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Entering a Release into AlS

1. Log into AIS and select the “SIU Department Buyer” Responsibility.
2. Select Purchase Order Summary.

3. Query the PO by entering the PO # in the Number field. Make sure that there is a check in
the “View Releases” box. Hit the “Find” Button or Enter.

\

@ Oracle Applications - AlS Production

File Edit VWiew Foldzr Tools Inguire Window Help

(O Find Purch
Operating Unit

Number Type

Release Currency -
Supplier Site -—

Ship-To Org | Show External Locations

Bill-To Line Type
Ship-To Buyer

Line Fl\iew Relea

Shipment B Consumption Advice

M| Global Agreement

ltem, Rev
Category
Description
Supplier ltem
WM
Consigned

BTN ECITTE BT TS
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Example of resulting query:
© Purchase Order Headers e

Description Global |

4F¥1:; Online subscrif

FY18; Online subscrip
FY18; Online subscrip
FY18; Online subscrip

d

4. Verify that you have queried the correct purchase order by scrolling over to check the Vendor
Name and description. Also, make sure that the purchase order approval status indicates
“Approve
release(s).

Ceviere || e [ o
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5. Click on the “Lines” button. This will allow you to view all of the PO lines on the purchase
order. Most Planned Purchase Orders will only have one (1) line. However, if more than one
purchase order line exists, you must determine which line or lines the release will be entered
against. By clicking on the “Lines” button, you will be able to determine the correct PO line
that the release needs to be entered against.
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Eo
=

Purchasing Org|| Number Line Item Item Rev Category Description Q

erating | RPLELL | € 000000002514 SUBSCRIP.FI Online subscriptic 1(~
L /
| A A »
Ship ts New Release New PO Open
Consign v
Clear Release (B) New PO Find (J)

Review the “Line” Column to determine the number of lines which exist on the purchase order.
If only one (1) PO line exists £ontinue to Step #6 below.

If more than one PO line exjsts, determine which line or lines the release applies to and skip to
Page 16.

6. Click on the “New Release” button to open the Release Screen. The Purchase Order
Summary to Releases window will open.

De g 51U Operating Unit
= - [ Release [ 0 “oiu D8-JAN-2018 16:
++l-+ CENGAGE LEARNING - 1CHICAGO B9550
== s Abell, Deborah Ann Incomplete e usp
o
Shipments
— Source
~ Num_ Line Shipment Org  Ship-To UOM Quantity Price Promised ll_]
A oaeoeee >

Receiving Controls._. Agreement Distributions Approve. .

7. Click on the Release Header DFF (Descriptive Flexfield).
5
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8. Enter the required Release Header DFF information (the Funding Fiscal Year and the
Preparer Phone No.). Required fields are highlighted. Click “OK”.

rs

Operating Un
Buyer Status Currency m
roial [ )
[

FUMDING FISCAL YEAR

PREPARER PHONE NO.
Preparer Fax No. Release
reparer Emall | [ | Header

nly: IL Tran on Code - DFF
| ]

[y: Obligation Number

« B O O
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9. Your cursor will be in the “Num” Field. Tab to the “Line” Field and enter 1 or the line number
that applies.

10. Tab to the “Shipment” Field and enter 1. The original “Org”, “Ship-To”, and “Quantity” fields
are automatically populated.

NOTE: The quantity amount is the remaining balance of this Planned Purchase Order.

11. Highlight the dollar amount in the “Quantity” field and change it to the dollar amount for the
current release. TAB

File Edit View Foldzr Tools Window Help
BYO I 8P I EGLE00L8 172

'D Purchase Order Summary to Releases - 126911, 4

Operating Unit
PO, Rev m m Release Q‘J m Created
Supplier Site m Contact _
== Abell, Deborah Ann Status @m Currency
Total

Shipments

— Source ————

Mum  Line Shipment Org  Ship-To UOM Qushti
1 1 1 Per Releases-( Each

[tem Online subscriptions to be added to the library collection (GVRL hosting
Secam s

12. Save the entered information in one of the following methods:

A. Click on the yellow SAVE button on the Tool Bar.
- or -

B. Press Ctrl and S keys.
- or -

C. Choose File from the menu, then choose SAVE.
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13. Adding the Attachment.

Make sure your cursor is within the Release Lines Area.

Click on the paperclip button on the tool bar to add an attachment.

File Edit Wiew raoldzr Tools Window Help
2 @[ o9 Q P
» Le 1269

er Summary to

Operating Unit  |SIU Cleratln Unl
=) 126911 0 Release [N O o .| 08-JAN-2018 16:28

<., CENGAGE LEARNING = 1CHICAGO B9550 contact ([N
=)= 7Abell, Deborah Ann Status Currency 1R8]

Tatal

shipments

— Source ——

- Num  Line Shipment O Ship-To UOM Quantity
. 1 1 1 CPQ |Per Releases-(|Each [1500

ltem Online subscriptions to be added to the library collection (GVRL hosting
Goconing ot

14. The “Attachments” window will appear.

Eile Edit Wiew findow Help

PO & B EBIADDER A D L2

Entity Mame: PO Release

M| |nclude Related Documents Publish to Catalog
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15. Tab to the “Category” field of the first blank line (if there are lines with data already in them,

just arrow down { to the first blank line) and enter “To Payables” or use the List of Values
and select “To Payables”.

16. Within the “Description” field enter: PO # plus release #. (For example: 126911-4)

17. Within the “Data Type” field enter: Short Text

18. Enter information concerning the release within the large description area. Entry of the
invoice number and a brief description is required. Please limit the description(s) to 50

characters or less. This information will actually print on the Vendor’s check.

Note: Releases on Planned Purchase Orders for services must include the beginning and
ending dates of the service(s) performed.

Example of Description format for commodity purchases:

Invoice #12345 Misc Library Books

Eile Edit View Fuoldzr Window Help

SV PE I DERILEI OS2

'D Aftachments - 1, |

Main
~ Seq Category Description
/10 [To Payables 1269114

Entity Name: PO Shipment

H|nclude Related Documents Publish to Catalog
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Example of Description Format for Services:

Invoice #45678, Online subscription for the period 1/1/18 — 6/30/18.

File Edit View Fo Window Help

HYO I S8G P8 IDERILEID 257

= Attachments - 1, |

Main
~ Seq  Category Description
§i10  To Payables 1269114

Entity Name: PO Shipment

Invoice #45678 Online subscription for the period 1/1/18 - 6/30/18

Bl |nclude Related Documents Publish to Catalog

19. Save the Attachment in one of the following methods:

A. Click on the yellow SAVE button on the Tool Bar.
- or -
B. Press Ctrl and S keys.
- or -
C. Choose File option from the menu, then choose SAVE
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20. Click on the “Approve” button in the lower right corner of the screen. The “Approve
Document Screen” will appear.

File Edit View indow Help

ﬁ%"gf}[@uﬂ\hiﬁf[ g Jﬁ'flaﬁﬁﬁa? C{.}:[

= Approve Document - 126911-4

9

&

Approval Details || Additional Options.

~Encumbrance
" Resene [T Unresemne Unreserve Date |
Else Gl Qverride IC|Use Document GIL Date to Unresenve Accounting Date

~ Approval
v Submit for Approval Forward From

Approval Path
Forward To
Dept Buyer approval E
&
~Transmissjon Methods
[ Print L
[ Fax FAX Number CIED]

™ E-Mail E-Mail Address

21. The "Submit for Approval" button is automatically checked.

e |f you have approval authority, add a note (similar to the one above) and click the “OK”
button.

e If you do not have the authority to approve, click on the "Forward" button, make sure
the "Forward To" field is correct, add a note similar to "For your approval" and click on
"OK." The release will be forwarded to the individual listed in the “Forward To” field for
approval.
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H:\Debbie\Release Receipt Roll out\Final Versions\12 Versions\ENTEREING A RELEASE INTO AIS — 12 version Jan 2018



28. The Release Screen will reappear. Make sure that the status area indicates that the release
is “Approved, Reserved”.

File Edit View F Tools Window Help
ﬁ%@[@%-ﬁ'ﬁ@@l%‘ﬁjﬁrx[ﬁrﬂa i:,‘f&f.
O Purchase Order Summary to Re 26911-4
s LT 51U Operating Unit
PO, Rev (126911 0 Release [N Y o 08-JAN-2018 16:28
<11 |CENGAGE LEARNING Site W' Contact [
== Abell, Deborah Ann Status APPT . Rese Currency
Total 1,500.00

— Source

~ MNum  Line Shipment Org  Ship-To UOM Quantity Price
. 1 1 1 Per Releases-( Each 1500 1

ttem Online subscriptions to be added to the library collection (GVRL hosting
T =

29. To exit the Release screen, choose File option — Close Form.
30. The Invoice must be forwarded to Accounts Payable for payment in the following manner:

» If Vendor’s invoice is less than a standard 8 %2 x 11”7, invoice must be taped to a
full sheet of paper.

> In top right hand corner of invoice, with a red pen, the following information
should be listed:

PO #

Release #

Beginning Date} Required for
Ending Date Services ONLY!
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Entering a Scheduled Release with Multi — Distributions

After querying the Purchase Order through Purchase Order Summary, click on the “Lines” Button (at
the bottom of the Purchase Order Header screen) to determine the correct PPO line.

File Edit View Folder Tools Inguire Window Help

S PO OGP L DL LI PE D

-] a d
=

MNumber Release Rev Description Type Global Enable All Sites

127232 | lo | FY 18; Waste Disposal | Planned Purct -

S

e
Purchasing Org|| Number Line Item ~  |ltem Rev Description Q
SIU Operating | 127232 1 000000001696 |REPAIR.MAIN Waste disposal se| 51~
sIU Operallngdﬂfﬂl 2 000000001696 dREPAIR MAIN Waste disposal
SIU Operating | 127232 3 000000001696 REPAIR.MAIN Waste disposal
SIU Operating | 12723 4 000000001696 |REPAIR.MAIN Waste disposal :
SIu Operaung]|1 5 000000001696 ]IREPmR MAIN Waste disposal f
SIU Operating | 127232 6 000000001696 |REPAIR.MAIN Waste disposal se| 75
Siu 0perahngd1ﬂ232 7 000000001696 dREPAIR MAIN Waste disposal
SIU Operating | 127232 8 000000001696 REPAIR.MAIN Waste disposal
SIU Operating | 127232 9 000000001696 |REPAIR.MAIN Waste disposal se| 1
sIU Operallngiﬂfﬂl 10 000000001696 REPAIR.MAIN Waste disposal se 1%
,,,,,,,,,,,,,,,,, 4
Shipments Mew Release MNew PO Open

In this example, there are ten (10) PO Lines.

The PO Lines will only display ten (10) PO Lines at a time. Click on the last
displayed PO Line and hit the “¥” button on your keyboard to display the
remaining PO lines.

13
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Click on the Folder at the top left hand corner of the screen.

The “Open Folder” window will appear. Select “Cdale PO Lines”
and click on “OK”.

e Q7 S P L TN [ LE1DP5% 2
- dP d
-l i g
é O g
=
Purchasing Org|| Number Line Iltem ltem Rev Category Description Q
SIU Operating| jFipsy. 1 Mﬂiﬁi REPAIR.MAIN Waste disposal sef 51
SIU Operating | 127232 2 umm\{m / REPAIR.MAIN Waste disposal se 5(
SIU Operating | 127232 3 000000001 REPAIR.MAIN Waste disposal se| 25
SIU Operating | 127232 4 0000004
SIU Operating | 127232 5 000000(
SIU Operating | 127232 6 000000( F45L%
SIU Operating 127232 T 0000000 Mame Owner
L SIU Operating | 127232 8 0000001 |_POLines Meg MGRIMAU
SIU Operating | 127232 9 000000¢ PO Lines MGRIMAU
SIU Operating | 127232 10 000000 PO Lines PKLOOST
4
Shipments MNew Rel
Consigned 7
A ek 3
Clear New Release (E
Find oK | cancel
Onen

Multiple folder options may appear and another folder may be selected if that view would suit

your needs better.

Folders are created to change, add, or delete the columns available for view on the selected

screen.

The AIS default screen view will return when the Purchase Order Summary screen is closed.
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The Purchase Order Lines Screen will now be modified and you will be able to read more of the PO
line descriptions. By clicking on the “Description” field and using the “=»” button on your keyboard,
you can scroll through the description of the PO line.

File Edit View Folder Tools Inguire Window Help

4P0 7SS PI AN (LI P%E 2
-] a i
E o
=] PO Lines Meg
Mumber ||Line |ltem Rey Description Quantity |Price  |Amount | Buyer Cancelled| Closure Status |em
1 |Waste disposal services for University Housing residence halls-TOWERY|51000 1| 51,000.00| Shultz, Robert Dal Open | 000000007 =
121232 |2 |Waste disposal services for University Housing residence halls GRINNEI| 5000 1] 500000 Shultz, Robert Dal Open | 00000000
121232 3 |Waste disposal services for University Housing residence halls-TRUEBL |25000 1] 25,000.00 | Shultz, Rebert Dal Open | 00000000
121232 |4 |Waste disposal services for University Housing residence halls-ELIZABE 5500 1] 550000 Shultz, Robert Dal Open 00000000 -
121232 |5 |Waste disposal services for University Housing residence halls-EVERGR|50000 1] 50,000.00 | Shultz, Robert Dal Open {00000000° -
12132 6 |Waste disposal services for University Housing residence halls-SOUTHE 7500 1] 7,500.00| Shultz, Robert Dal Open {00000000¢ -
121232 |1 |Waste disposal services for University Housing residence halls-WEST C,|50000 1] 50,000.00 | Shultz, Robert Dal Open | 00000000
L 121232 |8 |Waste disposal services for University Housing residence hallsLENTZ 20000 1] 20,000.00 | Shultz, Rebert Dal Open | 00000000
121232 |9 |Waste disposal services for University Housing residence halls-UNIVER!|12000 1] 12,000.00| Shultz, Robert Dal Open | 00000000
121232 |10 ]IWaste disposal services for University Housing residence halls-WALL & [ 15000 1] 15,000.00  Shultz, Robert Dal Open 00000000
AP 4
Shipments MNew Release New PO QOpen
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Usually you can determine from the PO line description which line(s) to enter the release against.
However if further information regarding the PO line (ie. the charge account) is needed, click on
“Inquire - View Distributions”.

@ Oracle Applications - AlS Preduktion

View Invoices
View Receipts

View Reguisitions

5 View Approval through Workflow
el niversity Housing residence halls- TOWERS 51000

Waste disposal services for University Housing residence halls-GRINNELL | 5000
Waste disposal services for University Housing residence halls-TRUEBLOOD ||25wo
Waste disposal services for University Housing residence halls-ELIZABETH Al 5500
Waste disposal services for University Housing residence halls-[EVERGREEN 50000
Waste disposal services for University Housing residence halls-SOUTHERN H‘I?Eﬂ]
Waste disposal services for University Housing residence halls- WEST CAMPL|50000
Waste disposal services for University Housing residence halls-LENTZ ||20|m
Waste disposal services for University Housing residence halls-UNIVERSITY Iil12lll]

Waste disposal services for Unive Housing residence halls-\WALL & GRAI 15000

Claar Mew Ralaaea (R Mew POy Find 1Y

Depending on which PO Line your cursor was in at the time of the query, the corresponding “PO
Distribution” window will appear.

| Oracle Applications - AlS Production - X
d d q d -

HPO GBS PI LR E R LEISH?

OF d
i o
= nt || Buyer Cancelled | Closure Status |ltem
MNumber Release Line Shipment Distribution Item Descripti -000.00] Shultz, Robert Dal Open =
2 1 1 1 000000001696 |Waste disposa - p:000.00| Shultz, Robert Dal Open
127232 30 1 1 1 00000000169 | Waste disposa | (200000 Shultz, Robert Dal Open 000000001
127232 20 1 1 1 000000001696 | Waste disposa | P:200.00] Shultz, Robert Dal Open
127232 10 1 1 1 000000001696  |Waste disposa | [:000.00] Shultz, Robert Dal Open
127232 1 1 1 1 000000001696 | Waste disposa  [:900.00| Shultz, Robert Dal Open
1 D,000.00 Shultz, Robert Dal Open
4 ,000.00| Shultz, Robert Dal Open 000000001
,000.00| Shultz, Robert Dal Open
,000.00| Shultz, Robert Dal Open =
»
]| I 255 A v
MNew Release New PO Open
Clear MNew Release (B) New PO Find {J)
Open
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Click on the Folder at the top left hand corner of the screen.

The “Open Folder” window will appear. Select “Cdale PO Distributions” and click
on “OK”.

= NN R T N e 1219 2 &l ?

-
-
=0
Erm
=3

MNumber Release Line Shipment Distributi Item Description

127232 1 \[1 1 / 000000001696 | Waste disposa *

121232 30 1 N 1 l 000000001696 |waste disnosal

121232 20 1 1

121232 10 1 1

%

121232 1 1 1

MNam Owner
L

Delivery Inty, CFORD@SIUMED.
PO Distribut ALOGAN@SIUMED
PO Distribution PKLOOST
PO Distribution JWALKER
PO Distribution Jea JWALKER

4
S e 3

Clear MNew Release (E
Eind OK Cancel
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The Purchase Order Distributions screen will now be modified and you will be able to view the PO
Distribution charge account(s).

Distribution Number Charge Account

File Edit View Folder Tools Inquire Window Help

= Find Purchase Orders
'D Purchase Order Headers

O |Purchase Order Lines

O Purt Order Distributions
Bl cdale PO Distributions

Waste dis, 2100201.22501.210201.20125.29611.30.50000.7197.
Waste dis, 2100201.22501.210201.20125.29611.30.50000.7197.
Waste dis, 2100201.22501.210201.20125.29611.30.50000.7197.1
Waste dis, 2100201.22501.210201.20125.29611.30.50000.7197.

After detefmining the correct PO line, you are ready to enter the Release. Click on the “New
Release” button.

Entering the Release:

Complete the Header information in the usual manner (ie. DFF information).
Within the Shipment Lines Section, tab to the “Line” Field and enter the line number that applies.

Tab to the “Shipment” Field and enter 1. The original “Org”, “Ship-To”, and “Quantity” fields are
automatically populated.

NOTE: The quantity amount shown is the remaining balance of that line.

18
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Highlight the dollar amount in the “Quantity” field and change it to the dollar amount that applies for
that line for the current release. TAB

File Edit Wiew F T indow Help

HYO o889 P £ IDER  LDID 1 ?

© Purch Order Summary to Rel )

Opertng Un
PO, Rev ! Release m ! Created
<. |ED BURRIS DISPOSA Site Contact
Buyer Status Currency [UE3H]

Tatal

e

Mum  shipment Org  Ship-To UOM Quantity Price

!I1 Per Releases-(|[Each |5 1

[tem Waste disposal services for University Housing residence halls-TOWERS
R Conut

o ][ tevraes J[ o [ w0

Save the entered information in one of the following methods:

1. Click on the yellow SAVE button on the Tool Bar.
- or -
2. Press Ctrl and S keys.
- or -
3. Choose File option from the menu, then choose SAVE.

19
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Click on the paperclip button on the tool bar to add an attachment. Make sure your cursor is within
the Release Lines Area.

File Edit View Fo|dsr Tools Window Help

B G o8 gG P L N EgE] LR

=) Purch Order Summary to Rel 40

Sl fies SIU Operating Unit
ON=EN 127232 0 Release [IJN (O O . 09-JAN-2018 14:12

=1140=+ ED BURRIS DISPOSA == TCARBONDA B63 %=+ BURRIS, GREG
=N Abell, Deborah Ann Status Currency

Total

-3

Mum  shipment Org  Ship-To UOM Quantity Price
B CPO |Per Releases (|Each £ 1

ltem Waste disposal services for University Housing residence halls- TOWERS
Receg orets

 Gex ][ oo [ e J[ rmo

The “Attachments” window will appear:

File Edit Wiew F ndow Help

B e @ 147 - 8 G P26 D A0 2

[ © attachments - 1,

Entity Mame: PO Shipment

M| |nclude Related Documents Publish to Catalog

G [ rewreese@ J| neweo | Few

20
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Tab to the “Category” field and enter “To Payables”.
Within the “Description” field enter: PO # plus release #. (For Example: 127232-40)
Within the “Data Type” field enter: Short Text
Enter information concerning the release within the large description area. Entry of the invoice
number and a brief description is required. Please limit the description(s) to 50 characters or less.
This information will actually print on the Vendor’s check.

Note: Releases on Planned Purchase Orders for services must include the beginning and

ending dates of the service(s) performed.

Example of Description format for commodity purchases:

Invoice #12345 Trash Bags

File Edit View Foldzr Toolz Window Help

AP0 0 BSP L I DHER | LOD )57

'G Attachmenis - 1, |

_ Seq_ Category Data Type
Jl10  [To Payables Short Text

Entity Mame: PO Shipment

Inv #12345 trash bags

B |nclude Related Documents Publish to Catalog

EETED IR BT BT

21
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Example of Description Format for Services:

Invoice #54321 Waste Disposal for the period 12/1/17 thru 12/30/17.

File Edit View Foldzr Toolz Window Help

Data Type File or URL
To Payables Short Text

Entity Name: PO Shipment

Inv #54321 Waste Disposal for the period 12M1/17 thru 1231117

M| |nclude Related Documents Publish to Catalog

e ] teriemen [ teweo  J|  Feew ]

Save the Attachment in one of the following methods:

1. Click on the yellow SAVE button on the Tool Bar.
- or -
2. Press Ctrl and S keys.
- or -
3. Choose File option from the menu, then choose SAVE.

Click on the “Approve” button in the lower right corner of the screen. The “Approve
22
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Document Screen” will appear.

File Edit View Window Help

TRE L2 P 2

Approval Details

~Encumbrance

[ Reseme " Unresene Unreserve Date |

M Use GL Override I"Use Document GL Date to Unreserve Accounting Date .

~Approval

[ Submit for Approval Forward From

I™ Forward Approval Path

Forward To

Nate Dept Buyer Approval

Change
Summary

~Transmission Methods

[ Print

I Fax FAX Mumber
[ E-Mail E-Mail Address

The "Submit for Approval" button is automatically checked.

e If you have approval authority, add a note (similar to the one above) and click the “OK”
button.

¢ If you do not have the authority to approve, click on the "Forward" button, make sure
the "Forward To" field is correct, add a note similar to "For your approval" and click on
"OK." The release will be forwarded to the individual listed in the “Forward To” field for
approval.

23
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The Release Screen will reappear. Make sure that the status area indicates that the release
is “Approved, Reserved”.

File Edit View Fuoldzr Tools Window Help

B e & (&7 “ﬁ*ii%@menf‘ma@rx[ﬁrﬁa

O Purc| Order Summary to Re 5

o= E L EELTTE SIU Operating Unit
PO, Rey 127232 m Release m m #cin D9-JAN-2018 14:1

=i |[ED BURRIS DISPOSA Site 1CARHDNDA J *:-= BURRIS, GREG
-+ Abell, Deborah Ann Status ppr , Approved, Rese Currency
Total

=

Mum  shipment Org  Ship-To UOM Quantity Price
1 Per Releases(|Each |5 1

ltem \Waste disposal services for University Housing residence halls-TOWERS
gaconng oo popon

To exit the Release screen, choose File option — Close Form.
The Invoice must be forwarded to Accounts Payable for payment in the following manner:

» If Vendor’s invoice is less than a standard 8 %2 x 117, invoice must be taped to a
full sheet of paper.

> In top right hand corner of invoice, with a red pen, the following information
should be listed:

PO #

Release #

Beginning Date} Required for
Ending Date Services ONLY!

24
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» One (1) Invoice per Release

«+ Enter a release for each invoice.

% By entering releases in this manner, information regarding particular invoices will be
easily obtained.

> Release Attachment Format:
< Invoice Number

»  Brief description of purchase or service performed. (Please limit the description(s) to
50 characters or less. This information will actually print on the Vendor’s check).

< Beginning and Ending Dates of Service(s) performed
(Required only on services)

» If Vendor’s invoice is less than a standard 8 2" x 117, invoice must be taped to a full sheet of
paper.

> In top right hand corner of invoice, with a red pen, the following information should be listed:

PO #
Release #
Beginning Date [ Required f
Ending Date eS(;l:.i/rii(lSor
ONLY!
25
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