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CHAPTER 1 | ntroduction

Purpose of the Manual

This document describes procedures for performing routine functions of the approver in
the Distributed Purchasing System (DPS).

Purpose of the System

The DPSis designed to facilitate the process of preparing and approving requisitionsin
an automated environment. The electronic requisition process follows the same
methodology as a standard paper requisition method.

Overview of the System

The DPSisacollection of files, programs, and procedures designed to parallel and
automate the process of entering and approving requisitions. It is designed to operate in
atraditional “departmental” organizational structure, where requests are normally
routed through a department head, to a vice-president, and then to the purchasing office.
However, it has the flexibility to accommodate exceptions on an individual basis.

Each approver in the system can have one or more electronic signatures defined for
them in amaster list of approval signatures. These signatures can be defined as
conditional or unconditional; they can be conditioned on any demographic field of data
tracked on arequisition, the total dollar amount of arequisition, or a combination of
both. Y our campus’'s DPS administrator maintains the approval signatures and
conditions.

Each document author in the system must have a list of possible approval signatures
defined in a*“profile” for that author, thus allowing for individual signature profiles to
be customized to specific needs. Authors' profiles and approval lists are set up by the
DPS administrator on your campus.

The system provides easy expedition of requisitions, on-line inquiry of requisition
status, and reduction of time and effort in the reguisition process.

Relationship to the POI SE Fiscal Reporting System

The DPS is designed to enhance the purchase order processing in the POISE Fiscal
Reporting System. The DPS delegates the requisition data entry to the user submitting

Distributed Purchasing System Approver’s Reference Manual 1-1



Accessing the System

Introduction

therequest. Thisrequest flows electronically through the approval process until it
reaches the purchasing office. In the purchasing office, the requisition is converted to a
purchase order and transferred to the POISE Fiscal Reporting System. Oncein the
POISE Fiscal Reporting System, the purchase order is processed as usual, except initial
dataentry is not required.

When arequisition is entered, the DPS compares the requisition total against the
working available balance of each applicable account. Therefore, the author will know
if the requisition was created against an account with a deficit balance or resulted in a
deficit balance on an account. System controls can be put in place to delete the
requisition or forward the requisition to an assigned “Budget Director” for approval.

When an individual is designated as an author in the DPS, the individual isrestricted to
the accounts for which he or she is allowed to create requisitions. This prevents authors
from creating requisitions on accounts that are not accessible to them or do not exist.

Accessing the System

FIGURE 1-1

To access the DPS, a username isrequired. After the terminal is turned on, enter the
username and password as shown in Figurel-1.

Entering a Username and Password

Username:
Password:

FIGURE 1-2

DPSUSER

Username:
Enter the username and press RETURN. The username appears on the screen in
capital letters.

Password:
Enter the password and press RETURN. For security reasons, the password does
not appear on the screen asit istyped.

The system should automatically access the DPS Main Menu. However, in some
instances, the system prompt ($) may appear on the screen. (This prompt appears when
you exit the Distributed Purchasing System.)

To access the DPS Main Menu from the system prompt ($), type DPS and press
RETURN. See Figurel-2.

Accessing the DPS Main Menu

$ DPS

Distributed Purchasing System Approver’s Reference Manual



CHAPTER 2 Genera Information

DPS Main Menu
The DPS Main Menu is the primary menu in the Distributed Purchasing System
(Figure2-1).
FIGURE 2-1 The DPS Main Menu

4 )

DPFS HAIHN HENLU

STATUS Account Information Inquiry
REQ Requisition Entry

APPROVE Pending Approvals Hanagement
MAIL UHS Mail

Copyright <c> 1996

Campus America Inc.
ARROW and RETURH to accept, F18 or GTRL/Z to exit

The following options are avail able from the menu.

STATUS This option alows the approver to access the POISE Fiscal
Reporting System’ s Status inquiry program to view balances
and activity for selected accounts. (See the next section,
“Fiscal Status Inquiry,” page2-2.)

REQ This option allows requisition authors to access the DPS to enter,
update, delete, or inquire about requisitions. (See the Distributed
Purchasing System Author’ s Reference Manual for instructions.)

APPROVE  Thisoption allows authorized users to approve requisitions and
to review pending requisitions. (This option is explained in detail in this
manual.)

Distributed Purchasing System Approver’s Reference Manual 2-1



Fiscal StatusInquiry

General Information

MAIL This option allows users to send or read electronic mail.

Usethe UP ARROW or DOWN ARROW key to highlight the task to perform and press
RETURN; or type the keyword associated with the task (or enough letters of the
keyword to differentiate it from other keywords on the menu) and press RETURN. If
you enter the keyword, a*“ Selection?’ prompt will replace the instructionsin the
function row at the bottom of the screen, and the letters you type are displayed beside
the “ Selection?” prompt.

Fiscal Status Inquiry

FIGURE 2-2

From time to time, you may need to view information stored in the POISE Fiscal
Reporting System. Y ou may wish to view the balance of an account or activity on an
account before approving arequisition. The STATUS keyword on the DPS Main Menu
executes the Fiscal System FIS_STATUS program and accesses the Fiscal general
ledger files (GENLED and GLHIST) and transaction detail files (DETAIL and
DETAILHST).

To examine an account balance, select STATUS from the DPS Main Menu. You are
prompted for the General Ledger Account Number (Figure2-2).

Account Balance Inquiry

(/"

~

POISE College 35/96 Combined
Activity Display

G.

L. Acct #

Beg Yr Balonce

Preuious YTOD
Current  MATO
Acct Balance

Pending Regs.

EIIDGET|
Rew. Budget
WTO Actiwity :
Encumbered
Augilable Bal:
Harking Awail:

N

/

G.L.Acct #
Enter the account number of the record you wish to examine. You may enter a
partial number and press CTRL/L to see a list of account numbers. If the Fiscal
security option is activated, you are limited to selecting accounts open to you (see
the Fiscal Reporting System Technical Manual).

2-2
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Fiscal StatusInquiry

FIGURE 2-3

Before you enter an account number, you may enter /HELP, press the HELP key,
or press the PF2 key to display an options menu that allows you to select from a
list of display options for account information (Figure2-3).

Display Options

~

FOISE ED||EQE 95/96 Combined

Fiscal HActiwity Display

G.L. Acct #

Beq ¥~ EBala
Prewious YT
Current HNT
Acct Balanc
Pending Reqg

BUOGET)

Opt ions

) Display Current Records

)} Display History Records

) Display Combined

) Display Detail for a specific Fiscal Periaod
) Change Fiscal Years

) Browse Selectively by Dept or User

[F18

= 0uT | [PF2 ' F3 = LIST! {00 = CnO |

W

The display options are explained below.

Exit This Program: Exits the program and returns to the menu. Typing /OUT or
pressing F10 at the “G.L. Acct #* prompt has the same effect.

Display Current Records: Displays transaction records that have not been through
end-of-month processing (from the DETAIL file).

Display History Records: Displays transaction records that have been through end-of-
month processing (from the DETAILHST file).

Display Combined: Displaysrecordsfromthe DETAIL and DETAILHST files. Thisis
the default option that is used if you do not choose a specific display option.

Display Detail for a Specific Fiscal Period: Allows you to select the starting month
and the ending month from pop-up boxes. Only records posted for that range of months
are displayed. The default display isfor the full fiscal year.

Change Fiscal Years: Allowsyou to select adifferent fiscal year. Thisoption is
available only if the GENLED and GLHIST filesfor the specified year are currently on
line.

Browse Selectively by Dept or User: Prompts for a partial General Ledger Account
Number and allows you to select from alist of accounts. Using the /LIST or CTRL/L
command has the same effect.

Distributed Purchasing System Approver’s Reference Manual 2-3
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General Information

FIGURE 2-4

When you have chosen a display option or accepted the default display (combined) by
entering an account number, information is displayed in the Fiscal Activity Display
screen (Figure 2-4).

Fiscal Activity Display Screen

~

POISE Call ege 95795 Combined
Fiscol Activity Display

G.L. Acct * 1-ABBE-181 CASH-FIRST IMTERSTATE®42-665-3

MO DEPARTHEMT DESIGHATED

Beg Yr Bolance : 159, 2808.58 Rew. Budget L]
Prewious YTD 65,282.57- Y70 Actiwity : 63,282.57-
Current .88 Encumbered : .ag
Acct Balance 93,916.81 Auvailable Bal: 03,915.81
Pending Regs. Horking Auail: 93,918,
Erief Description Tran ® Check ¥ Fis Per Transoction Amount
H Check payments OFFSE 95/36-H9 4,539, 85—
H Check payments OFFSE 95/96-69 62,984, 11-
H Uoiding of Check 953/96-69 1,778,549
H

Cash deposit

Options> HELP FORWARD BACK HEXT PREUIOUS OUT (HELP to list all eptions...)

95/96-89 394,88

J

The Fiscal Activity Display screen consists of a summary of the account’s current
posted totals in the upper half of the screen and a scrolling list of the account
transactions in the lower half of the screen. The letter to the left of the transaction
indicates whether the transaction isin the current DETAIL file (D) or the history
DETAILHST file(H). The selected display option and the fiscal year are shown in the
upper right corner of the screen (Figure2-4).

Usethe  and- keysto move the highlighted bar through the list of transactions. Y ou
may press RETURN on the highlighted record to display the transaction details. Y ou
may enter /HELP, press the HEL P key, or press the PF2 key to display an options menu
as shown in Figure2-5.

2-4
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Fiscal StatusInquiry

FIGURE 2-5

Options on Fiscal Activity Display

-

~

FOISE College

35/96 Combined
Fiscal Aetiwvity Display

G.L. Acct * 1-08@A-181

Beg Yr Balance :

Previous YTOD

CASH-FIRST IMTERSTATE®*42-665-3
HO DEPARTMENT DOESIGHRTED

Current HTOD

Acct Balance
Pernding Regs

Erief Desc

Check paym

Check paym

H
H
H
H

Cash deposit

Uoiding of Check

159,288,546 Few. Budget . Ba
65,262.57-
OFTIONS . BA
93,918, 81
:: foom in on selected record 93,918.81
2) Print a hardcopy report
3) Jump to the top of the scrolling region action Amount
4) Jump to the bottom of the scrolling region
5) Exit summary screen
95/96-09
95/96-09

J

The options are explained below.

Zoom in on selected record: Displaysthe detail associated with the highlighted record.
Pressing RETURN on the highlighted record has the same effect.

Print a hardcopy report: Sends the balance and transaction information for the
account to a printer. Y ou are prompted as follows:

Print to attached printer <YES>?
Enter YES to send the report to a printer attached to your terminal (not a
queued device). Enter NO to send the information to a print queue. The
following prompts will appear:

Print queue:

Paper type:
Press RETURN to accept the default print queue and paper type, or enter
another valid print queue and/or paper type.

Jump to the top of the scrolling region: Returns the highlighted bar to the top of the
transaction list. The /TOP command has the same effect.

Jump to the bottom of the scrolling region: Positions the highlighted bar at the
bottom of the transaction list. The/BOTTOM command has the same effect.

Exit summary screen: Exits the scrolling screen and returns you to the “G.L. Acct#’
prompt. Entering /OUT or pressing F10 has the same effect.

Figure2-6 is an example of the Fiscal Activity Detail screen that is displayed when you
select the Zoom option or when you press RETURN on the highlighted transaction
record.

Distributed Purchasing System Approver’s Reference Manual 2-5



Requisition Approval Screen

General Information

FIGURE 2-6 Fiscal Activity Detail Screen

(/"

FOI College
Fiscal A dity Display

95/96 Combined

‘“\\

Fiscal System Actiwvity Display

General Ledger Account Humber: 1-B888-181

Transact ion Date ¢ B3/38/96

Fiscal year and period ¢ 95/96-00

Transaction Description : Check payments OFFSET
Batch Owner (Usernome) . FISUSY

Uendar ID . BBBea

Batch HumbersSource : -AF

Line Item® - Purchase Order

Transaction Humber
Check Humber

Transaction Amount : 4,539.85-
Encumbraonce Liguidation : .88
Budget Adjustment ! . HA

Fress RETURMN when finished wiewing

)

For more information about the Fiscal System, see your POISE Fiscal Reporting System

documentation set.

Requisition Approval Screen

The Requisition Approval screen isthe primary screen of the DPS approver (Figure2-
7). The procedures you will perform as an approver begin at this screen. Access the
Requisition Approval screen by selecting the “APPROVE” keyword from the DPS
Main Menu.
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General Information Requisition Approval Screen

FIGURE 2-7 The Requisition Approval Screen
/ POISE College \
R_THOHAS (Mo Hotes) (PO#= ) [Pending 1
Encumbrance Document # Date :
Uendor ID :
Dept

Total Encumbrance Amount

HELPCF8> LISTCF9> PROXY TOGGLE IHQUIRY

Important Points About the Screen

Header row: The header row is at the very top of the screen and displays, from left to
right, the username of the approver, anote indicator, the purchase order number, and the
current folder selection.

Header region: Thisisthe upper region of the screen that displays the encumbrance
document number (requisition number), requisition date, vendor, department number,
and total dollar amount of the requisition.

Summary region: Thisisthe area below the header region. The system displays
summary information about requisitionsin this area. Line item detail on arequisition
may also be displayed in this part of the screen.

Function row: The function row is at the bottom of the screen and displays available
options. The function row list options when the cursor isin the first field of the header
or summary region. To select an option, press the related function key or type a slash (/)
followed by the command. For example, to execute the “Help” command, press the F8
key, or type /HELP and press RETURN.

A The prompts and options displayed on your
Requisition Approval screen may vary from
those shown in this manual, depending on
your institution’s needs and preferences.

Distributed Purchasing System Approver’s Reference Manual 2-7



Requisition Approval Options General Information

Requisition Approval Options

The Requisition Approval screen allows five options to be performed when the cursor is
at the “Encumbrance Document #’ prompt. Y ou can exit the program, scan pending
requisitions, select an available proxy, toggle among document folders, or view in an
inquiry mode. These options are explained in more detail in the following sections.

Y ou can initiate one of the five optionsin the following ways. Press the F8 key to cause
an options menu to appear (Figure2-8). Select an option by moving the highlighted bar
within the menu with the UP and DOWN ARROW keys and pressing RETURN; or you
may enter the option number and press RETURN (e.g., enter 1 to exit the program). A
“Selection?” prompt appears on the function row when you enter the option number.

FIGURE 2-8 Selecting an Option
/ POISE College \
R_THOHAS (Ho Notes) CPO#= ) [Pending 1
Encunbrance Document # : Date :
Uendor ID :
Dept

Total Encunmbrance Amount E
1> End This Program

2> Scan fvailable Documents for this User

3> Select an Available Proxy )

> CApprovers) Select Approved/Pending/Future
5> (Authors)> Turn on Inquiry Only Hode

Page 1 of 1

Y ou can also select one of the options by pressing the appropriate function key as shown
at the bottom of the Requisition Approval screen (Figure2-7) or by typing aslash (/)
followed by the command. For example, enter /TOGGLE and press RETURN to toggle
among the document folders (Pending, Approved, and Future).

Exiting the Program

Y ou may exit the DPS Approval screen and return to the DPS Main Menu by selecting
“1) End This Program” from the options menu (Figure2-8); pressing F10; or typing
/OUT and pressing RETURN.

Scanning Available Documents

The Scan option lists al requisitions that are awaiting your signature. Onelineis
displayed for each document that is “on your desk.” The program accesses the selected
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Requisition Approval Options

folder which isindicated in the upper right corner of the screen. Within the Scan option,
you may perform the following procedures.

* View more detail on a selected line item.

e Approve arequisition.

* Reject arequisition.

e Add or review notes on arequisition.

e Display al approval items for arequisition.

e Print ahard copy of arequisition.

¢ Go back to the document number prompt.

¢ Assign (forward) arequisition to another approver.
Each of these options are addressed in detail in this manual.

Select the Scan option by selecting “2) Scan Available Documents for This User” from
the options menu (Figure2-8); pressing the F9 key; or typing /LIST and pressing
RETURN.

Selecting an Available Proxy

Proxy is defined as the authority or power to act for another. In the DPS, a user may be
given the ability to approve requisitions in the absence of the usual approver. The ahility
to act on behalf of another user is established by the DPS Administrator.

To approve requisitions on behalf of another, choose “3) Select an Available Proxy”
from the options menu (Figure 2-8), or enter /PROXY and press RETURN. The
summary region of the Requisition Approval screen changesto allow you to select from
alist of approvers for whom you are a proxy. See Chapter12 for more information.

Selecting a Folder (ApproversOnly)

The DPS allows an approver to toggle (switch) among document folders. The document
folders available to you as an approver are listed below.

Approved Folder: The Approved folder functions as an “Out” basket and contains all
requisitions that you have approved or rejected.

Pending Folder: The Pending folder functions asan “In” basket and contains all
requisitions that are awaiting your review.

Future Folder: The Future folder contains all requisitions that will be forwarded to you
once they are approved by lower-level approvers.

To change to the desired folder, select “4) (Approvers) Select
Approved/Pending/Future”’ on the options menu (Figure 2-8) and press RETURN until
the desired folder is selected, or enter /TOGGLE and press RETURN. In the upper right
corner of the screen, the system displays the folder that is currently being accessed. See
Chapter13 for more information about changing the folder selection.
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Turning on Inquiry Mode (Authors Only)

The Inquiry option allows approvers who are also requisition authorsto perform inquiry
functions on documents they have authored. This procedure allows you, the approver, to
perform the inquiry functions while still in the Approve option, without having to exit
and enter the Requisition option.

To select the Inquiry option, select “5) (Authors) Turn on Inquiry Only Mode” from the
options menu (Figure2-8), or enter /INQUIRY and press RETURN. After you select
the option, “Inquiry” is displayed in the top right corner of the screen to indicate that
you have activated the inquiry mode. See Chapter14 for more information on using the
inquiry mode.
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CHAPTER 3 Scan Avallable Documents

Overview

You can use the Scan option to review requisitions that are awaiting your approval or
that you have approved. This option is also the first step in accessing other procedures
that you can perform on a selected document.

The Scan Option

The Scan option is available when the cursor is positioned at the “Encumbrance
Document #* prompt on the Requisition Approval screen. To select the option, press F8
and select “2) Scan Available Documents for this User” from the options menu
(Figure3-1); pressthe F9 key; or type /LIST and press RETURN.

FIGURE 3-1 Selecting the Scan Option
(/" POISE College ‘\\\
R_THOHAS {Ho Hotes) CPOH= ) [Pending 1
Encumbrance Document # : Date :
Vendor ID :
Dept

Total Encumbrance Amount E

1> End This Progran

2) Scan Avallable Documents for this User

2> Select an Available Proxy

4 {Approvers} Select Approved/Pending/Future

t» {Authors? Turn on Inquiry Only Hode

N

Page 1 of 1

W

When the Scan option is selected, a summary of al documents available to you is
displayed (Figure 3-2).
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Scan Available Documents

FIGURE 3-2

Summary of Documents Available to Approver

POISE College ‘\\\

N

(Hotes) (PO#= [Pending 1
Encumbrance Document # @ 970081 . Date : B4 B2/1997
Vendor ID : B6AEa Nathan 0ffice Supply
Dept 1128 BUSINESS AND GOMHMERCE
Total Encumbrance Amount : 26.75
Doc. # PO # Author Date Apv Vendor Document Total
978001 ESPDEHD Hathan Dffice S 2675
o78m18 ESPDEHD Business Forms, 160, 6@
978012 ESPDEHD Large:Allan $900. 98
978013 ESPDEHD Seminars Americ 4180.00
978023 ESPDEHD Southuwest Print $400. 8@
07aa37 ESPDEMO Business Produc $385.98
978045 ESPDEHD Hathan Office § $26.75
07080848 ESPDEMO Business Produc $385.08
078866 ESPDEMO Business Produc $385.98
HELPCF8> OUTCF1@)

/

If the Pending or Future folder is the current folder, the summary region will display the
encumbrance document (requisition) number, author, vendor, and total dollar amount
for each requisition. The purchase order number and approval date are blank since the
requisitions have not been approved and converted to purchase orders. If the current
folder selection is the Approved folder, the purchase order number and approval date
are also displayed for each document.

Selecting a Document

To select adocument, press the UP or DOWN ARROW key or the PREV or NEXT key
to scroll through the list of requisitions. When the desired requisition is highlighted,
press RETURN (or press the F8 key to use the options menu to select a document). The
selected document is displayed as shown in Figure3-3.

3-2
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The Scan Option

FIGURE 3-3

Selected Document

\

POISE College

(Hotes) (PO#= [Pending 1
Encumbrance Document # @ 970081 . Date : B4 B2/1997
Vendor ID : B6AEa Nathan 0ffice Supply
Dept 1128 BUSINESS AND GOMHMERCE
Total Encumbrance Amount : 26.75
Line#f G.L. Acctd Brief Description Transaction Amount
B 1-1120-660 Glic-Erasers B8.75
82 1-1111-66@ ¥ Eraser Refill 18.08

N

HELPCF8>  OUTCF1@> APPROVE REJECT NOTES STATUS PRINT ASSIGM HOME

/

FIGURE 3-4

The header region of the Requisition Approval screen displays the encumbrance
document number, vendor ID, vendor name, department number, and total dollar
amount of the requisition. The summary region displays a summary line for each line
item on the requisition. The general ledger account number, a brief description, and the
transaction amount are displayed for each line item. The function row displays available
options.

When you have selected a requisition, you may choose a procedure to perform on the
document. To select an option, press the appropriate function key or type a slash (/)
followed by the command (e.g., /APPROVE) shown in the function row. Y ou may also
press the F8 key to display the following options menu (Figure3-4).

Options Menu within Scan

0P TIOHS

Return To Previous 3creen

More Detail on This Line Item

Approve This Document

Reject This Document

AddfReview Hotes on this document

Display All Approval Items for this document
Print a Hardcopy of this document

Go Back to Document # Prompt

Assign (Forward) This Document to Another

Each of the options on the menu are addressed separately in the remainder of this
manual .
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Exit the Procedure Scan Available Documents

Exit the Procedure

To exit the Scan option, press F10 (or type /OUT and press RETURN) until the desired
screen or the DPS Main Menu is obtained.
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CHAPTER 4 View More Detall on aLine ltem

Overview

This option alows the detail of a selected line of the document to be displayed on the
screen. Approvers have inquiry capabilities only; however, the purchasing department
has the ability to change nonessential text information for each line. The selected
document may be in the Pending, Completed, or Future folders.

Display Detail onaLine Item

To view more detail on a line item, the desired line of the correct document must be
selected from the proper folder. If the document is not in the current folder (indicated in
the top right corner of the screen), the appropriate steps should be taken to switch to the
proper folder. See Chapterl3 for instructions on changing the folder selection. See
Chapter3 for instructions on how to select a document.

When the desired line of the document is highlighted, press the F8 key to access the
options menu and select “2) More Detail on ThisLine Item.” See Figure4-1.
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View MoreDetail on aLineltem

FIGURE 4-1 Selecting the Option
(/,' POISE College ‘\\\
R_THOHAS (Ho Hotes) POi#= ) [Pending 1
Encumbrance Document # : 978837 Date : B8/22/1997
Uendor ID : 831680 Business Products Center
Dept
Total Encu OPTIOHS
Line## G.L.| 1> Return To Previous Screen ction Amount
2> Hore Detail on This Line Item
‘JIIEESEEE] 3> Approve This Document 2606. 00
82 1-1111| 4 Reject This Document 165608
@3 1-1111| 5> Add/Review Hotes on this document 208.00
6> Display A1l Approval Items for this document
7> Print a Hardcopy of this document
8> Go Back to Document # Prompt
9> nssign <Forward? This Document to Another
Record 1 of 3 Record: 63
All detail information associated with the selected line will be displayed on the screen.
An example detail display for aregular requisition isillustrated in Figure 4-2; Figure 4-
3 shows an example detail display for atravel requisition.
FIGURE 4-2 Detail Display for a Regular Requisition
(/,' POISE College ‘\\\
R_THOHAS (Ho Hotes) PO#= ) [Pending 1
Encumbrance Document # : 9780837 Line Item # : @1
Uendor ID : 83168 Business Products Center
New Uendor ID : C(Purch Used
GsL Account Humber : 1-1111-668@

Iten Descripti

Computer Purch
Requested Deli
Uendor Contact
Requested By
Qty : 1.84

1st Delivery
2nd Delivery
3rd Delivery

on : Utility Hachine Stand

Serios 5678

ase (Y/H> : N Purch Code :
very Date : ASAP Order Fax # :
: HSU Box # :

Unit:EnﬁH Cost: 268, BA8 Total:

Delivery Confirmation Data Below
0ty Received Date Received

268. 08

Command:

N

HELPCF8>  OUTCF1@>

4-2
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View MoreDetail on aLineltem Display Detail on aLineltem

Items Displayed for a Regular Requisition

Encumbrance Document #:
Displays the requisition number that was assigned by the system when the author
created the document.

Lineltem #:
Displays the line number of the item requested on the respective document
number.

Vendor ID:
Displays the vendor ID and vendor name from whom the item is being requested.

New Vendor ID (Purch Use):
Displays a new vendor ID and vendor name if the purchasing department decides
to change the vendor. Thisfield is only available to the purchasing department.

G\L Account Number:
Displays the general ledger account number assigned to the line item.

Item Description:
Displays a description of the item requested. The system allows three description
lines for each line number of a document. The description can be updated by the
purchasing department.

Requested Delivery Date:
Displays the date of request for the item ordered by the author. This information
can be updated by the purchasing department.

Order Fax:
Displays the fax number of the vendor. This information can be updated by the
purchasing department.

Vendor Contact:
Displays the vendor contact. This information can be updated by the purchasing
department.

Requested By:
Displays the employee who requested the purchase. This information can be
updated by the purchasing department.

Qty:
Displays the quantity requested for the line item.

Unit:
Displays the unit of measurement for the line item. This information can be
updated by the purchasing department.

Cost:
Displays the unit cost of the line item.

Total:
Displays the total cost of the line item.

Delivery Confirmation Data Below
The system allows the document author to enter receiving information about the
items requested for each document. This permits the document author to print a
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View MoreDetail on aLineltem

receiving report noting the date a purchase was received and how much of the
purchase was received. Delivery information can only be updated by the author of
the document.

Qty Received:
Displays quantity received on the respective deliveries.

Date Received:
Displays the date the respective deliveries were received.

Items Displayed for a Travel Requisition

FIGURE 4-3 Detail Display for aTravel Requisition
/ POISE College \
R_THOHAS (Hotes) (POH= ) [Pending 1

Encumbrance Document # : 978012 Line Item # : 81

Uendor ID : 815688 Large:fAllan
GsL Account Humber DA-111-615 .
Trip Description : Attend IS Directors Heeting

Exceed Daily Hax Travel

Persons Traveling : Trip Destination :fustin
LeavesReturn Date :@8/81/97 88,/83-97 State Uehicle Requested (¥~ >:N
Est Costs Mileage: %10@.8@ Heals: $2@@.@@ Airfare: 5.0l
Lodging: 548@.8@ 0Other: $100.00 Fees: 510808.080
Total: 088, 88

Command:

HELPCFB>  OUTCF1@>

/

Encumbrance Document #:
Displays the requisition number that was assigned by the system when the author
created the document.

Lineltem #:
Displays the line number of the item requested on the respective document.

Vendor ID:
Displays the vendor ID and vendor name from whom the item is being requested.

New Vendor ID:
Displays a new vendor ID and vendor name if the purchasing department decides
to change the vendor. Thisfield is only available to the purchasing department.

G\L Account Number:
Displays the general ledger account number assigned to the line item.

4-4
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Purchasing Department - Editing Detail I nformation

Trip Description:
Displays a description of the trip requested. The system allows three description
lines for the document. The description can be updated by the purchasing
department.

Persons Traveling:
Displays the people traveling on the trip.

Trip Destination:
Displays the trip destination.

Leave\Return Date:
Displays the leave and return dates of the requested trip.

State Vehicle Requested:
Displays whether an institutional vehicle is requested.

Estimated Costs:

Mileage:
Displays the estimated mileage cost for the trip. This amount is calculated by
multiplying the estimated milesto travel by the institutional reimbursement rate.

Meals:
Displays the estimated meal costs for the trip.

Airfare:
Displays the estimated airfare for the trip.

Lodging:
Displays the estimated lodging costs for the trip.

Other:
Displays the estimated miscellaneous costs for the trip.

Fees:
Displays the estimated fees for the trip.

Total:
Displays the estimated total of mileage, meals, airfare, lodging, fees, and other
costs.

Purchasing Department - Editing Detail Information

DPS users in the purchasing department have the capability to change some of the
nonessential text information on a requisition, if necessary. When the screen displays
the detail information on a requisition (as described in the previous section), the
purchasing department is prompted to enter a new vendor ID if necessary. The
purchasing department is also allowed to enter anew vendor name if needed. To access
the Vendor Maintenance screen, pressthe F7 key as noted in the function row (Figure 4-
4). If information needs to be changed, press RETURN until the desired prompt is
reached and edit the information.
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FIGURE 4-4

Editing Information on a Requisition

(/"

‘\\\

Uendor ID
New Uendor ID

Uendor Contact
Requested By
Oty : 1.00

1st Delivery
2nd Delivery
3rd Delivery

Encumbrance Document #

G\L Account Humber
Item Description

Computer Purchase (Y¥/H)
Requested Delivery Date :

Qty Received

: 950046 Line Item # : 01

: LEe Digital Equipment Corporation

: 58931 (Purch Use)
1-1120-660

: DEClaser 3500 toner cartridge

Order Fax # :

Unit:EnéH Cost: 111.000
Delivery Confirmation Data Below
Date Received

Total: 111.00

N

ADDCF?)

/

Exit the Procedure

Press F10 to exit the screen or press RETURN through all the prompts until the system

exits back to the Requisition Approval screen. Press F10 again to return to the DPS

Main Menu.

4-6
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CHAPTER 5

Approve a Document

Overview

The Approve option allows you to approve a document and forward the document to the
next level of approval. For the purchasing department, the Approve option allows the
approver to approve the document and assign a purchase order number to the
requisition.

Selecting a Document

To approve adocument, the desired document must be selected from the Pending folder.
If the document is not in the current folder (indicated in the upper right corner of the
Requisition Approval screen), the appropriate steps should be taken to switch to the
proper folder. See Chapter13 for instructions on changing the folder selection.

With the appropriate folder selected and the cursor at the document number prompt,
press the F8 key to access the options menu and select “Scan available documents’;
press the F9 key; or enter /LIST and press RETURN. All requisitions available to the
approver are displayed in the scrolling region. Move through the list of documents by
pressing the UP or DOWN ARROW key or by pressing the PREV or NEXT key. When
the appropriate requisition is highlighted, press RETURN to select the document. The
screen fills with the data related to the document selected. The first detail line of the
selected document is highlighted. See Figure5-1.
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Approve a Document

FIGURE 5-1 Selecting a Document to Approve
/ POISE College \
R_THOHAS (Hotes) CPO#= ) [Pending 1

Encumbrance Document # - 978837 Date : B8-/22/1997
Uendor 1D : @388 Business Products Center
Dept 1 Computer Services
Total Encumbrance Amount : 38%5. 60
Linett G.L. Acctd Brief Description Transaction Amount |
#  1-1111-668 ¥ Utility Machine Stand 268, B0
a2 1-1111-668 ¥ EconsStorage Files 165, B8
A3 1-1111-668 ¥ Shipping & Handling 20. bR

HELPCF8> OUTCF18> APPROVE REJECT MOTES STATUS PRINT ASSIGH HOHWE

N

W

Approving a Document

At the Requisition Approval screen, press F8 to display the options menu and select “ 3)
Approve This Document,” or type /APPROVE and press RETURN (Figure5-2).

FIGURE 5-2 Selecting the Approve Option
f/,' POISE College . ‘\\\
R_THOHAS (Hotes) (PO#i= ) [Pending 1
Encumbrance Document # : 9708837 Date : B8/22,1997
Uendor ID : 83168 Business Products Center
Dept
Total Encu OPTIONS
Line# G.L.| 1> Return To Previous Screen ction Amount
2> Hore Detail on This Line Iten
#1 1-1111[f 3> Approve This Document 260. 6A
a2 11111 ) Reject This Document 165. 6@
@3 1-1111| 5> Add/Review Hotes on this document 20.088
6> Display A1l Approval Items for this document
7> Print a Hardcopy of this document
8> Go Back to Document # Prompt
9 fAssign {Forward> This Document to Another

N

Record 1 of 3 Record: 63

W
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Approving a Document

When approving a document, it isimportant to understand that you are approving all the
line items. The full document as it has been authored is approved. Y ou cannot approve
one line item and reject another line item on the same document.

Once a document is approved, it cannot be “unapproved.” The status of the document
cannot be changed; therefore, it is important that care be exercised when approving a
document. If a situation arises where a document is approved by mistake, you should
attach a note to the document so that the next level of approval will not approve the
document. See Chapter7 for instructions on attaching a note to a document.

When you select the Approve option, the system responds with a prompt to verify that
the document should be approved. See Figure5-3.

FIGURE 5-3 Approval Prompt
(//' POISE College ] ‘\\\
R_THOHAS {Hotes> ) [Pending 1
Encumbrance Document # : 976837 Date : B8,22/1997
Uendor ID : 83160 Business Products Center
Dept 1 Computer Services
Total Encumbrance Amount : 385.08
Linett G.L. Acctd Brief Description Transaction Amount
A1 1-1111-6608 ¥ Utility Hachine Stand 260. A8
62 1-1111-660 Y EconsStorage Files 185. 060
A3 1-1111-668 ¥ Shipping & Handling 20.88
Record 1 of 3 Record: 63
Sure Approve this Document {HO>?

N

j

When the document is approved, the following message is displayed.
You have APPROVED This Document

Press ANY key to continue:

Once a document has been approved, the document is moved from the approver’s
Pending folder to the Approved folder. The document is also forwarded and “placed on

the desk” of the next approver.

Press any key to continue the process. The screen returns to the Requisition Approval
screen and displays the documents in the current folder of the approver. You can select

additional documents to approve or exit the program by pressing F10.
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Purchasing Department Approvals

Approvers in the purchasing department have additional steps to complete after
approving a document. These steps are necessary to allow the DPS to interface with the
POISE Fiscal System. The system prompts for purchase order number, batch number,
fiscal year, and period. The approver also needsto determineif all lines of the document
should be assigned to the same purchase order, if the lines should be split between two
or more purchase orders, or if any of the lines should be canceled and not moved to the
purchase order (PO) file.

After approving a document, the purchasing department is prompted to determine if the
requisition should be moved to the PO filein the Fiscal System. See Figure5-4.

FIGURE 5-4 Purchase Order File Prompt
/ POISE College \

K_HCHAMARA (Ho Hotes) CPOH= ) [Pending 1
Encumbrance Document # : 978837 Date : B8/22-1997
Uendor ID : 83168 Business Products Center
Dept 1 Gomputer Services
Total Encumbrance Amount : 385. 88
Linett G.L. Acctl Brief Description Transaction Amount
#1  1-1111-6608 ¥ Utility Hachine 3tand 260. 04
#2 1-1111-060 Y Econ/Storage Files 1685.80
A3 1-1111-6608 ¥ Shipping & Handling 20.08

rd: 63

Record 1 of 3 Record:
ND}? ¥

0
Move This Requisition to the PO File £

/

If the default response, “NO,” is accepted, the document will not be transferred to the
PO filein the Fiscal System. The system returns to the Requisition Approval screen and
displays a summary of all pending documents. Type YES and press RETURN if the
document should be moved to the PO file. When a document is moved to the PO file,
the system prompts as follows.

Batch Number to Assign

The batch number is used as a control number to identify several transactions. The batch
number is used to identify documents to post in the Fiscal System. Enter a batch number
to be associated with the document. The batch number must be a numeric value that is
no more than six digits. When the batch number is entered, the system prompts as
follows.

Fiscal Year and Month to Assign
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Purchasing Department Approvals

The fiscal year is displayed at the prompt; therefore, only the period must be entered.
The fiscal year and period will be used by the Fiscal System to determine which period
to post the encumbrance.

After the fiscal year and period are entered, the system prompts as follows.
P.O. #to Assign

The system will not display a value after the prompt because the system allows you to
select a unique purchase order number or to accept the system-generated purchase order
number. If aunique purchase order number is selected, enter an al phanumeric value that
is no longer than eight characters.

If the system-generated purchase order number is to be selected, press RETURN. The
system-generated purchase order number will be incremented by one from the
previously selected purchase order number. Consult the system manager to determine
the beginning purchase order number.

Assigning a Purchase Order Number

FIGURE 5-5

When the purchase order number has been selected, the system displays the selected
purchase order number in the top left corner of the screen and displays available options
in the function row. The summary region also changes to display each line of the
document, the associated account number, and the transaction amount. The “P.O. # to
Assign” field will be blank since the purchase order number has not been officially
assigned (Figure 5-5). From this screen, enter a slash (/) followed by the command to
execute a procedure or press F8 to display the options menu.

Display with selected P.O. Number

/

POISE College \

K_HMCHAHARA (Ho Hotes) (POH=9818 ) [Pending 1
Encunbrance Document # - 978837 Date : @8-,22/1997
Uendor ID : 831060 Business Products Center
Dept 1 Computer Services
Total Encumbrance Amount : 385.6@

Line#f G.L. Acctdt Transaction Amount P.0.# to Assign
4] -1111-66@ 260. A
a2 11-668 185. 6@
a3 11-66@ 20.08

N

HELPCF8>  OUTCF1@> SPLIT HOSPLIT HEWPO CANCEL

J
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Up to this point, the document has been approved and the
purchase order number selected; however, the purchase order
number has not been officially assigned to the requisition.
The purchasing department must perform additional steps

to officially assign the selected purchase order number to the
requisition lineitems.

I mportant

Examine Lineltemsfor a Document

This option allows the purchasing department to view the detail information about each
line item of the document. To view the detail of aline item, highlight the line item on
the Requisition Approval screen; then press F8 and select “2) Examine Line Items for
this Document” from the options menu. See Figure 5-6.

FIGURE 5-6 Viewing Detail on Line Items
/ POISE College \
K_HCHAMARA (Ho Hotes) (PO#=9818 > [Pending 1
Encumbrance Document # : 976837 Date : B8,22/1997
Uendor ID : 83168 Business Products Center
Dept 1 Computer Services
Total Encumbrance Amount : 38%5. 60
Linett G.L. OPTIONS 0.%# to Assion
] fEsl| 1> RETURN To Previous Screen ]
@z 1-1 2> Examine Line Items for this Document
a3 1-1 3> 3plit out this Line Item to current P.0.#
4> pssign all open line items to current P.0.#
5> Prompt for a Hew PO #
6> Cancel line items not assigned to a PO#

N

Record 1 of 3

Record: 63

/

The information displayed will be the same as discussed in Chapter 4, “View More
Detail on a Line Item.” However, in this option, the approver (in the purchasing
department) cannot change any information on the requisition.

Split Out aLineltem to Current P.O.#

This option allows the purchasing department to split a requisition with multiple line
items into two or more purchase order numbers. To perform this function, each line is
assigned a purchase order number individually. The selected line is assigned the
purchase order number that is currently displayed at the top of the screen.

5-6
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To assign a requisition line item with the current purchase order number, highlight the
line item, press F8, and select “3) Split out this Line Item to Current P.O.#" from the
options menu (or type /SPLIT and press RETURN when the line item is highlighted).

See Figureb-7.
FIGURE 5-7 Assigning a Line Item to the Current P.O. Number
//’7 POISE College ‘\\\
K_HMCHAHARA (Ho Hotes) (POH=9818 ) [Pending 1

Encunbrance Document # - 978837 Date : @8-,22/1997

Uendor ID : 831060 Business Products Center

Dept 1 Computer Services

Total Encumbrance Amount : 385.6@

Line#f G.L. OPTIONS 0.# to Assign |
1» RETURH To Previous Screen ]

az 2> Exanine Line Items for this Document

1-1
a3 1-1 3 Split out this Line Item to current P.0.#

4> Assign all open line 1tems to current P.O.#
5 Prompt for a Hew PO #
6> Cancel line items not assigned to a PO#

Record 1 of 3 Record: 63

N /

The current purchase order number is displayed for the line item in the “P.O. # to
Assign” column on the screen. See Figure5-8.
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FIGURE 5-8

Line Item Assigned to Current P.O. Number

/

POISE College

\

K_HCHAHARA {No Motes> (P0#=9818 ) [Pending 1]
Encunbrance Document #  : 978837 Date : 88/22/1997
Uendor ID : B3188 Business Products Center
Dept R AR Computer Services
Total Encumbrance Amount : 385.00

Line#f G.L. Acctd

Transaction Amount

P.0.# to assign |

a1 1-1111-668 260. 08 9810
02 1-1111-668 105. 088
a3 1-1111-668 20.88

N

HELPCF8> OUTCF1@> SPLIT HOSPLIT NEUWPOD CAMCEL

J

Continue assigning the purchase order number to the requisition line items as necessary.
When the appropriate line items have been assigned the current purchase order number,
the approver can (1) request a new purchase order number (see “Prompt for a New
P.O#,” page5-9) and assign the remaining lines to the new number (see “Assign All
Open Line Items to Current P.O.#,” page5-8) or (2) cancel the remaining line items of
the requisition (see “ Cancel Any Remaining Line Items without a P.O. #,” page 5-10).

Assign All Open Lineltemsto Current P.O.#

This option allows the purchasing department to assign (1) al line items of the
requisition to the currently displayed purchase order number or (2) al remaining open
lines of the requisition to the currently displayed purchase order number. To perform
this function, press F8 and select “4) Assign all open Line Itemsto Current P.O.#" from
the options menu, or type /INOSPLIT and press RETURN. All open line items on the
requisition are assigned the same purchase order number. See Figure5-9.

5-8
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FIGURE 5-9 Assigning All Open Line Items to the Current P.O. Number

(/rV POISE College ‘\\\

9
{No Hotes) (POH=9816 > [Pending 1]

Encumbrance Document # : 978637 Date : @8-22/1997
Uendor ID : 83164 Business Products Center
Dept 1 Computer Services
Total Encumbrance Amount : 285. 60
Line#f G.L. OPTIONS 0.# to Assign |
IRl 1> RETURH To Previous Screen 9818
[T - 2> Exanine Line Items for this Document

1-1
a3 1-1| 3» Split out this Line Item to current P.0.#
5) Pronpt for a Hew PO # ]
6) Cancel 1line items not assigned to a PO#

Record 1 of 3 Record: 63

N /

When the option is selected, the “P.O. # to Assign” column is filled with the currently
displayed purchase order number for all the line items (Figure 5-10).

FIGURE 5-10 Multiple Line Items Assigned to Current P.O. Number
/ POISE College \
K_HCHAHARA ‘No Hotes) (POR=9810 > [Pending 1
Encumbrance Document # : 978637 Date : @8-22/1997
Vendor ID : 83168 Business Products Center
Dept 11 Computer Services
Total Encumbrance Amount : 285. 60
Line#f G.L. Acctdt Transaction Amount P.0.# to assign |
[o]] 1-1111-668 260. 08 9818
Az 1-1111-668 1085, AR 9818
A3 1-1111-668 20. 68 9818

HELPCF8>  OUTCF1@> SPLIT HOSPLIT HEWPO CANCEL

N /

Prompt for aNew P.O.#

This option allows the purchasing department to select a new purchase order number. It
is selected to change the currently displayed purchase order number to a more
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appropriate number or to increment the current number by one. To perform this
function, press F8 and select “5) Prompt for a New P.O.#" or type INEWPO and press
RETURN.

FIGURE 5-11 Changing the P.O. Number
/ POISE College \
K_HMCHAHARA {Hotes) (POH=9813 > [Pending 1
Encumbrance Document # : 970084 Date : B4/B2/1997
Uendor ID : Al16a Business Products Center
Dept R AR Computer Services
Total Encumbrance Amount : 385.80
Line#f G.L. OPTIONS 0.% to Assign |
1] jEEl| 1> RETURN To Previous Screen [ 9813 ]
82 1-1| 2> Exanine Line Items for this Document
a3 1-1 3> Split out this Line Item to current P.0.%
4) Assign all open line items to current P.O.&%
5) Prompt for a Hew PO #
6> Cancel 1ine i1tems not assigned to a PO#
Record 1 of 3 Record: 28

N

J

The system prompts as follows.
P.O. #to Assign

The system will not display a value after the prompt because the system allows you to
select a unique purchase order number or to accept the system-generated purchase order
number. If aunique purchase order number is selected, enter an al phanumeric value that
is no longer than eight characters. The system will not allow purchase order numbers
that have been previously assigned.

If the system-generated purchase order number is to be selected, press RETURN. The
system-generated purchase order number will be incremented by one from the
previously selected purchase order number. The new purchase order number will
replace the previously selected purchase order number in the upper left corner of the
screen. Assign the new purchase order number to the requisition line items as
appropriate.

Cancel Any Remaining Line ltemswithout a P.O. #

This option allows the purchasing department to cancel any entries on the requisition
that should not be moved to the PO file. This procedure assigns a purchase order
number of “Cancel” to the line items that do not have an assigned purchase order
number. To perform this function, press F8 and select “6) Cancel any Remaining Line
Items without a P.O. #,” or type /CANCEL and press RETURN. See Figureb-12.

5-10
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FIGURE 5-12 Canceling Line Items without a P.O. Number
/ POISE College \
K_HMCHAHARA {Hotes) (POH=9813 ) [Pending 1

Encumbrance Document # : 978084 Date : @y/82/1997

Uendor ID : 831060 Business Products Center

Dept 1 Computer Services

Total Encumbrance Amount : 385.6@

Line#f G.L. OPTIONS 0.# to Assign |
1» RETURH To Previous Screen [ 9813 ]

az - 2> Exanine Line Items for this Document

1-1
a3 i-1| 3> Split out this Line Item to current P.0.#
4> fassign all open line items to current P.O.#

5) Prompt for a Hew PO #
62 Cancel line 1tems not assigned to a PO#

Record 1 of 3 Record: 28

The system then prompts as follows.

Sure Cancel Any Requisition line items not moved to PO <NO>?

If the response is “NO,” the system exits this option and returns to the previous screen.
If “YES” is the response, the system places “CANCEL” in the “P.O # to Assign”
column for all requisition line items that have not been assigned a purchase order
number. See Figure5-13.

Distributed Purchasing System Approver’s Reference Manual 5-11



Exit the Procedure Approve a Document

FIGURE 5-13 Canceled Line Items
/ POISE College \
K_HMCHAHARA {Hotes) (POH=9813 > [Pending 1
Encumbrance Document & : 978884 Date : B4/B2/1997
Uendor ID : B3188 Business Products Center
Dept R AR Computer Services
Total Encumbrance Amount : 385.08
Line#f G.L. Acctd Transaction Amount P.0.# to assign |
4] 1-1111-668 260. bR 9813
7] 1-1111-668 105. BA CANCEL
83 1-1111-668 208.08 CANCEL

HELPCF8> OUTCF1@> SPLIT HOSPLIT NEUWPOD CAMCEL

Exit the Screen

When the purchase order has been officially assigned to the requisition, press F10 to
exit to the previous screen. This screen displays all requisitions that are currently
pending for the approver. Press F10 again to exit to the Requisition Approval screen
where you will be prompted for an encumbrance document number.

Unassigned Purchase Order Number

During the approval process and assigning of purchase order numbers, the step that
officially assigns a purchase order number to the requisition may be skipped. If the
approver discovers later that the step was missed, the following steps must be
performed:

1. Since the document was approved earlier, it is located in the approver’s Approved
folder. Therefore, change the current folder to the Approved folder. See Chapter13
for instructions.

2. When the Approved folder is accessed, select the document and perform the
“Approve” options as described in this chapter.

Exit the Procedure

To exit the Approve option, press F10 (or type /OUT and press RETURN) until the
desired screen or the DPS Main Menu is obtained.

5-12 Distributed Purchasing System Approver’s Reference Manual



CHAPTER 6

Reect a Document

Overview

The Reject option allows you to reject a document and not forward the document to the
next level of approval. For the purchasing department, the Reject option allows the
approver to reject the document and prevent it from being converted to a purchase order.

Selecting a Document

To approve adocument, the desired document must be selected from the Pending folder.
If the document is not in the current folder (indicated in the upper right corner of the
Requisition Approval screen), the appropriate steps should be taken to switch to the
proper folder. See Chapter13 for instructions on changing the folder selection.

With the appropriate folder selected and the cursor at the document number prompt,
press the F8 key to access the options menu and select “Scan available documents’;
press the F9 key; or enter /LIST and press RETURN. All requisitions available to the
approver are displayed in the scrolling region. Move through the list of documents by
pressing the UP or DOWN ARROW key or by pressing the PREV or NEXT key. When
the appropriate requisition is highlighted, press RETURN to select the document. The
screen fills with the data related to the document selected. The first detail line of the
selected document is highlighted. See Figure6-1.
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Reject a Document

FIGURE 6-1 Selecting a Document to Reject
//’7 POISE College <‘\\
R_THOMAS Hotes) (PO#= ) [Pending 1
Encumbrance Document # : 976048 Date : @8/28-1997
Vendor ID : 831688 Business Products Center
Dept 1 Computer Services
Total Encumbrance Amount : 385.80

Line#f G.L. Acctd

Brief Description Transaction Amount |

Bl 1-1111-660 ¥ Utility Hachine Stand 260. BB
B2 1-1111-668 Y Econ/Storage Files 165.668
A3 1-1111-660 ¥ Shipping & Handling 20.88

HELPCF8)

N

OUT<F18> APPROVE REJECT HOTES STATUS PRINT ASSIGN HOME

W

Rejecting a Document

At the Requisition Approval screen, press F8 to display the options menu and select “4)
Reject This Document,” or type /REJECT and press RETURN (Figure6-2).

FIGURE 6-2 Selecting the Reject Option
(/,7 POISE College ] ‘\\\
R_THOMAS {Hotes) (PO#= ) [Pending 1
Encunbrance Document # - 978848 Date : @8/28-1997
Uendor ID : 83188 Business Products Center
Dept
Total Encu OPTIOHS
Line## G.L.| 1> Return To Previous Screen ction Amount
2y More Detail on This Line Item
@ 11111 3> approve This Document 260. B8
a2 1-1111 4> Reject This Document 165, 80
83 1-1111 5> AddsReview Hotes on this document 20. 68
6> Display A1l Approval Items for this document
7 Print a Hardcopy of this document
8> Go Back to Document # Prompt
0> assign (Forwardd This Document to Another
Record 1 of 3 Record: 78

N
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Rejecting a Document

When rejecting a document, it is important to understand that the approver is rejecting
al the line items. The full document, as it has been authored, is rejected. An approver
cannot reject one line item and approve another line item on the same document.

Once adocument is rejected, it cannot be undone. The status of the document cannot be
changed; therefore, it is important that care be exercised when rejecting a document. If
the situation arises where a document is rejected by mistake, the approver should attach
a note to the document and indicate to the author that the requisition should be created
again and routed through the approval process. See Chapter7 for instructions on
attaching a note to adocument.

When the Reject option is selected, the system responds with a prompt to verify that the
document should be rejected. See Figure6-3.

FIGURE 6-3 Rejection Prompt
/ POISE College ] \
R_THOMAS (Motes) PO#= ) [Pending 1
Encumbrance Document # : 978848 Date : B8,28-/1997
Uendor ID : 83108 Business Products Center
Dept R RN Computer Services

Total Encumbrance Amount :

385.08

Linet G.L. Acct#

Brief Description Transaction Amount |

B 1-1111-66@
a2 1-1111-66@
a3 1-1111-668

¥ Utility Hachine Stand 260. B8
¥ EconsStorage Files 185.0608
¥ Shipping & Handling 20.84

Record 1 of 3

N

Sure reject this Document <HO>? ¥

j

When the Reject option is selected, the system responds with a message as follows to
indicate that the document has been rejected.

You have REJECTED This Document
Press ANY key to continue:

When rejected, the document is moved from the approver’s Pending folder to the
Approved folder. All future approvers of the document will be unable to review the
document or approve the document.

Press any key to continue the process. The system returns to the Requisition Approval
screen and displays the documents in the current folder of the approver. Additional
documents can be selected to review or the program can be exited by pressing F10.
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Exit the Procedure

To exit the Reject option, press F10 (or type/OUT and press RETURN) until the desired
screen or the DPS Main Menu is obtained.
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CHAPTER 7

Add/Review Notes on a Document

Overview

The Notes option alows you to attach a message or correspondence to a selected
document. This alows you to inform the author or future reviewers of additional
information that could not easily be placed on the document or of information to which
the vendor should not have access. The note stays with a document throughout the
approval process and is available to be read by all reviewers. If a note is written by an
approver, the author is notified that a note was written on the selected document.

Selecting a Document

In order to attach a note to a document, the originating document must be selected. If the
document isin the current folder (indicated in the upper right corner of the Requisition
Approval screen), the user may proceed with the Notes option. If the document isin a
different folder, appropriate steps should be taken to switch to the proper folder. See
Chapter13 for instructions on changing the folder selection.

With the appropriate folder selected and the cursor at the document number prompt,
press the F8 key to access the options menu and select “Scan available documents’;
press the F9 key; or enter /LIST and press RETURN. All requisitions available to the
approver are displayed in the scrolling region. Move through the list of documents by
pressing the UP or DOWN ARROW key or by pressing the PREV or NEXT key. When
the appropriate requisition is highlighted, press RETURN to select the document. The
screen fills with the data related to the document selected. The first detail line of the
selected document is highlighted. See Figure7-1.
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FIGURE 7-1 Selecting a Document
//’7 POISE College <‘\\
R_THOMAS (Hotes) (POH= ) [Pending 1]
Encumbrance Document # @ 970023 . JDate : @7/22.1997
Uendor 1D : 438 Southwest Printing Co.
Dept R RN Computer Services
Total Encumbrance Amount : 408 A0

Linet G.L. Acct#

Brief Description Transaction Amount |

N

M 1-1111-618 Y extra manuals 4H0[. hA
HELP(F8> O0UT(F1@> APPROUE REJECT HOTES STATUS PRINMT ASSIGH HOHE

W

Notes M anagement

At the Requisition Approval screen, press F8 to display the options menu and select “5)
Add/Review Notes on this Document,” or type /NOTES and press RETURN (Figure 7-

2).

FIGURE 7-2 Selecting the Notes Option
//’> POISE College ‘\\\
R_THOMAS {Hotes) ({PO#= b [Pending 1
Encumbrance Document # : 070023 . Date : @7,22/1997
Uendor 1D L Southwest Printing Co.
Dept
Total Encu OPTIONS
Linet G.L.| 1) Return To Previous Screen ction Amount
2y Hore Detail on This Line Item
FTEEESEERl| 3> Approve This Document [T ]

4 Reject This Document

5> Add-Review Hotes on this document

6> Display All Approval Items for this document
7> Print a Hardcopy of this document

8> Go Back to Document # Prompt

9> assign {Forward) This Document to Another

NI

/
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Notes M anagement

When you select the Notes option, the summary region of the screen changes to the
format illustrated below. See Figure7-3.

FIGURE 7-3 Notes Display
/ POISE College \

R_THOHAS {Hotes) (PO#= ) [Pending 1
Encumbrance Document # : 978823 . Date = @7/22/1997
Uendor 1D : B438 Southwest Printing Co.
Dept 1 Computer Services
Total Encumbrance Amount : haa. 6@

Subject of Hemo-Motation  Author of Mote Hote Date Hote Flag |
|

N

HELPCF8> OUT<F1@8> ADD READ UPDATE

W

If the document does not have notes assigned to it, the lower portion of the screen will
be blank as shown in Figure7-3. However, if there are notes, each note will be
summarized in one line. The summary region displays the following information about
the note.

Subject: The subject indicates a short description of the note.

Note Author: The note author indicates who authored the note.

Note Date: The note date indicates the date the note was authored.

Note Flag: The note flag indicates the status of the note. The following flags are used:
* Indicates that the note has not been read by the document author.

R Indicates that the note has been read by the document author. An “R” is
also placed in this field when the document author originates the note.

M Indicates that a mail message has been sent to the document author
notifying him/her that a note exists for the document.

With the cursor positioned in the first field of the detail region, you can press the F8 key
to display the options available. See Figure7-4.
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FIGURE 7-4 Notes Management Options
//’7 POISE College ‘\\\
R_THOMAS {Hotes) (PO#= ) [Pending 1
Encunbrance Document # : 978823 Date : @7/22/1997
Uendor ID : B4389 Southuest Printing Co.
Dept R AR Computer Services
Total Encumbrance Amount : L@@, 8@
Subject of Hemo- Date Hote Flag |
OPTIOHS

1> RETURH To Previous Screen

2) Add Hew Hote Line

3) Read Hotes for this Document
4 Update one of your notes

J

Select the appropriate option by (1) pressing the UP or DOWN ARROW key to
highlight the option and pressing RETURN or by (2) typing a slash (/) followed by the
command (i.e., /OUT, /ADD, /READ, or /[UPDATE) and pressing RETURN.

You can select “1) RETURN To Previous Screen” from the options shown above to exit
the Notes option and return to the Requisition Entry screen.

Adding aNew Note

To add a note to an existing document, select “2)Add New Note Line” from the options
menu (Figure7-4), or enter /ADD and press RETURN. When this option is selected, the
screen changes to allow you to enter the information. See Figure7-5.
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FIGURE 7-5 Entering a Note

[

From : Document #

Subject :

Page 1 of 1

Subject:
The system prompts you to enter the subject of the note in 25 words or less. The
system will not prompt you for the “From” and “Document #” entries; they will be
filled in by the system.

After the subject is entered, the cursor moves to the first detail note line. The note
entry screen allows four lines per note and up to 45 characters per line. The detail
lines do not function like aword processor. The text will not wrap to the next line
if it is too long to go on the current line. The system will beep if too many
characters are entered on a detail line. Press RETURN to exit the note entry
screen. See Figure7-6 for a sample note.
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FIGURE 7-6 Sample Note

//rV POISE College ‘\\\

From : Document

Subject : Account is deficit

The account has a deficit balance.

- /

After the note has been entered, it will collapse into one line in the summary region of
the screen. See Figure7-7.

FIGURE 7-7 Note Summary
/ POISE College \
R_THOMAS (Ho Hotes> (PO#= ) [Pending 1

Encumbrance Document # : 978823 . Date - @7/22/1997

Uendor ID : B438 Southwest Printing Co.

Dept R AR Computer Services

Total Encumbrance Amount : L@@, e
Subject of Hemo-Motation  Author of Hote Hote Date Hote Flag |
Account 15 deficit R_THOHAS 18-29-1997 *

HELPCF2> OUT<F1@> ADD READ UPDATE
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Reading a Note

To read a note attached to a document, scroll through the notes summary region of the
Requisition Entry screen and highlight the note to read. Once the note is highlighted,
access the notes options menu and select “3) Read Notes for this Document,” or type
/READ and press RETURN. See Figure7-8.

FIGURE 7-8 Selecting the Read Option

\

PO 11
{No Hotes> [Pending 1
Encumbrance Document # : 978823 . Date = @7/22/1997
Uendor 1D : B438 Southwest Printing Co.
Dept 1 Computer Services
Total Encumbrance Amount : 4AQ. B0
Subject of Hemo- Date Hote Flag
OPTIDNS
Account 1s defic 0-1997 *

1> RETURH To Previous Screen
2> Add Hew Hote Line

3> Read Hotes for this Document

4> Update one of your notes

-
N /

When the Read option is selected, the screen changes to display the selected note (see
Figure7-6).

Updating a Note

To update a note, highlight the note that is to be updated in the note summary area of the
Requisition Approval screen; then type /UPDATE and press RETURN, or press F8 to
the display the notes option menu and select “4) Update one of your notes” (Figure7-9).
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Add/Review Notes on a Document

FIGURE 7-9

Selecting the Update Option

‘“\\

POISE College

(Ho Hotes) (PD#= [Pending 1

Encumbrance Document # @ 9708823 . Date @ @7/22/1997
Uendor ID : B438 Southwest Printing Co.
Dept 1 Computer Services
Total Encumbrance Amount : LA8. BA
Subject of Hemo- Date Hote Flag |
OPTIDHS
Account 1s defic 0-1997 *

1> RETURH To Previous Screen
2> fdd Hew Hote Line
3> Read Hotes for this Document

4> Update one of your notes

NI

/

The note entry screen will display the note and position the cursor at the “Subject”
prompt. You can update the information as needed and press RETURN to exit the
Update option.

Note Indicators

The DPS uses several methods to notify an approver that a note exists for a document.
The following methods are used.

* The screen displays a“Note” message at the top of the screen to inform the approver
that a note is attached to the document.

* An informational message is displayed in the function row whenever the user
accesses a document that has a noted attached.

Each of these methods is illustrated below.

The system notifies the approver that a note is attached to a document when the
document is selected for review. The screen displays an informational message on the
function row indicating that anote is attached to the document and displays “(Notes)” at
the top of the screen. See Figure7-10.

7-8
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FIGURE 7-10 Document with Note Indicators
(/,' POISE College ‘\\\

R_THOHAS {Hotes) (PO#= ) [Pending 1
Encumbrance Document # : 978823 . Date = @7/22/1997
Uendor 1D : B438 Southwest Printing Co.
Dept 1 Computer Services
Total Encumbrance Amount : haa. 6@
Line#f G.L. Acctdt Brief Description Transaction Amount |
B 1-1111-610@ ¥ extra manuals L6, Bl

Notes Exist for This Document
\\iTESS AMY key to continue: 4J//

Exit the Procedure

To exit the Notes option, press F10 (or type /OUT and press RETURN) until the desired
screen or the DPS Main Menu is obtained.
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CHAPTER 8

Display All Approva Itemsfor a
Document

Overview

The Display (or Status) option allows you to look at the status of a requisition. The
display indicates whether the request has been approved or rejected by approvers and at
what stage in the approval process the requisition is to determine “whose desk it ison.”

Selecting a Document

To view the status of a document, the desired document must be selected from the
appropriate folder. If the document is not in the current folder (indicated in the upper
right corner of the Requisition Approval screen), the appropriate steps should be taken
to switch to the proper folder. See Chapterl3 for instructions on changing the folder
selection.

With the appropriate folder selected and the cursor at the document number prompt,
press the F8 key to access the options menu and select “Scan available documents’;
press the F9 key; or enter /LIST and press RETURN. All requisitions available to the
approver are displayed in the scrolling region. Move through the list of documents by
pressing the UP or DOWN ARROW key or by pressing the PREV or NEXT key. When
the appropriate requisition is highlighted, press RETURN to select the document. The
screen fills with the data related to the document selected. The first detail line of the
selected document is highlighted. See Figure8-1.
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FIGURE 8-1 Selecting a Document

/ POISE College \

tHotes) (PO%= [Approved]

Encunmbrance Document #  : 978881 . Date : B482/1997
Vendor ID b 170 Hathan 0ffice Supply

Dept 1128 BUSINESS AHD COMMERCE

Total Encumbrance Amount : 26.75

Line#f G.L. Acctd Brief Description Transaction Amount |
M 1-1128-6608 Clic-Erasers 8.75%
82 1-1111-66@ ¥ Eraser Refill 18. 68

HELPCF8> OUT<F1@> APPROVE REJECT HOTES STATUS PRINT ASSIGN HOME

N J

Display Approval Items for a Document

Press F8 to display the options menu and select “6) Display All Approval Itemsfor this
document” (Figure8-2), or type /STATUS and press RETURN.

FIGURE 8-2 Selecting the Display Option

/ POISE College \

tHotes) (PO%= [Approved]

Encumbrance Document # : 978881 . Date : @4/82/1997

Vendor ID b 750 Hathan 0ffice Supply

Dept GE

Total Encu

Line## G.L.| 1> Return To Previous Screen ction Amount |
2> More Detail on This Line Item

[IMESKFL:| 3> Approve This Document

#2 1-1111 4 Reject This Document 18.684

5> Add/Review NHotes on this document

6> Display All Approval Items for this document
7> Print a Hardcopy of this document

8> Go Back to Document # Prompt

9 Assign (Forward) This Document to Another

Record 1 of 3 Record: 1M

N /
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When the Display option is selected, the summary region of the screen will change to
display the status of the document in the approval process. See Figure8-3.

FIGURE 8-3 Document Status Display
/ POISE College \
_ {Hotes) (PO#= [approved]
Encumbrance Document #  : 97868681 . Date : B482/1997
Vendor ID : B6AEa Hathan 0ffice Supply
Dept 1128 BUSINESS AND COMHMERCE
Total Encumbrance Amount : 26.75
Document # Approver Approval Date Flg Description of Approval |
978081 ESFDEHD I  Document Author
97 00a1 R_THOMAS 18-29/1997 A Director of Info Systems
078081 K_MCHAWARA P Purchasing Office

HELPCF8>  OUTCF1@>

The following information is displayed.

Document #: Displays the document number selected to review.
Approver: Displays the username of the approver.

Approval Date: Indicates the date the document was approved or rejected by the
approver.

Flag: Indicates the status of the document. The following flags are used.
A Document is approved.

| Document author.

P Document is pending.

R Document has been rejected. All X’sand P swill be changedto R’s.
X Document has not reached that level of approval.

Description of Approval: Displaysthe title or function of the approver.

Exit the Procedure

To exit the Display option, press F10 or press F8 to display an options menu. The
options menu provides an option to return to the previous screen.
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CHAPTER 9

Print a Document

Overview

The Print option allows you to print a hard copy of an existing document from any of
the folders. Once the appropriate document is selected, a copy of the requisition form,
travel form, or request for proposa may be printed. The Print option alows the
document to be printed to an attached printer or to a queued printer.

Selecting a Document

To print adocument, the desired document must be selected from the appropriate folder.
If the document is not in the current folder (indicated in the upper right corner of the
Requisition Approval screen), the appropriate steps should be taken to switch to the
proper folder. See Chapter13 for instructions on changing the folder selection.

With the appropriate folder selected and the cursor at the document number prompt,
press the F8 key to access the options menu and select “Scan available documents’;
press the F9 key; or enter /LIST and press RETURN. All requisitions available to the
approver are displayed in the scrolling region. Move through the list of documents by
pressing the UP or DOWN ARROW key or by pressing the PREV or NEXT key. When
the appropriate requisition is highlighted, press RETURN to select the document. The
screen fills with the data related to the document selected. The first detail line of the
selected document is highlighted. See Figure9-1.
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Printing a Hard Copy of a Document Print a Document

FIGURE 9-1 Selecting a Document
//’7 POISE College <‘\\

R_THOMAS {Hotes) (PO#= ) Lapproved]
Encumbrance Document # : 970001 . Date : B4/B2/1997
Uendor 1D : B6eaa Hathan 0ffice Supply
Dept 1128 BUSINESS AND COMHERCE
Total Encumbrance Amount : 26.75
Linet G.L. Acct# Brief Description Transaction Amount
M 1-11260-668 Clic-Erasers 8.7%
B2 1-1111-668@ Y Eraser Refill 18.68

HELPCF8> OUTCF1@>  APPROVE REJECT HOTES STATUS PRINT ASSIGH HOME

N W

Printing aHard Copy of a Document

Press F8 to display the options menu and select “7) Print aHardcopy of this document,”
or type/PRINT and press RETURN. See Figure9-2.

FIGURE 9-2 Selecting the Print Option

\

1]
{Hotes) [approved]

Encunmbrance Document # : 978081 Date : @y 82/1997
Uendor ID : BoB@a Hathan Office Supply
Dept GE
Total Encu
Line# G.L.| 1> Return To Previous Screen ction Amount
2> More Detail on This Line [tem

3) Approve This Document

#2 1-1111 4 Reject This Document 18.684

5> Add-/Review Notes on this document

6> Display A1l Approval Items for this document
7> Print a Hardcopy of this document

8> Go Back to Document # Prompt

9 Assign (Forward) This Document to Another

Record 1 of 3 Record: 1M

NI /
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Print a Document

Printing a Hard Copy of a Document

FIGURE 9-3

The system prompts as follows. See Figure9-3.
Print To Attached Printer <YES>?

Attached Printer Prompt

POISE College

{Hotes) (PO#= [approved]
Encumbrance Document #  : 978881 . Date : B4 02/1997
Vendor ID : B6AEa Hathan 0ffice Supply
Dept 1128 BUSINESS AND COMHMERCE
Total Encumbrance Amount : 26.75
Line#f G.L. Acctdt Brief Description Transaction Amount
B 1-1128-660 Glic-Erasers 8.75%
B2 1-1111-660@ ¥ Eraser Refill 18.0@

Record 1

3
Print To Attached Printer {YES»?

Record: 1

W

FIGURE 9-4

If the default response of “YES” is accepted, the document will print directly to the
printer attached to the computer. To print to a queued printer, type “NO” and the system
will respond with the following prompts.

Print Queue: Default printer
Paper Type: Default paper type

Default responses can be accepted by pressing RETURN. If a different printer and/or
different paper type is desired, press the BACKSPACE key until the default answer is
removed. Then respond to the prompt by entering the desired printer and/or paper type.
Contact your System Manager if you want the default printer and paper type to be
changed.

After responses to the prompts are entered, the system prompts for the type of report to
print. Select the desired report by pressing the UP or DOWN ARROW key and pressing
RETURN. See Figure9-4.

Selecting the Report

Print Selection

1) Travel Draft Form
2) Requisition Draft Form
3) RFP Form
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Exit the Procedure

Print a Document

The system will display the following message.

Printing Routine in Process...Please Wait

Standard Reports

The standard DPS system allows for three types of reports to be printed. However,
additional reports may be added to tailor the system to the institution's needs.
Descriptions of the standard reports are provided below.

Requisition Draft Form: The requisition draft form prints all the information about the
requisition that was entered when the document was created or that was updated after
the document was created. It reports such items as vendor, general ledger account
number, quantity ordered, unit cost, extended cost, and order date. See Appendix A for
an example.

Travel Request Form: The travel request form prints all the information about the
requisition that was entered when the document was created or that was updated after
the document was created. It reports such items as requisition number, person traveling,
destination, leave and return dates, general ledger account number, estimated costs for
mileage, meals, lodging, and other fees. See Appendix A for an example.

RFP Form: The Request for Proposal is an institutionally-defined report that requests
vendors to respond to the listed items. See Appendix A for an example.

Exit the Procedure

After the document is printed, the system exits the print mode and returns to the
Requisition Approval screen. Exit the procedure by pressing F10 or press F8 to display
other options.
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CHAPTER 10 Exit to the Document Number Prompt

Overview
The Home option allows you exit the current process and return to the Requisition
Approval screen. It is aquick method of exiting to the document number prompt rather
than selecting the Exit option or pressing F10 several times.
Execute the Command
To execute the command, press F8 and select “8) Go Back to Document # Prompt” from
the options menu, or type /HOME and press RETURN. See FigurelO-1.
FIGURE 10-1 Returning to the Document Number Prompt
//" POISE College ‘\\\
R_THOHAS {Hotes) (PO#t= p) [Pending 1]

Encumbrance Document # : 978848 . Date : B8-28/1997

Uendor ID : AHea Business Products Center

Dept

Total Encu OPTIOMS

Line#f G.L.| 1» Return To Previous Screen ction Anount |
2> More Detail on This Line Iten

M 1-1111 3> Approve This Document 2600. 40

#2 1-1111| 4 Reject This Document 105,80

83 1-1111| 5> Add/Review Notes on this document 20.088
6) Display All Approval Items for this document
7y Print a Hardcopy of this document
8> Go Back to Document # Prompt
9 fAssign <(Forward> This Document to Another

Record 1 of 3 Record: 78

N /

The screen clears, and the cursor returns to the “ Encumbrance Document#” prompt on
the Requisition Approval screen.
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Exit the Procedure Exit to the Document Number Prompt

Exit the Procedure

To exit the Requisition Approval screen, press F10 (or type /OUT and press RETURN)
until the DPS Main Menu is obtained.
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CHAPTER 11

Assgn (Forward) a Document to
Another Approver

Overview

The Assign option allows you to forward a document to another approver for his or her
review. If you forward a document, the new approver must be given a proxy for you.
The exact purpose and use of this option will depend on the institution’ s procedures and
the reviewer’ s needs.

Selecting a Document

In order to assign/forward a document, the desired document must be selected
from the appropriate folder. If the document is not in the current folder (indicated in the
upper right corner of the Requisition Approval screen), the appropriate steps should be
taken to switch to the proper folder. See Chapter13 for instructions on changing the
folder selection.

With the appropriate folder selected and the cursor at the document number prompt,
press the F8 key to access the options menu and select “Scan available documents’;
press the F9 key; or enter /LIST and press RETURN. All requisitions available to the
approver will be displayed in the scrolling region. Move through the list of documents
by pressing the UP or DOWN ARROW key or by pressing the PREV or NEXT key.
When the appropriate requisition is highlighted, press RETURN to select the document.
The screen fills with the data related to the document selected. Thefirst detail line of the
selected document is highlighted. See Figurell-1.
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Forwar d/Assign a Document

Assign (Forwar d) a Document to Another Approver

FIGURE 11-1 Selecting a Document to Forward
//’7 POISE College <‘\\
R_THOMAS Hotes) PO#= ) [Pending 1
Encumbrance Document # : 976048 Date : @8/28-1997
Vendor ID : 831688 Business Products Center
Dept 1 Computer Services
Total Encumbrance Amount : 385.80

N

Line#f G.L. Acctd Brief Description Transaction Amount

M 1-1111-660 ¥ Utility Hachine Stand 260. b8

B2 1-1111-668 Y Econ/Storage Files 165.668

A3 1-1111-660 ¥ Shipping & Handling 20.88
HELPCF8> OUT<F1@> APPROVE REJECT HOTES STATUS PRINT ASSIGH HOHWE

W

Forward/Assign a Document

Press F8 to display the options menu and select “9)Assign (Forward) This Document to

Another,” or type /ASSIGN and press RETURN (Figurell-2).

FIGURE 11-2 Forwarding a Document
//’> POISE College ‘\\\
R_THOMAS tHotes) PO#= ) [Pending 1
Encunbrance Document # : 978843 . Date : B8/28/1997
Uendor ID : 831688 Business Products Center
Dept
Total Encu OPTIODHS
Line# G.L.| 1> Return To Previous Screen ction fAimount
2y More Detail on This Line Item
CIMESEEE]| 3> Approve This Document 260. 88
2 1-1111 4 Reject This Document 165, B8
83 1-1111| 5> Add/Review Hotes on this document 20.09
6) Display ALl Approval Items for this document
) Print a Hardcopy of this document
8> Go Back to Document # Prompt
9> Assign (Forwardd This Document to Another
Record 1 of 3 Record: 78

NI
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Assign (Forward) a Document to Another Approver Exit the Procedure

The summary region of the Requisition Approval screen changes to display available
users to whom the document may be forwarded. The approvers displayed in the
summary region will be those users who have been granted a proxy by the approver
forwarding the document. See Figurell-3.

FIGURE 11-3 Verification Prompt
/ POISE College \

_ {Hotes) CPOH= [Pending 1
Encumbrance Document # : 978848 Date : @8/28-/1997
Uendor 1D : B3188 Business Products Center
Dept 1 Computer Services
Total Encumbrance Amount : 985,08
Granted From Start Date End Date Granted To
R_THOMAS Ay 81-1996 12/31-1999 J_BARKER
R_THOMAS 18/15—1997 18/15-1998 ESPDEMO

HELPCF8>  OUTCF1@>

The system also promptsto verify that the document should be assigned or forwarded to
another approver.

Sure Forward This Approval to Another <NO>?

If the default answer, “NO,” is selected, the system returns to the previous screen and
displays the selected document. The first summary line is displayed, and available
options are displayed on the function row. If “YES’ is entered, the document will be
forwarded to the Pending folder of the assigned user for review. The document will also
be removed from the folder of the approver who forwarded the document.

Exit the Procedure

To exit the Assign option, press F10 (or type /OUT and press RETURN) until the
desired screen or the DPS Main Menu is obtained.
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CHAPTER 12

Sdlect an Available Proxy

Overview

Proxy is defined as the authority or power to act for another. In the DPS, a user may be
given the ability to approve documents in the absence of the normal approver. The
ability to act on behalf of another user is established by the DPS Administrator. To act as
a proxy for another approver, the Proxy option must be selected from the Requisition
Approval screen.

Accessing the Proxy Option

FIGURE 12-1

The Proxy option is available only through the Approval procedure. To become a proxy
for another approver, select the APPROVE keyword from the DPS Main Menu. When
the Requisition Approval screen is displayed; press F8 to access the options menu and
choose “3) Select an Available Proxy”; or type /PROXY and press RETURN. See
Figurel2-1.

Selecting the Proxy Option

POISE College \

‘No Hotes) LPO%= [Pending 1

Uendor ID
Dept

Encumbrance Document # : Date :

Total Encumbrance Amount E

1> End This Progran ]

2) Scan fvailable Documents for this User

3> Select an Available Prox

4 (Approvers) Select Approved/Pending/Future
5> {Authors) Turn on Inquiry Only Hode

N

Page 1 of 1

W
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Selecting a Proxy Select an Available Proxy

Selecting a Proxy

The summary region of the Requisition Approval screen changes to alist of approvers
for whom you have been granted a proxy. Select the desired proxy by pressing F8 and
choosing “2) Select Proxy Username for Approval” from the options menu, or by using
the UP or DOWN ARROW key to highlight the proxy and pressing RETURN
(Figurel2-2).

FIGURE 12-2 Selecting a Proxy
(/’7 POISE College ‘\\\
_ ‘No Hotes) (PO#= [Pending 1
Encumbrance Document # : Date :
Vendor ID :
Dept :
Total Encumbrance Amount :
Granted From Start Date End Date Granted To |
T_RUDDLPH Ai/81-1997 12/31-1997 R_THOHAS

HELP<F&> OUT<F1@>

The summary region displays the following.

Granted From: Displays the username of the approver who has granted the proxy.

Start Date: Displays the beginning date that the proxy can approve documents for the
approver.

End Date: Displays the ending date that the proxy can approve documents for the
approver.

Granted To: Displays the username of the person who has been granted the proxy.

When you have selected the desired proxy from the list, the system will indicate in the
lower left corner of the screen that the proxy is changing. The system will also display
the username of the approver who granted the proxy in the top left corner of the screen.
See Figurel2-3.
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Select an Available Proxy Exit the Procedure

FIGURE 12-3 Proxy Messages
//rV POISE College ‘\\\
T_RUDOLPH {Ho Hotes) CPOH= ) [Pending 1
Encumbrance Document # : Date :
Vendor ID :
Dept

Total Encumbrance Amount E

Ghanging Proxy to T_RUDOLPH
'ess ANY key to continue: J

When you have been given a proxy, you have the same privileges as the approver who
granted the proxy. After pressing any key to continue the process, the function row will
display the options that are available to you. The name of the approver who granted the
proxy will remain in the top left corner of the screen until you change the proxy or exit
the Approve option.

Exit the Procedure

To exit the Proxy option, press F10 until you return to the DPS Main Menu.
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CHAPTER 13

Change the Current Folder Selection

Overview

The DPS allows you to switch among three folders that contain documents. The status
of an approver’s document will determine whether the document residesin the
Approved, Pending, or Future folder.

Changing the Folder

FIGURE 13-1

When the Requisition Approval screen is accessed, the system defaults to the Pending
folder asthe current folder. The folder selection will be displayed in the top right corner
of the screen to inform you which file is currently accessed.

To change the folder selection, press F8 when the cursor is positioned at the document
number prompt and select “4) (Approvers) Select Approved/ Pending/Future” from the
options menu; or type /TOGGLE and press RETURN. See Figurel3-1.

Folder Selection Option

POISE College \

‘No Hotes) LPO%= [Pending 1

Encumbrance Document # : Date :
Vendor ID :

Dept :
Total Encumbrance Amount :

1> End This Progran ]

2) 3can Available Documents for this User

3> Select an Available Prox

4y {Approvers) Select Approved/Pending/Future
5 <{Authors} Turn on Inquiry Only Hode

N

Page 1 of 1

/
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Folder Objectives Changethe Current Folder Selection

When you select this option, the current folder display (in the top right corner of the
screen) changes and the cursor returns to the document number field. The folder
selection toggles through the three available folders as follows. See Figurel3-2.

FIGURE 13-2 Sequence of Folder Selection

a

Future Lpproved

e

If the Pending folder is the current folder, the folder selection will change to the
Approved folder. If the current folder is the Approved folder, the folder selection will
change to the Future folder. If the current folder is the Future folder, the folder selection
will change to the Pending folder. Continue to change the folder selection until the
desired folder is accessed.

Folder Objectives

The DPS system was designed to follow the same methods as a paper requisition
process. An approver may havean “In” basket and an “Out” basket. The DPS providesa
similar scenario in that the approver hasan “In” basket, an “Out” basket, and a*“ Future’
basket. The DPS folders for an approver are described below.

Approved: The Approved folder functions as the “Out” basket and contains al
documents that have been approved or rejected by the approver.

Pending: The Pending folder functions as an “In” basket and contains all documents
that are awaiting the approver’s review. The Pending folder is the default selection.

Future: The Futurefolder contains all documents that will be forwarded to the approver
when they are approved by lower-level approvers.

Exit the Procedure

To exit, press F10 (or type /OUT and press RETURN) until the DPS Main Menu is
obtained. The folder selection will revert to the Pending folder when you re-access the
Requisition Approval Screen.
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CHAPTER 14 Turnon Ian|ry Mode

Overview

The Inquiry option allows approvers, who may also be document authors, to perform
inquiry functions on documents they have authored. This procedure allows you to
perform the inquiry functions while still in the Approve option without having to exit
and enter the Requisition option.

Inquiry Option

To perform an inquiry function, press F8 when the cursor is positioned at the document
number prompt on the Requisition Approval screen and select “5) (Authors) Turn on
Inquiry Only Mode” from the options menu (Figurel4-1), or type /INQUIRY and press

RETURN.
FIGURE 14-1 Inquiry Option
(/,' POISE College ﬂ‘\\
ESPDEHD ‘No Hotes) LPOH= ) [Pending 1]
Encumbrance Document # : Date :
Vendor ID :
Dept

Total Encumbrance Amount E

1> End This Progran
2> Scan Available Documents for this User
2> 3Select an Available Proxy

4 {Approvers> Select Approved/Pending/Future
5) C(Authors? Turn on Inquiry Only Hode

N

Page 1 of 1

/

When you select the option, the screen displays “Inquiry” in the top right corner of the
screen, and the function row displays the available options. See Figurel4-2.
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Available Optionsin Inquiry Mode

Turn on Inquiry Mode

FIGURE 14-2

Requisition Approval Screenin Inquiry Mode

POISE College

‘Ho Hotes) (PO#=
Encumbrance Document # : Date :
Vendor ID :
Dept

Total Encumbrance Amount E

N

HELPCF8)

LISTCF9Y  PROXY TOGGLE TIHQUIRY

J

Available Optionsin Inquiry Mode

From the document number prompt on the Requisition Approval screen, the List option
is the only available option. The user is unable to use the Proxy and Folder selection
functionsin inquiry mode. If one of these optionsis selected, the system will respond as
follows.

Cannot Use this Option in Inquiry Only Mode
Press ANY key to continue:

List the available documents for the approver’s review by pressing F8 and selecting “ 2)
Scan Available Documents for this User”; press F9; or type /LIST and press RETURN.
The system lists all pending documents that you have authored. Move through the list of
documents by pressing the UP or DOWN ARROW key or by pressing the PREV or
NEXT key. When the appropriate requisition is highlighted, press RETURN to select
the document. The screen fills with the data related to the document selected. The first
detail line of the selected document is highlighted. The following options are available.

* More Detail on ThisLine Item

* Add/Review Notes on this Document

* Display All Approval Items for this document
e Print aHard Copy of this Document

e Go Back to Document # Prompt

If aninvalid function is selected, the system responds as follows.

14-2
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Turn on Inquiry Mode Exit the Procedure

Cannot Use this Option in this Mode
Press ANY key to continue:

Press any key to continue the process and select avalid function.

Exit the Procedure

To exit the Inquiry option, press F10 until the DPS Main Menu is obtained.
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APPENDIX A Sample Reports




Requisition Draft Form

PO SE Col | ege

Purchase Request - Draft Copy
27- May- 97
Request # 990015
P. O, Nunber 1028
Vendor # 03100 Order Date : 05/27/1997
Order From:
Busi ness Products Center
514 E. Maple
San Franci sco, CA 91324
Requested : ASAP
Request or Andy
Item# Descri ption Qy Uni t Unit Cost Ext Cost
01 (1-6330-660 Administrative Data Processing)
Utility Machi ne Stand
31 1/2"Wx 19 3/8"D x 26 3/4"H
1.00 EACH 260. 000 260. 00
02 (1-6330-660 Adm nistrative Data Processing)
Econo/ Stor Files
FEL- 00703 Ltr/Lgl
12 x 10 x 15
20. 00 EACH 3. 400 68. 00
03 (1-6330-660 Adm nistrative Data Processing)
Deskt op Lami nat or
UNV- 845337 8 1/2" x 14"
1.00 EACH 180. 000 180. 00
04 (1-6330-660 Adm nistrative Data Processing)
Porcel ain Rollers
NEW 04258 Medi um
1.00 EACH 12. 650 12. 65
05 (1-6330-660 Admi nistrative Data Processing)
Post-Its
XXXX- 78514 YW
20. 00 Units 1.250 25.00
$545. 65
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Travel Request Form

POISE College
Travel Authorization
27-May-97

P.O. Number
Request Date 05/27/1997
Req. Number 990017
Person Traveling Digital Equipment Corporation
Vendor Number 58931
Accompanied by
Destination Dallas
In/Out of State (1/0) TI
Leave Date 07/07/97
Return Date 07/10/97

State Vehicle (Y/N) N

G.L.Acct # 1-6110-615
Dept Name Department of Computer Services
Description Attend VMS Training
Estimated Costs:
Mileage .00
Meals 80.00
Lodging 180.00
Fees 45.00
Airfare 159.00
Other 120.00
Amount Total 584.00
Approvals:
Approver Signed By Approval Date

A-2
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| ANDY

A R_THOMAS R_THOMAS  6/15/1997
PJ BARKER
X T_RUDOLPH

Request for Proposal

POISE College
Request For Proposal
27-May-97

POISE College is requesting price quotations for the following items.
Please respond with your quoted price in both the unit cost and the
extended cost columns. Then fill out the company information below,
sign and date the form.

Unless otherwise specified, all equipment must be new, and must meet
all current published manufacturer specifications and standards,
as well as warranted as new by the manufacturer.

Vendor Name
Vendor Address :
Vendor City
Vendor State
Vendor Zip
Vendor Signature :

Please specify any and all warranties associated with these items, as
well asall ancilliary charges such as shipping, installation, etc.

Item# Quantity Unit Description Unit Cost Ext Cost

01 1.00 EACH Utility Machine Stand
31 1/2"W x 19 3/8"D x 26 3/4"H

02 20.00 EACH Econo/Stor Files
FEL-00703 Ltr/Lgl
12x10x 15

03 1.00 EACH Desktop Laminator
UNV-845337 8 1/2" x 14"

04 1.00 EACH Porcelain Rollers
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NEW-04258 Medium

05 20.00 UnitsPost-lts
XXXX-78514 YW
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