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Receiving Process: Receiving Report flt

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,
biled 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.

* Disco Viewer Report
Summary

* How To Run a Disco

¥ How To Run a Receiving
Report NEW!

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.

http://www.montgomeryschoolsmd.org/departments/fms/
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The New Purchase Order

\\s«

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.

| » Resources |

* FMS Responsibiliies

> Ordering Resources
[Updated 12/19/07)

TETSTCI IS

Invoices

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

' Additional Resources

Ordermania Resources

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

PDF Resources...
FMS Shopping List Index
Helpful Hints
‘Deliver To Location® Lists
FMS Quick Reference Guide

Understanding FMS Account
Numbers

‘FMS Responsibilities Access
Request' {(0I0S Form)

School Activity Codes

How to Complete Blue Bag
Postage Journal Entries

Understanding FMS Purchase
Orders

4. The Guide to New MCPS Purchase Orders will open.
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Approvers: New Requisition Attachment uptt

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.

Description Practice Requisition
Created By Burgess Huott, Donna M Status  In Process
Creation Date  01/24/2008 14:57:33 Change History No
Deliver-To  Burning Tree ES - At 7900 Beach Tree ([ T=TR M =1 TRTE-Ti T TS | P —
Road Bethesda, Montgomery, MO, Attachment  iew
208170000 L1 —

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

Attachments

Search
Please enter your search criteria and select the "Go" button to see the result. Note that the search is case insensitive.
Mame | (Ga)
B Show More Search Options
File Name ype |Description Category Last Updated By Last Updated Usage | Update Delete
40525details. htrml ile Accountdetails ford0525 To Approver BURGEDDM 01/24/2008 One-Time i’ i

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

Do you want ta open or save this fils?

g\j Mame: 40405details.html
Tupe: HTML Document, 31.0 KB

From: cescentdbéd.mcpsmd.org

Open save | [ Cancel |

harm your computer. I you do nat trust the source, do not open or

@ “hile files from the Intermet can be useful, some files can potentially
save this file. \What's the risk?
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Approvers: New Requisition Attachment (continued)

5. The attachment will open.

Requisition 43513 Details
Line Accourt Mumber FERIOD Budget Description Gty Amourt Avail Funds Status
1 33'0002_3?420'04'503003'DDDDDD'DDDD' JAN-05 18,726.00 | Lakeshore Glitter Dough - Purple 1 949 672302
2 310'0002_350'420'04'503003'DDDDDD'DDDD' JAN-O8 18,726.00 |Lakeshore Gltter Dough - Red 1 949 671353
01-02420-420-04-503003-000000-0000- Lakeshore Gitter Dough
3 T JAN-OB 1872600 | 0 1 5178 6,651.75
01 -02420-4.20-04-503003-000000-0000- Lakeshore Hands-On hath Trays -
4 G JAN-OB 1872600 | 0 et 1 2845 6,633.30
01-02420-4.20-04-503003-000000-0000- Lakeshore Hands-On hath Trays -
5 Pl JAN-O8 1870 | 1 2545 6,604.55
6 310'0002_350'420'04'503003'000000'0000' JAN-0B 18,726.00 | Lakeshore Hardwood Dol Bed 1 2645 6,576.40
7 310'0002_330'420'04'503003'UDDDDD'DDDD' JAN-OB 18,726.00 | Lakeshore Hardwood Dol Cria 1 4270 6,533.70
SUMMARY This transaction passes funds
AccounT | 31-02420-T-04-503000-000000-T-T-T JAN-OB 32,549.00 198,81 184875 | oo
6. The attachment displays the following information:
Column Title Description of Information
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.

Period Displays the period within the general ledger where the charge will be applied.
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.




Page 5 iProcurement Release Notes

Approvers: New Requisition Attachment (continued)

7. The last row contains a summary of the report.

T e e T T O I T oS T T T T T TP TC CoeroT Ty T T T T T
| |

i%"ggﬁﬁr 01-02420.T-04-503000-000000-T-T-T JAN-08 32,849.00 19881 184875 I::Ct':ansadim [EESBIMES
8. The Summary Account row displays the following information:

Column Title Description of Information

Line Number Summary Account

Account Number Displays the account where funds checking is completed.

Period Displays the period within the general ledger where the charge will be applied.

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.

\\\%

Approvers: Worklist Access Options

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.

Worklist Access

cess to wiew and act upon yo
[ | Grant Worklist Access )
Lblasa.g Description E

Mo results found.

Return to Worklist
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Approvers: Worklist Access Options (continued)

3. The Grant Worklist Access page will display. Fill in the information as described on page
115 of the iProcurement binder.

L= W Financial
1 Management E-Business Suite saus
'y System

WarklistAtcess >
Grant Worklist Access
Grant another user access to view and act upon your notifications via the Worklist
* |ndicates required field
* Mame IAH Employees and Users jl :?

Description |

x Start Date [01/15/2008

(example: 011 S/2008)
End Date I

Grant Accessto & Al e Types
© Selected ltem Types

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

Grant Accessto & Al ltemn Types
" Selected Item Types

e To grant a user access to all of your areas in FMS leave the All ltem Types button

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

5. When you click on Selected Iltem 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:

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

Available Item Types Selected Item Types
Concurrent Manager Message =
Expenses Fove

GMS Workflow =
Joumal Batch (o

MCPS PO Requisition Approval Ilgwe Al
PSB Worksheet <
Remove
Remove Al

[ Cancel ) ( Apply )
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Approvers: Worklist Access Options (continued)

6. You can choose one Iltem 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.
Available Item Types Selected Item Types
Concurrent Manager Message )
Move
Move Al
{
Rernove
Remave Al

[ Cancel | [ Apply )

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

Available ltem Types Selected ltem Types
Concurrent Manager Message (> Expenses
GMS Warkflow tiove Journal Batch
PSB Worksheet — MCPS PO Requisition Approval
))
flove All
<
Rermave
Remave All

(Cancel ) [ Apphy )

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

-_— e
Worklist Access

The following users have access to view and act upon your worklist
[ Grant warklist Access )

Name Description Start Date End Date Status Update Delete
YWheeler, Erin *MULL® 0152005 01472008 Active f m

Eeturn to Worklist

Home | Logout | Help

9. From the Worklist Access page, you can:
e 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.
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Discontinued Items on a Purchase Order

1. The user needs to send the buyer an email. In the email, the following information must be
included:

e The Purchase Order number
e The line number of the item that has been discontinued
e 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

Requisitions | Notifications

Reguisitions: Requisitions >
Requisition 23453

[ Copy To Cart )
Personalize Stack Layout: (HeaderColumnStackRR)

FPersonalize Table Layout: (RegHeaderTableR M)
Dezcription  Learning Tree 10 course days package
- Confirmation # D-U02350 for Sadiya

Bilgrami. 1. XML:A Comprehensive Status  Approverd
Hands-On Introduction # 542, 2. Hands- Change Histary  No

On XSL: Transforming and Styling XML Urgent Requisition  Ne

# 549. Third course te be determined. Attachrment Nene

Created By  Shen, Poching

hote to Buyer Dear Buyer, Please add a vendor
Creation Date 09/06/2007 14:09:48

purchasing site for Learning Tree

Delwer-Ta  Office Information & Organizational International - 1831 Michael Faraday
Syst - Main Office Room 147 850 Dr. Reston, VA, 20190, Leaming Tree
Hungerford Drive Rockville, rep told me the Atlanta site is the remit
Montgomery, MDy, 20850 0000 site,

Justification  Ricardo, This is for the training
requested by Sadiya.
Parsonalize "Details”

Details
Personalize Table: (LinesTableRM)
Amount
Line Description Meed-By Deliver-To Unit Quantity Price rder
1 Leatning Tree 10 course days package - Corfinmation & D- D9/2172007 00:00:00 Office Information & IS 3850 1 USD q17882
02350 for Sadiva Bilgrami, 1. ¥MLA Camprehensive Hands-On Qryganizational Syst-  Daollar
Intraduction #542. 2. Hands-0n XS0 Transforming and Styling Main Office

FML # 549, Third courge to be determined
3,850.00

Beturn

| CopyTao Cart )

shop | Reguistions | Hecewing | Shopping Cart | Home | Logout | Preferences | H Personalize Page

2. Click the details icon for the discontinued line item.
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Discontinued Items on a Purchase Order (continued)

3. The requisition details will display and the buyer’s name will be Iisted/

L B Financial
1 h/lanagement iProcureme nt=e&us Shopping Cart  Horm oot Preferences Help Personalize Paos
" Systern
Shop  GTT 0 | Recaping |
Requisitions: Requisitions * Reduisition 23453 =
Requisition 23453 Line 1: Details
(oK)

Requisition
Deccription Learning Tree 10 course days package - Confirmation # 02350 for Sadiya Bilgrami. 1. XML:A Comprehensive Hands-On Introductiol
Status  Approved
Change History  Me
b Show Additional Infarmation
Personalize "Order”

Order
oo7oee Status  Approved
Buyer Davies, Sarah F Buyer Phone
upplier Leaming Ttee International Supplier Site RESTON
Supplier Contact Supplier Phone

Shipment
Bersonalize Table: [ShiprmentTableRMN)
Shipment Shipment Date Expected Receipt Date Freight Carrier Tracking Number Track Shipment

Mo results found

Receipt
Patzonalize Table: (ReceivingTableRM)

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

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

\\\%

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.

Leee MU Financial
1 Management E-Business Suite=seus
1" Systern
Logowt Preferences Heln Personalize Pagel
Logged In A5 SHENP OCH|
orklist Favorites
(_Full List |_Eciit Favorites |
@ Previous [1-5 w| Mexts =  Personalize "Favorites”
f You have not selected any favorites. Please use the
Subject™ Sent
From = il = = e — — — l ____ "Edit Favorites” button to set up your favarites
Bestland, Grg Sl ———— — - p— i
Reguired Certified Professionals not found for Purchase Requisition 40517 011772008
Bestland, G el brevmre eveer ot roro AIGY 5L v A eenar=tatete!
@i O O - W R R Y - R n L4045y

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.




