to http://www.montgomeryschoolsmd.org/departments/materials/miscellaneous/
ordermania/FMS/Understanding_FMS_POs.pdf or, you can  

1. Visit the FMS website and click the Order Resources link in the Resources Region on the left menu. 

 

 

 
 

2. The FMS Ordering page will display.  Click the Ordermania link in the Additional Resources Region. 

 

 

 

3. Click the Understanding FMS Purchase Orders link at the bottom of the PDF Resources region. 

 

 

 

 

 

 

 

 

4.  The Guide to New MCPS Purchase Orders will open. 

 

The New Purchase Order 
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Page 3 Version 5.0 

Each requisition submitted for approval will now have a file attachment which will provide details on 
the items ordered, accounts charged and account balances in one place.  Approvers will be able to 
use the information provided in the files to make decisions on whether to approve or reject requisi-
tions.   The file is generated at the time the requisition is submitted for approval. 
 
Chapter:  Managing Notifications and Approving Requisitions 
Topic:  Approving Requisitions 
Subtopic:  Approving Requisitions 
Pages:  106-109 

To view the requisition attachment: 

1. Open the requisition to be approved. 

2. Click View in the Attachment field on the requisition header. 

 

 

 

 

3.  The Attachments page will display.  Click the link in the File Name column. 

 

4. A File Download window will open.  Click the Open button. 

 

 

 

 

 

 

Approvers:  New Requisition Attachment 



Page 4 iProcurement Release Notes 

 
5. The attachment will open. 

 
6.  The attachment displays the following information: 

 
 

 
 
 

Approvers:  New Requisition Attachment (continued) 

Line Number Displays the line number for each item ordered in a requisition.  There may be 
multiple rows in the file with this line number if the item was charged to multiple 
accounts... 

Account Number Displays the account number used to purchase the item.  The account will display 
the exact account number entered.   

Budget Displays the amount budgeted to the account being used. 

Description Displays the item description. 

Qty Displays the quantity desired for each item.  In the case when multiple accounts 
are charged for one item, the quantity may be less than one.. 

Amount Displays the amount of the item being charged to the specific account. 

Avail Funds Displays the amount available in the account minus the amount for this row of the 
file.  The starting amount available for each row will be the previous row’s Avail 
Funds with the exception of the first row which will use the amount available in 
the account at the time the requisition is submitted.    Note:  This will be a nega-
tive number if you are charging an account at the activity level and money has not 
been allocated to the activity level. 

Status This column will be blank for each line item. 

Column Title Description of Information 

Period Displays the period within the general ledger where the charge will be applied.  
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7.  The last row contains a summary of the report. 

 
8. The Summary Account row displays the following information: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Approvers can allow others to view and act upon their worklist.  This option has been updated to al-
low the approver to select the area of FMS to which the user has access.  (ie.  Expenses for mileage, 
Journal Batch for journal entries and MCPS PO Requisition Approval for requisition approvals.) 

 
Chapter:  Managing Notifications and Approving Requisitions 
Topic:  Delegating Notification and Approval Responsibilities  
Subtopic:  Granting Worklist Access 
Pages:  113-116 
 
 
1. Access your worklist in FMS by following the steps outlined in your iProcurement binder. 
 
2.  Click the Grant Worklist Access button. 
 
 

Approvers:  Worklist Access Options 

Approvers:  New Requisition Attachment (continued) 

Line Number Summary Account 

Account Number Displays the account where funds checking is completed.   

Budget Displays the amount budgeted to the summary account. 

Description This column will be blank. 

Qty This column will be blank 

Amount Displays the total cost for the requisition. 

Avail Funds Displays the amount of  available funds in the summary account minus the amount 
of this requisition.  When this number is greater than zero, there are enough funds 
in the summary account to cover the cost of the requisition.  If the number is less 
than zero, the summary account spending has exceeded budget. 

Status Displays whether or not the requisition passes the funds check. 

Column Title Description of Information 

Period Displays the period within the general ledger where the charge will be applied.  
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3. The Grant Worklist Access page will display.  Fill in the information as described on page 

115 of the iProcurement binder. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. The new option is in the Grant Access to region.  
 
 
 
 
 

• To grant a user access to all of your areas in FMS leave the All Item Types button 
selected.   

• To limit a user to a specific area of FMS, click the Selected Item Types button. 
 

5. When you click on Selected Item Types, a region displays at the bottom of the page 
where you can select the Item Types.  The options that display will depend on your ap-
prover access.  The most common Item Types are: 

 
• Expenses for mileage 
• Journal Batch for journal entries 
• MCPS PO Requisition Approval for requisition approvals 

 

Approvers:  Worklist Access Options (continued) 
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6. You can choose one Item Type at a time by clicking on the Item Type to highlight it.  You 

can highlight multiple Item Types by holding down the Ctrl key and clicking on the Item 
Types. 

 
7.  Click on the Move button to transfer the Item Types into the Selected Item Types region. 

 
8. Click the Apply button.  The Worklist Access page will display. 

9. From the Worklist Access page, you can: 
• make changes to the user access by clicking on the Udpate icon. 
• delete a users access to your worklist by clicking on the Delete icon. 
• return to the e-Business suite home page by clicking on Return to Worklist link. 
• Email the user by clicking on their name. 
• grant another user access by clicking on the Grant Worklist Access button. 

Approvers:  Worklist Access Options (continued) 
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1. The user needs to send the buyer an email.  In the email, the following information must be 

included: 
• The Purchase Order number 
• The line number of the item that has been discontinued 
• The description of the item 

 
2. The buyer will then cancel the line item from the Purchase Order side and will also cancel 

the line item from the requisition side. 
 
 
 
To find out the buyer’s name, follow the steps below. 
 

1. Open the requisition 
 

 
2. Click the details icon for the discontinued line item. 

 Discontinued Items on a Purchase Order 
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3. The requisition details will display and the buyer’s name will be listed. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Tip:  You can click on the buyer’s name to open up a new email to the buyer.  
 

 
If after submitting a requisition the user gets a notification stating, “Required Certified Professional not 
found for Purchase Requisition,” the reason is that the user created a non-approved textbook or in-
structional material non-catalog order and did not add a second approver.  The requisition will stay in 
“Incomplete” status until the user opens the requisition and adds the second approver. 
 
 
 
 
 
 
 
 
 
 
 
For more information on adding an approver, see the iProcurement User Guide section titled, Verify-
ing and/or Modifying the Approver List on page 74. 

Discontinued Items on a Purchase Order (continued) 

Notifications:  “Required Certified Professional not found  
for Purchase Requisition” 


