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Using Purchase Order Summary

The Purchase Order Summary allows you to search for an existing purchase order, locate and
verify the status of releases, and view the action history.

This information is especially helpful if you forget to write down your release number or are not
sure if you remembered to approve the release.

On the Navigation Screen, double click on “Purchase Order Summary.”

& Oracle Applications - TRNT Training & Documentation
PP g

ORACLE’

File Edit View Folder Tools ‘Window Help

SIGEIRGEN Documents

Purchase Order Summary

Purchase Order Summary Top Ten List

SIU Releases

+ PO Ch Hist
S ey 3]

) [«
[
=)

iy start

The “Find Purchase Orders” window now opens and the cursor automatically moves to the first
field, Number.
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If you know the Purchase Order number, enter it here, click on the “VIEW RELEASES” button
and hit the “FIND” button. This is the quickest way to retrieve a purchase order.

@ Oracle Applications - TRNT Training & Documentation

File Edit View Folder Tools Inguire Window Help ORACLE

G5 VSPIADD#
O Find Purch . B i
Mumber |G98F7] |— Type
Release ,_ Currency ,_
Supplier Site
Ship-To Ory [ Show External Lacations
Bill-To LineType [
Ship-To Buyer
Line ,_ W Wiew Releases
Shipment ,_ [7 Consumption Advice

[ Global Agreement

BN Date Ranges Status  Related Documents  Deliver To  Accounting  Projects

~ Results
ltern, Rev ’_ ® Headers
Category C Lines
Description | ' Bhipments
Supplier ltem  Distributions
wl
Consigned l:l

( Clear ) { New Release (B) | [ Mew PO Find (J)

NOTE:

You may also click on the list of values icon, which will show you a list of purchase orders you

are allowed to view. A list of existing purchase orders will appear and you may highlight any of
them and click ok.

You may also search by Vendor by entering their name in the “Supplier” field and
clicking the “FIND” button.
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Checking the Status of a Purchase Order

The Purchase Order Headers Summary appears. From this area you can check the status
of the original purchase order and see any releases that have been entered and their
status:

Slide the horizontal scroll bar to view the “Approval Status” column.

& Oracle Applications - TRNT Training & Documentation

ORACLE’

File Edit View Folder Tools Inguire Window Help

BSP ADDER ALDPDEI?

Release Rev Description Type Global Owning Org Approval Status
._| |I] |fyl]? library materials ‘Planned Purct [ | ‘Appmved =
[T ] |2 |I] |fyI]T library materials ‘Scheduled Rel [ | ‘Appmved

[ ] |1 |I] |fyl]T library materials ‘Scheduled Rel [ | ‘Appmved
| | | \ c | \
| | | \ c \
| | | \ c | \
L | | \ c | \
| | | \ c \
| | | \ c | \
| | | \ C | \ &
g T | 3
( Lines )I ( Mew Release | I [+ PO | Open I

Consigned &

Clear New Release (B) [Mew PO Find ()

sha. | Go. o, [Sha. 2 43°F &) . 3:08PM
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You may move the horizontal scroll bar at the bottom of the screen to the right to reveal
more fields.

The very last field to the right is the closure status and will let you know if a purchase
order has been cancelled or closed.

& Oracle Applications - TRNT Training & Documentation

ORACLE’

File Edit “iew Folder Tools Inguire Window Help

11 DR Vel T et T T o R W

ency Amaount hatched Amount || Buyer ClosWre Status Cancelled [1]
[ [ | 1,600,000.00 | £95,000.00 |Parrish, Richard 1|Open O PLANNE =
] | 1,500.00 | 0.00 [Abell, Deborah A1 Open O 2007.453
) | 695,000.00 | 695,000.00 [Batteau, Staci An [Closed O 2007 453
| | | | o ]
| | | | o :
| | | | o :
_ | | | | o
_ | | | | O
| | | | o
| | | | | o | -
T 00— V00 =

( Lines jl ( Mew Release | I [ewe O | Open l
Congigned <

Clear Mew Release (B) [Mew FO Find (1)

f.’;f;rt Z @& | Ao. [As. [@L. Ao, |do. [do. Bo. [za | Ao. [BHo. [Sha. 2 43°F &) 3:10PM
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Checking if a Releases has been matched & processed for Payment

You can tell if a release has been matched and processed for payment by:
» Placing cursor on the Release number.

» Clicking on INQUIRE from the menu bar, select VIEW INVOICES. Hit
ENTER.

The following screen will open within Internet Explorer windows:

- X
& https/ais-prod.siu.edu4448/0A_HTML/RF jspifunction_id=10216778uresp_id=304578umesp_appl_id=201&securt O ~ @ © |2 Oracle Applicatio.. (2 Oracle Applicati.. & Purchasing: V.. MRS 1C)

File Edit View Favorites Tools Help X @cqmn - Selecl
o5 2] Suggested Sites v 27 AIS & P-Card £ Budget Office £ My CallPilot ] Procurement = SIU [ AS [F] SAMS1 hrg-o 7

SOUTHERN ILLINOIS UNIVERSITY

Administrative Information Systems

n Navigator v B Favorites ¥ Preferences Close Window

Invoices for Schedule Release 69877-1, Rev 1

Supplier On Payment Remit-to Remit-to Due PO
Invoice Invoice Date ~ Type  Supplier Site Currency| Amount Due Status Hold Status Supplier  Supplier Site Date Payment Number Receipt Attachments
11234 20-Sep-2006  Standard EBSCO INDUSTRIES ~ 4CARY  USD 695,000.00 0.00 Approved Paid 22-SEP- 27000531
INCORPORATED SILVE 2006

Preferences Close Window
Privacy Siitement Copyright (g} 2008, Oracle. All rights reserved.

Invoice # Check #

Click on the Payment number and the following screen will appear with more payment
information:

& https://ais-prod.siv.edu4448/0A_HTML/OA jspTOAFUnc=POS_PAYMENT DETAIL&Psymentld=%7BILLOVDeHV O ~ @ C || (2 Oracle Applicatio... (= Oracle Applicati... & Purchasing: ... % o v
File Edit View Favorites Tools Help x @C{)Mﬂ ~ B Select

2

5 &) Suggested Sites v & 2 P-Card 2 Budget Office 2 allPilot 27 Procurement /=) E - B -
& &) suggested S AlS ) P-Card &) Budget Offi My CallPil P @ sy [ as @) samst =

SOUTHERN ILLINOIS UNIVERSITY

Administrative Information Systems

N Navigator ¥ B Fayorites v Preferences Close Window

View Invoices >  Invoice Details >
Payment: 27000531 (Total USD 695,000.00)

Export
Payment Datgf 28-Sep-2006 Supplier EBSCO INDUSTRIES INCORPORATED
Methof Check Supplier Site 4CARY SILVE
Statfs MNegotiable Address 1140 SILVER LAKE RD

Status Dfte  28-Sep-2006
Remit-to Supglier EBSCO INDUSTRIES INCORPORATED
Remit-to SuppliefSite  4CARY SILVE

CARY IL 60013-1685
Bank Account State Voucher Tape

Included Invoices
Invoice ‘Immioe Date ype Currency Amount Status Payment Status Y PO b ip Attachs
11237 20-Sep-2006 Standard usD 695,000.00 Approved Paid 695,000.00

Return to Invoice Details

Preferences Close Window

Privacy Statement Copyright (cj 2006, Oracie. All rights reserved.

Payment Date
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Determining the Ending (Expiration) Date of a Planned PO

All Planned Purchase Orders have beginning and ending dates. These dates determine
when a release can be entered into AIS.

> A release cannot be entered into AIS prior to the beginning date of the Planned
Purchase Order.

> A release cannot be entered into AIS after the expiration date of the Planned
Purchase Order.

To determine the expiration date of a Planned Purchase Order, query the PO thru PO
Summary. Within the Purchase Order Headers window, click on “Folder” and select
“Show Field”.

& Oracle J\pplications - TRNT Trainina & Socumentation = B
File Edit “Fu!dtﬂ Todls Inguire Window Help ORACLE
= % G\ Mew. %

O Find Purcha: J

Mum — Description Type Cwening Org Ap
.m Hide Field - ||] |fyl]? library materials |Planned Purct [ ,7 W;
,_ Move Right L ||] |fy|]? library materials |Schedu|ed Rel [ ,7 W
,_ Mave Left ||] |fyl]? library materials |Schedu|ed Rel [ W
A Move Up o | | | C |— :
L ,_ Move Down _| | | C ,7|—
T | | c [ =
l_ Shrink Field | | | C ,7|—

L ,— Change Prompt.. _| | | C ,7|—
X ,— Autosize All.. | | | - l_ |_
| [ senpata. | | | E C I
O Wiew Query... ,
| viewd |
Reset Query
[.%j ( Mew Release | I [ PO | Open '

Consigned &

Clear New Release (B) [Mew PO Find ()

sha. | Go. Bo. [Sha. 2 4°F &) . 3:16PM
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A “Show Field” window will appear, scroll down and select “Expires On” and

click on “OK”.

& Oracle Applications - TRNT Trai g & Documentation
PP i1

Planned Purg
Scheduled
Scheduled/Rel

Owning Org
Ap ~
Ap
Ap

Eile Edit Wiew Folder \oals Inguire YWindow Help
r PRSP I R DD AP O G ?
Murnber Release Description
. 07 library materials
69877 2 07 library materials
69877 1 07 library materials
1 Cancelled B
Cancelled Dakg
Closed Date
Lines Confirmed Order
Consurnption Adyi
Consigned Contract Templatg
Effective Date
Clear
in list: 51

ol AL 2 41°F ®)

The “Expires On” column will be added to the Purchase Order Headers window:
Expiration Date:

Mumber Release Rev Description Type Global Owwning
.,W o |fyﬂ? library materials |Planned Purct

69877 30-JUN-ZOO7 2 o fy07 library materials |Scheduled Rel

69877 30-JUN-2007 1 o fy07 library materials |Scheduled Rel

nnonnnnnnnnn

Lines ( Mlew Belease I e B | Qpen I
Consigned =
Clear MNew Releaze (B) MNew BO Find (1}

» Can not enter a release against this Planned Purchase Order
after June 30, 2007.
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NOTE:

Departments utilizing Planned Purchase Orders should pay particular
attention to the expiration date.

If an invoice has not been received for a purchase against a Planned
Purchase Order and the Purchase Order will expire within 1 week, a release
for an estimated amount of the purchase should be entered into AIS. Upon
receipt of the invoice, the release can be adjusted (increased/decreased).

Remember:

> A release cannot be entered into AlS prior to the beginning date of
the Planned Purchase Order.

> A release cannot be entered into AlS after the expiration date of the
Planned Purchase Order.
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Viewing the History of a Purchase Order or Release

To View Action History:

» Clicking on INQUIRE from the menu bar, select VIEW ACTION HISTORY.
Hit ENTER.

This will provide information on the purchase order or release from original
entry date to current date.

10
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Checking Your Notifications:

> Itis very important to keep your notifications cleaned up.

> When a release is approved, a confirmation will appear in your notifications.
You will have to manually remove these confirmations.

» If you fail to approve a release, a reminder will be posted to your notifications.
By opening the release through notifications, you can approve it. Failure to
approve releases will delay payment to the VVendor and Accounts Payable will

return your invoice.

> Failure to clean your notifications will slow response time and will hinder your
ability to locate important reminders.

» To Check your notifications, the path is as follows:
From the navigation screen, select NOTIFICATIONS SUMMARY and
OPEN.

A Worklist Screen will appear:

2 Oracle Workflow: Notifications - Microsoft Internet Explorer

File Edit View Favorites Tools Help

EEX

</ \ﬂ @ _h /-._\J Search \:,‘:'\‘( Favorites e} 3 - 7 Gouglev|

>

Address |5Ej http: ffmarvin, siv.edu: 8030 /0A_HTML/RF . jsp?function_id=27818resp_id=504278resp_appl_id=2018sea. ¥ | Go Links ** '@ -

Worklist

View |Open Motifications Vl&}

Select Notifications: | Open | [ Reassign |

Select All | Select None

Select From |Type ISubjec‘l

ORAC I_E. Preferences Help Close Window

Sent IDue I

[] Abell, Deborah Ann FO Approval Scheduled Release 68740-36 has been approved

& TIP Vacation Rules - Redirect or auto-respond to natifications
@& TIP Worklist Access - Specify which users can view and act upon your notifications

Preferences | Help | Close Window
Copyright (c} 2008, Oracle. All rights reserved.

18-Jan-2007

Privacy Statement

&1

0 Internet
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To Remove Confirmation Notices of Release Approval:

» Click in the “Select” box directly to the left of the Approval
Confirmation and glick on the “Open” button at the bottom.

izl AIS Helpful Hil 3 Oracle Work flow: Notifications - Microsofc Internet Explorer
File Edit Viey Favorites Tools Help
File Edit View 1

- - - ) Back

DB B@k{h Sﬁ*F m@@ Googl

4 Blo FalvEss @"iﬂi‘!Hmarvin,siu.edu:8030[0AJ#ML!R.F.jsp?ﬁ.lnchoniid=27’81&respiid=50497&&5973ppljd=201&seq v| Go  Links * @ -

[] DRAC]_E / Preferences Help Close Window ‘.F - - Ai
Workligt

Selegf Notifications:
Selegt All | Select Mone
From |Type |Subjec1. |Sem.T |Due |

Abell, Deborah Ann PO Approval Scheduled Release 68740-36 has been approved 18-Jan-2007
& TIP Wacation Rules - Redirect or auto-respond to notifications.
& TIP Worklist Access - Specify which users can view and act upon your notifications.

View

Go

Reassign

Preferences | Help | Close Window
Copyright (c) 2006, Oracle. All rights reserved Privacy Statement

H Do

B (== <|

Draw ~ k AutoSh|

Page 12 Sec 1 |€] http:/jmarvin.siu.edu:8030/0A_HTML/RF. jsp?function_id=27818resp_id

=50497&resp_appl_id= 4 Internet
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The following window will appear:

M Notification Details - Microsoft Internet Explorer

File Edit  View Favarites Tools Help

eBack - \_) |ﬂ @ _;j //__\J Search ‘-fj:(Favorites @ [‘_:

Google - |

vl”

Address 48] http: /fmarvin. siu.edu: 8030/0A_HTML/OA.jsp? _rc=WF_55_NOTIF_PAGES_ri—0&O0AHP =WF _SELF_SERVT V| Go Links **

n@-

ORACLE Close Window FPreferences Help

o~

(i) Information

This notification does not require a response.

Scheduled Release 68740-36 has been approved

L OK ) [ Reassign ) (| Reguest Information )

From Abell, Deborah Ann
To Abell, Deborah Ann
Sent 18-Jan-2007 11:46:32
ID 337032
Scheduled Release 68740-36 has been approved.

Scheduled Release 68740-36 Amount: USD 5.00; Tax: USD _
Description:

Preparer: Abell, Deborah Ann CIICk on the
Mote: Dept Buyer Approval “OK" bUtton

Release Shipment Details

Shipment

number Item Number Rev. Item Description |Unit |Quantity Price Location

1 000000001696 SIUC Student Center Each 5 1 Mot Applicable-Cdale

|
[

#&] pone & Internet

The following window will appear:

‘2l Oracle Workflow: Notifications - Microsoft Internet Explorer

File Edit Wieww Fawvorites Tools Help :,'
- — a >>
. ~ y M ) -

e Back = > p: f lj ' Bearch = Faverites @ Google | ~ |>>
Address @ http: ffmarvin, siu. edu:B030,/0A_HTMLOA. jsp?_rc=WF_S5_MNOTIF_PAGES,_ri—08_ti=202262736380apc—= v| Go Links >> | &y -
DQACI_E Preferences Help CI?se Window

Worklist
Wiew |Open Motifications V} So )
Select From Type Subject Sen Due

There are no notifications in this view.
& TIP Wacation Rules - Redirect or auto-respond to notifications
& TIP Worklist Access - Specify which users can view and act upon your notifications

Breferences | Help | Close Window
Copyright (c} 2008, Oracle. All rights reserved.

Click on
“Close
Window”.

Privacy Statement

&] bone & Internet
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Resolving a GL Date Error Message:

A GL Date Error means that the accounting period in which the release was
entered/created has been closed. This error message will usually occur at the
beginning of a new month. For example: A release was prepared at the end of a
particular month and was not completed or approved prior to the close of the
General Ledger Accounting and the Purchasing periods for that particular
month.

NOTE: In this example, the release was originally entered on December 22,
2006. However, for some reason, the release was not approved in December,
2006. The current date is now January 18, 2007. If the Departmental Buyer
tries to approve the release now, a GL Date Error Message will appear. The GL
date of the release must be changed to a date within the current month (For this
example, the current month would be January, 2007).

The Departmental Buyer must open the “Incomplete” release, and go into the
“Distributions” screen of the release by clicking on the “Distributions” button.

EBX
ORACLE

@ Oracle Applications - TRNT Training & Documentation

File Edit View Folder Tools ‘Window Help
BP0 G HISP I RDBDEA LB D

O Purchase Order Summary

PO, Rev [69877 b Release |2 0 Created |17-JAN-2007 16:27

(SIU Operating Unity - BR877-2 -ooer

Supplier |[EBSCO INDUSTRIES It Site [4CARY SILVE Contact
Buyer |Abell, Deborah Ann Statug |Requires Reappro Currency
Total 1,500.00
(20
Shipments hare Status ltem
— Source
~ MNum  Line Shipment Org  Ship-To UOK Quantity Price Promised [ ]
B 1 1 CPO [Not Applicable Each [T [ I | [ =
EElE | | - 0.
_ | | [ ] [ ] | U4 | s
_ | | [ | [ | L
| | [ ] | | [=
Al PSSP | »
[tern |I]I]I]I]I]I]I]I]I]1BI] |PLANNED PURCHASE ORDER for the period [Hﬂ]ﬁ-ﬁﬂﬂfﬂ? for purchase o L
( Receiving Contrals... | [ Agresment | [ Distributions | I Approve... )
Clear Mew Release (B) [ewe PO Find (J)

iy start @€ Ao [do. [Bn. [Fon. or. [230°F & w0
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The “Distributions” screen will open. Using the slide bar, locate the “GL
Date” field. Highlight the value within the “GL Date” field and enter the
current date. Close the “Distributions” screen.

@ Oracle Applications - TRNT Training & Documentation

File Edit View Folder Tools Window Help DRACE'
B GBS P R DNPEAX LB ?

© Purchase Order Summaryto Rele perating Unif) - 69877-2

'O Distributions (SIU Operating Lin

Destination hlore Froject
Recovery %erved
Nurm  Quantity Charge Account Rate GL Date []
K 1500 2010000.21051.272335.00000.00000.14.5(0 |22-DEC?I]B [0 [n=

1T

| |
| | L/
| |

| o
a Iy A | »

~ Account Description /
Charge |STATE APPROPRIATIONS.LIBRARY AF Budget |STATE AI?ROPRIATIONS.LIBRARY AF
Acecrual |STATE APPROPRIATIONS.LIBRARY AF Wariance |STATE;f’PROPRIATIONS.LIBRARY AF
/
R
ltern 000000000180 PLANNED PURCHASE ORDER. for the pefiod 7/1/06-6/30/07 for purchase o

Receiving Contrals... Agreement Distribftions Approve. ..

Clear Mew Release (B) / [ewe PO Find (J)

‘4 Start

Change the date to one within the current month.

The GL Date Error Message has been resolved. The Release can now be
forwarded or approved.
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Changing the Dollar Amount of an Unpaid Release:

Occasionally, the dollar amount of an entered Release needs to be changed.

The dollar amount of a Release can only be changed if the Release has not been
matched or paid by Accounts Payable.

For example:

Release #2 against PO #69877 was entered for $1500.00. It was discovered that
the invoice was actually for $1600.00. A change to the total amount of Release
#2 needs to be done.

1. Query the Release through Purchase Order Summary.

2 Oracle Applications - ThRN1 Training & Documentation

ORACLE

Release ’_

Currency

Supplier Site
Ship-To Org [~ Show External Locations
Bill-To ine Type
Ship-To Bwyer
Line ¥ iew Releases

Shipment [" Cansumption Advice
[~ Global Agreement

W8 Date Ranges Status  Related Documents  Deliver To  Accounting  Projects ~ Results
ltern, Rev ,_ ® Heagers
Categary O Lines
Description |  Shipments
Supplier tem  Distributions
wil
Consigned l:

( Clear ) [ NewRelease (8] H Wew B0 Find (J

fgstat ~ @€ [3o0. 3
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2. Verify that the Release has not been “matched”.

An unmatched release will have 0.

& Oracle Applications - TRNT Training & Documentation

File Edit View Folder Tools Inguire ‘Window Help

Q0 in the Matched Amount column.

BX
ORACLE

HYPOIHEHEBEP LN DHEHA LD ILR?

1 | Apnroval Sta | Change Status||Order Date Supplier Supplier Site Currency Ammount
B oproved | 06-JUL 2006 13 [EBSCO INDUSTRI |4CARY SILVE [usp | 1,600,000.00 | “\695,000.00 i~
Release #2 —— [Approved | [17-JAN-2007 16 [EBSCO INDUSTRI [4CARY SILVE [usp 1,500.00 | LT [t
information " [Approved | 21-SEP2006 D¢ [EBSCO INDUSTRI |4CARY SILVE [usp /? £95,000.00 | 695,000.00 [t
If | |

=

1

1]

( Lines J ( hew RHelease

Consigned N

stat S @€ [Fon.

A matched Release y
column.

3. Open the “unmatched” Release.

Bo.. 233%F &) uewem

ave a dollar amount in the Matched Amount

4. Un-reserve the Release by clicking on the “Approve” button.

& Oracle Applications
Eille Edit Wiew
= e ©

TRNT Training & Decumentation
I s ¥¥indow Help
|

parsting Lnit - § TN

PO, Rew | SEEE o Raleaze |2 o Croated [17 -IAN.2007 16:27
Supplier [EBSCO INDUSTRIES 1t Site [4CARY SILVE Contact |our.u cATHY
Bluysr |[Abeil, Deborah Ann Status |[Approved, Resen Currency |USD
Tetal : 1.500.00
1 [201 )
Mare Status Itarm
— Source -
Mum Line =‘r vipment O Sh UOM Guantity  Prie Prormised L
m- [ [cPo |n..‘ n....li ,.m.lFu sh [1500 [ [ *
: = - LI i |
— = - - | |
; I - - | |
| | | | | | | | |
L]
itern  [0DDOOOO0O B0 [PLANNED PURCHASE ORDLR for the poriod 771066
( Eeceiving Controls.. ] [ Agrecment ] Distributions |

[esli=1T]
oOoORACLE

Clany Maw Reloase (E)
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5. The Approval Document window will appear.

& Oracle Applications - TRNT Training & Documentation

File Edit “iew Folder Tools Window Help

ORACLE

B0 §HBSGP £ DIDBEx LD@D5% 7

E brance
[ Resenve W Unreserve Unreserve Date ,W
[TUse GL Override ‘se Docurnent GL Date to Unreserve Accaunting Data ,7 po
20
—Approval
[ Submit far Approval Forward From | [
I Farward Approval Path |
Fanward To |
Note [te change dollar jmt from $1500 to $15I]I]| %
M
Change \ =
Summary &
Tr ission Mett ‘ \
[ Print DL
CIFax FAX Nlmber CED| —
[ E-Mail E-Mail Address
\
\ \ ( oK X | [ cancel )

19 Start T EE | Ao Jor. @ In...

Click on the “Unreserve” box.

2:14PM

2 3%6F &)

Add a notation in the “Note” field which
describes the change you are making.
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6. A “Decision” box will appea
completed successfully.”

Click on the “OK?” button.

& Oracle Applications - TRNT Traiving & Documentation

File Edit Yiew Folder Tools Window N

r stating: ““Your Budgetary Control action

B0 58 P/

OFine ==
© Pur

PO, Rev
Supplier

EBSCO INDUSTRIES It

Euyer Abell, Dehorah Ann

[
e

=

1 ?

17 -JAN-2007 16:27
OLSEN, CATHY
uso

Created
4CARY SILVE Contact
Requires Reapprc Currency

Total 1,500.00

[Zl]\]

Mare Status
— Source
Mum  Line Shipment

11

[

ltem 000000000180

Receiving Cantrols

o]} © Decision -
CP

PLANHED PURCHASE ORDER for the period 7/1/06 6/30/07 for purchase o

Agreement Distributions Approve

Cleat

Wew Release (B) ew PO Find (J)

7. Go into the “Distributions”
“Distributions” button.

& Oracle Applications - TRNT Train’ng & Documentation

Eile Edit View Folder Tools ‘Window

2 37°F 2:20PM

3

screen of the release by clicking on the

ORACLE

BP0 GEBSPI

OFine' ~ -
© Pur

PO, Rev
Supplier
Buyer

EBSCO INDUSTRIES
\Abell, Debhorah Ann

?

Created ’m
Contact ’m
Currency ’ﬁ
Total ’W
[[20r)

Site [4CARY SILVE
Status |Requires Reappre

More Status
— Source
Mum  Line  Shipment

Org UOM Quantity Price Promised

Ship-T

[

CPO_[Not AppKcable[Each (1500

[ \

—
[ |
\

ltern [0D000D0D00180

|F'LANNED PURCHASE O

Receiving Contrals

RDER for the period 7/1/06 6/30/07 for purchase o
Agreernant | Distributions ‘ I Approve

| |

Clear

Mew Release (B) [Mew PO Find ()

Jor..

SR

For..

@ In...
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8. The “Distributions” screen will open.
Using the slide bar:
» Locate the “Quan

$1600).

& oracle Applications - TRNT Training & Documentation

File Edit View Folder Tools Window |Help

tity” field. Highlight the value within the “Quantity”
field and enter the correct dollar amount. (In this example, enter

> Locate the “GL Date” field. Highlight the

value within the “GL Date” field and enter the
current date.

> Close the “Distributions” screen.

LEX
ORACLE

1it) -

Destination Mare Project

L 2T D

Num oy Elamily Charge Account

Recuvek Reserve
Rate GL Date []

[179AN2007 |1

| | L

[

TTT]

|
|
\

4

1 1500 [2010000.21051.272335.00000.00000.14.5(0
|
|
|

| |
| | L
| | (=

i~ Account Description

Charge ‘STATE APPROPRIATIONS.LIBRARY AF
Accrual ‘STATE APPROPRIATIONS.LIBRARY AF

Budget |STATE APPROPRIATIONS.LIBRARY AF
Yariance |STATE APPROPRIATIONS. LIBRARY AF

ltern 000000000180

Receiving Controls Agreetnent

JR—

PLANNED PURCHASE ORDER for the period 7/1/06-6/30/07 for purchase o

Distributions Approve

Clear New Release (B)

Mew PO Find (J)
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9. Highlight the incorrect amount in the “Quantjty” field and change it to the

EIBIX]
ORACLE

rd nrnary to

PO, Rey (69877 0 Release |2 o Created |17-JAN-2007 16:27
Supplier |EBSCO INDUSTRIES It Site [4CARY SILVH Contact |OLSEN, CATHY

Buyer |Abell, Deborah Ann Status |Regquires Regppre Currency (USD
Tatal 1,500.00
[fouy

Mare Status Item

— Source
Murn Line  Shiprnent Org  Ship-Ta UOK uantity Price Pramised [

Lind I (OO @\Nm Applicable|Each ’17’7 F:
| ] | | mE
| | L
| | [=

3

ltem ‘l][ll][ll][l[l[l[ﬂﬂl] |PLANNED PURCHASE ORDER for the period 7/1/06 6/30/07 for purchase o

( Receiving Cantrols. .. | [ Agreement ‘ [ Distributions | I Approve. . )

Clear MNew Release (B) [ew PO Find ()

10. Make sure that the Release has the correct dollar amount in the “Total”
field. Click on the “Approve” button.
DEx

& Oracle Applications - TRNT Trai & Docunventation
File Edit View Folder Tools Window Help ORACLE’

b & @ [
O [Finet ===
T o U Operatinge Unit)

PO, Rev [69877 ) Releaye 2 0 Created |17-JAN-2007 16:27
Supplier |EBSCO INDUSTRIES It Site\[4CARY SILVE Contact [OLSEN, CATHY

Buyer |Abell, Deborah Ann Status  |Requires Reappre Currency |USD v
Tatal 1,600.00

[0
More Status ltem
urce —————————
Org  Ship-Ta UOK Quantity rice Promised

Murn Shipment
N

[ g h CPO [Not Applicable[Each 1600 [
_ 1 N\ |

|

|

I

|
[ ] [ ] |

| [ ] [ I \
|

mERER

) [ [ N\

i | | \
Al | 2

4

Q1]

ltern ‘l]l]l]l]l]l]l]l]l]1Bl] ‘PLANNED PURCHASE ORDER for the period 7/1/06 830/07 for purchase o
( Receiving Controls... ‘ I Agreement ‘ I Distributions Lpprove. .. )
Clear Mew Release (B) [lewe PO Find {J) J
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11. A “Note” window will appear. Click “OK”.

& oracle Applications - TRNT Training & Documentation

ORACLE

File Edit Wiew Folder Tools Window Help
SRR < P80 | £ 5§ 05k

O|Fine =
rating Unit) -

O Purc
PO, Rey 69877 0 Release 2 1 Created 17-JAN-2007 16:27
Supplier EBSCO INDUSTRIES It Site 4CARY SILVE Contact OLSEN, CATHY
Buyer Abell, Deborah Ann Status  Revquires Reappro Currency USD
Tatal 1,600.00
[ 200
More Status ltem
urce
Murn Shiprment [1
m -
4 »
ltern 000000000180 PLANNED PURCHASE ORDER for the period 7/1/06 6/30/07 for purchase o
Receiving Contrals... Agreerment Distributions Approve..
Clear Mew Release (B) Iew B0 Find (J)

12. Add a note in the “Note” field and submit for re-approval (by clicking on
the “OK” button) or forward the release to an authorized approver.

& oracle Apelications - TRNT Training & Documentation

ORACLE

File Edit Wiew\Folder Tools ‘Window Help

Encumbrance:

Unteserve Unregere Date
se Document GL Date to Unreserve Accounting Date po

20 ]
—Approval \

¥ Submit for Approval Forward From

[ Resere
[Use GL Override

[~ Farward Approval Path
Forward T
Nate |R€anproving \ %
Change =
Summary s
T ission Methods \
[ Print CXML
[Fax FAX Number CEDI —
[ E-Mail E-Mail Address

% oK [ | Cancel )

FRM-40400: Transaction complete: 2 records applied and saved

/4 start
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