eProcurement for End Users, Version 8.9

| How to Print a PO

bEd

Navigate to the following path:
Purchasing 2 Purchase Orders 2
Review PO Information 2 Print POs

Step 1.
The Purchase Order Print page displays.
Purchase Orders Print
Enter any information you have and click Search. Leave fields blank for 2 list of all values.
Add a New Value
Find an Existing Value Add a Mew Yalue
Run Control Il | hedgins with | |
[ lcase Sensitive
Search | Clear | Basic Search B Save Search Criteria
Find an Existing Walue | Add a Mew Walue
Step 2. Click the IEEEEIRCUNEICE -1
Step 3. The Purchase Orders Print, Add a New Value page appears.

Purchase Orders Print

Find an Existing “Yalue LR TETTRYL  Run Control 1D

Fun Control 10 |P'D_F"HINT
Add

Find an Existing Yalue | Add a Mew Yalue
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Step 4. In the Run Control ID field.
Type: PO_PRINT.

h The Purchase Orders Print process need only be named the 1% time the process is run.
After the process has successfully run the first time, it will appear on your list of available
processes in the Find an Existing Value tab for future use.

Step 5. Add
Click the button.
Step 6.
The Purchase Orders Print Criteria Selection page appears.
Run Control ID: FO_PRINT Eeport anager Process Wonitor R Run
Language: | English  »| @ sSpecified O Recipient's
Statuses to Include
Business Unit: [ST. Q, CJapproved  [pispatched  [canceled
[Jopen [IpPending [CIcompleted 4 Statuses
PO ID: Q Select Purchase Order = = —
Contract SetlD: Q
‘Hold Status: On Hold AND Mot ©n Hold v
Contract ID: Q "
*Chartfields: Recycled AMD Valid Charffields  »
HEISESE: Q Change Orders: Changed and UnChanged Orders
From Date:
rom ¢ i g CIPrint Changes Only [“IPrint PO ttem Description
UL EEE CIPprint Duplicate
Vendor ID: Q Number Of Copies: 1
Buyer: Q Sort By: Line Mo, »
B save | [=] Motify Eradd | JFUpdateDisplay
Step 7. Type this information in the following fields:
e Business Unit: UMAMH.
e To: UMAMH.
e POID: The PO ID that you Note earlier in this training

(or your trainer can provide you with a PO ID.)

Miscellaneous Options (verify these options are selected for best results):
e Hold Status: On Hold and Not on Hold.

e Chartfields: Recycled and Valid Chartfields.
Change Orders:Changed and Unchanged Orders

You are restricted to the use of specific fields, to insure that all purchase orders in
the system are not selected to print accidentally.

At a minimum, you will be required to select your Business Unit and either:
e aPOID,

Or

» A Date Range and the Buyer Name, plus one or more status options.
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Step 8. . Run
Click the button to run the process.
The Process Scheduler Request page appears.
IProcess Scheduler Request Server Name
User ID: ldeida Run Control ID: FO_PRINT
Server Name: Date: 08/02/2006 E‘J
Recurrence: RunTime:  |11:55:51AM Resetto Current Date/Time |
Time Zone: Q
Description Process Name Process Type ‘Type *Format. Distribution
FO DispatchiPrint FOPOOOA SGR Report WWiek || PDF w | Distribution
OK
Ok ancel
Step 9. . . w .
P Click the Server Name drop-down icon (J) and Select PSUNX from the list.
Step 10. Ok
Click the button.

The Purchase Order Print Criteria Selection page reappears.

Purchase Orders Print

Process Instanc

Business Unit:  [UMAMH T, To: |UnamH 2L
PO ID: Q Select Purchase Grder

Run Control ID: FO_PRINT Report Manager  Process Monitor Fun |/
1 . |English % | @ specified O Recipient's

Process Instance:17298

Approved
Open

Report Request Parameters Statuses to Include

Dispatched Canceled
Pending Completed

e#

Contract SetlD:

Through Date:

*Hold Status:
Contract ID:

*Chartfields:
Release: Change Orders:
From Date:

Miscellaneous Options

On Hold AND Mot On Hold

Recycled AMD Valid Chartfi

Changed and UnChanged

v
elds  w
Orders »

[CIPrint Changes Only Print PO ltem Description

Print Duplicate
Vendor ID: Number Of Copies: 1

B save | JSiReturnto Search | [=] Motify

Eradd |
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Step 11.
Click the Process Monitor link.
Run Control ID: PO_PRINT @ i)
L English v | @ Specified O Recipient's
Statuses to Include
Business Unit: |UMAMH G Tor [UMaMH G [CIapproved  [pispatched []cCanceled
Copen [JPending CJcompleted
o - e
iscellaneous Options
Contract SetiD: Q .
*Hold Status: On Hold AMD Mot On Hold w
Contract ID: | Q -
,— *Chartfields: Recycled AMD Valid Chartfields  »
bz Q Change Orders: Changed and UnChanged Orders »
F Date:
rom ¢ ,73 CIPrint Changes Only [“IPrint PO ltem Description
UG D Print Duplicate
Vendor ID: Q Number Of Copies: |_1
Buyer: [ Q Sort By:
B save | ELReturn to Search| [=] Matity | [Er 2dd
Step 12.
The Process List appears with updates. Your Instance number should appear in the first
row.
Process List I
View Process Request For RefreSh bUttOﬂ
Server: Name: Q Instance:| to |
Run Distribution Run Status
Status: b Status ¥ CdumFag [¥]save On Refresh
i i mize ) | B First El 3 of 4
. Distribut# .
Select Inmn:a’;l’ro:e:s Type Process Name |User Run Date/Time Run Status Statur, Details
17264 SQR Report POPOODS  Ideida OTOHIIBTTSTSIN gi0ess  posted  Details
17259 SQR Report POPOODS  Ideida OTOIIRTTISAOAN 50005 Posted  Details
17197 Application Engine F5S_STREAMLM Ideida 09072006 2:16:56FPM EDT Warning Fosted Details
Go backto Purchase Orders Print
Bl zave | [Z] Motify
Step 13. . Refresh | o ;
Click the button periodically until the Run Status = Success.
Step 14.
Click on the Details link at the end of the process line.
Step 15.
The Process Details page appears.
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rocess Detail

Instance: 17270 Type: SCR Report
Name: POPCO0DS Description: PO Dispatch/Print
Run Status:  Success Distrilnmion Status: Posted
(Ren  WupdateProcess
Fun Control ID: FO_PRINT Hold Request
Location: Server Queue Request
Server: PELINK Cancel Request
) Delete Request
Recurrence: Restart Request
Datemime
Request Created On: 05082006 12:04:44FPM EDT Farameters Transfer
Run Anytime After:  0%08i2006 12:04:40PM EDT Messade Log
Began Process At:  03/08/2006 12:05:03PM EDT Batch Timings
2 View Log/Trace
Ended Process At:  08/08/2006 12:05:28PM EDT Wiew Log/Trace

(0] Cancel

Step 16.
Click the View Log/Trace link.
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Step 17.

The View Log/Trace page appears.

View Log/Trace

Report |
Report ID: 14160 Process Instance: 17270 Messane Log
Name: POPOD0S Process Type: S0R Repart

Run Status: Success

PO DispatchiPrint
Distribution Details

Distribution Nod xpiration Date: 10/02/2006

Message Log 09/0852006 12:05:28.000000FPM EDT
popo0ns 17270.PDOF 09/058/2006 12:05:25.000000FPM EDT
Trace File 124 09/0852006 12:05:28.000000PM EDT

| Distribute To

Distribution ID Type *Distribution I

Lser |deida

Return |

Step 18.

Click the file link in the list that ends in “PDE” (default, it appears most often in the middle
row).
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Step 19.
The Adobe Acrobat Reader program will launch and open in a new window.
=] https://appsdevfin-inside. umassadmin. net/psreports/fstrn89/14160/popo005_17270.PDF - Microsoft Internet ...
File Edit GoTo Favorites Help f'
Dt QB G P o @ R-SFJOFEH YR
Address |£§| https:}{appsdevfin-inside.umassadmin. netfpsreports fstrng9) 14160 /popol0S_17270.PDF b | Go Links **
_' - £v| v|| Searchweb = b Upgrade Mow! = &7 B- @' @ [(=d Mail ~ »
B=@&# 0D @ &Ll |- o[- E o B[ e
A »
g D
2 Purchase Order ¥
e Dispatch via Print
Purchase Crder Date Revision Page
1 05/02/2006 1
Payment Terms  Freight Terms Ship Via
Het 30 FOB Destination Best Way
United States Contact: Phane Currency
It 111/111-1111 usp
@ Vendor: COM Ship To Attn: Humanities & Fine Arts Dean
= COMMONWEALTH OF MASSACHUSETTS Goodell Bldg Additn
2| John W MCCormack State Office Bldg 140 Hicks Way
EL One Ashburton Place University Of Massachusetts
£ BOSTON MA 02108 Amherst MA 01003
b Bill Ta: Good_ell Building
7/ :J:?vt:'(:(itsjl‘;?yl’ﬂassachuseﬂs
2 Amherst MA 01003
E United States
g Tax Exempt? ¥ Tax Exempt ID: 043167352
o [Line-Sch_Description Quantity UOM PO Price Extended Amt Due Date |
= 1- 1 BoOE 2.00ER 5.000 10.00 05/02/2006
Itemn Total 10.00
v
Step 20. | Scroll down to view the rest of the purchase order
‘ : The PO Print Report will print “Unauthorized Copy” in the signature field
Step 21.
Click the X (Close) button to close the Adobe Acrobat Reader window.
END
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