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Introduction

This guide providesinformation about using Select and Acquire functions. The Select and Acquire module
encompasses selection, purchasing, receiving, and payment for all library materials, both print and
electronic. Full financial and budgeting structures, batch importing of vendor and bibliographic recors,
and tools supporting the lifecycle of electronic recourses are incorporated in the module.

Note

To learn more about the Select and Acquire Module, see the Select and Acquire Overview on the
OLE Documentation Portal.

This guide is organized to follow the layout of the Select/Acquire tab followed by the Licensing tab.
Please note there is a dight difference in Select/Acquire documentation. To follow the workflow, the
documentation covers Order, Paying, Receiving and then returns to addressing each submenu in columns.

Order provides access to the requisitions, purchase orders, and the order holding queue. Usersinitiate
reguisitions which become purchase orders sent to vendors.

Paying provides access to invoices and credit memos. Users are able to invoice vendors or receive
money back viathe credit memo.

Receiving provides access to mongraphic and serial receiving.
Fund allows users to manage library funds.

Acquisition provides access to search and edit payment requests, create general error corrections and
disbursement vouchers, and search and edit E-Resources.

Chart of Accountscontainsthe maintenance documents associated with the chart of accountsdocuments.

Lookup and Maintenance provides access to the chart of accounts documents: accounts, subaccounts,
organizations, objects and subobjects.

Vendor provides access to vendor records as well as to search bibliographic records and acquisition
documents.

Vendor (2nd submenu) contains the maintenance documents associated with the vendor document.
Import provides access to import batch marc and vendor files and view reports of these oads.

Purchasing/Accounts Payable contains the maintenance documents associated with ordering, paying,
receiving, and e-resources as well as general ledger entry and available balances |ookups.

On the Licensing tab:

Licensing provides access to the license request document.
Licensing Admin contains the maintenance documents associated with license requests.

Agreement Admin contains the mai ntenance documents associated with agreements.

These sections are divided into subsections covering individual functions. For each function, the applicable
subsection presents a breadcrumb trail showing how to access the function and information on the layout
and fields on the related screen(s). As appropriate, some subsections include business rules and routing
information for e-docs and/or special instructions for performing activities.
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Introduction

Note

In order to work efficiently in the system’s Select/Acquire and Licensing screens, you need to
understand the basics of the user interface. For information and instructions on logging on and
off, navigating, understanding the components of screens, and performing basic operationsin the
screens, see the OLE Basic Functionality and Key Concepts.

This guide as well as guides to other OLE modules are available for download from the OLE
Documentation Portal.

Tip

Bookmark any page within OLE. Thiswill allow you to easily navigate back to an interface or
e-doc in one click, just log in.
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Chapter 1. Accessing Purchasing and
Accounts Payable Functions

The Kuali OLE Purchasing and Accounts Payable module includes several e-docsto help your ingtitution
manage its procurement processes. Kuali OLE users may initiate Requisition e-docs to request that orders
be placed for goods or services. Fully approved Requisition e-docs are then processed by departmental
staff and then become purchase orders (POs). Under certain conditions (specified by your institution's
business rules in Kuali OLE), fully approved requisitions may become POs automatically without any
additional processing.

Each PO is an officia request for goods or services to a specified vendor for an agreed-upon cost. After
goods are delivered or services rendered, Kuali OLE allows for the processing of vendor invoices through
the Payment Request e-doc, which applies full or partial payment against a PO. Credits received from
vendors may also be processed on a Credit Memo e-doc. Both payments and credit memos may then be
applied to outstanding invoices when payment is due.

Purchasing and Accounts Payable e-docs are accessible from the Select/Acquire tab.




Chapter 2. Batch Processes

Users do not interact directly with OLE batch processes, but some users want to understand how these
processes keep the data base up to date. For users who are interested, the following table summarizes the
functions of the system’s Purchasing/Accounts Payable batch processes. These processes, which are run
according to a predetermined schedule, not only keep your database up to date but, in some cases, generate
new e-docs as heeded to make certain types of adjustments.

Purchasing and Accounts Payable Batch Jobs

Job Name

Description

approvel ineltemReceivingJob

If unordered items have been received and noted when doing line item
receiving, Purchasing and Accounts Payable attemptsto create a Purchase
Order Amendment e-doc to adjust for the new items. If a purchase order
cannot be amended for some reason (for example, if it is closed or has
pending payment requests), thisjob rechecks each timeitisrun and creates
the Purchase Order Amendment e-doc as soon asiit is alowed to do so.

autoA pprovePaymentRequestsJob

Automatically approves payment request documents with acurrent or past
pay date.

autoClosePurchaseOrdersJob

Closes open purchase orders with no remaining encumbrance.

autoCloseRecurringOrdersJob

Looks at the end date on arecurring order (that is, a purchase order with a
recurring payment type not equal to null). If this date isless than or equal
to the date defined in the AUTO_CLOSE_RECURRING_PO_DATE
parameter, it closes the purchase order and disencumbers any outstanding
amounts.

electroniclnvoiceExtractJob

Examines and validates invoices uploaded electronically by vendors.
Creates Payment Request e-docs for valid invoices and creates Electronic
Invoice Reject e-docs for invalid invoices.

faxPendingDocumentJob

Not yet supported by OLE; this job is a placeholder for a process used by
Indiana University. (POs are queued electronically to be sent viafax, and
this job runs every 15 minutes. If there is a problem with the fax device,
the job fails. If the fax device is working normally, the POs are faxed.)

purchasingPreDisbursementExtractJob

Extracts al eligible and approved Payment Request and Credit Memos e-
docs into the Pre-Disbursement Processor (PDP) for payment.

purchasingPreDisbursement! mmedi atesExtractJob

Extractseligible and approved payment requests and credit memosflagged
for immediate payment into the Pre-Disbursement Processor (PDP) for
payment.

receivingPaymentRequestJob

If using receiving and if apayment request is entered that exceeds the open
quantity on the purchase order, the payment request isheld in "Waiting on
Receiving" status. Thisjob checks payment requests held in this status and
releases them for normal routing when the purchase order has a sufficient
open quantity.

approvel ineltemReceivingJob

If unordered items arereceived when doing lineitem receiving, Purchasing
and Accounts Payabl e attempts to create a Purchase Order Amendment e-
doc to adjust for the new items. If the purchase order cannot be amended
for some reason (for example, if it is closed or has pending payment
requests), this job rechecks every time it is run and creates the Purchase
Order Amendment e-doc as soon asit is alowed to do so.

autoA pprovePaymentRequestsiob

Automatically approves payment request documents with acurrent or past
pay date.

autoClosePurchaseOrdersJob

Closes open purchase orders with no remaining encumbrance.

autoCloseRecurringOrdersJob

Looks at the end date on arecurring order (that is, a purchase order with a
recurring payment type not equal to null). If this date isless than or equal
to the date defined in the AUTO_CLOSE_RECURRING_PO_DATE
parameter, closes the Purchase Order and disencumbers any outstanding
amounts.




Chapter 3. Ordering Materials:
Standard Transactional E-Docs

REQUISITIONS

Create
Search

PURCHASE ORDERS

Search

Order Holdin eue
[T | Ordering , derHona Ques

On the Select/Acquire tab, the Order submenu provides access to request and order library materials.

Requisition Search

ST . Ordering = REQUISITIONS _ o scarch

OLE offers a customized document search related to electronic requisitions. The search screen contains
the standard search fields along with special fields that are unique to this type of e-doc.

Lookup Help

Specifying search criteria:

Most fields will be uppercased for search.
Dates should be specified as MM/dd/yyyy.
Some fields have magnifying glass button for a sub lookup on that field.

Wildcards allowed on strings are * and % match any number of characters, while using a ? will match
any one character

Logical operators allowed include & & (And) aswell as | (Or) to join multiple search criteria
Range operators allowed on numerics and dates are >,<,>=,<=, or ..

All operators except .. should be before date value. Operator .. should separate date values.

Result Table:




Ordering Materials: Standard
Transactional E-Docs

» Eachresult field has link on header for sorting. Click once to sort ascending,
and click again to sort descending.
» Somerow fields have links to inquiry. The inquiry will be presented in a new window.
* Click the return value link to select arow and return the key value to the previous page.
Select 'return with no value' or click the cancel button if you wish to return without returning a value.
Maintenance Links:
e The'create new' link on the upper left corner of the lookup screen will
go to a maintenance document for creating a new record for this lookup type.
* For each result row the action column displays edit and copy links. The 'edit’ link
will go to a maintenance document for editing the current record. The 'copy' link
will go to a new maintenance document but copy over attributes over the current record.
Export Functionality:
» Attheend of each result set, there are links for exporting the data to a different format.
* Click 'csv' to export the data as acomma delimited file, 'spreadsheet’ to export the data as a spreadshest,

or 'xml' to export the data as xml.

Note

For information about performing asearch for requisitions, see Performing Searches on Financial
Docs on the Guide to OLE Basic Functionality and Key Concepts.

Note

For information about Document lookup fields that are specific to requisitions, see “Document
Layout” under Requisition.

Requisition
ST . Ordering | REQUISITIONS o create , Requisition

All ordersbeginin OLE as Requisitions. Requisitionsor imported vendor filesare processed into Approved
Purchase Orders, or can be saved in support of ongoing Selection activities.

Getting Started

Anyone can create a requisition for routing. Users who can create a requisition, that, when all
required fields are entered and business rules are satisfied, becomes an automatic/approved Purchase
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Ordering Materials: Standard
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Order transmitted to Vendor must have the role OLE-SELECT AcquisitionssAQ2, Acquisitions-
AQ3, AcquisitionsAQ4, Acquisitions-AQ5, OLE_Selectors, OLE_Selectors-seridls, OLE_ACQ-Mgr,
PLE_ACQ-Mgr-Serials, OLE-Acquisitions, OLE-Acquisitions-serials.

Note

Currently any authorized user of a Requisition e-Doc can process it into an Automated Purchase
Order if all business rules and required fields are satisfied for firm, fixed orders. In future, the
inherited routing rules and business rules will continue to be modified to prohibit Selection-staff
from submitting an order (i.e., via Account codes).

The Requisition (REQS) document collects information about the desired items or services, possible
vendorsto fulfill the order, delivery instructions, contact information, and related accounting details. The
approved Requisition document is used to generate the purchase order. Authorized users can process
requisitions to Automated Purchase Orders for firm fixed orders

Document Layout

B, Doc Nbr: \5155 Status: |INITIATED
Requisition |5 . N
Initiator: gle-guickstart Created: 10:41 AM 04/08/2014
#: Not Available Requisition Doc Status: In Process

expand all | [ collapse all

* required field

("~ Document Overview \
Delivery L
* Delivery Campus: 8| - BLOOMINGTON (& * Delivery To: |[quickstart, ole
Building: 630 E 3rd St [& [ building not found | [ set as default building | Phone Number:
* Address 1: 630 E 3rd St Email: [test@kuali.org
Address 2: | Date Required: ]
* Room: |[101 & Date Required Reason: || e |
* City: i
State: | IN
Delivery
Postal Code: |47405-3602
* Country: United States

Receiving Address

KUALI UNIV. LIBRARY
ACQUISITIONS DEPT.

310 MAIN STREET
PHILADELPHIA , PA 19104
United States

Receiving Address:

Address To Vendor

Shipping Address Presented to Vendor: | (2) Receiving Address () Final Delivery Address

Vendor A%
Titles A%
Bib Info; | ) "= bb O existing | o ot holdings () e-holdings Location | Copy #
* No of * Noof Do
B -
Copies i Parts i m';':‘ 0.00 E";'s“"" 0.00 Public View o Not o
Ordered Ordered Claim
No Of
Receipt No of Parts Ttom Price | [ pine, | Request =
Status R::ils; Received Source Source | Staff J |
S . Route To fore) =
Format | ~| category | -l Item | Requestor Q et (=]
Identifier 4
* Unit Discount Item
0 Discount 1 Type status | | —
setup distribution | | remove accounts from all items | | expand all accounts | | collapse all accounts.

Current Items

Additional Charges [T

Totals

Grand Total: 0.00

\ APO Limit: | 10,000.00 | |

Payment Info

Additional Institutional Info

Account Summary

View Related Documents ¥ show

Notes and Attachments (0)

Ad Hoc Recipients » show

Y e

Route Log
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The Requisition document includes several unique tabs—Dédlivery, Vendor, Titles, Payment Info,
Additional Institution Info, Account Summary, and View Related Documents.

Unlike a standard financial e-doc, there is no Accounting Lines tab, and the document header and the
Document Overview tab are slightly different.

Requisition document tabs and purposes

Tab Name Purpose

Document Overview In addition to the standard document overview information (description,
explanation, and organization document number), contains the fiscal
year, line item receiving requirements, order types, , funding source,
and the payment request positive approva required override flag, license
requirement or review flag and status.

Delivery Contains information about the final delivery and central receiving
addresses.

Vendor Suggests a vendor or a list of vendors who might provide the goods or
services being requisitioned.

Titles Identifies what is being ordered on this requisition and establishes an
accounting distribution indicating how those items should be charged.

Payment Info Indicates the type of payment schedule required and the duration of
that schedule if recurring payments are required for the items on this
requisition.

Additional Institutional Info Collects information about the organization at your institution that has

requested the goods or services for this requisition as well as the internal
contact information.

Account Summary Summarizes the accounting information for all line items on the
requisition. The line items that make up the summary display here.
View Related Documents Lists al documents related to a requisition, such as the purchase order,

receiving documents, payments, credit memos.

Document Header

Asin other OLE documents, the header section contains basic identification and status information about
the document aswell aswho created it. The Requisition document hastwo additional fieldsin the document
header that do not appear in other OLE documents: REQ Nbr and REQ Status.

Like the other fields in the document header, these fields are completed and updated automatically by

Kuali OLE.
Doc Mbr: (4514 Status: INITIATED
Initiator: ole-khuntley Created: [01:37 PM 08/19/2013

Requisition #: |Not Available Requisition Doc Status: In Process

Document header definition

Title Description

Requisition # An identifying number assigned to this requisition. This number, which
may be used for queries specific to the Purchasing/AP module of OLE,
differs from the Doc Nbr, which identifies the requisition as a unique
document for general OLE and Workflow queries.

Requisition Status A status that indicates where in the Purchasing/AP process a requisition
is at any given time. Thisis similar to the status a document receives in
Workflow but is specific to the purchasing process. Examples of REQ
Status might include ‘Awaiting Fiscal Officer,' 'In Process,' and 'Closed'.

Note

For additional information, see Document Header on the Guide to OLE Basic Functionality and
Key Concepts.
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Document Overview Tab

Unlike the Document Overview tab in other financial documents, a specia Fiscal Year field isincluded
in this tab on the Requisition document because, in some circumstances, users may be able to select from
more than one fiscal year to which a Requisition should be applied. The tab also includes the Requisition
Detail section, which identifies funding source for this requisition.

" Document Overview .

Document Overview

* Description: | [Library Waterial_kyh_0819131237

Organization Document Number: ||

Financial Document Detail

Total Amount: |
Requisition Detail
* Chart/Org: [z ; veiT (™ * Funding Source: INSTITUTION ACCOUNT
Receiving Required: | [] | Payment Request Positive Approval Required: ‘ =

Order Type: |[Firm, Fixed [

Document Overview tab definition

Title Description

Financial Document Detail

Year Required. The default is the current fiscal year. Thisfield is not editable
until the '"ALLOW ENCUMBER NEXT YEAR DAYS parameter has
been met.

Setting the year to the next fiscal year can affect the requisition in several
ways. The requisition may not become an APO if the 'ALLOW APO
NEXT FY DAYS parameter has not been met, and the funds will not be
encumbered until the next fiscal year once a PO is fully approved.

Total Amount Display-only. Displays the total amount of the requisition after fees.

Requisition Detail
Chart/Org Required. Automatically completed based on theinitiator's chart/org. This

value may be changed manually viathe lookup 3 . Thisvaueisalsothe
chart/org that is used for the Content route level.

Receiving Required Optional. Select the check box to ignore the receiving thresholds on
the approved purchase order. If the field is checked, then a Line Item
Receiving document must be processed with sufficient quantities received
before a payment will route to the fiscal officer.

Order Type Identifies the type of order, possible values could be one-time, standing,
subscription. System default data valueis"Firm, Fixed".

Funding Source Required. Defaults to 'Institution Account'.

Payment Request Positive Approval Required Optional. The' DEFAULT POS APPRVL LMT' parameter determinesthe

dollar limit where payment requests must receive positive approval from
afiscal officer. If thisfield is selected, positive approval on the payment
request is required regardless of the total of the payment.

Delivery Tab

The Delivery tab contains information about where goods ordered on this requisition should be delivered.
It also collects delivery contact information and any specia delivery instructions. The system provides
two ways for you to specify the delivery address: select the building from the building lookup or enter a
different address by entering the address after selecting the Other Building option.

Note

When implementing OLE, libraries can update the Building maintenance e-Doc with their own
building designations.
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Delivery

\

Final Delivery

* Delivery Campus: |BL - BLOOMINGTON & * Delivery To: |[quickstart, ole %)
Building: |wells Library (% [ building not found | [ set as default building | Phone Number: |
* Address 1: 1320 E 10th St Email: || du
Address 2: | Date Required: | |
* Room: [064 & Date Required Reason: | |
* City:
State: IN

Postal Code:

47405-3907

* Country:

Address To Vendor

United States

Shipping Address Presented to Vendor: | (_

Delivery Instructions: ‘ J

Receiving Address:

)Receiving Address (3 Final Delivery Address

Delivery tab definition

Title

Description

Delivery Campus

Required. Defaults to the appropriate campus for the user's chart/org. You
may also search for another campus from the Delivery Campus lookup

.

Building Required. Search for the building to which goods should be delivered from
the building lookup 3y . Only buildingsthat correspond with the delivery
campus will display. Selection of a building automatically completes the
Address, City, State and Postal Code fields.

Address 1 Required; automatically populated from data for the Building value. May
be entered manually if the user selects the Building Not Found button.

Address 2 Optional. Entered manually if an additional line of addressis needed.

Room Required. Enter the room number to which delivery should be made.

City Required; automatically populated from data for the Building value. May
be entered manually if the user selects the Building Not Found button.

State Required; automatically populated from data for the Building value. May
be entered manually if the user selects the Building Not Found button.

Postal Code Required; automatically populated from data for the Building value. May
be entered manually if the user selects the Building Not Found button.

Country Required; Automatically populated from datafor the Building value. May
be entered manually if the user selects the Building Not Found button.

Delivery To Required. Defaults to the initiator's user name. You may enter another
name or use the User lookup ! tofindit.

Phone Number Optional. Automatically populated from the initiator's phone number but
may be changed.

Email Optional. Defaults to the initiator's user e-mail address but may be
changed.

Date Required Optional. Enter a date on which delivery is required or choose the date
from the calendar j

Date Required Reason Optional. If adate required has been specified, select the appropriate date

required reason from the list.

Delivery Instructions

Optional. Enter text describing any special delivery instructions for the
item(s).

Receiving Address

If this field does not display, it is because the 'ENABLE RECEIVING
ADDRESS INDICATOR' parameter is set to 'N'. If it does display, the
default is determined by the receiving address that has been set up for the

initiator's organization. May be changed by using the lookup .t .

Shipping Address Presented to Vendor

Defaults to the receiving address. May be changed to the final delivery
address.

NOTE: If this field is read-only, it is because the 'ENABLE ADDRESS
TO VENDOR SELECTION INDICATOR' parameter is set to 'No'.
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Vendor Tab

The Vendor tab includes three sections. Vendor Address, Vendor Info, and Additional Suggested

Vendor Names.

In order to generate a PO through the creation of a requisition it is important to search for and select
vendors of the type "Purchase Order"

OLE hasbuilt in functionality to support both foreign and domestic vendors. Using aforeign vendor will
require you to take the extra step of entering the Foreign List Price (illustrated in the instructions bel ow).

Tip

To prepopulate vendor information, enter the Vendor Alias Name and click

Vendor

Vendor Address

\

Vendor Alias Name:

Suggested Vendor: |

clear vendor

City: ||

Vendor #:

State:

Address 1:

Province: ([

Address 2: ||

Postal Code:

Vendor Info

Vendor Info Ci

Attention:

Acquisition Unit's Vendor account

#

Z

Country: ([ =]

Notes To Vendor:

Payment Terms:
Shipping Title:
Shipping Payment Terms:

Contract Name: | (%)

Contacts:

Phone Number:

Fax Number: ([

Additional Suggested Vendor Names

Supplier Diversity:

Vendor Name 1:

Vendor Name 2:

Vendor Name 4:

\
\
Vendor Name 3: ||
\
\

Vendor Name 5:

Vendor Address Section

Vendor Address section definition

Title

Description

Vendor Alias Name

If you know the vendor's alias, enter the code in the box and click

. This will prepopulate the Vendor address and

information.

Suggested Vendor

Optional. Enter the name of avendor that is able to fulfill this requisition

or search for it from the Vendor lookup 2y . Selecting avendor from the
table populates other fields in this tab based on the information already
on file in OLE for this vendor. Alternately, you may select a contract
(see below) and the vendor associated with that contract is automatically
populated.

Vendor #

Display-only. Completed automatically when a suggested vendor is
selected from the vendor table.

Address 1

Optional. Enter the first line of the address for the suggested vendor. If a
vendor has been selected from the vendor table this field is automatically
populated. If you want to select adifferent vendor address than the default,
choose one of the addresses entered for this vendor from the Address

lookup 3 .
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Address 2 Optional. Enter the second line of the address for the suggested vendor. If
avendor has been selected from the vendor tablethisfield is automatically
populated.

Attention Optional. Enter the name of the person to whom the delivery is to be
directed.

City Optional. Enter the suggested vendor's city. If a vendor has been selected
from the vendor table thisfield is automatically populated.

State Optional. Enter the suggested vendor's state. If a vendor has been selected
from the vendor table, thisfield is automatically popul ated.

Province Optional. Enter the province if vendor is located outside of the United
States.

Postal Code Optional. Enter the selected vendor's postal code. If a vendor has been
selected from the vendor table, thisfield is automatically populated.

Country Optional. Enter the selected vendor's country. If avendor has been selected

from the vendor table, thisfield is automatically populated.

Vendor Info Section

Vendor Info section definition

Title

Description

Acquisition unit's vendor account/Vendor info customer #

Optional. Enter a customer number that identifies your institution or
department for this vendor's reference

Used for reporting and to separate out different library branches or
locations' vendor acct information that all links to the same master vendor

Notes to Vendor

Optional. Include any text notes you want the vendor to see on the PO.

Contract Name

Optional. If a contract exists with the vendor for these goods or services,

select one from the Contract lookup % . Selecting a contract also
populates the vendor associated with that contract.

Note

The contracts are campus-specific. A requisition returns
results only for the campus associated with the Chart/Org
found on the Additional Institutional Info tab (see below).
Selecting a contract affects the APO limit, depending on how
the contract has been set up for the organization. The APO
limit is usually increased when a contract is selected.

Phone Number

Optional. If a vendor has been selected from the Vendor table, this field
(=%

may automatically be populated or the Phone Number lookup will

list al the Phone Numbers for this Vendor.

Note

The lookup is simply a convenience that allows you to view
the phone number. It does not provide areturn valuelink.

Fax Number

Optional. Enter the selected vendor's fax number. If a vendor has been
selected from the vendor table, this field may automatically be populated.

Payment Terms

Display-only. If a vendor has been selected from the Vendor table or a
contract, this field may be populated automatically.

Shipping Title

Display-only. If a vendor has been selected from the Vendor table or a
contract, this field may be populated automatically.

Shipping Payment Terms

Display-only. If a vendor has been selected from the Vendor table or a
contract, thisfield may be popul ated automatically.

Contacts

Optional. If avendor has been selected from the Vendor table or acontract,
(=}

the Contact lookup will list al the contacts for the vendor.

Note

The lookup is simply a convenience that allows you to view
the contacts list. It does not provide areturn valuelink.

10
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Supplier Diversity Display-only. If a vendor has been selected from the Vendor table or a
contract, this field may be populated automatically.

Additional Suggested Vendor Name Section

Additional Suggested Vendor Name section definition

Title Description

Vendor Name (1-5) Optional. Enter up to five additional suggested vendors that may be able
to fulfill this requisition.

Title Tab

Expand the Titles tab of the requisition to fill in information about the library resource(s) being ordered.
On this tab, multiple ordered resources can be added to the requisition by filling in al of the required
fields and clicking the add button.

The Titlestab includes four sections: Add Item, Current Items, Additional Charges, and Totals.

Titles \

Bib Info: ;i"‘ DESbIL ) exeting (@ print holdings () e-holdings Location Ra | Copy #
* No of * No of Do

Copies 1 Parts 1 ;ﬂ';':‘ 0.00 E";'s““d 0.00 Public View =] Not =)
Ordered Ordered Claim

No Of
Receipt No of Parts Item Price ——= Request =
Status R::::::ﬂ Received Source Source ‘ Stafft J |
Vendor Claim ]
Format || -] category | R | Item | Requestor (& R:"::i;‘:- [m] =5
Identifier i
* Unit Discount Item
oot Discount e e [ | add
setup distribution | [ remove accounts from all items | [ expand all accounts | [ collapse all accounts

Current Items

Additional Charges [[E

‘Grand Total: 0.00
[ APO Limit: | 10,000.00 | |

Add Item and Current ltems Sections

Add Item, Current Items section definition

Title Description

Bib Info Choose the radio button to select to create new or link to an existing bib
record. Depending on your choice, abutton will appear.

Click to link to the Bib Editor. Titleswill appear in the

after an item has been added.

Click to link to an existing bib.

Print Holdings or E-Holdings Select the Holdings format you would like the Requisition to link to. Later
the created Purchase Order will link to an Item record (for print materials)
or E-Instance (for electronic material).

Location Select the location of the item being specified on this line from the drop
down list.
Copy # Optional. You may add a copy number to indicate the copy of the item.

This will appear on the purchase order and the item record. If left blank,
the field on the purchase order and item record will also be blank.

No of Copies Ordered Required. Enter the quantity of theitem in thisfield.

11
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Note

If ordering more than on copy, you will need to fill out the
copiestab.

No. of Parts Ordered

This is the number of individual pieces that must be accounted for upon
payment/receipt of arequisitioned item.

List Price Basic price of an item before any discounts are taken.

Extended Cost Display-only. No of Copies ordered multiplied by the list price and minus
any discount.

Public View Optional. Indicates whether or not a bibliographic description shall be
exposed to users prior to purchase/receipt. DefaultisYes.

Do Not Claim Optional. Indicates whether or not an item should be claimed. Default is
No. If checked, overrides the Claim Date box below in the event avendor
has an established claim interval frequency per the Vendor Record.

Currency Type Display only if foreign vendor is chosen. I dentifies the associated vendor's
currency as identified on the vendor record that is identified in the Link
to Vendor/Supplier.

Exchange Rate Display only if foreign vendor is chosen. Currency conversion rate

populates from the Exchange rate and Currency Type maintenance tables.
The rate will populate when user clicks action button "Calculate" on
conversion tab. Optionally: when currency tab opens, currency rate may
auto-populate. This may be updated up until the Requisition is approved.
After that point, it may no longer be modified.

Foreign List Price

Basic foreign price of an item before any discounts are taken.

Receipt Status

Display only. Will reflect receipt status after receiving has occurred.

No Of Copies Received

Display only. The number of copies already received. This will populate
as the document moves through the acquisition workflow.

No Of Parts Received

Display only. The number of parts already received. Thiswill populate as
the document moves through the acquisition workflow.

Item Price Source

Optional. Select the Price Source of the requested item from the drop down
list.

Request Source

Optional. Select the Request Source of the requested item from the drop
down list.

Claim Date

Defaults to the claim interval recorded in the Vendor Record. If no claim
interval is set per the Vendor Record, the claim date will remain blank. To
override the claiming interval, enter a date or select one from the calendar

E

Format

Optional. Select the Format of the requested item from the drop down list.

Category

Optional. Select a category for the item from the drop down list.

Vendor Item Identifier

Display Only. Identifiesavendor item identifier if one has been provided
by avendor.

Requestor

Defaults to the selector's user name. If the Requestor is different than the

selector, you may use the Requestor lookup 3 to find the requesting
individua’s name or create anew Requestor (thislinksto the OLE Patron
database).

Route to Requestor

Optional. Yes/No checkbox to indicate whether a requestor should be
notified when the item has been purchased. System default data valueis
"No".

Foreign Unit Cost

Display only if foreign vendor is chosen. Calculated foreign cost per unit
for the item or service on this line. Calculation is the Foreign List Price
less Foreign Discount amount.

Unit Cost

The cost per unit. Thisis populated by the list price.

Discount

Discount provided by the vendor/customer number/organization
combination. Automatically populated from the Vendor customer number
table based on the selected vendor and customer number. Can be modified
for aspecific title. If the vendor record has aVendor currency noted other
than the default system currency (akaUS dollar), then the Vendor discount
will populate the Foreign Discount field.

Discount Type

Choose # (for Amount) or % (for Percentage).

Foreign Discount

Foreign discount provided by the vendor/customer number/organization
combination when the vendor record has a Currency Type different from

12
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the system default currency. Should be automatically populated from the
Vendor customer number table based on the selected vendor and customer
number. This data can be changed for the specific title. Must identify
the type of discount (amount or %.) If the vendor record does not have
a Currency Type noted other than the default system currency (aka US
dollar), then the discount should populate the Discount field.

Foreign Discount Type

Choose # (for Amount) or % (for Percentage).

Add or delete lines as appropriate. After a line has been added, it is
moved to the Current Items section, where the details may be viewed or
modified.

Additional Charges Section

The Additional Charges tab allows lines for predetermined charges to be included on the invoice. This
tab is divided into four charge lines, each representing a different type of charge and each with its own
accounting lines. The four Additional Charges lines are Freight, Shipping and Handling, Minimum
Order, and Miscellaneous or Over head.

Additional Char ges section definition

Title Description

Item Type Display-only. Describes the type of miscellaneous item (freight, shipping
and handling, etc.) being defined in thisline.

Description Required if the extended cost has been entered. Enter text describing the
additional chargesitem line.

Extended Cost Required. Enter the dollar anount for thisitem line.

Totals Section

Totals section definition

Title Description

Grand Total Display-only. Thisfield displaysatotal of all item linesand miscellaneous
item lines.

APO Limit Display-only. Thisfield displays the upper dollar limit for the creation of

an automatic PO from this requisition. This dollar amount is based on a
system default or, if a contract has been specified, on a contract-specific
dollar amount.

Working in the Titles Tab

Note: If you are using aforeign vendor, you must also fill inthe Foreign List Price pertaining to the item.
OLE will then calculate for you the US Dollars Unit Cost.

Bibliographic Editor

Thelinked editor will populate the bibliographic information into this Requisition lineitem using the Title
information in the linked/edited bib. If aminimum input is not filled in on the Editor, filling the “Bib Info”
field on the requisition line item, then the requisition cannot be approved (later in the process). If you fail
to fill in the required information in the linked editor, and attempt to approve this requisition, OLE will
display the following error message: Description in Item X isarequired field.

To add an Item to the Title tab

Users must complete the line item and linked bib in this sequential order. This will be fixed in future

rel eases.

* New bib:

* First click |_create new | tg |aunch the Bib Editor in anew tab.

13
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(7]

(@) Please enter detalls for new Bib record

Staff Only:

Bibliographic Record Status: j CreatedBy: On: UpdatedBy: On: Status Updated By: On:

~ Leader Structured Data Elements

Length: ... RecStat: oy j TypeRec: | ;.| anguage material j BibLvl: | 1 _ vonographvitem j
TypeCtrt: | 4 Ng specified type j CharCod: IndCount: SubCount:
BaseAdd: | ..., Enclvl: 4 gy jevel j DescCat:  ,_aacRr2 j MultiRes: 4 _ not specified or not applicable j
Lengleng: 4 LengStar: 5 Lengimp: 0 Undef: 0
Sat Loader Fisid Ciar Selections

Leader:  #####nam#a22 ####4#akd500

~ Control Fields

oot:

003:
005:

‘Show 006 Structured Data Elements

006: Clear | | Edt | | Add | | Remove

‘Show 007 Structured Data Elements

007: Glear Edt Add Remove

‘Show 008 Structured Data Elements
008:

~ Data Fields

Test Link Add Ramove

Enter at minimum atitle 245 field.

Note

For more information about the bibliographic editor, see the OLE Guide to Describe and
Manage.

Click ___ Submit__ |
Y ou will receive a confirmation message “ Record successfully created”:

Click closeto return to the original browser tab and add transactional datato the line (quantity, price,
category etc.).

Note
The bibliographic information will not yet appear.

Enter the List Price, L ocation, and any other transactional data.

Click |_24d_| to save the line. This will update and link the bibliographic document and populate
the Bib Info field.

14
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Bib Info: | ) " BIE D existing | @) L hodings () e-holdings Location k| Copy #
* No of * No of Do
Copies 1 Parts 1 ; I"'“ 0.00 E"c‘:':‘d 0.00 Public View e Not o
Ordered Ordered rice Claim
No Of
Receipt No of Parts Item Price = Request =
Status Riz:::d Received Source Source |5 | ‘
Format || =] category | | \;:::‘ur [ Requestor a ROl (m] ‘g:’: 2
Identifier o -
* Unit ’7 Discount Item
Cost Discount Type Status |
 Existing Bib:
)
. . f .
First click to launch the Sear ch Workbench in anew tab.
« Search for the record you wish to link to the requisition.
Search Workbench o
~ Search Conditions:
Document Type: () Bib
Search Conditions
Note -
‘Search conditions are applied in the order they appear. e.g. ((( Conditien 1 and Cendition 2 ) or Condition 3) and Condition 4).
The following special characters @,#,%,5./,~L(L{},<> -\, are ignored in search text
Search For:  Marsha All of these =] InFiek: =|| ®ano Qor Onor A
Search Clear New Search
Search Results Narrow Search
Show 10 ~| entries
Author
Title < Author < Pub Date <
& Marsha test record (4/7/14) Format
Showing 11to 1 of 1 entries Baok (1)
Previous Next
Link To Order Close Ganre
Language

Note

PublicationDate

Subject

For more information about the Search Workbench, see the Search Workbench in the Guide
to OLE Basic Functionality and Key Concepts.

Select the checkbox next to the correct bib and click

Link To Order

« Return to the origina browser tab and select a location and other transactional data to the line
(quantity, price, category etc.).

Note

The bibliographic information will not yet appear.

* Click to save the line. This will update and link the bibliographic document and populate

the Bib Info field.

15


../../../webhelp/BASICS/content/ch02s04.html#_Describe_Workbench
../../../webhelp/BASICS/content/pr01.html
../../../webhelp/BASICS/content/pr01.html

Ordering Materials: Standard
Transactional E-Docs

Bib Tnfo: | ) "W BIb (eS| @) ooy poigings () e-holdings Location 5| Copy #
* No of * No of Do

* List Extended —
Copies 1 Parts 1 s 0.00 = 0.00 Public View e Not o
Ordered Ordered Claim

No Of
Receipt No of Parts Item Price - Request =
Status R::::d Received Source Sourca |52 | ‘
Claim

Vendor Jci]

Format || +|  category | | Item I Requestor & II::::;‘: (=] Data
Identifier

* Unit Discount Item
con e e -l — )

Note

To learn more about the bibliographic editor, see the OLE Guide to Describe and Manage. This
and other OLE user guides are available for download from the OLE Documentation Portal.

Multiple Copies

If you enter a number greater than one in No of Copies Ordered, you will be required to enter location
data. This section only appears when the field entry is greater than one

In the Copies section, click the button.

Item 1
Bib Info: |Thelorax Location | |B-EDUC/BED-CHILDRENS | c;""
* Noof * No of -~ Do
Copies ] Parts o e 25.00 i 50.00 Public View E] Not =]
Ordered Ordered Ll el Claim
Lt 4 Receipt O’:::: No of Parts Item Price Request
Status G Received Source Source Claim ‘
Vendor Date
Format || -] category || < tem | Requestor @ n':::;:';‘: =] = =
ki 25.00 Discount 0.00 D.'r’:::"' % - Itemstatus [ |
| show | Accounting Lines
Copies S
Danor
The expanded section appears:
[~ | copies
Location Copies: No. Of Copies: No. Of Parts: Starting Copy: Caption: Volume Number: e
EI — ’71 add
Enter the copy information and click [Ladd |
Copies section definition
Title Description
Location Copies Select the home location of the title being requested from the drop down
list.
No. of Copies Enter the number of copiesthat will exist at the location selected.
No. of Parts Display only. Once copies are added, this field is populated from the No
of PartsOrdered.
Starting Copy Enter the starting copy for the home location.
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Donor

Caption

Optional. Enter a caption.

Volume Number

Enter the volume number for each item. You must enter the volume
numbers sequentially for each value needed, separated only by commas
with no spacing (For example if 2 copies were ordered for the same
location, enter "1,2"). If thereis only one volume, you must enter 1.

In the example below, there are two copies of Describe Workbench Test ordered containing two parts
each. One copy will go to the location B-WELLS/BWE-RCSTACKS and one copy will go to B-ALF/
BAL-STACKS.

Tip

Note the volume numbersare 1,2. Each number is separated by a comma but no spaces. OLE will
also not allow non-numeric characters. If thisformat is not followed, you will receive an error.

Ttem 2
Bib Info: |Describe Workbench Test KFXSANSPOL, OLE QA KEXSANBEDL Location [ [~]
* No of *
Copies B g:j:f_::rts B * List Price [Eo.00 Extended Cost 100.00 Public View
Ordered
PREIE Receipt No Of Copies No of Parts N [Publisher [=] [staff |
Status Received R Item Price Source ||Publisher [~ | Request Source | Staff [~]
Vendor Ttem . Route To
cormat ookl asory [ Bl Vo | o | weweer | © e 5
Unit Cost 50.00 Discount oo Discount Type [%]~] Item Status [
¥ show | Notes
Accounting Lines
Copies
Location Copies: No. Of Copies: No. OF Parts: Starting Copy: Caption: Volume Number: —
[=] i add
Location Copies: No. Of Copies: No. OF Parts: Starting Copy: Caption: Volume Number: —
[B-WELLS/BWE-RCSTACKS [=] 1.00 2 i [ [z
[B-ALF/BAL-STACKS 1.00 2 h [ [z
}show | payment History

To add one or more Donor codes to the line item, click in the Donor subsection. This displays
an input box and lookup icon:
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Item 1
Bib BELUEBEARD GOTHIC : JANE EYRE AND ITS PROG
Info: |HETA TORONTOUNIV OF TORONTO PRESS, 97814
=
nl"n £ No
Copies |1 of Parts |1
e Ordered
1 Receipt Copies
Status Received
Format Category h
Unit Ii
Cost 2820 Discount 10.00
F show | Notes
@ Accounting Lines
Donor:
| S

Additional Charges L8

Either typein avalid Donor code, or select one from the lookup' ':\ and then click |49, Y ou can add
multiple Donor codes by repeating the process.

18



Ordering Materials: Standard
Transactional E-Docs

F show | Notes
@ Accounting Lines

Donor:

| N

Additional Charges

Importing Account Information

If you have anumber of accountsto enter, you may create a.csv file containing the information and import
it into the requisition. The template available:

* Purchase Requisition (REQS) account import, which uses the Account_Import.xls template

Note

For more information about the layout of these templates, see Account_Import.xls on the Guide
to OLE Basic Functionality and Key Concepts.

The procedure for accessing and using these templates is much the same as the procedure for using
accounting line import templates.

Note

For information on using atemplate to import items or accounts, see OL E Data Import Templates
on the Guide to OLE Basic Functionality and Key Concepts.

Creating Accounting Distributions in the Titles Section

Accounting distributionsfor item lines may be created individually or asingle accounting distribution may
be copied to al line items on the requisition. A valid account string contains a chart, an account and an
object code. The account must be active and the expiration date must not have been reached. The object
code must be valid. Valid object codes are not only active codes in the object code table but are also not
included inthe'OBJECT CONSOLIDATION' parameter. You must ‘ Add’ at least one accounting line for
each item. If you do not, and attempt to approve this requisition, OLE will display the following error
message: Item 1 does not contain at least one account. Adding at least one Accounting Line (with 100 in
Percent) to each transactional line item will resolve this error.

To create accounting distributions for individual item lines, follow these steps.
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1. Add thetitleto the requisition.

2 In the Accounting Lines section, click the | * ShoW | pytton.

3. Complete the accounting line and indicate a percent of this item line that should be charged to this
accounting line.

Note

If thereisonly asingle accounting line for this item the percent should be 100.

Note

Y ou may add an entry to either the Dollar $ or the Per cent fields. OLE will calculate the other
after you click add. Y ou cannot add entries to both fields.

4 Click | 244 to add an accounting line.

5. If the items need to be distributed to more than one accounting line, repeat steps 3 and 4.

Note

All the accounting lines should total 100 percent when you have completed their accounting
line distribution. If the total percent amount for al of the account lines does not equal 100%,
the system will display an error message.

If the account chosen has sufficient funds checking and the threshold is reached, you may
be blocked from using the account or you may receive a warning (depending on the chosen
notification on the account) when the document is saved and the Fiscal Officer will be notified
when the document is submitted.

This process may aso be followed to add accounting distribution lines for items in the
Additional Char ges section. Open the Accounting Linessection for that miscellaneous line
item and follow steps 4 and 5 above.
Line item accounting could create a lot of repetitive data entry. For example, if there are 100 line items
but only one account/object code and one commaodity code is being used, OLE allows you to load the

information to all the line items rather than entering the information to each line item. The steps below
describe how to distribute this information.

Note

Accounts are distributed only to the line items where there are no accounts listed. This process
does not replace the accounts that have been set up for individual line items.

L click 244 t0 add the item line to the requisition.

Inthe Add Item section, click the | Setup distrbution | py tton
The system opens a new Accounting Lines section.

3. Complete the accounting line and indicate the percent of this item line that is distributed to the items
on thisrequisition.
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Note

If thereis only one accounting line for thisitem, the percent should be 100.

The system validates values as you enter them.

4 Click 244 to add the accounting line.

5. If the items need to be distributed to more than one accounting line, repeat steps 3 and 4.

Note

All the accounting lines should total 100 percent when you have completed the distribution.

6. Click [distribute to items | 1o gpply this distribution to &l item lines that do not aready have an
accounting distribution specified.

The system displays the top of the document along with a message indicating that the accounts were
successfully distributed to all items.

Removing Accounts from all Item Lines

If line items have accounts set up and those accounts need to be modified, the individual accounting lines
may be modified by following the steps for creating an accounting distribution for an individual item line
as described above.

If you feel that it is more efficient to remove all the accounts, however, use the steps for creating an
accounting distribution for multiple line items to recreate the accounting for the line items.

Follow these steps to remove all accounts.

1 Clickl_remove accounts from all items |

2. . . :
Click ._¥=%__in response to the question 'Are you sure you want to remove the accounts from ALL
items?
All the accounting lines are removed.

Expanding All Accounts

To expand the accounting lines for all the items in the Current Items section, click | 2xand all accounts

All the accounts are displayed in full detail.
Note

Thisisthe equivalent of clicking the Accounting Lines show button for each item listed.

Collapsing All Accounts

To collapsethe accounting linesfor all theitemsinthe Current Items section, click .22!2pse all accounts

All the account displays are hidden.
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Note
Thisisthe equivalent of clicking the accounting lines hide button for each item listed.
Payment Info Tab

The Payment Info tab is used to indicate the type of payment schedule required and the duration of that
schedule, if recurring payments are required for the items on this requisition.

The Payment I nfo tab includes two sections. Payment Info and Billing Address.

Payment Info | + hida |
Type of Recwrring Payment: El
Degin/End Date |freen: | b T
Billing Address
Address; | THE UNIVERSITT
ACCOUNTS PATABLE
SUTTER RUT, 5C &Fa02
UNITED: STATES
Payment Info Section
Payment I nfo section definition
Title Description
Type of Recurring Payment Optional. Select the proper recurring payment schedule from the list.

Examplesmight include 'Fixed Schedule, Fixed Amount', 'Fixed Schedule,
Variable Amount' and 'Variable Schedule, Variable Amount'.

Begin/End Date Required if Type of Recurring Payment has been selected. Indicates the
time period in which the requisitionisactive. Enter adate or select the date
from the calendar j .

Billing Address Section

Billing Address section definition

Title Description

Address Display-only. Displays the address to which vendor invoices should be
mailed. This address is based on the campus specified for delivery on the
Delivery tab.

Additional Institutional Info Tab

The Additional I nstitutional I nfo tab collects information about the organization at your institution that

is responsible for this requisition. It also collects information on the transmission method and collects
contact information.

Bllddmmral |psiam n sl b v

|
= melvied o PO Teavisdsiben  CFIHT l' T REgeRilE el LRI TP M k.
* Cusi Smarrer PUTHLTE * Brgariiar Fmees
T M = Rl PR T
Comrd a1 b B Brferrrae I
Cawiam | Pevsik Erferrrae 1
FE Tl Cannad Dainnd Srfermar 10
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Additional Institutional Info tab definition

Title Description

Method of PO Transmission Required. From thelist, select the PO transmission method that should be
used to send the related PO to the vendor. Choices include 'Print' and 'No
Print'.

Cost Source Display-only. The cost source will always be 'estimate’ unless the vendor

was selected from the Contract lookup A . In that case the cost source
associated with the contract is displayed here.

Contact Name Optional. The name of the person to be contacted if there are questions
about the requisition. Enter a name in the field or search for it from the

=1

User lookup .
Tip

The contact name may be used if the requestor should not be
contacted with questions.

Contact Phone Optional. Enter the phone number of the person specified in the Contact
Name field. (Formatted: XXX-XXX-XXXX)

Contact Email Optional. Enter the email address of the person specified in the Contact
Namefield.

PO Total Cannot Exceed Optional. Thisfield indicates atotal dollar amount that the associated PO
should not exceed.

Requestor Name Required. The name of the person requesting the good or services. The
default istheinitiator. Thisfield may be changed by entering a new name

(=Y

or searching for it from the user lookup .

Requestor Phone Required. Enter the phone number of the person specified in the Requestor
Name field. (Formatted: XXX-XXX-XXXX)

Requestor Email Required. Enter the email address of the person specified inthe Requestor
Namefield.

Reference (1-3) Optional. Provide any type of additional reference information you want
to include.

Working in the Additional Institutional Information Tab

The method of Purchase Order Transmission is set by default to the preferred method in the vendor record.

If the method of Purchase Order transmissionisselected asNo Print, an EDI filerepresenting the purchase
order resulting from this requisition will be automatically created and transferred via FTP to atest server.
The Print option should be selected if the vendor does not have access to FTP and needs a printed copy
of the purchased order. Severa of the fields of this tab are automatically populated with information.

Tip

OLE is not persisting a telephone number for ole-quickstart's record — you will need to input a
phone number if using her login (formatted: XXX-XXX-XXXX).

Account Summary Tab

The Account Summary tab combines all the accounting information for the item(s) or service(s) on this
requisition for easy reference.

Click |_refresh account summary | to rel oad the pageand view all thefiscal years, accounting linesand dollar
amounts for this requisition.
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Account Summary \,

Account Summary | refresh account SUMMary

Account Summary 1

Chart | Account Number [ Sub-Account | Object | Sub-Object | Project | OrgRefId | Org. Doc. # | Amt
BL |1024700 | |5028 | | | 85.00
Items of Account y 1
Item | Description [ Amount
Shipping and Handling |shipping charges ‘ES.UU

Account Summary 2
Chart | Account Number [ Sub-Account | Object | Sub-Object | Project | OrgRefId | Org. Doc. # | Amt
BL |1024700 | |5028 E | | 140.00

Items of Account Y 2
Item | Description [ Amount
Freight |ﬂatbed for Globe ‘ 140.00
Account Summary 3
Chart | Account b [ Sub-Account | Object | Sub-Object | Project | OrgRefId | Org. Doc. # | Amt
BL | 1024700 | |7o00 | | | 86,332.00
Items of Account y 3
Item Description Amount
Item 1 Telescopes 20,400.00
Ttermn 2 Contral panel 43,583.00
Item 3 Rotating Globe 22,343.00

View Related Documents Tab

The View Related Documents tab collects information about the PO payment and credits related to this
document. Click the document number to open the document in a new tab.

View Related Documents .
Related Documents

Purchase Order - 1075 RaE
No Notes

Payment Request - 1062 (Purchase Order - 1075)

No Notes

Process Overview

Manually Creating a Requisition
1. Open aRequisition document from the Select/Acquir e tab.
2. Open the Vendor tab and select a vendor.
3. Onthe Titletab, select "new bib" or "existing bib".

* Inthe new window, create a new bib or search for the existing. Click Submit to submit a new bib,
then close the tab to return to the Requisition. Click Link to Order to add an existing bib.

» Select alocation and enter aList Price. These are the minimum required fieldsin the title tab. Add
additional information as necessary.

4. If multiple copies are ordered, enter the location information in the Copies section.

5. Inthe Accounting Line section of the requisition form, therequired fieldsare Chart, Account Number
and Object.

For testing in the test environment, a full set of valid demo values are available in the Chart Code/
Account Appendix

When accounting values are entered into the fields, OLE will look up and display the text value
associated with each of the codes.
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Warning

Caution: It isimportant to select the Chart code. The account number and object code [ook-
up will not work properly if the Chart code has not been selected.

Before the requisition form can be submitted, the SN button, which appears at the bottom

of the screen, must be clicked.
Tip
Remember that all required fields are noted with (*) and must be completed to Submit or
Blanket Approve (but not Save).
7. Choose the appropriate workflow button:
» The submit button sends the form to the next person in the workflow chain.
» The save button allows you to save the requisition to come back to it later.

» Theblanket approve button fully approvesthisrequisition without the need for any other approvals.
The Blanket Approve button is permissions based - not all sample logins will have this option.

» The close button closes this requisition. Clicking the close button will cause a prompt asking you if
you would like to save the document beforeit is closed.

» Thecancel will completely delete the requisition changes, but will show awarning message first.

If during your creation of a Requisition in OLE you would like to generate a purchase order without

any further approval being required, select | Blanket approve | for your requisition. As a result, OLE
will automatically create the purchase order. After clicking the blanket approve button, you will be
returned to the Select/Acquire tab.

Creating a Requisition Using the OLE Web Form

Getting Started

OLE provides a demo web form which is meant to simulate a request that would originate from an
implementing Library Website. Because the OLE web form was developed for demo purposes only, the
screen does not contain any validations (although it may require the input of a Requestor). The menu item
for theweb formislabeled PreOrder Service and can befound onthe Administration tab, in the Testing
Section under Testing:

m> Testing _ webservices | & preQrder Service

Using the Web Form to Generate a Requisition

After clicking the PreOrder Service link (as described above), the web form appears. The web form
allows you to make a request via Citation, Open URL or based upon item details entered in the web form
depending on the option you select within the form:
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[ ] action list || £ doc search |

@ Citation
0 Web Form
) Open URL

Select an Option

Citation String

Eequestor Type PATRON -
Fequestor Notes

Fequestor Id

To submit the web form via Citation, select the Citation radio button and enter your citation into the
Citation String field and enter a patron ID in the Requestor Id field. In addition, optionally enter notes
in the Requestor Notesfield. Then, click the Submit button.

The result will be a confirmation page providing you with a document ID number:

| Zuali.

open library environment

Main Menu Maintenance Administration

Document Created successfully with Document ID

ThisDocument ID can then be used to view the requisition that was created. To view therequisition, click

the current default button.
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From the Document lookup page you can search for the requisition using the Document 1D.

Note

For more information, see Searching OLE on the Guide to OLE Basic Functionality and Key
Concepts on the Guide to OLE Basic Functionality and Key Concepts.

To view the requisition, click the Document/ Notification Id URL.

Note

The current default search does not allow you to search by bibliographic information. However,
if you select the Acquisitions Sear ch from the Select/Acquire tab, you can use bibliographic
search terms.

[jaction list ][C%jdocsean:h]

Document Lookup detailed search

Type: ([ &
Initiator: ’7 3
—‘ Document/ Notification Id: ’7
Date Created From: |[11/042011 =
Date Created To: ’7 ®
Name this search (optional): ’7

search clear | cancel ]

clear

1 items found. Please refine your search criteria to narrow down your search.

Cne item retrieved.

===, Document/MNotification Id Type Title Route Status
@ Requisition Requisition - WebformReguest_jd_11040245 SAVED HUNTLEY,

Export options: CSV | spreadsheet | XML

This requisition is considered to be in an ‘open’ status requiring staff input and edits. At this stage staff
members may conduct additional research to determine if they want to order the item.

Therequisition will contain adefault description —“WebformRequest fl MMDDHHMM”, where"fl" are
the first and last initials of the requestor name entered on the web form, MM and DD are the Month and
Day, and HH and MM are the hour and minute of the requisition's creation. The bib info of the library
resource and requestor name will be apart of the requisition. To see additional details about the requestor

entered through the web form click the lookup icon ™' next to the name of the requestor:
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/" Document Overview [~ hide | L
Document Overview
* pescriptionl{ (WebformRequest_kh_05270828
Explanation:
Organization Document Number: 4
Financial Document Detail
Requisition Detail
* Chart/Org: ||z / Vplr-i- * Funding Source: |INSTITUTION ACCCUNT
Receiving Required: | [ Payment Request Positive Approval Required: | []
Order Type: ﬂ Licensing Requirement/Review: | [ |
Licensing Requirement/Review Status:
Delivery \
Vendor s
Titles AN
Add Item | [ mport ines |
Bib r Item
nfo: == i -]
* fND * No of o ded
of List Exten A
Copies I o:?;tr_;d u B 0.00 Cost 0.00 Public View
Ordered
No Of No of Item
Receipt Copies i Parts 0 Price Publisher [~] _E:ﬂ:’::t Staff [~]
Status Received Received Source
| ] "I‘t’:r‘;‘“r HUNTLEY, KEISHA ¥ Route To &
Format Category AL Requestor CN Requestor
* Unit Discount | [
Cost Discount .00 Type n
setup distribution | | remowe accounts from all items | | expand all accounts | | collapse all accounts:
Ttem 1
Bib  |Mudlumps 3t the mouth of South Pass, Mississippi River; sedimentolo aleontology: Item | El
nfo: |structure, origin, and relation to deltaic processes. A Type
[ —
of } * List Extended e
ot U D::;:Zd 1 Price |0.00 Cost 0.00 Public View
Ordered
+ No Of No of Item
1t Receipt Copies 0 Parts 0 Price Publisher ﬂ 2:3:1::: Staff ﬂ
Status Received Received Source
) —— enag < HUNTLEY, KEISHA Y> Route To A
Format Category Identifier Requestor™, (% Requestor
Unit Discount | [ delet
Cost RN Discount .00 Type n

This requisition is partially filled in based on the data entered in the Web form. However, al required
fields must be filled in (as described in the Manually Creating a Requisition section above) before the
requisition can be approved.

Business Rules

* Inaddition to the other required data (such as description, delivery information, and additional details),
the requisition must have at least one item on the title tab in order to be submitted to workflow for
routing.

* You must enter one accounting string per item before submitting the requisition.

« If the chart/org on the requisition does not have a content routing rule set up, the requisition routes back
to theinitiator of the requisition if there are no accounts entered.

» Account distributions must exist for al item lines on the document before it may leave the content
routing stage.

The Automatic Purchase Order (APO) is automatically generated when a requisition e-Doc is fully
approved and al the APO rules are met. APO Rules are defined by the parameter APORules. APO rules
are:

* requisition total is less than the APO limit for the departmental organization (value set by Purchasing)
(Parameter value: REQ _GT_PO)

* requisition total is greater than O (Parameter value: REQ_GT_ZE)
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there are no restricted items (ITM_REST)
the vendor has been selected from the vendor lookup (VEN_NOT_SEL _DB; ERR_RTV_VEN_DB)
the vendor is not arestricted vendor (VEN_REST)

the departmental organization has not set an ' Purchase Order Total Cannot Exceed’ amount
(PO_TOT_NOT_EXC)

the requisition has not added alternate vendor names (ALT_VEN_NAM)

the funds will be encumbered in the current fiscal year (REQ_ENCUM_FISCAL_YEAR). The fiscal
year determinesthe APO allowed date range. The date rangeisdetermined by the'ALLOW APO NEXT
FY DAY S parameter.

the requisition does not contain atrade-in and discount line item (REQ_TRAD_IN)

the requisition does not have a capital asset object code on any lineitems (REQ_CPT_ASST ITM)

An APO e-Doc can only be created under certain conditions, as specified in the business rules set up by
theinstitution.

Manual Requisitions/ Library Pre-Orders

Pre-orders created by library staff manually or thru import of webforms from patron requests on library webpage

F}
=
0
2
=
Q ﬁ LibraRr'y Webform
t
= »] eques
Q
[
g
i i Stafffauthorized User enters OLE
E DocStore OLE- DB Order Holding Queue or Action List
g (webform requisition)
Or
%]
e Temp Bib Instance w/ltem _ RequestorCreated Create new Requisition
& Created (if applicable)
]
I
o
|
L |
[ =
e o Staff Creates/Edits
o 'a Requisition
=25 {inline fund balance
£ g inquiries available)
(o'
E  J L 4
c w DocStore OLE-DB
=Ie
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Routing

Therequisition document routing includesthefollowing specia condition routing in additionto the regular
account review and organization review hierarchy:

Content routing Thistype of routing allowstheinitiator of arequisition to route anincomplete document
and have it completed by another OLE user. Content routing is optional and rules are created based
on the Chart and Organization values in the requisition’s Requisition Detail section of the Document
Overview tab. A user who receives adocument via content routing has a request type of 'Complete' for
the document in his or her action list. This user may open the document, complete it and send it into
normal routing. Content routing is most commonly used for the completion of accounting information.

Sub-account review The requisition allows for approvers to be defined at the sub-account level. If
the requisition uses a sub-account on its accounting lines, Workflow checks to see whether there is
a specified routing rule for this sub-account. Users can only approve/disapprove the document at this
level. Approvers cannot change content.

Fiscal officer routing Approvers can modify and/or add accounting lines for accounts that they own;
the only other content that can be modified at thislevel isthe Org Document Number field.

Base/org review routing Optional route level to work groups for the accounts set-up on the document
based on the requisition amount total and charts/orgsin use.

Separation of duties This rule routes a requisition to a defined central approver if the amount of the
document exceeds an institutionally defined threshold and there have been no approvers other than the
document initiator. This routing ensures that requisitions above a specified dollar amount are approved
by at least two users. Approvers can only approve/disapprove. Approvers cannot change requisition
content.

Post-Processing

If certain criteria are met (low dollar limit, vendor has been selected, etc.), the requisition will be fully
approved and will generate an automatic purchase order (APO) and the PO will begin routing.

Based on the rules described in the Additional Workflow Details (above), an approval of arequisition
can generate an Automatic Purchase Order (if vendor information was entered into the requisition). To
search for an Automatic Purchase Order click the Search link under the Purchase Order s section of
the Select/Acquir e tab.

From the purchase order screen, you can send notifications using the send ad hoc request button. You
can aso void order, amend the order, indicate payment hold or proceed to directly to thereceiving step
by using the buttons at the bottom of the form:

b show L
b show K
payment hold amend void order receiving send ad hoc request close

Note

For more information on searching, see Searching OL E on the Guide to OLE Basic Functionality
and Key Concepts.
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For information about the account review and organization review see Route Levels and
Workflow Routing on the Guide to OLE Basic Functionality and Key Concepts.

Requisitions Exception Routing and Requisition Searches
If you submitted a requisition but the submission did not create a Purchase Order as expected, it may

not have met al the rules for APO. To find the Requisition and correct the error, conduct a Requisitions
Sear ch.

Note

For more information about Requisition searches, see Custom Document Searches.

Purchase Order Search

R . Ordering = PURCHASE ORDERS _ © search

OLE offers a customized document search related to purchase orders. The search screen contains the
standard search fields along with special fields that are unique to this type of e-doc.

Lookup Help
Specifying sear ch criteria:
» Most fieldswill be uppercased for search.
» Dates should be specified as MM/dd/yyyy.
» Some fields have magnifying glass button for a sub lookup on that field.

» Wildcards allowed on strings are * and % match any number of characters, while using a ? will match
any one character

» Logical operators allowed include & & (And) aswell as| (Or) to join multiple search criteria
» Range operators allowed on numerics and dates are >,<,>=,<=, or ..
All operators except .. should be before date value. Operator .. should separate date values.
Result Table:
» Each result field has link on header for sorting. Click once to sort ascending,
and click again to sort descending.
» Somerow fields have linksto inquiry. The inquiry will be presented in a new window.
* Click the return value link to select arow and return the key value to the previous page.
Select 'return with no value' or click the cancel button if you wish to return without returning a value.
Maintenance Links:

» The'create new' link on the upper left corner of the lookup screen will
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go to amaintenance document for creating a new record for this lookup type.
« For each result row the action column displays edit and copy links. The 'edit’ link
will go to a maintenance document for editing the current record. The ‘copy' link
will go to a new maintenance document but copy over attributes over the current record.
Export Functionality:
» Attheend of each result set, there are links for exporting the data to a different format.
* Click 'csv' to export the data as acomma delimited file, 'spreadsheet’ to export the data as a spreadshest,

or 'xml' to export the data as xml.

Note

For information about performing asearch for requisitions, see Performing Searches on Financial
Docs on the Guide to OLE Basic Functionality and Key Concepts.

Note

For information about Document lookup fields that are specific to POs, see “Document Layout”
under Purchase Order.

Purchase Order

After manually creating arequisition, if all APO rules are met, then a purchase order (PO) iscreated. This
finalizes the purchasing decision, and transmits the request to the vendor, through whatever transmission
method is defined for that vendor.

The approved Purchase Order (PO) document serves two purposes. Externaly it is alegal contract with
a vendor to deliver goods or services. Internally it provides the mechanism to generate documents for
payments and receipt of goods. It differs from most other OLE documents in three ways:

The PO is not generated by initiating a blank document that is then completed by the initiator. | nstead,
purchase orders are currently created in one of several ways:
* vendor import; or,

» fromaRequisition that met the APO rules (automatic purchase order)- after submitting from Requisition
or Order (preorder) Holding Queue;

When creating the new PO, the system automatically populates it with information from the related
requisition.

A purchase order can be amended after it is approved. No other OLE document behaves in the manner.
Many purchasing organizations refer to this amended PO as a ‘change order'.

Note

For more information about modifying an existing PO, see Performing Other Activities on a PO.
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Document Layout

The PO document contains several unique tabs or unique sections in tabs that appear on al OLE
documents : Document Overview (contains unique sections), Delivery, Vendor, Stipulations, Titles,
Payment Info, Additional I nstitutional Info, Account Summary, and View Related Documents. While
some of these tabs may appear in other financial documents, the tabs in a PO document may contain
additional information.

Note

For information about the standard tabs such as Document Overview, General Ledger
Pending Entries, Notesand Attachments, Ad Hoc Recipients, Route L og, Capital Asset, and
Accounting Lines tabs, see Standard Tabs on the Guide to OLE Basic Functionality and Key

Concepts.

Purch: Ord Doc Nbr: 6684 Status: |FINAL
urchase er (2] Initiator: ole-guickstart, Created: |02:42 PM 04/17/2014
Purchase Order #: 1123 Purchase Order Doc Status: |Open

expand all_| [ collapse all

* required field

Document Overview “\

Document Overview

* Description: Library Material_oq 0417141439
Organization Document Number:

Explanation:

Financial Document Detail

Purchase Order Detail

* Chart/Org: UA / VPIT * Funding Source: || INSTITUTION ACCOUNT vi
Receiving Required: No ¥ Request Approval Req! No
Previous Purchase Order #:
Assigned To User: Purchase Order Confirmed 1 |No
Requisition Source: |DIRECT INPUT
Order Type: Firm, Fixed

Delivery \
Vendor \
Stipulations N\
Titles N\
Item 1
. The man cave book /, Wilser, Jeff., New York :Harper Paperbacks,
Bib Info: 9780062003928 (pbk. Location ARCH/PSA Copy # il
ol * No of Parts Do Not
Copies 1 1 * List Price 25.00 Extended Cost 22.50 Public View @ [m]
Ordered Ordered Claim
Receipt N No Of Copies No Of Parts Item Price .
e 5 Fully Received Roceived 1 Received 1 G Publisher Request Source Staff Claim o119/2014
Vendor Item quickstart, Route To Date
Format Category Identifier Requestor ole No
Unit Cost 22.50 Discount 10.00 Type k) Item Status
e
Accounting Lines
Donor

Additional Charges

Totals
Grand Total: 22.50
Internal Purchasing Limit: 100,000.00
Payment Info » show
Additional Institutional Info » show

Account Summary

View Related Documents

General Ledger Pending Entries » show

Notes and Attachments (0) » show

Ad Hoc Recipients

A A A .

Route Log
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Purchase Order document tabs and purposes

Tab Name Purpose

Document Overview In addition to the standard document overview information (description,
explanation, and organization document number), contains the fiscal year,
line item receiving requirements, order type, funding source, previous
purchase order number, the source of the requisition, a way to alter the
status of the PO when waiting on information from a vendor or the
department, and license requirement information.

Delivery Contains information about the final delivery and central receiving
addresses.

Vendor Contains information about the vendor who has been selected to provide
the goods or services and the reason the vendor was selected.

Stipulations Allows for the entry of stipulations that the vendor filling this PO must
follow. May also be used for any additional contractual information that
should be added to the PO.

Titles Identifies what is being ordered on this PO and establishes an accounting

distribution indicating how these items should be charged, how many
copies are ordered, and claiming information.

Payment Info Indicates the type of payment schedule required and the duration of that
schedule if recurring payments are required for the items on this PO

Additional Institutional Info Collects information about the organization at your institution that has
requested the goods or services for this PO as well as the transmission
method and internal contact information.

Account Summary Summarizes the accounting information for al the line items on this PO.
Theline items that make up the summary display here.

View Related Documents Lists al documents related to this PO such as the requisition, receiving
documents, payments, credit memos. Also all the various PO documents
that are created from the PO when the PO is amended, closed, or open.

Genera Ledger Pending Entries Generates a display-only view of the encumbrances that have not yet
posted the G/L. This tab may be empty if there are no pending entries.

Document Header
Asin other OLE documents, the header section contains basic identification and status information about
the PO document as well as who created it. However, the PO document has two additiona fieldsin the
document header that do not appear in other OL E documents.

Doc Mbr: (4584 Status: FIMNAL
Initiator: ole Created: (03:35 PM 08/19/2013
Purchase Order #: (1053 Purchase Order Doc Status: Cpen

These additional fields are defined below.

Document Header definition for a Purchase Order document

Title Description

Purchase Order # An identifying number assigned to this PO. The PO number may be used
for queries specific to the Purchasing/AP modul e of the OLE. This number
differs from the Doc Nbr entry, which identifies the PO as a unique
document for general OLE and Workflow queries.

Purchase Order Status A status that indicates where the PO isin the Purchasing/AP process. This
indicator is similar to the status a document receives in Workflow, but it
is specific to the purchasing process. Examples of PO status include 'In
Process,' 'Awaiting Purchasing Approval,' and 'Closed'.

Document Overview Tab

The Document Overview tab on the PO contains three sections: Document Overview, Financial
Document Detail, and Purchase Order Detail.
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" Document Overview L

Document Overview
* Description: |Library Material_kyh_0815131455

Explanation:

Organization Document Number:

Financial Document Detail

L " vearluu Total Amount: 50.00 |
Purchase Order Detail
* Chart/Org: UA / VFIT * Funding Source: [INSTITUTION ACCOUNT ||
Receiving Required: No Payment Request Positive Approval Required: o
Previous Purchase Order #:
d To User: Purchase Order Confirmed Indi : |No
Source: |DIRECT INFUT

Order Type: |Firm, Fixed

Note

The following section definitions contain only fields that are unique to the PO document. For
more information about the standard Document Overview tab, see Standard Tabs on the Guide
to OLE Basic Functionality and Key Concepts.

Financial Document Detail Section

Financial Document Detail

* Year: 2014 Total A t: |50.00

Document Overview section definition

Title Description

Year Required. The default is the current fiscal year and thisfield isn't editable
until the '"ALLOW ENCUMBER NEXT YEAR DAYS parameter has
been met. If the FY is set to the future then funds will not be encumbered
until that next fiscal year.

Note

This field automatically defaults to the current fiscal year.

Total Amount Display-only. The total PO amount.

Purchase Order Detail Section

Purchase Order Detail

* Chart/0Org: |UA [ VPIT * Funding Source: || INSTITUTION ACCOUNT
Receiving Required: |No Payment Request Positive Approval Required: |No

Previous Purchase Order #:

d To User: Purchase Order Confirmed Indicator: |No
isition Source: |DIRECT INPUT

Order Type: Firm, Fixed

Purchase Order Detail section definition

Title Description

Chart/Org Required. Automatically completed based on the requisition's chart/

organization. May be changed manually by clicking the lookup ' q\

Receiving Required Optional. This flag can be set by a Purchasing Processor whileaPO is'in
process. If thefield is checked manually, the system will not use receiving
thresholds to determine whether receiving is required.

If thefield is checked, aline item Receiving document must be processed
with sufficient quantities received before a payment will route to the fiscal
officer. After the PO is approved, this value cannot be changed.

Assigned to User Allowsauser to take ownership of anin-process document. Users can then
easily find documents they are working on.

Order Type Identifies the type of order, possible values could be one-time, standing,
subscription. System default data valueis"Firm, Fixed".
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Funding Source Display-only. The funding source for the PO; derived from the requisition.

Payment Request Positive Approval Required Optional. The' DEFAULT POSAPPRVL LMT' parameter determinesthe
dollar limit at which payment requests must receive positive approval from
afiscal officer. If selected, this field overrides the parameter and requires
positive approval on the payment request regardless of the total of the
payment.

Previous Purchase Order # Optional. Identifies the previous PO number associated with this purchase
order. Thisfieldistypically used toidentify the converted PO number from
alegacy purchasing system.

Purchase Order Confirmed Indicator Optional. Select this box to indicate that this PO is being created after the
purchase has been made. Thisfield may be used to track instancesin which
users did not properly create a requisition before making a purchase. In
this case, the PO isbeing processed only to enter the transaction into OLE.

Requisition Source Display only. Indicates whether the requisition that created this PO was
input directly or created in some other way such as B2B.

Delivery Tab

The Delivery tab contains information about where goods ordered on this PO should be delivered. It also
collects delivery contact information and any specia delivery instructions. The address that is transmitted
to the vendor (final delivery vs. receiving address) depends on the radio button that is selected in the
Addressto Vendor section.

" Delivery hN
Final Delivery
* Delivery Campus: BL - BLOOMINGTON * Delivery To: HUNTLEY, KEISHA Y
Building: Wells Library Phone Number:
* Address 1: 1320 E 10th 5t Email: |test@email.edu
Address 2: Date Required:
* Room: 100 Date Required Reason:

* City: |Blcomingten
State: |IN
Postal Code: |47405-3507
* Country: United States

Delivery Instructions:

Receiving Address

e _.

Address To Vendor

Use Receiving Address as Shipping Address Presented to Vendor? |No

Thefollowing table explains the fields on this tab. With the exception of the last two fieldslisted, all fields
pertainto the Final Delivery section. When the PO isinitiated, all information inthetab is populated from
the information in the same tab of the requisition. The fields described below apply only if the default
information from the requisition needs to be updated by Purchasing.

Delivery tab definition

Title Description

Delivery Campus Required. Defaults to the delivery campus that was selected on the

requisition. Search for another campus by clicking thelookup 3 button.
Building Required. Search for the building to which goods should be delivered from

the building lookup L . Only buildingsthat correspond with the delivery
campuswill be displayed. Selection of abuilding automatically completes
the Address, City, State and Postal Code fields.

Address 1 Required (display-only); automatically populated from data in Building.
May be entered manually if you clicked the building not found button.

Address 2 Optional; Entered manually if an additional line of addressis needed.

Room Required. Enter the room number to which delivery should be made.

City Display-only. Automatically populated from data in Building. May be

entered manually if you clicked the building not found button.

State Display-only. Automatically populated from data in Building. May be
entered manually you clicked the building not found button.

Postal Code Display-only. Automatically populated from data in Building. May be
entered manually if you clicked the building not found button.
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Country Display-only. Automatically populated from data in Building. May be
entered manually you clicked the building not found button.

Delivery To Required. This entry defaults to the user's name on the requisition. The
User lookup L can be used if the name needs to be changed.

Phone Number Optional. This entry defaults to the phone number from the requisition.
(Formatted: XXX-XXX-XXXX)

Email Optional. This entry defaults to the email address from the requisition.

Date Required Optional. Defaults to the date required from the requisition. Change or
enter adate on which delivery isrequired or use the date from the calendar
[

Date Required Reason Optional. If adate required has been specified, select the appropriate date

required reason from the list.

Delivery Instructions

Optional. Enter text describing any special delivery instructions for the
item(s).

Receiving Address

Display-only after the PO has been approved. Defaults to the central
receiving address from the requisition. May be changed by using the

lookup Q“.

Use Receiving Address as Shipping Address Presented to Vendor

Required. Defaults to the indicator selected on the requisition.

Editing a Building Address

The address is compl etely editable before the PO is approved. Take the following steps to add an address

for another buildi

ng.

1 . [/
Click the  Buiaing nat found | by von,

The delivery address fields become editable.

Delivery

Final Delivery

* Delivery Campus:

\
- hidé \

BL %

* Delivery To: |RENFROW, ROBERTA G 3

Building:

3 [buiding not found

Phone Number:

* Address 1:

Email:

Address 2:

Date Required: [ |

* Room:

Date Required Reason: | -

* City:

* State:

* postal Code:

Delivery Instructions:

Country:

Receiving Address

Address To Yendor

Receiving Address:

Shipping Address Presented to Yendor (use Receiving Address?): | (D Receiving Address (O Final Delivery Address

KUALT UNIVERSITY
400 E. Main Street
Central Recaiving
Kuali City, WY 83444
UNITED STATES

2. Enter the delivery address.

Tip

To search for a delivery address, click the lookup ' next to Building and select a building
from the search resullts.

Vendor Tab

On an approved purchase order, the Vendor tab identifiesthe vendor that was awarded the PO. The default
is the vendor selected on the requisition. Although most field entries in this tab default to the values
provided on the associated requisition (REQS) document or from the vendor's default information, the
entries may be modified. If avendor was not supplied already, you must add one.
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Note

With open Purchase Orders, there is an additional required field for Vendor Choice. Select one

of the options from the drop down list.

vendor .

Vendor Address

Vendor Alias Name: [YBP

* Vendor: 8P Library Services '®

* City: |[Contoocook

vendor #: |12106-0

State: |
*required for Us "

* Address 1: 393 Maple Street 3

Province: ||

Address 2: |

Postal Code: |55
*required for US

Attention: ||

* Wendor Choice: || Contracted Price j

* Country: ||United States

Acquisition Unit's Vendor account / &
Vendor Info Custs #

Notes To Vendor:

Payment Terms: | Net 30 Days [-]
Shipping Title: [~]

Shipping Payment Terms: | INST PAYS, PART OF PO ("PREPAID AND ADD") [~ ]

Contract Name: | (%

Contacts: | (%

Phone Number: | (%

Fax Number: |

Supplier Diversity:

Search for alternate vendor &

Alternate Vendor For Non-Primary |vendor Name:
Vendor Payment: |vendor #:

remove alternate vendor

The Vendor tab includes two sections: Vendor Address and Vendor Info.

Vendor Address Section

The Vendor Address section lists address information about the vendor for this purchase order.

Vendor Address

Vendor Alias Name: [[TBF

* Vendor: |Y8P Library Services &

* City: [Contoocook

Vendor #: |12106-0

States |
*required for us "

* Address 1: 539 Magle Sireet >

Province: |

Address 2: ||

Postal Code: -
*required for US

Attention:

Vendor Address section definition

* Country: |United States =]

Title

Description

Vendor Alias Name

The abbreviated code, or alias, of the vendor. Enter the code and click

to prepopul ate the vendor information.

Vendor Required and Display-only. The vendor's name is automatically updated
from the Vendor record.

Vendor # Display-only. The OLE-generated identifying number assigned to this
vendor.

Address 1 Required. The default address is the PO address defined as the default for
the campus. Thisfield is editable.

Address 2 Optional. The default address is the PO address defined as the default for
the campus. Thisfield is editable.

Attention Optional. If the attention line on the PO addressis present thisinformation
will be populated although this field is always editable.

City Required. Enter the city associated with this vendor address.

State Enter the state's abbreviation. States are required for US addresses.

Province Optional. Non-U.S. vendor addresses may include a province. Enter the
province here. Thisfield should always be used for Canadian vendors.

Postal Code Enter the postal code for this address. Postal code may be required under
certain circumstances (such as when entering aU.S. address).

Country Required. Select a country from the Country list.
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Vendor Info Section

* Vendor Choice: | Contracted Price j

Acquisition Unit's Vendor account / Vendor R
Info Customer # : |

Notes To Vendor:
Contract Name: %

Phone Number; %

Fax Number: |

Vendor |nfo section definition

Payment Terms: .Net 30 Days Zl
Shipping Title: | [=]
Shipping Payment Terms: | INST PAYS, PART OF PO ("PREPAID AND ADD") [=]
Contacts: | %

Supplier Diversity:

Search for alternate vendor

Alternate Vendor For Non-Primary Vendor |vendor Name:
Payment: vendor #:

remove altemate vendor

Title

Label

Vendor Choice

Required. Select the reason that this vendor was selected to fill this
purchase order from the Vendor Choicelist.

Acquisition Unit's Vendor acct/Vendor Info Customer #

Optional. Enter or look up a customer number that identifies your
institution or department for this vendor's reference.

Notes to Vendor Optional. Include any text you want the vendor to see on the PO.

Contract Name Optional. If a contract exists with the vendor for these goods or services,
search for it from the Contact lookup L .

Phone Number Optional. Enter the selected vendor's phone number. (Formatted: xxx-xxx-
XXXX)

Fax Number Optional. Enter the selected vendor's fax number.

Payment Terms Optional. Select the payment terms from the Payment Termslist.

Shipping Title Optional. Select the shipping title from the Shipping Titlelist.

Shipping Payment Terms Optional. Select the shipping payment terms from the Shipping Payment
Termslist.

Contacts Optional. If the vendor has multiple contacts, select the appropriate contact

for this PO.

Supplier Diversity

Display-only. The information appears if the selected vendor has been
assigned a supplier diversity type.

Alternate Vendor for Non-Primary Vendor Payment

Optional. Used any time a purchasing needs to give accounts payable
the option to pay one vendor or another. Examples include third-party
receivables or escrow accounts for construction payments. To search for a

vendor, use the lookup LY . Toremove an alternate vendor, click remove
alternate vendor.

Stipulations Tab

The Stipulationstab allowsfor the entry of stipulations for the vendor filling this PO. It may a so be used
for any additional contractual information that should be added to the PO.

L bexms

Stipulations tab definition

Title Description

Note Text Required. Enter text to be viewed by the vendor of this PO or search for
pre-defined text from the lookup L .

Actions

Click to add new text.
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Titles Tab

The Titles tab identifies what is being ordered on the PO, how many copies, claiming information, and
establishesthe accounting distribution for payments. Before the PO has been approved, you may change or
add to theitems and accountsthat have been carried over from therequisition. Y ou may also add additional
charges or apply PO total reductions here. Make sure you have bibliographic information in the Bib Info

fields and complete accounting lines.

[vnde]

Item 1
Bib Info: Dombey and son.,Dickens, Charles. Location LEHIGH/FM/FM-2-DOC-R Copy #
* No of -
Copies Ordered il * No of Parts Ordered 1 * List Price 40.00 Extended Cost 40.00 Public View ] Do Not Claim | [
1 Receipt Status No Of Copies Received No Of Parts Received Item Price Source Publisher Request Source Staff T
Format Category Vendor Item Identifier Route To No
Unit Cost 40.00 Discount 0.00 Discount Type Y% Item Status
[»shov | Accounting Lines
|+ shov | Claim History
Danor

Additional Charges [[EIENN

Totals

Grand Total: 40.00

100,000.00

Internal Purchasing Limit:

Add Item and Current Items Sections

Titles

.

setup distribution | | remave accounts from all items || expand all accounts | | collapse all accounts

Info: b‘\fb) newblb () existing | @ ot hotdings () e-heldings Location R | Copy #
* No of * No of Do

Copies T parts |1 ; I""‘ .00 E“;:':"’ 0.00 ::"’“‘ 2] Not o
Ordered Ordered rice ew Claim

No Of No Of
Receipt Item Price - Request
o e Cra—
Statuy Received Received Source Source Claim |
Vendor - Date )
Format || || category | - ftem | & | RouteTo o
Identifier
* Unit ’7 Discount Item |:|
et Discount 0.00 Type Status =

Item 1
Bib  |SITTING IN OBLIVION : THE HEART OF DAOIST MEDITATION., KOHN, LIVIA | copy
Info: |DUNEDINTHREE PINES PRESS, 0781931483162 Location | [ARCH/PSAP | #
* No of * No of Do
Copies T parts |1 ;ﬂ';':‘ 25.00 E";:"“""’ 22.50 :::;:,i‘ I Not o
Ordered Ordered Claim
No Of No oOf
Receipt Item Price - Request
1 Copies Parts | Batentngest ~|
o Received Received ERanE Ezam Claim |[04/09/2014
Vendor " Date
Semple, Stephanie -
Format || -l category || | Item  ([40022554293 Requestor | 22m2le, Steohenie “:nutestfn (@]
Identifier S LAy
Unit ’— Discount Item =
oSl 22z O I Iy 10.00 Type status | [Avaiave | [nscriate |
Accounting Lines
| Donor

Add Item and Current |tems sections contain the same fields.

Add Item and Current |tems section definitions

Title Description

Bib Info

the after an item has been added.

editor.

Choose to link to the Bib Editor. Titles will appear in

In Current Items, you may click the title link to open the bibliographic
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Print Holdings or E-Holdings

Select the Holdings format you would like the Purchase Order to link to.
Purchase Orders link to an Item record (for print materials) or E-Instance
(for electronic material).

Location Select the home location for the item.

Copy # Optional. You may add a copy number to indicate the copy of the item.
This will appear on the purchase order and the item record. If left blank,
the field on the purchase order and item record will also be blank.

No of Copies Ordered Required. Enter the quantity of theitem in thisfield.

No. of Parts Ordered

This is the number of individual pieces that must be accounted for upon
payment/receipt of arequisitioned item.

List Price Basic price of an item before any discounts are taken.

Extended Cost Display-only. No of Copies ordered multiplied by the list price minus any
discount.

Public View Optional. Indicates whether or not a bibliographic description shall be
exposed to users prior to purchase/receipt. Default is Y es (checked).

Do Not Claim Optional. Indicates whether or not an item will be claimed. Default is No
(unchecked). If checked, overrides Claim Date information below.

Currency Type Display only if foreign vendor ischosen. | dentifies the associated vendor's
currency as identified on the vendor record that is identified in the Link
to Vendor/Supplier.

Exchange Rate Display only if foreign vendor is chosen. Currency conversion rate

populates from the Exchange rate and Currency Type maintenance tables.
The rate will populate when user clicks action button "Calculate" on
conversion tab. Optionally: when currency tab opens, currency rate may
auto-populate. This may be updated up until the Requisition is approved.
After that point, it may no longer be modified.

Foreign List Price

Basic foreign price of an item before any discounts are taken.

Receipt Status

Display only. Will reflect receipt status after receiving has occurred.

No Of Copies Received

Display only. The number of copies already received. This will populate
as the document moves through the acquisition workflow.

No Of Parts Received

Display only. The number of parts already received. Thiswill populate as
the document moves through the acquisition workflow.

Item Price Source

Optional. Select the Price Source of the requested item from the drop down
list.

Request Source Optional. Select the Request Source of the requested item from the drop
down list.

Claim Date Dateitem iseligible for the next claim based on the claim interval entered
in the Vendor Record. To override the claiming interval, enter a date or
select one from the calendar j.

Format Optional. Select the format of the requested item from the drop down list.

Category Optional. Select a Category of the item from the drop down list..

Vendor Item Identifier

Display Only. Identifiesavendor item identifier if one has been provided
by avendor.

Requestor

Defaults to the selector's user name. If the Requestor is different than the

selector, you may use the Requestor lookup 5 to find the requesting
individua’s name or create a new Requestor (this will search from the
OLE Patron database).

Route to Requestor

Optional. Yes/No checkbox to indicate whether a requestor should be
notified when the item has been purchased. System default data valueis
"No".

Foreign Unit Cost

Display only if foreign vendor is chosen. Calculated foreign cost per unit
for the item or service on thisline. Calculation is the Foreign List Price
less Foreign Discount amount.

Discount

Discount provided by the vendor/customer number/organization
combination. Automatically populated from the Vendor customer number
table based on the selected vendor and customer number. Can be modified
for aspecifictitle. If the vendor record has aVendor currency noted other
than the default system currency (akaUS dollar), then the Vendor discount
will populate the Foreign Discount field.

Discount Type

Choose # (for Amount) or % (for Percentage).
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Foreign Discount Foreign discount provided by the vendor/customer number/organization
combination when the vendor record has a Currency Type different from
the system default currency. Should be automatically populated from the
Vendor customer number table based on the selected vendor and customer
number. This data can be changed for the specific title. Must identify
the type of discount (amount or %.) If the vendor record does not have
a Currency Type noted other than the default system currency (aka US
dollar), then the discount should populate the Discount field.

Foreign Discount Type Choose # (for Amount) or % (for Percentage).

Actions Add or delete lines as appropriate. After a line has been added, it is
moved to the Current Items section, where the details may be viewed or
modified.

Adding or Modifying an Item

I nactivate Button: The inactivate button becomes available only when you are amending a PO. If while
amending a PO you would like to deactivate a line item, click the inactivate button associated with that
item.

Note

For more information about how to amend the PO, see Purchase Order Amend.

When processing an amendment to a PO, you may deactivate item lines that are no longer valid. To do
S0, select the I nactivate check box next to the appropriate items. When the amendment is approved, these
items are no longer valid for this PO.

Item 1

Bib Info: Dombey and son.,Dickens, Charles. Location [LeniGH/FM/FM-2-DOC-R | Copy # [
*
;:Ei;::f 1 [ r; g;::e ol || =ustprice [0 E‘g:’:“ 40.00 Public View ] g:’i':““

1 o Caacaver Necetved Taamea soce B | g ]
Format | -] category | -] v:;‘eﬁ';"t:m Requestor a R::;::L: — ]
unitCost | 40.00 Discount 0.00 D.irs:::'" Itemstatus | ~| Inactivate | e

¥ show | Notes
¥ show | Accounting Lines
¥ show | Claim History

¥=how | ponor

Click |_2dd_|to0 add aline. The system will moveit to the Current |tems section.
Note

To add an item, you must follow the same procedure described in Working in the Titles Tab

on the Requisition section (First add the bibliographic record, fill in the purchasing information,
then click add).

Click | 9elete | 6 delete aline.

Click | * 5haw | to view the additional details (notes, accounting lines, copies, claim history, invoice history,
donor).

Additional Charges Section

The Additional Chargestab allowslinesfor predetermined chargesto beincluded on the payment request.
Thistabisdividedinto four chargelines, each representing adifferent type of charge and each withitsown

accounting lines. The four Additional Charges lines are Freight, Shipping and Handling, Full Order
Discount, and Trade In.
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Additional Charges

* Item Type Description Lol Amount
Paid
Freight
Freight : H J ‘ | ‘ 0.00
[2sf0w ] Aceounting Lines
Shipping and Handling :
ipping and Handing - ] | — | o
[bshow | Accounting Lines
Full Order Discount
Full Order Discount : H ‘ !7‘ ‘ 0.00
Trade In : H J ‘ !7‘ ‘ 0.00
[show] Accounting Lines
Additional Char ges section definition
Title Description
Item Type Display-only. Describes the type of miscellaneous item (‘Freight' or
'Shipping and Handling') being defined in thisline.
Description Required if the extended cost has been entered. Enter a text description
describing the additional chargesitem line.
Extended Cost Required. Enter the dollar amount for thisitem line.
Amount Paid Display-only. Automatically calcul ated based on responsesin other fields.

Totals Section

Grand Total: 9,999.00

| Internal Purchasing Limit: | 100,000.00 |

Totals section definition

Title Description

Grand Total Display-only. Displays a total of all current item lines and additional
chargeslines.

Internal Purchasing Limit Display-only. Displays the dollar amount of the maximum purchasing

limit, above which a PO will route for approval.

Creating Accounting Distributions in the Titles Section

Accounting distributions for item lines may be created individually, or a single accounting distribution
may be copied to al lineitems on the requisition. A valid account string contains a chart, an account, and
an object code. The account must be active and the expiration date has not expired. The object code must

valid. Valid object codes are active codes in the object code table and are not included in the OBJECT
CONSOLIDATION parameter.

To create accounting distributions for individual item lines, follow these steps.

1. Click add in the Actions column to add the item line.

2 |n the Current Items section, click the button for the line to which you want to add an

accounting distribution.

" Inthe Item Accounting Lines section, click the [ show | putton.

4. Complete the accounting line and indicate a percent of this item line that should be charged to this
accounting line. If thereis only one accounting line for this item, the percent must be 100.

5 Click to add the accounting line.

6. If the item needs to be distributed to more than one accounting line, repeat steps 4 and 5. The sum of
all accounting lines must equal 100 percent when you finish the distribution.
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Note

If the account chosen has sufficient funds checking and the threshold is reached, you may
be blocked from using the account or you may receive a warning (depending on the chosen
notification on the account) when the document is saved and the Fiscal Officer will be notified
when the document is submitted.

Note

Thisprocessmay also befollowed to add accounting distribution linesfor itemsin the Additional
Char ges section. Open the Accounting Line Items section for that miscellaneous line item and
follow steps 4-6 above.

Lineitem accounting can create considerabl e repetitive dataentry. OLE alowsyou to load the information
to all the line items rather than entering the information to each line item separately. The steps below
describe how to distribute this information. This process distributes accounts only to line items that have
no accounts added. It does not replace accounts that have been set up for individual line items.

1 Click| 244 |10 add the item line.

2 Inthe Add Item section, click the LSetup distribution | py tton,
The system opens a nhew Accounting Lines section.

3. Enter the accounting line and indicate the percent of thisitem line that is to be distributed to the items
on thisrequisition. If there is asingle accounting line for these items, the percent must be 100.

Note

The system validates values as you enter the information.

4 Click | 244 to add the accounting line.

5. If theitems need to be distributed to more than one accounting line, repeat steps 3 and 4. The accounting
lines distribution should total 100%.

6. Click the | distribute to items | hutton to apply this distribution to all item lines that do not yet have an
accounting line distribution specified.

The system displays the top of the document and the message 'The accounts were successfully
distributed to all items.

Removing Accounts from all ltem Lines

If line items have accounts set up and those accounts need to be modified, then the individual accounting
lines may be modified by following the steps for creating an accounting distribution for an individual
item line discussed in the previous section. However, if it is more efficient to remove al the accounts,
use the steps for creating an accounting distribution for multiple line items to recreate the accounting for
thelineitems.

Follow these steps to remove all accounts.

1 Click |_remowve accounts from all itemns i
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2. . . .
Click ._¥=%__'in response to the question 'Are you sure you want to remove the accounts from ALL
items?

All the accounting lines are removed.
Expand All Accounts

To expand the accounting linesfor all the itemsin the Current Items section, follow these steps. (Thisis
the equivalent of clicking the accounting lines show button for each item listed.)

L
C|IC|(] expand all accounts |

2. All accounts are displayed in full detail.

Collapse All Accounts

To collapse the accounting lines for al items in the Current Items section, follow these steps. (This
procedure is the equivalent of clicking the Accounting Lines hide button for each item listed.)

1. Click collapse all accounts.
2. All account displays are hidden.
Payment Info Tab
If recurring payments are required for the items on this PO, thistab is used to indicate the type of payment

schedule required and the duration of that schedule. Thefieldsin thistab areinformational only. They do
not drive any other functions within OLE.

5

-
Payment Info L

N

Type of Recurring Payment: v
Beqin/End Date: |from: | T o] =
Please provide the following recurring information if the type of recurring payment is Fixed Schedule, Fixed Amount
Recurring Payment Amount: |amount: | | First Payment Date:| |7 Frequency: "|

Initial Payment Amount: | Amount: | Date: [ =
Final Payment Amount: |amount: | Date: | =

Billing Address

Address: THE UNIVERSITY
ACCOUNTS PAYABLE

BUTTER NUT , SC 47402
us

The Payment Info tab includes Payment I nfo and Billing Addr ess sections.
Payment Info Section

Payment I nfo section definition

Title Description

Type of Recurring Payment Optional. Select the proper recurring payment schedule from the list.
Examples include 'Fixed Schedule, Fixed Amount,’ 'Fixed Schedule,
Variable Amount' and 'V ariable Schedule, Variable Amount'.

Begin/End Date Required if Type of Recurring Payment has been selected. Enter dates
indicating the time period during which the order is active, or search for
the dates from the calendar j

Recurring Payment Amount Optional. If arecurring payment type of 'fixed schedule' or ‘fixed amount'
has been selected, complete the remaining fields in this section.

Amount Optional. Enter the dollar amount of the recurring payment.

First Payment Date Optional. Enter the date on which the first recurring payment should be

made or search for the date from the calendar j This date is used to
determine subsequent payments based on the frequency. For example, if
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the frequency is 'monthly' and the first payment date is 01/01/2010, the
subsequent payments occur on the first of the month.

Frequency

Optional. Select anumber to indicate how often recurring payments should
be made.

Initial & Final Payment Amount

Optional. Enter the amount of the initial and final payments if those
amounts differ from the amount in the Amount field above.

Initial & Final Payment Date

Optional. Enter the dates on which theinitial and final payments are to be
made if those dates differ from the date in the First Payment Date field.

Or search for the dates from the calendar j.

Billing Address Section

Billing Address section definition

Title

Description

Address

Display-only. The address to which vendor invoices are to be mailed. This
address is based on the campus specified for delivery on the Delivery tab.

Additional Institutional Info Tab

The Additional I nstitutional I nfo tab collects information about the organization at your institution that
isresponsible for initiating this purchase. It also collects information on transmission method and contact

information.

Additional Institutional Info

Additional

* Method of PO Transmission: | PRINT =

* Requestor Name: |HUNTLEY, KEISHAY

* Cost Source: || ESTIMATE

"l * Requestor Phone: |2097954—5057

Contact Name:

LS * Requestor Email: |tesl@emall edu

Contact Phone:

Contact Email:

Sensitive Data

PO Total Cannot Exceed:

Additional Institutional Info tab definition

Title

Description

Method of PO Transmission

Required. Select the transmission method. Normally thisis 'Print,’ but if
for some reason you do not need to print a copy of the PO for the vendor,
you may choose 'No Print'.

Cost Source Required. This field indicates how the pricing on the PO was determined.
Select the appropriate cost source from the list.

Contact Name Optional. Enter the name of the person to be contacted if Purchasing (or
vendor if the order is an APO) has questions about the order or search for
it from the Per son lookup L .

Contact Phone Optional. Enter the phone number of the person specified in the Contact
Name field. (Formatted: XXX-XXX-XXXX)

Contact Email Optional. Enter the email address of the person specified in the Contact

Namefield.

PO Total Cannot Exceed

Optional. This information is typically entered on the requisition and
indicates to Purchasing that the order has alimited amount of resources.

Requestor Name

Required. The name of the person who requested the goods or services.
Thisfield may be changed by entering anew name or searching for it from

the Per son lookup L .

Requestor Phone

Required. Enter the phone number of the person specified inthe Requestor
Name field. (Formatted: XXX-XXX-XXXX)

Requestor Email Required. Enter the email address of the person specified in the Requestor
Namefield.
Sensitive Data Display-only. This displays the currently assigned sensitive data entries

created using the sensitive data button at the bottom of the document.
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Account Summary Tab

The Account Summary tab combines all accounting information for the items on this PO for future
reference.

Account Summary N
necount Summar

J

Account Summary 1
chart | Account Number [ Sub-Account | Object | Sub-Object | Project | OrgRefId | Org. Doc. # [ Amt

BL /1031400 | |s000 | | | | | 1190

Items of Account Summary 1

Item Description Amount

Itern 1 78 : The RBoston Red Sox, a Historic Garne, and a Divided City 53.88

Item 2 Faithful : Two Diehard Boston Red Sox Fans Chronicle the Historic 2004 Season 38.46

Item 3 The Boston Red Sox: An Illustrated History 26.76

Clicking the refresh account summary button rel oads the page and adds any accounts and/or line items
that the user may have just added to the PO.

View Related Documents Tab

The View Related Documents tab collects information about Purchasing/AP documents related to this
document. For example, it displays identifying information for any associated requisition, payment
requests, or credit memos.

View Related Documents \
Related Documents

Requisition - 1064 R
Date User Note
|2013-08-19 15:34:58.0 |HUNTLEY, KEISHA ¥ |copied from document 4537

View Related Documentstab definition

Title Description
Date Display-only. The date the related document was created.
User Display-only. The user who created the related document. 'Kuali System

User' means the document was automatically created by the system.

Note Display-only. The note describing the document.

When you click the document number link, the system displaysthe rel ated document in a separate window.
General Ledger Pending Entries Tab
G/L Pending Ledger entries are generated after the PO document is submitted. These entries include the

encumbrances for the transaction and the appropriate offsetting entry. After the nightly batch jobs run to
post the G/L entries, these pending entries no longer display here.

General Ledger Pending Entries N\

General Ledger Pending Entries

Seq # Fiscal Year Chart Account Number Sub-Account Object Sub-Object Project Doc Type Balance Type 0bj. Type Amount D/C
1 2010 BL 1031400 = [---—-- 5000 e PO EX EX 995.00 D
2 2010 BL 1031400 = [---—-- 9892 e PO EX FB 995.00 C
General Ledger Pending Entriestab definition
Title Description
Seq # Display-only. Assigns a number to the entry in sequential order.
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Fiscal Year Display-only. Identifies the fiscal year of the debit or credit.

Chart Display-only. Identifies the chart to which the pending entry is assigned.

Account Display-only. Identifies the account number to which the pending entry is
assigned.

Sub-Account Display-only. ldentifies the sub-account, if one exists, to which the
pending entry is assigned.

Object Display-only. Identifies the object code of the item being ordered.

Sub-Object Display-only. Identifies the sub-object code of the item being ordered, if
one exists.

Project Display-only. Identifies the project code, if one exists, to which the PO is
assigned.

Doc. Type Code Display-only. Identifies the document type code of the document. When
working with POs, this value will almost always be PO.

Balance Type Display-only. Identifies the different balances (actuals, budget,
encumbrances, etc.) recorded in OLE to facilitate reporting and financial
queries.

Obj. Type Display-only. Categorizes object codes into general categoriesidentifying
income, expenses, assets, liabilities, fund balance or transfers.

Amount Display-only. Indicates the amount charged to each account on the PO.

D/C Display-only. Indicates whether the entry isadebit (D) or credit (C) to the
account.

Process Overview

Business Rules

» All required fields must be completed before the PO document can be submitted for approval.

» TheBib Info field on the Item tab must be completed.

* The PO generates encumbrances when it reaches a workflow status of 'FINAL'. Encumbrances are
created on the accounts and object codes entered in the item sections and the appropriate offset object

code(s).

» An APO document may be created only under certain conditions, as specified in the business rules set
up by the ingtitution. Examples of conditions that might prevent an APO from being created are:

» Therequisition total is greater than the APO limit.

» Therequisition total is not greater than zero.

» Therequisition contains an item that is marked as restricted.

» The vendor was not selected from the vendor database.

¢ Anerror occurred while retrieving the vendor from the database.

» The selected vendor is marked as restricted.

» Therequisition has no contract selected, but a contract exists for the selected vendor.

« Therequisition's payment type is marked as recurring (Payment I nfo tab).

¢ The'PO Total Cannot Exceed' amount has been entered (Additional Institutional I nfo tab).

» Therequisition contains alternate vendor names.
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» Therequisition is set to encumber during the next fiscal year (chosen from Year in the Document
Overview tab) and approval is not within the APO allowed date range. The date range is determined
by the 'ALLOW APO NEXT FY DAYS parameter.

» Therequisition contains afull order discount.

e The requisition contains accounting strings with an object level in the OLE-
PURAP.PURCHASING_ACCOUNTS_PAYABLE_OBJECT_LEVELS parameter (currently set to
CAP).

Routing

The PO document does the following types of routing:

» Budget Office Review: If the PO is for the current fiscal year, all accounts used on the document are
checked to see if any of accounts use sufficient funds checking. If the encumbrances from this order
would cause these accounts to have insufficient funds, the PO document routes to the Budget Reviewer
role for approval.

e Document Transmission: If the document is an APO, an FY| is generated back to the initiator of the
requisition document. If thedocument isnot an APO, an FY | isgenerated back to the user who submitted
the PO.
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Purchase Orders
Purchase Orders are either APO/automatic from REQ or Ingest, or REQ route thru Contract manager assignment to initiate open PO
© VENDOR INGEST APO Submitted
" (Requisition) (from requisition) Requisition
=
£
A A
Contract
b0 Manager Assigns
= approved
'5' Requisition-
[o] creates PO
o
Y h 4
c
2 System-generated/
S — Staff Creates/Edits
<< approvediBurchase Purchase Order
o Order
a
A 4
DocStore
E#
QO =
£ ] Bib Instance w/ltem
o 8 Created
[*]
o2
[0y
Y
&=
£ PO
E Transmission
© (place order}
e
=
. S
w a
] w—p g »| | Notifications
w o Encumbrance
=8
o &

Processing a PO Document

1. Search for 'In Process' purchase orders using the Order Holding Queue or document search and click
the document ID to open it.

The system displays a PO document populated with information from the requisition.

2. Complete the standard tabs as necessary.

Note

For information about the standard tabs such as Document Overview, Notes and
Attachments, Ad Hoc Recipients, Route Log, and Accounting Lines tabs, see Standard
Tabs on the Guide to OLE Basic Functionality and Key Concepts.
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3. Complete the Vendor, Stipulations, Titles, Payment Info, Delivery, Additional Institutional Info
and other tabsasnecessary. To add information to these sections, click the amend button at the bottom
of the PO.

4

" Click submit or |_blanket approve

If all required fields have been correctly filled in, and you click on appr ove, the system will then approve
the Purchase Order. If any required field is blank or contains invalid data, the system places a warning
note at the top of the screen, and by the appropriate field. You will be unable to approve the purchase
order until you resolve the problem.

Purchase Order

1 error(s) found on page.

Document Overview [+ hide .\L_

& Errors found in this Section:
m This document must be calculated prior to submitting.

* Description: |[YBP_Fim_Ingest_kyh_03201

Organization Document Number:

Once a Purchase Order is approved, the system:
» changes the status of the Purchase Order document to Final
» queuesit for printing and/or transmission, by whichever method is specified

* returns you to the Select/Acquire tab.

Transmitting Purchase Order/Place Order

OLE is currently setup to place orders as follows:

* Imported vendor orders (paired EDI and MRC files): no transmission

 Staff-generated manual requisitions and approved purchase orders and purchase order amendments:
transmit in real-time to vendor FTP site (no staff interface currently exists for transmit confirmation

reports etc.).

« If transmit method of Vendor or Purchase Order is set to no print with format of FTP, or SFTP, then
resulting EDIFACT order fileis transmitted to OLE “mock” vendor FTP site per below.

« If transmit method of Vendor or Purchase Order is print with format of Email, Fax, etc., then at

completion of an approved Purchase Order, a' P™™ | putton will appear on the e-Doc allowing
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the user to print, email, or fax a PDF of the Purchase Order. The Purchase Order will also route to
Acquisitions staff’s Action Lists as notification to complete the action.

OLE will transmit purchase orders automatically if the Purchase Order fulfillsthe required APO rules. To
retransmit a Purchase Order, click "= 2 =miE

FTP Site (to see transmitted orders):

http://docstore.demo.ole.kuali.org/upload/Order Records/Orders To Be Processed By Vendor/

Sample Purchase Order Statuses:

Code Status
CANC Canceled
CLOS Closed
OPEN Open

See all statusesin Purchase Order Status in the Appendix.

Performing Other Activities on a PO

To facilitate routings and approvals, and maintain detailed audit trails, OLE has adapted the KFS versions
of Purchase Orders. Not al of these may be needed in support of future library processes, but we are
providing them for review.

After aPO hasbeen initiated, authorized users may perform avariety of activitieson it. With the exception
of Print, each of these actions generates a new OLE document (although the PO number remains the
same). The following chart summarizes each action and its corresponding document type. (The document
type code for each islisted in parenthesis after the name of the associated button.) The table also indicates
whether each action resultsin transactions to be fed to the G/L process.

The“versions’ or e-Docs available are permissions-based, and dependent upon the Purchase Order status
in workflows.

Note

For more information about printing a PO, see Printing a PO.

PO document types

Document Description

Purchase Order Amend (POA) Makes changes to the existing PO.

Purchase Order Payment Hold (POH) Indicates that no payments should be processed against this PO.

Purchase Order Remove Payment Hold (PORH) Changes the status of the PO back to 'Open’ so payments can be made. An
FY1 isalso sent to AP to indicate that the hold has been removed.

Purchase Order Void (POV) Cancels the PO and disencumbers all related items. This option is not

available after a payment has been made.

Purchase Order Close (POC) Closes out any remaining items on this PO and disencumbers any
outstanding funds.

Purchase Order Reopen (POR) Reopens the PO and re-encumbers any accounting lines that were
disencumbered when the PO was originally closed.
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Accessing the Various PO Options

Printing

To access any of these options for working with a PO, follow these steps:

1. Search for the PO document and open it.

At the bottom of the open document, the system displays a series of specialized action buttons are
displayed at the bottom, each corresponding to a different option.

" Route Log ¥ show \ J

sensitive data retransmit payment hold amend | ( void order receivin a send ad hoc request | close

2. Click the button for the function you want to perform.

After you submit one of the above documents, if you subsequently retrieve the original PO document, the
system shows awarning in the upper left corner, indicating that there is a newer version of the PO.

Doc Nbr: 315602
Initiator:
PO Nbr:

Status: FINAL
Created: 07:54 AM 09/24/2007
* PO Status: Open

Purchase Order _

kuluser
1004

(Warning: This is not the current version of this Purchase OrdeD expand all | collapse all

Document Versioning: A single PO document can have several different OLE document numbers
assigned. To correlate this information and find the most recent version of a PO, use the Purchase Order
search in the Ordering menu group of the Select/Acquire tab and enter the PO number as a search criteria.
In the example shown below, a user amended a PO (POA), placed the PO on hold (POH, removed the
hold (PORH), and then created a PO Void (POV). The system retrieved five documents when the user
searched on the PO number.

Oraanization Purchass Contract University Ledacr
D"‘ﬂl‘m Status Becument Descriation Bacumsant mﬂ der & @rder Doc  Hamaaee CharfiOro ¥ender Eiscal Ixes mﬂ! m‘m’:l m{! Recwment A 8
Humbse Slatus Hame Tugs
Purchase
ALTOMATIC e Order
4107 FiNAL testing againd 1038 Cpen PURCHASE UA-WPIT  |Library | 2084 Remave Payment hold was removed
CRDER Serices Fayment (PORH)
Hold
AUTOMATIC vep Purchase
4095 FINA testing anctherd 1039 Cpen FURCHASE |UA-WFIT |Library 014 Order ﬁ PO was amended (POA) I
CRDER Serdices :
AUTOMATIC vae L
sons FiNs testing anathar 1039 i:'{;‘:ﬂ PURCHASE UA-WPIT |Library | 2014 ;"jci"_““ LT 2047482 [OLE_PO  |30.00
‘ CROER Services -
= Purchase
" ATTOMATIC b o PO was placed on ment
4075 Fina testing arcund 108 Retied  ypcHase |UAWVEIT  [Library 014 ek P pay!
ver=en  loaper Sarvices H:I‘;""" hold (POH)
tin AUTOMATIC .
INAL  besting around o38O oURCHASE | UA-VRIT 014 puhase ﬁ PO was created
Yearso EROER Orge
ALTOMATIC . .
4062 FINAL et new 1037 ] FURCHASE | UA-VRIT 2014 :‘:;i"‘“:ld PO was voided (POV)
i

The print option allows users with the OL E-PURAP Purchasing Processor role to generate a PDF version
of the document to print. The print action button becomes available for POswith the 'Pending Print' status.

Note

The print button appears on a PO only when the M ethod of PO Transmission is'PRINT' on the
Additional Institutional Info tab of the PO and the status of the PO is'Pending Print'.

Note

There is no document type for the print functionality.

53



Ordering Materials: Standard
Transactional E-Docs

I'iuall THE UNIVERSITY
) PURCHASE ORDER PO Number: 1ots

Wangor Sipping Adcross
Dell Inc quickstart, ole
ATTN: null Law Room #123
111 One Dell Wa: 211 5 Indiana Ave
DellTown, DE 55555 Bloomington, IN 47405-7001
null
Shigping Terms Baymant Tarms
Net 30 Days

Delivery Requied By

Orger Date Customer # Bilifg Adtress
07-11-2014 THE UNIVERSITY
Dalvery Insirustions. Contazt 1D a%ﬁ?ggﬂ’%gg‘*ﬁam

BUTTER NUT, SC 47402
342-456-2308
Irwvgics stalus inquiry: <a hrel="htlp.kuali.orgl="nitpuall org"as

Vendor Nata(s)
Wendor Stipuations and information
trn Quantity UoM Descripsan Spacal Instructions Unit Cost Extancad Cost
o,
1 1.00 EA Nomina. 20.00 $20.00
2 1.00 EA Intersections. 30.00 $30.00
3 1.00 EA Crientalia Lovaniensia Analecta. — 40.00 $40.00
Tota (mm\unt: $90.00
1 Attention IUPUI Suppliers: Piease be advised of the new IUPUI Tobaceo Policy. Effective August 14, 2006 Tobacco use or sale, inclugng, o smoking, i prohibited on university-owned, -operated, -or
leased property. This pelicy applies to anyone on campus. Inclusive are Patients, visitors, faculty, stall, volunteers, physicians, students font F N oyees, contractarsisuppliersivendaors and service
representatives. For further information we refer you ta: hitp:ffwww iupul edui-nosmoxe
2 Inveices must be sent showing purchase arder number lo Someene who has meney 1o pay for the purchase.

3 All deliveries are to be made to the address and room number as listed above.
UNSIGWED: This ia & TEST RO Q
SALLY SMITH
NVERSITY OVRECTOR OF BURCHASING A

To print a PO:

For mere information contact: quickstart, ole null test@email.edu

1. Search for the PO you want to print from the PO search screen and open the PO.
Tip

Y ou may narrow down the search by selecting “Pending Print” in the Purchase Order Status
search criteriafield.

2 Click . _P™™® 't open a printable PDF version of this PO.
A separate window opens and a PDF version of the PO appears.
3. Close the window after taking the necessary actions, using the PDF toolbar (save, print, etc.).
Modifying the Purchase Order PDF

There are two propertiesin the configuration file ol efs-config-defaults.xml that control the "test document
(tst)" display that appears across the purchase order. These two properties must be set to local:

<par am nane="envi ronnent " >| ocal </ par an»

<par am nane="producti on. envi ronnent . code" >l ocal </ par ane

To change the logo in the upper left corner, update the following parameters from the admin tab:
PDF location is based on delivery campus code and the following system parameters:
PDF_IMAGE_LOCATION_URL

PDF_LOGO_IMAGE_PREFIX
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PDF LOGO_IMAGE_EXTENSION
Therefore if:

PDF_IMAGE_LOCATION_URL = http://tst.ole.kuali.org/static/images/

PDF_LOGO_IMAGE_PREFIX =logo
PDF_LOGO_IMAGE_EXTENSION = jpg
delivery campus codein po = bl

It will find theimage in thisway: PDF_IMAGE_LOCATION_URL + PDF_LOGO_IMAGE_PREFIX +
__ + delivery campus code in po + PDF_LOGO_IMAGE_EXTENSION

Cresting:

| Fuali

foundationes

How the Purchase Order PDF is populated
e Thebilling addressis the address from the delivery campus code

» Under the billing address is an "Invoice Status Inquiry” link. This value is from the system parameter
PDF_STATUS INQUIRY_URL

* Foot notes are populated from the Purchase Order Contract L anguage maintenance document
Note

To learn more about the mai ntenance document, see Purchase Order Contract L anguage below.

Purchase Order Amend

OLE allows you to add or modify certain data elements on an approved Purchase Order via a Purchase
Order Amendment. By so doing, the system creates a new version of the e-Doc called a Purchase Order
Amendment (POA) that can be independently processed or routed. The POA then serves as the new
version of the purchase order and will be transmitted to the Vendor.

Purchase Order Amendments are created:

’ Manually from the . 2™e"< | tton on a Purchase Order
» Automatically from the entry of Unordered line items on Receiving e-Doc
» Automatically from the entry of Unordered line items on Payment Request e-Doc

When you amend a PO, the system creates a PO Amend (POA) document based on the existing PO. Enter
areason when initiating the amendment. When the amendment is submitted, the fiscal officer receivesan
FYI. Thisishisor her naotification that the order has changed.
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Once you supply areason, OLE will display the Purchase Order, and allow you to change almost any field.
(In OLE, accounting lines cannot be edited in the PO Amendment process, but can be changed during the
payment request process, except for new lines.)

If you add titles to the Purchase Order or change prices, click the " *'“*'2® | b tton at the bottom
of the screen.

Note

Y ou cannot edit or delete the Copies section on a POA. Thisisto avoid discrepancies between
the amended purchase order and the DocStore record.

Document Layout

The document layout of the POA document is identical to that of the original PO, with the addition of a
notation regarding status in the Document Header. A notation also displays at the top of the PO document,
such as 'Warning: There is a pending action on this Purchase Order.'

Note

For information about thefields on thisdocument, see* Document Layout” under Purchase Order.

Notes and Attachments Tab

When you click the amend button to initiate the document, the system automatically inserts note text and
the previous PO number in the Notes and Attachments tab of both the original PO document and the

POA document.
Note
The same note text is placed in the original PO and the amended PO.

- e
Motes and Attachments (1) L
Motes and Attachments

Posted "
Timestamp Author Sl L zedl
add:
1 10/26/2009 03:19 KFS Purchase Order Amendment 1027 {docurment id 3320) created for new un
P line items due to Receiving (docurment id 3319)

Process Overview

Business Rules

» The POA may beinitiated only by the members of the Purchasing Processor role; Acquisition Staff 2-5;
Receiving 3-4; Accounting 3-4; Financial 2-5.
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e The PO must be in an 'Open' status.

« If there are payment requests (PREQSs) or vendor credit memos (CMs) in process, the amend button
is not displayed.

» Thesystem adds anote with the date the amendment was started, the person who started the amendment,
the information entered on the "confirm' page, and the previous document number.

* If payment requests (PREQSs) or credit memos (CMs) have been processed, the Receiving Required
field cannot be changed.

e Thefiscal year cannot be changed

« If there are unpaid payment requests (PREQSs) or credit memos (CMs), the existing line items cannot
be changed.

« If theitem invoiced amount is greater than O, the line item cannot be deleted; it can only be deactivated.
* New line items can always be added.

« If modifying an existing line item, the amount cannot go below what has aready been invoiced.

* Inactive items are display-only.

* There must be at least one active line item when the submit button is selected.

» The calculate button must be pressed prior to submitting the POA if you change the list price of an
item or add a new lineitem.

* Fiscal officersreceive an FY | when the amendment is completed.

 During the amend process, the original PO document (before the amend button was sel ected) will have
adocument status of 'pending amendment’ and the newly created document will have a status of ‘change
in process. After the amendment has been submitted, the original document status changes to 'retired
version' and the amendment's status changes to 'open'.

» Usersare not allowed to create Receiving documents, payment requests, or credit memos against a PO
that has a pending amendment.

Routing
* The document becomes 'FINAL' when the POA document is submitted.
» Thefiscal officer of an account receives an FY|.
Initiating a POA Document
1. Search for the PO you want to amend from the PO search screen. Open the PO.

2 Click ' @™end |5 make changes to the existing PO.

3. Enter areason explaining why you are amending this PO.
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Are you sure you want to Amend this Purchase Order?

* Please enter the reason below:

Cancel a line item

yes mno

" Click \._¥==

The screen refreshes and a new document number (Doc Nbr) is assigned. The PO status becomes
'Pending Amendment'.

Doc Nbr: (317363 Status: |SAVED
Initiator: philips Created: 04:26 PM 09/27/2007
PO Nbr: | 1048 * PO Status: |Pending Amendment

S Click the [ 519w | hutton on the Titles tab and click the show button on the item you want to amend.
6. Modify the PO document.

7. Once you are done with your edits, and have recalculated if necessary, you can approve the amended
Purchase Order using the blanket appr ove button at the bottom of the screen.

Working with the POA Document

After you create aPOA document, you may add, change, or deactivate the existing lineson theoriginal PO.

Note

To add or change the items or accounting lines on the PO, simply add or modify them as you
would on the PO document.

Note

An amended Purchase Order follows the same rules for routing as an original PO, so approving
it may cause it to be routed to other staff members. Approving an amended PO does not cause
it to be re-transmitted to the vendor, though.
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Purchase Order Amendments
POA is manually generated from PO or automatically from additional lines an Receiving (add’l lines at PREQ require manual POA)
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Purchase Order Payment Hold

When you put a PO on hold, the system creates a PO Hold (POPH) document, changes the PO status to
'Payment Held,' and prevents any payment request documents from being initiated against the PO. You

must enter areason when initiating the payment hold.

No G/L pending entries are generated from this document.

Document Layout

The document layout of the POPH document isidentical to that of the original PO, with the addition of a
notation regarding status in the Document Header. A notation aso displays at the top of the PO document,

such as 'Warning: There is a pending action on this Purchase Order.'
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Note

For information about thefields on thisdocument, see“ Document Layout” under Purchase Order.

Notes and Attachments Tab

When you click the payment hold button to initiate the document, the system automatically inserts note
text in the Notes and Attachmentstab of both the original PO document and the POPH document.

|~

Notes and Attachments (1)

\

Notes and Attachments

_Pnied Author * Note Text
Timestamp
add:
1 09/27/2007 PHILIPS,KRISTIN | Note entered while putting a Purchase Order on payment
07:37 PM u hold : Hold for confirmation of receipt.

Process Overview

Routing

» The document becomes 'FINAL' when the POPH document is submitted.

Initiator

Initiate a
dacument

Account
Review

Basic PO Payment Hold (POPH)
Document Process

OLE
Process

FINAL

Update the
PO Status
Code
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Initiating a POPH Document

1. Search for the PO from the PO search screen and open the PO.

2

' . payment hold
Click

3. Enter the reason for the hold.

Are you sure you want to Hold Payment this Purchase Order?

* Please enter the reason below:
Hold for confirmation of receipt.

yes mo

4 Click . _¥&=

> Click -_®% ) when you see the confirmation message.

The Purchase Order was successfully placed on payment hold.

ok

The system displays the Select/Acquire tab.

Purchase Order Remove Payment Hold

When you click the remove hold button on a purchase order, the system creates a Remove Hold (PORH)
document. This document allows you to remove the hold from a PO document and allow processing of
payment requests. The remove hold button is available only on the PO documents with 'Payment Hold'
status. Y ou must enter a reason when removing the payment hold.

Removing a payment hold changes the Purchase order status back to '‘Open’. No G/L pending entries are
generated from this document.
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Document Layout

The document layout of the PORH document is identical to that of the original PO, with an additional
notation regarding the status in the Document Header. A notation also displays at the top of the PO
document, such as 'Warning: There is a pending action on this Purchase Order.'

Note
For information about thefields on thisdocument, see* Document Layout” under Purchase Order.

Notes and Attachments Tab

When you click the remove hold button to initiate the document, the system automatically inserts note
text in the Notes and Attachmentstab of both the origina PO document and the PORH document.

=
Notes and Attachments (2) \L
Notes and Attachments
_Pnied Author # Note Text
Timestamp
add:

09/30/2007 |POTTER,PATTI Note entered while putting a Purchase Order on
11:46 AM A" payment hold : Hold for confirmation of receipt

09/30/2007 |POTTER,PATTI Note entered while removing a Purchase Order from
11:52 AM A" payment hold : Goods received. Okay to pay.

Process Overview

Routing
» The document becomes 'FINAL' when the PORH document is submitted.

 Notification may be sent to a user or role defined in the Natification Route level.
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Initiate a
document

Initiator

Account
Review

Basic PO Remove Hold (PORH)
Document Process

Update the
FIMAL FO Status
Code

Initiating a PO Remove Hold Document

OLE
Process

1. Search for a PO from the PO search screen and open the PO.
Tip

Y ou may search for aPO with a payment held by selecting the '‘Payment Hold in the Pur chase
Order Status option on the PO search screen.

2 Click | remeowve hold |+, remove the hold from the document.

3. Enter the reason for removing the payment hold.

Are you sure you want to Remove Payment Hold this Purchase Order?

* Please enter the reason below:

Goods received. Okay to pay.

yes no

4 Click . ©*
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Your Purchase Order Remove from Payment Hold request was successfully submitted.

ok

Y ou are back on the Select/Acquire tab.

Purchase Order Void

If a PO has been fully approved and transmitted to the vendor and no payments have been processed, the
Void Order (POV) document alows you to cancel the PO and disencumber all related items. Y ou must
enter areason when initiating the PO void.

Note

The void order button is displayed on a PO only if ho payments have been processed against it.

Document Layout

When a PO is voided, the system creates a PO Void (POV) document based on the existing PO. The
document layout of the POV document isidentical to that of the original PO, with an additional notation
regarding the statusin the Document Header. A notation also displays at the top of the PO document, such
as'Warning: There is apending action on this Purchase Order.’

Note

For information about thefieldson thisdocument, see“ Document Layout” under Purchase Order.

General Ledger Pending Entries Tab

When the POV document is successfully submitted, the General Ledger Pending Entries tab displays
the transactions that will disencumber the total funds associated with this PO. This document reverses the
encumbrances that were created by the purchase order.

General Ledger Pending Entries £ e |

g
Seq # Fiscal Year Chart Accoun t Number Sub-Accoun t Object Sub-Object Project Doc Type Balance Type Obj. Type Amount D/C

500.00 D
500,00 [

3 52

1034d00 e 2892 N PO EX

»
Bl
B2

Note

For information about the fields on this tab, see “Document Layout” under Purchase Order.

Notes and Attachments Tab

When you click the void order button to initiate the document, the system automatically inserts a note
text in the Notes and Attachment tab of the original PO document and the POV document.
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-
Notes and Attachments (2)
Notes and Attachments
m Author * Note Text
Timestamp
add:
1 09/27/2007 PHILIPS,KRISTIN |Note entered while amending a Purchase Order : Cancel a line item
05:52 PM u (Previous Document Id is 317378)
2 09/28/2007 PHILIPS,KRISTIN |Note entered while voiding a Purchase Order : Voiding the PO per
02:53 PM u department

Process Overview

Business Rules

» Thevoid option is available only if no payments have been issued against this PO.

Routing

» The document becomes 'FINAL' when the POV document is submitted.

Initiator

Initiate a
document

Account
Review

Basic PO Void (POV)
Document Process

OLE
Process

FINAL

Update the
PO Status
Code

G/L Scrubber
Poster

Update
Balancs
{(Disencumd
fransacti

posted

Initiating a PO Void Document

1. Search for the PO you want to void from the PO search screen and open the PO.
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2 Click (_veid order |4 cancel the PO.

3. Enter the reason for voiding the PO. There are two options for entering this reason: choosing a
Cancellation Reason from the drop-down list (required), and typing a free-text cancellation note
(optional).

Are you sure you want to Void this Purchase Order?

* Cancellation Reason: -

Please enter the reason:

yes no

4 Click \._¥&=

The system displays this message:

Your Purchase Order Void request was successfully submitted.

ok

S Click (_ok

The system displays the Select/Acquire tab.

Purchase Order Close

The Close Order (POC) document closes an open PO. When you close an order, all encumbrances
associated with the remaining items are disencumbered. Items aready paid are unaffected. This option
should be used only when there are payment requests against the PO. You must enter a reason when
initiating the PO close action.

Note

To close a PO without outstanding payment requests, use the Void Order option.
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Document Layout

The document layout of the POC document is identica to that of the original PO, with an additional
notation regarding the status in the Document Header. A notation also displays at the top of the PO
document, such as 'Warning: There is a pending action on this Purchase Order.'

General Ledger Pending Entries Tab

When the POC document is successfully submitted, the General Ledger Pending Entries tab showsthe
transactions to disencumber remaining encumbrances on this PO.

3

General Ledger Pending Entries \K ~
General Ledger Pending Entries @

Seq Fiscal Sub- Sub- Doc. Type Balance Obj.

# Year Chart | Account Account Object Object Project Code Type Type Amount D/C

1 2008 BL 0212001 |----- 2821 - |- POC EX EX 900.00 C

2 2008 BL 0212001 |----- 9892 T B POC EX FB 900.00 D

For information about thefields on thisdocument, see“ Document Layout” under Purchase Order.

Notes and Attachments Tab

When you click the close order button, the system automatically inserts a note text into the Notes and
Attachments tab of the original PO and the POC document.

=
Notes and Attachments (1) \'L
Notes and Attachments
_Pnied Author * Note Text
Timestamp
add:
1 ngggfil?dm $UNTLEY’KEISHA Mote entered while closing a Purchase Order : test

Process Overview

Business Rules

» There must be at least one outstanding payment request against to close the PO.

» ThePOC document generates General Ledger Pending Entriesto disencumber remaining encumbrances
on the PO.

Routing

» The document becomes 'FINAL' when the POC document is submitted.
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Initiating a PO Close Document
1. Search for a PO from the PO search screen and open the PO document you want to close.

2. . N
Click \._€lese arder |t close out any remaining items on the PO.

The system displays the Select/Acquire tab.

Purchase Order Reopen

The Purchase Order Reopen (POR) document reopens the PO and re-encumbers any lines that were
disencumbered when the PO was originally closed. Y ou must enter areason when initiating the PO reopen
action.

Note

The open order button is available only on aclosed PO.

Document Layout

The document layout of the POR document is identica to that of the original PO, with an additional
notation regarding the status in the Document Header. A notation also displays at the top of the PO
document, such as 'Warning: There is a pending action on this Purchase Order.'

General Ledger Pending Entries Tab

When the POR document is successfully submitted, the General Ledger Pending Entries tab showsthe
transactions and re-encumbers the PO amount that was originally disencumbered by the POC document.
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General Ledger Pending Entries \k
General Ledger Pending Entries @
Seq Fiscal Sub- Sub- Doc. Type Balance Obj.
# Year Chart | Account Account Object Object Project Code Type Type Amount | D/C
1 2008 BL 0212001 |----- 5821 e et POR EX EX 900.00 D
2 2008 BL 0212001 |----- 9892 - |- POR EX EB 900.00 C

Tip

Effect on an Account by the Purchase Order Reopen Document: When a POR document
is submitted, the amount re-encumbered by the document is not the same as the original PO
document. In the above example, the encumbered amount by the original PO was $1,000. Then,
the POC document disencumbered $900. Finally, the POR document re-encumbered the amount
disencumbered by the POC document. Y ou may see the effect on the account from the General
Ledger Pending Entries inquiry screen by listing the transactions by the Reference Document
Number that stores the PO number.

Transaction | Iransaction Debit

- Sub- - Sub- |Balance Object| _. - N 1
esml ?:h?lrt accntl)l:;t Account (::b];:ct Object| T T pFls_ca‘l1 T (():rll:]Iﬂ I‘N me Lé:dtger Lé:dtger Credit| L o ion
ear Lode NUMBEL| yymber “2%€ | code | Code Code MM Code Lode | Humber Lotry Lntry Code Date
Description Amount
2008 0212001 .
BL |- 5821 |--- EX EX 03 PO ‘EP4 PO encumbers the original P°-2° |° 09/26/2007
I PO amount
2008 |p Q2120010 9892 |--- EX EB 03 PO EP 0.00 |C 09/26/2007
r
POC disencumbers
2008 0212001
BL 5821 |- |EX EX 03 |pOC iremamlng encumbrances 000 |C |09/26/2007
2008 | |0212001) 9892 |--- EX EB 03 POC EP 316856 Generated ‘ 900.00 |D 09/26/2007
2008 |5 (0212001 5821 |- |EX EX 03 POR POR reencumbers the 00.00 |D 09/26/2007
disencumbered amount
L
2008 |p Q2120010 9892 |--- EX EB 03 POR EP ‘317447 Generated ‘ 900.00 |C 09/28/2007
Offset

Notes and Attachments Tab

When you click the open order button on the PO, the system automatically inserts note text into the Notes
and Attachment tab of the original PO document and the POR document.
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-

Notes and Attachments (2)

\

Warning: This includes all notes on the PO, not just up to this document.

Notes and Attachments

PDLEd Author * Note Text
Timestamp
add:

09/26/2007 |HUNTLEY,KEISHA - . .
1 10:52 AM ¥ Note entered while closing a Purchase Order : test

09/28/2007 | PHILIPS,KRISTIN Note_ entered whlle reopening a Purchase Orcl_er :
2 . Service order still pending - reopen PO per Biology

12:09 PM u

Department

Process Overview

Business Rules

» The POR may be initiated only from the closed PO.

» The POR document generates General Ledger Pending Entries to re-establish encumbrance to match

the amount disencumbered by the POC document.

Routing

* The document becomes 'FINAL' when the POR document is submitted.

Basic PO Reopen (POR)
Document Process

|
S Initiate a
-E document
E
€ 2
= @
3=
0 @
<K
ﬂ GiL Balanc
Ll @ |Purchasing & . G/L Scrubber Updated
-l g FINAL AF Process Paster {Encumbran
O & Re-establis|
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Initiating a Purchase Order Reopen Document
1. Search for the PO that you want to reopen from the PO search and open the PO.

2. . . )
Click ._@pen erder |5 reppen the PO and re-encumber any lines that were disencumbered when

the PO was originally closed.

3. Enter the reason for reopening the PO.

Are you sure you want to Reopen this Purchase Order?

* Please enter the reason below:

Service order still pending - reopen PO per Biology

Department
yes no
4. Click ._¥==
The system displays this window.

The Purchase Order was successfully reopened.

ok

> Click .. ©*

The system displays the Select/Acquire tab.

Order Holding Queue
> Ordering ., Order Holding Queue

The Order Holding Queue was designed to allow users a quick search interface that allowed some global
actions:

« filter requisitions search - open or in process (not yet APO)
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* assign requisitions to other selection or acquisitions staff
e useatotalstool to do ssmple pricing calculations on a group of selected requisitions

 approveadgroup of requisitionsinto the next workflow step (subject to user permissions and requisition
businessrules)

 cancel requisitions (or archive) that the user no longer wishes to purchase/convert to approved and
transmitted purchase order (permissions based).

To view open or in-process Requisitions, click onthe Order Holdings Queue link on the Select/Acquire
tab.

You may select items on the left column of the search results. Continue to scroll to the bottom of the
screen to assign or total:

P N
Search Results \ o
16 items retrieved, displaying all items.
Document | Requisition  Workflow Status - . Publication .| chart Obiect
| Document Workflow Status Publication
Select? Number Status Change Date Title Author Publisher Date Format | Price Code Account Code
2 PURAP Workflow Test - Stephanie Simpsen |Assorted Group,
D 3315 In Process 02/09/2013 WASWOU3SE WABWOVISE Co. 92.00 |BL 2947454 7112
2 PURAP Workflow Test - Elise Phelps Singular
i} 3322 InFrocess  |02/08/2013 ZEURAS o Ellee Phelpe e, Ltd, 400 [BL 2947484 |7112
|The First Duke in Milan |Elise Carmichael  |Singular Group
| D |4DEE In Process ‘02119/2013 |EagveIB00 |E30vaIBQQ Ltd. 1924 Book 94.00 |BL 2847454 7112
( select all from all pages ) ( deselect all from all pages )| select all from this page ) (deselect all from this page )
" Assign To \
y
| User Td | &
" Actions A
o
[ approve ||cancel requisition || assign || total selected items |

The Order Holding Queue is simply a portal or view of open requisitions. These open requisitions will
route according to requisitions business rules and workflow.

Note

For information about performing a search, see Performing Searches on Financial Docs on the
Guide to OLE Basic Functionality and Key Concepts.
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ORDER HOLDING QUEUE

Order Holding Queue (OHQ) defaults to open, or unsubmitted/unapproved Requisitions
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Chapter 4. Paying for Materials:
Standard Transactional E-Docs

INVOICES

Create
Search

CREDIT MEMOS

Create
Search

PAYMENT REQUESTS

. Search
EIEIR . Paying , Search

On the Select/Acquire tab, the Paying submenu provides access to invoices, credit memos and claiming
e-documents.

Invoice Search

2T . Paying _ INVOICES _ o scarch

OLE offers a customized document search related to invoices. The search screen contains the standard
search fields along with special fields that are unique to this type of e-doc.

Lookup Help
Specifying sear ch criteria:
» Most fieldswill be uppercased for search.
 Dates should be specified as MM/dd/yyyy.
» Some fields have magnifying glass button for a sub lookup on that field.

» Wildcards allowed on strings are * and % match any number of characters, while using a ? will match
any one character

* Logica operators allowed include & & (And) aswell as | (Or) to join multiple search criteria
» Range operators allowed on numerics and dates are >,<,>=,<=, or ..

All operators except .. should be before date value. Operator .. should separate date values.
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Result Table:
» Eachresult field has link on header for sorting. Click once to sort ascending,
and click again to sort descending.
» Somerow fields have links to inquiry. The inquiry will be presented in a new window.
* Click the return value link to select arow and return the key value to the previous page.
Select 'return with no value' or click the cancel button if you wish to return without returning a value.
Maintenance Links:
e The'create new' link on the upper left corner of the lookup screen will
go to amaintenance document for creating a new record for this lookup type.
* For each result row the action column displays edit and copy links. The 'edit’ link
will go to a maintenance document for editing the current record. The 'copy' link
will go to a new maintenance document but copy over attributes over the current record.
Export Functionality:
» At the end of each result set, there are links for exporting the data to a different format.
* Click 'csv' to export the data as acomma delimited file, 'spreadsheet’ to export the data as a spreadshest,

or 'xml' to export the data as xml.

Note

For information about performing asearch for requisitions, see Performing Searches on Financial
Daocs on the Guide to OLE Basic Functionality and Key Concepts.

Note

For information about Document lookup fields that are specific to payment requests, see
“Document Layout” under Invoice.

Invoice

[EEEIETY) | Paying | INVOICES _ & creste | I"Vﬂlce

OLE uses the Invoice document to process vendor billing, whether positive (an invoice) or negative (a
credit memao), or amixture. Theonly exceptioniswhen making aninitial prepayment for aDeposit Account
Arrangement. See instructions for creating a Disbursement VVoucher for these type payments.

Note

To learn more about about Deposit Accounts, see the Disbursement V oucher

75


../../../webhelp/BASICS/content/ch02s04.html#_PerformingSearchesOnFinancialDocs
../../../webhelp/BASICS/content/ch02s04.html#_PerformingSearchesOnFinancialDocs
../../../webhelp/BASICS/content/pr01.html

Paying for Materials: Standard
Transactional E-Docs

Invoice documents can be created three ways:

1. Manualy, from the Select/Acquire Menu. Instructions are documented below.

2. By choosing “Pay” or “Receive and Pay” from the bottom of the Receiving Queue, which createsanew
Invoicefor thetitles selected. Both these options use the Receiving Queueto create an Invoi ce document
and populate it with chosen titles. From that point on, the document acts like any Saved invoice.

To learn more about the Receiving Queue, see Receiving Queue listed under Receiving.

3. By importing an EDIFACT Invoice message.

For instructions on how to do this, please see the Batch Processes section of the Guide to OLE System
Administration. Once created, the EDIFACT invoice acts like any other Saved invoice.

Document Layout

To make an Invoice in the Select/Acquire menu, clicks the InvoiceCreate button below the Paying
submenu. Thislaunches ablank Invoice document.
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P )
Invoice
» Document Overview
¥ Vendeor Info

Vendor Address

* Vendor: j

Vendor #:
Address 1:
Address 2:

Attention:

Vendor Info

Acquisition Unit's Vendor account / Vendor Info Gustomer # :

¥ Invoiee Info

Vendor Invoice Number:
* Involce Date:

Payment Attachment Indicator?:

Processed Date:
Invoice Sub-Type:
* Payment Method:

Currency Type: s Dollar

~ Process ltems

Purchase Order : Q

v Process Titles

Purchase Order Documents

~ Current tems
Invoice Total Prior to Additional Charges: 0.00
~ Additional Charges

Itom Type

Freight

P Accounting Lines

‘Shipping and Handling

» Accounting Lines

Minimum Order

P Accounting Lines

Miscellaneous or Overhead

P Accounting Lines

¥ Account Summary
» Notes and Attachments (0)
P Ad Hoe Recipients

» Route Log

Gheck Stub Notes:

(I I

Document Number. 3881 Document Status:

city:

State:

Province:

Postal Code:

Country:

Price.

Grand Total:

0.00

INTIATED Initiator: ole-quickstart Greated: 02:16 PM 07/11/2014  Involce Doc Status: Initiated

*indicates required field

Payment Terms: j

Special Handling Instructions:

Pay Date:

* Vendor Involce Amount:

Extract Date:

Invoice Type:

Bank Gode:

Vendor Foreign Invoice Amount:

Exchange Rate:

Description

[) Immediate Payment Indicator:

Prorate By Price.
Prorate By Qty
Prorate By Manual

No Proration

This screen includes unique Document Overview, Vendor, Invoice Info, Process Items, Account
Summary tabs in addition to the standard tabs that display at the bottom of a financial transaction

document.

Note

For more information about the standard tabs, see Standard Tabs on the Guide to OLE Basic
Functionality and Key Concepts.
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Document Overview Tab

i Document Overview
Document Overview
*Desoription:

New Invoice Document e}

Organization Document Number:

Financial Document Detall

Unlversity Fiscal Year: 2014

Note

Explanation:

Total Amount:

For information about the standard Document Overview tab, see Standard Tabs on the Guide to

OLE Basic Functionality and Key Concepts.

Financial Document Detail Section

Financial Document Detail section definition

Title

Description

Year

Display-only. The fisca year of the purchase order referenced by the
Payment Request document.

Total Amount

Display-only. The total amount of the payment request after the request
has been submitted.

Vendor Tab

 Vendor Info
Vendor Address
* Vendor: -
Vendor #:
Address 1:
Address 2:

Attention:

Vendor Info

Acquisition Urit's Vendor account / Vendor Info Customer # :

Gheck Stub Notes:

Q Payment Terms: -

Special Handling Instructions:

The Vendor tab has two sections: Vendor Addressand Vendor Info.

Vendor Address Section

Vendor Address section definition

Title

Description

Suggested Vendor

Select avendor from the drop down list, thiswill auto-populate the vendor
address and some of the details in the vendor info tab.

Note

All POs on an invoice must use the same vendor.

Vendor Number

Display-only. Populates when the vendor is selected from the Suggested
Vendor drop down. The vendor number followed by a hyphen and the
division number.
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Address 1 Display-only. Populates when the vendor is selected from the Suggested
Vendor drop down.

Address 2 Display-only. Populates as necessary when the vendor is selected from the
Suggested Vendor drop down.

Attention Display-only. Populates as necessary when the vendor is selected from the
Suggested Vendor drop down.

City Display-only. Populates when the vendor is selected from the Suggested
Vendor drop down.

State Display-only. Populates when the vendor is selected from the Suggested
Vendor drop down.

Province Display-only. Populates as necessary when the vendor is selected from the
Suggested Vendor drop down.

Postal Code Display-only. Populates when the vendor is selected from the Suggested
Vendor drop down.

Country Display-only. Populates when the vendor is selected from the Suggested

Vendor drop down.

Vendor Info Section

Vendor Info section definition

Title

Description

Acquisition Unit's Vendor Account/ Vendor Info Customer #

Optional. Populated from the PO. Override it by entering the customer
number directly.

Check Stub Notes

Optional. These three fields are for data to be passed along to whatever
system your library usesto print checks. Thefirst field mirrorsthe Vendor
Invoice Number field, so that the invoice number will print on the check
stub. The other two fields are free-text.

Payment Terms

Populates when the vendor is selected from the Suggested Vendor drop
down. Override it by selecting a different payment term from the drop
down list.

Specia Handling Instructions

Optional. Additional free-text fields for instructions. Can be passed on to
your check-printing system. .

Invoice Info Tab

¥ Invoice Info

Vendor Invoice Number:

* Invoice Date: [

Payment Attachment Indicator?:

Processed Date:

Invoice Sub-Type:

Lo

* Payment Method:

Ll

Currency Type: | ys Dollar

Invoice Info tab definition

Pay Date: [5] Immediate Payment Indicator:
* Vendor Invoice Amount:

Extract Date:
Invoice Type: j

Bank Gode:
Vendor Foreign Invoice Amount:

Exchange Rate:

Title

Description

Vendor Invoice Number

The number assigned by the vendor to their invoice for credit.

Invoice Date

Required. Enter an invoice date or select it from the calendar j

Payment Attachment Indicator

Optional. Select the check box if an attachment (such as a copy of the
invoice) must be returned to the VVendor with this payment.

Processed Date

Display-only. The date at which the payment was processed.

Invoice Sub Type

Select the locally defined invoice sub type from the drop down menu.

Payment Method

Required. This may be prepopulated from the vendor record but must not
be left blank. Select the method of payment from the drop down menu.
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Currency Type

Thecurrency typeof thevendor. If thevendor hasacurrency typeassigned,
thisfield will be prepopulated. It is possible to select a different currency
type at any time until the Invoice document is submitted however you will
need to reenter item price information.

Pay Date

Defaults to the date automatically calculated by the system. If payment
terms are edited, the system repopulates this field only if it is blank.
Override the automatic entry by entering a pay date or selecting it from

the calendar H.

Note

Pay Date Calculations: The pay date
is caculated automatically in  two  different
ways. The payment terms specified are
applied to the invoice date to  generate
a pay dae The payment terms parameters
are in the Payment Terms Type
table. Additionally, ten days (or another
ingtitutionally ~ defined  default number of days
- controlled by the parameter

NUMBER_OF DAYS USED_TO_CALCULATE DEFAULT_PAY_DATE

under component “Invoice") are added to the current date to
generate a pay date. OLE selects the later of these two dates
and usesiit as the default pay date for this Invoice document.
The pay date will not appear until after you save, submit or
blanket approve the invoice.

The pay date may be entered manually, but it must not be a past date. If
the date is more than 60 days from the current date, the system displays
awarning message.

Note

Therearesevera issuesnoted for the pay date, see OL E-5522.

Thereisalso an enhancement noted to allow future pay dates,
see OLE-6216.

(Immediate Payment Indicator)

Optional. Select the Immediate Pay check box if a check is needed on the
same day (overrides the pay date — subject to the rules of your accounts-
payable system). This indicator alows for an approved payment request
to be extracted for payment during the day.

Vendor Invoice Amount

Required for non-foreign vendors. The vendor total invoice amount.

Extract Date Display-only. The date the Payment record is extracted to the Pre-
Disbursement Processor.

Invoice Type Optional. Select the type of invoice. Locally defined but sample data
could include values Proforma/prepay, Regular.

Bank Code Required. The bank code will be displayed only

if the Bank_Code Document_Types includes 'PREQ and
Enable_Bank_Specification_Ind="Y". The default bank is determined by
the Default_Bank_By_Document_Type parameter. Y ou may override this
value by entering another bank code or selecting it from the Bank lookup

Q,

Vendor Foreign Invoice Amount

Required for foreign vendors. The vendor total invoice amount. Y ou must
enter the Vendor Foreign Invoice Amount however once the document
issubmitted, thiswill be calculated based on thetotal cost and the currency
rate.

Exchange Rate

Automatically populated from the Currency Type. The exchange rate can
be edited until the Invoice is submitted.

Process Items Tab

Thisisthe heart of the Invoice document, where the titles to be paid for are listed.
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¥ Process ltems

Purchase Order : Q
 Process Titles

Purchase Order Documents
¥ Current ltems

Invoice Total Prior to Additional Gharges: 0.00

~ Additional Charges

Item Type Extended Cost. Description Prorate By Price ||
Freight Prorate By Qty ()
Prorate By Manual ]
} Accounting Lines
Shipping and Handling

No Proration (|
b Accounting Lines

Minimum Order

P Accounting Lines

Miscellaneous or Overhead

» Accounting Lines

Grand Total: 0.00

The Process|temstab includesaPur chase Or der field and additional sections: Process Titles, including
Purchase Order Documents, Current Items, and Additional Charges.

Purchase Order

To attach atitle to the Invoice, you can either type the Purchase Order number into the box or search for

it from the lookup Q'

Process Titles

Once a purchase order has been located, the Purchase Order Documents subtab of the Process Titles

tab with display al the titles on that PO. Remove titles you don’'t want by un-checking the “Select Item
for Invoice’ box.

¥ Process Items

Purchase Order : Q

v Process Titles
Purchase Order Documents

PO# Close RO Action
1021

View Related Documents
{Aaapo | | pesro P Requisitions P Line Item Receiving ¥ Correction Receiving b Payment Request ) Gredit Memo
~ Current ltems.

ftem  Check Invoiced
Ling  Subscriptios  Subscription & ¢ Open & % ¢ Coples® Parts ¢ Invoiced® Invoiced” Invoiced Unit? Extended Forelgn  Foreign ¢ Discount Currency Exchangé Foreign
#  DateOverap FromDate To Date Quantity Title Donor Ordered Ordered Coples  Parts Price Cost  Cost Price Discount  type Type Rate Unit Cosf
Details 1 1.00 testin 1 1 | | 20288 20288 $20288 [ 0000 000 % j Indian 4929 10000.00
— - gFc
] ]

Rupee
Showing 1 to 1 of 1 entries

Previous Next
¥ Current Items
Invoice Total Prior to Additional Gharges: 0.00

P Additional Charges:

Grand Total: 0.00

Purchase Order Documents subtab definition

Title
PO #

Description

Displays the Purchase Order number. Click the number to open the
purchase order in anew tab or window.
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Close PO

If you know thisisthe last expected activity on this PO, you can check the
box. When the Invoiceis approved, OLE will automatically Close the PO.

Note

Whether to Close POs after receipt and invoicing is a local
decision.

Action

Click add P.O. or delete P.O. to add or remove the purchase order from
the Invoice document.

When you’ ve made your desired edits to titles from this PO, click the add
P.O. button, and the checked title(s) will be moved to the Current Items
section. You can then enter your next Purchase Order number to begin
working on the next title on the invoice.

View related Documents

Click the document links to open the documentsin a new tab or window.

Item Line #

Display-only. The line item number representing each item.

Check Subscription Date Overlap

Check the box if you would like OLE to detect any overlap between the
subscription dates on another invoice.

OLE will ask you to continue if an overlap is detected.

Subscription From Date

The date the subscription isto begin. Enter the date or search for one from

the calendar icon |;|

Required if Check subscription date overlap is checked.

To Date The date the subscription is to end. Enter the date or search for one from
the calendar icon |;|
Required if Check subscription date overlap is checked.

Open Quantity Display-only. The quantity of items that have yet to be invoiced for this
lineitem.

Title Display-only. Displays the title from the bibliographic record. Click to
open the editor in anew tab or window.

Donor Display-only. If available, displays the Donor from the purchase order.

Copies Ordered Display-only. Indicates the number of copies ordered from the purchase
order.

Parts Ordered Display-only. Indicates the number of parts ordered from the purchase
order.

Invoiced Copies The number of copies listed on the invoice.

Invoiced Parts The number of partslisted on the invoice.

Invoice Price Defaults to the price entered on the purchase order. You may change it
here to the actual invoice price. You can aso edit other information, like
the accounting string, if desired.

Note

The Dollar field on the Accounting line is areflection of the
Invoiced Price field on the line item. Updating the Invoice
Price automatically updates the Amount.

Discount The amount of adiscount on an item.

Discount Type Select the type of discount from the drop down list.

Unit Cost Display-only. The cost of the item from the purchase order.

Extended Cost The cost of the item after the discount has been factored in.

Invoice Foreign Price

Basic foreign price of an item before any discounts are taken. This is
carried over from the purchase order but can be modified on the Invoice
document.

Discount / Foreign Discount

Discount provided by the vendor/customer number/organization
combination. Automatically populated from the Vendor customer number
table based on the selected vendor and customer number. Can be modified
for aspecifictitle. If the vendor record has aVendor currency noted other
than the default system currency (akaUS dollar), then the Vendor discount
will populate the Foreign Discount field.
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Discount Type Choose # (for Amount) or % (for Percentage).
Currency Type Display only. Identifies the associated vendor's currency type.
Exchange Rate Display only if foreign vendor is chosen. Currency conversion rate

populates from the Exchange rate and Currency Type maintenance tables.

Foreign Unit Cost

Display only if foreign vendor is chosen. Calculated foreign cost per unit
from the purchase order.

Select Item for Invoice

Automatically checked. Uncheck the box to remove the item from the
Invoice.

Accounting Lines

Required. The accounting information is pulled from the purchase order
but is editable. To update the Dollar field, change the amount of the
Invoiced Price.

Note

If the difference between the amount encumbered on the
purchase order and the amount invoiced is larger than
the threshold set on the account a warning message will
appear when the invoice is submitted. The warning can be
overwritten. For details on setting account thresholds see
instructions on setting up an account.

Current Iltems

When you' ve made your desired edits to titles from this PO, click the add P.O. button and the checked
title(s) will be moved to the Current Items section. Y ou can then enter your next Purchase Order number
to begin working on the next title on the invoice.

Once a title has been moved to the Current Items section, its price and accounting string can still be
changed. Additionally, you may click Delete to remove the item from the Invoice or Unlink to link a

different purchase order to the Invoice.

 Process ltems

Purchase Order : Q
 Process Titles
Purchase Order Documents
~ Current ftems
PO
POC Opert: ¢ ¢ UntExt? Coples &
4 Qy  Tite Doror Price Invoiced

1 Details 1021 ‘The Tale of Despereaux. DiCamillo, Kat 117677
e.

1

Showing 1o 1 of 1 entries

Involce Total Prior to Additional Charges: 11.77

Foreign Invoice Total Prior to Additional Gharges: 580.00

) Additional Charges

Additional Charges

Invoiced? Unit & Extended Invoiced Foreigh Foreign ¢ Discount: Currency® ExchangeC Foreign ¢ Total ¢
Price Cost  Gost Price. Discount Type Type Rate UnitGost Gost  Action
nr7 11.7677 $11.77 580.00 0.00 % j Indian 4928734 580.00 $11.77 | Dot | | unink

Grand Total:

Rupee

Previous Next

177

Foreign Grand Total: 580.00

Once you have added all thetitles on your invoice, you can add other amounts on the Additional Char ges
tab. This tab is divided into four charge lines, each representing a different type of charge, each with
its own accounting. The four Additional Charges lines are Freight, Shipping and Handling, Minimum
Order, and Miscellaneous or Overhead. Each of these four lines has a " Description” note field. This
field is optional except for the Miscellaneous or Overhead section — if you enter an amount there, you

must explain it in anote.
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v Additional Charges

Item Type Extended Cost Deseription Prorate By Price [
Freight Prorate By Qty ]

Prorate By Manual (]
» Accounting Lines

No Proration ()
Shipping and Handling

P Accounting Lines

Minimum Order

P Accounting Lines

Miscellaneous or Overhead

» Accounting Lines

Grand Total: 0.00

Additional Char ges section definition

Title Description

Item Type Display-only. The type of item to be charged.

Extended Cost / Foreign Price Enter the extended amount charged on the invoice for this additional
chargeitem. Thiswill be displayed as"Foreign Price" only when aforeign
vendor has been selected.

Description Required for miscellaneous charges.

Y ou have two choices for assigning an accounting string to each type of additional charge:
1. You can supply an accounting string in the “ Accounting Lines’ subsection, or
2. you can have the system prorate the charge to the accounts used on the PO titlesin the Current Items

section. The system assumesyou want to prorate the chargeif you enter the charge but not an accounting
string with it. The four choicesfor proration are:

Prorate by Price
Thi_s divides the cost among the funds used on the PO titles by the costs of thosetitles. Thisisthe default
option.
Example: an invoice with three titles:
Title 1:2 copies, $25.00 each, charged to chart UP / account PSY CHOL / object code 0010
Title 2: 1 copy, $30.00, charged to chart UP / account ECONOM I / object code 0020
Title 3: 1 copy, $20.00, charged to chart UP/ account LITERAT / object code 0010
A Freight charge of $12 is entered with no accounting line. The system creates the following lines:
$6.00, charged to chart UP / account PSY CHOL / object code 0010
$3.60, charged to chart UP / account ECONOMI / object code 0020
$2.40, charged to chart UP / account LITERAT / object code 0010
Prorate by Quantity

This divides the cost among the funds used on the PO titles by the quantities being invoiced.
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Example: an invoice with three titles:
Title 1:2 copies, $25.00 each, charged to chart UP / account PSY CHOL / object code 0010
Title 2: 1 copy, $30.00, charged to chart UP / account ECONOMI / object code 0020
Title 3: 1 copy, $20.00, charged to chart UP / account LITERAT / object code 0010
A Freight charge of $12 is entered with no accounting line. The system creates the following lines:
$6.00, charged to chart UP / account PSY CHOL / object code 0010
$3.00, charged to chart UP/ account ECONOMI / abject code 0020
$3.00, charged to chart UP/ account LITERAT / object code 0010
Prorate Manually

This divides the costs among the funds used on the PO titles, but requires the operator to type in the
amounts. Use this option when you need to divide the costs unevenly among the funds.

Example: an invoice with three titles:
Title 1:2 copies, $25.00 each, charged to chart UP / account PSY CHOL / object code 0010
Title 2: 1 copy, $30.00, charged to chart UP / account ECONOM I / object code 0020
Title 3: 1 copy, $20.00, charged to chart UP/ account LITERAT / object code 0010
A Freight charge of $12 is entered with no accounting line. The system creates the following lines:
an accounting line for chart UP / account PSY CHOL / object code 0010, with a blank amount
an accounting line for chart UP / account ECONOMI / object code 0020, with a blank amount
an accounting line for chart UP / account LITERAT / object code 0010, with a blank amount
No Proration
Changing to No Proration deletes the prorated accounting lines already supplied. This option will

primarily be used when you’ ve started prorating the charges, but want to switch back to supplying accounts
manually.

Account Summary Tab

The Account Summary tab will summarize all accounts attached to theinvoice and their respective charges
after calculation. Information in the account summary is divided first by account, then by line item or
additional chargesline. Charges prorated to multiple accounts will be represented separately. Any changes
made to accounting line items will not be updated until the Invoice has been calculated and the “ Refresh
Account Summary” button at the top of the tab has been clicked.

Click |refresh account summary | 1o 5aq the page and view all the fiscal years, accounting lines and
dollar amounts for this requisition.
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Process Overview

To create an Invoice:
1. Create an I nvoice edoc.
. Enter the suggested vendor, add additional information as necessary.

. Enter the required fields and any additional information to the I nvoice I nfo tab.

. Update the accounting lines and prorate as needed.

2
3
4. Search for aPurchase Order and modify the item as necessary. Click add P.O.
5
6. Save or submit the Invoice.

7

. When the Submit, Approve, or Blanket Approve buttons are clicked, OLE compares the total invoice
charges (including additional charges) with the Vendor Invoice Amount entered earlier. If they do not
match, a warning message appears. Clicking continue submits or approves the invoice, making the
necessary ledger entries back on theindividual invoicelines. (The*vendor invoice amount” isretained
on the document, but nothing further is done with it.)

Note

There is a documented problem with rounding amounts on a foreign invoice. If there is a
discrepancy of afew cents, you will need to manually adjust the invoiced price on the Current
Items tab. For more information on the bug, please see OLE-6733.

$0 Invoice

OLE will alow libraries to create $0 invoice lines, or an entire invoice totally $0 (or negative amounts)
to accomodate for non-priced items, credits, or error correction.

Inorder to create a$0 invoice, enter $0intheVendor |1 nvoice Amount field onthelnvoicelnfotab. Then,
after the Purchase Order has been added, change the Invoiced Pricefield on the Current Itemstab to $0.

~ Invoice Info

Vendor Invoice Number: PayDate: | 1,050, [ Immediate Payment indicator:

*Involoe Dato: | (0 ) * Vendor Involce Amount: | . g

Payment Attachment Indicator?: Extract Date:

Processed Date: Invoice Type: -
Invoice Sub-Type: E Bank Code:

* Payment Method: | Gneck o

~ Process ltems

Purchase Order : Q

~ Process Titles

Purchase Order Documents

¥ Current items.

PO, Open . . POUNVExt , Coples . N . Unit | Extended , Total
#° ay  Tite ' Donor Price "~ Invoiced  Invoiced Price "~ Discount Discount Type "~ cost © Cost Y cost 7 Action

1 Detals 105 1 FRITHJOF SCHUON : MESSENGER O 1875 | 0.00 = 10.00 % o0 $0.00 $0.00 Deiete | | unl
2 F THE PERENNIAL PHILOSOPHY., FIT
ZGERALD, MICHAEL OREN, 1949-, B
LOOMINGT

Showing 1o 1 of 1 entries
Previous Next

Involce Total Prior to Additional Gharges: 0.00
» Additional Charges

Grand Total: 0.00
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If aninvoice has multiple purchase orders, change as many | nvoiced Price linesto $0 as required. The $0
lineitems will be allowed and will not change the total amount of the invoice.

¥ Current ltems

PO Open . N .. POUNUEXt . Coples N Unit , Extended . Total
# ay = Title "~ Donor Price v v

Invoiced Invoiced Price " Discount Discount Type Cost ~ Cost

¥ Cost  Action

o

1 Detalls 104 EXPERIENCE OF SAMADHI : AN IN-D 17.08
9 EPTH EXPLORATION OF BUDDHIST

MEDITATION., SHANKMAN, RICHARD

. BOSTONSH

1 1895 10.00 % || 1705 $17.08 $17.05 | Delte | Unlink

2 Detals 105 RUSSIA'S PENAL COLONY IN THE FA 225 1 0.00 10.00 % e $0.00 $0.00 Deie | | Unlink
8 R EAST : A TRANSLATION OF VLAS D
OROSHEVIGH'S *SAKHALIN".; TRAN
S.BYA

3 Detals 105

FRITHJOF SCHUON : MESSENGER Q 1975 1 0.00 10.00 % o0 $0.00 $0.00 Dete || Unlink

F THE PERENNIAL PHILOSOPHY., FIT

ZGERALD, MICHAEL OREN, 1949-, B

LOOMINGT

Showing 110 3 of 3 entries

Previous Next

Invoice Total Prior to Additional Gharges: 17.05

» Additional Charges

Grand Total: 17.05

Negative Invoices

A negative charge against aPO lineitem will have anegativeinvoice amount for thelineitem. Thetotal of
all invoice amounts on line items must equal the value entered into Vendor Invoice Amount. The amount
on the accounting lineswill till appear as a positive number, but a negative amount for a PO will generate

aCredit Memo instead of a Payment Request. The example below shows how the Invoice's Current Items
tab will appear with negative amounts.

~ Gurrent ltems

PO# OpenQty Title Donor PO Unt/Ext Price Copies Invoiced Invoiced Price Discount  Discount type Unit Gost Extended Cost Total Cost Action

1 Detalls 1032 0.00 Literary and theological review [electronic resource]., New-York, N.Y. : D. Appleton &Co., 30

. o) 000 w - EY $30.00 53000 | psee | uninc

Close RO: false Check From Date : () Topate: e}

v Accounting Lines

Ghart * Account Number Sub Account Number * Oblect Gode Sub Object Gode: Project Org Ref Id Dollar * Percentage Actions
j 100 A
Q Q Q Q Q
e - 2047402 7120 $30.00 100 oto

Q Q Q Q Q

b Line item Note for Invaice

2 Detals 1033 000  Thebeauties of moder architecture [microform : ilustrated by forty-eight original piates designe 40 ) 000 % - 4 $40.00 $4000 | psms || unne

Cloning an Invoice

Cloning, or copying, an Invoice is a useful feature offered in OLE for multiple-lined renewals and for
invoices that need to be reversed.

To clonean Invoice:

1. Search for an existing Invoice from the Invoice Sear ch.

2. At the bottom of the screen, click clone.

3. Select one of the following options in the pop-up box and click ok:
* Debit Invoice with Debit Entries

» Credit Invoice with Credit Entries

4. For aDebit Invoice, OLE creates an exact copy of the invoice and saves it as a new eDocument with
anew Document Number. Make any modifications and click Submit.
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5. For a Credit Invoice, OLE creates a copy of the invoice, but changes al price fields in the document
from positiveto negative numbers (or viseversa). The Vendor Invoice Number will not carry forward,
you must input one. Make any additional modifications and click Submit.

A pop-up box will appear with awarning. Click continue.

Warning: The invoice total does not match the total entered. Do you want to continue?

Summary Detail Below:

Vendor Invoice Amount : 30.23

Invoice Total Prior to Additional Charges: (21.93)

Grand Total: (30.23)

Foreign Vendor Invoice Amount : 1,511.66

Foreign Invoice Total Prior to Additional Charges: (1,086.70)

Foreign Grand Total: (1,511.86)
Continue Cance

At the top of the document, a " Document was successfully submitted" message will appear.

Canceling an Invoice

While an Invoiceis till in saved or initiated document status, the option to cancel an invoiceisavailable.
To fully remove the link between the purchase order(s) added to the Invoice and the Invoice document,
first Delete the purchase orders from the current items section of the Invoice.

¥ Current ltems

PO# OpenQty Title < Donot PO UNUExtPriceC Coples Invoiced” Invoiced Price ¢ Discount DiscountTyp& UnitCost Extended Cost Total Cost _Actiol
1 Detalls 1076 Com

/,Paine, Thomas, New 9.96 Y 096 000 % j 0.96 $9.96 $9.96
o0ks, 9780143122005

Showing 1 to 1 of 1 entries (filtered from 5 total entries)
Previous  Next

Then click Cancd at the bottom of the document.

Skipping the first step will not cause problems within OLE but the purchase order(s) will maintain links
to the canceled Invoice, which may cause confusion for staff.

Business Rules

» An Invoice can be Saved once its required fields have been filled in (see above) and at least one title
has been added to the Current Titles section.
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While the Invoice is in Saved status, it can be closed at any time. When reopened, the operator can
continue to modify it: adding more titles, removing titles, changing prices, etc.

e There are two ways to approve an invoice:

1. Clicking on the Submit button at the bottom of the document submits the document to the workflow
your site has defined for invoices. The most common workflow is for the document to be routed
to a Fiscal Officer for approval. The Fiscal Offer would then find the document listed in his’her
Action List:

Ecioniet Looaed in User: ole-khuntley Impersonating User: olerorentre U S

onil Backdoor Id o fro is in ust
Action List e e T oD preferences | [ refresh | [filtc

Action List

4 items retrieved, displaying all items.

Delegator Date Created Group | g

r
d Iype Title Route Status s

Action
Requested

i BL 2047454 Amount: 235.00 Pay Date: |ppocEsSED, Department-Approved | ACKNOWLEDGE

02:40 PM
12/03/2013

’ Vendor: YBP Library Services Account:
3431 Inveice Ry

ayment Request - PO: 1008 Vender: YBP Library

12/03/2013

147 AM

PROCESSED, Department-Approved | ACKNOWLEDGE 02:42 PN _jﬁ
APPROVI 08
APPROVE = I

ndor: YBP Library Services Account: BL 2947494 Amount: 50.00 Pay Date: ENROUTE, Awaiting Fiscal Officer

. wendor:
— 01/01/2014 Approval 04/2013

The Fiscal Officer would open it from there, modify it if necessary, and then Approveit by clicking
the “ Approve” button at the bottom of the document.

A Fiscal Officer can also choose to Disapprove an Invoice, by clicking the “ Disapprove” button at
the bottom of the document. This might happen if the document was created in error, or was found
to be a duplicate not caught earlier in the process. Once Disapproved, the document is retained
permanently in the system, but no further action can be taken on it.

2. OLE can dlow a user to approve higher own Invoices if desired. The user must be authorized

to approve invoices, and the workflow would have to not require routing. In that circumstance, a
“blanket approve” button will also appear at the bottom of the screen

Note

While this functionality is available in OLE, many sites will choose not to use it, instead
requiring all invoices to be routed to another user for approval. If the workflow has been
set to require a separate approver, no “blanket approve” button will appear.

» An Invoice cannot be edited once it has been Approved. If acorrection is made, it must be submitted
viaanew document (another Invoice, a Credit Memo, or a General Ledger Correction document).

Post-Approval
Once an Invoiceis approved, OLE takes several actions without further operator input:

* It creates Payment Request (PREQ) documents for all positive amounts on the Invoice. One PREQ is
created for each PO on the invoice

Example: if aninvoice contains 4 line items with positive prices:
2 from PO 1014
1 from PO 1024

1 from PO 1065
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OLE will create three PREQs when the invoice is approved.
The PREQs are usually automatically approved at the same time they are created.

* It creates Credit Memo (CM) documents for all negative amounts on the Invoice. Like the PREQs,
these are automatically approved.

* It writes the totals from these PREQs and CMs to a particular set of tables, to enable local extraction
of the data for transmission to other accounting systems

Note

OLE does not contain hard-coded functionality for this extraction, since it will vary for each
institution, depending on the needs of their local systems. Instead, OLE compilesthisdatain
one set of tables for easy extraction.

It updates balances in the Genera Ledger (G/L), changing the Invoice amounts from Pending
expenditures to actual expenditures, and relieving encumbrances as appropriate.

Duplicate Check on Invoice

The Invoice document’s check for duplicate invoice numbers is done at the approval step, since fields
such as “invoice number” and “invoice date”’ are editable within the document until that point. As part
of invoice approval, OLE looks for any other approved invoice documents exactly matching all three of
these elements:

» vendor
 vendor invoice number

* invoice date

If duplications occur on al three fields, the Invoice will route for approval but when the approver clicks
Approve, amessage will pop up:

One or more potential duplicate invoices have been identified: 4036 4674 Do you want 1o
‘s Mo

Asthe approver, click the linked Document | D number sto review those Invoices.
Click Yesto approve the invoice despite the duplication.

Click No to return to the Invoice document to disapprove or amend it.

Vendor Credit Memo Search

EEIETS) . Paying | CREDIT MEMOS _ & search
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OLE offersacustomized document search rel ated to credit memos. The search screen contains the standard
search fields along with special fields that are unique to this type of e-doc.

Lookup Help

Specifying search criteria:

Most fields will be uppercased for search.
Dates should be specified as MM/dd/yyyy.
Some fields have magnifying glass button for a sub lookup on that field.

Wildcards allowed on strings are * and % match any number of characters, while using a ? will match
any one character

Logical operators allowed include & & (And) aswell as| (Or) to join multiple search criteria
Range operators allowed on numerics and dates are >,<,>=,<=, or ..

All operators except .. should be before date value. Operator .. should separate date values.

Result Table:

Each result field has link on header for sorting. Click once to sort ascending,

and click again to sort descending.

Some row fields have links to inquiry. The inquiry will be presented in a new window.
Click the return value link to select arow and return the key value to the previous page.

Select 'return with no value' or click the cancel button if you wish to return without returning a value.

Maintenance Links:

The 'create new' link on the upper left corner of the lookup screen will

go to amaintenance document for creating a new record for this lookup type.

For each result row the action column displays edit and copy links. The 'edit’ link
will go to a maintenance document for editing the current record. The 'copy' link

will go to a new maintenance document but copy over attributes over the current record.

Export Functionality:

At the end of each result set, there are links for exporting the data to a different format.
Click 'csv' to export the data as a commadelimited file, 'spreadsheet’ to export the data as a spreadsheet,

or 'xml' to export the data as xml.

Note

For information about performing asearch for requisitions, see Performing Searches on Financial
Docs on the Guide to OLE Basic Functionality and Key Concepts.
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Note

For information about Document lookup fields that are specific to credit memos, see “ Document
Layout” under Vendor Credit Memo.

Vendor Credit Memo

SelectfAcquire

S F‘aying S CREDIT MEMOS 5 @ create _ Vendor Credit Memo

The Vendor Credit Memo (CM) document allows you to process vendor refunds for goods or services
related to invoices processed on POs. Y ou may process avendor credit memo against a specific payment
request, a purchase order, or avendor ID.

Note

You must be a member of the role OLE-SELECT Accounting-AQ2, -AQ3 or -AQ4 to initiate
the Vendor Credit Memo document.

Document Layout

Two screens are associated with this e-doc—an initiation screen with a single folder, followed by amain
screen with multiple folder tabs.

Credit Memo Initiation Tab

When you select Vendor Credit M emo from the Select/Acquire, the system displays the Credit Memo
I nitiation tab.

Credit Memo Initiation ~ hide \‘\

Credit Memo Initiation

* Credit Memo # from Vendor: |[1200-BN-1090-1 **payment Request #:
* Credit Memo Date: ||07/22/2003 H **purchase Order #: ||1050
* Vendor Credit Memo Amount: |14 **Vendor #:

** You must enter one and only one of these fields: Payment Request #, Purchase Order #, or Vendor 2.

This tab is used to specify the vendor credit memo number, date, and amount for the credit memo along
with the number for a payment request, a purchase order, or avendor in order to initiate the Vendor Credit
Memo document.

Credit Memo I nitiation tab definition

Title Description

Credit Memo # from Vendor Required. Enter the number found on the vendor's credit memo.

Credit Memo Date Required. Enter the date found on the credit memo itself or select the date
from the calendar j

Vendor Credit Memo Amount Required. Enter the net amount of the credit.
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Payment Request #

Specify a payment request number in this field only if the vendor credit
memo is processed against a specific payment request. See note below.

Purchase Order # Specify a PO number in this field only if the vendor credit memo is
processed against a specific PO. See note bel ow.
Vendor # Specify a vendor number in this field only if the vendor credit memo is
genera in nature (not applicableto a specific payment request or aspecific
PO). See note below.
Note

An entry in one and only one of these three fields is required: Payment Request #, Purchase

Order #, or Vendor #.

C||Ck Combinue

to begin initiation of this vendor credit memo.

The Vendor Credit Memo document continues from theinitiation screen to the main document screen that
displays the unique Vendor, Credit Memo Info, and Process Items tabs in addition to the standard e-

doc tabs.
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Vendor Credit Memo [ [

| Doc Nbr: 3343 |
Initiator: |ole-khuntley|
| vendor Credit Memo #: |1003 |

Status: |SAVED
8:45 AM 05/27/2013
Vendor Credit Memo Doc Status: |In Process

expand all | [ collapse all

* required field

Document Overview

Document Overview

* Description: |[F0: 1007 Vendor: D.K. Agencies (?) Lid

Organization Document Number: ||

Financial Document Detail

. - Year3 Total Amount: 000
Vendor Credit Memo Document Detail
[Fim, Fied  [7]

Order Type:

vendor

~ ~

Credit Memo Info

Credit Memo Info

* Credit Memo # from Vendor: | 12345 Credit Memo Type: PO
* Credit Memo Date: |05/27/2013 Vendor #: 1003-0

* Vendor Credit Memo Amount: |25.00

PO End Date: Purchase Order #: | 1007

PO Notes: |No Payment Request #:

Extract Date: AP Processed Date:

Credit Type: S Credit SubType: Sy

* Bank Code |57 > * PaymentMethod: [ [-]®

FIRST NATIONAL TEST BANK OF KUALI

Process Items

Process Titles
Add Ttem
T . g Prorated Credit A 5
# PO Qty PO Unit Price Total Invoice Cost cM Qty CHM Unit Price Serchirae Pia ey Cat:h)g Description Action

.00

P —

Foreign Currency Conversion

- T Foreign . Foreign | Foreign USD Unit
Currency Type Foreign List Price horemn Discount Type el B Exchange Rate =D
Cost

Indian Rupee o0

i Bib Editor

Info:

nt Ttems
# PO Qty PO Unit Price Total Inveice Cost oM oty CM Unit Price 5:::;:::‘1 predit | catalog Description Action
#
1.00 50.72 50.72 1.00 50.72 0 gz; the Places roumil

Foreign Currency Conversion

. T . Foreign - Foreign Foreign usp
Currency Type Foreign List Price Ry Discount Type AN o Exchange Rate i
Cost Cost
Indian Rupee E‘ 00 0.00 0.00 2,500.00 49.29 50.72
Bib = .
8 Bib Editor \
[> 0% | accounti
it processed prior to restocking fee: 0.00

Additional Charges [T

Grand Total:
Account Summary \,
View Related Documents N\
View Payment History il
General Ledger Pending Entries \
Notes and Attachments (0) i
Ad Hoc Recipients R
Route Log M\,
(Ccalcurate ) (_submit ) (_save )(_ reicad [ blanket approve

Note

For information about the standard tabs, see Standard Tabs on the Guide to OLE Basic
Functionality and Key Concepts.

Vendor Tab

The Vendor tab allows you to modify the vendor address information via address lookup if the credit
memo has been processed against a PO or avendor. Y ou may also add check stub notes on this tab.
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vendor

* Vendor: |Y5F Library Services

\

* City: |Atlanta

Vendor #: |12106-0

State: GA

* Address 1: |p g, 5ox 277551 (%

Province:

Address 2:

Postal Code: [30384-7951

Attention:
Vendor Info

Acquisition Unit's Vendor account / Vendor |
Info Customer # :

* Country: |United States

Check Stub Notes: ||

This tab contains two sections, Vendor Address and Vendor Info.

Vendor Address section definition

Title Description
Vendor Display-only. The name of the vendor.
Vendor # Display-only. The number that uniquely identifies the particular vendor.
Address 1 Required. The first line of the vendor's address. A change of address
is possible via lookup S for credits processed referencing the PO or
referencing the vendor.
Note
The lookup is not provided if a payment request number was
entered in the Credit Memo Initiation tab

Leave asis or search for the address from the Addr ess |ookup L .

Address 2 Display-only. The second line of the vendor address.

Attention Display-only. If the credit memo is against a payment request and the
payment request had an attention line completed, the namein the attention
line on the payment request populates this field.

City Display-only. The city of the vendor's address.

State Display-only. The state of the vendor's address.

Province Display-only. The province of the vendor's address (foreign addresses).

Postal Code Display-only. The postal code of the vendor's address.

Country Display-only. The country of the vendor's address.

Vendor Info Section

Vendor Info section definition

Title

Description

Acquisition Unit's Vendor account / Vendor Info

Customer #

Display-only. The ID number for the customer. The system displays this
value if a customer number exists on the referenced document. A change

of customer number is possible via lookup L for credits processed
referencing the PO or the vendor.

Note

The lookup is not provided if a payment request number was
entered in the Credit Memo I nitiation tab.

Check Stub Notes

Optional. Enter text to be printed on the check stub.

Credit Memo Info Tab

The Credit Memo Info tab displays information pertinent to the current credit memo. In the examples
below, the first credit memo is against a payment request and the second is against a vendor.
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.
Credit Memo Info LS |
Credit Memo Info
* Credit Memo # from Vendor: 12321 Credit Memo Type: Vendor
* Credit Memo Date: 05/06/2013 Vendor #: [12108-0
* Vendor Credit Memo Amount: 91.00
PO End Date: Purchase Order #:
PO Notes: Mo Payment Request #:
Extract Date: AP Processed Date:
Credit Type: 8 Credit SubType: LY
ﬁ %
* pank Code EST * Payment Method: I:B A
FIRST NATIONAL TEST BANK OF KUALL

Credit Memo Info tab definition

Title

Description

Credit Memo # from Vendor

Display-only. The credit memo number as entered on the Credit Memo
Initiation tab.

Credit Memo Date

Display-only. The credit memo date as entered on the Credit Memo
Initiation tab.

Vendor Credit Memo Amount

Display-only. The amount of the credit as entered on the Credit Memo
Initiation tab. Thisfield is displayed only on an in-process Vendor Credit
Memo document. After the document has been submitted, the field no
longer carries forward.

PO End Date Display-only. The end date automatically populated from PO information.

PO Notes Display-only. 'Yes if the PO contains notes.

Extract Date Display-only. The date the credit record was extracted to the Pre-
Disbursement Processor.

Credit Type Corresponds to the Invoice Type on Payment Requests. Enter a value or
search from the lookup q“.

Bank Code Required. The bank code will be displayed only
if the Bank_Code Document_Types includes 'CM' and

Enable_Bank_Specification_Ind="Y.” The default bank is determined by
the Default_Bank_By_Document_Type parameter. Y ou may overridethis
value by entering another bank code or selecting it from the Bank lookup

.

Credit Memo Type

Display-only. Indicates whether this credit memo references a payment
request, PO, or vendor.

Vendor # Display-only. Automatically populated based on the entry in the Credit
Memo Initiation tab that references either the payment request, the
purchase order or the vendor number. The vendor number is followed by
ahyphen and the division number.

Purchase Order # Display-only. Thereferenced purchase order number or the purchase order
number associated with the referenced payment request.

Payment Request # Display-only. If processing acredit against a payment request, thisfield is
populated based on the entry in the Credit Memo I nitiation tab.

AP Processed Date Display-only. The date the vendor credit memo was submitted by
Accounts Payable.

Credit Sub Type Corresponds to the Invoice Sub Type of the payment request. Example

values may include "regular" and "supplementa”. Enter avalue or search

from the lookup LY .

Payment Method

Select the method of payment from the drop down menu.

Process Items Tab

The Process Itemstab identifies the lines of a specified purchase order or payment request that this credit
relates to. It aso indicates the dollar amounts to be credited to individual lines and allows you to edit the
accounting information associated with these lines. It also allows you to enter additional credits pertaining
to items such as restocking fees or miscellaneous credits.
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Thetab includestwo sections: Itemsand Additional Char ges. Inthe example below, the credit references

Process Items \
Process Titles
Add Item
. Total s Prorated Credit .
'S PO Qty PO UnitPrice | o 0 ot CM Qty CM Unit Price e iars et Catalog # Description T
0 ° 0 .00 =
p
Tt 8ib Editor
Info:
: Total i Prorated Credit s
# PO Qty PO Unit Price | = 1000 b CM Qty CM Unit Price Surcharge et Catalog # Description et
1 PURAP Workflow Test -
187NISKVY |, Bill Farrow
1.00 4400 4400 44.00 197NI6KWVY , Moscow Oblique
1 Press, LLC 1916, 978863

Bib Info: Bib Editor
| #show | Accounting Lines

2 PURAP Workflow Test -

197NI6KVV , Battiscombe Harte
Lon 4700 4700 47.00 157NISKVY | New York Singular
2 Synergies, LLC
Bib Info: Bib Editor
[*show | accounting Lines
Total credit processed prior to restocking fee: 0.00

Additional Charges |[[ETT

Grand Total: 0.00

Iltems Section
The makeup of the |tems section varies based on whether the credit is being applied to a purchase order,
payment regquest or vendor. If crediting by vendor, the Items section contains no fields. See below for the
section definition when the CM is based on avendor number or a payment request.

Process Itemstab definition (credit referencesa purchase order)

Title Description

# Display-only. The item line number from the PO.

PO Qty Display-only. The quantity of items available for credit.

PO Unit Price Display-only. The unit price copied from the PO for thislineitem.

Total Invoice Cost Display-only. The total amount aready invoiced and available to credit
for thisline item.

CM Qty Optional. Enter the number of items for this line that are to be credited.
This entry increases the Open Qty value for thisline item on the PO.

CM Unit Price Optional. The unit price for thisline item to be processed as a credit. This

field isautomatically populated using the price from the PO, but it may be
edited to match the credit memo unit price.

Prorated Surcharge Additional charge applied to the line item based on the proportional
distribution.
Credit Processed If blank and if the credit memo quantity invoiced is populated, the system

calculates the credit processed for this line item when you click the
calculate button.

Note

If the field already contains a value, you must delete the
valuein order to populate anew value by clicking calculate.
Override the amount as needed.

Total Amount Display-only. The sum of credit processed, if applicable.
Catalog # Display-only. The catalog number for thisitem on the PO.
Description Display-only. The description for thisitem on the PO.

In this next example, the credit references a payment request.
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Process Items

\

Process Titles
Items

M [':I I:,En?(l:;v PREQ Unit Price Tmaé;:t“'m CM Qty CM Unit Price s:::;:::: Credit Processed Catalog # T -
1 PURAP
Workflow Test
- LLCawiuuB,
Fred Farrow

1.00 50.00 80.00 80,00 LLC4W1UUS ,

1 Portland
Standard
Publications,
LLC 198

[¥show | Accounting Lines
2 PURAP
Workflow Test
- LLCAWILUB ,
Elise Simpson
1.00 71.00 71.00 71.00) LLCaW1UUB ,

2 Portland
Standard
Press, Inc.
1914,

[¥show | Accounting Lines
Total credit processed prior to restocking fee: 0.00

Additional Charges [DET

Grand Total: 0.00

Process Itemstab definition (credit references a payment request)

Title

Description

#

Display-only. The item line number from the payment request.

PREQ Qty Invoiced

Display-only. The quantity of items available to be credited on the
specified Payment Request document.

PREQ Unit Price

Display-only. The unit price copied from the payment request for thisline
item.

Total Invoice Cost

Display-only. The total amount available to be credited for this line item
on the specified Payment Request document.

CM Qty Optional. Enter the number of items for this line that are to be credited.
Thisincreases the Open Qty value for this lineitem on the PO.

CM Unit Price Optional. The unit price for thisline item to be processed as a credit. This
field is automatically populated using the price from the payment request,
but the unit price may be edited if the credit reflects a different price.

Prorated Surcharge Additional charge applied to the line item based on the proportional
distribution.

Credit Processed If blank and if the credit memo quantity invoiced is populated, the system

calculates the credit processed for this line item when you click the
calculate button.

Note

If thefield already containsavalue, you must delete the value
inorder to popul ate anew value upon next calculate. Override
the amount as needed.

Total Amount

Display-only. The sum of credit processed.

Catalog #

Display-only. The catalog number for thisitem on the PO.

Description

Display-only. The description for thisitem on the PO.

Additional Charges Section

Additional Char ges section definition (credit references a payment request)

Title Description

Item Type Display-only. The type of item to be charged.
Note
An entry of 'Less Restocking Fee' reduces the amount of any
credit entered for other item types.

Credit Processed Optional. Enter the amount that corresponds to thisitem type.
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Note

A 'Miscellaneous Credit' entry can be entered as a positive
or negative amount if the parameter allows this choice. A
positive amount increases the credit total.

Total Amount Display-only. The sum of credit processed.

Description Parameters control whether descriptions are required.

You may also prorate the additional charges to the invoiced titles. Enter the amount of the additional
charge, select to prorate by Quantity, Dollar, or Manual Prorate. If Manual prorate is selected, enter
the amount you would like prorated to each title.

For a vendor credit memo referencing a vendor ID, additional charges are the only types of information
displayed in the Process Items tab. Dollar amounts are not prefilled, so you must enter accounting
information.

In the example below, the credit references a vendor number.

" Process Items \

Total credit processed prior to restocking fee: | 0.00

Additional Charges BTN

Credit romter
*
Item Type et Description | m ‘
Less Restocking Fee Prorate
B
el ‘ ‘ ‘Q”a”t'ty
=1
¥ show | Accounting Lines Prorate
B
Miscellaneous Credit Dollar
Miscellaneous Credit : ‘ ‘ =] |
2| |Manual
Prorate
[¥show | Accounting Lines
Grand Total: |0.00 |

This section presents information about restocking fees and miscellaneous credits that apply to the credit
memo.

Additional Char ges section definition (credit referencesa vendor number)

Title Description
Credit Processed The dollar amount to be applied to this vendor credit memo.
Total Amount Display-only. The sum of credit processed, if applicable.
Description Required by default for miscellaneous credit only.
Note
The Item_Types_Requiring_User_Entered_Description
parameter controls whether the description is required or
optional.

Note

Click show/hide to display or hide item accounting lines for each line item or additional item.

Ttem Accounting Lines | = hide |

Accounting Lines | hide detail |
Source
Sub- : Sub- : Orqg Ref .
* Chart * Account Account * Dbject Obiect Project d * Percent Actions
3 ) N 3 3 BN]| \
s 8| I I l
BL v fozzon || 8 [ooo | (& & S| 100
T [ersoumeTon
PSYCHOLOG!
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View Related Documents Tab

The View Related Documents tab collects information about Purchasing/AP documents related to this
Vendor Credit Memo document. For example, it displaysidentifying information and any pertinent notes
for the requisition, purchase order, receiving documents, payment requests, or other vendor credit memos
associated with the purchase order.

Yiew Related Documents L

Related Documents

‘
2
3

Requisition - 1059
No Notes

Purchase Order - 1063
No Notes

Payment Request - 1068

No Notes

Payment Request - 1067 Rl
No Notes

Thistab lists related documents.

View Related Documents tab definition

Title Description

Date Display-only. The date the related document was created.

User Display-only. The user who created the related document. Entry of 'Kuali
System User' means the document was automatically created by the
system.

Note Display-only. A note describing the document.

To access one of these related documents, click its document number. The system displays the document
in a separate window.

View Payment History Tab

The View Payment History tab tracks payment information related to the purchase order associated
with this Vendor Credit Memo document. It shows pending payment information and updates indicating
when a payment was processed through the Pre-Disbursement Processor (PDP). This tab aso shows any
other vendor credit memos that have been processed against the related purchase order and any associated
payment requests.

¥iew Payment History \ -
Payment History - Payment Requests

PREQ # | Invoice # | PO # PREQ Status Hold | Request Cancel vendor Name Customer # | Amount | Pay Date PDP Extract Date Paid?
1066 12 1063 |Auto-Approved No No DIVISION 1 OF PO BASIC 221,00 10/26/2009  |2003-10-26 14:57:50.0 info | |ves
1067 1 1063 |Department-Approved |No o DIVISION 1 OF PO BASIC 294.00 10/26/2009  |2009-10-26 14:57:50.0 | info | |ves

tM# | VendorCh # PREQ # | PO # Credit Memo Stat Hold ¥endor Name Cust # | Amount | APAD Date PDP Extract Date Paid?
1003 1-C-1 1067 1063 Complete No DIWISION 1 OF PO BASIC 100.00 10/26/2009 2009-10-26 14:57:50.0 info ves

Payment Requests section definition

Title Description

PREQ# Display-only. The payment request number.

Invoice # Display-only. The invoice number.

PO# Display-only. The purchase order number.

PREQ Status Display-only. The payment request status.

Hold Display-only. Displays 'yes if the payment request in on hold. Displays
'no' if the payment request is not on hold.
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Req Canc Display-only. Displays 'yes if the payment request has been requested to
be canceled. Displays 'no' if the payment request has not been requested
to be canceled or if the 'request cancel’ has been removed.

Vendor Name Display-only. The vendor name associated with this payment request.

Customer # Display-only. The customer number associated with this payment request.

Amount Display-only. The payment request amount.

Pay Date Display-only. The date the payment is scheduled to extract to PDP.

PDP Extract Date Display-only. The date the payment request was extracted to the Pre-
Disbursement Processor for disbursement processing.

Paid? Display-only. Displays 'yes if the payment has been disbursed. Displays
'no' if the payment has not been disbursed.

Credit M emos section definition

Title Description

CM# Display-only. The credit memo number assigned by OLE.

Vendor CM# Display-only. The credit memo number assigned by the vendor.

PREQ# Display-only. The payment request number, if a payment request was
referenced in processing the credit memo.

PO# Display-only. The purchase order number associated with this credit
memo.

Credit Memo Status Display-only. The credit memo status.

Hold Display-only. Displays'yes if the credit memo ison hold. Displays 'no' if
itisnot on hold.

Vendor Name Display-only. The vendor name associated with this credit memo.

Customer # Display-only. The customer number associated with this credit memo.

Amount Display-only. The dollar amount associated with this credit memo.

APAD Date Display-only. The Accounts Payable approved date (that is, the date the

Accounts Payable User submitted the credit memo).

PDP Extract Date

Display-only. The date the credit memo was extracted to the Pre-
Disbursement Processor for disbursement processing.

Paid?

Display-only. Displays'yes if the credit has been disbursed. Displays 'no'
if it has not been disbursed.

Process Overview

Business Rules

« If the vendor number and credit memo number match those of a CM previously processed, a warning
notifies you of the potential duplicate. Y ou may override the warning and continue.

* If the credit memo amount and credit memo date match those of a CM previously processed, awarning
notifies you of the potential duplicate. Y ou may override the warning and continue.

» A credit memo may be processed against a payment request, a purchase order, or a vendor, but only
one of the three.

« A credit memo processed at the vendor level requires processing on the Miscellaneousline. Accounting
must be added to the Miscellaneous line during processing

» When a credit memo is processed at the level of payment request or purchase order and the purchase
order has been closed, you may reopen the purchase order.

» Modification of remit addressesis permitted for acredit memo referencing a PO or avendor. The address
lookup functionality is used to modify the remit address.

« After being approved by AP, accounts cannot be changed on a credit memo.
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e The system re-encumbers amounts associated with each line item on a credit memo. The Amount
encumbered follows the rules of PO encumbrance (CM Quantity x PO Unit Cost), which is similar to
the payment request disencumbrance that utilizes the PO unit cost rather than the PREQ unit cost if the
two unit costs are different.

» Accounts encumbered are the accounts on the original PO, with the account distribution in proportion
to the distribution on the PO if more than one account isinvolved per line item. PO open quantities are
incremented by the line item quantity on a credit memo.

* Credit entry: The accounts (full accounting string) on the vendor credit memo are credited in the G/
L at the time of AP submit. The G/L entry is made in summary for each accounting string. (So, for
example, if three line items on a CM use the same accounting string, only one expense credit entry
—not three—is created in the G/L for that accounting string.)

< Dehit entry: Create one offset to object code 9041 for each account and sub-account combination
onaCM.

 After being canceled, the G/L entries of the credit memo are reversed, any encumbrance created from
AP approval of the credit memo are reversed, and any PO open quantities that were incremented from
the creation of the credit memo are decreased.

» FYI notification on acredit memo routesto the fiscal officer or CM del egate per the account number(s)
on the credit memo.

A credit memo may be canceled or placed on hold at any time prior to extraction.
» When acredit memo isin 'AP-Processed’ status, it is eligible to be extracted to PDP for disbursement.

» Thesystem groupsall PREQsand CMseligiblefor extract for disbursement as a positive payment based
on vendor and processing campus.

» Credit memo searches are available to all users.

Routing

The Vendor Credit Memo document isinitiated by a member of the Accounting-AQ2, -AQ3, -AQ4 roles.
Routing is dependent on whether an image attachment is part of an institution’s configuration.

* An Accounting-AQ2, -AQ3, or -AQ4 clicks the submitbutton to complete the processing of
a Vendor Credit Memo document. The document goes into 'Awaiting AP Review' status if
Require_attachment_ind="Y". The AP Review status may be satisfied by an image attachment or in
another fashion (configurable at your institution). After AP review, the document routes to the fiscal
officer or fiscal officer delegate asan FYI. At the AP Review routing level, approvers are not permitted
to change content on the document. They may only add notes and attachments and approve or cancel.

» Thedocument routesan FY | copy to the fiscal officer associated with each account number that appears
on the vendor credit memo.

Note

The Timing of G/L Update: After a CM document has been created and submitted, it updates
the G/L the next time abatch processruns. Note that thisis different from most OLE docs, which
do not update the G/L until the document receives al approvals. If accounting entries on the
document change before it reaches 'FINAL' status, the G/L entries are updated accordingly the
next time a batch processruns.
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Initiating a Vendor Credit Memo Document

3.

4.

Select Credit Memo: Create from the Paying menu group on the Select/Acquir e tab.
Log into OLE as necessary.

The system displays ablank Vendor Credit Memo Initiation tab with a new document ID.

. Complete the Credit Memo Initiation tab as follows:

a) Enter values for Credit Memo # from Vendor, Credit Memo Date, and Vendor Credit Memo
Amount.

b) Enter avalue for one and only one of these: Payment Request #, Purchase Order #, or Vendor #.

continue

Click

. Complete the Vendor tab asfollows:

a) Verify the vendor address.

b) Add check stub notes if requested.

. Review the Credit Memo I nfo tab and update the bank code, if necessary.

. Complete the Process Itemstab as follows:

a) For quantity-based line items, enter the credit memo quantity from the vendor credit.
b) For non-quantity-based lineitems, enter the credit processed amount using the vendor credit amount.

c) Enter a credit processed amount for additional charges, if needed. Miscellaneous charges require a
description, depending on parameter setup.
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10.Complete the standard tabs as necessary: Document Overview, Notes and Attachments, Ad Hoc
Recipients, and Route L og.

Note

For information about the standard tabs, see Standard Tabs on the Guide to OLE Basic
Functionality and Key Concepts.

11
calculate

Click the button.

12-C| ick submit

13.AP reviewers approve the document if the parameter Require_attachment_ind="Y".
Note

For more information about how to approve adocument, see Workflow Action Buttons on the
Guide to OLE Basic Functionality and Key Concepts.

Placing a Credit Memo On Hold

An AP user may chooseto placethe credit memo on hold or removethe hold whenitisnolonger necessary.
The hold flag prevents avendor credit memo from being extracted and applied. When adocument istaken
off hold, it retains the status it had when the hold flag was set.

A credit memo in the 'AP-REVIEW' or 'COMPLETE' status may be placed on hold from the time of AP
Submit until the time the credit extracts it to the Pre-Disbursement Processor.

To place a credit memo on hold, you must attach a note to the document explaining why it has been put
on hold. To put acredit memo on hold:

14. . . . .
After displaying the credit memo, click @@
" General Ledger Pending Entries b show \,
" Notes and Attachments (2) b shw S
" Route Log F show \,

hold SEve reload closea

b3

15'Enter areason for putting the CM on hold and click . ¥==
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A note is required to place a Credit Memo on hold.

* Please enter the reason below:

Per department, credit already received. Must research.

| yas | mno

The system marks the vendor credit memo as being in 'HOLD' status. It also displays alarge header on
the document indicating who placed the order on hold.

Credit Memo [ 7|

Doc Nbr: 315517 Status: FINAI
Initiator: appleton Created: 06:4
# CM Nbr: 1002 # CM Status: COMI

This Credit Memo has been Held by APPLETON,NEAL K

g E
Document Overview

* Description:

\

Vendor: ABC CLEANING SERVICES

#* Year:

2008

Explanation:

Total Amount:

100.00

Org. Doc. #:

Removing a Vendor Credit Memo Hold

Either the person who placed the credit memo on hold or an AP supervisor may take avendor credit memo
off hold. To take a credit memo off hold:

16'Dis:play the CM and clic

kl remowve hold |
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General Ledger Pending Entries } show | \L
Notes and Attachments (1) N\,
Route Log \,

* reg

| remowve hold | sawve | reload

3

| close |

7 Enter the reason for removi ng the hold and click . ¥=% |,

A note is reqguired to remove hold on a Credit Memo.

* Please enter the reason below:
Confirmed valid credit. Remove Hold to allow extract.

[ yves | mo |

In the Notes and Attachments tab, the system displays the history of this action.

Notes and Attachments (2) \

~

Notes and Attachments

Posted
Timestamp

Author * Note Text

Attached File Pt
Relelent

‘ Browse...
add:

1 09/22/2007 |APPLETON,NEAL Hold Pre department, credit already received. Must
07:01 PM K research.

>
& 2
a s

w

07:10 PM allow extract.

q
2 09/22/2007 |APPLETON,NEAL|Remove Hold Confirmed valid credit. Remove Hold to 2
K

Example

A vendor issues a $30.00 credit for two items that were returned after payment was made. An AP user
createsacredit memo referencing the payment request document that issued apayment for thesetwo items.

Theinitiator, auser withtheroleof Accounting-AQ2, -AQ3, or -AQ4, createsanew credit memo document
by entering the vendor credit memo number, amount and date; and one of the following: the payment
request number, the PO number, or the Vendor number. When the initiator clicks continue, the system
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generates the Vendor Credit Memo document. In the Process |tems tab, the initiator enters the quantity
being credited and clicks calculate. At this point, the document is ready for submission and routing.

Payment Request Search

ST . Paying . PAYMENT REQUESTS _. payment Requests

OLE offers a customized document search related to payment requests. The search screen contains the
standard search fields along with special fields that are unique to this type of e-doc.

Lookup Help
Specifying search criteria:
» Most fields will be uppercased for search.
 Dates should be specified as MM/dd/yyyy.
» Some fields have magnifying glass button for a sub lookup on that field.

» Wildcards allowed on strings are * and % match any number of characters, while using a ? will match
any one character

» Logical operators allowed include & & (And) aswell as| (Or) to join multiple search criteria
» Range operators allowed on numerics and dates are >,<,>=,<=, or ..
All operators except .. should be before date value. Operator .. should separate date values.
Result Table:
» Eachresult field has link on header for sorting. Click once to sort ascending,
and click again to sort descending.
» Somerow fields have links to inquiry. The inquiry will be presented in a new window.
* Click the return value link to select arow and return the key value to the previous page.
Select 'return with no value' or click the cancel button if you wish to return without returning a value.
Maintenance Links:
» The'create new' link on the upper left corner of the lookup screen will
go to a maintenance document for creating a new record for this lookup type.
» For each result row the action column displays edit and copy links. The 'edit’ link
will go to a maintenance document for editing the current record. The 'copy’ link

will go to a new maintenance document but copy over attributes over the current record.
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Export Functionality:
» Attheend of each result set, there are links for exporting the data to a different format.
 Click 'csv' to export the data as acomma delimited file, 'spreadsheet’ to export the data as a spreadshest,

or 'xml' to export the data as xml.

Note

For information about performing asearch for requisitions, see Performing Searches on Financial
Daocs on the Guide to OLE Basic Functionality and Key Concepts.

Note

For information about Document lookup fields that are specific to payment requests, see
“Document Layout” under Payment Request.

Payment Request

Note

In order for users to submit the Payment Request document, the
ENABLE_BANK_SPECIFICATION_IND parameter must be set to Y and the
DEFAULT_BANK_BY_DOCUMENT_TYPE parameter must be completed. Even if your
ingtitution is not planning to use the Bank Offset feature in Kuali OLE, the
DEFAULT_BANK_BY_DOCUMENT_TY PE parameter must be completed if your users plan
to use the Payment Request document. Bank offsetswill not be created if the Bank Offset feature
has not been configured.

The Payment Request (PREQ) document iscreated in responseto receiving aninvoicefor goodsor services
requested from a vendor on a PO. The system provides two ways of creating a payment request:

» Oneisautomated through the electronic invoicing process.

» The other approach isto complete the Payment Reguest document manually using the screen described
in this section.

Search for Purchase Order Numbers

Beforeinitiating a payment request, you' [l need to know the purchase order number for the title(s) on your
invoice. Thiscan be found by doing an Acquisitions Search or a Purchase Order Sear ch.

Note

To learn more about searching, see Searching OL E on the Guide to OLE Basic Functionality and
Key Concepts on the Guide to OLE Basic Functionality and Key Concepts.

Once you have the Purchase Order number in hand for thetitle on your invoice, you can begin the payment
process.

108


../../../webhelp/BASICS/content/ch02s04.html#_PerformingSearchesOnFinancialDocs
../../../webhelp/BASICS/content/ch02s04.html#_PerformingSearchesOnFinancialDocs
../../../webhelp/BASICS/content/pr01.html
../../../webhelp/BASICS/content/ch02s04.html
../../../webhelp/BASICS/content/pr01.html

Paying for Materials: Standard
Transactional E-Docs

Tip

Be sure you have the Purchase Order number and not the system-generated document-identifier
to initiate Payment Requests.

Document Layout

Two screens are associated with the Payment Request document—an 'initiation’ screen with a single tab
followed by a'main' screen with multiple tabs.

Payment Request Initiation Tab

When you select Payment Request from the Select/Acquir e tab, the system displays a screen containing
the Payment Request I nitiation tab.

Doc Nbr: 3969 Status: |INITIATED
B [ Initiator: |gle-khuntlev Created: [11:47 AM 08/15/2012
Payment Request #: |Not Available| Payment Request Status: | Initiated
expand all | [ collapse all
= required field
[~ Payment Request Initiation =i
[ hia \
Payment Request Initiation
* Purchase Order #: * Invoice Number:
* Invoice Date: i | * Vendor Invoice Amount:
Special Handling Instructions: Foreign Vendor Inveoice Amount: ’7

continue | clear ) [ close

Thistab allows you to specify details about the invoice and the PO to which it applies.

Payment Request I nitiation tab definition

Title Description

Purchase Order Number Required. Enter the PO number to which the invoice applies.

Invoice Date Required. Enter the invoice date from the vendor invoice or select the date
from the calendar j

Specia Handling Instructions Optional. Enter text into any of the special handling fields to indicate a
special check delivery requirement for the payment.

Invoice Number Required. Enter the identifying invoice number from the vendor invoice.

Vendor Invoice Amount Required if the vendor is not foreign. Enter the net dollar amount of the
invoice to be processed.

Foreign Vendor Invoice Amount Required if the Vendor is foreign. Enter the net amount of the invoice to
be processed.

Click . =2nHnue g injtiate this payment request. The system displays the main screen for the Payment
Request document. It imports someinformation like vendor, lineitem details, accounting information, etc.
from the relevant Purchase Order
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Main Screen

Payment Request |5

(" Document Overview

* Description: |[F5 1531 Vendor V&P Lbray Services

~ hide

Doc Nbr: |3785

Status: [s2veD

Initiator:

Created: |12:02 PM 04/18/2013)

Payment Request #: 1052

| Payment Request Doc Status: In Process

expand ail || coliapse ail

* required field

Payment Request Detail

Organization Document Number: |

2013

+ vear:

Receiving Required: No

ordar Type:

Proforma: | [

Vendor

[ show

Explanation:

Total Amount: 0.00

Payment Request Positive Approval Required: |No

Invoice Info

* Invoice Number:
Pay Date:

* Invoice Date:

[~ nige.

agc123
pemozots | 0

04/01/2013

PO End Date:

Payment Attachment Indicator: [ |

[ (immediate Pay)

Payment Request Cost Source:

* Purchase Order #: 1031

PO Notes: No

Payment Classification:

* Vendor Invoice Amount: 39.95

AP Processed Date:

ESTINATE

Invoice Type: 8 Invoice SubType: ]
* Bank Code [T ok * Payment Method: [Check -] @

Process Items

Purchase Order Line Item Totals
Encumbrance excluding freight & s/h

Ttem PO Unit/Ext

[zhige] \

Total Encumbrance Amount Relieved

Vendor Ttem

¢ _Prorated

Unit

TotalPaidAmount

Ttem Open PO Unit/Ext Format Vendor Item Coy * No. of - o Prorated Assigned
o - vl pies List Price Discount Discount Unit  Extended Description "
Ll;m qty Price Tdentifier s Parts Tepe | Surcharge N Coex To 1"1..1. Action
e — T E— f [ | — T — B (==
|
et b, | [ s |l
. I Fres

Assigned

39.95 | [ close PO

* No
Open * Wo. of
lne | Qo Format Taentitier Coples Parts ustprice | Discount | Discount| gL SR | ooy | Extended | TOSPICS Description Action
¢ | I m
— — [CREATION AND EVOLUTION.,
' 33,5500 o o P fao [%[=] oome  msson  3sasme (S50EMAN, LENN 2V, 1344,
LONDON 2010, 5780415913812

e T ~ - o

[>show | 1nvoice Notes

[xshow | Accounting Lines

Invoice Total Prior to Additional Charges: 39.95

Additional Charges [CEZI

Grand Total:

Account Summary [sshou]
View Related Documents [bshow] \
View Payment History » show
General Ledger Pending Entries [+ show |
Notes and Attachments (0) [bshow] \
Ad Hoc Recipients > show
Route Log [show] W

calculate ) (" submit

This screen includes unigue Document Overview, Vendor, Invoice Info, Process Items, Account
Summary, View Related Documents, and View Payment History tabs in addition to the standard tabs
that display at the bottom of afinancial transaction document.

Note

For more information about the standard tabs, see Standard Tabs on the Guide to OLE Basic
Functionality and Key Concepts.

Document Overview Tab

The Document Over view tab for the Payment Reguest document isdifferent from the standard Document
Overview tab. The Description field defaults to the purchase order number and the vendor name.

On the Payment Request document, thistab ismade up of three sections—Document Over view, Financial
Document Detail, and Payment Request Detail. The Document Overview section is the same as the
standard Document Over view tab.
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Document Overview [whise]

Document Overview

* Description: | [PO: 1031 Vendar VEP Library Services
Explanation:
Organization Document Number:
Financial Document Detail
* Year: (2013 Total Amount: ©.00
Payment Request Detail

Recelving Required: No Payment Request Positive Approval Required: |Ho
Order Type: | Firm, Fixed -
Proforma: [

Note

For information about the standard Document Overview tab, see Standard Tabs on the Guide to
OLE Basic Functionality and Key Concepts.

Financial Document Detail Section

Financial Document Detail section definition

Title Description

Year Display-only. The fiscal year of the purchase order referenced by the
Payment Request document.

Total Amount Display-only. The total amount of the payment request after the request
has been submitted.

Payment Request Detail Section

Payment Request Detail section definition

Title Description
Receiving Required Display-only. An indicator showing whether receiving is required.
Order type Identifies the type of order, possible values could be one-time, standing,

subscription. System default datavalueis "Firm, Fixed".

Proforma Identifies whether the invoice is pre-paid. Check the box to indicate yes.
This will override business rules requiring receiving before the payment
request isapproved and override payment terms associated with the vendor
and set the invoice to “immediate pay” regardless of the invoice date.

Payment Request Positive Approval Required Display-only. Anindicator showing whether positive approval isrequired.

Vendor Tab

The Vendor tab contains information about the vendor associated with the PO and allows you to modify
vendor address information.

Vendor \ 3
* Vendor: HaRrassOWITZ Y = city: [WiEseaDEN
vendor #: 121110 state: | |
* Address 1: [TAUNUSSTRASSES (& province: [
Address 2: || Postal Code: ||
Attention: [ * Country: | Germany -
Vendor Info
e |®
Customer #:
- Payment Terms: | Net 30 Days [=]
Check Stub Notes: Shipping Title:
sShipping Payment Terms:
Special Handling Instructions:

The Vendor tab has two sections: Vendor Address and Vendor Info.
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Vendor Address Section

Vendor Address section definition

Title Description

Vendor Display-only. The name of the vendor isautomatically popul ated based on
information in the purchase order.

Vendor Number Display-only. The vendor number followed by a hyphen and the division
number.

Address 1 Required. The default remit-to address is ordinarily populated from the

Vendor document. The purchase order address will display here instead if
there is not a remit-to address in the Vendor record. Override the default
by entering a different address in this field or by searching for it from the

Address lookup X .

Address 2 Optional. Override the default or leaveit asis.

Attention Optional. Override the default or leaveit asis.

City Required. Override the default or leaveit asis.

State Required for U.S. addresses. Override the default by selecting the state

from the Statelist or leaveit asis.

Province Optional. Override the default or leaveit asis.

Postal Code Required for U.S. addresses. Override the default or leaveit asis.
Country Required. Override the default by selecting a country from the Country

list or leaveit asis.

Vendor Info Section

Vendor |Info section definition

Title Description

Acquisition Unit's Vendor Account/ Vendor Info Customer # Optional. Populated from the PO. Override it by entering the customer

number directly or searching for it from the vendor lookup L .

Check Stub Notes Optional. Enter text to be printed on the check stub. This three line field
allows for special notes to be printed on the check stub for the payment.
Please note that entering a value into this field will force the system to
create aphysical check rather than an ACH transfer.

Specia Handling Instructions Optional. Enter the handling instructions to be printed on the check. These
handling instructions relate to the delivery of the check to the vendor.
Please note that entering a value into this field will force the system to
create aphysical check rather than an ACH transfer.

Payment Terms Optional. Populated from the PO. Override it by selecting the payment
terms from the Payment Termslist.

Shipping Title Display-only. This entry indicates when the items associated with a PO
become the property of the ordering institution.

Shipping Payment Terms Optional. Populated from the PO; identifies the entity that pays for
shipping (the vendor or theinstitution). Override the entry by selecting the
terms from the Shipping Payment Termslist.

Invoice Info Tab

The Invoice | nfo tab provides a means for display and modification of invoice information.

Invoice Info vhide] \

~

* Invoice Number: 12345 * Purchase Order #: 1021

Pay Date: pzot201s | 8 [ (Immediate Pay) PO Notes: |No
* Invoice Date: 02/01/2013 Payment Request Cost Source: ESTIMATE
PO End Date: Payment Classification:
Payment Attachment Indicator: | [ | * Vendor Invoice Amount: 39.55
Extract Date: AP Processed Date:
Invoice Type: [ & Invoice SubType: [ |
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Invoice Info tab definition

Title Description

Invoice Number Display-only. Populated from the Payment Request I nitiation tab.

Pay Date Defaults to the date automatically calculated by the system. If payment

Ok, terms are edited, the system repopulates this field only if it is blank.
Override the automatic entry by entering a pay date or selecting it from
the calendar j.

Note

Pay Date Calculations: The pay date is calculated
automatically in two different ways. The payment
terms specified are applied to the payment request
date to generate a pay date. The payment terms
parameters are in the Payment Terms Type table.
Additionally, ten days (or another institutionally defined
default number of days - controlled by the parameter
NUMBER_OF _DAYS USED_TO_CALCULATE_DEFAULT_PAY_DATE
under component "Payment Request") are added to the
current date to generate a pay date. OLE selects the later of
these two dates and uses it as the default pay date for this
Payment Request document.

The pay date may be entered manually, but it must not be a past date. If
the date is more than 60 days from the current date, the system displays
awarning message.

(Immediate Pay) Optional. Select the Immediate Pay check box if acheck is needed on the
same day (overrides the pay date — subject to the rules of your accounts-
payable system). This indicator allows for an approved payment request
to be extracted for payment during the day.

Invoice Date Display-only. Populated from the Payment Request Initiation tab.

PO End Date Display-only. The purchase order end date, if any, is automatically
populated from the PO.

Payment Attachment Indicator Optional. Select the check box if an attachment (such as a copy of the
invoice) must be returned to the Vendor with this payment.

Extract Date Display-only. The date the Payment record is extracted to the Pre-
Disbursement Processor.

Invoice Type Optional. Select the type of invoice. Sample data vaues are Proforma/
prepay, Regular.

Bank Code Required. The bank code will be displayed only

if the Bank_Code Document_Types includes 'PREQ and
Enable_Bank_Specification_Ind="Y". The default bank is determined by
the Default_Bank_By_Document_Type parameter. Y ou may overridethis
value by entering another bank code or selecting it from the Bank lookup

R .
Purchase Order Number Display-only. The PO number associated with thisinvoice. Thisisthe PO
number used on the initiation screen.
PO Notes Display-only. If notes have been added to the PO, this field contains the
value'Yes.
Payment Request Cost Source Display-only. Automatically populated from the PO if it exists.
Payment Classification Display-only. Not currently used. In Kuali OLE the field will always be

null. In a future enhancement, when wire transfer and foreign drafts are
processed on Payment Request documents, this field will be populated.

Vendor Invoice Amount Display-only. The vendor total invoice amount as entered on the Payment
Request Initiation tab. This field is displayed only on an 'In Process
PREQ document. When the document is submitted, the system no longer
carries the field and the value forward.

Foreign Vendor Invoice Amount Display-only. The foreign vendor total invoice amount as entered on the
Payment Request Initiation tab. This field is displayed only on an 'In
Process PREQ document. When the document is submitted, the system no
longer carries the field and the value forward.

AP Processed Date Display-only. The date the PREQ was submitted by an Accounts Payable
processor.
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Invoice Sub Type Optional. Enter the subtype of invoice or select it from the Invoice Sub

Type lookup .t . Sample data values are Regular, Supplemental.
Payment Method Select the method of payment from the drop down menu.

Process Items Tab

The Process | temstab indicates the lines of the PO that thisinvoice relatesto and the dollar amountsto be
paid on thispayment request. If apricewaslisted on the purchase order, that priceisautomatically supplied
in the Unit Cost field. The tab also provides ameans to edit accounting information associated with these
lines and allows for the entry of additional invoiced items such as freight or shipping and handling. Y ou
should change the supplied price to the amount listed on your invoice, and supply the number of copies
being invoiced.

Process Ttems [vhoe] \

Purchase Order Line Itam Totals

t&s/h i aid
Process Titles
Add Item

No of *

Item Open PO Unit/Ext o

Assigned
Line Q. Price Identifier
P

To Trade
In

I o | [ — | — b0 oo [=]+] ] j

fon Copies Noof | - Listerice| * Discount | Discount| (Prorated
Ordered Type A

Description

Unit | Extended
Cost |  Cost Aetion!

add |

S Editor Sesiene Status [l

* Noof
Item|  Open | PO Unit/Ext Vendor Item * No.of . Prorated | Unit Assigned .
Line | Qty Price (oL Identifier Comes Parts (BibiEs Discount | Dicount | g charge| cost | Xtended | Totrade DZzipl Action
n Ordered Type
CREATION AND EVOLUTION.,
1 35.5500 [ [ Bess poo [%[x] |o.0000 355500 3555 No GOODMAN, LENN EVAN, 1344-,
LONDON 2010, 5750415913812
1 Bib Info: Bib Editor Receipt Status -~
[>show | ynvoice Notes |
Lines J
Invoice Total Prior to Additional Charges: 30.95

Additional Charges

Grand Total: 39.95 | [] close PO

The Process Items tab includes three sections; Purchase Order Line Item Totals, Process Titles, and
Additional Charges.

Purchase Order Line Iltem Totals Section

Purchase Order Lineltem Totals section definition

Title Description

Encumbrance excluding freight & gh Display-only. The total dollar amount encumbered for this PO excluding
freight, shipping and handling.

Total Encumbrance Amount Relieved Display-only. Thetotal dollar amount of the encumbrance that hasthusfar
been relieved from this PO, excluding any additional charges processing.

Total Paid Amount Display-only. The dollar amount total for line item payments excluding
freight, shipping and handling, discount and miscellaneous payments
made thus far against this purchase order. The difference in amounts
between Total Encumbered Amount Relieved and Total Paid Amount is
the difference between the PO unit cost and the payment request unit cost.

Process Titles Section

Items section definition

Title Description

Item Line # Display-only. The actual Item line number from this PO.

Open Qty Display-only. The quantity of items that have yet to be invoiced for this
lineitem.

PO Unit/Ext Price Display-only. The cost per unit from the PO for thislineitem.
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Format

Display-only. Identifies the Format for this line item.

Vendor Item Identifier

Display —only. Identifiesavendor item identifier if one has been provided
by avendor.

No of Copies Ordered

Required. Enter the number of copies of atitle being invoiced. This entry
reduces the open number of parts for thislineitem on the PO.

No. of Parts Required. Enter the parts of items being invoiced for this line. This entry
reduces the open number of parts for thislineitem on the PO.

List Price Basic price of an item before any discounts are taken.

Discount Discount provided by the vendor/customer number/organization
combination. Automatically populated from the Vendor customer number
table based on the selected vendor and customer number. Can be modified
for aspecific title. If the vendor record has aVVendor currency noted other
than the default system currency (akaUS dollar), then the Vendor discount
will populate the Foreign Discount field.

Discount Type Choose # (for Amount) or % (for Percentage).

Prorate Surcharge Additional charge applied to the line item based on the proportional
distribution

Unit Cost Optional The unit pricefor thislineitem asit appears on theinvoice. This
field isautomatically populated using the price from the PO, but it may be
changed if the invoice reflects a different price.

Extended Cost If this field is blank and if the No of Copies Ordered is populated, the

system calculates the extended cost for this line item when you click the
calculate button.

Note

If the field already contains a value, you must delete the
valuein order to populate anew value by clicking calculate.
Override the amount as needed.

Assigned To Trade In

Display-only. This"Yes/No' indicator is based on the PO.

Description

Display-only. Thetitle of theitem, retrieved from the PO.

Currency Type

Display only. Identifies the associated vendor's currency as identified on
the vendor record that isidentified in the Link to Vendor/Supplier

Foreign List Price

Basic foreign price of an item before any discounts are taken.

Foreign Discount

Foreign discount provided by the vendor/customer number/organization
combination when the vendor record has a Currency Type different from
the system default currency. Should be automatically populated from the
Vendor customer number table based on the selected vendor and customer
number (PUR_VNDR_CUST_NBR_T: VNDR_CUST_NBR). Thisdata
can be changed for the specific title. Must identify the type of discount
(amount or %.) If the vendor record does not have a Currency Type noted
other than the default system currency (aka US dollar), then the discount
should populate the Discount field.

Foreign Discount Type

Choose # (for Amount) or % (for Percentage).

Foreign Discount Amt

Foreign Discount Amount is a calculated value in the foreign currency

Foreign Unit Cost

Calculated foreign cost per unit for the item or service on this line.
Calculation is the Foreign List Price less Foreign Discount amount.

Exchange Rate

Currency conversion rate populates from the Currency rate column in the
Currency Type maintenance table (which is populated each night into
system as Batch from bank files). The rate will populate when user clicks
action button "Calculate" on conversion tab. Optionally: when currency
tab opens, currency rate may auto-populate. This may be updated up until
the Requisitionisapproved. After that point, it may nolonger be modified.

Bib Info

If new item is invoiced, must be entered via the Bib Editor and a PO
Amendment

Receipt Status

Select the status from the drop down menu.

Invoice Total Prior to Additional Charges

Display-only. The calculated sum of the Total Amount fields of al the
line items.

Modifying the Process Titles Tab

On a new, unsubmitted payment request, the Process Titles subsection of the Process Items tab will have
two divisions. One line will be headed by the label “Add Item”, and the next will be headed by the label




Paying for Materials: Standard
Transactional E-Docs

“Current Items’. The “Current Items’ section may feature multiple lines, divided by item number, each
with its own “Invoice Notes’ and “Accounting Lines’ sub tab. Both the line items and their accounting
lines are automatically carried over from the purchase order preceding the current payment request.

Add New Line Items
It is possible to add additional titles or other miscellaneous line itemswhich are listed on the invoice, even
if they were not originally on the purchase order:
Users must complete the line item and linked bib in this sequential order. This will be fixed in future

rel eases.

New lineitems:

@ First click |_create new | to |aunch the bib editor and input your data
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(i) Please enter details for new Bib record.

Staff Only: ||

Bibliographic Record Status: j Created By :

~ Leader Structured Data Elements

Length: o RecStat: n - New
TypeCtrl: | 4 _ ng specified type j CharCod:
BaseAdd: o EnclLvl: # _ Full level
LenglLeng: 4 LengStar: 5
Sat Leader Field Clear Salactons

Leader: #####namia?2i##iidadd500

~ Control Fields

001:

003:

005:

Show 006 Structured Data Elements

006:

Show 007 Structured Data Elements
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Note

For more information about the bibliographic editor, see the OLE Guide to Describe and
Manage.

b. Return to the Payment Request browser tab and add transactional data to the line (quantity, price,
category etc.).

C- After both are complete, click on |94 | to save the line. This will update and link the bib and
Description.

d. Then depending on the document, finish with rest of edits, add accounting lines, calculate, save etc.

e. After theadd buttonisclicked, the Bibliographicinformation will show up inthe Process Titles section.

To add accounting information to each of the items you have added, click the |.* 59 | putton next to
Accounting Lines:

Item 1
EMIL MOLDE, EMIL
SCHUMACHER :
VERWANDTE
EA 1 SEELEM,MOLDE, EMIL, | 45,00 45,00 45,00
1867-1956,C0OLOGNE
DUMONT
2011,2753532193515

1 Eib —— Requestor HUMTLEY, KEISHF\R"."

Optons Format cibililas Request
Category Source Source

b Ehow | potes

Gty 1.00

k50w | Accounting Lines

Editing existing line items

Click on the 29" | putton to edit the linked bib of the existi ng line item. When completed, you will be
returned to your working purchasing document.

Note

You will not yet see your revised Description from the updated bib, until you complete further
actions on the overall purchasing document, such as save, submit, or blanket approve. If you
are only saving your doc, and wish to see Description updates, you may need to save or save
& reload the e-Doc AFTER making updates in the bib- in order to update its description with
linked bib changes-- prior to submit or blanket approve

Invoice Notes and Accounting Lines Section

Invoice Notes and Accounting lines, for fund accounting, are hidden beneath the Items section; they can

be shown by clicking the |* SN2 | bytton next to each:
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PO
Unit/Ext Format

* No of
Copies
Price Ordered

* No. of
Parts

Vvendor Item

Item|  Open
Qty Identifier

Line

List Price

Discount | Discount| [Frorated | UNE oo ngeq | Assianed
Surcharge | Cost To Trade
Type Cost

Description P

CREATION AND EVOLUTION.,

[0 0.0000 32,9500 39.95|No GOODMAN, LENN EVAN, 1944-,

LONDON 2010, 9780415913812

~ hide | rpvoice Notes

1 39,9500 TN 9%
Bib Info: Bib Editor Receipt Status -]

Note:

Action

1
> hide | Accoun iting Lines
Accounting Lines pg [ hide detail
Source
* Chart * Account Number Sub-Account = Object Sub-Object Project Org Ref 1d * Dollar § * Percent Actions
® s @ e e | 00
* chart * Account Number Sub-Account * Object Sub-Object Project Org Ref 1d * Dollar $ * Percent Actions
(o [-] TR @ iz @ e —® 995 10000
BLoGMINGTON GEoLoGY MONOGRAPH FERM

Invoice Total Prior to Additional Charges:

39.95

Additional Charges

Grand Total: 39.95 | [] Close PO
I nvoice Notes section definition
Title Description
Note Optional. Free text note to include additional information about the

invoiced item.

Accounting Lines section definition

Title Description

Chart Required. Select the chart code from the Chart list.

Account Number Required. Enter the account number or search for it from the Account
lookup 3y .

Sub-Account Optional. Enter the sub-account number or search for it from the Sub-
Account lookup 3y .

Object Required. Enter the object code or search for it from the Object Code
lookup ! .

Sub-Object Optional. Enter the sub-object code or search for it from the Sub-Object
lookup " .

Project Optional. Enter the project code or search for it from the Project lookup

Y,

Org Ref I1d Optional. Enter the appropriate data for the transactions.

Dollar $ Display only. Calculated total dollar amount that will be applied to the
Line Account.

Percent Indicates the Percentage that will be applied to the Line Account. System
default data value 100%.

Actions Add or delete lines as appropriate.

Accounting linesare carried over from the purchase order related to the payment request. A new accounting
line will be followed by an action button, and existing accounting lines will be followed by both
al8elete | aotion button and a| B3l inauiry | action button.

Tip

If the account chosen has sufficient funds checking and the threshold is reached, you may
be blocked from using the account or you may receive a warning (depending on the chosen
notification on the account) when the document is saved and the Fiscal Officer will be notified

when the document is submitted.
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Charges can be shared among multiple funds by percentage. A blank line for adding an additional fund
appears for each title, above the line/s already added:

Accounting Lines H hide detail

Source

* Chart * Account Number Sub-Account * Object Sub-Object Project Org Ref Id * Dollar § * Percent Actions
[~ @ I 8 & ‘ 3 | | 0o |

* Chart * Account Number Sub-Account * Object Sub-Object Project Org Ref Id * Dollar § * Percent Actions
BL |~ 9a7ass | a oo | & & \ S [ om [=
BLOOMINGTON FOLKLORE BALANCE FORWARD
BL [+] 2947451 | & S o110 | & a [ Y [ 0 |20
BLOOMINGTON HISTORY BALANCE FORWARD

Account Summary Tab

The Account Summary tab will summarizeall accountsattached to the payment request and their respective
charges after calculation. Information in the account summary is divided first by account, then by line
item or additional chargesline. Charges prorated to multiple accounts will be represented separately. Any
changes made to accounting line items will not be updated until the PREQ has been calculated and the
“Refresh Account Summary” button at the top of the tab has been clicked.

Click | refresh account summary | to reload the page and view all thefiscal years, accounting linesand dollar
amounts for this requisition.

View Related Documents Tab

The View Related Documents tab collects information about Purchasing/AP documents related to
this document. For example, it displays identifying information and any pertinent notes for associated
requisitions, the purchase order, receiving documents, other payment requests for this PO, and credit
memos. Within each document type the documents are listed in order, with the most recent first.

view Related Documents L

Related Documents

Process Overview

Business Rules

 Partial payment/short-pay is allowed. Multiple payments against a PO or PO line item are allowed.

» Every payment request must be processed against a specific open PO document. This PO must be
specified when the payment request isinitiated.

Note

Many to one Purchase Order to Invoice.

« If the vendor number and invoice number match values previously processed, a warning notifies the

initiator of the potential duplicate. Even so, the system allows the initiator to override the warning and
continue.
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If the invoice amount and invoice date match values previously processed for this vendor, a warning
notifies the initiator of the potential duplicate. Even so, the system allows the initiator to override the
warning and continue.

Insufficient funds in the assigned budget will stop a payment from processing.
Pay Date may not be apast date. If the pay dateis more than 60 daysin the future, awarning isreceived.
Discounts applied from payment terms do not apply to freight or shipping and handling charges.

Additional charges items that were not specifically funded on the purchase order are alocated to
accounting lines in proportion to the item amounts on the purchase order if no allocation noted, else:

» OLE offers prorating as form of incorporating additional charges within each line item unit cost.
The calculate button must be pressed prior to submitting the payment request.

Accounts Payable can close the PO during the processing of an invoice if the invoice will complete
the order.

The following G/L entries are created when the payment request is submitted.

» Dehit entry: The expense accounts (full accounting string) on the payment request are debited in the
G/L whentheinitiator submitsthe document. The G/L entry ismade in summary for each accounting
string. Consequently, if three line items on a payment request use the same accounting string, only
one debit (not three) is created in the G/L for that accounting string.)

» Credit entry: One offset to object code 9041 is created for each account/sub-account combination on
a payment request.

During fiscal officer approval routing of the PREQ, the fiscal officer/PREQ delegate may edit the
accounts/sub-account/object codes and amounts. The existing account string is reversed. The new
account string debits the expense and credits object code 9041, the liability offset.

After being canceled, the G/L entries are reversed, any disencumbrance created from AP submission of
the payment request is reversed, and the PO open quantities that were decremented from the creation of
the payment request are increased. Only authorized users may cancel a Payment Request document.

Only authorized users may modify a payment request's pay date, attachment flag, special handling
instructions, immediate pay flag, and check stub notes. This action may be taken at any point following
AP submit and preceding extract to PDP.

Payment request searches are available to al users.

A payment request that is Hold = 'yes or is Request Cancel = 'yes does not continue through workflow
routing and cannot be paid until the hold or request cancel is removed.

If payment requests total less than the threshold established by the ingtitution and do not have any
accounts requiring positive approval, they may be automatically approved.

Tip
Sites not wishing to use this functionality can circumvent it by setting avery low threshold (as
low as $0.01 to effectively turn the feature off).

After being extracted, a payment reguest cannot be put on hold.

A payment request is extracted for payment if the following conditions are met:
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Routing

* The PREQ is department-approved or auto-approved.

e ThePay Dateistoday or aprior date or 'immediate pay' isindicated and the payment has departmental
approval.

e The payment is not Hold = 'yes.

« |If the payment request includes accountsthat are excluded from auto-approval, it must be department-
approved.

An AP Processor selects the submit button to complete the processing of a payment request document.
The document routes to '‘Awaiting AP Review' status if Require_attachment_ind="Y". The AP Review
status may be satisfied by an image attachment or in another fashion (configurable at your institution).
After AP review, the document routes for fiscal officer or fiscal officer delegate approval. At the AP
Review routing level, approvers cannot change content on the document. They may only add notes/
attachments and approve or cancel.

In addition to normal account review and organization review, the Payment Request document includes
the following special condition routing:

¢ Sub-Account Manager: An optional role that allows users to receive workflow action requests for
documents that involve a specific account number and sub-account number. The role name is Sub-
Account Reviewer. Approversat thislevel may only approve, request cancel, and hold the document.
They cannot change content.

e Chart Approval: Anoptional rolethat allows usersto receive workflow action requests for documents
of a specified type that contain accounts belonging to a specified chart and organization (including
the organization hierarchy) and within a certain dollar amount or involving a specified override code.
The role name is Accounting Reviewer. Approvers at this level may only approve, request cancel,
and hold the document. They cannot change content.

Post Processing

Unlike other KUALI OLE documents, G/L entriesfor this document are created prior to final approval.
Upon document submission to Workflow, disencumbrance entries and actual charges are generated,
written to the G/L pending entry table, and postedin the nightly G/L batch cycle. If fiscal officerschange
accounting strings or redistribute the charges within their accounts, G/L entries are generated to reverse
the original actual entries and recreate them (encumbrances are not altered) and these entries are written
to the GL Pending table for posting in the next batch cycle.

Upon document submission, PO line item details (open quantity, amount paid, etc.) are adjusted to
reflect material §/services that have been paid.

Upon document submission, the "ap-approved' timestamp will be updated.

If the department completes all of the approvals through Workflow, the payment request status is
updated to 'Dept-Approved' during post-processing. If the document is automatically approved through
the batch auto-approve script, its status is updated to 'Auto-Approved..

Canceling a payment request that has already received somelevel of approval will result in reversing G/
L entries (encumbrances and actuals) and reversing updatesto the PO line items affected (open quantity,
amount paid, etc.).

Once a payment request has been approved, an audit-trail entry is added to the request’s Route L og.
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The Timing of G/L Update: After a Payment Request document has been created and submitted, it
updates the G/L the next time a batch process runs. Note that this timing is different from that of most
KUALI OLE docs, which do not update the G/L until the document receives all approvals. If accounting
entries on the document change before it reaches 'Final' status, the G/L entries is updated accordingly the

next time a batch process runs.
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Initiating a Payment Request Document

1. Select Payment Request from the Paying submenu on the Select/Acquir e tab.

The system displays a blank Payment Request | nitiation tab with a new document ID.

2. Enter the purchase order number, invoice number, invoice date, and vendor invoice amount on the

Payment Request Initiation tab.

3.
Click

continue

4. Complete the Vendor tab.

a) Verify that the address on invoice is the same as the one on the Vendor file.
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b) Enter the Acquisition Unit's Vendor Account/ Vendor Info Customer #as needed.
¢) Madify payment terms as needed.
d) Add check stub notes or special handling instructions if requested.
5. Complete the I nvoice I nfo tab.
a) Select Immediate Pay if applicable.
b) Select Payment Attachment Indicator, if applicable.

¢) Clear the pay date if the payment terms have been modified and the system-calculated pay date is
desired.

6. Complete the Process Items tab:
a) Inthe Process Titles section, enter the number of copies and parts.

b) Inthe Additional Char ges section enter an extended cost amount if needed. Miscellaneous charges
require a description.

7. Complete the common tabs as necessary: Document Overview, Notes and Attachments, Ad Hoc
Recipients, and Route L og.

Note

For more information about the standard tabs, see Standard Tabs on the Guide to OLE Basic
Functionality and Key Concepts.

Close Purchase Order

An authorized user can opt to Close PO at the completion of the Payment Request, via a checkbox by
the document total charges:

Invoice Total Prior to Additional Charges:

Additional Charges [

Grand Total:

39.C

39.5

Alternatively, Purchase Orders can be closed via action buttons at the bottom of Purchase Order once
payments have been completed. Accounts Payable staff has the Close PO flag for non-recurring purchase
orders avail able while processing the payment request

8 Click (_cateulate ) (OLE will expect you to calculate an invoice before you submit or saveit.)

S Click .. S4PMIE | gubmit or approve the payment request, depending on your OLE permissions
and the workflow at your institution. Submitting a payment request uses the OLE internal routing
mechanism to route it to the designated approving officer at your institution.

10.Appropriate Sub-Account, fiscal officers, and organization reviewers approve the document.
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Approving a payment request is only available to authorized users. (In OLE 0.6, you can log in as
user ole-abeal to have approval capahilities). An approved payment request will trigger the system to
transmit data to another designated system, like a university’s accounts-payable system. Thiswill be
in future releases.

Note

For more information about how to approve adocument, see Workflow Action Buttons on the
Guide to OLE Basic Functionality and Key Concepts.

Putting a Payment Request on Hold

An AP user or an approver who receives a payment request for approval may choose to put the payment
request on hold or remove a hold from the payment request.

To place a payment request on hold, you must attach a note to the document explaining the reason it

has been put on hold. The payment request is then marked as Hold = 'Yes. 'Hold' is an indicator; the
document's status does not change.

The hold flag prevents a payment request from being extracted and paid. A payment request may be put

on hold any time between submit and the time it is extracted to the Pre-Disbursement Processor. When a
document is taken off hold, it retains the status it had when the hold flag was turned on.

" General Ledger Pending Entries F show LS

View Related Documents b show LS
View Payment History » show .
hald reguest cancel route report reload approve close

11.
Click the - ™' putton.

12.In the field displayed, enter areason for putting the payment on hold.
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Please hold the Payment Reguest now.

* Please enter the reason below:

Hold for confirmation of receipt.

1 i

3

Bk _ves o put the payment request on hold.

The payment request is marked Hold="yes and alarge header appears at the document indicating who
placed the order on hold.

This Payment Request has been Held by RENFROW,ROBERTA G

" Document Overview \

Document Overview

* Descri| Sion: PO: 1017 Vendor: ABC CLEANING SERVICES
* Year: (2003
Total Amount: 30.00 Org. Doc. #:

Explanation:

Removing a Hold from the Payment Request

Either the person who placed a payment request on hold or an AP supervisor may take a payment request
off hold. This user must provide areason for taking the payment request off hold.

14. .
Open the document and click the |."®Meve hald | ton,

Route Log \L
General Ledger Pending Entries \,
" View Related Documents \
' View Payment History \'L
Status History \'L

| remowve hold || route report || reload || approve || close |

15.In the window displayed, provide areason for taking the payment request off hold.
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Please remove the hold on Payment Request now.

* Please enter the reason below:

Goods received. Okay to pay.

yes mo

16'Click ¥== 1o take the payment request off hold.

Cancellation of Payment Request

The Account Payable Processor who receives a payment request may choose to request cancellation of the
payment request or may remove the request cancellation of the payment request.

Requesting To Cancel a Payment Request

An approver who receives the payment request may choose to request that it be canceled. After arequest
cancel has been made, the payment request cannot be routed or paid until the cancel request is removed.

A request cancel may be made any time after the payment request has begun routing for approval and

beforeit has received fiscal officer approval. After arequest cancel has been made, the actual cancellation
is performed by Accounts Payable.

Tip

After apayment request has received fiscal officer approval, it may still be canceled by Accounts
Payable until it is extracted to the Pre-Disbursement Processor.

To request cancellation:

17

: . request cancel

Open the document and click the - =44 button.
General Ledger Pending Entries ¥ show y
View Related Documents ¥ show W
View Payment History » show L
Status History ¥ show \

hS

hold mques@ancel route report reload approve
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18.In the window displayed, provide areason for canceling the request.

Please reguest to cancel the Payment Request now.

* Please enter the reason below:
Duplicate payment made on invoice #123456.

| yvas | mo |

19. .
9 Click . ¥*% ' to cancel the payment request.

The document provides an informational message stating who has requested cancel of the document.

This Payment Request has been Requested for Cancel by RENFROW,ROBERTA G

( Document Overview At

* Description: PO: 1030 Vendor: ACCOUNTING CONSULTANTS .
Explanation:
* ¥Year: 2008
Total Amount: 2,475.00 Org. Doc. #:

Removing a Request to Cancel

Only the AP supervisor or the approver who originally requested cancellation may remove the cancellation

request.
Route Log [ » show | \
General Ledger Pending Entries [ ¥ show | \L
View Related Documents [ ¥ show | \'k
View Payment History [+ show | \h
o+

Lrurnuvu reguest cancel || route report. | Sawe || redload || close |

20'CIiCk' remove reguest cancel |
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Please remove the request to cancel the Payment Reguest now.

* Please enter the reason below:

Payment should be made. Removing request cancel

yes no

21 Enter the reason for removing the request cancellation request.

When the request cancel is removed, the document retains the status it had before the request cancel
flag was set.

Automated Approval

Your institution may use an automated approval function for payment request documents. For payment
requests that qualify for auto-approval, the system automatically enters 'Processed' status on the pay
date. Any user who normally would have received the document for approval instead receives an
acknowledgment copy of the document in his or her action list.

Tip

Specific accounts may be excluded from auto-approva by adding them to the Auto Approve
Exclude administration table. If one account on a PREQ document is excluded from auto-
approval, the entire document is excluded.

A payment request is eligible for auto-approval if:

e Thetotal invoice amount is less than the auto-approve threshold designated by your institution.
« All accounts on the Payment Request document allow for auto-approval.

» The payment is not on hold.

e The payment is not on request cancel.
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MONOGRAPH RECEIVING

Create
Search

Claim Motices
Claim Response Update
Receiving and Claiming Queue

SERIALS RECEIVING

& Claim
(TR | Recelving , Search & Receive

On the Select/Acquire tab, the Receiving submenu provides access to receiving e-documents.

Monograph Receiving Search

e | Receiving = MONOGRAPH RECEIVING _ search

OLE offers a customized document search related to receiving. The search screen contains the standard
search fields along with special fields that are unique to this type of e-doc.

Lookup Help
Specifying sear ch criteria:
» Most fieldswill be uppercased for search.
* Dates should be specified as MM/ddlyyyy.
» Some fields have magnifying glass button for a sub lookup on that field.

» Wildcards allowed on strings are * and % match any number of characters, while using a ? will match
any one character

* Logica operators allowed include & & (And) aswell as | (Or) to join multiple search criteria
» Range operators allowed on numerics and dates are >,<,>=,<=, or ..
All operators except .. should be before date value. Operator .. should separate date values.

Result Table:
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» Eachresult field has link on header for sorting. Click once to sort ascending,
and click again to sort descending.
» Somerow fields have linksto inquiry. The inquiry will be presented in a new window.
 Click the return value link to select arow and return the key value to the previous page.
Select 'return with no value' or click the cancel button if you wish to return without returning a value.
Maintenance Links:
» The'create new' link on the upper left corner of the lookup screen will
go to amaintenance document for creating a new record for this lookup type.
* For each result row the action column displays edit and copy links. The 'edit’ link
will go to a maintenance document for editing the current record. The 'copy' link
will go to a new maintenance document but copy over attributes over the current record.
Export Functionality:
» At theend of each result set, there are links for exporting the data to a different format.
 Click 'csv' to export the data as acomma delimited file, 'spreadsheet’ to export the data as a spreadshest,

or 'xml' to export the data as xml.

Note

For information about performing asearch for requisitions, see Performing Searches on Financial
Daocs on the Guide to OLE Basic Functionality and Key Concepts.

Note

For information about Document lookup fields that are specific to receiving, see “Document
Layout” under Recelving (Line Item Receiving).

Monograph Receiving (Line Item Receiving)

Selectf Acquire

.| Recelving =~ MONOGRAPH RECEIVING ... _Line Item Receiving

The Line Item Receiving (RCV) document is used to acknowledge the receipt of goods or services on
purchase order lineitemsfor which aquantity isgiven. Lineitem receiving is used to record the quantities
of items received, damaged, returned or unordered on a purchase order.

When the purchase order routing is completed and the PO becomes fully approved, if the Receiving
Required flag isnot 'Y es,' the attributes of the purchase order are compared to the Receiving Thresholds
table. If one of the attributes on the purchase order matches the Thresholds table, then the Receiving
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Required flag is set to 'Y es. Amendments are also evaluated to determine whether the flag should be set
if payment requests have not yet been processed against the purchase order.

When receiving is required, the Receiving document is processed against a purchase order to satisfy
confirmation of satisfactory receipt of the goods.

Note

When receiving is satisfied, the payment request is eligible for auto approval for payment
without regard to dollar amount limits. For thisreason, it isimportant that the fiscal officer (or
delegate) understand that the receiving document does not replace the fiscal officer (or delegate's)
responsibility to confirm that accounts are properly charged and the proper amount is paid. The
receiving document satisfiesthereceipt of goodsonly. Thefiscal officer or delegateisresponsible
for ensuring that the amounts to be paid are correct and the correct accounts are charged.

Note

When receiving required is'Y es, the payment request document does not route for fiscal officer
approval until sufficient quantity has been documented as received.

Note

The auto approval process is designed to push payments through so that vendors are paid on
time. The fiscal officer is permitted to approve al payments, not just those that require positive
approval.

Document Layout

Line Item Receiving documents may be created in several ways—Dby selecting the Search or Createlink on
the Select/Acquire menu or by viewing the purchase order and then clicking the receiving button. OLE
also contains a Receiving Queue for quick, straightforward receiving.

Line Item Receiving Initiation Tab

When you first access the Line Item Receiving document, the system displays the Line Item Receiving
Initiation tab. The fields on the initiation screen are used to detect duplicate entries. Initiating the Line
Item Receiving document in this manner allows the system to provide feedback to you regarding potential
duplicate entries.

Line Ttem Receiving Initiation e

Line Item Receiving Initiation

Here you enter information to create a new Line Item Receiving document.

Line ltem Receiving Initiation tab definition

Title Description
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Purchase Order # Required. Enter the PO number associated with the goods for which line
item receiving is being processed.

Date Received Required. Enter the date of the vendor's receiving document.

Packing Slip # Enter the packing slip number if included on the receiving document.

Bill of Lading # Enter the bill of lading number if included on the receiving document.

Carrier Select from the list to specify the freight carrier used by the Purchasing
Department.

Click the - “®™™“% I htton to display tabs of the main Line Item Receiving document.

Line Item Receiving Document

This main screen for the Line Item Receiving document includes unique Vendor, Titles, and Delivery
tabsin addition to the standard tabs that display at the bottom of afinancia transaction document.

Note

For more information about the standard tabs, see Standard Tabs on the Guide to OLE Basic
Functionality and Key Concepts.

" » | Docnbr: 4374 | Status: [SAVED
Line Item Receiving (3 | Initiator: |cle-khuntley| Created: |03:25 PM 10/07/20
| [ | Line Item Receiving Doc Status: In Process

expand all | [ collapse il

= required field

(" Decument Overview N\

* Description: |[P0: 1016 Vendor: YBP Library Services.

‘ ‘Organization Document Number: “ ‘ A
vendor ht
Vendor Address
* Vendor: YEP Library Services * City: | Contoscook
Vendor #: 12106-0 — ot |
+ Address 1: 999 Maple Street 'm::isr:il E::’ﬁs 03229
Address 2: * Country: | United States
* Date Received: |[10/072013
Packing Slip #: || Reference #: |
Bill Of Lading #: | carriers [ [¢]
Titles: A%

Receiving Line Ttems

Toad aty received | | clear aty recelved

- N Ttem Ttem Ttem Item Ttem Item
— oot v Qty pato_ | Prior | Prior 'ﬁy Parts | Received Received Returned | Returned | Damaged | Damaged | .. .
B onh P Format | Ordered | (FoT= | Qty | Parts| \© | tobe| Total Total Total Total Total Total | Addition| fuvallable | actions
Red | Red | | Red | Quantity | Parts | Quantity | Parts | Quantity | Parts

- hide

LOVE POEMS, LETTERS,
AND REMEDIES OF OVID;
TRANS. BY DAVID R.
SLAVITT.,OVID, 43 1 1 0 o 1 1 0 0 o o o
B.C.-17 OR 18
A.D,HARVARD UNIV
PRESS, 9780674059047

Bib Editor edit | Action:
»show | Exception Notes
» show | Receipt Notes
¥ 30w | special Processing Instructions

Delivery AN
View Related Documents ht
Notes and Attachments (0) \
Route Log \

Document Overview Tab

The Document Overview tab is standard except that the Description field defaults to the purchase order
number and vendor's name.

Document Overview Y

* Description: [P0 1018 Wendor V8P Library Services

Organization Document Number: “ /
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Document Overview tab definition

Title Description
Description Defaults to the purchase order number and vendor's name
Org. Doc. # The organization document number. If the organization does not use an

internal referencing system, thisfield isleft blank.

Explanation Allowsyou to include additional information about the document that does
not fit into the Description field (which islimited to 40 characters).

Vendor Tab

The Vendor tab contains vendor details related to the items being received.

Vendor = hide

* Vendor: |YBP Library Services * City: Contoocook
State:

Vendor #: |12106-0 *required for us "

Postal Code:

Address 1: 535 Maple Street requised foF U5 | 22

Address 2: * Country: United States
* Date Received: [18/03/2012
packingstp #: | Reference #:
Bill Of Lading #: || Carrier: [=]

Vendor tab definition

Title Description

Vendor Display-only. The vendor name from the Purchase Order document.

Vendor # Display-only. The OLE-generated identifying number assigned to this
vendor.

Address 1 Display-only. Thefirst line of the address for the selected vendor.

Address 2 Display-only. The second line of the address for the selected vendor.

Date Received Required. Defaults from the initiation tab but can be changed.

Packing Slip # Defaults from the Line Item Receiving I nitiation tab but can be edited.

Bill of Lading # Defaults from the Line Item Receiving I nitiation tab but can be edited.

City Display-only. The city associated with this vendor. This entry is required
under certain circumstances (such as, for a U.S. address).

State Display-only. The state associated with this vendor.

Postal Code Display-only. The postal code for this vendor address. Postal codes are
required under certain circumstances (such as, for aU.S. address).

Country Display-only. The country associated with this vendor.

Reference # Allows you to add additional information that will assist with document
searching.

Carrier Defaults from the Line Item Receiving I nitiation tab but can be edited.

Title Tab

The Titlestab displays the lines of the PO that this receiving document relates to. On this tab the
quantity received for each line item number is recorded. If known at this time, quantity returned and
quantity damaged are al so recorded; otherwise, thisinformation can be added |ater by using the Receiving

Correction document. Click | "S81¥e | o receive the title, click edit to access the Bibliographic Editor
and modify the record.

Note

To receive additional titles on a PO, users must create a purchase order amendment (POA). A
POA is created when a change or addition is made to an existing PO. If the existing PO is open
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then the PO can be amended, if the PO is closed then the PO has to be opened and then amend
the PO. PO amendments allows for changes in number of copies, adding a copy for a different
location or fund or for adding anew title to the existing PO. To learn more about creating a POA,
see Purchase Order Amend

- N
Titles \

Receiving Line Items

sy "lf::’"“" D Qty Pa’::s Prior | Prior %? Parts Re::?\:r!ed neé:\'f';d Rellut:rrlned uetl-:rr.r:_-d Darlnt:;"ed DarIr::;"ed e —
+ radmiher Format | ordered o[q0Zy Q| Farts L] tobel el | el et et Tewl | el Al R Ao
LOVE POEMS, LETTERS,
AND REMEDIES OF OVID;
TRANS. BY DAVID R.
SLAVITT.,OVID, 43 1 1 0 o 1 1 0 0 o o 0 0
B.C.-17 OR 18
A.D,HARVARD UNIV
1 PRESS,9780674059047
Bib Editor Action: || receive
»SNoW | Exception Notes
»SNOW | Receipt Notes
@ Special Processing Instructions
Receiving Titles section

Titlestab definition

Title Description

Line# Display-only. The line number on the receiving document. The line
number corresponds to the line number on the purchase order.

Vendor Item Identifier Display-only (optional for new line items) Identifies a vendor item
identifier if one has been provided by avendor.

Description Concatenated data values from the related bibliographic description.

Format Display-only (optiona for new line items). Identifies the Format for this
lineitem.

Qty Ordered Display-only. Indicates the original quantity ordered from the purchase
order.

No. of Parts Ordered Display-only. Indicates the original number of individual pieces ordered
from the purchase order.

Prior Qty Received Display-only. Indicates the sum of total quantity received minus tota
quantity returned from all previously submitted Line Item Receiving
documents.

Prior Parts Red Display-only. Indicates the sum of total of parts received minustotal parts
returned from all previously submitted Line Item Receiving documents.

Qty to be Received Display-only. The Quantity Ordered minus the Prior Quantity
Received.

Parts to be Red Display-only. The No. Parts Ordered minusthe Prior Parts Received.

Item Received Total Quantity The quantity of thisitem received in this shipment.

Note
If you receive additional copies of an item, you will need to
fill in the Copies section.

Item Received Total Parts The parts of thisitem received in this shipment.

Item Returned Total Quantity The quantity to be returned to the vendor.

Item Returned Total Parts The parts to be returned to the vendor.

Item Damaged Total Quantity The quantity received that was damaged.

Item Damaged Total Parts The part(s) received that was (were) damaged.

Addition Reason Required. When adding items, indicates the reason this line item is being
added (i.e., 'substitution’ or 'not on order’).

Available to the Public Optional. Indicates whether or not a bibliographic description shall be
exposed to users prior to purchase/receipt. Default is checked for yes.

Bib Info To modify the bibliographic record, click edit. Click receive to receive
theitem.
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Note

Users must access the open Purchase Order and amend it to add additional items.
Notes and Instructions
OLE provides three forms of receiving line item notes that are specific to receiving activities:

» Exception Notes: to note damaged, unusual, or other exceptions for the line item. Future workflow
ruleswill be tied into exception notes.

» Receipt Notes: general notes for recording receipt statements on the item in hand
» Special processinginstructions: userscannot input theseinstructions during receiving, but arerequired

to check-off, or acknowledge any special instructions transferred from the Purchase Order for thisline
item- this must be completed prior to submitting the document.

PERSIANS, SEVEN AGAINST
THESES, AND SUPPLIANTS;
TRANS. BY AARCN

FOOCHIGIAN. AESCHYLUS JOHNS
HOPKINS UNIV
PRESS,9781421400648

Bib Info: Bib Editor Receipt o ceived

Status:
[ - hide | ion Notes

Type: Note: Action

1 1 1 1 [} [} o [} 0 [} 0 0

1 Received-damaged [~] ‘
~ hide | Receipt Notes

Note Type: Note: Action

[Miscellaneousfother Note [~] |

[~ hide | special Processing Instructions

Special Processing Instructions | Acknowledge

Multiple Copies

If thereare multiple copiesordered, you will need to receive each oneindividually from the Copiessection.
In the Copies section, click the button.

Item 2
Bib Info: |The Lorax Item Type =]
* No of * No of
f I Extended -
Copies 3 Parts 3 * List Price | [15.00 i 38.00 Public View
Ordered Ordered
- No Of -
Receipt N No of Parts Item Price _
2t 4 Statae Copies o Recaived 0 e Publisher [+ ] Request Source || Staff [~]
Received
Vendor
HUNTLEY, KEISHA Y
Format || [+]| category Item 100550238|  Requestor ROASIED sl
iy Y Requestor
Identifier
Unit o Discount
e 15.0000 Discount .00 Type [e]+]
[» show | Notes

[+ show | Accounting Lines
Copies

Payment History

Additional Charges

The expanded section appears:
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vend " Ttem Ttem Item Item Item Item
Line endor Description Qty Pares | Prior  Pprior %tny Parts | Received Received | Returned | Returned Damaged | Damaged |, oo | oo
ol P Format| Ordered (PAM= | gty parts [° tobe Total Total Total Total Total Total | Addiion| Avallable | actions
Red | Red | °® | Rcd | Quantity | Parts | Quantity | Parls | Quantity  Parts
[~ hide

RIGHTS OF MY PEOPLE :
LILIUOKALANI'S ENDURING
BATTLE WITH THE UNITED

STATES, 1893-1917.,FROTO, 2 ' ° 0 2 ' 0 0 0 ° 0 0
NEIL THOMAS ALGORA
PUBLISHING,9780875867205

Bib Info: Bib Editor
[+ show | Exception Notes
»showt | Receipt Notes
1 [show | special Processing Instructions

|~ hice | copies
Enumeration: Location: Copy Number: Receipt Status: Action
1 B-WELLS/BWE-RCSTACKS 1 Not Received
iy B-WELLS/BWE-RCSTACKS 2 Not Received

Copies section definition

Title Description
Enumeration Descriptive information for the numbering scheme of the item.
Location The home location of the title being requested.
Copy Number Identifies the number of copies alibrary location has of the same item.
Receipt Status Display only. Identifies the receiving status of the item.
Action :

Click to receive the item and update the receipt status.

Delivery Tab

The Delivery tab contains information about where goods ordered on this order should be delivered. It
also displays delivery contact information and any special delivery instructions. All fieldsin thistab come
from the purchase order's Delivery tab.

Delivery vhide] .
Final Delivery
* Delivery Campus:  |BL * Delivery To: |RENFROW, ROBERTAG
Building: Phone Number:
* Address 1: |400E7thSt Email:
Address 2: | Poplars Bldg Date Required:
* Room: 402 Date Required Reason:
* City: |Bloomington
= Pnst;l z:::: ::405 Delivery Instructions: | LEAVE ON DESK
Country: |UNITED STATES

Delivery tab definition

Title Description

Delivery Campus The campus code where the goods were delivered.
Building The building where the goods were delivered.
Address 1 Address line 1 where the goods were delivered.
Address 2 Address line 2 where the goods were delivered.
Room The room number where the goods were delivered.
City The city where the goods were delivered.

State The state where the goods were delivered.

Postal Code The postal code where the goods were delivered.
Country The country where the goods were delivered.
Delivery To The person to whom the delivery was made.
Phone Number The phone number of the delivery-to person. (Formatted: XXX-XXX-XXXX)
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Email The email address of the delivery-to person.

Date Required The date the delivery was required.

Date Required Reason If adate required was entered the date required reason is displayed here.
Delivery Instructions Displays any special delivery instructions for the items.

Process Overview

To receive the item in hand:

1. OpentheLineltem Receiving edoc.

2. . . : )
Inthe Titlestab, click |_"#%E"& | under the Action column.

3- Once you have received al the items you want from this Purchase Order, click the | Blanket approve
button at the bottom of the screen. This changes the status of the Receiving e-Doc to “ Complete”, and
prevents any further receiving on it.

Tip

Tip: The blanket approve option will only appear if you are logged in as a member of
the OLE_RCV or OLE-Receive-Mgr groups. Otherwise (if you are a member of OLE-

Invoicing), you must click on the - 3“P™E | hytton, review the route log by opening the
Route L og tab and click | * 512% | next to Future Action Requests.

To receive a partial shipment, only receive the items that are in hand.

Toreturnitems, enter quantitiesintheltem Retur ned fieldsor I tem Damaged fieldsand add an exception
note. The Purchase Order will reflect the return.

Receiving Damaged Items or Exceptions
To receive damaged items or exceptions, on the Titles tab of the Receiving e-document:

1. Open the exception notes subtab.

s o o Item Item Item Item Item Item
. = o i Qty pasts | Prior| Prior | % Parts| Received Received | Returned | Returned | Damaged | Damaged | oo
s Ho CEE T Format | Ordered . da Zd Qty | Parts| © | tobe Total Total Total Total Total Total Rea's'n": h‘]’a;uaw:‘ Actions

T rdered | Rcd | Red | 6| Red | Quantity | Parts | Quantity | Parts | Quantity | Parts

RIGHTS OF MY PEOPLE :
LILTUOKALANI'S ENDURING

BATTLE WITH THE UNITED

STATES, 1893-1817.,PROTO, 2 : ° e 2 : ° 0 e 0 e e i
NEIL THOMAS, ALGORA

PUBLISHING, 3760875867205

sib Editor =i

~ hide | Exception Notes
1 Exception Type: Note:

Received-damaged

Action

add

»show | Receipt Notes

¥ show | special

ocessing Instructions

Pshow | copies

2. Select the Exception Type from the drop down list.
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3. Add an exception note as needed.
4 Click |_add

Receiving Correction
Receiving corrections are aversion of receiving for use after receiving has been completed and approved.
While authorized users may continue to initiate multiple receiving documents on a single Purchase
Order (subject to quantities ordered), corrections to a single document are accomplished via Receiving
Correction.

Search for and open the correct receiving document. At the bottom of the screen click correction.

Line Item Receiving |- Initii

( Document Overview *» show

[ Vendor ¥ show

[ Titles ¥ show

| Delivery ¥ show

| " View Related Documents '+ showe

(" Notes and Attachments (0) + show

| | Route Log ¥ show

correction send ad hoc request | [ close

A pop-up window will appear allowing usersto enter anote. This note isrequired to correct the receiving
document. Click yesto proceed to the Receiving screen and make modifications or unreceive items.

Business Rules

» When the Receiving document is submitted, the No Of Copies Received and No Of Parts Received
fields are updated on the purchase order with the Receipt Statusreflecting the item's Receiving status.

* Notesinthe Notesand Attachmentstab are used to record any additional detail about damaged goods.
 After the document has been submitted, a correction document needs to be processed to reduce or

increase the quantity received, returned, and/or damaged if the original entered amounts are determined
to bein error.

Routing

If other receiving or payment actions are in progress against this Purchase Order and receiving document
(i.e., and not yet approved), you may be prohibited from processing additional receiving until completed.
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ol 2 OLE-DB
L] —
02w -
¥ | E $ Receiving
c a O Document
ol|o © Created
Zl0On
LiH]
c
-
0
D o
il 3 Motification
- 2
O

Claim Notices

J Receiving = MONOGRAPH RECEIVING

wemces. Claim Notices

Claim Notices allows users to download pdf versions of the claims. Theitem asit appearsin Claim Notice
will include any notes to the vendor made at the time the claim was generated. All Claims generated will
appear in the PO under the Claim History tab for that item.

Claim Notices are stored on a disk or in the cloud. This location is locally configurable by the parameter
PDF _LOCATION (Select Component).

Note

For information about Claiming, see Receiving and Claiming Queue
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Claim Notices

Claim Notices

Show 10 j entries

YBFP_Library _Services_Claim_Motice_Tue Apr 01_17:02:58 EDT_2014.pdf
YBP_Library_Services_Claim_MNotice_Tue_Apr_01_15:17:13_EDT_2014.pdf
PHYSIK_INSTRUMENT_L.P._Claim_Notice_Tue_Apr_01_10:08:38_EDT_2014.pdf
FOREIGMN_PARTMERSHIP_-CCS_Claim_Motice_Tue_Apr_01_09:25:02_EDT_2014.pdf
YBP_Library _Services_Claim_Motice_Tue_Apr_01_10:03:38_EDT_2014.pdf

ALEPH-BET_BOOQKS_Claim_Notice_Mon_Mar_31_11:20:16_EDT_2014.pdf

Showing 1 to 6 of 6 entries

Claim Response Information (Update)

J Recelving = MONOGRAPH RECEIVING
Claim Response Update -

Claim Response Information

The Claim Response Update allows the user to enter information received from a vendor about an item

that has been previously claimed. This information will then be saved in the Claim History tab for that
item within the Purchase Order.

Note

For information about Claiming, see Receiving and Claiming Queue
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Process Overview

On the Select/Acquir e tab, click on the Receiving and Claiming Queue link listed under the Receiving
submenu.

It will bring you to this screen:

Claim Response Information ¢

~ Search Conditions:

Vendor Name: d

Title:

Claim Date: [

Search Clear

The Claim Response I nformation screen allows usersto search for an existing claim by the Vendor Name,
Title, and Claim Date. To search, you may select a vendor from the dropdown list, fill in a partid title,

and/or select the Claim Date from the calendar |_|

Search
Enter the information needed and click

Once the search results display, enter the information into the Claim Response Information box to the
right of thetitle.

Claim Response Information ¢

~ Search Conditions:

Vendor Name: | \up | iprary services

Title: | hbey and son., Dickens, Charies.

Claim Date: | 01/op14 |

Search Clear

~ Search Results:

Title % Claim Date % Claim Count < Claim # % Claim Response Information <

'YBP Library Services Dombey and sen., Dickens, Charles. 04/01/2014 1 3 l—

YBP Library Services Dombey and son., Dickens, Charles. 04/01/2014 1 6

Showing 1 to 2 of 2 entries
Previous Next

Update Claim Response Info
Once dl information from the vendor is entered, Click A

message noting “Updated Claim Response Information successfully” will appear at the top of the screen:
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Claim Response Information ¢

Updated Claim Response Information successfully
~ Search Conditions:

Vendor Name: | \up | iprary Services

Tite: | Dombey and son., Dickens, Cha

Claim Date: | o1/op14 |
Search GClear
~ Search Results:
Title < Claim Date % Claim Count < Claim# ¢ Claim Response Information B
YBP Library Services Dombey and son., Dickens, Charies. 040172014 1 3 ot of stoek Indefintely; order ca
YBP Library Services Dombey and son., Dickens, Charies. 04/0172014 1 6

iShowing 1 10 2 of 2 entries
Previous Next

Update Claim Response Info

Receiving and Claiming Queue

J Recelving _  MONOGRAPH RECEIVING
Receiving and Claiming Queue

Receiving and Claiming Queue Search

The Receiving and Claiming Queue is intended to be a quicker way to do straightforward receiving, and
offers the option to receive and pay, receive or pay without receiving, and claim.

Purchase orderswith special processinginstructionsarefiltered out of Receiving Queue searches, and must
be received viathe standard Line Item Receiving document. Additionally, items that have been damaged,
returned, or are only part of an order must also be received through the Line Item Receiving document.

Note

For information about Line Item Receiving, see Receiving (Line Item Recelving).

On the Select/Acquire tab, click on the Receiving and Claiming Queue link listed under the Receiving
submenu.

It will bring you to this screen:

Receiving and Claiming Queue Search
* required field
(" Receiving and Claiming Queue Search \
Purchase Order Number: 5] Monograph: | [
ISxN: Order Status: | -l
Vendor Name: %
Title:
4 PO Date From: ]
Order Type: a8 PO Date To: @
Filter By Claim: | [
search ) (< |
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The Receiving and Claiming Queue allows users to search by PO, ISXN, Title, Order type, Monograph,
Vendor Name, and PO dates. The user can also filter resultsto find only those orders eligible for claiming
by clicking the check box to the right of Filter by Claim.

This search filters for all Purchase Orders with Open statuses that have no Special Processing Instruction
Notesthat may have been entered on the original Requisition. (Special Processing I nstruction Notesrequire
acknowledgment during receiving. Titles with special processing instruction notes therefore cannot be
received viathe Receiving Queue.)

Note

To learn more about searching, see Searching OL E on the Guide to OLE Basic Functionality and
Key Concepts on the Guide to OLE Basic Functionality and Key Concepts.

Click search

The PO search results are retrieved and the user can chooseto Receive, Create Receiving, Pay, or Receive
and Pay, or Claim.

Note

To receive additional titles on a PO, users must create a purchase order amendment (POA). A
POA is created when a change or addition is made to an existing PO. If the existing PO is open
then the PO can be amended, if the PO is closed then the PO has to be opened and then amend
the PO. PO amendments allows for changes in number of copies, adding a copy for a different
location or fund or for adding anew title to the existing PO. To learn more about creating a POA,
see Purchase Order Amend

Receive

This choice will alow the PO to be received without creating a payment or a general ledger entry. The
PO document will move to complete and a Line Item Receiving document id will be available from the
View Related Documents tab.

Click the check box to the left of the title(s) you want to receive, and then click the receive button at the
bottom of the page:

¥BP Library
| Services
YBP Library
Services
YBP Library
| Services

EKKLI9GWEN3S 1 1 74.00 ||74.00
Toya five cag 1 1 100.00 ||100.00

Toya four cag 1 1 100.00 ||100.00
1037 |Dell Inc Toya's test 1 1 643.00 ||643.00

select all from all pages ) ( deselect all from all pages ) [ select all from this page ) deselect all from this page

Actions ~ hide L

:reatE receiving | pay receive and pay |[ claim

If thisaction compl etesthereceiving expected for agiven Purchase Order, the systemrepliesinthe Actions
tab:
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1037 |Dell Inc Toya's test 1 1 643.00 |[643.00
select all from all pages ) ( deselact all from all pages ) [ select all from this page ) (deselact all from this page
" Actions ~ hide \
receive | [ create receiving | pay |( receive and pay || claim

Receiving Complete : Document Ids : 4170 4171 -eies

Create Receiving

Pay

This choice will allow for changes to be made to the receiving information on the lineitem. Thiswill also

allow you to partially receive, receive exceptions and damaged items. Once changes are made and item
received then the PO moves to the status of received.

Click the check box to the l€eft of the title you want to create a receiving document for, and then click the
create receiving button at the bottom of the page:

1036 [YBPLbTAN Iroia four cag 1 1 100.00 [100.00
Services
@ 1037 |Dell Inc Toya's test 1 1 643.00 |[643.00
select all from all pages | [ desslect all from all pages | ( select all from this page ) deselect all from this page
Actions ~ hide \

receive (| create receiving | ) pay |[ receive and pay )( claim

Thiswill bring up the Line item Receiving e-document.
Note

For information about Line Item Receiving see Receiving (Line Item Receiving)

This choice will alow open and received PO documents with no payments to be paid but not received.

This option can be used for pre-payments and for expending funds. Payments are made by creating a new
invoice or adding PO to an existing invoice.

Click the check box to the left of the title(s) you want to receive, and then click the pay button at the
bottom of the page:

1035 |YBPLbrArY |oo o four cag 1 1 100.00 |[100.00
Services
@ 1037 |Dell Inc Toya's test 1 1 643.00 |[643.00
select all from all pages ) ( deselect all From all pages ) (_select all from this page ) ( deselect all from this page
Actions - hide L

Thiswill bring up the Add to Invoice screen.
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Add to invoice

Titles
Show | 10 x| entries

- PurchaseOrder Id#> Vendor Name Item Description” Item Titlé Item Authof No of Copy Received> No of Part Received” Item Unit Price® Invoiced Price:

il 1037 Dell Inc Toya's test 1 1 643 643.00
Showing 1 to 1 of 1 entries
Previous Next

Add Titles To New Invoice
Invoice Date: [# Vendor Involce amount: | 643.0 Vendor Invoice Number:
Payment Method: j
Add Titles To Existing invoice

Invoice Document Number: Q

submit cancel

Users may choose to add titles to a new invoice or to an existing invoice.

Add Titles to New Invoice

To add titlesto anew invoice, enter the I nvoice Date or search for it from the calendar icon
Check the Vendor I nvoice Amount
Enter aVendor Invoice Number, a searchable number assigned by the library.

Select the Payment M ethod from the drop down list.

_ submit
Click

Theinvoiceiscreated. A successmessageis provided below the Add to I nvoicetitle containing theinvoice
document ID. Click the hyperlinked document 1D to access the invoice.

Add Titles to Existing Invoice
To add titlesto an existing invoice, enter the invoice number in the | nvoice Document Number or search

for it from the lookup Q

_ submit
Click

The existing invoice is updated. A success message is provided below the Add to I nvoice title containing
the invoice document ID. Click the hyperlinked document ID to access the invoice.

Receive and Pay

This option will allow payment of PO documents while receiving line items.

Click the check box to the left of the title(s) you want to receive and pay for, and then click the receive
and pay button at the bottom of the page:
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¥BP Library Toya four cag 1 1 100.00 ||100.00
Services

@ 1037 |Dell Inc Toya's test 1 1 643.00 |[643.00

03

e

select all from all pages ) [ deselect all from all pages | [ select all from this page | [deselect all from this page

Actions ~ hide .

receive | create receiving ) pay

Thiswill bring up the Add to Invoice screen.

Add Titles to New Invoice

To add titles to anew invoice, enter the I nvoice Date or search for it from the calendar icon
Check the Vendor | nvoice Amount

Enter aVendor Invoice Number, a searchable number assigned by the library.

Select the Payment Method from the drop down list.

Click submit

The invoice and the receiving document are created. A success message is provided below the Add to
I nvoice title containing the document IDs. Click the hyperlinked document IDs to access the documents.

Note

Receiving is not complete until the document is submitted. If the process is canceled, the items
will not be received within OLE.

Add Titles to Existing Invoice

To add titlesto an existing invoice, enter the invoice number in the I nvoice Document Number or search
for it from the lookup /.

_ submit
Click

Theexisting invoiceis updated and areceiving document is created. A success messageis provided below
the Add to I nvoicetitle containing theinvoice document ID. Click the hyperlinked document I Dsto access
the documents.

Note

Receiving is not complete until the document is submitted. If the process is canceled, the items
will not be received within OLE.

Claim

Thischoicewill allow any PO item eligible for aclaim to be claimed and generating a Claim Notice which
can then be saved locally in PDF or sent to the vendor. Theitem asit appearsin Claim Notice will include
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any notesto the vendor made at the time the claim was generated. All Claims generated will appear in the
PO under the Claim History tab for that item.

Click the check box to the right of the title(s) you want to claim, and then click the claim button at the

bottom of the page:
Vendor . . QTY # No of Copies No of Parts N
Receive | PO# Name Title Author Publisher | Edition | Claim Ordered Pts Rewd Rewd ISxN | Price Invoice Price
YBP Library Gaiskill,
1020 Services Cranford. Elizabeth. @ 1 1 0.00 0.00
select all from all pages | (‘deselect all from all pages | [ select all from this page ) [ deselect all from this page
Actions ~ hide \

receive | create receiving || pay | receive and pay

This will bring up the Claim Information screen. If multiple items were selected to claim, OLE will
organize them by vendor.

Claiming Information

~ Vendors
Vendor Name
YBP Library Services

w Titles

Show | 10 j entries.

Cranford.

sv || oml || s

Rt

Showing 1 to 1 of 1 entries

Shewing 1 to 2 of 2 entries

Previous Next

claim cancel

Enter any notesin the Claim Note area, and click Claim. A success message is displayed in the top left
side of the screen below Claiming I nformation.

Note

If the user wishes to save or print alist of titlesto be claimed rather than complete the claiming
process for those titles at this time, the list can be saved via the Claiming I nformation screen
before claims are generated. Lists can be saved viaCSV, XML, or XLS. The user can then click
Cancel if they wish to not complete the claiming process.

Serials Receiving Transaction

_| Receiving . SERIALS RECEIVING
Search & Receive
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Serials Receiving Record Searc
Serial Receiving Transaction®

A Serials Receiving Record is used to receive, claim and otherwise manage individual issues of a serial
or continuing resource title (in a physical format, e.g., print or microform).

Note

Y ou must be a member of the role OLE-SELECT OLE_Serial-Receiving role to receive serials
and modify the serial receiving record.

Typically, for any currently-received serial or continuing resource, alibrary will use two records to store
holdings and other information about a current subscription:

1. An OLE Instance Record (always linked to a Bibliographic Record and in some cases linked to a
Purchase Order) with Extent of Ownership holdings statements for back issues of the title. Instance
Records may also contain Item Records. Each Item Record typically represents a bound volume (or
other gathering) of back issues (although Item Records may al so represent individual issues). The OLE
Instance Record shows the L ocation of al the holdings; an individual Item Record may contain its own
Location if it is shelved separately. The OLE Instance Record and its linked Serials Receiving Record
reflect the holdings of a single active subscription. If a serial ceases publication or the library cancels
a subscription, the Serials Receiving Record can be del eted.

2. A Serias Receiving Record linked to the OLE Instance Record for the same subscription to record
receipt of individual issues and show a Location for those issues that may differ from the Location in
the OLE Instance Record.

The library’s public user interface pulls holdings and location data from both records to present a
comprehensive display to end—users.

Note

The use of a Serias Receiving Record is completely optional and is not required. For example,
some libraries may simply use the OLE Instance Record's Extent of Ownership statements to
record holdings information and use the OLE Instance Record's public notes field to inform
usersif unbound issues are shelved separately from bound volumes. Use of the Serials Receiving
Record is recommended if a library continues to claim serial issues. If alibrary no longer has
an active subscription, no Serials Receiving Record is needed; retrospective holdingsistypically
recorded in the OLE Instance Record's Extent of Ownership statements along with Item Records
for each volume (or other gatherings) of any bound back issues.

Getting Started

Before proceeding with the creation of SerialsReceiving Records, staff should be ableto search and display
both Bibliographic and Instance Records and understand their purpose and content.

Note

For more information about performing DocStore searches, see Document Store Search.
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For moreinformation about the bibliographic editor, seethe OLE Guide to Describe and Manage.
Thisand other OLE user guides are available for download from the OL E Documentation Portal.

Creating/Updating a Serial Receiving Record

A Serials Receiving Record can be created from two placesin OLE: (1) an OLE Instance Record or (2)
the Serials Receiving Record Search interface.

Create a Serials Receiving Record Template from an Instance Record

fauali.

open library environment Deliver = Describe = Select/Acquire

1. From the Search Workbench, search for the title for which you wish to create a Serials Receiving
Record.

(] action list | (2 doc search(

Note

For more information about the Search Workbench, see the Search Workbench section in
Guide to the OLE Basic Functionality and Key Concepts.

2. Click the record title to display the bibliographic record and then select the desired Holdings Record,
i.e., theone used (or will be used) to record retrospective holdings for this subscription.

3

At the bottom of the Holdings Record display, click the e il Pecahing Becon

button.
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v Extended Information

Recelpt Status: Mot Beceived j

Access Information: Test Link

~ Holding Notes

Type:  Public j

Mote:

Create Sarials Aeceving Record | e e—

Submit Close Cancel Return to Search

Create a Serials Receiving Record Template from the Serials Receiving Record
Search Interface

1. From the Select/Acquire tab, under the Receiving menu, and listed below Serial Receiving, click
Receive to open the Serials Receiving Record Sear ch.
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Serials Receiving Record Search ¢

~ Search Conditions:

Search By: iTitle j Search Type:  All of these j Search For:
Operator: AND j
Search By:  1SSN j Search Type: | All of these j Search For:
Operator:  AND j
Search By: | Serials Receiving Record No j Search Type: Al of these j Search For:
Operator: AND j
Search By:  Looal Identifler j Search Type: | All of these j Search For:
Operator: AND j
Search By:| Purchase Order No j Search Type:| Al of these j Search For:
Operator: AND j

Saarch Clear

~ Search Results:

2

Select the search options and type in a search term. Click e
3. Fromtheresultslist, click Createto create anew Serials Receiving Record.

Whether you start with the OLE Instance Record or the Serials Receiving Record Search interface, the
template that displays after clicking the Create button will be the same.

152



Receiving Materials: Standard
Transactional E-docs

Document Overview

Serial Receivi n g Transacti ono Document Number: 3577 Document Status: INITIATED

Initiator: ole-quickstart Created: 01:24 PM 08/15/2014

Serials Receiving Record #:
* indicates required field

~ Serial Receiving record

Title: [OFADMOMM ISSN:
Author: OLPVHM7SG Publisher:
PO ID: Bib Record ID: 10000010
1007 Figlink.
Vendor Alias Name: - —— Vendor Name{* for claim): | vgp | jprary Services j
Instance Record: Call Number:
who-4 Reink
Bound Location: B-EDUC/BED-STACKS UnBound Location: Q
* Subscription Status: j Serials Receipt Work Unit:
Print Label: Public Display: &
Claim: Create Item:
Copy Number: Urgent Note: =
General Receiving Note: = Treatment Instruction Note: =
* Recelving Record Type: Main j Claim Information: #

~ Receive Enum/Chron Captions

Action Interval{* for claim): Action Date{* for claim]): [

Enumeration Chronology

L L2 L3 L4 L5 L6 L L2 L3 L4

T

» Notes and Attachments (0)

' Route Log

The main screen for the Serials Receiving Transaction document includes unique Serials Receiving
Record, and Receive Enum/Chron Captions tabs in addition to the standard Route Log tab that display
at the bottom of a document.

Note

For moreinformation about the routelog, see Route L og on the Guide to OLE Basic Functionality
and Key Concepts.

Serials Receiving Record Tab

The Serials Receiving record is a combination of information inherited from its linked Bibliographic,
Instance, and Purchase Order Records as well as data entered by the operator when creating the record.
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Note

OLE 1.6 assumes the use of MARC hibliographic records for describing serial or continuing
resource titles. OLE can store records in other formats but serials receiving features cannot be
applied to records in other formatsin thisrelease.

~ Serial Receiving record

Title: |I0FADMOMM
Author: OLPVHM7SG
PO ID:
1007 Relink
Vendor Alias Name:
vep Salect Vendor
Instance Record:
who-4 Aslink

Bound Location: B-EDUG/BED-STACKS
* Subscription Status: j

Print Label:
Claim:

Copy Number:

General Receiving Note: &

Main j

* Receiving Record Type:

Serials Receiving Record tab definition

ISSN:
Publisher:
Bib Record ID: 10000010

Vendor Name(* for claim): | ygp | jprary Services j

Gall Number:

UnBound Location: Q
Serials Receipt Work Unit:

Public Display:

Create Item:
Urgent Note: &=
Treatment Instruction Note: &
Claim Information: &=

Title

Description

Title

Display-only. Thetitle of thework, or the MARC 245 |ab, isinherited from
the Bibliographic record. Click the hyperlink to open the record in a new
tab or window.

Author

Display-only. The author of the work, or the MARC 100 |, is inherited
from the Bibliographic record. Alternatively, the field is blank.

Note

There is a bug (OLE-5273) to verify that we ware using
MARC 100, 110, or 111 fields.

POID

Display-only. The purchase order number from the Purchase Order. If a
purchase order was not linked to the OLE Instance, the field is blank.

Vendor Alias Name

If the vendor is inherited from the OLE Instance, the Vendor Alias will
display. To add or change a vendor, enter the Vendor Alias and click

Salact Vendor
Tip

Entering a vendor alias will aso populate the Vendor Name
field.

Note

See OLE-4858 for possible changes.

Instance Record

Thelocal identifier of the OLE Instance record. Click the hyperlink to open

the record in a new tab or window. Click
link to anew OLE Instance.

to search for and

Bound Location

The Location of bound materials inherited from the OLE Instance record.
Alternatively, the field is blank. This field can be edited for the public
display record.

Subscription Status

Select the Subscription Status from the drop down list.
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Note

The Serials Receiving Record's linked Instance Record has
afield labeled Receipt Status which uses the SAME values
as the Subscription Status in the Serials Receiving Record.
Assigning or changing a Subscription Status doesNOT affect
the Receipt Status and vice versa. Whether or not it should
isthe subject of OLE-5288 which will not be addressed until
OLE 20.

Print Label

Check the box if you want OLE to print a label each time an issue is
checked in. (Printers must be designated by operators.)

Claim

Check thebox if you plan to claim missing issues. If unchecked, the record
will never appear on the claim alert report.

Note

Claim alert reports are planned for a future release.

Copy Number

The Copy Number inherited from the OLE Instance record. Alternatively,
thefield is blank.

Genera Receiving Note

Optional. Free-text note field, which displays on the serials receiving
record, but does not require acknowledgment by the user. This note does
not display to the public user interface.

Receiving Record Type Select the Receiving Record Type from the drop down list. The default is
“Main."

ISSN Display-only. The ISSN of the work, or the MARC 022 |a, is inherited
from the Bibliographic record. Alternatively, the field is blank.

Publisher Display-only. The Publisher of the work, or the MARC 260 |abc, is
inherited from the Bibliographic record. Alternatively, the field is blank.

Bib Record ID Display-only. The Bibliographic record identifier for the work, or the

MARC 001 without the prefix, isinherited from the Bibliographic record.
Alternatively, thefield is blank.

Vendor Name (*for aclaim)

Required for claims. If the vendor isinherited from the OLE Instance, the
Vendor Name will display. To add or change a vendor, select a vendor
from the drop down list. Selecting a vendor name will aso populate the
Vendor Aliasfield.

Note

See OL E-4858 for possible changes.

Call Number

The call number inherited from the OLE Instance record. Alternatively,
thefield is blank.

Unbound Location

Thelocation of unbound material. Type an asterisk (*) or begin to type the
location code to produce a drop down menu of Locations.

Serials Receipt Work Unit

Optional. Enter awork unit for the serial.

Thisisaplace holder for future development. See OLE-3796 for details.

Public Display Box is checked, indicating that the serial receiving data will be displayed
to the discovery layer. Uncheck the box only if you do NOT want ANY
current receipt data to display in your public user interface.

Create Item Check the box if you want to be prompted to create a new Item Record in
the linked OLE Instance record each time an issue is received.

Urgent Note Optional. If text isentered in thisfield, it isdisplayed asadia og box when

the record is displayed. The box must be acknowledged before work can
continue.

Treatment Instruction Note

Optional. If text is entered in this field, it is presented in a dialog box
after an issue has been received i.e. special processing instructions such as
"Send to bindery immediately”. The box must be acknowledged before
the operator can continue.

Claim Information

Optional. A free-text note field for general information about claiming
which does not require acknowledgment.

Receive Enum/Chron Captions Tab
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~ Receive Enum/Chron Captions

Action Interval{* for claim): Action Date(* for claim): e

Enumeration Chronology

L1 L2 L3 L4 L5 L6 Li L2 L3 L4

e

Receive Enum/Chron Captionstab definition

Title Description

Action Interval (* for claim) Required for claims. Enter a number of days based on the frequency of
the title and local policy that can be used in calculations at the time of
receiving. For example, for a quarterly, the Action Interval may be 100
days.

Action Date (* for claim) Required for claims. A date calculated at the time of any individual issue
receipt by adding theactioninterval to today'sdate. The dateisrecal culated
for each individual receipt action, overwriting the previous action date.
Action Dates can be manually modified to overwrite the previous action
date.

Enumeration L1-L6 Enter a caption for each applicable level of enumeration, eg., L1—v.; L2
—no. Put brackets ([ ] ) around any caption that should NOT be used
when displaying an issue in the public user interface. If no captions apply,
leave blank.

Chronology L1-L4 Enter acaption for each applicable level of enumeration, e.g., L1—{[year];
L2—[month]. Put brackets ([ ]) around any caption that should NOT be
used when displaying an issue in the public user interface. If no captions
apply, leave blank.

Process Overview

Creating Main, Supplemental and Index Records
Libraries may create Serials Receiving Records for regularly published supplements and/or indexes as
well asthemainissues. Thisisentirely optional. [Libraries could, e.g., receive any supplementsor indexes
using the “ Special Issue” option (see below).]
To create arecord for another receiving record type:
1. Create a Serials Receiving Record for the first type you want.

2. Display thisrecord and change the Receiving Record Type to the desired one.

3. Thesystemwill refresh the record and allow you to enter an Action Date and Enumerati on/Chronol ogy
captions.

4. Click Save.

Updating an Existing Serials Receiving Record

Perform the following steps:
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4.

. Use the Serials Receiving Record Search interface to find the Serials Receiving Record. Or use Search

Workbench to find the appropriate I nstance Record from which to display the Serials Receiving Record.

. Select the appropriate Receiving Record Type.

. Make whatever changes are required. (Note: Action Date and Enumeration/Chronology are unique to

each receiving record type. Other data appliesto all of the types.)

Click the Save button at the bottom of the record.

Receiving an Issue, Supplement, or Index

Once you have created a Serials Receiving Record, you are ready to receive individual issues.

1.

Use the Serials Receiving Record Search interface to find the Serials Receiving Record. Or use the
Search Workbench to find the appropriate OLE Instance Record from which to display the Serias
Receiving Record.

. Select Main, Supplement or Index as required.

. If thisis the first issue to be received: type in the issue data in the blank field(s) directly under each

level of Enumeration/Chronology with a defined caption.

. If this is a subsequent issue to be received: type over any issue data from the last received issue but

leave alone any data that is the same, e.g., for a serial with volume, issue number, year and month, a
subsequent issue may need only the issue number and month changed; you would leave the volume
and year the same.

. Click Receive.

The system supplies an Action Date once you receive an issue. The Action Date is today’s date plus
the number of daysin the Action Interval.

Note

In futurereleases, if no activity occursin the record by the Action Date, the record will appear
on aclaims alert reports (provided that the Claim box is on).

Receipt Status “Received” and Receipt Date mm/dd/yyyy (i.e., today’s date) will be updated
automatically. OLE also records the receipt in the Receipt History that appears below the Enumeration/
Chronology information. The columns labeled “Enumeration” and “Chronology” show the issue-
specific data; notice that captionsin brackets ([ ] ) do NOT appear in the Receipt History.

A Public Receipt Note can be added for any individual issue as needed in the Receipt History. This
displaysinthelibrary’s public user interface.

By default, al issues are available for Public Display. Turn off as needed.
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~ Receive Enum/Chron Captions

Action Interval(* for claim): Action Date(* for claim):

Enumeration Chronology

L v L2 no. L3 L4 L5 L& L1 [year] L2 [month] | L3 L4
14 3 2014 March
s
~ Main Receipt History
Enumeration %  Chronology £ Receipt Date * Public Receipt Note % Public Display &

Detalls |\ 14m0.3 2014:March Received 08/15/2014 [c] unreceive
Detalls |y 1ano2 2014Feb Received 08/15/2014 ] unreceive
Detalls |\ 14101 2014-dan Received 08/16/2014 ] unracaive

Showing 1 to 3 of 3 entries
Previous Next

Select All Deselsct All

Receiving a Special Issue

For any unexpected issue, you may record receipt by using the Special 1ssue feature.
1. Use the Serials Receiving Record Search interface to find the Serials Receiving Record. Or use the

Search Workbench to find the appropriate OLE Instance Record from which to display the Serials
Receiving Record.

2.
Special Issue
Click the button to display a special window.

3. Typein descriptive information in the note field.

4. Click the Receive button within the window.
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Any receipt using the Special Issue button places the issue in the Main Receipt History as the last-
received issue and any descriptive information typed into the Special Issue window is put into the
Enumeration column of the resulting Receipt History. The system supplies an Action Date once you
receive an issue. The Action Date istoday’ s date plus the number of daysin the Action Interval.

Note

In futurereleases, if no activity occursin the record by the Action Date, the record will appear
on aclaims alert report (provided that the Claim box is on).

Receipt Status “Received” and Receipt Date mm/dd/yyyy (i.e., today’s date) will be updated
automatically.

By default, all issues are available for Public Display. Turn off as needed.

Deleting a Serials Receiving Record

If asubscription for aserial or continuing resourceis canceled or thetitle ceases publication, libraries may
wish to delete the Serials Receiving Record as no longer needed. This is not a requirement but a local
decision, Serials Receiving Records could remain in OLE indefinitely.

Before deletion, libraries should verify that complete holdings datais entered in the linked OLE Instance
Record’s Extent of Ownership statement(s). Any individual issues would also typically be bound or
otherwise gathered and represented by an Item Record. Additionally, thelibrary could suppressthe Receipt
History information fromits public user interface by setting the Serials Receiving Record’ s Public Display
option to “no” by unchecking the Public Display box.

To delete a Serials Receiving Record, perform these steps:

1. Usethe Serials Receiving Record Search interface to find the Serials Receiving Record. Or use Search
Workbench to find the appropriate Instance Record from which to display the Serials Receiving Record.

Delete
Click the button that appears at the bottom of the record.

3. The system responds with a message indicating that the record has been successfully submitted.

In OLE, clicking Delete on a Serials Receiving Record sends a deletion request to a designated
staff operator, one with the role of OLE-Select Operator, who can approve/disapprove the request. If
approved, the Serials Receiving Record remains online but is locked and cannot be used for receiving.
If disapproved, the system locks the Serials Receiving Record on which the delete request was made,
but makes a second copy which can be used as before.

Business Rules

When creating a Serials Receiving Record, required fields are marked with an asterisk ( * ). In addition,
the following logic applies.

« If the Claim box is checked, you must have aVendor Name /Vendor Alias AND an Action Interval.

* The system supplies an Action Date once you save the record. The Action Dateistoday’s date plusthe
number of daysin the Action Interval.
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Note

In afuture release if no activity occursin therecord by the Action Date, the record will appear
on the No Serials Receipt Activity Report (provided that the Claim box is checked).

An operator can change the Action Date by typing over the date (or clicking the calendar icon T and
selecting adate) and then clicking the Save button.

» A SerialsReceiving Recordislinked to an OLE Instance Record whichinturnislinked to abibliographic
record of any type; an OLE Instance Record can aso be linked to a Purchase Order. There is no
requirement that the bibliographic record must be coded asa“serial” or “continuing resource”, etc. nor
does there have to be an open Purchase Order in order to create a Serials Receiving Record.

Note

A Serials Receiving Record cannot be linked to an E-Instance Record.

» An OLE Instance Record can have only one Serials Receiving Record athough it can be in three parts
to alow for receiving different issue types of the same serid title: Main run issues, supplement issues,
and index issues. Creating Serials Receiving Records to receive supplements and indexesis completely
optional. For example, alibrary could choose to use the " Special 1ssue” receipt option for anything that
was not a main-run issue.

« If alibrary hasmultiple subscriptionsto the sametitle, it must create an OLE Instance Record and a Serial
Receiving Record for each subscription—even if the multiple subscriptions go to the same location.
There is no method for receiving two or more subscriptions on the same Serials Receiving Record.

* Issues as shown in the Receipt History—along with the Unbound Location—are available to be
displayed in alibrary’s public user interface. This data, as well as data from the linked OLE Instance
Record’ s Extent of Ownership statement(s), Location(s), and Item Record information, is available for
display inalibrary’s public user interface which controls HOW the datais presented to public users.

Routing

By opening thistab, operators can see audit trail information regarding the history of therecord. In addition,
if an operator has clicked the Delete button to delete the entire Serials Receiving Record, the document
routes to the role OL E-Select Operator for approval.
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Chapter 6. Fund

Fund Balances

BUDGET ADJUSTMENT
Create
Search

TRANSFER OF FUNDS
Create

On the Select/Acquire tab, the Fund submenu provides access for users to import manage library funds.

General Ledger

The General Ledger (GL) contains numerous processes that ensure that OLE runs correctly. For users
processing e-doc transactions, the most apparent of these processes are the generation of offsets and the
posting of transactions to the balance tables. Other important General Ledger processes are less apparent
to users. These processes ensure that transaction data are valid, that capitalization entries are created, and
that indirect cost recovery and cost sharetransfersoccur. OLE also offersrelated features such as sufficient
funds checking and flexible offsets for institutions that want to utilize this functionality.

OLE will apply encumbrances and expenses to the General Ledger as a result of OLE implemented
functionality for encumbrances, expenses, budget adjustments and transfers of funds. Real-time GL
posting is made available, with certain GL entries updating their status through nightly “batch jobs”.
Requisition

» No GL entriesfor thisform of “pre-order”

Purchase Order, Purchase Order Amendment, other forms of PO

» A final, “approved” Purchase Order will apply an encumbrance to the General Ledger as “pending”.
During nightly batch jobs, the pending entry goes to “final”. Pending GL entries will be visible on the
PO’ s General Ledger Pending Entriestab, and be reflected in balance inquiries when “ pending” or “all”
transactions included.

» Sample: pending GL entry from approved PO with default (OL E Sample Data/object code 9892- RESV
OUTSTANDING ORDR EXTRNL ENCUMBRNCES, Credit offset to the purchase order Debit)
Offset- not yet processed through nightly batch job

General Ledger Pending Entries ~ hide

S — ]
Seq # Fiscal Year Chart Account Number Sub-Account Object Sub-Object Project Doc Type Balance Type Obj. Type Amount b/Cc
1 2012 BL o474z |- 7112 T e—— oLe o ex lee 175.00 B
2 2012 B zsarasz |- 9852 R S— oLe ro E3 e 179.00

Notes and Attachments (0) ¥ show

Ad Hoc Recipients » show

|-
Route Log ¥ shaw
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» Sample: PO that has processed to nightly batch job- no pending GL entries

e e e P Choe] \

General Ledger Pending Entries &

Notes and Attachments (1)

[show] \
Ad Hoc Recipients [show] \
[bsmow] \

Route Log

Payment Request

* AsSPREQ's are payments to vendors, any PREQ created with accounting lines will post to the GL as
“pending” whether it has completed workflow or not (unlike PO which must be final/approved).

» PREQ will reverse the encumbrance, as noted on the e-Doc, and apply the expense immediately.

* Nightly batch jobs will take approved PREQ’s to fina status, and also apply liabilities to the balance
sheet.

» Sample, PREQ with relieved encumbrance:

» Sample: General Ledger Pending entries on approved PREQ (encumbrance and initial offset from PO
are reversed. Expense applied with offset to Acct Payable/liability object code 9041):

General Ledger Pending Entries [whmee] \

General Ledger Pending Entries &
Seq # Fiscal Year Chart Account Number Sub-Account Object Sub-Object Project Doc Type Balance Type Obj. Type Amount D/c

1 feore o psazame T R — lolepreg  JEx
2 |zmis m sarass e 5852 olepreg  ex
s feore A poazame 7110 R — ole preg — |ac
2 o2 e asazasz e 20e1 R e loe preo lac

179.00
175.00
179.00
179.00

1= R 8 IR

BICIEIG

Notes and Attachments (0)

=

ot
Ad Hoc Recipients. ¥ show
ot

Route Log

Fund Lookup

(ST i , Fund solnces Fund Lookup

Note

Future enhancementsareto be made to the Fund L ookup. See OL E-2824: Custom A ccount Query
Dashboard.

Fund Lookup alows Libraries to monitor funds to ensure there are adequate balances available for
encumbering and invoicing. Fund Lookup is also used to anayze alocations, encumbrances and
expenditures.
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Fund

Ole Fund Lookup

0Ole Fund Lookup

\

Keyword :

* Chart Code:

Organization Code:

* Account Number:

* Object Code:

Fiscal Year:

Active Indicator:

=R T T T ]

Search Results

search

clear

The system returns a list of funds with balance, encumbrance and expense information. There is no drill
down available from thisinquiry. Below is only asmall sampling of results.

Chart | Account |, N Organization Object Cash Free | Intial Budget Net E b Sum Paid |Sum Unpaid % % Expended
Code | Number = £ccountName Code Code balance Balance| Allocation |Allocation SRSUMBFANces| 7, gices | Invoices |Expended &
Encumbered
BL PBRDAFE  |Drodie African LACQ EBOK  |0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Studies E-books
Brodie African
BL PBRDAFE Studies E-books LACQ EBOK 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Brodie African
BL PBRDAFE Studies E-books LACQ EBOK 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
BL PBRDAFE  |Drodie African LACQ EBOK  |0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Studies E-books
Brodie African
BL PBRDAFE Studies E-books LACQ EBOK 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Brodie African
BL PBRDAFE Studies E-books LACQ EBOK 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Title Description
Chart Code Required. A unique identifying code assigned to a chart. (Chart of

Accountsis a reporting structure to group accounts and financial activity
together in one set of workbooks, or documents, within OLE.)

Y ou cannot use a wildcard when searching on thisfield.

Account Number

An account is used to identify a pool of funds assigned to a specific
univeristy organziational entity for a specific purpose.

Account Name

Thefamiliar title of an account.

Organization Code

The Organization defines the entites representing units at many different
levels within the institution (for example, a department, a responsibility
center, or acampus).

Object Code

The Object Code represents all expense classifications that are assigned to
transactions and help identify the nature of the transaction. Object codes
are specific to a chart and a fiscal year and contain several attributes for
financial reporting at the detail and consolidation levels.
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Cash Balance Thisisthe Total Allocations minus Sum Paid Invoices.

Free Balance This is the Total Allocations minus Encumbrances, Sum Paid Invoices,
and Sum Unpaid Invoices.

Initial Budget Allocation Thisis the amount available to be spent on this budget.

A university will commonly budget operating fundsfor library acquisitions
in one lump sum. The library then commonly subdivides that money into
smaller chunks, according to the perceived needs of its users. The most
common ways to subdivide the collection budget are:

by school or administrative unit -- $X for the School of Medicine, for
instance, $X for the School of Arts and Sciences, $X for the Business
Schooal, etc.

by subject -- with thelibrary deciding how many subject fundsto subdivide
the money into

by material type -- dividing the budget among monographs, print serials,
e-serials, other e-resources, rare materials, etc.

or by acombination of these categories.

Net Allocation Total of al alocations.

Encumbrance Thisisthe total of al Requisitions/Purchase Orders charged to this Fund
that have not been invoiced or paid.

Sum Paid Invoices Thisisthetotal of al paid invoices charged to this Fund.

Sum Unpaid Invoices Thisis the sum of invoices that have been created but not approved.

% Expended Thisis the percent of the amount allocated that has been expended.

% Expended and Encumbered This is the percent of the amount allocated that has been expended and
encumbered.

Flexible Offset Options

OLE uses the Offset Generation table inherited from KFS to generate appropriate offsets for transactions.
Thistable indicates the object code used in offset generation, based on the transaction's chart, fiscal year,
document type, and the balance type it affects. Offsets are generated automatically by a OLE e-doc or in
'Scrubber' during GL processing (i.e. batch jobs).

Normally, offsets are applied to the same account as the transaction that generated the offset. But OLE has
a flexible offset feature that allows institutions to have offset entries applied to different accounts. This
OLE feature includes two functions:

* Flexible banking offset

* Flexible offsets by account

Note

Offsets and full General Ledger functions in OLE will continue to be reviewed with Select &
Acquire teams as we continue to build queries and budget functionality.

Flexible Banking Offsets

Document types that require a user to specify a bank account number (such as the Advance Deposit
or Credit Card Receipt documents) can apply offset entries to a special account associated with this
bank account number. If the ENABLE BANK_SPECIFICATION_IND parameter is set to 'Y, an
additional set of cash entries is created to a designated accounting string (chart, account, sub-account,
object code, and sub-object code) defined in the Bank document. These entries occur in addition to
the normally generated cash offsets created to balance a set of transactions. In effect, they reclassify
the generic cash entry to a bank-specific cash entry for reconciliation and tracking purposes. If the
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ENABLE BANK_SPECIFICATION_IND parameter is set to 'N,' the normal balancing cash entries are
created but the reclassification of cash to a bank-specific entry is not performed.

This option allows the user to specify the document types on which a bank code should appear.
This information, which is specified in the BANK_CODE_DOCUMENT _TYPES parameter, alows
you to specify bank information on additional document types that creste disbursements or record
revenue. A default Bank Code value should be established for each document type by using the
DEFAULT_BANK_BY_DOCUMENT_TY PE parameter.

Flexible Offsets by Account

This option allows OLE to redirect offset entries for an account to another specified account. It allows
OLE to accommodate tracking offsets such as cash or liahilitiesin central designated accounts as opposed
to tracking such offset entriesin every account. The Offset Account document identifies the offset account
for an object code and account number combination.

If the offsets by account option is enabled within the parameter USE_FLEXIBLE_OFFSET_IND, OLE
goes through a special processin e-docs and in 'Scrubber' during GL processing to determine the account
that the offsets should be made to for a given transaction.

When the flexible offsets function is enabled, generation of offsets on e-docs occurs as follows:

4. The offset object code is defined in the Offset Definition table.

5. The object code and account number are searched from the Offset Account table.

6. If amatchisfound in the Offset Account table, the offset is made in the offset account defined there.
7. 1f no match isfound, the offset is made in the same account on which the original transaction occurred.
Generation of offsetsin 'Scrubber’ when the flexible offsets function is enabled occurs as follows:

8. 'Scrubber' looks up the document type for a transaction in the Document Type table.

9. 'Scrubber' checks the document type of the entry against the document types defined in the parameter.

* OFFSET_GENERATION_DOCUMENT_TYPES: If the document type is found in this parameter,
‘Scrubber' does not generate offsets for this entry. This ensures that document types that should
not generate offset entries (like journa voucher) do not have offsets generated during 'Scrubber'
processing.

« DOCUMENT_TYPES REQUIRING_FLEXIBLE_OFFSET_BALANCING_ENTRIES: If the
document type is found in this parameter, 'Scrubber' generates offsets even if the document type
appears to be balanced. This alows 'Scrubber' to generate the proper flexible offsetsfor transactions
that originate outside of OLE.

10.If you are using flexible offsets (parameter USE_FLEXIBLE_OFFSET_IND is set to 'Y"), 'Scrubber’
checks the document type against those found in the parameter.

11.If 'Scrubber' determines in the previous steps that an offset is to be generated, it determines the
transaction's offset object code using the Offset Definition table.

12.1f you are using flexible offsets (parameter USE_FLEXIBLE_OFFSET_IND is set to 'Y"), 'Scrubber’
searches for the object code and account number in the Offset Account table.

13.If amatch isfound in the Offset Account table, the offset is made in the offset account defined there. If
no match is found, the offset is made in the same account on which the original transaction occurred.
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Budget Adjustment Search

EEETE) . runa  BUDGET ADJUSTMENT _ o search

OLE offers a customized document search related to budget adjustments. The search screen contains the
standard search fields along with special fields that are unique to this type of e-doc.

Note

For information about performing a search for one or more requisitions, see Performing Searches
on Financial Docs on the Guide to OLE Basic Functionality and Key Concepts

Note

For information about Document lookup fields that are specific to requisitions, see “Document
Layout” under Requisition.

Budget Adjustment

_BUDGET ADJUSTMENT _ & create _ Budget Adjustment

The Budget Adjustment (BA) document is used to record income and expense transactions not processed
through other e-docs, against an existing budget. It can be used to modify a base budget, a current budget
or both. It is afinancial planning tool that allows an organization to adjust the current and base budget
figures for a given account as circumstances may change throughout the fiscal year. It may be used to
create a budget for a new account established after the beginning of a new fiscal year.

In OLE, aBA document is normally used to:

* establish budget linesin new accounts created after the fiscal year begins
» make long-term adjustments to the base budget

« reallocate current budget as necessary throughout the fiscal year

« transfer funds from one general fund account to another

The document allows for the establishment of monthly budgeted amounts for users that wish to maintain
budget information at thislevel.

Note

Budget Adjustments continue to be reviewed for OLE use.

Document Layout

The BA document only hasthe standard financial transaction document tabs and does not have any unique
tabs. Two field exceptions are the Year field in the Document Overview tab and the Monthly Lines
section in the Accounting Lines tab, which are explained later in this section.
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Note

For more information about the standard tabs, see Standard Tabs on the Guide to OLE Basic
Functionality and Key Concepts.

Budget Adjustment [Z] | pochbr 3275 | status: [mmiaten
| Initiator: ‘khunt\agl Created: ‘04115 PM 08/09/2009

expand all | collapse ail

* required field

 Document Overview L

Document Overview

* Description: “

Org. Doc. #: ||

Financial Document Detail

* Year: | 2009 - |[_refresh ) Total Amount:

Accounting Lines i
Accounting Lines | | hide detail
From/Decrease
* Chart * Account Sub-Account * Object Sub-Object Project Organization 3
Code Number Code Code Code Code Reference Id CarneniAmt HoseAme Actions
N 19 e (A | — Y — [0.00 @
add:
Monthly Lines * 5w |
To/Increase import lines
* Chart * Account Sub-Account * Object Sub-Object Project Organization .
Code Number Code Code Code Code Reference Id CurentiAmt i i
- a a a) a N [0.00 o
add:
Monthly Lines *show | =
General Ledger Pending Entries \
Notes and Attachments (0) \
Ad Hoc Recipients \
Route Log s
(_submit | save | blanket approve | close | cancel | copy )

Document Overview Tab
The Document Over view tab includes one unique field called Year.

BA Document Overview tab definition

Title Description

Required. Select the fiscal year this adjustment should apply to from the Fiscal Year list. Most
budget adjustments are made to the current fiscal year but in some cases you may be able to choose
afiscal year that has not yet begun.

Year

If you change the fiscal year, click - "™®™sh | to make sure that all the fields on the document are
availablefor that fiscal year. For example, you might not be able to do base budget changes to a particular
fiscal year. Clicking refresh assures that the system disables fields that aren't valid for that year.

Accounting Lines Tab

The Accounting Lines tab in the BA document is aso different from the other financial transaction
documentsin that it has the Monthly Lines section that can be expanded by clicking show.
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: Accounting Lines [~ hide | \
Accounting Lines
From/Decrease fiimsr g
* Chart * Account | Sub-Account * Object | Sub-Object | Project | Organization :
‘ Code Number Code Code | Code | Code | Reference Id i Y i
| - & :|_ a e ”_ a !y— Rili [o.00 o
|Monthly Lines ~ fide | | (=
‘i Month 01 Line Amount ”Mni | Month 02 Line Amount oo [
o ; Month 03 Line Amount 000 \ Month 04 Line Amount oo |
| Month 05 Line Amount |hm07 Month 06 Line Amount oo |
1 Month 07 Line Amount ”D[}Di Month 08 Line Amount oo |
} Month 09 Line Amount !!Moi Month 10 Line Amount  [000
} Month 11 Line Amount !!I}m}i Month 12 Line Amount 000 |

To distribute an accounting lines current budget amount into monthly periods, click on the

Monthly Lines section.

This opens a series of twelve monthly periods where you can specify how much of the current amount for
this account line should be distributed to each month. Thetotal of all monthly distributions must equal the

total current amount for this accounting line.

Use of the From/Decr ease section automatically decreases the budget associated with the account, sub-
account, and object code combination entered. The current budget, base budget, or both may be affected.

Note

Many OLE libraries will not need to use “base” budgets, unless they anticipate needing to track
changes between an expected budget and the actual amount allocated. Libraries not needing base

budgets can just use the “ current” budget to track their allocations.

Use of the To/lncrease section automatically increases the budget associated with the account, sub-
account, and object code combination entered. The current budget, base budget, or both may be affected.

Note

The From/Decrease and To/lncrease sections do not contain totals. Increases and decreases
must balance in the document with relation to object code typesin order to route the document.
This rule applies to the From and To sections affecting the current changed amount(s) and the
From and T o sections affecting the base changed amount(s).

tion Reference 1d

Base Amt

Actions

Current
5,000.00

Tip

Try This Budget Setup:

1. Instead of typing in many accounting detail lines, users can use the BA spreadsheet template
viathe “Import Lines’ option.

168




Fund

2.

3.

8.

Simply fill in all accounting lines with required Chart, Account, Object, and Amounts

Import into the BA (or Transfer) documentsin lieu of manual typing.

BA-YEBA Import template

Chart Code | * Account Number | |__* Obj: I i I i | ization Reference Id | Current Amt Base Amt Actions
WEE s [ s s [ 5 ] S | oo :
Manthly Lines * shov | [ Object Code for New FromvDecrease Line | H
e [Crossarie] Naii shusen [ [ ancaimpor |
2 |__* Account Number | i I 7 I | ization Reference Id Current Amt Base Amt Actions
— [ & 1D & & @ s I Bl
|Monthly Linesl* show | |

" Click \_S4BMIt ] o ("blanket approve |

. Review the General Ledger Pending Entriestab.

. Review the Route L og tab.

. The document is routed to the fiscal officer for each account used in the Accounting Lines.

The Route Status shows 'ENROUTE'.

Appropriate fiscal officers and organization reviewers approve the document.

Income Stream Adjustments

If aBudget Adjustment involves two or more accounts with different Income Stream Accounts, OLE can
be configured to create an automated Transfer of Funds transaction to properly adjust cash between those
Income Stream accounts. This Transfer of Funds is generated by OLE after the Budget Adjustment is

approved and does not route for approval itself.

(Note: many OLE libraries may choose not to track income streams, in which case this feature will never

be invoked.)

Process Overview

Business Rules

* Only accounts that have the recording level attribute of 'Budget’ accept budget adjustment transactions.

The budget adjustment document cannot be used on a cash control (non-budgeted) account.

Note

If you only plan to track budgeted funds in OLE, you can set up all your accounts with a
recording level attribute of '‘Budget'.

» Negative amounts are not allowed except when using the Error Correction option.
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Note

For information about the error correction, see Correcting Errors After Approval on the Guide to
OLE Basic Functionality and Key Concepts.

* Increases and decreases must balance in the document with relation to object code types. Increasesin
income may be balanced by decreasesin other income lines or by increasesin expenditures. Decreases
in income may be balanced by increases in other income lines or by decreases in expenditures. Similar
logic appliesto changesin expenditures

 If Base Adjustments have not been enabled for the selected Fiscal Year on the document then base
changes are not allowed.

» The fund group and sub-fund group attributes on an account contain an attribute (Budget Adjustment
Restriction Code — BARC) for determining how budget adjustments within that group can be made.
These attributes limit the mixing of accounts on the same BA documents.

* BARC vauesfor fund group are: C (Chart), O (Organization), A (Account), or F (Fund).

* BARC values for sub-fund group are: C (Chart), O (Organization), A (Account), S (Sub-Fund), or N
(None).

« |If the BARC value of the sub-fund group is hone, the BARC value of the sub-fund group’ s parent fund
group appliesto the account.

» The budget adjustment applies the following rules using these values:

« |If an account on the BA has an effective BARC of Account, then no other account can be used on that
Budget Adjustment document, i.e. all adjustments (increases/decreases) must be to the same account.

* If an account on the BA has an effective BARC of Organization, then the only other accounts on
that Budget Adjustment document must belong to the same Organization, i.e. allowing adjustments
among accounts in the same organization.

« If anaccount on the BA has an effective BARC of Chart, then the only other accounts on that Budget
Adjustment document must belong to the same Chart, i.e. alowing adjustments across accounts
belonging to different Organizations but within the same Chart.

« If an account on the BA has an effective BARC of Sub-Fund, then the only accounts on that Budget
Adjustment document must belong to the same Sub-Fund Group, i.e. allowing adjustments across
accounts belonging to different Organizations and Charts but with the same Sub-Fund Group Code.

« If an account on the BA has an effective BARC of Fund, then the only accounts on that Budget
Adjustment document must bel ong to the same Fund Group, i.e. allowing adjustments across accounts
bel onging to different Organizations and Charts and Sub-Fund Groups but with the same Fund Group
Code.

The use of certain balance sheet object codes and certain object sub-types may be prohibited according
to your institution's business rules.

Routing
The BA document is approved asfinal by the initiator if the following conditions are met:
» The document only adjusts a single account

» The document only adjusts current budget amount
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» Thelnitiator isthe fiscal officer for the account

e The total decrease amount is not greater than the current budget balance for the object code being

decreased

« If previous conditions are not met, the document continues with standard financial document routing,

based on the account numbers used on the document as follows:

» Thefiscal officer for each account must approve.

 Organization review routing occurs for the organization that owns each account.

 Sub-fund routing occurs based on the sub-fund of each account.

The document status becomes 'FINAL' when the required approvals are obtained and the transaction is

posted to the G/L during the next G/L batch process.
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Initiating a Budget Adjustment Document

1. Select Create Budget Adjustment from the Funds section of the Select & Acquire menu.

A blank BA document with a new document ID appears.
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2. Complete the standard tabs.

Note

For information about the standard tabs such as Document Overview, Notes and
Attachments, Ad Hoc Recipients, Route Log, and Accounting Lines tabs, see Standard
Tabs on the Guide to OLE Basic Functionality and Key Concepts.

3. Click submit

The document is routed to the fiscal officers of the accounts as well as any approvers in the
Organizational Review hierarchy.

4. Review the General Ledger Pending Entriestab.

5. Review the Route L og tab.

Note

For information about the Route Log tab, see Route Log on the Guide to OLE Basic
Functionality and Key Concepts.

6. Appropriate fiscal officers and organization reviewers approve the document.

Note

For more information about how to approve adocument, see Workflow Action Buttons on the
Guide to OLE Basic Functionality and Key Concepts.

Transfer of Funds Search

BT . runa  TRANSFER OF FUNDS 9 search

OLE offers a customized document search related to transfer of funds. The search screen contains the
standard search fields along with special fields that are unique to thistype of e-doc.

Note

For information about performing a search for one or more requisitions, see Performing Searches
on Financial Docs on the Guide to OLE Basic Functionality and Key Concepts.

Note

For information about Document lookup fields that are specific to requisitions, see “Document
Layout” under Requisition.

Transfer of Funds

Select/Acquire N Fund

,BUDGET ADJUSTMENT _ @ create _Transfer Of Funds
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The Transfer of Funds (TF) document is used to transfer funds (cash) between accounts. The TF could be
used to cover an overdraft, reimburse an account for an expense, or to fulfill afunding commitment.

Document Layout

The TF document has only the standard financial transaction document tabs and does not have any unique
tabs of its own.

Transfer Of Funds (7]

Note

For information about the standard tabs such as Document Overview, Notesand Attachments,
Ad Hoc Recipients, Route L og, and Accounting L ines tabs, see Standard Tabs on the Guide to
OLE Basic Functionality and Key Concepts.

Doc Nbr: |3250 Status: INITIATED

Initiator: akunkel| Created: 09:09 AM 08/23/2009

expand all_| collapse all

= required field

(" Document Overview

Document Overview

Org. Doc. #: ||

Total Amount: |

Accounting Lines nge] \
Accounting Lines | | hide detail |
From
[ *Chart | * Account Number | Sub-Account * Object |  Sub-Object | Project |__OrgRefId | *Amount | Actions
ad: | - [ & —_— e s [ 1® \ | v | [em]
To | import lines |
| *chart | * Account Number | Sub-Account * Object | Sub-Object | Project | orgRefid | *Amount |  Actions
add: | - 1 — & s I “— B ”— B | ||—nuu | [add |
General Ledger Pending Entries [ show |

Notes and Attachments (0)

=]
2

L

Ad Hoc Recipients sho

%
Dsnow]  \
X
i

Route Log show

Process Overview

Business Rules

There must be at |east one accounting linein the From section and one accounting linein the T o section.
Thetotal in the From section must equal the total in the To section in the Accounting Lines tab.

$0 accounting line amounts are not allowed.

Negative amounts are not allowed (unlessit is an Error Correction TF).

OLE automatically generates cash object code offset entries as defined by the information entered into
the document.

Object codes representing assets, liabilities, and fund balances (as indicated by the object code's object
consolidation) may not be used.

The Object code restrictions are as follows.

Restricted object type codein the Transfer of Funds document

Object Type Codes

| Description Restrictions
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ES Expense Not Expenditure

Unallowable

IC Income Not Cash

Unallowable

» The object sub-types used must be sub-types of mandatory transfers and non-mandatory transfers.

» From accounting lines with an object sub-type of mandatory transfer must balance with T o accounting

lines with an object sub-type of 'Mandatory Transfer'.

» From accounting lines with an object sub-type of non-mandatory Transfer must balance with To
accounting lines with an object sub-type of 'Non-Mandatory Transfer'.

Routing

The document routes based on the account numbers used on the document as follows:

» Thefisca officer for each account must approve.

» Organization review routing occurs for the organization that owns each account.

 Sub-fund routing occurs based on the sub-fund of each account.

The document status becomes 'FINAL' when the required approvals are obtained and the transaction is

posted to the G/L during the next G/L batch process.
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Initiating a Transfer of Funds Document
7. Select Create under Transfer of Fundsin the Fund submenu on the Select/Acquir e tab.
A blank TF document with a new document 1D appears.
8. Complete the standard tabs.

All accounting lines in the To section generate credits and all accounting lines in the From section
generate debits.

Note

For information about the standard tabs such as Document Overview, Notes and
Attachments, Ad Hoc Recipients, Route Log, and Accounting Lines tabs, see Standard
Tabs on the Guide to OLE Basic Functionality and Key Concepts.

a. Use sample Accounts & Objects in the Appendix, such as moving $$ from Account 2947496 to
2947490 (note: using Non-Mandatory Object Sub-Type, TN, with specialized Object Codes for
Transfer In and Transfer Out)

Doc Nbr: 2456 Status: |PROCESSED
Transfer Of Funds 5 ‘ ‘ | ‘ ‘
| tnitiators sle-khuntie,| Created: 04143 PM 04/13/2012]

( Document Overview

Document Overview

P e B ey e oY = e et ra et K ”
—
omber z

[Shae]  \

[oxpanasi ] [compsean
* required field

Organization Document Nu

| Project | Org RefId

. = I I * Ameun
1 ‘& 2947496 ‘ ‘1599 ‘ ‘ ‘ ‘muu.w ‘
Fo— o

Total: 1,000.00

I * Chart I e I Sub-Account I * Object I Sub-Object I Project | Org Ref 1d I * Amount I Actions
Bl .0

HIRGIRERE
)

((error correction ) (_send ad hoc request | (close | (_copy

b. Or from Accounts 2947486 to 2948482 (both of object code 7112 Monographs, with object sub-
type of TN-Non Mandatory Transfer)

9 Click (_submit )

10.Review the General Ledger Pending Entriestab.
The pending entries include the offset generation to cash or fund balance object codes.
11.Review the Route L og tab.

The document is routed to the fiscal officer for each account used in the Accounting Lines. The Route
Status shows 'ENROUTE..

Note

For more information about the Route Log, see For information about the Route L og tab, see
Route L og on the Guide to OLE Basic Functionality and Key Concepts.
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12 Appropriate fiscal officers and organization reviewers approve the document.

Note

For more information about how to approve adocument, see Workflow Action Buttons on the
Guide to OLE Basic Functionality and Key Concepts.
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Chapter 7. Licensing Overview

The Licensing process in OLE includes a back and forth negotiating process between the licensing
institution and the electronic resource vendor to set the final terms of the license contract. Thisisintended
to be completed whenever appropriate during the electronic resource acquisition process. OLE will store
notes, data and attached documents from this licensing period in an electronic document, or e-doc, called
aLicense Request.

Licensing workflows are a variable part of the electronic acquisitions process. Some resources do not
requirealicenseat all and can be used withinthe guidelines of copyright law, while othersrequire extensive
negotiation of business and licensing terms. In general, the licensing process consists of

* Requesting a standard license from a publisher for a resource
* Assigning the license to a“shepherd” or license owner
» Comparing the license with standard requirements established by the institution and/or library

» Back and forth negotiation with the publisher / library administration to modify license language if
necessary.

« If approval, final signatures from both parties.
* Storing final license document (generally a PDF) in OLE.

» Coding machine-readable interpretation of license termsin OLE via alicense editor (will be stored as
ONIX-PL in the Doctor). Note that thisfinal step is planned for afuture release.

The documents and workflows in the Licensing sub-module will allow authorized users to gather
information on available terms, store reference materials from providers, track and record external
communications or “events,” and trace internal reviews, approvals, and signatures/signed agreements.

Note

In order to work efficiently in the system’s Licensing screens, you need to understand the
basics of the user interface. For information and instructions on logging on and off, navigating,
understanding the components of screens, and performing basic operationsin the screens, seethe
OLE Basic Functionality and Key Concepts.

Licensing e-documents

OLE Licensing utilizese-documentsand X ML documentsto storeinformation about the Licensing process
and al internal and external negotiations and communications. Initial OLE licensing will utilize:

» E-Resource Record to initiate licensing workflows by auto-creating the License Request when
requested.

 License Request e-doc captures critical information and communication that takes place during vendor
negotiations. It is used to create an ingtitutional workflow for the license negotiation process.

« Agreement Documents (title lists, sample contracts, signed license, etc.) are externa files that can
be attached to License Requests
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» ONIX-PL Agreement isused to record theinterpreted terms of the license in amachine-readableformat.
Note that the Agreement is not available in the interface in 1.6, but the underlying infrastructure to
import and store these documents has been created.

» Maintenance Documents & Code Lists

A License Request might be initiated for acquisitions of new titles, renewals of existing titles, or making
changes to previous Agreements (amendments). OLE 1.6 provides for a License Request generated from
an E-Resource Record as part of the acquisitions process. Future releases may address licensing for
Addendums, Renewals, and Trialsin more detail.
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Chapter 8. Standard Licensing E-Docs

i Agreement
—  License Reguest
e Licensing = Manage Checklist

Onthe Select/Acquir e menu, the Licensing submenu allows usersto view and maintain Licensing E-Docs.

Agreement

_ Licensing
_ Agreement Search

> 4 Agreement |

Warning

License Agreements are not currently functioning. Thisis aplaceholder for the work in progress.

Initiate License Workflow

] & E-Resource
Select/Acquire S Electronic Resources > & E-Resource Search

In OLE, licensing and License Requests can be initiated from an E-Resour ce Record on the Select/
Acquiretab.

Start New License
When creating an E-Resource record, a user must click to start the

licensing workflow.

Start New License

~ Overview
Name: test Publisher: OLE 1
Identifier:
Status: In-Process  Platform ISBN/ISSNs:
Provider:

Status 2014-07-28 Vendor GOKb

Date: Name: Identifier:
~ Licenses

Document License Request License Request Last License Start  License End
Id Licensor Status Modified Date License Title Attachments  Date Date
3580 License Needed 07/28/2014 05:17 PM LicenseNeeded- No
REQS_[date:2014-07-28] Aftachments
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To open the newly created license, click the License Title. Alternatively, from the Select/Acquire tab,
click License Request under the Licensing sub-menu.

Note

To learn more about the E-Resource Record, see the section E-Resource.
License Request

S Licensing S & License Request >
License Request Lookup

LicenseRequest®

A License Request e-doc is a tool for collecting related information and documents during license
investigations and negotiations. The License Request is a routable document, allowing various authorized
users to complete workflow actions like reviews, approvals, signatures, or just notifications.

Note

License Requests will continue to be developed and modified in future rel eases.

Getting Started

Y ou must be part of the OLE_Licensesand OLE_LicenseManager to edit license regquests.

In order for aLicense Request to be created, the start new license box must be clicked on the E-Resour ce
Document's Licenses tab. If this was done, staff may look for the License Request related to the E-
Resource by clicking License Request under the Licensing header of the Licensing Menu.

Note

For information on searching, see Searching OLE on the Guide to OLE Basic Functionality and
Key Concepts.

Document Layout
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LicenSeRequestO Document Number: 3580 Document Status: SAVED

Initiator Network Id:  fred Creation Timestamp: 05:17 PM 07/28/2014
License Status: License Needed
* indicates required field

~ Document Overview

" Deseription: | ;. onceNeadec-REQS_[date:2014-07-28] EwinTou

Organization Document Number:

~ Overview
Initiate Licensing Workflow: | | jcense Nesded j Owner/Assignee: j
Current Location: | pypjisher j License Request Type: j
Agreement Method: j
~ Event Log
Show 10 j entries.
Search:
m Date/Time < *Staft £ *Event Log/Notes < Actions
fred Q A
Sates 07/28/2014 05:17 PM fred License Request initiated by E-Resource.
Showing 1to 1 of 1 entries
Previous  Next
~ Agreement Documents
Show 10 j entries.
Search:
| & " . .. Agreement
(" User *Agreement Type * * Agreement Document Title ¥ = Attach File Agreement Notes ~ wersion = Actions
j Browse... |No file selected. el
Showing 0 to 0 of 0 entries
Previous  Next
~ Agreement
Find/Link Agreement: q Type Status Method

» View Related Document
» Ad Hoc Recipients
* Route Log

The License Request document includes the Overview, Event Log, Agreement Documents, and
Agreement tabs, in addition to the standard tabs.

Note
For information about the standard tabs, see Standard Tabs on the Guide to OLE Basic
Functionality and Key Concepts.

Overview Tab

The License Request contains a custom tab called the Overview that contains basic information about
the License Request. The License Request status, agreement method (license, SERU, etc.) and the type of
License Request (new, addendum, renewal) are noted here.

Tip

It isimportant to understand the workflow functions of licensing before working in the Over view
tab. See Workflows Overview for more information about the license workflows steps.
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~ Overview
Initiate Licensing Workflow: | jcense Needed

Current Location:  pp|isher

Agreement Method:

Document Overview Tabs Definitions

Owner/Assignee:

License Request Type:

Lo L

Title

Description

Initiate Licensing Workflow

Required. Select workflow to utilize for this License Request.

Current Location

Required. Select current location of the negotiation process or
documentation (such as at Vendor, or at Campus Purchasing).

Agreement Method Required. Describes the type of agreement being documented (negotiated,
SERU, Copyright, etc.).
Owner/Assignee Required. A combined list of al users in OLE_Licenses or

OLE_LicenseManagers who can be “owners’ for a License Request.
Intended to be used to “assign” a License Request to a single user within
alarger role or group.

License Request Type Required. Indicates the type of this license negotiation process, whether

new, renewal, or addendum.

Tip

Fields marked Required must be completed before the License Request can be submitted. The
License Request can be saved without completing these fields.

Event Log Tab

The Event Log captures automated entries for workflow status changes, adding or linking Agreements or
Agreement Documents. Users can also manually add entries to capture external communications, notes,
or to summarize any actions external to OLE (such aswith Vendor/Provider, University Legal, University

Purchasing, etc.). You may add an event note by filling out the required fields and clicking

Many events can be recorded in the event log. Y ou may display 10, 25, 50, or 100 entries at one time.
Additionally, you may search for events from the search bar.

~ Event Log

j entries
Search:

m Date/Time & *Staff ¢ * Event Log/Notes

fred Q A

Show | 10

% Actions

e 07/28/2014 05:17 PM fred
system e e freres e by B Eme,

Showing 1to 10f 1 entries
Previous = Mext

Event Log Tabs Definitions

Title Description

Type

System generated. The event type value will be ‘ system’ when the request
is initiated, 'user' if a line was added manually by user; ‘file' if an
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Agreement doc was added; 'agreement’ if a linked Agreement document
was edited or added; 'location’ if alocation change occurred; 'status' if a
license status change occurred.

Date/Time

System generated. Logs the date and time for the event log line item.

Staff

Required. Logs the user id of the person associated with the event log
change. Defaults to current user but can be modified by entering a name

Q

or searching from the lookup

Event Log/Notes

Required; may be manually added or system generated. Users may input
information to provide audit trail information. System also records what
events have occurred.

Agreement Documents Tab

Throughout negotiations and investigations, various Licensing staff may need to upload or download
miscellaneous documents. These are not restricted, and could be any documents that licensing staff wish
to archive or share within the licensing process, such as Title Lists, Emails, Analytics or Statistics, sample
agreements, signed and unsigned vendor agreements.

Agreement Documents should also be used to store updated Checklists used in the licensing process. Staff
may download blank checklists from the Manage Checklist (Word documents, PDF Forms, Excel, etc.)
and upload completed or in-progress Checkliststo the License Request, specific to this negotiation process.

~ Agreement Documents

j entries:
Search:

E User * Agreement Type

Show 10
~ + Agreement Document Title

Showing O to 0 of 0 entries

Agreement Documents Tab Definitions

~ *Attach File

.. Agreement
Agresment Notes ~ Version ~  Actions

Browse... | No file selected. g

Previous = Next

Title Description

Date System Generated. Date and time the document was uploaded.

User System Generated. The name of the user who uploaded the file.
Agreement Type Type of Agreement Document that has been uploaded. Samples from the

drop down list include Agent information, Checklist, or Email.

Agreement Document Title

Allows staff to identify afile with a short title.

Attach File

Select Browseto search for adocument on your local computer and upload
itto OLE

Select Download attachment to open adocument on your local computer.

Agreement Notes

Users may add quick summaries or other notes about the document

Agreement Version If the same named document was uploaded more than once, users may
keep track of multiple versions.
Action Must choose add to attach the document to OLE or Delete to remove it.

To upload Agreement Documents:

1. Select an agreement type from the drop down menu.

2. Enter abrief title for future search in the Agreement Document Title field.

3. Input any Notes about the document so that you will understand what it contains.
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4. Toselect thedocument to upload, click on Browseto find your locally-saved file and select it for upload.

5.
. Add
Click to save the Agreement Document.

6
i i i
Click at the bottom of the e-doc to save the License Request with the new Agreement
Document.

To download Agreement Documents for Review or Edit:

Click Download Attachmentsto review and save alocal copy.

~ Agreement Documents

Show 10 j entries

Search:

m User * Agreement Type

. .. Agreement
* Agreement Document Title "~ Attach File Agreement Notes. ~ Version ~ Actions

Browse No file selected jacc)

07/20/2014 fred  oher
09:37 AM

downiaad attachment Deiete

L Lo <

Call number sorting overview.doc

Showing 1ta 1 of 1 entries
Previous = Next

Agreement Tab

As licensing investigations and negotiations workflows continue, staff may upload or link Agreements,
or ONIX-PL format licenses. Users may use the Lookup to search for an existing Agreement to link to
the License Request or create a new Agreement. The Agreement is an XML representation of the actual
terms of the license itself.

Note

Although Agreements are not available as part of 1.6, future releases should allow staff to either
upload an ONIX-PL document directly or use alicense editor GUI to record license terms as an
Agreement.

~ Agreement

Find/Link Agreement: Q Type Status Method

Find/Link Agreement

Click onthe Lookup Q to search existing Agreements, and link to an existing Agreement for reference
or future renewal or amendment. It is not possible to upload an Agreement in 1.6, so there are no
Agreementsto link to License Requestsin thisrelease. Userswill also be able to create a new Agreement
from this screen for this License Reguest in future releases.
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Agreement Search ¢

Agreement Title:
Contract Number:
Licensee: Q

Licensor: Q

Process Overview
License Requests can be searched via the License Request menu selection.
1. Select the Document Number of the E-doc you wish to modify.
2. Add notes and/or agreement documents, or link to agreements as necessary.
3. Select the appropriate option for I nitiate Licensing Wor kflow. See workflow information below.

4. Send ad hoc as necessary once the License Request status is en route (a workflow must be initiated).
Warning

Known bug: The send ad hoc button is not working correctly. Rice developers are working to
correct this error. To send ad hoc, users must add ad hoc recipients and approve the document.
This will send the document to the ad hoc recipient and then move the document to the next
person of the workflow.

m
Click or as appropriate.

Business Rules

1. A License Request can link to none, one, or many Agreement Documents.

2. A License Request must have a License Request Type, an Agreement Method, a Current Location, and
an Owner before submitting to a workflow.

3. A License Request can only have one Current Location.
4. A License Request can only have one current Owner.

5. A License Request can only have one current License Workflow.

Routing

The routing of License Request e-docs will be based on data values in the License Request, and will be
initiated via user selection of avalue from the I nitiate License Workflow drop-down.
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Workflows Overview

OLE will be pre-configured with some sample workflows and statusesto assist librariesin setting up initial
Licensing processes.

Selected workflows, as defined below, will route the License Request to the selected Role to complete
adesired action.

Tip
Reminder: A Role can be asingle or many users.

Licensing Workflow Descriptions

Workflow Name Workflow Description

N/A, Self= No routing or workflow selection required. License Request
will not become final with custom doc status “ Complete” until an actual
Manual (Blank) workflow is selected and completed.

Thisworkflow allows ownersto route License Request to OLE_Reviewer
Review Only (role) to complete reviews as defined in local policies (externa to OLE)

Thisworkflow allows ownersto route License Request to OLE_Signatory
(role) to complete signatures of noted agreement Documents. This
workflow requires ALL members of the signatory role to approve the
Signatory Only License Request, indicating they have signed the document.

This workflow alows owners to route License Request to
Approval Only OLE_LicenseApprover (role) to approve the License Request.

This is full composite workflow (combining Signature workflow,
university approval step, Review workflow, and Approval workflow),
requiring all approvals and steps. Approval will be the last step, and based
Full Approval on Approved/Disapproved, complete the Licensing workflow.

This workflow is a modification to Full Approvals, and could be
Renewal* customized locally to fit Local Renewal approval policy.

This workflow is a modification to Full Approvals, and could be
Addendum* customized locally to fit Local Addendum approval policy.

Workflow Rules

1. Asdedlivered, OLE Licensing workflows are optional, and are at the discretion of the owner of License
Request to determine which workflow to initiate, based on knowledge of vendor and existing (external
to OLE) policies.

2. Delivered OLE Licensing Workflows require that “ Any” member of a Role defined in workflow must
complete the Action for workflow and status to move forward, with the exception of “Signatory”
workflows which require all Users defined in OLE_Signatory to complete the action.

3. OLEwill offer combined and single PeopleFl ows defined and editabl e by adopting libraries, with ability
to use different metadata to establish rules for routing or available routing.

4. KRMS rules engine will pull metadata from the License Request and tell the system how to update
statuses of related and linked documents, and which PeopleFl ow workflows are enabled for the License
Request.

5. OLE will currently only support asingle active workflow at one time (future OLE may include recall/
replace workflow options, or options to edit and initiate multiple simultaneous or sub-workflows.)

6. Each individual workflow will update License Regquest Custom Document Status.
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7. OLE will provide sample workflows, roles, routing and user interfaces to act as template for locally
configurable roles, workflows. Using KRMS and PeopleFlow, sites should be able to modify, add to,
or remove steps or options in Licensing workflows, including additional rules or metadata conditions

into KRMS agenda(s).

Note

Known bug: Thereisabug being worked on in Ricethat is preventing the “ send adhoc” button
to work. Users may send alicense request only while approving a document.

Statuses & Workflow Definitions

License Request Manual Selection

E-Doc Custom Status

Description.

Description of the Workflow

License Needed

License Needed

Default custom doc status upon
initiation.

N/A (manual status change only).

License Requested

License Requested

Manual custom doc status saved
from "Initiate Licensing Workflow"
selection.

N/A (manual status change only).

In Process In Process Manual custom doc status saved | N/A (manual status change only).
from "Initiate Licensing Workflow"
selection.

In Negotiation In Negotiation Manual custom doc status saved | N/A (manual status change only).

from "Initiate Licensing Workflow"
selection.

License Received

License Received

Manual status derived from "Initiate
Licensing Workflow" selection,
submitted by OLE_Licenses for
routing to OLE_LicenseManager.

Upon Submit, this concludes
licensing investigations by OLE-
Licenses, and license request
will  route to “Owner” in
OLE_LicenseManager role.

Review Only Pending Review Status when "Review Only"|Initiate Licensing Workflow=
workflow selected from “Initiate| Review Only. Status updates while
Licensing Workflow”, and | pending outstanding review action
submitted. by OLE-Reviewer.

- Review Complete Status when “"Review only"|Initiste Licensing Workflow=
workflow is completed by user|Review Only. Status updates when
approving License Request. outstanding review action by OLE-

Reviewer is completed.

Signatory Only Pending Signature Status when "Signature Only" is|Initiate Licensing Workflow=
selected from “Initiate Licensing|Signature Only. Status updates
Workflow” and submitted. while pending outstanding review

action by OLE-Signatory.

-- Signature Complete Status when "Signature Only" | Initiate Licensing

workflow is completed by
OLE_Signatory and approved.

Workflow=Signature Only. Status
updates when outstanding signature

action by OLE-Signatory is
completed.
<Current Location> Pending University Manual Status when University | Initiate  Licensing ~ Workflow=
Approval step is required in|Full Approval. When combined
Full  Approval or Renewal | workflow hits University approval
workflows; routes to Owner/| step e-doc routesto owner, and goes
OLE_LicenseManager. to Pending University status.
- University processing complete Status when Owner/ | Initiate  Licensing ~ Workflow=
OLE_LicenseManager  approves| Full Approval. When combined
License Request to complete|workflow hits University approva

University approval workflow step.

step (above) and Owner approves to
indicate when university purchasing
iscomplete.

Approval Only Pending Approval Status when "Approva only" | Initiate  Licensing Workflow=
workflow selected from “Initiate| Approval Only. Status updates
Licensing Workflow” and | while pending outstanding Approval
submitted. action by OLE-Licensing