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Agenda

A Overview of POCO software and functions

A How to process a POCO, including
adding/deleting an item

A Using POCO to add/chanBedPO Accounts

A Using POCO to canaaicancek purchase
order

A lllustrating the impact of POCO encumbrance
changes on the PO Payment Screen

A Printing/Reprinting POCO forms

‘*’; HARRIS

\\. ooooooooooooooo



PO Change OrdersQuick Review

A Called®t h/ h Q

A Allows changes to PO/Requisition detail with date sensitive
encumbrance changes which allows for printing updated PO
R20dzyYSyia 6KAOK WYolftl yoOSQ

A Directed change with securigontrol and logging of
before/after value

A Auto-assigned ligit change order number (639) by FY.
Internal ¢ not disclosed to vendor.

A Online display of POCO change history with logged data
(before / after); including prior FY POCO

A Change Order printing (replace PO or delta of changes)
assigns autgt 3-digit Vendor CO#
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POCO FUNCTIONS

Change Header Data (Main Requisition Screen Fields)
Change, Add or Delete Items

Replace or Add Accounts

Merge items from another Requisition/PO

Change Item Description

Cancel or Uncancel PO

To To To To Do o

To

Functions are enabled by POCO USERSEC (GS60 MTUZ9tage 2
I 0 (default) no access;Access (no logging);;2Access (with logging)

i aHE Ad NBOZ2YYSYRSR la AG oAttt 0
5SGFATQ aONBSy®
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POCO Operational Issues

Al L yy2d dzaS th/h AT WY Q ;
already been applied to PO

A POCO temporarily unavailable if a pending payment
exists on the Purchase Order

AhyOS | th A& | R2dzaiSR g
POCO and all nelROCO change options are disabled

A Requisitiong; Change/Delete
A Purchase Order Encumberig@hange/Delete
A PO Payment C/X, O/Y

A Effective date for POCO must be in sequence
A Need requisition detail to POCO

)
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POCO USERSEC

Table 2-229: POCO USERSEC parameters for the REQS module

coL CONTROLS DESCRIPTION
01 Access to POCO 0 No access (default).

1 Access. The user has access as specified in the
remainder of this user security record.

If col 01 is set to 1, users always have access to viewing
FPOs and PO history. You cannot disable access to these
aptions. However, you must specifically enable all other
access for change orders.
The GLNOTEPOQO user security controls access to PO
notes. If you do not set up this user security, this option is
not available.

02 Ability to cancel POs 0 Not allowed (default).

1 Allow action. Do not log changes.

2 Allow action. Log changes. The system displays a
summary of the change log in the History/Log Detail
dialog box.

03 Ability to change PO Same as col 02
header data

04 Ability to change items Same as col 02.

05 Ability to add items Same as col 02.

06 Ability to delete items Same as col 02

o7 Ability to replace and add Same as col 02
accounts

08 Ability to merge items Same as col 02

09 Not used Leave blank.

10 Not used Leave blank.

stribute without written permission from Harris S
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ALLLUE

POCO USERSEC (Continued)

Table 2-229: POCO USERSEC parameters for the REQS module - continued

coL CONTROLS DESCRIPTION
11 Ability to change item 0 Not allowed (default).
descriptions 1 Allow action. Do not log changes.

2 Allow action. Log changes. The system displays a
summary of the change log in the History/Log Detail
dialog box.

3 Allow action. The changes to descriptions are not treated
as POCO actions. They do not prevent you from using
the Requisitions tab or PO payments to cancel or re-
encumber POs.

12 Not used Leave blank.
13 Ability to view change detall 0 Not allowed (default).

1 Allow action.

14 Ability to uncancel a PO. 0 Not allowed (default).

1 If a useris allowed to cancel POs, also allow
uncancelling.

15 Vendor security 0 Do not allow changes to the vendor in the PO header
information (default).

1 Allow changing the vendor number and address number.

2 Allow changing only the address number for a vendor, but
not the vendor number.

16 Descriptions for change 0 Do not require a description for every change order
orders (default).

1 Require a description for every change order.

17 Tracking of account 0 Do not track changes in accounts (default).
changes 1 Track changes of accounts.
18 Sentinel character for PO blankWhen you are entering the description for a PO line
description item, use the @ as the sentinel character for
entering a message code defined in Message
Library Maintenance (MSGMUP) (default).
[char]Type another character if that is what you want to use
as the message sentinel.
19 Duplicate account checking 0 Allow duplicate accounts when replacing or adding

1

accounts (default).
Do not allow duplicate accounts.
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POCO USERSEC (CTD)

Table 2-229: POCO USERSEC parameters for the REQS module - continued

CONTROLS

DESCRIPTION

20

FO only flag

0

1

Do not use change orders for POs that do not have a
requisition number (default).

Allow the use of change orders for POs that do not have
a requisition number. For such POs, there is a very
limited choice of what you can do: change to PO header,
view PO detail, or add, change, or delete accounts. You
cannot do any functions that involved adding, changing,
or deleting line items, nor can you cancel or uncancel a
PO.

When you create a PO with the Purchase Orders tab, it has
only PO number, but there is no requisition associated with
the PO. When you create a PO with the Requisitions tab, it
has both a requisition number and a PO number.

21

Tracking net changes to PO
amounts

0
1

Do not track (default).

Track net change in PO amounts in the change log and
make that field available to print on POCO change order
forms.

22

Owerride restrictions on SD
and SP splits

blank or 0Do not allow the SD (special dollar) and SP

(special percentage) splits when changing a
requisition line item that has payments posted
against it (default).

Allow SD and SP splits.

23

Disabling the ability to
replace accounts

Allow replacing of accounts in the Add/Replace Accounts
form (default).

Disable the ability to replace accounts. The only available
option is adding accounts.

24 - 60

ALLLUE
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QCQMenu ¢ Purchase Orders/Requisitions

POCOs are created by
using the Purchase
Orders/Requisitions
application. It can be
launched from two
different places on the
menu.
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File

x

Wiew District Year Messages Window MNews Help+Video

Favorites
=4
& Print Manager (LSPOOL)

39‘ Employee Maintenance
J G Purchase Orders / Requisitions

Print Manager / Job Menu / Utilities
System Admin
Finance
AR (AR, ¥R, RR. - No invoicing)
AR (Inveicing and Billing Management - RI, RF)
Budget Development
™ Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)
= Finance Job Menu
ﬁ‘ Journals, Transfers (DC, JE, TF, TW)
ﬁ’ Manual Payroll Encumbering

= @. Payroll Transfers

ﬁ VLD Payment Processing

G’ Warrant Management {Cancels, Hand Issues, Recondliation)

=1 AP J Purchasing
G’ Accounts Payable
AP Batch Maintenance

Purchasing Master Files

‘ Receiving /PO
Requisition Routing Master Files

Vendor Maintenance
Lookups
Settings / Master Files

Fixed Assets [ Stores

W2 [ 1099
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Main Screen

File  Options  Help+Video

Dﬁi :Q o & _’ b1 | Motes - Attachments

e
Queue Management % Requisitions Purchase Orders

Purchase Orders
Fiscal Year: |10 ] Purchase Order £ I:I - Reguisition : - Advanced Search
Search Results
Date Date - Remote
PO# Req# Date Enterad Vendor  Vendor Mame Amount Printad Site Hl Status Motes

'f\\b HARRIS Copyright cho s Al Rig 0 not copy or distribute without written parmission from Harris ans. . Financial Solutions
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To search
t hQazZX
sure you
are on the
Purchase
Order tab
and press
the search
button.
The
advance
search
option is
also
available.
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File  Options Help+Video

Q;?j %# Q@ _l_l \_“lJINOtESVI'

Fs Queue Management
=

2405 records found.
Purchase Orders

Fiscal Year: |10 v |  Purchase Order #

[ S| NOKA Y 3

Requisitions

Attachments

] ' Purchase Orders

Requisition #:

t h Q.

07/01/2009

07/01,/2009
07/01/2009

Vendor Name

017610  John O Kroeger Associates

Damenon Hospital

B035-BUSINESS SRVCS

07/01/2009

07/01/2009

Bames And Nable

1840-5SERENADE, DANDY CHARTER

07/01/2009

07/01/2009

Camegie Leaming

1840-SERENADE. DANDY CHARTER

07/01/2009

07/01/2009

Intemational Reading Assn

1840-SERENADE. DANDY CHARTER

07/01/2009

07/01/2009

Delk Pest Cortrol

1840-SERENADE., DANDY CHARTER

07/01/2009

07/01/2009

CA State Dept Of Justice

1840-5SERENADE, DANDY CHARTER

07/01/2009

07/01/2009

017556 | Intercom Metwork

8185-TECHNOLOGY SRVCS

07/01/2009

07/01/2009

018368 | Acom Solutions

8185-TECHNOLOGY SRVCS

07/01/2009

07/01/2009

014786 | Argent Software

8185-TECHNOLOGY SRVCS

07/01/2009

07/01/2009

017497 | Bluecat Networks Inc

B185-TECHNOLOGY SRVWCS

07/01/2009

07/01/2009

011421 | Citrix Inc

8185-TECHNOLOGY SRVCS

07/01/2009

07/01/2009

015455 | Diskeeper Comporation

8185-TECHNOLOGY SRVCS

07/01/2009

07/01/2009

016175 | Edustructures

8185-TECHNOLOGY SRVCS

07/01/2009

07/01/2009

018217  EG Innovations

8185-TECHNOLOGY SRVWCS

07/01/2009

07/01/2009

014173 | Bite Network Sclutions

8185-TECHNOLOGY SRVCS
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Advanced Search

Eile  Options

pSearch [?ClearFieIds r"#f:lcuse ,;:g

General Information | Accounts

Ranges

Th :
e Purchase Order #: Reguisition #: Stores Stock #:
advan Ce d Total Amount: Control #:
h Line ltem Amount: Quantity:
Searc Unit Price Amount:
screen offers ...
m any Entered Date: ] A W Printed Date: |_/_/____ ] i
. Paid Date: W A W Fiscal Year: [10 w
different
. Flags
O ptl O n S fo r PO Status: w PO Type: W RelForProc: W Include Drafts:
. Budget: v Board: v Purchasing: v Reqgs WiD Accts:
looking up
Azset: W Cancelled: W POF Files: v
Purchase .
iscellaneous

O rd e rS . Buyer Codes: v o v

Vendor Number:

Ordering Sites: W W W Commaodity: W
Description Text: Submitter:
Line ltem Desc: Unit of lssue: Unpaid POs []

Copyright ® Harris School Solutions, All Rights Reserved. Do not copy or distribute without written permission from Harris Sct
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You can
Inspect a
PO by
pressing
the Inspec
button,
double
clicking a
line, or
right
clicking an
selecting
Inspect.
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File  Options  Help+Video

@R+ DI AADE ww=-
Eg Queue Management : 1Y | Purchase Orders
/e ’

|~
2405 records found.
Purchase Orders

[# Attachments

Requisitions

Fiscal Year: |10 ¥ Purchase Order #: - Requisition #: Advanced Search
Search Resulis

Date
Entered

07/01/2009
07/01/2009
07/01/2009

009 | 07/0

Date
Printed

06/26/2009

Remate

~
Status Nates

PO# Reg# Date Vendor  Vendor Name Amourt Site Hl

000001
000002
000003
[ 00000

500014 | 07/01/2009
500015 | 07/01/2009
500018 | 09/01/2009

017610 |John D Kroeger Associates 10,000.00
1,500.00

1,000.00

(0145 ameqgie Lea g
: e Inspect
004787 | Intemational Reading

B035-BUSINESS SRVCS
B035-BUSINESS SRVCS
1840-SERENADE, DANDY CHARTER
005 840

Dameron Hospital

Bames And Noble

003 ADE, DAND f

000005 | 500025 | 07/01/2009 | 07/01/2009 1840-SERENADE, DANDY CHARTER 0001 PO
000006 | 500026 | 07/01/20059 | 07/01/2009 | 002294 |Delk Pest Control PO QuickView 16/26/200% | 1840-SERENADE, DANDY CHARTER 0001
000007 | 500030 | 07/01/2009 | 07/01/2009 | 001330 |CA State Dept Of Ju .\; :::;ments : 16/26/200% | 1840-SERENADE, DANDY CHARTER 0001
000008 | 500084 | 0770172003 | 07/01/2003 | 017356 | Intercom Metwork 8185-TECHNOLOGY SRVCS 0001 RQ

000009
000010
000011
000012
000013
000014
000015
000016

500085
500086
500089
500091
500052
500093
500094
500095

07/01/2009
07/01/2009
07/01/2009
07/01/2009
07/01/2009
07/01/2009
07/01/2009
07/01/2009

07/01/2009
07/01/2009
07/01/2009
07/01/2009
07/01/2009
07/01/2009
07/01/2009
07/01/2009

018368
014786
017457
011421
015455
016175
ez
014173

Acom Sclutions
Argent Software
Bluecat Metworks Inc

84.00
12,438.00
4,158.00
7.500.00
2.562.65
18.770.25
518393
1,289.00

06/26/2009 | 8185-TECHNOLOGY SRVCS
B185-TECHNOLOGY SRVCS
B185-TECHNOLOGY SRVCS
B135-TECHNOLOGY SRVCS
B135-TECHNOLOGY SRVCS
8185-TECHNOLOGY SRVCS
8185-TECHNOLOGY SRVCS

8185-TECHNOLOGY SRVCS

06/26/2009

Citrix Inc:

Diskeeper Comporation 06/26/2009

Edustructures
EG Innovations
Elite Network Solutions
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Purchase Order Inspect Screen

From the PO
Inspect screen,
you can enter
the Change
Order screen,
or look at the
Change Order
History screen.

ALLLUE

File  Options Help

Save and Return Save QJ Cha EDJ Change Order r"# Q Iﬁ’ \ i ‘Notes ~
InspectMode
Date Printed: 09/17/3009 Date Paid: N/A Change Order: N/A |i| ckoc-09/17/3009-14:21:27

PO: 001556 RQ: 501856 VE: 008534/00 Sehi Computer Prod

Purchase Onder Requisition
Purchase Order: Attachment Rea/PO: N/N Requisition: | 501856
Description: |PRINTER INK Submitted by: |VICKI WOLFF / CAREER CENTER
- |09/09/2000 T Ship to: D641 | |LINCOLN TECH ACADEMY
Date: Date Paid e

Status: |Y-Yes w LODI, CA 95240

Vendor: =g (008534 |/ |00 v
PO Type: |PO - PURCHASE ORDER v

Address {00) | Additional

endor Remit
Sehi Computer Products

1275 Puerta Del Sol 1275 Puerta Del Sal
San Clemente, CA 92673 San Clemente, CA 92673

Delete Selected Row Add Account Change Account

Ln FU RESC ¥ GOAL FUNC OBJT SCH MNGI BU Amount Status
» n L|01.9650.0.7111.2700.4300.640.6762.00 £79.02

istribute without written pel

Total PO Amount:

£79.02

. Financial Solutions
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Change Order Screen

Eile  QOptions

[=¥Clnse E Change Detail ,::-_;

PO: 001556 RQ: 501856 VE: 008534/00 Sehi Computer Products

Thisscreen
allows you to
start a new

. Purchase Order Mumber: |001556
POCO and reVIe Effective Date: |l ]
preVIOUSIy Description: |PRINTER INK
entered POCOS PO Total: 02|  Date Entered: |09/09/2009
fOr th|S PO Amount Paid: 0.00 PO Date: |09/09/2009

Previous Changes

Description:

Vendor:

Site:

Payments Paid:

008534
6010
0ooo

Sehi Computer Products

Pending: (000D

InspectMode

Ho Changed Brinted co User

Change

Description

=)
f , H A R R I S Copyright ® Harris School Salutions, All Rights Reserved. Do not copy or distribute without written permission from Harris Scheol Solutions.
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Change PO Header Information

G Purchase Order Change Orders 40 - Q55 DEMOMNSTRATION DISTRICT QS5/0A515 - O x
To change PO | :i [optons |
Cancel PO Ctrl+F9
Header Data i
! Uncancel PO Ctrl+F10 =
enter a 4 PO Header Data Ctrl+F1 | nep ©
Change ltem Ctrl+F2
date and Add ltem Ctrl+F&
descrlptlon then Delete ltem Ctrl+F3 2 Description:
Replace/Add Accounts Ctri+F7 | 2010
%IeCt PO HeadE,r Merge ltem Ctrl+Shift+F6&
Data from the Change ltem Description  Ctrl+Shift+F9 Vendor: 006331 | |Office Depot
. E  View Change Detail F4 E Site: [DDOD
Optlons Menu. Reset Print Date f2010] Payments Paid: [0001| Pending: (0000
View PDF Files
Prey Forms to Vendor
[ Grid Output Shift+F11 .
] | User Change Description
» |“—g Print Screen i F1|1 MER Repl/Rdd Rccts test replace account.
az 0&/30/2010 0172572018 a0l MER BP0 Header Data change description.
[ ¥r: 2010 Dist: 40 Site: 00 G5: W [ 1/29/2018 | 1:22:12 PM

=\
f ,, H A R R I S Copyright @ Har tions. £ or distribute without written permission from Harris Sch: ons. . Flnanclal SDlUtIOnS
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Change PO Header Information

The Change PO
header Data
screen matches
The format of the
Main
PO/Requisition
data screen. You
can change data on
this screen that
relates to general
PO/Requisition info
that is not item or
accountclass
related data.

Select the SAVE

f_j Change PO Header Data

Eile

H Sawe |':$Close ':‘;;

FY:10 RQ:502126 PO: 001662 VE: 006931/00 Office Depot

Options

Requisition

Reguisition: Purchase Order:

Wendor/Addr#: j# |006931 |/ |00-4360 Pock Lane Ste 3
PO Type: |PO - PURCHASE CRDER

Description: |A TYPICAL POCO TEST |

Submitted by: | |
Site: UNASSIGNED (0000) “
Buyer: |N-Z - ALPHA VENDOR N-Z e
Routing Group: | GroupA v

Address (00} Addtional Shipping  Beg Message  End Message

40 - Q55 DEMONSTRATION DISTRICT

~ | Delivery By: I:I

Q55/0A5IS - O X

ChangeMode
Change Order: 02 Date Paid: Nf/A Date Printed: NJ/A |£| MGR-01/29/2018-09:50:27

Control #: |3223838838 WWarehouse: I:l Stores Order: I:I

Confirming: | 0 - No confirmation message ~
Tax %: % Ship To: “No Shipping Location™ (0000) v
Terms: | | Commodity: v
FOE: | |
Program: | | Misc Date: I:I Mise: l:l
Room: | |  Discount % Shipping %:

Vendor Remit
Office Depot Office Depot
4360 Pock Lane Ste 300 P C Box 70025

Stockton, CA 95206

Los Angeles, CA 30074-0025

[¥r: 2010 Dist: 40 Site: 00 GS: W [ 1/29/2018 | 1:28:10 PM

Button to save your|

changes

ALLLUE

. Financial Solutions
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Change PO Header Information

The Change PO
header Datamay
also permit a
change to the
Vendor with special
security. —

15 Vendor security

ALLLUE

f_j Change PO Header Data 40 - 55 DEMOMSTRATION DISTRICT Q55/0ASIS — O *
Eile  Options

H Save |':$CI05E ':‘;;

FY: 10 RQ: 502126 PO: 001662 VE: 006931/00 Office Depot ChangeMode

Change Order: 02 Date Paid: Nf/A Date Printed: NJ/A |£| MGR-01/29/2018-09:50:27

Requisition

Reguisition; |502126 Purchase Order: | 001662 Stores Order: I:I

Control # |3888828398 \arehouse: |:|

Vendor/Addr: <5 ,- 004360 Pock Lane Ste 3 Date: (06/30/2010
PO Typs: | PO - PURCHASE ORDER v| DelveryBy: [ ] Confirming: |0 - No confimation message v
Description: |A TYPICAL POCO TEST | Tax %: % Ship Ta: “No Shipping Location™ (D000} ~
Submitted by | | Terms: | | Commodity: w
Site: UNASSIGNED (0000) v FOB: | |
Buyer: |N-Z - ALPHA VENDOR N-Z ~|  Program | | MiscDate: [ | Mise: [ ]
Routing Group: | GroupA £ Room: | | Discount: % Shipping %.:

Address (00} Addtional Shipping  Beg Message  End Message

Vendor Remit
Office Depot Office Depot
4360 Pock Lane Ste 300 P C Box 70025

Stockton, CA 35206 Los Angeles, CA 30074-0025

: 40 Site: 00 GS: W | 1/29/2018 | 1:28:10 PM

Do not allow changes to the vendor in the PO header
information (default).

1 Allow changing the vendor number and address number.
Allow changing only the address number for a vendor, but
not the vendor number.

Copyright ® Harri distribute without written permission fram Harris
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Change PO Header Information

The Change Detall
screen shows all
the information

from all changes tg

the purchase order.

The Quick View
(InstaPrin} is

available from thi;\ 02
screen Header

Changes are
identified as PO
Header Data.

Eile

Ha

ﬁ Histary / Log Detail

Opticns

r"’# Close lét Eg

Changed Printed CO User

40 - 055 DEMONSTRATION DISTRICT QS5/0ASI5 — O >

) Requisition Number:  B02126 Purchase Order HNumber: 001662

Previous Changes

Change Description

01

06/30/2010 0172972018 001 MGR
Chg: Eeplace Acct - Track
$02 --> #03

06/30/2010 01/29/2018 001 MGER
Chg: Board Description

Repl/Add Accts test replace account.
From: 01.0000.0.0000.0000.8660.890.5900.00
To: 01.0000.0.0000.0000.8699.890.5516.00

BC Header Data change description.
From: TEST FCOR QS5
To: L TYPICAL POCO TEST

Yr: 2010 Dist: 40 Site: 00 GS: W | 1/29/2018 | 1:34:25 PM

ALLLUE

\\1.‘ School Solutions
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Adding an item

File | Options
r=$ Cancel PO Ctrl+F9
Uncancel PO Ctrl+F10
o PO Header Data Ctrl+F1 Products I
. eader
TO add an Item Change Item Ctrl+F2
to th e PO Add Item CtrieF8 |
! Delete ltem Ctrl+F5 & Description:
select Add Item Replace/Add Accounts CleF7 [N |v
Merge [tem Ctrl+Shift+F&
fro m th e Change Itern Description  Ctrl+Shift+F9 Vendor: (008534 | |Sehi Computer Products
Op'“ons menu. = View Change Detail B oo s 6010
Reset Print Date 2009 Payments Paic: 0000| Pending: |0000
View PDF Files
Forms to Vendor
Prev|
o Grid OUtPUt AR AL User Change Description
h;l Print Screen F11

=\
7 ,, H A R R I S Copyright @ Harris School Salutions. All Rights Reserved. Do not copy or distribute without written permission fram Harris School Solutions. . FlﬂanCIal SDlUt|OnS
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Adding an item

File  Options

. . H Save [=$Close :.;
This screen is = e

I d e ntl Cal to th e Subject to tax: 68.06 Rate: 8750 % Sub Total: 73.06 Total Tax: 5.96 Tetal: 79.02

Te~141 ltem & of &
Req u ISItI 0 n EII-:em Print Split Quantity  Unit Unit Cost Total Cost Tax Stock # Fixed Asset
& Yes v | | Calculate Percentage v 1.000 EACH 25.0000 12.50) | Ne » | (000000 hd
Entry screen _ _ _
Discount Flag Discount Percentage Discount Amount
f t U kem Percentage v 50.0000| % 12.50
Or I emS. Se Description 55 lines remaining.

the same Adding an ioem for che demo.
methods to

enter the data

on the screen.|| ..

Ln FU RESC ¥ GOAL FUNC OBJI SCH MNGI BU Amount Percent
» Dl.9650.l'_'l.7111.2700.4300.640.6762.l’_'lﬂ 758.02 100.00
ltems
tem  Print Split Quantity Linit Unit Cost Total Cost Tax  Stock# FA DF Disci Digc Amt
1 Y CcP 1.00 | EACH 34600 M6 Y 000000 N 0.0000 0.00
2 Y CP 1.00 | EACH 11.2000 na| v (LLELLY] N 0.0000 0.00
3 Y CP 1.00 | EACH 11.2000 mna| y 000000 N 0.0:000 0.00
4 Y CP 1.00 | EACH 11.2000 na| r 000000 N 0.0000 0.00
4 5 S CF 1.00 - 5.0000 500| N DODODD | M | N 0.0000 0.00

3
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ding an item

File | Optigns

I Ssave Fo
Process Message Library F4
AddMode
Toggle Discount F3
Switch ltem/Description  Shift+F3
Description Size y | 8780 % Sub Total: 7306 Total Tax: 596 Total: 79.02
t Set Override Password Alt+P
B Quantity  Unit Unit Cost Total Cost Tax Stock #  Fixed Asset
YO U can d efau It Ef Grd Output Shift+F11 v| | 100 |EAcH 25.0000 2500/ (N0 | |o00000 v
[ Print Screen F11

Discount Percentage Discount Amount

custom .
messages by =
pressing F4 or

selecting Proces

Message Librar

un

58 lines remaining.

Accourts
Ln FU RESC Y GOAL FUNC OBJT SCH MNGT BU Amount Percent
3 B 01.9650.0.7111.2700.4300.640.6762.00 79.02 100.00
tems
tem  Print Split Cuantity Unit Unit Cost Total Cost Tax Stock# FA DF Disc Disc Amt
> _ Y CcpP 1.00 | EACH 34 4600 46| Y 000000 M 0.0000 0.00
2 Y CP 1.00 | EACH 11.2000 120 Y 000000 N 0.0000 0.00
3 Y CcP 1.00 | EACH 11.2000 200 Y 000000 N 0.0000 0.00
4 Y cP 1.00 | EACH 11.2000 1200 Y 000000 N 0.0000 0.00
5 5 cP 1.00 5.0000 500 N 000000 | N | N 0.0000 0.00

f\\b HARRIS Copyright© Ha r distribute without am Ha alutions. . Financial Solutions
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Enter a message
preceded by the
special character
defined in the
PXENCM
USERSEC. The
press F4 to load
the message.

ALLLUE

‘\\1‘ School Solutions

Eile

H Save r"#(:Iose Q d

Adding anitem

Options

Subject to tax: 68.06 Rate: 8.750| % Sub Tetal: 73.06 Taotal Tax: 5.96 Tetal: 79.02
ltem & of &
ltemn Print Split Quantity  Unit Unit Cost Total Cost Tax Stock #  Fixed Asset
6 Yes v Calculate Percentage v 1.00f EACH 25.0000 25000 No w | DOD0D0 v
Discount Flag Discount Percentage Discount Amount
No Discourt v 0000 % 0.00
Description 57 lines remaining.
Adding a new item needed for the webinar.
=504
Accounts
In FU RE3C Y GOAL FUNC OBJT SCH MNGT BU Amount Percent
» i8S 01.9650.0.7111.2700.4300.640.6762.00 79.02 100.00
ftems
tem  Print Split Guantity Unit Unit Cost Total Cost Tax Stock# FA DF Disc% Disc Amt
3 — Y CP 1.00 | EACH 3 4600 M6 Y 000000 N 0.0000 0.00
2 Y CP 1.00 | EACH 11.2000 1120 Y 000000 il 0.0000 0.00
3 Y CP 1.00 | EACH 11.2000 120 Y 000000 N 0.0000 0.00
4 Y CP 1.00 | EACH 11.2000 1200 Y 000000 N 0.0000 0.00
5 5 CP 1.00 5.0000 500 N 0ODODO | M | M 0.0000 0.00

Copyright ® Harris School Salutions. All Rigl oy or distribute without written permission from Harris S

. Financial Solutions




Adding an item

Eile  QOptions

H Save r=¥c|05E Q

AddMode

Subject to tax: 68.06 Rate: 8750 % Sub Total: 73.06 Total Tax: 5.96 Total: 79.02
ltem 6 of &
T h e ltem Print Split Quantity  Unit Unit Cost Total Cost Tax Stock # Fixed Asset
& Yes v | | Calculste Percentage v 1.00 |EACH 25.0000 25000 No v [ 0DOD0D v
- - Discount Flag Discount Percentage Discount Amount
d e S C r I ptl O n No Discount v 0000 % 0.00
Description 43 lines remaining.

- f- I I - 2dding a new item needed for the webkinar.
IS I e Il l NOTIE: M 5 D 5§ REQUIRED WITH DELIVERY.

FORWARD COPY TO:

.
WItI l tI le LODI UNIFIED SCHOOL DISTRICT

1305 E VINE ST
LODI, C& 55240

EAYMENT WILL BE HELD UNTIL RECEIFT OF THIS INFCORMATICH.
Accounts

ILn FU RESC Y GOAL FUNC OBJT 5CH MNGT BU Amount Percent

from the » n".'Il.965"3.".'I.?111.2700.4300.640.6?62.00 79.02 100.00
message | =

tem  Print Split Quantity Unit Unit Cost Total Cost Tax Stock# FA DF Disci Digc Amt
- > _ Y CcP 1.00 | EACH 34.4600 M4ae| Y 000000 M 0.0000 0.00
I I b ra ry. 2 Y CcP 1.00 | EACH 11.2000 120 Y 000000 N 0.0000 0.00
3 Y cP 1.00 | EACH 11.2000 a2 Y 000000 M 0.0000 0.00
4 Y CcP 1.00 | EACH 11.2000 120 Y 000000 N 0.0000 0.00
5 5 cP 1.00 5.0000 500 N 0DOD0D | N | N 0.0000 0.00

=
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Adding an item

Options

q H  save Fo
Process Message Library F4
Toggle Discount F3
Switch ltem/Description  Shift+F3
Description Size 8750 % Sub Total: Total Tax: 596 Total:
Set Owverride Password Alt+P
Quantity  Unit Unit Cost Total Cost Tax Stock #
] Grid Cutput STinielAl 1.00) |EACH 25,0000 2500/ [No | |000DDD
TO e nte r a. ) f_mlt sereen o Discount Percentage Discount Amount
irs
. .0000| % 0.00
d ISCOU nt, preSS et F 49 lines remaining.

Mext F&
hew item needed for the webinar.

F3 to make the L 12F | eevmeap wims omsavese.
d iSCOU nt fields z:z:L:;I:::Z :;-:IODL DISTRICT
editable. S

PAYMENT WILL BE HELD UNTIL RECEIPFT OF THIS INFORMATION.

- Accounts
(Ve rSIOn L Only) ILn FOUO RESC ¥ GOARL FUNC OBJT SCH MNGT BU Percent

.4 B8 01.9650.0.7111.2700.4300.640.68762.00 100.00

Split Unit Unit Cost Total Cost Stock# FA DF Disck% Disc Amt
CP EACH 34 4600 000000 N 0.0000
CP EACH 11.2000 00DO0D N 0.0000
CP EACH 11.2000 000000 N 0.0000
CP EACH 11.2000 000000 N 0.0000
CP 5.0000 0DDOOO | N | N 0.0000
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Select the type of
discount, then
enter the
Percentage or
Amount as
needed.

ALLLUE

‘\\1‘ School Solutions

Adding an item

Eile  Options

H Save r"#CIUSE Q d

Subject to tax: 63.06 Rate: 8750 % Sub Total: 73.06 Total Tax: Total: 79.02
tem 6 of 6
ltem Print Split Quantity  Unit Unit Cost Total Cost Tax Stock # Fixed Asset
& Yes W Calculate Percentage 1.00| |(EACH 25.0000 2500 |MNo W 000000 L%
Discount Flag Discount Percentage Discount Amount
Mo Discount 0000, % 0.00
No Discount 48| —
Global Discount ST
tem Percertage needed for the webinar.
tem Dollar
NOTE: M 5 D 5 REQUIRED WITH DELIVERY.
FORWARD COPY TO:
LODI UNIFIED SCHOOL DISTRICT
1305 E VINE ST
LODI, CA 35240
BRAYMENT WILL BE HELD UNTIL RECEIFT OF THIS INFORMATION.
Accounts
ILn FU RESC GOAL FUNC OBJT SCH MNGT BU Amount Percent
4 nl’Jl.9650.U.7111.2?00.4300.640.6?62.00 78.02 100.00
tems
tem  Print Split Quartity Unit Unit Cost Total Cost Tax Stock# FA DF Disc¥% Disc Amt
» _ Y cp 1.00 | EACH 34.4600 M4 Y 000000 N 0.0000 0.00
2 Y cP 1.00 | EACH 11.2000 na| y 000000 N 0.0000 0.00
3 Y cP 1.00 | EACH 11.2000 1200 Y 000000 N 0.0000 0.00
4 Y cP 1.00 | EACH 11.2000 1n20 v 000000 N 0.0000 0.00
5 S CcP 1.00 5.0000 500 N 00ODOD | W | N 0.0000 0.00
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Adding an item (Version L)

A The Global Discount is a percentage that is used on all items

A The Item Percentage applies the discount only to this item based on the
percentage you enter

A The Item Dollar applies the discount only to this item based on the dollar
amount you enter

=
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Options
q I Save F9
Process Message Library F4

Teggle Discount F3
Switch ltern/Description  Shift+F3

8.750| % Sub Total: Total Tax: 5.96 Total:

Description Size

Set Override Password Alt+P
Quantity  Unit Unit Cost Taotal Cost Tax Stock #

Snd D put SR 1.00] |EacH 25.0000 2500 'No | 0DODOD

Print Screen F11
Dizscount Percentage Discount Amount
First Shift+F3

Switch Item/

43 lines remaining.
Mext F&

DeSCriptiOn iS a . hew item needed for the webinar.
Last Shift+F6

wors=rr—= 0 5 REQUIRED WITH DELIVERY.

fast way to mov
fo the 1007 NIFIED SeHook DiTRLCT

LODI, CR 55240

DeSCl’I tlon fleld BRYMENT WILL BE HELD UNTIL RECEIFT OF THIS INFORMATICN.
Accounts
In FOUO RESC Y GOAL FUNC OBJI SCH MNGT BU Percent

or back to the s WM e 55500 1127004300 es0. 76200
Print field. Shift
+ F3 is the = | —

hotkey available. ERRTIC T o[ TN [

CP EACH 11.2000 000000 0.0000
CP EACH 11.2000 000000 0.0000
CP EACH 11.2000 000000 0.0000
CP 5.0000 000000 | N 0.0000

N
N
N
N
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The Description
Size option
allows you to
choose the size
of font you want
used in the

Description field.

ALLLLE

Adding an item

G
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