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Disclaimer

Fleet-Net ® Corporation, wholly owned subsidiary of Avail Technologies, Inc. makes no warranties
about the contents of the manual and specifically disclaims any implied warranties of merchantability
or fitness for any particular purpose. Fleet-Net ® Corporation, wholly owned subsidiary of Avail
Technologies, Inc. further reserves the right to make changes to the specifications of the program and
contents of the manual without obligation to notify any person or organization of such changes.

Copyright Notice

This software package and manual are copyrighted 2018. All rights reserved worldwide. No part of this
publication may be reproduced, transmitted, transcribed, stored in any retrieval system, or translated
into any language by any means without the express written permission of Fleet-Net® Corporation,
wholly owned subsidiary of Avail Technologies, Inc., 9183 W. Flamingo Rd., Suite 110, Las Vegas,
Nevada 89147.

License Agreement

The software described in this manual is furnished under a license agreement and may be used or
copied only in accordance with the terms of the agreement. Failure to sign this agreement and still
use the software is illegal.

Trademark Acknowledgment

Fleet-Net® is the Registered Trademark of Fleet-Net ® Corporation, wholly owned subsidiary of Avail
Technologies, Inc. Microsoft®, Access®, Windows®, the Windows® Logo, and other Microsoft® Office
Products are either registered trademarks or trademarks of Microsoft® Corporation in the United
States and/or other countries. The names of actual companies and products mentioned herein may
be the trademarks of their respective owners.
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About This Guide

This guide contains standard procedures for operation and a description of each feature released
with the module. The module description provides the intended application or use of the module
and any comments that relate to this specific module.

Below are features that are used through FNW applications.

To correctly exit a form or exit out of Fleet-Net®
completely click on the Fleet-Net® Icon always
located in the upper right of every form.

S FNWO_ItemSearchSubForm 02/25/2004 © 2010 Fleet-Net Corp

**When the binoculars search function is not available,
nor a drop-down list, select ‘Ctrl F’ as a search tool.

Item Search

Our Item Description: | =]

DEM Description: | ;‘

When using this button to search the following sample oM tiom 2 | el

form will open up. Use any of the search item criteria ““"““““”P:::”;‘;‘: : j

to find your item select it and it will populate at the N -

bottom of this form. To populate the previous form with Madet | =
the selected item simply hover over the item # and — — ‘

double click it. Close the search form.

il Throughout Fleet-Net® modules, there are Green
Check marks that will appear next to specific fields.
These Green Checkmarks when selected will open the
Misc. List Codes form allowing the user to setup the
necessary codes and their value for the associated

field.
@l The clock button allows for changing the time entry.
The question mark button opens the search option.
@ The Stop button aborts the current selection process.
x|
A epi ] 4] 2010 ]p
The calendar button allows for quick selection of a Sy
specific date via a calendar. Calendar defaults to iHR G
1819 20 21 22 23 24
current date. 25 % 27 28 2 A
LCancel
The calculator button allows for quick simple
calculations on the fly. It opens up your systems
calculator.
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About Purchase Order Processing

Fleet-Net Purchase Order processing system allows for entry of purchase orders, updates related
inventory files, and maintains a file of outstanding purchase orders for management review.
Purchase Orders are authorized by selected users entering their PIN number for preset dollar
amounts, per transit policies.

PO's can be printed with an Order From address, while accounts payable checks may be directed
to another mailing address. The purchase order also indicates both a Ship to and Bill to address
for your organization.

To assist in getting your received merchandise on the shelf more quickly, a Receiving Document
indicating purchase order information and both the vendor and in-house item number is available.
This document also specifies the warehouse bin location where the item should be stored.

Purchase orders entered via this system automatically update quantity on-order in inventory.
Receipts against purchase orders add to quantity on-hand and decrease quantity on-order. PO
Invoice Update computes inventory values and posts transaction data to accounts payable.

Vendor master and purchase order master files can be accessed for inquiry and reporting
purposes. Purchase Orders may also be generated via the Requisitions module with required
Authorizations. The system can also generate and track Blanket Purchase Orders for regularly
purchased items, such as fuel or tires, etc.
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Purchase Orders Setup Requirements

Prior to implementing the Fleet-Net Purchase Order Processing system, the chart of accounts,
Inventory Management, Vendor Master, and A/P GL Control Record interface must be defined.

Note: If not using Fleet-Net Corporation Financial modules, the A/P JournalSource in Edit
Misc. List Codes does not have to be setup.

PO Setup Checklist

This checklist follows the instructions outlined on the following pages.
Done Menu Program/Procedure

PO05 @) Edit Misc. Codes- Set up Journal Source, Departments, Locations
and Document Codes

POO05 (b) Department Authorization Setup - Setup all applicable
Departments for which purchase order will be created and assign a
# Of Authorizers for each amount

range.

POO05 (c) Employee Authorization Setup - Define users with ID numbers,
Titles, and authorization maximum amounts and assign
Departments. Also utilized to set and/or re-set employee PIN
Numbers. (Optional)

POO05 (d) Security Activation — Select Enforce to turn on PO authorization

POO05 (e) Order From Address - Records mailing address for purchase
Orders, phone, and fax numbers, purchase instructions, FOB and
Desired shipping method. This data is retrieved and used when
Processing PO’s

POO05 ® Control Record Setup — Setup location, Last PO # and Description
Used to track information during the creation of a PO.

PO05 @ Setup Bill To/Ship to Addresses — Setup your agency addresses
That vendors will Ship items to and Bill To for invoices.

POO05 (h) Edit PO Disclaimer — Setup a disclaimer to be printed on
Purchase Orders (Optional)
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Purchase Orders

*** Purchase Orders ***

J PO Entry Maintenance | 7
ﬂ PO Heceipts Maintenance | 7
j PO Invoicing Maintenance | 7
j PO Maszter Reporting | 7
ﬂ PO Setup Maintenance | 7
ﬂ PO Inquiries | 7
j Blanket PO Maintenance | T
ﬂ Requizition Menu | 7
ﬂ Return to Previous Menu | ?

P

o

Setup Maintenance

*** PO Setup Maintenance ***

J Department Authorization Setup | ¥
ﬂ Employee Authonzation Setup | 7
ﬂ Security Activation | 7
j Order From Addresz Setup | 7
j Control Record | 7
6| Setup Bill To/Ship To Addresses | [
j Miscellaneous Codes Maintenance | i
_ 8| Edit PO Disclaimer | [
_ 9| Modify/Add Vendors | [z
E Yendor Inquiry | ¥
11| Close Blanket P0's | [2
12| Revise Blanket PO Limits | [?
ﬂ Purge PO | 7
ﬂ PO Document Files and Templates Setup | ¥
E Return to Previous Menu | 7
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Department Authorization Setup

All departments that will use purchase orders must be defined. The number of required
authorizations based on department will need to be defined, as well as the authorized From
Amount and To Amount fields. If also using the Requisitions module, these departments and
requirements must be the same in both modules.

To set up a department and its requirements, select the department from the drop-down list. In
the example below, a PO from department 02 in the amount up to 4,999 only needs one
authorization. Above that amount, it would require two authorizations. To create a new
department, the user would click the green check mark and add the new department to the table.

Department Authorization Setup

Department # 02 w  of | Maintenance

# of Authornizations Delete Department

Required From Amount To Amount
1 $0.00 $4.335.93
2 $5.000.00 $9.999.99
3 $10.000.00 $49.993.99
4 |

To delete a department from the Authorization setup, select the department and click Delete
Department. This will delete the department and all authorization information.

Microsoft Access

g Do you want to delete this Department?

Employee Authorization Setup

Employee Authorization Setup

Employee Id: v

Delete
Departments

Employee
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Click New to create a new user authorizer profile. Enter Employee ID’s that are authorized to
approve purchase orders or who will be invoicing Purchase Orders and needing to approve any
deviations.

Microsoft Access

Enter new employee ID (use no more than 8

characters)

Cancel
Employee Authorization Setup
Employee Id: 100 v | Joe Smith
Name: [Joe Smith PIN Expiration Date: 12/31/2017 Wy
Job Title: Dept Managst Max Authorization Amount: $25.000.00 Delete

Max Invoice Deviation Amount: $1.000.00 Departments

Employee

Enter PIN {4 To & Characters)
Re-Enter FIN

Reset PIN

Enter the user's Name and Job Title.

PIN Expiration Date. After this date, the user could not authorize POs until their PIN number is
reset.

Enter the Max Authorization Amount that this employee will be able to authorize on a PO.

Max Invoice Deviation Amount is needed only for employees who will be authorizing deviations. A
deviation is an amount over or under the amount of the original Purchase Order. For example, the
vendor raised the price of a part by $1. The original PO was for 20.00 but the invoice is for
$21.00. If this deviation authority is not given, then it will not be possible to invoice the Purchase
Order and pay it. A user may have one or both fields populated: Max Authorization Amount or
Max Invoice Deviation Amount. An AP user who will not be authorizing purchase orders would
only have the Deviation field but not the Authorization field populated. The ID # may be the
employee’s # from HR or a different ID may be created for added security.

Enter a PIN # and confirm by re-entering the PIN number. This will be required when authorizing a
PO.

Select Reset PIN to enter a New PIN number or reactivate an expired PIN for this employee.

/@\

NOTE: It is important to set up the authorizers and amounts in both the Requisitions and Purchase
Order programs. This allows the authorizations obtained during the RQ process to carry over to the
created Purchase Orders.
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Assign to the user only the departments where they are permitted to authorize PO’s

Employee Authorization Setup
Employee Id: 12345 w | |Sophia Marie

Dept # Description Hew
[E | [GERNERAL ADMIN Delcly
Dep
|[|8 w ‘IT Employee
07 o [FINENCE
[0 | [5TOFS &ND ZONES
[05 v [HOMEN RESOURCES

To delete a department, click on the arrow to the left of the record you wish to delete. Right click
on the arrow, select Cut, and click yes to the following prompt.

Employee Authorization Setup
Employee Id: 12345 w | |Sophia Marie

Dept # Description New

Delete

[E] w| |GERMERAL ADMIM

WD Z0MNES

RESOURCES

| |04 w| |MARKETING

Security Activation

Select the Enforce check box. To deactivate this security feature, simply uncheck the Enforce
check box. Now PIN numbers will not be necessary to authorize a PO. Reauthorize makes it
necessary to have a new authorization if the PO amount when received differs from the original
PO amount.

Security Activation

Security Option Enforce
Authorize
Reautharize
g O

The Purchase Order will have the electronic approval when printed as shown below.

Authorized By Joe Smith Dept Manager Date: 8/24/2017 4:21:08 PM
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Order from Address Setup

Select from the Vendor # drop-down list.

Order From Address

Yendor & W

This data is populated from the AP Vendor Master and can be modified for Order from information.
Some vendors have one address for billing and another for ordering. This function allows the transit
to set up these different addresses. This data can also be edited on the Vendor Master in AP.

Order From Address

Yendor #: BOOO w  |Lowe's Home Centers, Ihe

Yendor #: |B0O00

Mame: Lowe's Home Centers, Inc

Address: PO, Box 530954

Address: test
City/StatefZip: | Allanta GA | 30353-0954
Attention: Bob wilsan
Phone #1: (366 232-7443 Ext: 123
Phone #2: [300] 136-2333 Ext: 123

Fax #: |[702) 654-6545
Fob: |Destination
Ship Yia: ups

Instructions: | ”

E-Mail Address: |lowes@gmail com

Page 12 of 83



Purchase Order Module

. Max Field . .
Field : Field Type Description
Size
Vendor # 8 Alpha/Numeric The vendor number is populated by the new vendor
number entered or generated.
Enter the vendor's name. This will appear on the A/P
Name 40 Aloha/Numeric check in the ‘Pay to the Order of field. If the Owner Name
p field is blank, this is what will print on the first line of the
vendor’'s 1099 form.
Addrlesgf é_mes 40 Alpha/Numeric | Enter the vendor’s street and/or mailing address.
Attention 40 Alpha/Numeric | Enter the ‘Attention’ name or department, if applicable.
City 20 Alpha/Numeric | Enter the vendor’s city.
Select the State abbreviation from the drop-down list.
State 3 Alpha/Numeric | State codes are setup in Misc. Codes for module WS.
Use CAN for Canada.
Zip 10 Alpha/Numeric | Enter the vendor’s zip code.
Phone 1 & 2 14 Alpha/Numeric | Enter the vendor’'s phone numbers.
Ext 6 Alpha/Numeric | Enter the vendor’s phone extension.
Fax 14 Alpha/Numeric | Enter the vendor’s fax number.
The definition of F.O.B. is “Freight on Board.” This is the
FOB point at which one party or the other becomes
Note: FOB is responsible for the freight. If the FOB point were "factory"”
Freight On 15 Alpha/Numeric | or "origin,” any damage/issue with the carrier would be
Board. the responsibility of the recipient. If the FOB point were
"destination,” the shipper would be responsible for any
problems until the freight was delivered.
o . Enter the usual shipping preference for this Vender Ex:
Ship Via 15 Alpha/Numeric UPS, Ground, Air
Enter instructions that will print on any PO’s generated for
Instructions 255 Alpha/Numeric | this Vendor. These instructions can be modified when the
PO is generated
Enter the vendor’s email address. If ACH is used,
E-Mail 50 Alpha/Numeric | notification of funds transfer will be emailed to this email

address.
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Control Record

The character entered as the location will be the first character of the PO number. This allows for
different locations in the agency to have a unique PO number range.

Use the green check mark to add locations as necessary.
For each location, enter the Last PO # used. When creating a new PO, the system will assign the

next PO #. In the example below, the next PO that would be generated for Location 1 would be
6994.Setup Bill To/Ship to Addresses

Purchase Order Control

Location Last PO # Description

|1 | i” B393 |MaintenanceDepartment

=1 =] 3 [5F L
"=l gl

Bill To/Ship to Address

For each department and location combination, a Bill To and Ship to address must be set up. Select
the Department and Location from the drop-down, and then select the Address Type. The following
message will appear if no current address is entered for the selected department and location

“'?1/‘ Add this new address record?

Yes | Mo I

Select yes and enter the address information on the form. To edit or view a current address, select
it from the Existing Address Records drop-down.

Ship To { Bill To Address Setup

Department #: |01 + | Location: |1 w Address Type: EilTo W

Existing Address Records: v

Name: Sample Transit

Delete

Address: 123 Main
Address:
City/State/Zip: Las Veags MY | ||89118-
Attention: |Gilbert
Phone # 1: |(702) 123-4567 Ext #1: 123
Phone # 2: (702 363-5214 Ext #12: 234
Fax [[702) 1111111
E-Mail Address: |testemail@hotmail.con“

Updated: |dfigenbaum | B8/29/2017 8:30:20 AM |FMPO_AddressSetupForm
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Edit Misc. Codes

Click Miscellaneous Codes to define all codes used throughout the Purchase Order module.

Each Fleet-Net application includes a list of miscellaneous codes that are used within the system.
Some of these codes are preset by Fleet-Net (Specific) while others are user defined.

Modify { Add Misc List Codes
Module: W

Type: |

ChecklrvoicePrice
ControlFiecord
CustomPO
Department
DistributionCodes
DocumentCode

Lacation
PrintdnPOEntry
TemplateType
Field Description
Type Select from the drop-down options.
Code Code used to identify the type of code
Value Definition of code

The Print button will print a listing of all Miscellaneous Codes. The report will display the TYPE,
CODE and VALUE.

ChecklnvoicePrice: (User Defined)

Modify } Add Misc List Codes

Module: | PO
Type: ChecklrvoicePrice v
Code VYalue Print
* o No
1 es

ControlRecord: (Specific)

Modity / Add Misc List Codes
Module: W

Type: ControlRecord )

Code

Value

AllowDiztibutionCodeE nty

True

hd

JournalSource

&P

PathT aCompanyLoga

T:\TechSupporttGa_EMVAGA_Doc_EnviCATA_logo.png

PurchaseOrderF armat

FMPO_PurchaseOrderReport

UszeR equisitionB uper

True

UseR equisitionF ardwutharization

True
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Use Purchase Order Format: FNPO_PurchaseOrderReport if Logo and signature of the authorizer is desired.

Use Purchase Order Format: FNPO_PurchaseOrderReportStc if Logo but NO signature line, just the
authorizer name and date, is desired.

Use Purchase Order Format: FNPO_PurchaseOrderReportPsta if only a signature line is desired (no logo)

UseRequisitionForAuthorization- Set value to true if using RQ and has electronic signature setup in RQ. Set
to false if not using RQ module

Path to logo needs to be setup for logo to print on Purchase Order.

CustomPO: (User Defined)

Modify | Add Misc List Codes
Module: W

Type: CustomPO ~

Code Yalue

Farmat

dl

Department: (User Defined)

Modify ! Add Misc List Codes

Module: W
Type: Department w
Code Yalue Print
o Maintenance
02 tdanagement [nfarmation
03 Operations
04 tdarket Development
0% IT
4l

DistributionCodes: (User Defined)

Modify | Add Misc List Codes

Module: W
Type: DistibutionCodes )
Code Yalue Print
AN Advertizing
C5T Construction
INS Inzurahce
FRO Frormotions
RNT Fental
test test
test2 test2
testd test3
VL Trawvel
3
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DocumentCode: (User Defined)

Modity } Add Misc List Codes
Module: W
Type: DocumentCode W
Code Yalue
Motes Motes
Phata Phata
4l

Location: (User Defined)

Modify { Add Misc List Codes
Module: W
Type: |Location v
Code Yalue Print
1 Maintenance
2 Admin
3 Operations
4 tdarket Development
G Garage
>
PrintOnPOENtry: (Specific)
Maodify | Add Misc List Codes
Module: W
Type: PrintOnPOEnty w
Code Value Print
| ButtonEnabled Yes
TemplateType: (User Defined)
Modify { Add Misc List Codes
Module: W
Type: TemplateType v
Code Value Print
Clause Tems/Conditionz/Clauses
Line Line Item Template
PO Purchaze Order Template
Sig Signature
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Edit PO Disclaimer

The edit PO disclaimer form allows for entry of a disclaimer at the bottom of the PO that is more
specific for your transit authority.

Edit Purchase Order Disclaimers

Index: Title:
[ 1 |Tac
Me=ssage:

Select New the index number will be one. Enter a Title (max 25 alpha numeric) for the disclaimer
that will also print on the PO and then finally type in the Message section the disclaimer message.

Edit Purchase Order Disclaimers

Index: Title:
| 1 rac

Message:

This Purchase Order is subject to Fleet-Met Corp's General Terms and Conditions,
Fevised January 21, 2010, which is available to download at wes, FAest-net, com
under "Doing Business with Fleet-Met,” A copy may also be mailed or Faxed by
contacting Fleet-het's Procurement Officer at (702) §73-3036.

When finished entering the disclaimer information simply close the form by using the Fleet-Net
icon
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Modify/Add Vendors

This is an Accounts Payable form. It is included in the Purchase Order document for agencies that
have the purchasing department add vendors and information. If both the Accounts Payable and
Purchasing Departments add vendors caution should be taken that vendors are not added with
different numbers. Only the fields required for adding vendors is included in this document. See the
Accounts Payable User Guide for descriptions of each of the buttons

Vendor Master

Vendor #: |CO079 v |T|ansfo| Corparation [ ] Show Inactive Vendors
Yendor Name: ~

Search Name: ™

Yendor #: |C0073 [Jinactive : 1099 Hame Control: Customer Account #: ‘ Master
Mame: |Transfor Corparation Type Of Goods: | [ oW
Notes
DBA Name: Type OF DBE: « ||| []SBE Purchases
Search Name: | Transfor Corparation DBE Certificate #: ==
Address Line 1: [6146 Riverton Avenue DBE Cert Expiration Date: [ @ Payments
Address Line 2: Tax Id: |01-02049850 Type of TIN: vl All Trans
Attention: Sales Tax %: Purchase Disc %: Fixed Exp
. . 8 Totals
City/State/Zip: [North Hollywood w || |[C4 [ | I1E06- Type OF 1099: v | & | Amount Code: w |« | [ Print 1099 Commodity
E-Mail: |pdodd@flest-net com Owner Name: Codes
Phone: [[366] 268-6711 Ext: | Fax: | []Pay Via ACH [ ]ACH Prenotification Contacts
_ - ACH Setup
Terms: |Due 20th of Het Due Days: 20 Payment Disc Days: Payment Disc %:
= = User Data
Created: | 2425215 ‘ |F|aat-Nel Conversion Subcontractor
Updated: [ 11/8/2017 8:5302 &M |pdodd [FNAF_VendomdasterSubFom Order From Audit
Delete

Select a Vendor from the Vendor # drop-down list or select the ‘NEW’ button to add a new vendor
master. If the Vendor # is unknown, then selecting the Vendor Name or Search Name from those
drop-down lists are also available search tools.
The Order From will update the PO Order from Address with data entered in Accounts Payable.
The Order from address then can be modified.

The following table describes each field the Vendor Master form.

, Max Field . -
Field Size Field Type Description
Vendor # 8 Alpha/Numeric The vendor number is populated by the new vendor number entered or
generated.
INACTIVE ves/No .l\/laklln.g a vendor inactive will result in the vendor not being available for
invoicing.
1099 o -
Name 4 Alpha/Numeric ThIS. field is gsed for electronic filing of 1099s only. Refer to the 1099
section of this manual for further details.
Control
Enter the vendor's name. This is the name that will appear on the A/P
Name 40 Alpha/Numeric | check in the ‘Pay to the Order of field. If the Owner Name field is blank,
this is the name that will print on the first line of the vendor’'s 1099.
Enter the DBA name, if applicable. The dba will appear on the A/P
DBA Name 40 Alpha/Numeric | check on the second line beneath the Vendor Name. The dba will
appear beneath the Name or Owner Name field on the vendor’s 1099.
Search 20 Enter the a search name for the vendor Example if the Vendor is John
Name Alpha/Numeric | Doe enter Doe, John as the search name or the search name can be
an acronym of the actual company name
Address 40 Alpha/Numeric | Enter the vendor’s street and/or mailing address
Lines1&2
Attention 40 Alpha/Numeric | Enter the ‘attention’ name or department if applicable
. . Select the city from the drop-down list. If the city is not listed, click the
City 20 Alpha/Numeric green check mark to add it to the drop-down list.
. Select the State abbreviation from the drop-down list. States are setup
State 3 Alpha/Numeric in Misc. Codes for module WS Use CAN for Canada
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Zip 10 Alpha/Numeric | Enter the vendor’s zip code
. . Enter the vendor's email address. If ACH is used, naotification of funds
E-Mail 50 Alpha/Numeric transfer will be emailed to this email address.
Phone 14 Alpha/Numeric | Enter the vendor's phone number
Ext 6 Alpha/Numeric | Enter the vendor’s phone ext.
Fax 14 Alpha/Numeric | Enter the vendor’s fax number
Check this box if payments made to this vendor will be via ACH. This
can either be via a NACHA file or an online payment. All unpaid
Pay Via invoices will be avai'lable for payment via ACH When 'Fhis box is
ACH N/A Yes/No checke_d. Check # will pe A(;H. To change future invoices to ACH
all invoices must be paid prior to checking the ACH box. Un-
checking the box changes all unpaid invoices to payment type =
Check.
ACH Pre- Check thi_s box if this vendor will be paid viq a NACHA f_ile and the
Notification N/A Yes/No Transit wishes to create a pre-note for the first transaction processed
for the vendor.
Terms 15 Alpha/Numeric | Enter the vendor’s terms for payment
Net Due ' Enter the.nef[ dug days. This data i§ used to generate the. invoice due
Days N/A Numeric date. |f.thIS field is blank or azerois enFered Due Date will be the same
as Invoice Date when entering transactions
Payment E L . .
Discount N/A Numeric .nter the number of days the invoice is due in order to receive a
discount
Days
Payment E_nter the percenta_ge of the disc_ount the vendor_ allows if paid wi_thin the
Discount N/A Numeric discount days. Verify that there is an entry for DiscountsEarned in the
% GL/Auto Ppst Setpp A/P that includes the GL account number to be
credited with all discounts taken.
Customer . " .
Account # 25 Alpha/Numeric | Enter the transit’s customer number assigned by the vendor
Type of . Select .the type of gopds pu.rchaseq from this vendor from the drop-.
Good 30 Alpha/Numeric | down list. If the type is not listed, click the green check mark to add it to
oods the drop-down list.
Type of _ Select the D_BE (Disadvan_taged _Busines_s Enterprise) code from the
DBE 3 Alpha/Numeric | drop-down list. If the type is not listed, click the green check mark to
add it to the drop-down list.
Check this box to indicate that the vendor is certified as a Small
SBE Yes/No Business Enterprise
DBE e e .
e . Enter the Vendor’s certificate number. If the certificate is a scanned
Cem;:cate 20 Alpha/Numeric document it can be attached via the Notes button
DBE Cert
Expiration Date/Time Enter the date the Vendor’'s DBE certificate expires
Date
Tax ID # 11 Alpha/Numeric | Enter the vendor's Federal Tax ID number
Type of 1 Numeric Type of tax identification. If the type is not listed. Click Green Check
TIN Mark to add it to the drop-down list.
Sales Tax .
% N/A Numeric Enter the percentage of sales tax charged by the vendor
Purchase
Discount N/A Numeric Enter the purchase discount percentage allowed by the vendor
%
Select the 1099 type from the drop-down list. This is not user defined.
Type of .| Codes are A=Attorney Payments, M=Medical, N= Not entitled to a
1099 L Alpha/Numeric | ;564" Other Income, R= Rent and Y= Non-Employee
Compensation
Amount . Required for 1099'’s processing. If the type is not listed. Click Green
Code 1 Alpha/Numeric Chgck Mark to add iFt)to the dr%p-downylfst.
Print 1099 N/A Yes/No Check this box to designate this vendor as a 1099 recipient
Owner _ If the v_end_or i_s an indi\{idga] with a dba, enter the.indiyidual owner’s.
Name 40 Alpha/Numeric | name in this field. The individual owner’'s name will print on the first line

of the vendor's 1099 with the dba on the second line.
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Purchases

Displays all purchase information for this vendor.

Vendor Master

Vendor #: CO079

Vendor Name:

v |Transfo| Corporation

[] Show Inactive Vendors

W
Search Name: w
Purchases Master
Purchase Prev Date Invoice New
Order#  Rev# Revi#t Ordered Status Invoice It Date Gross Net Due Notes
[ 10000246 [ 000 | [ 1/18/2018 [Closed 1238 IREEE 0000 | $600.00 —
[ 1000023z [ 000 | [1/08/2017 [Closed 207108 I S0000.00 | $10,000.00 vorcos
[ 10000232 OO | OUD | 11/08/2017 [invoice Fendng | \ | $25,00000 | $25,000.00 Pagments
[ 1000023z| Dbz | OO1 | 11/08/2017 [Furchase Order | \ [ 4000000 | $160000.00 All Trans
[ 10000233 000 | [77/0/2017 |[Requisiion \ \ | [ Lixed Evp
[ 0000234 OO0 | [1/08/2017 [Closed (2077110288 [ 117872017 | 500000 | $5.000.00 e
[ 1000023 | o0 | [1/08/2017 [Closed 20771108888 [ 117872017 | $2.00000 | $2.000.00 Codes
[ 10000235 | 001 | DOD | 11/08/2017 [imwoice Fendng | \ | $1.30000 | $1.300.00 Contacts
[ 000023 | o0 | [1/08/2017 [Closed [20T7T10800E [ 117872017 | $17.00000 | $17.000.00 pCHSE,
[ 10000235 001 | 000 | 11/0/2017 [Closed [2077110800D [ 17872017 | 400000 | $4.000.00 e
[ 10000215 [ 000 | [10/18/2017 [Closed FEE (1071972017 | #3303 | #3333 o
[ 10000216 [ 000 | [10/18/2017 [Closed FEGED (1071972017 | 74375 | 74375 Delete
Invoices

Displays all invoices created for this vendor.

Vendor Master

Yendor #: |C0073

Vendor Name:

w | |Transfor Corporation

["] Show Inactive Yendors

w
Search Name: v
Invoices Master
Tran  Purchase Invoice Discount Dizcount MNew
Div it Reference it Code Order # Date Due Date Date Amount Invoice Amount Project At Not
CATA ‘201 o 034 TEST cc | | 4105208 | 410/2018 | | 000 ‘ ($6.5EE.85) |2U1 FIUNEGAZERD O o ULBS
CATA ‘2018 March 14 o] | | an4dlama | 4/3/2018 | | 0.00 ‘ $7.77r.00 |201 FIUNEGAZERD O Invoices
CATA ‘201 o 0314 TEST o] | | an4dlama | 4/3/2018 | | 0.00 ‘ $6.666.85 |201 FIUNEGAZERD O Payments
CATA ‘201 H0314TEST o] | | an4dlama | 4/3/2018 | | 000 ‘ $5.555.00 |201 FIUNEGAZERD O All Trans
100 ‘1234 o] | 10000245000 | 118/2ms | 1A18/2018 | | 000 ‘ $600.00 |2U1 FIUNEGAZERD O fixedExp
Totals
CATA ‘Tesl o] | | 11v/2ms | 2/6/2018 | | ‘ $250.00 |2U1 FIUNEGAZERD O & i
ommodity
CaTa ‘SuhTEST 1 ol | | 11/3/2007 | 11425/27 | | 000 ‘ $1.400.00 |ED1 THOVWALL O Codes
CaTa ‘TESTSUB ol | | 11/3/2007 | 11425/27 | | 000 ‘ $1.500.00 |ED1 THOVWALL O Contacts
CaTa ‘201 FIOFTESTING ol | | 11/8/2007 | 11428/2m7 | | ‘ $4.444.00 |ED1 THOVWALL O aCHiSetup
User Data
CaTa ‘201 108 il | 10000232000 | 1185207 | 11852007 | | 0.00 ‘ $10.000.00 |2D1 THOVWALL 1 -
CaTa ‘201 1108888 il | 10000234000 | 1185207 | 11852007 | | 0.00 ‘ $5.000.00 |2D1 THOVWALL 1 Audit
CaTa ‘201 T11088EE il | 10000235000 | 1185207 | 11852007 | | 0.00 ‘ $2,000.00 |2D1 THOVWALL 1 Delete
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Payments

Displays all payments made to this vendor.

Vendor Master
Vendor #: |C0O079 v |TranslorCorporalion [ ] Show Inactive Vendors

Yendor Name: w

Search Mame: w

Payments -~ Master
Tran Manual  Check Yoided New

Div it Heference # Code Check # Check D ate Payment Amount Date Yoided By Alt

[CaTA [2018_0314 TEST [CP [ ooodsess [ [ #70/2mie] [$6.00016) [ 4A10/2018 [pdodd O n"":es

[CaTA [2018 March 14 [CP [ oDooossse [ [ z/azme| $6.99330 | [ O 'Imoices

[CaTa [2018 0314 TEST [CP [ ooooeess [ [ aria/zmE| $6.00016 [ O Payments

[EaTA [20180314TEST [CP [ oooossss [ [ 3/1a/zmE| $5555.00 [ [ 0 All Trans

[CATa [201AMa N [CP | 0000003 L [ 11/a/z007 ] 574975 | [ 0 et

[CaTa [20171108 [CP [ ooodoooz [ [ 11772007 $3.000.00 [ [ O Eu:’:::iw

[CaTa [20171108824 [CP [ oooooooz [ [ 11/8/2m7 | $450000 | [ J Codes

[CaTa [2017110388E [CP [ oooooooz [ [ visas2m7 $1.80000 | [ 0 Contacts

[CATA, [20171106CC0 [P | ooooods [ [ ii/azo07 ] 31530000 | [ 0 (IR ST

[CATE [2017T1050DD [cp | oooooos L | ti/areme | $.00000 | | 0 it

[CATA [SubTEST 1 [CP [ ooodoooz [ [ 11//207 | $1.26000 | [ O Audit

[CaTa [TESTSUE [P [ oooooooz [0 [ irvzme]| $1,350.00 | [ 0 Delete

All Transactions

To show all Transactions with the selected vendor enter a ‘From’ and ‘Thru’ date. Select the dates
from the drop-down list. This list only shows those dates when transactions took place. This will
help narrow down the search when looking for specific transactions. Once you have selected the
dates click Refresh to show the transactions. Click Print to display a print version of the transaction
and to print a hard copy use file print.

Vendor Master
Yendor #: C0079 w | | Transfor Corporation ["] Show Inactive Yendors
Yendor Name: "
Search Name: "
All Transactions From Due Date: |[10/9/2017 v Thru Due Date: |4/10/2018 w Print Master
New
Tran  Purchase Due Invoi Di: t Di: t Net - Not
Div # Reference # Code Drder # Date Date Date Amount Pay Amount Att mes
CATA [2013_0314 TEST | [[anovzme [470/2018 | [ O $600016 [ uichazes
Invoices
CATA [2018_0314 TEST o | [4ro/zote [4r0/2008 | [ oo O [BEEEEES) [ P .
ayments
CATA [2018 March 14 o | [arzr2oi [ana20me | [ oo O 77700 [ s
CATA [2018 March 14 o [Fnaszme [anezoe | [ O 3833930 [ Fixed Exp
CATA [2018_ 0314 TEST o [Fnaszme [anezoe | [ O $E000.18) [ Totals
CATA [2018_0314 TEST Dl [ 4732m8 | 3142018 | | [ $EEEEEE [ E“&‘:}"&‘;‘:iw
CATA [20180314TEST Dl [ 4732m8 | 3142018 | | [ $5885.00 [ Contacts
CATA [20180314TEST [ [ 347208 | 31472018 | | O [$5.555.000 [ ACH Setup
100 [1234 DI [10000245000 | 1A18/2006 | 1/18/2018 | | 0.00 [ $600.00 User Data
e —r e R r T e — Subcontractor
Balance: $14.205.70 - Audit
Record: M 1of32 | v M Search Delete
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Click the Print to display a print version of the transaction and to print a hard copy use file print.

Vendor Transaction Detail
Transfor Conporation coaTs From Due Date: 1022017 Thru Dus Dats: 4422013
Tran  Purchass Invoics Dus Dés count Discount

Div £ Refersncs £ Coss  Orger#  Pay Date Date Date Amount  hetAmount
CATA SCT-Test i No 9207 1082017 000 195000
CATA 20131019 cr 10000215000 Mo 1092017 10 92017 533333
CATA SCT-Test cr No 1092017 10 92017 -1.85000
CATA 20171019 M1 i 10000216000 Mo 1092017 10512017 000 T49.75
CATA 20181012 o 10000215000  No 1012017 105102017 Q.00 333333
CATA 20171108 i 10000232000 Mo 1182017 1182017 000 1000000
CATA 20171105484 i 10000234000  MNao 1182017 1182017 000 5.00000
CATA 201711088886 i 10000235000 Mo 1182017 1182017 000 2,00000
CATA 20IT1108C0C i 10000236000 Mo 1182017 1182017 000 1700000
CATA 20171105000 i 10000236001 Mo 1182017 1182017 000 4.00000
CATA 20171019 M1 cr 10000216000 Mo 1182017 1182017 4975
CATA 20171108 e 10000232000 Mo 1182z07 1182017 -8.00000
CATA 20171105484 cr 10000234000  MNao 1182017 1182017 -4.50000
CATA 201711088886 cr 10000235000 Mo 1182017 1182017 -1.50000
CATA 20IT1108C0C cr 10000236000 Mo 1182017 1182017 -15.30000
CATA 20171105000 cr 10000236001 Mo 1182017 1182017 -4,00000
CATA SWTEST1 cr No 1182017 1182017 -1.26000
CATA TESTSUB cr No 1182017 1182017 -1.35000
CATA ZOITIOTTESTING i No 1182017 11282017 444400
CATA 20171108ForgetGramt i No 1182017 11282017 444400
CATA SWTEST1 i No 1182017 11292017 000 1.40000
CATA TESTSUB i No 1182017 11292017 000 1.50000
100 1234 i 10000245000  Yes 1182015 1182018 000 600.00
CATA Test i No 1172018 2E208 250.00
CATA 20138 March 14 cr No 42018 3142018 699930
CATA 2018_034 TEST cr No 42018 3142018 500016
CATA 201B80314TEST cr No 42018 3142018 -5.55500
CATA 20138 March 14 i No 42018 452038 000 700
CATA 2018_034 TEST i No 42018 452038 000 6 66685
CATA 201B80314TEST i No 42018 452038 000 555500
CATA 2018_034 TEST - H No 4102015 4102018 000 £ 66685
CATA 2018_034 TEST cr No 4102015 4102018 6000186
Balanca: 14 20570

Fixed Expense

Fixed Expenses are those expenses that Re-occur either weekly, monthly, quarterly, etc., for the
same amount each time. (Used by Accounts Payable Dept.)

Vendor Master

Vendor #: CO079 w | [Transfor Corporation [_] Show Inactive Vendors
Yendor Name: w
Search Name: -
Fixed Expenses Master
P| AP Div: + | Reference #: |\ Desc: | []Stop Processing New
Tran Code: | Project #: w| Type Of 10993 | Amount Code: | Frequency: ¥ Notes
- _ Purchases
Onginal Ref D ate: ’— Met Due Days ’— Date MNext Invoice: ’— Mext Due Date: ’— Mext Hef #: ,—D Ivoices
Amount: ’7 Original Balance: ’7 Invoices To Date: ’7 GL Distribution Payments
All Trans
Fixed Exp
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Totals

Totals Opens the following form to view amount totals for a specific period or for range of invoices,
and will show any amounts past due.

Vendor Master
Vendor #: CO073 v |Transfn| Corporation [] Show Inactive Yendors
Vendor Name: v
Search Name: v
Vendor Totals bostel
N
Calendar Year: v Fiscal Year: w b
. . Notes
From Invoice Date: + | Thru Invoice Date: w Purchases
_ Invoices
Invoices:
Payments
Discounts Earned: Discounts Lost:
All Trans
Payments: Fixed Exp
Balance: Totals
Commaodity
Over DOver Dver Codes
&0 50 oy Contacts
Cumnent Days Days Days Balance
ACH Setup
$0.00 | $777.70 | $850.00 ‘ $12.578.00 | $14.205.70
User Data
Subcontractor
Audit
Delete

Commodity Codes

Select the Commodity Code from the drop-down box. If the field is empty, you can modify or add
Commodity Codes by clicking on the Green Check mark.

Vendor Master
Vendor #: | C0079 w | | Transfor Corporation ["] Show Inactive Vendors
Vendor Mame: w
Search Name: w
Commodity Commodity Master
Code Description
New
|238990 v | |PARK[NG LOT PAVING, PAVER INSTALLATION, FE Notes
» | mir3 | F‘Iulchases
Payments
All Trans
Fixed Exp
Totals
Commodity
Codes

PO Setup Maintenance... Continued
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Contacts

Click Contacts to enter and/or view contacts for the selected vendor.

Vendor Master

Yendor #:  C0073 w | | Transfor Corporation [] Show Inactive Yendors

W

Vendor Name:

Search Name: v

Phone

Master
i Contact Mame Type Phone # Ext Fax

Hew
1 [Bob Hosking [EELL w | o | [[F02) 5551111 | [y 1 Notes
Email: [pdoddi@flest-net.com Purchases
*

(I | vl|¥]] |

Email: |

| Invoices

Payments
All Trans
Fixed Exp

Totals

Commaodity
Codes

Contacts
ACH Setup
User Data
Subcontractor
Audit

Delete

Ach Setup

Click ACH Setup to set up the vendor’s bank information for ACH payments. This form must be
completed for all vendors being paid via ACH. If payments being processed through ACH are
simply to record an on-line transaction; this form still must be completed; however, it is not
required that the Account and Routing numbers are actual numbers.

Vendor Master

Vendor #: C0073 w | | Transfor Carporation [] Show Inactive ¥endors

")

Yendor Name:

Search Name: v

ACH Setup T Master
an

Bank Account # Routing # Code Recipient Name Transaction Description New
|1 23456783 | 123456 |22

)

. MNotes
W o ‘Transfm Corporation ||
Purchases
Invoices
Payments
All Trans
Fixed Exp
Totals

Commodity
Codes

Contacts
ACH Setup
User Data
Subcontiactor
Audit
Delete

PO Setup Maintenance... Continued
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Max
Field Name Field Field Type Description
Size
Bank Account . Er)ter the veqdor‘s bank account number. Enter.12345 if
4 20 Alpha/Numeric | this vendor will be used solely for recording on-line
payments.
Enter the routing number for the vendor’s bank account.
Routing # 15 Alpha Numeric | Enter 12345 if this vendor will be used solely for
recording on-line payments.
Select the applicable Tran Code from the drop-down list.
Tran Code 22 = Checking Account
(Not user 23 = Checking Account — Pre-note
defined) 32 = Savings Account
33 = Savings Account — Pre-note
ReNcipients 30 Alpha Numeric Automatically populates with the Vendor's name, but the
ame field can be edited
Transaction 30 Alpha Numeric Enter a description of the ACH transaction. This
Description description will display on the ACH Transaction report.
User Data

Select this button to enter user defined data fields for custom tracking and reporting. This is used
for tracking additional Vendor information.

The forms and fields must be setup in AP to be accessed from the Vendor Master as well as

having User security setup.

Enter data into each field in the user defined form.

Vendor Master

Vendor #: 44123456 w | |44 &uto Parts

Vendor Name: w

[[] Show Inactive Yendors

Search Name: ~

Form Name: v Print Master
New
Notes
Purchases
Invoices
Paypments
All Trans
Fixed Exp
Totals

Commodity
Codes

Contacts
ACH Setup
User Data
Subcontractor
Audit
Delete

If the user does not have access or User Defined Forms are not setup the following message
Displays.
Microsoft Access

'8' User data forms or security missing.
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When data is changed the previously entered data can be viewed by double clicking on the field

Vendor Master
Vendor #: 47123456 w | 28 Auto Parts [] Show Inactive Yendors
Vendor Name: v
Search Name: v
Form Name: Vendor Payment Type s | |How Wendor is Paid Print Master
Hew
cc code 123 Motes
cc ex . .
jseee B FNAP_UserDefinedDataDisplaySubForm = = fumchases
cc number Invoices
Contact Email cc code Updated By Updated Payments
|123456763 | dfigenbaum | 4A17/2016 9:36:32 AM All Trans
Contact Name
Fixed Exp
Totals
Commodity
Codes
Contacts
ACLLCop

Click Print to generate a report with all historical data for all fields.

Vendor Master
Vendor #: 22123456 | A8 Auta Parts [[] Show Inactive Yendors
Vendor Name: w
Search Name: w
Form Name: |\endor Payment Type + | [How Vendarn is Paid Print [} Master
New

cc code [123 Notes
cc exp [EIETE] Purchases
cc number 123456789 Invoices

Click yes to print report and no to cancel

Microsoft Access

9 Print History?

How Vendor is Paid
Viendor #2 AA1ZIASE  AA Ao Pars
o0 Co0e
123 dfigerioaum 17201 B3T32 AM
123456789 dfige e L7201 BE3E32 AM
o e p
02018 dfigerioaum 17201 83523 AM
i VLIS
123456789 dfige e L7201 83542 AM
Contact Emall
dfigerioaum 17201 83745 AM
Contact Nams
dfige e L1 T201 BEITAS AM
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Subcontractor

Use this button to display all subcontractors that have been assigned to the Vendor in the
Contract module.

The subcontractor must have been previously setup in the AP Sub-Contractor Maintenance Form
and assigned to a Vendor via the Contract module.

Vendor Master

Vendor #: C0079 w | | Transfor Carporation ["] Show Inactive Vendors
Yendor Mame: v
Search Name: w
Dbe Cert Percent - Master
Sub # Subcontractor Name Code SBE  Expites Certification # Bid Amount Contract N
ew
3213213213 $27.500.00 1375
[ | [ ol [ [ | Notes
ContractNe: [2017-000000000072 GazeboBridgeProject Purchases
- - Invoices
Project: |2m FIUNEGAZEBD Gazebo and Bridge Project _
Invoices Payments Payments
All Trans
1 [z213213213 | O [ 1000 h
Fixed Exp
ContractNo: [201 7NOYWALLCONSTRUCTION Retaining \w/al Totals
Project: {201 7N0VWALL RETAINING wALL R
lect: | ‘ Invoices | Payments Codes
Contacts
[z [Bob the Buider O [ | ACH Setup
ContractNo: |2E|‘\ FHOVWALLCOMSTRUCTION Retaining Wl User Data
Subcontractor
Project: i
roject: [2077NOVWALL ‘HETAININE WALL Invoices | |Pagments Audit
Delete

Click on the Invoices button to display all invoices for this subcontractor

Vendor Master

Vendor #: CO07 w | [Transfor Corporation [] Show Inactive Yendors

Vendor Name: w

Search Name: w

Dbe Cert Percent Y Master
Sub i Subcontractor Mame Code SBE Expires Certification # Bid Amount Contract m
ew
1 3213213213 $27.500.00 1378
\ | | ol | | | e
ContractNo: |ZU1 7-000000000078 GazebobridgeFroject Purchases
5 Invoices
Project: |201 TIUMEGAZERD Gazebo and Bridge Project 7
Invoices Payments Payments
— All Trans
= FNAP_SourceObjectSubForm - B Fixed Exp
- Totals
Sub_conllactm 1 [3213213213 Invoices - Commodity
Project #: |201 TIUMEGAZERD |Gazebo and Bridge Project Codes
AP Tm Reference Purchase PO DBE Reference Contact:
’2— Div Reference cd Tran # Date Order #  Rev  Code Amount ontacts
[CATE  [2018 March 14 of | mm [priams | CEEERT ACH Setup
Created: [poodd [ 3/T4/2018 93417 AM [FNAP_TramsactiorEniyF om User Data
Updated: [pdodd [ 3472016 33424 AM [FNAP_T rarmactiorEnisF om Subeantractor
Audit
[caTa [2mE_0314 TEST [ cC [ 15ee7 [3sazme | ($2,000.00) 0 "I 'l
E— elete
Created: [pdodd | 4/10/2018 4:16:44 PM [FMAP_VoidCheckFom
Updated: |pdodd | 410/2018 4:16:44 PM [FNAP VoidCheckFamm

Page 28 of 83



Purchase Order Module

Click on the Payments button to display all payments for this subcontractor

Vendor Master
Yendor #: |C0073 ., |Transf0r Corporation ["] Show Inactive Vendors
Yendor Name: o
Search Name: .,
Dbe Cert Percent Master
Sub it Subcontractor Name Code SBE  Expires Certification # Bid Amount Contract m
ew
1 3213213213 27.500.00 13.75
| ‘ | O ‘ ‘ | $ | Motes
ContractNo: ‘ZUT 7-000000000078 GazeboBridgeProject Purchaszes
_ Invoices
Project: ‘201 FIUNEGAZEBD (Gazebo and Bridge Project -

Invoices Payments Payments
= All Trans
M= FNAP_ScurceObjectSubForm - - Fivod Eup

. - Taotals
Suh-l:nnllaclm #: |‘| |321 3213213 Payments Commodity
Project #: [2017ILUNERAZERD | Gazefio and Eridge Project Codes
AP Tm Payment Purchase PO DBE Payment G
,? Div Reference # Cd Tran # Date Order# Rev Code Check # Amount CLIEIEES
[CATA  [2018March 14 [P | 1583 [3i&zms | [00005636 | CEREER] GCHiSEtuD
Created: [pdodd [ 371472078 33616 AM [FNAP_CheckPrintReport User Data
Updated: [pdodd [ 371472078 33616 AM [FNAP_CheckPrintReport Subcontractor
Audit
- Delete

Audit

Select Vendor from drop-down options or search by Vendor Name or Search Name.
Click Audit to review all changes made in the Vendor Master.

Vendor Master
Yendor #: |EO0OOT | |Lowe's Home Centers, Inc [[] Show Inactive Yendors
Yendor Name: -
Search Name: v
Field Name: v All Fields From Date: |5/25/2015 | g | ThruDate: [3/25/2017 | g Master
5 Mew
Motes
Update Date Field Name 0Old Yalue New Value User Id Purchases
Table Mame: [FNAF_Commodiy,CodeT able Invoices
8/21/2017 12:21:41 PM [CommadityCade ~ 123456 digenbaum Payments
w All Trans
Fixed Ex
Table Name: ‘FNAPﬁCUmI‘HUdil}JCUdETab‘E E
Totals
8/21/2017 1216:37 PM |CommodityCode 238220 dfigenbaum C -
ommodity
Codes
Table Name: [FNAP_endorT able Contacts
37372017 35057 P [chPayment Tie Falee aFohn G chu
User Data
Subcontractor
Audit
Delete
Delete

Select Vendor from drop-down options or search by Vendor Name or Search Name.

Click Delete to delete a Vendor from the Vendor Master Table. Once deleted all

historical data will be removed. Vendors cannot be deleted when still active.
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Vendor Inquiry

This form is only for viewing the information for a vendor. The form will look the same with all the
same buttons available for viewing various information.

Vendor Master Inquiry

Vendor #: (00073 vl]
Yendor Name: v
Search Name: v

Transtor Corporation

[[] Show Inactive Vendors

Vendor #: |C0073 [] Inactive
Mame: |Transfor Corporation
DBA Name:
Search Name: |Transfor Corporation
Address Line 1: |B14E Riverton Avenue

Addiess Line 2:

1093 Name Control:

Customer Account H: |
Type Of Goods:
Type Of DBE: [1SBE

DBE Certificate #:
DBE Cert Expiration Date:

Tax Id: |01-05043550 Type of TIN:

Terms: |Due 20th of mon

Attention: Sales Tax Z: Purchase Disc %:
Citp/State/Zip: North Hollwood C4 S160E- Type Of 1099: Amount Code: [] Print 1099
E-Mail: |pdoddi@flest-net.com Owner Name:
Phone: |[356] 2658711 Ext: | Fa: | []Pay Via ACH [ ]ACH Prenotification

Net Due Days: 20 Payment Disc Days: Payment Disc %:

Created: | 2/25/2015 |

|Fleet-Met Canversion

Updated: |

11/8/2017 85302 M [pdodd

|FNAF’_VendUrMaslerS ubFom

Master

Notes
Purchases
Invoices
Payments
All Trans
Fixed Exp

Totals

Close Blanket PO’s

This form allows Blanket Purchase Orders to be closed. No additional revisions can then be
generated. Select the PO # - All revisions with their status and Net Due amounts display.
Click the Close Blanket PO button and confirm that the selected PO # should be closed.

Additional confirmation messages display to continue and then completed.
If there are open revisions, the blanket PO cannot be closed.

Close Open Blanket PO’'s

PO # 40000001 )
Yendor E000S
Last Revizion # 000

Close Blanket PO

Contract Amount $0.00

Tlm 000

PO Statusz | Fequisition Het Due

Fleet-Net

You have selected the POZ40000001 for closure,
! i Pleasze confirm if it is correct

$15.000.00 [ |
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Revise Blanket PO Limits

This form is used to adjust an existing blanket PO date or amount limits. Make limits as needed
and close the form and the changes take effect immediately.

==] FNPO_BlanketPOLimitsReviseForm 06/15/2017 © 2018 Fleet-.. — = -

Blanket PO Limits Revise Form

PO # GOOOOO03 v
Last Revision # 014

Contract # 100 Limit $5.001.15
Start Date 1472013 & To Date $137.85
End Date 1243172015 & Remaining $4.863.30

Wsn: 09,08 [B/26/2017]

PO Master Purge

Any Purge function must be used with extreme caution. When using this function all purchase
orders included in the range of PO’s to purge will be deleted permanently.

Purge Purchase Order Delete
Starting PO # 10000151 W

Ending PO # 10000153 v
Clozed Before 44172015 @

Enter the Starting PO and Ending PO to select a range by PO # to purge. Only PO’s with a closed
status will be in the drop-down listing to qualify to be purged.

PO’s may also be selected to be purged by date.
Note: Please use caution when using this Purge Function.
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PO Document Files and Templates Setup

Use this form to setup the files that will be used to print/export of a printed PO out to Microsoft
Word. Microsoft Word templates are used to create the “shell” in which the PO header and line item
data are printed into. Sample templates are provided but custom designed templates created by
users can also be used.

Aside from printing the PO header and line information, this option will also allow for appending
custom documents such as Terms and Conditions or boilerplate documents to the PO when
exported/printed.

In order to use this option setup of the templates and identification of their location must first be
setup.

Setup PO Document Files and Templates

Name Type Description Hyperlink to Document File
Clause Clause w |C|ause
Line Line " |Line |R: \RFD\WORD \purchaseorderline. doc =
lPOi PO w |P0 Disclaimer [R: \RFD\WORD\purchaseorder . doc =
o — ll | =

PO Entry Maintenance

Fleet-Net Purchase Order processing system allows for entry of purchase orders, updates related
inventory files, and maintains a file of outstanding purchase orders for management review. Purchase
Orders can be authorized by a PIN number for any set dollar amount.

PO's can be printed to an order from address, while accounts payable checks are directed to another
mailing address. The purchase order also indicates both a ship to and bill to address for your
organization.

To assist in getting your received merchandise on the shelf quicker, a Receiving Document indicating
purchase order information and both the vendor and in-house item number is available. This document
also specifies the warehouse and bin location.

Purchase orders entered via this system automatically update quantity on-order in inventory. Receipts
against purchase orders add to quantity on-hand and decrease quantity on-order. PO Invoice Update
computes inventory values and posts transaction data to accounts payable.

Vendor master and purchase order master files can be accessed for inquiry purposes.
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*** PO Entry Maintenance ***
J Purchase Order Entry | ?
j Print Purchaze Orders | 7
ﬂ Print Receiving Documents | ?
j PO Entry Reports | ?
ﬂ Unauthorize Purchaze Order | ?
ﬂ Export PO to Word | ?
7| PO Audit Trail Report | [7
ﬂ Retumn to Previous Menu | v

Purchase Order Entry

Select Purchase Order Entry to open the form and either create a new PO or look at a PO or
requisitions already entered but not received. To create a new PO select the Fiscal Year from the

drop-down list and then select Add New.

Wanted:

Add New
Purchase Order Entry
Fizcal Year: 2018 |, | PO #: W Status: Ordered:
Yendor #: Yendor Mame: [] Blanket PO
Dept #: Location: Req #:
Create New Purchase Order
Department #: w | Location: | Date Wanted: &
Select Yendor By # 5elect Yendor By HName Select Yendor By Search Name
v w v
Manually Enter PO #: Create Generate Next PO #

Status

Authorization

Audit Report

New Revision
Search
Cancel

Line Items

Totals
Notes

Contract /
Project

Print

Resequence
Line Items
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If selecting an existing PO enter the PO # or select it from the PO # drop-down list.

Field

Description

Department #

Select the department number from the drop-down list in which this PO is being
created.

Select the Location to which the items will be delivered. The PO # will have the

Location : .

location as the first character.

Select the date in which you want to receive the items on the PO. Use the
Date Wanted calendar button to make a quick entry. This field is required in order to create a

PO.

Select Vendor By #

Select Vendor By Name

Select Vendor By Search
Name

By using one of these three drop-down lists, select the vendor to order from.
Whichever field you use to select the vendor, the other two fields will auto
populate.

Manually Enter PO #

Enter a PO # and select the ‘Create’ button as explained below. Otherwise, leave
this field blank and let the system Generate the PO # for you via the ‘Generate
Next PO # button explained below.

Generate Next PO #

Once you have filled in the Create New Purchase Order form click this button to
system generate the next PO number. At this point, the PO is in requisition status
and will remain so until it has been authorized. Changes can be made to the
requisition any time up until it is authorized. A revision will have to be created in
order to add line items. When selected the form will open showing the ‘Order
from’ and ‘Ship to’ address information, which is referred to as the PO Master
form.

Create

If PO Numbers are already selected via another means other than Fleet-Net for
windows then click this button after you enter the PO number in the ‘Manually
Enter PO #’ field. When selected the form will open showing the ‘Order from’
and ‘Ship to’ address information and is referred to as the PO Master form.

Master

Order From information as well as Terms, Ship Via, FOB and Instructions are populated from the
Vendor’s Order from Setup. This data can be modified for this specific Purchase Order.

The Ship To information is populated based on the setup for the specific Department and
Location. This data can be modified for this specific Purchase Order.
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|Purchase Order Entry

Fiscal Year: 2012 [, | PO #: 10000172 00O w Status: |Puichase Order Ordered: g/21/207 Wanted: ERERE]
Yendor #: [BO007 Yendor Name: |Clark Auto Equipment [[] Blanket PO
Dept #: |01 Location: [1 Req #: (00000032
Master
Mame: |Clark Auto Equipment Name: Sample Trarsi Add New
Address: 2927 Stewart Drive Address: 123 Main Status
Address: Address: Authorization
City/State/Zip: |LAS VEGAS Ny 891201234 Citp/State/Zip: Las Vegas My 89118 =
_ . Audit Report
Abtention: Attention:
Phone #/Ext 1: [[702) 5551212 123 Phone #/Ext 1: Newiticyision
Phone #/Ext 2: Phone #/Ext 2: Search
Fax [[702) 5551213 Fax: Cancel
E-Mail Address: [Sales@ClakAE.com E-Mail Address: Line ltems
Totals
Notes
Date Ordered: 821207 @ Date Wanted: 8418/2018 @ Contract /
Terms: [Due 20th of mon Ship ¥ia: | FOB: it
Print
Resequence
Instructions: ~ Line Items

Button

Description

Master

This button will return you to the main form of the selected PO. When selected the
form will open showing the ‘Order from’ and ‘Ship to’ address information and is
referred as the PO Master form.

Add New

If creating a new PO first select Fiscal year then click the ‘Add New’ button and the
Create New Purchase Order form will open.

Status

Status will open the following form to allow for creation of a blanket PO
NOTE: When creating a blanket PO, it is optional to have line items on
Revision 000.

Authorization

This is the final step when generating a PO

Once all line items are added to the Requisition and quantities are confirmed,
assigned to contract and projects then it is time to Authorize it and make it a PO.
Once it is authorized, no changes can be made to this revision.

Audit Report

This will show all PO’s that have been created and the status of the PO’s.

New Revision

If a change needs to be made to a PO click this button. This will create a new
revision under the same PO #. For example if adding a new line item and the
current authorized PO is 223344 000 then the new revision PO will be 223344 001.
NOTE: The authorization on a blanket PO revision is carried over from the
original PO. It is necessary to change the status from requisition to Purchase
Order

Click to view PO’s based on the search criteria selected. Below is a sample view of

Search the search form with results.
Click this button on a selected Requisition to cancel it before it becomes an
Cancel authorized PO. The message below will come up if an attempt is made to cancel a
PO that is already authorized.
Line Items Click this to add line items to a Requisition.
Click on the Totals button (to enter the sales tax percentage, freight costs, and/or
T any deposits that are necessary for this purchase order. Retainage Percent or
otals A
mounts can also be entered.
Notes Any special notes or attachments can be added to a PO for reference. This will
date, time stamp, and show who added notes to the record.
Contract/Project Assign the Purchase Order to a Contract or Project. See instructions below
* Optional*This button is visible if the misc. code is setup.
Print Type-PrintOnPOEnNtry, Code= ButtonEnabled, Value = Yes

It allows printing PO’s. Backorder PO’s can only be printed using this button.

Resequence Line
Iltems

Click this when in requisition status and you delete a line item. This will sequence
your line items.
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Status
Use this form to setup or display the status of the Blanket Purchase Order.

. Check the Blanket PO check box.

Enter the contract number. Enter the Start date and Expiration dates. This will print on the
PO.

3. Enter the total amount for the Contract amount in Contract amount.

4. Total Purchased to Date and Contract Amount Remaining are auto calculated for you.

5. Blanket PO Status can be checked at any time. This will either read ‘New’, or ‘Closed’

N

Purchase Order Entry

Fiscal Year: 2018 [.,| PO #: 10000156 003 v Status: |Purchase Order Ordered: 3/5/217 Wanted: | 1041/2017
Yendor #: V0132 WYendor Name: |Mew Fiper Industries Blanket PO
Dept #: 01 Location: Heq #:
Create Blanket PO Master
. Add New
PO #: | 10000156 Yendor #: Wi138
Status
Last Hev #: | (04 Department #: 1}
Authorization
Blanket PO: Status: New Audit Report
Contract #: v Closed By: New Revision
Start Date: [7 /1 /2017 Date Closed: Search
C. 1
Expiration Date: [12/31/2017 Time Closed: ance
Line Items
Blanket Amount: $26,000.00 Print I}
Totals
Total Purchased To Date: $1.500.00
L Notes
Blanket Amount Remaining: $23,500.00
Contract /
Project
Print
Resequence
Line Items

Page 36 of 83



Purchase Order Module
The Print button is used to print a draft copy of the blanket PO. The purpose of this feature to
allow for a printed copy in order to obtain written signatures approving the creation of a
blanket for a set contract amount.

QA Transit
Blanket Purchase Order
BOD53 PO # | 30000009-000
| Date Ordered | 41172020 | [ Date Wanted | 4172020 |
ThE Frogress Sarrple Trans it
PO Box 291 123 Main St
Clearfield, PA 18830 Las Wegas, NV 88114
IB14:- TE5-B581 ITDE:- 111-2222
Fax Fax
[Terms][15Days Ship Via| | [Fob] |
|Spe-::ia| Instructicn s |
Total Contract Amount 5$15,000.00
Signaturs [t
Bl To Sample Tran=it 123 Man 51las Vegas, NV 89114

Authorization

When the Authorization button has been selected one of two things will happen depending on
what the security settings are in Security Activation. If the security feature is not activated then
when you select authorization this will automatically change the requisition to PO status and make
receiving documents available. The following message will prompt you to confirm you are ready to
change the status of the requisition.

Microsoft Access

Do you wish te change the PO status at this time?

Me further changes will be allowed.

If Security is enforced, then the following sample form will display requiring PIN number
authorization before the status can be changed from requisition to PO status and then be received.

Purchase Order Entry
Fiscal Year- 2018 ., PO #: 10000153 001 v Status: |Requisition Ordered: 172my Wanted:
Vendor §: 0133 VYendor Name: |Mew Flyer Industries Blanket PO
Dept #: |01 Location: Req #:
# Df Authorizations Required: ’T A t To Authorize: $250,000.00 Master
Authorization Change Add New
Emp # Employee Hame PIN #: Date Status
¥ Status
EE] [Pat Dodd e [ 4177208114110 AM P
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Microsoft Access E

[8} This PO requires additional authorizations.

The example below shows that this particular PO requires 2 authorizations therefore; two of the six
authorizing employees listed must enter their PIN humbers to change the status of this PO. The
employee(s) that are authorizing will simply enter their assigned PIN # and tab,

The Authorization Date will auto populate. Only those employees that are assigned to the
department and are within the amount range of this PO will be listed and able to authorize this PO.

Purchase Order Entry

Fiscal Year: 2015 |, PO #: 10000158 000 v Status: |Requisition Ordered: | 6/21/2017 Wanted: | 715/2017
Yendor #: v01338 Yendor Name: |Mew Flyer Industries Blanket PO
Dept & 0 Location: Req #:
1 OF Authorizations Required: | 2 Amount To Authorize: $25,000.00 Master
Authorization Change Add New
Emp # Employee Hame PIN #: Date Status
¥ Status
‘1 uli] |JUE Smith | |
‘12345 |Samp\e | | Audit Report
‘200 |Jim Smith | | New Revision
Search
300 Sally Smith
‘ | — | | Cancel
‘3333 |Donlyn Figenbaum | | Line ltems
EE [PatDodd | | lotals
Notes
Contract /
Project
Print
Resequence
Line ltems

Click the Change Status button once the PIN #(s) required have been entered to change the status
from a requisition to an authorized PO. No changes can be made once this button is clicked and
confirmed the change from Requisition to Purchase Order. Click Yes to change the status.

Microsoft Access

Authorizations Complete

Change PO Status?

Purchase Orders and Receiving documents are now available for Printing, Note: once a
requisition becomes an authorized PO it cannot be cancelled.
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Audit Report

The sample report shown is an audit report that shows a list of all open Purchase Orders.

Purchase Order Audit List
PO # Status Vendor Vendor Name Ordered Wanted Dept Deposit Gross

10000154000 Purchase Order | CO030 Newegg.com SM82MT 82017 [ 01 £1,700.00
10000183000 Purchase Order | COO7S Transfor Corporation Br222mT TI20/2017 (01 s0.00 $5,000.00
10000167000 | Purchase Order | BOOOM Lowe's Home Centers, Inc aMs2zumT SM2MT | M §225.00
10000168000 | Purchase Order | BO0O1 Lowe’s Home Centers, Inc 81672017 912017 | 01 $225.00
10000471000 | Purchase Order | BOOOT Clark Aute Equipment 8MazMT A0M2017 | M1 $500.00
10000172000 Purchase Order | BO0OT Clark Auto Equipment 212017 81872018 [ 01 $500.00
10000473000 | Purchase Order | BOOOT Clark Aute Equipment 8212017 10152017 | M $25,400.00
10000174001 Purchase Order | WOO74 Office Depot Credit Plan s222MT 130207 | 1 s0.00 $226.90

Totols: S0.00 S34476.90

New Revision

New revision are allowed on most Purchase Orders, the exceptions being closed PO'’s, expired
Blanket PO'’s, or over the contract amount Blankets. Select the Original Purchase Order #. The
Vendor #, Contract #, Start Date and Expiration Date, Contract Amount will automatically populate.
The Total Purchased to Date will automatically calculate from previous revisions. Contract Amount

Remaining will automatically calculate.

Click Create Next Revision
Yes to continue or no to cancel

Purchase Order Entry

Fiscal Year: 2015 || PO #: w Status:
Vendor #: Vendor Name:
Dept #: Location: Req #:

Ordered:

[] Blanket PO

Wanted:

Create New Revision

Purchase Order #: 10000152 |, | Revision #: | 002 Blanket PO

Vendor #: [v0130 Mew Flyer Industries
Contract #:
Start Date: | 11/17/2017
Expiration Date: | 4/17/2020

Blanket Amount: $260,000.00
Total Purchased To Date: $1.053.24
Blanket Amount Remaining: $248,946.76

Microsoft Access

0 Continue?

Department #: 01

Create Next Revision #

Master

Add New
Status
Authorization
Audit Report
New Revision
Search
Cancel
Line ltems
Totals
Notes

Contract /
Project

Print

Reszegquence
Line ltems
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Click Create Next Revision # to generate the new PO in Requisition status
As shown below the new revision is the original PO # - 001
Enter the Date Wanted and continuing entering Line Items, Sales Tax, Freight Charges etc.

Purchase Order Entry

Fiscal Year: 2012 [, | PO #: 10000156 001 = Status: |Fequisiion Ordered: g/2zemy Wanted: 9/30/2017
Yendor #: 0133 Yendor Name: |Mew Flyer Industiies Blanket PO
Dept #: 07 Location: Req #:
Order From Ship To Master
Mame: |New Flper Industries Name: Sample Transit Add New
Address: [P0 BOY 74002419 Address: 123 Main Status
Address: Address: Authorization
City/State/Zip: |Chicago L |BOE74-8419 City/State/Zip: Las'/sgas My ||89118- =
_ _ Audit Report
Attention: Attention:
Phone #/Ext 1: |(204] 932-8400 Phone #/Ext 1: fewiticyision
Phone #/Ext 2: Phone #/Ext 2 Search
Fax: [[204) 5623232 Fam: Cancel
E-Mail Address: | E-Mail Address: Li
ine ltems
Totals
Notes
Date Ordered: 8/22/207 @  Date Wanted: 3/30/201
Contract /
Temms: [BueZ3hoimen  Ship Via: | FOB: Profect
Print
3 Reszequence
‘ Instructions: | - Line Items

When completed click the Authorize button

Since the original Blanket PO was authorized for the full contract amount, the revisions will not
require additional authorization

Click Change Status to change the Status from Requisition to Purchase Order.

Purchase Order Entry
Fiscal Year: 2012 |, | PO #: 10000156 001 = Status: |Requisition Drdered: 8/22/2mM7 Wanted: 9/30/2017
Vendor #: 0132 Vendor Name: |Mew Flyer Industries Blanket PO
Dept #: M Location: Req #:
# Of Authorizations Required: [ 2 A t To Authorize: $25,000.00 Master
Authonzation Change Add New
Emp # Employee Name PIN #: Date Status
¥ Status
[100 [r0e Smith e — | 8/22/2017 3:03:20 PM
|1 2345 |Samp|e [rrm———»— | 8/22/2017 3:03:20 PM Audit Report
[200 [jim Smith [ [ 8222017 3.0320PM flowiBoyision
Search
[  FTr=—r [ [ r =i

Click Change Status to change the Status from Requisition to Purchase Order.

Microsoft Access

Authorizations Complete

Change PO Status?
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Search

With this Search function, you can view all PO’s. When you first select search and the form shown
displays, it will list all PO’s ever written. To narrow the search to a single vendor, select from the
Vendor Name field drop-down list. To narrow the search criteria even further you can select one of
the available check boxes. All status is the default. Check the Blanket PO checkbox to view only
those blanket PO’s and all revisions related to blanket PO’s.

To view a particular PO in the list, double-click in the PO# and that Purchase orders master form
will display.

=2]  FNPO_InquiryByPOSearchServiceForm 06/21/2017 © 2018 Fleet-Net Corporation - 0
Vendor Name [JRequisitions [NInvoice -
b2 [JPurchase Order [ |Closed
[]Blanket PO [[1Receipt ¥ All Status
PO # Yendor # Yendor Name Date Ordered Net Due
0000153003 [VO138 [New Flyer Industries [ anmzme |
[0000248-000  [BAT23456 [AA Auto Pans BEEETE $438.00
(10000247000 [BAT23456  [AA Auto Parts EZEE $500.00
(10000246000 [BAT23456  [A Auto Parts ELEEEE $106.48
10000217002 |B0mE |Fayette Parts Service, Inc. EEE $250.00
P| [1000021700  [BOMIE [Fapette Parts Service, Inc. EZZZEEE $25000 -
Record: 4 4 |6of 140 | » M Search
Cancel

You can only cancel requisitions. Any PO that has been authorized cannot be cancelled. To cancel
a requisition, select the requisition number from the PO # drop-down list and select the Cancel
button. You will be prompted with a message to confirm you want to cancel, select ‘Yes’ to execute
the function.

Microsoft Access

9 Do you want to cancel this Requisition?

This message displays when trying to cancel a PO that has been authorized.

Microsoft Access

181 Only Requistions Can Be Cancelled.
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Line Items

Select the Line Items to add line items to a requisition. If you select this function after a PO has
been authorized, you will be allowed to view all the line items on the PO but no changes can be
made.

|Purchase Order Entry

Fiscal Year: 2018 || PO #: 10000151 007 v Status: |Requisiion Ordered: | 8/21/2017 Wanted: | 5/30/2017
Vendor #: V133 Vendor Name: New Flyer Industries Blanket PO
Dept #: 01 Location: HReq #:
Line ## Stk Item # Item Description U/M Qty Urit Cost Tax Ext Cost Master
L# 1 103 w | |2 | testing Distribution adwvertising Ed |y 1 1500000000 [] $150.00 Add New
102 || advertisind Date Due: | 9/30/2017 Distribution: A0 w || Status
Work Order #: 7 | Asset Type: W | Asset #: ? Authorization
Budget Div Account Month Year Posting Div Account Audit Report
v v g 2017 200 | (5043901189 |w || Motes Mew Revision
* w7 ~ O Search
- Date Due: Distribution: w || Cancel
Work Order #: 7 | Asset Type: | Asset ? Line Items
Div Account Month Year . Div Account Totals
Budget Posting
v w v w || Motes MNotes
Contract /
Project
Print
Resequence
Line Items
Total: $150.00

To add notes specific to a line item, click Notes. This allows entry of more item descriptions or
additional comments. Select the Print on Purchase Order checkbox to include the notes on the
printed PO. If this option is not selected the notes will print on the receiving document only for
internal use.

E FNPO_EntryCommentSubForm S
¥z Comment:
always need to keep on hand) ~
W
[]Print On Purchase Order
||:Ifigenl:uaum |B.-"22.-"2EI1 731226 pm |FN PO_EntwFarm
[finerhaum (Ao 7 31220 i [FMPOFntreForm
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FIELD DESCRIPTION
Line # This field is system generated as the line # in sequential order.
If item being ordered is an inventory item then this field should be checked (this is the
default). If the item being purchased is non-stocked, uncheck this box, NS will populate the
Stocked Item_# ﬁdd.‘ . .
If using this line for Core Deposits, DO NOT use the word DEPOSIT for the Vendor #/OEM
number. This is a hard-coded phrase that will signal the system to take money OFF the
invoice, not add it on. Use CORE DEPOSIT OR CORE CHARGE.
Utilizing the drop-down listing, select the inventory item to be ordered. Use the binoculars to
Item # the left of the field to use the Search feature.

Item Description

This field is system-generated from the Item # that is entered unless it's non-stocked, then
enter a description if the Stocked check flag is unchecked.

This will be the unit of measure for the item selected. If selecting an inventory item, this field

u/M will populate if, ordering a non-stock item the unit of measure must be entered.

QTY Enter the quantity to be ordered for the selected item.
If an inventory item is selected with previous pricing, the unit cost will be system-generated.

Unit Cost If the item being purchased has never been purchased before or is a non-stocked item, a
unit price must be entered.

Tax Click in the checkbox if the item being purchased is a taxable item, leave blank if not.

Ext Cost Calculated based on the Unit Cost and Quantity

Distribution Distribution Code is an option to allow you to define the expense further.

Work Order #

Asset Type

Select asset type from the drop-down

Asset #

Select from the drop-down list vehicle # if the purchase of this item is related to a specific
vehicle.

Budget

Div - Account

The division and account selected in these fields will be used to create encumbrance
records for non-invoiced Purchase Orders for budget comparisons. Once the Purchase
Order is invoiced, encumbrance is relieved and the transaction is posted as an expense.

Month — Year

The current Budget Month and Year will be system generated. It defaults to the current
calendar Month/Year not Fiscal year period. This can be changed to post encumbrance to
the month/year required.

Posting

Div — Account

Using the drop-down listing, select the Posting Division and Account number to incur the
cost of the item being ordered. This field defaults to the account # setup in product class for
Inventory items.

Date Due

Defaults to the Date Wanted entered when generating the PO.

Item Notes

Allows entry of notes specific to a line item. There is a checkbox to indicate whether these
notes are to be printed on the Purchase Order.
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Totals

The Totals form displays all totals, taxes, freight and any deposits made on this purchase order. If
there are applicable taxes, once you enter either the percentage or the fixed amount the form will
display for entry of the tax distribution.

Total Gross, Taxable Gross, and Net Due are automatically calculated from line item entries.
The following fields can be entered at Requisition status if known. These fields can also be
Entered at PO Invoice Entry.

|Purchase Order Entry
Fiscal Year: 2012 |, PO #: 10000175 000 " Status: |Requisition Drdered: gi22/2017 Wanted: 10/41/207
Vendor B: V0074 ¥endor Name: |Office Depot Credit Plan [] Blanket PO
Dept #: Location: l_ Req #: ’7
Total Gross: 45234 Sales Tax %: 0.00 Freight: £0.00 Master
Taxable Gross: $52.34 Tax Amount: $0.00 Deposit: $0.00 Add New
Retainage Percent: ’W Retainage Amount: ,7 [] Taxable Freight  Net Due: 45234 | | GL Posting Status
Authorization
Audit Report
Mew Revision
Search
Cancel
Line Items
Notes
Contract /
Project
Print
Resequence
Line Items
FIELD DESCRIPTION
If the line item is flagged as Tax, the percent setup in the vendor's master form will
Sales Tax % populate. The percent can also be entered or changed in this field. If the Tax flag is
not checked on line items, this field is grayed out and no entry allowed.
Tax Amount The amount will be calculated based on the Tax Percent entered.
Freight Enter the Freight amount for this purchase order if known.
Deposit Enter a deposit amount
Retainage Enter a percentage of the purchase order as retainage format 10.00 = 10 percent.
Percent Another option is to enter a fixed dollar amount for retainage. When this invoice is
Retainage selected for payment, the retainage amount will be deducted from the total invoice
Amount amount to be paid later.
. Check this box if the Freight amount entered is taxable. The tax will calculate based
Taxable Freight on the Sales Tax percent.

The Budget and GL Posting accounts can be entered at Requisition status or they can be entered
at PO Invoice Entry.

Retainage Percent: Retainage Amount: Met Due: $165.00
Budget Posting
Line # Div Account Month Year Div Account Posting Amount Distribution Code
901 ||FREIGHT v v 8| 2017 ||CATA W | 010101001 | W $40.00 v o
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Notes

Select Notes and the form shown will display. After selecting a Date, enter any comments pertinent
to this purchase order. If a picture or supporting document needs to be attached, it can be in the
Attachment field. A Hyperlink may also be added: this will link to a web page or a document located
on your server.

Select the option Print on Purchase Order checkbox to include these notes on the printed PO. If
this is not selected the notes will print on the Receiving Document only.

|Purchase Order Entry

Fiscal Year: 2013 [, | PO #: 10000175 000 v Status: |Requistion Ordered: 8/22/2017 ‘Wanted: 10415207
Vendor #: V0074 ¥endor Name: Office Depot Credit Plan [] Blanket PO
Dept #: 0 Location: Req #:

L7 Document Code: Photo w| o Reference: |1234 plaster
Comment: Attachment: Add New
dfigenbaum 2/22/2017 4:22:56 PM: Status
Phato of Shelter P

Authorization
Audit Report
- New Revision
bus stop -01.jpg Search
Cancel
Line Items
Totals
Hyperlink: | [[] Print On Purchase Order
Motes
Created: |dfigenbaum | B/22/2017 4:22.46 PM  [FMPO_EntiyMatesSubForm
Undated: Contract /
pdated: | | ‘ Project
Print
Resequence
Line Items
Contract/Project

The Purchase Order can be assigned to a Contract and/or Project to allow tracking of
expenditures associated with the Contracts and Projects.

Select the Contract/Project button

Enter the Contract # or use the red question mark to search by Contract #, Description or Vendor
Name.

The Vendor must match the Vendor on the Purchase Order.
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Purchase Order Entry
Fiscal Year: 2018 [, | PO ¥ 10000175 000 v Status: |Requisition Ordered: | 8/22/2017 Wanted: | 1041,/2017
Vendor #: 0074 Vendor Name: Office Depot Credit Plan [] Blanket PO
Dept #: 01 Location: ,_ Req #i: ,7
Contiact #: | 2| Conlract Type: ,7 Master
Vendor #: | [ Retainage Percent: | 0.00 Add New
Contract Start Date: ’— Contiact End Date: ’— Contract Amount: ’7 Status
Actual Start Date: | Actual End Date: | Purchased To Date: [ Autharization
Date Board Approved: ’— Date Contract Signed: ’— Amount Remaining: ’7 Audit Report
Project #: | vl PO Amount: ,W New Hevision|
Search
& FNPO_GeneralSearchSubForm n Cancel
Contract # Line Items
-2 Totals
Description Notes
x Contract /
Vendor Name Project
> Print
Resequence
Line Items

Once a Contract # is selected only the project associated with the contract will be available in the
Project # drop-down list.

A Project can be selected or entered without a Contract.

Select the Project for the expenditures.

The Funding information for the Project will display.

Enter the Purchase Order amount for each of the funding line items.

Purchase Order Entry

Fiscal Year: 2013 .| PO #: 10000175 000 v Status: Requisition Ordered: | 8/22/207 Wanted: | 10/1/2017
Vendor #: /0074 V¥endor Name: Office Depot Credit Plan [] Blanket PO
Dept #: 01 Location: l_ Req #: ’7
Contract #: [123456789 2 |[Mew Contract Contract Type: ,5,&7 Master
Yendor #: |VDU?4 |Dﬂice Depat Credit Plan Retainage Percent: ,w Add New
Contract Start Date:- ’W Contract End Date: ’m Contract Amount: ’W Status
Actual Start Date: ’W Actual End Date: ’7 Purchased To Date: ’W Authorizalion
Date Board Approved: ’m Date Contract Signed: ’7 Amount Remaining: ’w Audit Report
Project #: vl | PO Amount: [ 35234 Mew Revision
Search
Cancel
Line Items
Totals
Motes
Contract /
Project
Print
Reseguence
Line Items
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Print

Click Print, A confirmation message displays to include posting information.

Purchase Order Entry
Fiscal Year: 2013 [, | PO #: 10000275 000 P Status: |Purchase Order Ordered: | 5/11/2012 Wanted: [ 5/31/2018
Vendor #: 44123456 Vendor Name: |44 Auto Parts [] Blanket PO
Dept #: 01 Location: ,_ Req 1
Line #f Stk Item # Item Description U/W Qty Unit Cost Tax Ext Cost Master
1 103 v 2 [TestPan 1 E4 [y 1 50000000 [ $50.00 T
1234 e | st Date Due: | 5/31/2015| Distribution: = Status
Work Order #: |1v/00000073 Asset Type: |V |, | Asset #: 2333 Authorization
Budget Div Account Month Year Pasting Div Account Audit Report
v ) & 2ms C4TA W | (1030180100 |+ | | Motes New Hevision
Microsoft Access pearch
Cancel
Do you want to include posting information? Litos s
Totals
Notes
U= b Contract £
Project
Print
Resequence
Line Items
Click yes to include GL posting information as shown below.

TOOTS PO #[10000420-000
[ Date Ordered | 242020 [ Date Wanted | 21002020

Transfor Corpaor gtion
8148 Riverton Avenue
Naorth Helywood, CA 81808

(868) 268-8711

S5hipTo|Sample Trans it

Las Yegas, NV &

Attention: Lisa

(702) 123-4567

1212 Scuth Las Vegss Bhd

T

Fax Fax
[Terms[Due 20t of men | Ship Via| | [Fob| |
Expimation Date EB.’J4.-EDED
[ Department [o1 |
| Special Instruction sl |
Lina | Quantly Description ] Unit Cost Total
1| 150000.00 o EA 1. 00000 $150000.00
PostingDiv | 10 [ Account | 5040404000 |
Non Taxable 3150,000.00
Total 5150 000.00
Met Due 5150 000.00

Click No to not include the posting information.
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Resequence Line Items

Click the Resequence Line items button if you had to delete any line items while in Requisition
status and it will renumber them.

Purchase Order Entry

Fiscal Year: 2012 |, | PO #: 10000151 001 w Status: |Requisiion Ordered: 8/21/2017 Wanted: | 5/20/2017
Vendor #: (01322 Vendor Name: |New Flyer Industries Blanket PO
Dept #: M Location: Req ii:
Order From Ship To Master
Mame: |Mew Flyer Industries Mame: Sample Transit Add New
Address: PO BOx 74002419 Address: 123 Main 5 tatus
Address: Address: Authorization
City/State/Zip: |Chicago IL  |BOE74-8419 City/State/Zip: |Las Vegas My | |89118- =
_ . Audit Report
Attention: Attention:
Phone #1/Ext 1: [[204) 932-8400 Phone H/Ext 1: New Revision
Phone #/Ext 2: Phone #/Ext 2: Search
Fax: [204] B65-3235 Fax: Cancel
E-Mail Address: | E-Mail Address: =
B Line Items
Microsoft Access
Totals
Notes
Date Ordered: 8217207 @ Date Wanted: 93072017 @ 6 Resequence line iterns? Contract /
Terms: [Due 23th of mon Shipvia: [ poice
Print
y Yes Resequence
‘ Instructions: Line Items

Microsoft Access “

o Renumber completed.

Print Purchase Orders

From the Purchase Order entry menu, select Print Purchase orders. The default is to print
Purchase Order status. To print a PO at another status, uncheck Purchase Order and select the
status.

The option to select one or a range of PO’s for printing is available. The list is limited to the PO
numbers for the selected status.

Once you select those PQO’s for printing simply click the print button and a display of the PO to be
printed will be print preview. To print a hard copy simply, select your file print options.

Select the option to Include Posting Account and Project Information to have this included on the
printed PO.

Please note that the expiration date must be added to the Status screen in order for it to print on
the PO.

Page 48 of 83



Purchase Order Module

Print Purchase Orders

Purchase Orders
[[] Requisitions

[ Received

[ Invoiced

[] Closed

[] Show Back Orders
Starhing PO #: v
Ending PO #: v

[] Include Posting Account

Print
Fleet-Met Corporation
L1001 PO # 660089-000
Date Ordered 5262006 D ate Wanted 5262006
From Fast Fuel Co. Ship To Fary TransitCo.
7899 M. Lamb fore. G4 Arnww here St
Morth Las Wegas MW 20201 LasWegas NV 29145
hichael Kelley
Phone Phone  (7o1855.1111 (F03)555-353F
Fax Fax (F02) 553333
Terms Net® Ship Via Fob
Special Instructions:
Line Quantity Description umM Unit Cost Total
302 A0 OL aT 0.910000 ‘ FEr4E2
00 Aeourt: tssmo0OOOD T ehiclew T
Hon Taxable F2va.a2
Total F274.52
Het Due F274.52
Autherized By Chris Foorcier,D rector Date: 52606 91620 AM
Eill To  Barh Toncit S8 fongihars of bifike Kol |2 bigas H 20147

Print Receiving Documents

From the Purchase Order entry menu, select Print Receiving Documents. It is recommended to
have receiving docs to easily reference when the items actually come into the receiving
department. Below is Print Receiving Documents form. Simply select the PO # (s) from the drop-
down and click the print button.

Select the option to Include Posting Account and Project Information to have this included on the
printed PO.

Print Receiving Documents
Starting PO # || -
Ending PO # >

[] Include Posting Account
and Project Information

Print
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Sample Receiving Document below.

Rapid Transit
Receiving Document

0030 PO # 10000154-000
Date Ordered 3182017 Date Wanted &12077
From MNewsgg.com Ship Te  Sample Transit
123 Main
Las Wegas NV E3118
Phone Phone
Fax Fax
Terms Dus 200 of mon Ship Via Fob

Special Instructions:

Line Ordered Received Vendor's ltem # In-House # Whs Bin Location
1 1 K] NS
3k Jaskid] EA |Ofoe Somware
Rowd By: Diate: Posted: Partial / Complete

PO Entry Reports

Below is the sample form for PO Entry Reports. Simply select the report and click the ‘Print Report’
button. Samples of each report are shown below.

Purchase Order Entry Reporis Print Report

Select Report

Outstanding PO lterns
PO Items By ltem #
PO Items By Wendor
PO [temz By Due D ate

Outstanding PO Items

QA Transit
Outstanding PO's Not Yet Received
aty Due Date PayTo

PO#  Rev# Line ltem # Ordered Unit Cost Extended Cost Date Ordered Vendor Pay Ta Vendaor Name
00es6100 001 1 12648512 1 14,9500 31485 232020 11312020 B0023 StateCollege Borough Water
10000218 000 1 NS 26 £340.3300 5000 10M2ME 10232017 L0016 Fayette Parts Senics, Inc
10000213 000 1 NS 26 £340.3800 §0.00 1032017 10232017 L0016 Fayette Parts Senice, Inc.
10000223 000 1 NS 12 51,000.0000 S0.00  1WMRME 1027217 L0016 Fayette Parts Senics, Inc

Page 50 of 83




Purchase Order Module

PO Items by Item #

QA Transit
Outstanding PO Items - Sorted By ltem #
Pay To Vendor Qty Qty Date Bin
Vendor PO # Rev# Line Item # Part # Description Ordered Received Ordered Location
AA123456 10000411 001 1 000111 000111-1 Donlyn testing 5/21/2019 3 1/13/2020 001-A01
AA Auto Parts
AA123456 10000412 001 1 000111 000111-1 Donlyn testing 5/21/2019 3 1/13/2020 001-A01
AA Auto Parts
B0026 10000356 000 1 000490F 55 VALVE, LEVELING RH REAR (93) 5 0 3/14/2019
Eccever Megia Ing
QA Transit
Outstanding PO Items - Sorted By Vendor
PayTo Qty Qty Due
Vendor Pay To Vendor Name PO # Rev# Line Item # Description Ordered Received Date
L0018 Fayette Parts Service, Inc. 10000218 000 1 NS Admin Expenses 28 0 10/1/2018
L0018 Fayette Parts Service, Inc. 10000212 000 1 NS Adm Svos 26 1 10/312017
L0018 Fayette Parts Service. Inc. 10000222 000 1 NS NS 12 0 10/212018
L0018 Fayette Parts Service, Inc. 10000236 000 1103 Test Part #1 1 0 1212018
T0072 Trans for Corpaoration 10000222 002 1 NS Initial digging and s upplies 140000 11/82017
—
QA Transit
Outstanding PO Items - Sorted By Due Date
Pay To Due Qty Qty
PO # Rev# Line Vendor Pay To Vendor Name Date Iltem # Description Ordered Received
10000367 000 1 B0037 Bamnes & Noble 4/30/2019 NS 7HABITS 15.95 0
10000369 000 1 B0028 West Penn Power 4/30/2019 NS lots of energy 4500 0
10000370 000 1 C0011 Mercedes-Benz of State College 4/30/2019 NS engine 1 0

Unauthorize Purchase Order

Once a PO has been authorized, the system will not allow any changes to be made to a PO.

The Unauthorize PO or “change order” option can be used once a purchase order has been
authorized and it has been determined that there was an error or additional data needs to be added

or subtracted to the PO.

This option allows the user to revise the status of an authorized PO back to requisition status, which
will then allow changes to be made assuming the items have not been received yet.

Unauthorize Purchase Order

PO #: v

Unauthorize
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Enter the PO # or select it from the drop-down list. Only purchase orders with a status of Purchase
Order will appear in the drop-down list. Notice sample of PO 10011183 within the Purchase Order
Entry form and its status and how it does appear in the PO# drop-down list on the Unauthorize
Purchase Order form.

Other statuses include Requisition, Receipts Pending, Invoice Pending, Closed etc. these will not
appear on the list.

Unauthorize Purchase Order

PO #: | -
10000372 000 | 4/11/2019 BO019 Ritter Technology, LLE $26.00000
10000373 000 441142019 BO0ZE Forever Media, Inc. $7.000.00
10000375 000 4/11/2019 £oo0? Overstock.com $26, 250,00
10000399 000 B/24/2019 A1 Z346 A4 o Parts $27.057.09
10000401 000 741772019 BO003 Poirt Sprirg & Diiveshaft Co. $600.00

Once the PO has been selected from the list click Unauthorize.
Click Yes to continue or No to abort.

Microsoft Access

Reauthorization Security Enforcement is enabled.
Unauthorizing this Purchase Order will require all new authorizations.
Do you wish to continue?

Click OK to finalize. At this point, the PO status has been changed back to requisition and changes
can once again be made to the PO.

Microsoft Access

Unauthorization Complete.

Please Note:

Having the Reauthorize security option set to NOT enforce (unchecked) will result in the
“Un-authorization Complete” prompt to appear immediately by passing the initial prompt
seen above indicating new authorizations will be required. Fleet-Net recommends this
option not be used because it is possible to increase the PO dollar amount and the initial
authorizers may not be aware of the change.

The Unauthorized PO option should be tightly restricted by the IT department to allow only
authorized users security access to the menu option and internal control issues should be
considered. This option could open the door for potential fraud if other measures are not
putin place.
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By having the Reauthorize option unchecked and Authorize option checked:

e |t will allow a user to add additional lines to the PO without having to get the authorizers
to approve it again. The exception is if the total PO dollar amount goes into the next
authorizing level. For example, the Maint department limits are set to 2 authorizers
approve anything $5000.00 or less. If the revised PO now exceeds $5000.00 then 3
authorizers are required. The original 2 authorizers will not have to approve but a third
authorizer will be required to approve before it can be finalized.

e Cosmetic changes can be made without re-approval. This includes changes to the
vendor part number, vendor description, various fields found on the Master Button etc.

e An existing line can be deleted without re-approval.

e Any change to the quantity or unit cost of the original lines will require re-authorization
assuming “Authorize” option within Security Activation form is checked.

By having the Authorize option unchecked within Security Activation:

e All changes are allowed with no approvals required for the initial creation of the PO or
subsequent changes once unauthorized.

Security Activation

Security Option Enforce
Athorize
Reauthorize

Export PO to MS Word

This option allows for the printing/exporting of a printed PO out to Microsoft Word. Microsoft Word
templates are used to create the “shell” in which the PO header and line item data are printed into.
Sample templates are provided but custom designed templates created by users can also be used.

Aside from printing the PO header and line information, this option will also allow for appending
custom documents such as Terms and Conditions or boilerplate documents to the PO when
exported/printed.

In order to use this option setup of the templates and identification of their location must first be
setup. Refer to Template Setup Form within this manual.
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Export PO to Word
PO #: W

Templates

Purchasze Order: “

Line Item: “

Clauze: "
Export

Field Description

PO #

Enter the PO # to print or select it from the drop-down list.

Purchase Order

From the drop-down option, select the MS Word template that should be used to print
the PO header information. The drop-down options must first be created via the
Template Setup form and have the “Type” setup as “PO.”

From the drop-down option, select the MS Word template that should be used to print

Line Item the PO line item information. The drop-down options must first be created via the
Template Setup form and have the “Type” setup as “Line.”
From the drop-down option, select the MS Word template that should be used to
append any terms and conditions/boiler plate documents to the PO. For example,
Clause there could be a document for terms and conditions for grant purchases under

$25,000.00 and another document for grant purchases over $25,000.00. Multiple
documents can be setup but only one can be selected.

Notice how drop-down options within Purchase Order, Line Item and Clause fields match the
name field within the Template Setup Form.

Export PO to Word

PO #: 100001532 001 w
Templates
Purchase Order: PO v
Line Item: Line W
Clause: Clauze W

Setup PO Document Files and Templates

Name Type Description Hyperlink to Document File
» W Clause w |C|ause |F: \RFD\WORD Terms and Conditions RFD.doc
lr Line W |Line |R: \RFDWORD \purchaseorderline doc =
lPOi o] W |PO Disclaimer |R:'-BFD'-WORD'-Eurchaseorder.doc =
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Export

Select the Export button to begin the process of exporting/printing the PO
The following window will appear. Navigate to the folder via the “Save In:” drop-down option to
where PO’s will be saved. The system will automatically assign the file name as the PO number.

Click Save.

Export PO to Word

PO #: I‘IDD‘I‘I‘ISB 0on 'I

Export Purchase Order.

Templat,
Purchase Order:  |PO1 Save fn: I . POsExported j @ - Q 2 [~ Todls~
Line Item: IF Mame I'I Date modified |v| Type |v| Size |v|

| Bpo_10011142-000.doc BP0 _10011143-000.doc

Dl [Grant B‘“‘ Re‘f’g #1po_10011142b-000.doc #1po_10011149-000.doc
oemen Bpo_10011142¢-000.doc #po_10011150-000.doc

! ®po_10011143-000.doc ®po_10011151-000.doc

L] Bpo_10011143-001.doc #po_10011152-000.doc

po_10011143b-000.doc po_10011154-000.doc

[ s 09.05 [10/1/2012] | Desktop
#1po_10011155-000.doc

BP0 _10011143¢-000.doc
i Bp0_10011143d-000.doc
£l #po_10011144-000.doc

My Documents  #11p0_10011145-000.doc
Bpo_10011145-001.doc

:‘!! BP0 _10011145-002.doc

: Bpo_10011146-000.doc

My Computer  wiino_10011147-000.doc

=
Q‘\' File name:  [P0_10011156-000.doc |
My Metwork J
-

Places Save as type: IAII Files (*.%)

Save

Cancel

i

If you receive the following Active X error, click OK and then open the Microsoft Word program
before the Export button is selected.

=5} 2/24/2004 © 2004 Fleet-Net Corporation

® System Problem

Problem rznvex component cant create object

Problesn Code [ 429
Caling Procedure |BudDocument
Ok |

When the save process is complete the following message will appear. Do not click OK until you
have accessed the Word document. Clicking OK will close the Word document.

Microsoft Access ﬂ

PO Document has been saved.
LAAPQ_10000153-001.doc
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At this point, the new MS Word document is on the forefront screen or has been minimized on the
task bar. Click the document to access it.

0§ Po_10011156-000.doc - Microsoft Word

! File Edit View Insert Format Tools Table Window Help Type a quest
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Click Print within MS Word to print the entire Po along with any terms and conditions or any other
document that was appended.

This entire process can be repeated in the case of a “change order” etc. but when prompted to
“Save” the system will indicate that a file of that name already exists and ask whether to replace.
Simply click Save and overwrite the existing file.

Fiil 5Q L - [FIPO_ExportPOWGKIFSrm 09/ T/30M ;. ..t purchase Order.

x| EFT

5po_10011142c-000. doc

- lg]PDleO]1143-00EM‘.|DC

| File Edit Wew Insert Format Records T Save in: I | POs Exported j 5?) - Q % ] |j - Tres nforhelp ~ - @ X
- HR S (& AR Y Y = ! Mame | | Date modified | -] Type | - size |-]
» BP0 _10011142-000.doc BP0 _10011148-000.doc
Export PO to Word g‘:ﬂﬁ:{g #po_10011142b-000.coc #po_10011145-000.doc

BP0 _10011150-000.doc
#po_10011151-000.doc
#po_10011152-000.doc

PO 10011156 000 'I I@]PD,IDDJ1143-0014‘.10:
Desktop 8po_10011143b-000.doc #1po_10011154-000.doc
Temp Wpo_10011143¢-000. doc po_10011155-000.doc
B1po_10011143d-000.doc Bpo_10011156-000.doc
Eluchesell e i = f Ik B1p0o_10011144-000.doc
Line ltem: Linel - My Documents  1po_10011145-000.doc
Clause: T — #po_10011145-001.doc
E.»‘-‘ #po_10011145-002.doc
o 8po_10011146-000.doc
My Computer 56y 10011147-000.doc
Export
",
| Wsn: 09,05 [10/1/2012] | File name: ﬂ Save
My Network
Places Save as type: [Al Files (=.%) 2| Cancel

A

Microsoft Visual Basic x|

The file PO_10011156-000.doc already exists, Do you want to replace the existing file?
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PO Audit Trail Report
This audit trail report will list all changes made via the Status button within Purchase Order Entry.

Changes made via the form below on the Status screen are tracked and can be viewed in the
subsequent print screen. Clicking Status allows the user to create a blanket PO by checking the

Blanket PO check box.

Purchase Order Entry

Fiscal Year: 2018 |, | PO #: 10000156 001 v Status: |Purchase Order Ordered: | 8/22/2017 Wanted: | 3/30/2017
Vendor #: 0138 Vendor Name: |Mew Flyer Industries Blanket PO
Dept #: |01 Location: Req #:

Master

Add New

Create Blanket PO

PO #: | 10000156 Vendor #: Wilag

Last Rev #: | 001 Department #: 0}

Authorization

Changes made to the Status section of a blanket PO such a Contract #, Start Date, Expiration
Date, and Contract Amount will be tracked and can be viewed via the PO Audit Trail Report. The
user making the change and the time and date the change took place are also tracked.

PO Audit Trail Report

Form Name: FNPO_EntryBlanketPoSubForm | o

From D ate: 742016
To Date: 841 /2m7 ]
Print
Field Description
Form Name From the drop-down option, pick the FNPO_EntryBlanketPOSubForm.

Enter the From Date for which changes to the Status fields were made. The date can be
typed in or double clicked from the calendar. This date should not be confused with the
Start Date or Expiration Date of the Status button. For example if a user revised the

From Date
contract amount on Monday 11/12/2012 and you wish to see this change on the report
then 11/12/2012 or and earlier date must be entered.

To Date Enter the thru date for the changes.

Select Print to execute the report. The report is sorted in ascending order based on the date the
changes were made. The User ID field indicates which specific user made the change. Notice the
“Old Value” heading contains many instances of the word “(null)” (Null indicates blank or empty.).
This indicates the Blanket PO was newly created and there was no before or “old” value.
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Rapid Tran sit
PO Data Audit Trail
Form MHame: FNPO EntnEEnkelPoSunFomm From Dats: THR2O1E
To Dat: anzoT
Daimims Tabbs Nams Fiald Hams Rafarancs £ Old valus Mew Valus Usarid
Monday TERNT

TR2017 124945 PM FMPO RevisbnTabke ComBcAmount 10000156 [l 25000 pdoadd
TRZ0T 124945 PM FNPO_RevisbnTablke ExpirationCate 10000156 (i 1251207 pdoad
TRRZ2UT 124945 PM FNPO_RevisbnTaok Saflale 10000156 e i1 THR2NT pdodd
TR20T 1249745 PM FNPO_RevisbnTanok Type 10000156 a -1 pdadd

PO Receipts Maintenance

Purchase Order Receipts records items that are received, increases the on-hand quantities in
inventory, decreases the On-order quantities. Also allows for batch receiving and updating.

*** PO Receipts Maintenance ***

PO HReceipts Entry |
PO Receipts Audit & Update |
PO Heceipts Reports | ?

Blanket PO Receipt Entry

Return to Previous Menu

5 | o[ |-

PO Receipts Entry

Select or enter the PO Number to receive line items. Only PO’s a status of Purchase Order status
can be selected. Below is the master receipts form with a PO selected for receipt. Note that this
looks similar to PO Entry in that it shows the same PO information fields and displays the Order
from and Ship to addresses. The Default Receipt Date can be changed if necessary before
receiving the line items. This date will auto populate in the receiving date of each line item.

PO Receipts Entry

PO #: 10000156 000 v PO Status: |Puichase Order Ordered: | £/21/2017 Wanted: | 7/15/2017
Dept #: 01 Yendor #: M0138 VYendor Name: Mew Flyer Industies Default Receipt Date: [04/18/2018 @
Order From Ship To M aster
Name: Mew Flyer Industries Name: |Sample Transit Line Items
Address: PO BDx 74003419 Address: [123 Main Partial
Address: Address: Complete
City/State/Zip: |Chicago IL GOR74-8419 City/State/Zip: |Laz Vegas Ny 29118 Cancel
Attention: Altention: Pending
Phone # 1: |[204] 332-8400 Ext #1: Phone # 1: Ext #1: Undo
Phone # 2: Ext #2: Phone #f 2: Ext #2:
Fax: |[204) 669-2293 Fax:
Terms: [Due23thofmon  Ship Yia: | FOE: |
Instiuctions:
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Button

Description

Master

Selecting this button will return you to the main form of the selected PO receipt.

Line Items

Select to show the line items for receiving. This is for viewing only and no changes can be
made here. This form can be used to determine if a complete or partial receipt should be done.

Partial

Select to receive items on a PO when the order is not completely filled and items are back
ordered. You will be prompted to make sure you want to do a partial receipt of the order.
Simply click yes to open the form to receive items.

Complete

This will automatically receive everything on the selected PO and eliminates the need to enter
receiving quantities for each line item. A message will display to confirm the complete receipt
of this PO, select “Yes’ and this will confirm and receive everything on the PO.

Cancel

Select to cancel all line items on the selected PO. Select ‘yes’ and this will cancel and close
this PO. Until this PO is updated, line items can still be viewed but no changes can be made to
the PO from this point forward. If this PO is cancelled by mistake then click the ‘Undo’ button,
explained below, to return the PO to its original receiving state and do a partial or complete
receipt as needed.

Pending

The Pending button when clicked will show all receipts pending update. This does not show all
PO’s waiting to be received only those that have been partial or completely received will
appear on the list.

UNDO

This button will Undo the receipt or cancel activity on the selected PO.
Of course, once the PO receipt is updated you cannot undo the receipt.

Note: To update PO receipts select ‘PO Receipts Audit and Update’ from the receipts

menu.

Line Items

This is a form view of all line items on the selected PO. This is for reviewing only and no entries

can be made.
PO Receipts Entry
PO #: 10000167 000 W PO Status: |Purchase Order Ordered: | 8/15/2017 Wanted: | 341/2017
Dept #: |11 Vendor #: [BO0O0M Vendor Mame: |Lowe's Home Centers, Inc Default Receipt Date: |08/23/2017 @
Display Line ltems Master
Line # Item # Ordered Received Back-Ord Cancelled u/M Rct Date Date Due
1] NS 15 a0 a0 0 Ea 941/2017 Partial
Item Description: 'widgets 0EM: 123456 ‘wiidgets Complete
Cancel
Pending
Undo
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Partial

Notice that this form looks the same as the Line Items form except this form will allow
Entry to receive items.

PO Receipts Entry

PO #: 10000167 000 w PO Status: Purchase Order Ordered: | 215/2017 Wanted: 9/1/2017
Dept #: |01 Yendor #: |E0007 VYendor Name: |Lowe's Home Centers, Inc Default Receipt Date: |03/23/2017 @
Display Line ltems Master
Line # Item Ordered Received Back-Ord Cancelled U/M Rct Date Date Due Line Items
1) |MS 15 0 0 0 E& 9/1/2017 Partial
Item Description: \Widgets OEM: 123456 Widgets Complete
Cancel
Microsoft Access Pending
Undo

This optien allows partial receipts of Purchase Orders,

Continue?

Enter the quantity received, tab or press Enter and the Back Order and Received date will
automatically populate. For those items backordered, a new PO revision number will be
generated. A receiving document should be printed for the backorder revision. If canceling an
item, simply enter the quantity of the item you are canceling in the cancelled field and this will
cancel out this item and Quantity will not be added to Quantity On Hand in inventory but Quantity
on order will update accordingly.

PO Receipts Entry

PO #: 10000167 Q00 W PO Status: |Purchase Order Ordered: | 8/15/2017 Wanted: | 3/1/2017

Dept #: 01 Yendor #: [B0001 Yendor Mame: |Lowe's Home Centers, Inc Default Receipt Date: |05/23/2017 @

Partial Receipt Line tems

Master

Line # Item # Ordered Received Back-Ord Cancelled usM Ret Date Date Due Line ltems

1] NS 15 10 5 0 [Ea 8/23/2m7| [ 92y Partial
Item Description: \Wwidgets OEM: 123456 ‘widgets

Complete

Cancel
Pending
Undo

Simply click “Ok’ to confirm the receiving process.

Microsoft Access “

0 Remaining lterns Will Mow Be Backordered
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Pending

Pending displays a list of all receipts to be updated. To view a particular PO receipt double-click
the PO #.

PO Receipts Entry

PO #: - PO Status: Ordered: | 2/15/2017 Wanted: | 31/2017
Dept #: Yendor i: Yendor Name: Default Receipt Date: |08/23/2017 @
Update User Id PO # Rev # Yendor Name Receipt Status

Master

|dhgenhaum | 10000167 ‘ 0oo |ana's Home Centers, Inc |Parh’al Receipt Line ltems

Partial
Complete
Cancel

Undo

PO Receipts Audit & Update

In Receipts Audit and Update, verify that all receipt information is correct and then print and update.
The update will update inventory Qty on hand and Qty on Order. In addition, once the PO’s are
updated then they are ready for the next step, which is invoicing. Until the Receipts update is
complete, the PO’s will not appear in invoicing.

To begin, either select you're receiving User Id from the drop-down to only update those receipts
you have completed. If all receipts are to be updated then click the all users check box and all POs
that have been partially or completely received will appear in the list showing the user Id of the
receiver and status. The Update check box will be check, which will indicate this PO will be updated.
If a PO should not be updated at this time then simply uncheck the Update box and it will not update
with the rest of PO’s and no changes will be made to inventory nor will it be available for invoicing.

PO Receipts Audit Report

User Id: | dfigenbaum w| [JAll Users
Print

Update User Id PO & Rev it Yendor Name Receipt Status
| dfigenbaum | 10000167 | 000  [Lowe's Home Centers. Inc |Partial Receipt

If there is a question on a specific PO, then double click the PO Number to open the Master form
in PO Receipt Entry. You are now at Receipt Entry again and able to view and perform all the
functions of receipt entry. Remember if changes are to be made to that selected PO then you must
click the ‘Undo’ button then changes can be made to that PO. To get back to PO Receipts Audit
Report, return to the receipts menu.
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To print the audit report and update receipts:
Select the ‘Print’ button to start the update process. The following report will display and can be
printed using file print if needed.

Rapid Transit
Purchase Order Receipt Audit

Date Qty Qty Qty Back Qty
PO # Vendor Dept  Line Item # / Description UM Received Ordered Received O rdered Cancelled
10000167000 B0001 o Love's Home Centers, Inc
1 NS EA 232017 15 10 5 0
Widgets
4 Purchase Orders 1 Line tems

Once you review and print the report simply close the printed report and the following message
will appear to confirm the report printed correctly.

Microsoft Access

9 Did the receipts audit report print correctly?

If not then select ‘NO” and make any required corrections in PO Receipts Entry. No update is done
at this time. This is useful if you want to see a report of what is pending update, but do not want to
actually update it at this time.

If 'YES” is selected, the following confirmation box will display to confirm if you want to update the
receipt information.

Microsoft Access

0 Do you wish to update receipts now?

By selecting ‘YES’ you will be prompted one more time with the following message. The Labels are
the bar code labels that will go on the received items before going on the shelf. These are printed
from the Inventory Module in Label Printing. This prompt will simply add the items form your PO’s
to the Label Print list in Inventory.

Microsoft Access

9 Add to Label Print file?
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The next dialog box will inform you that your update is complete, and inventory Qty on hand and
Qty on order is updated, and the POs are now available for invoicing.

Microsoft Access

o Update |s Completed

PO Receipt Reports

The following Reports are available for view or printing as needed. Remember to print a hard copy
of a report simply use the file drop-down and print options available to you. Simply select the report
you wish to view and click the ‘Print Report’ button.

Purchase Order Receipt Reports Print Report

Select Report | T

PO Receiptz By ltems

PO Receiptz By PO

PO Receipts By Yendor

PO Iterms Mat v'et Received

The following are samples of the available reports.

PO Receipts by Iltems

Rapid Tran sit
PO Receipts To Be Invoiced - Sorted By Item #

ltemn # Description PO # Rewv# Line# Gty Rec'd Date Rec'd
100 Engine 0000005 {441 2 1 12182013
100 Engine 0000010 i ] 1 1 12182013
102 Pedal, Asm Elecdionkt ThoRlk 0000010 i ] 2 4 12182013

PO Receipts by PO #

Rapid Tran sit
PO Receipts To be Invoiced - Sorted By PO #

Pay To Gty Date
PO # Rewv# Line Vendor Item # Description Received Received
10000167 00 1 =000 N5 Widgets 10 8232017
10000165 00 1 S0007 N5 ak 1 8162017
10000170 00 1 S0007 N5 radiator 1 8162017
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PO Receipts by Vendor

Rapid Tran sit
PO Receipts To be Invoiced - Sorted By Vendor

Pay To Gty Date
Vendor PO# Rev# Line ltem # Description Received Received
ADD10 0000008 001 1 NS Test 1 121182013
ADD10 300000058 005 2 100 Engline 1 121182013
ADD10 30000009 004 1 103 Baol 1 10142014

PO items Not Yet Received

Rapid Tran sit
PO Items Not Yet Received

Doue Pay To

PO# Rev# Line Itermn # Description Gty Due Date Vendor
10000167 Q01 1 N5 Widgets E] 2017 0001
10000162 Q00 1 N5 Widgets 15 2017 0001
10000171 aga 1 N5 NE ) 1012017 B0007

Blanket PO Receipts Entry

This option is dual function in that it allows the user to create a new Blanket PO revision humber
with line items and then receive them at the same time. Since blanket PO’s have already been
authorized / approved for the total dollar limit of the contract amount this feature will create new
revisions bypassing the authorization process found within the Purchase Order Entry option.

Blanket PO Receipts Entry

Fiscal Year: 2012 .,

BPO #: 10000177 | Deptit: M Vendor #: TOO0 Vendor Mame: |owe's Home Centers, Inc
Contract #: | Start Date: [g/22/2017 Expiration Date: |8/22/2018
Contract Amount: $75.000.00 | Project #: Total Purchased: 375216 | Receipt Date: |04/18/2018 ]
Complete
Description
Field
Fiscal Year Select the Fiscal Year from the drop-down list for which this PO is being created.

The drop-down option will list only Blanket PO’s and in descending order. Select
BPO # PO from the list. The remaining fields will automatically populate.

Upon entering the form, the Receipt Date field will automatically populate with the
current date. If items were truly received on this date, no change is needed.

Receipt Date Otherwise, click the calendar and select the correct receipts date.
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Select Line Items to begin entering the stock or non-stock items received. The following form
displays. The process for creating a new line # is the same as in Purchase Order Entry.

Blanket PO Receipts Entry

Fiscal Year: 2012 |,
BPO #: 100007177
Contract #:

Contract Amount:

w| Dept#: 0 Vendor #: BOODT ¥Yendor Name: |Lowe's Home Centers. Inc

Start Date: [8/22/2017 Ezxpiration Date: |3/22/2018

v
$75.000.00 | Project #:

Total Purchazed: &

Receipt Date: |03/23/2017

$0.00

Line # Stk Item # Item Descnption u/M Aty Unit Cost Tax Ext Cost
v/ d4 ae U Complete
w Veh i e
Budget Div Account Month Year Posting Div Account Date Due
= = [ 207 = =
FIELD DESCRIPTION
) Do not enter the line #. The system will generate it automatically and in sequential order, once
Line # an item has been entered.
If item being ordered is an inventory item then this field should be checked (this is the default). If
Stocked the item being purchased is non-stocked, uncheck this box, NS will populate the ltem# field.
ltem # Utilizing the drop-down listing, select the inventory item to be ordered.

Item Description

This field is system-generated from the Item # that is entered unless it's non-stocked, then enter
a description if the Stocked check flag is unchecked.

This will be the unit of measure for the item selected. If selecting an inventory item, this field will

um populate if, ordering a non-stock item the unit of measure must be entered.

QTY Enter the quantity to be ordered for the selected item.
If an inventory item is selected with previous pricing, the unit cost will be system-generated. If the

Unit Cost item being purchased has never been purchased before or is a non-stocked item, a unit price
must be entered.

Ext Cost Calculated based on the Unit Cost and Quantity

Tax Click in the checkbox if the item being purchased is a taxable item, leave blank if not.

Proiect # If the purchase of this item is related to a Project, click on the drop-down list, and select the

roject appropriate Project #.
Veh # Select from the drop-down list vehicle # if the purchase of this item is related to a specific

vehicle.

Budget

Div - Account

Using the drop-down listing, select the Budget Division and Account number, that should be
debited for this item’s purchase. Fields are not required and should not be confused with the
posting GL account number.

Month — Year

The current Budget Month and Year will be system generated. It defaults to the current calendar
Month/Year not Fiscal year period. This can be changed to post encumbrance to the month/year
required.

Posting

Div — Account

Using the drop-down listing, select the Posting Division and Account humber to incur the cost of
the item being ordered. This field defaults to the account # setup in product class for Inventory
items.

Date Due

Enter what the due date was or leave blank.

Total

Auto populates with the grand total of all of the line item Ext Costs.
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Blanket PO Receipts Entry
Fiscal Year: 2012 |,
BPO #: 10000177 w| Dept#: O Vendor #: |B0001 Vendor Mame: |Lowe's Home Certers, Inc
Contract #: w  Start Date: |3/22/2017 Expiration Date: |3/22/2018
Contract Amount: $75,000.00 | Project #: Total Purchased: 445216 | Receipt Date: [08/23/2017 B
Line # Stk Item # Item Description U/M Oty Unit Cost Tax Ext Cost -
Line Items
1 103 v || | Test Part #1 EA [ Z 180000000 [ $300.00
Complete
123 w || Test Part #1 Veh #: v
Div Account Month Year . Div Account Date Due
Budget Posting
v v g 2017 00 || 1030100000 | 8/23/2M7
z test w || i | eat Ed w [ 25360000/ [] $152.16
test W | best Yeh #: w
Div Account Month Year . Div Account Date Due
Budget Posting
v v 8 2m7 o0 | 1030700000 | . 8s23.2m7
> Vi v | O
w Veh #I: v
Div Account Month Year . Div Account Date Due
Budget Posting
" v g 2017 w v
Totak $452.16 -

Select Complete to receive and create the new PO revision.

Microsoft Access

A new revision # will be created and all line iterns will be received.
Do you wish to continue?

If successful, the process will complete. Click OK.

Microsoft Access E

10000177 001 has been created.

The prompt will indicate which new revision number was generated for the blanket PO. Click OK.

The new revision can now be accessed via the PO Receipts Audit & Update form in order to
complete the receiving cycle. Process the receiving cycle as normal for these items and once
received they can be accessed via the PO Invoice Entry form.

PO Receipts Audit Report

User Id: | dfigenbaum w| []AllUsers

Update User Id PO & Rev # Yendor Name Receipt Status

|dfigenbaum | 10000177 | 003 |Lowe's Home Centers, Inc |Complete Receipt
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PO Invoicing Maintenance

The purpose of Invoice Maintenance is to track and maintain all invoices corresponding to purchase
orders. Invoices created here do not have to be manually entered in AP. When PO invoice is
updated, it becomes available in AP for payment. The PO invoice Maintenance Menu has two
items.

*** PO Invoicing Maintenance ***

J PO Invoice Entry |
ﬂ PO Invoice Reports |
ﬂ Return to Previous Menu |

|

-~

PO Invoice Entry

After items are received and updated to inventory, the PO is ready for invoicing. It is a good practice
to compare the vendors invoice to your receiving documents to make sure they match for items
and quantities received. PO Invoice Entry will also create an Audit trail between the purchase order
and the invoice. Below is the sample form for Invoice Entry.

PO Invoice Entry Fiscal Year: v| GL Posting Date: [8/23/2017 ||@
Vendor Name: w| PO P
Vendor Search Name: v | Ordered: | Wanted: |
Dept #: Vendor #: Vendor Name: ["] Blanket PO
Terms: ’7 Ship Via: FOB: | Sales Tax %:
Instructions: Contract #:
Project #:
Line ltems
Other
Totals
Invoice
Queue
Pending
Contract /
Project
Delete
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To enter the invoice information for audit and payment first select the Fiscal Year from the drop-
down. Enter the PO # or the vendor name or search name to view all PO’s for that vendor in the
drop-down list. Then select the PO from the PO # drop-down or Vendor Name or Search Name
and the detail will auto populate in the remaining fields of the PO Invoice Entry form.

Button Description
Will show all the line items on this PO to be invoiced. Enter the Quantity to be invoiced
Line Item and tab over for the costs to calculate and populate the fields. Unit cost and tax checkbox

may be modified.

Other Charges

Select if other charges apply to this PO not already applied to the order. Remember
Taxes and Freight are calculated separate from this area and need not be entered here.

Totals

This button shows the totals for this Invoice. Freight and tax can be added here. Sample
form is below.

Invoice

Click this button to assign an invoice number and enter any discounts that may apply. It is
important to note that if payment is required on this PO then the Pay check box must be
checked. This will usually default with a check automatically for you. If no Discounts are
to be applied then do not enter a discount date or amount.

Queue

Once all invoice amounts are entered and calculated, add this invoice to the update
Queue. Click this button to add to the invoice update queue.

Pending

Select this button to view by user or view all pending invoice’s waiting to be updated.
Updating is done via Print were invoice reports are printed before the update takes
effect.

Contract/Project

Assign the Purchase Order to a Contract or Project. When the invoice is updated, the
expenditures will be updated and when the payment is completed, the payments will be
updated to Contracts and Projects. See instructions below

Delete

This button is to delete a specific PO Invoice. A PO must be selected before it can be
deleted. This will close the PO and no invoice or payment will be made. However, keep in
mind that inventory has already been updated via PO receipts and no changes will be
made to inventory when an invoice is cancelled.

Line ltems

Line items allows for entry of quantities to be invoiced. Notice that the invoice field entry is in RED.
This helps in quick identification of which field to make the entry. Tab through so that the unit cost
will automatically update the Total Cost field. The item description and OEM information are
automatically populated.

PO Invoice Enlry Fiscal Year: 2018 || GL Posting Date: 4/18/2018 @
Vendor Name: v| PO #: 0000767 001 o Inveice
Vendor Search Name: w| Ordered: | 515/2017 Wanted: | 371/2017
Dept #: |01 Vendor #: |TOO01 Yendor Name: |Lowe's Home Centers, Inc ["] Blanket PO
Temms: ’W Ship Yia: FOB: | Sales Tax %:
Instructions: Contract #:
Project #:
Line # ltem # Received Invoiced  Cancelled U/M  UnitCost Tax  Total Cost el
3 T\NG 5 0 EA 15000000 [] $0.00 el
Item Description: [\vidgets DEM: [123455 widgets Totals
‘Work Order #: ’7 7 Asset Type: ’—v Asset #: ’— 7 | Distribution: w | | Invoice
Div Account Month Year Div Account Queue
Budget: v " 8 2m7 Posting: 200 |, 5049304183 . Pending
Contract /
Project
Delete
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If there are Taxes applied to this order, but the TAX check box is not checked then check it at this
time. Also, make sure a posting division and account are selected and correct for accurate GL

updating
FIELD DESCRIPTION
Line # This field is system generated as the line # in sequential order.
Item # Will automatically populate the ltem # from PO Receipts.

Item Description

This field is system-generated from the Item # that is entered unless it's non-stocked,
then enter a description if the Stocked check flag is unchecked.

Received Automatically populates with the received Qty from PO Receipts.
Invoiced Enter the quantity to be invoiced. This entry will show in RED.

Enter a quantity to cancel and not to be invoiced. This could be necessary if the part is
Cancelled received at no charge or is being returned.

This will be the unit of measure for the item selected. If selecting an inventory item, this
u/M field will populate if, ordering a non-stock item the unit of measure must be entered.

If an inventory item is selected with previous pricing, the unit cost will be system-

_ generated. If the item being purchased has never been purchased before or is a non-

Unit Cost stocked item, a unit price must be entered.

Click in the checkbox if the item being purchased is a taxable item, leave blank if not.

This may already be checked if it was entered at PO Entry. Since it is not necessary to
Tax add the tax at PO Entry, PO Invoice gives you the opportunity to add for payment.
Total Cost Based on the Unit Cost and Quantity Fleet-Net will calculate the Extended Cost.

Select a vehicle from the drop-down list if the purchase of this item is related to a specific
Asset # vehicle.
Distribution Distribution Code is an option to allow you to further defining the expense.

Budget

Div - Account

Using the drop-down listing, select the Division and Account number that should be
debited for this item’s purchase.

Month — Year

The current Budget Month and Year will be system generated. It defaults to the current
calendar Month/Year not Fiscal year period. This can be changed to post encumbrance
to the month/year required.

Posting

Div — Account

Using the drop-down listing, select the Posting Division and Account humber to incur the
cost of the item being ordered

If a budget is being used then make sure those fields are populated as required.

Remember to make sure that the proper Posting Division and Account are selected before

updating.
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Other

Allows for entry of other items not already on the PO invoice. Examples are Core Charges,
Hazmat fees the top of the form will have information pertaining to the selected PO.

Line # Item # Item Description Yendor Item Description Tax Total Cost
F\[ 800 M5 Other Charges Core Charge O $400.00
Work Order #: 7 | Asset Type: v Asset #: 7 | Distribution: v ||
Budget Div Account Month Year Posting Diw Account
» v 4/ 2m8 v v
FIELD DESCRIPTION
Line # This field is system generated as 800 numbers

Enter NS for non-stock
Item #

ltem Description OTHER CHARGES is automatically populated

Enter the Vendor Item Description.

Vendor Item

Description

Tax Click in the checkbox if the item being purchased is a taxable item, leave blank if not.
Total Cost Enter the total cost of this item.

Enter the Work Order # or select the red question mark to enter your information and

Work Order # click update.

Budget

_ Using the drop-down listing, select the Budget Division and Account number, which
Div - Account should be debited for this item’s purchase.

The current Budget Month and Year will be system generated. It defaults to the
current calendar Month/Year not Fiscal year period. This can be changed to post

Month — Year encumbrance to the month/year required.
Posting
Using the drop-down listing, select the Posting Division and Account number to incur
Div — Account the cost of the item being ordered
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Totals

The Totals are populated if the amounts were entered in PO Entry or Requisitions.
These amounts can be modified or added in PO Invoice Entry.
Total Gross, Taxable Gross, and Net Due are automatically calculated from line item entries.

Total Gross: £400.00 0.00 Freight: $0.00
Taxable Gross: $0.00 40.00 Deposit: $0.00
Retainage Percent: Retainage Amount: Met Due: $400.00 GL Posting

If the Tax flag was checked then either the tax % or flat tax amount must be entered. If the tax fields
were grayed out then no tax can be entered which means that the Tax check box is not checked
on the line items form. If tax is required on this PO, then go back to the line items and/or other items
forms and check the tax check box as required. Then come back to totals and enter the tax
percentage or flat dollar amount as required. When entering tax a valid Posting Division and
Account must be selected.

FIELD

DESCRIPTION

Sales Tax %

If the line item is flagged as Tax, the percent setup in the vendor’s master form will
populate. The percent can also be entered or changed in this field. If the Tax flag is
not checked on line items, this field is grayed out and no entry allowed.

The amount will be calculated based on the Tax Percent entered.

Tax Amount
Freight Enter the Freight amount
If a deposit was made at the time of the order then that can be entered and deducted

Deposit from the total at this time.
Retainage Enter a percentage of the Invoice as retainage. The format 10.00 = 10 percent. Or
Percent enter a fixed dollar amount for retainage. When this invoice is selected for payment,

. the retainage amount will be deducted from the total invoice amount to be paid at a
Retainage later date.
Amount

Taxable Freight

Check this box if the Freight amount entered is taxable. The tax will calculate based
on the Sales Tax percent.

Budget

Div - Account

Using the drop-down listing, select the Budget Division and Account number, which
should be debited for this item’s purchase.

Month — Year

The current Budget Month and Year will be system generated. It defaults to the
current calendar Month/Year not Fiscal year period. This can be changed to post
encumbrance to the month/year required.

Posting

Div — Account

Using the drop-down listing, select the Posting Division and Account number to incur
the cost of the item being ordered

Div
Budget:

Year Div Account

2m7 Posting: |200 |, (6049904189 .

Month
W g

Account
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Invoice

PO Invoice Entry

Fiscal Year: 2018 |, GL Posting Date: |8/23/2017 &

Vendor Name: v| PO #: 10000167 000 o Invoice
VYendor Search Name: v | Ordered: | 5/15/2017 Wanted: | 3/1/2017
Dept #: 01 Vendor #: BOO0T Vendor Name: |Lowe's Home Centers, Inc ["] Blanket PO
Terms: |Due 10th of mon Ship Via: FOB: | Sales Tax &:
Instructions: Contract $#:
Project #:
Divigion #: [CAT .| Invoice #: 10000167 Pay Invoice Date: 2/23/207 || Due Date: 8312017 Line ltems
Invoice Amount: $150.00 Digcount Date: g | Discount Amount: Othes
Totals
Description: | Retainage Percent: Retainage Amount: e
Calc Dates Calc Disc Amount Subcontractor
Queue
Pending
Contract /
Project
Delete
Field Description
Division # Enter the AP posting Division. This is setup in GL at Auto Post setup.
Invoice # Enter the Invoice # from the vendor’s invoice.
This check flag will default already checked to make this available for paymentin
Pay AP.
Invoice Date Select the invoice date.
Due date can be manually entered or you can allow the system to generate the
Due Date Due Date for you by selecting Calc Date on the form and it will enter a date

based on information in the Vendor master file.

Invoice Amount

The invoice amount will Automatically Populate. Confirm it is correct before
sending it to the Queue for update.

Discount Date

If this vendor provides discounts based on payment date then this will populate
when Calc Dates is selected. This comes from the Payment Disc Days in the
Vendor Master in AP.

Discount Amount

Enter a discount amount manually or select Calc Disc Amount which will
automatically enter the discount amount based Purchase Disc % entered in the
Vendor master file in AP.

Description

Is automatically populated from the Type of Goods in the Vendor Master file in
AP.

Retainage Percent

Retainage Amount

Enter a percentage of the invoice as retainage. The format 10.00 = 10 percent.
Another option is to enter a fixed dollar amount for retainage. When this invoice
is selected for payment, the retainage amount will be deducted from the total
invoice amount to be paid later.

Select Calc Dates to calculate the due date based on the invoice date.

If there is a Discount Amount to be calculated based on the date, select Calc Disc Amount to
calculate the discount amount only if a discount is to be applied to this PO invoice.

Once all information is entered on the form, select Queue to add the PO to the invoice update

queue.
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NOTE: If the Invoice amount is different from the original authorized PO, then additional
authorization maybe required. This is known as the Deviation amount. The invoice will not update
if this occurs and additional authorizations are not made. Only those employees authorized will be
listed to authorize the additional amounts. Simply enter the required PIN # and the Authorization
Date will auto populate when enter is pressed.

Invoice Deviation Amount Over: $400.00 (Only 1 authorization is required.) Line Items
Invoice Deviation Amount Under: $0.00 Max Other
Authorizali Deviati
Emp # Employee Hame PIN #: Date Amount Totals
M [ [Carry Hook [ [ [ $1,000.00 Invoice
Queue
|12345 [5ample Employee | | | $1,000.00
Pending
| 200 [tim Smith | | | §1,000.00 Contract 7
Project
300 [sally Smith | | [ $1,000.00
Delete
|3333 [Donlyn | | | $25,000.00
[39 [Pat Dadd | | [ §1,000.00

Once a PIN # is entered to authorize the deviation then select Add to Updated Queue to add to
the Invoice update queue. If there is no deviation, click this button to add the invoice to the invoice
update queue. Below is the response.

Microsoft Access “

o Invoice added to update queue.

Note: Each time an invoice is modified it must be queued again to be in the pending list.

Contract/Project

The Purchase Order Invoice can to assign to a Contract and/or Project to allow tracking of
expenditures associated with the Contracts and Projects.

If the Contract and Project were entered in PO Entry in error, this can be modified or deleted in
Invoice Entry.

PO Invoice Entry Fizcal Year: 2018 || GL Posting Date: [4/18/2018  ||@
¥endor Name: | PO #: 10000167 001 | W Invoice
Vendor Search Name: v| Ordered: | 8/15/2017 Wanted: | 9/1/2017
Dept #: |01 Yendor #: |T0O001 Yendor Name: |Lowe's Home Centers, Inc []Blanket PO
Terms: 'W Ship Via: FOB: ‘ Sales Tax X:
Instructions: Contract #:
Project #-
Contract #: 2 Contiact Type: ,7 Line Items
Vendor #: | | Retainage Percent: ’— Other
Contract Start Date: ’7 Contract End Date: ’7 Contract Amount: '7 Totals
Actual Start Date: ’7 Actual End Date: ’7 Purchased To Date: '7 Invoice
Date Board Approved: ’7 Date Contract Signed: ’7 Amount Bemaining: ,7 Queue
Project #: " ‘ Invoice Amount: ,w Pending
Contract /
Project
Delete
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Select Contract/Project. Enter the Contract # or use the red question mark to search by Contract
#, Description or Vendor Name. The Vendor must match the Vendor on the Purchase Order

PO Invoice Entry Fiscal Year: (2018 [,| GL Posting Date: [4/13/2015 || @
Yendor Name: v PO#: 10000175 000 | Invoice
Vendor Search Name: w| Ordered: | 5/22/20017 Wanted: | 10/1/2017
Dept #: |01 Yendor #: V0074 Vendor Mame: (Office Depot Credit Plan ["] Blanket PO
Temms: [20Daps  Ship Via: FOB: | Sales Tax %:
Instructions: Contract #: 123455729
Project #:
Contract #: [123456759 7 |[New Cantract Contiact Type: 54 L (izms
Vendor #: [M0135 [New Flver Industries Retainage Peicent: ’W b
Contract Start Date: ’W Contract End Date: ’m Contract Amount: ’w UTELS
Actual Start Date: ’W Actual End Date: ’7 Purchased To Date: ’W (Faiies
Date Board Approved: [ 8/20/2017 Date Contract Signed: ’7 Amount Remaining: ’W Queue
Project #: | v | Invoice Amount: ’W Pending
Contract /
Project
Delete

Once a Contract # is selected only the project associated with the contract will be available in the
Project # drop-down list.

A Project can be selected or entered without a Contract. Select the Project for the expenditures.
The Funding information for the Project will display. Enter the Purchase Order amount for each of
the funding line items.

When the Grant line item was entered in Grant Management, it was optional to enter GL distribution.
If GL distribution was entered, the funding line items will use those accounts for GL entries.

Pending

Select an individual User Id from the drop-down to update just those invoices you have completed
or if all invoices are to be updated then click the ‘All users’ checkbox and all PO invoices that are
ready for update will appear in the list. The default is All Users. If a PO should not be updated at
this time, simply uncheck the Update box and it will not update with the rest of PO’s and no changes
will be made.

Once all PO’s are ready to update select Print to start the update process. The following reports
will show and hard copies may be printed via your file print options or they made saved to a
folder.

PO Invoice Entry Fiecal Year: [2018 |.,| GL Posting Date: [8/25/2017 ||@
Yendor Name: v PO# "
Vendor Search Name: v | Ordered: | Wanted: |
Dept #: Vendor #i: Vendor Name: ["]Blanket PO
Temms: Ship Via: FOB: | Sales Tax -
Instructions: Contract #:
Project i
PO Invoices Pending Update  Userld: v] ClANUsers Print Ling ltems
Other
Invoice Total
Update PO # Rev # Vendor # Div # Invoice # Date Gross Net otals
4 [ tooociss | ood | BOOOY | caTa | 123 | &a8zm7 | $880.00 | $520.00 Invoice
[ dfigenbaum | Clark. &uta Equipment Queue
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Once all PO’s are ready to update select Print to start the update process. The following reports
will show and hard copies may be printed via your file print options or they made saved to a
folder.

Rapid Transit
Purchase Order Invoice Audit
Fiscal Year: 2018 Posting Date: 8/25/2017 9.2

Vendor # Vendor Hame Div Invoice # PO # HiP Invoiced Due Date Digc Date  Disc Amount
V0074 O fiice Depot Credit Plan CATA 12345 10000174000 P 81252017 911412017
Description: Project#: Retainage Percent: 0.00 Retainage Amount

Contract # 123456789

Line# Iem#/ Description Received QtyRovd QtylInvoiced Qty Cancelled Unit Cost Ext Cost
1 NS 81222017 20.00 20.00 0 0.580000 $19.80
QFFICE SUPPLIES
2 NS 8122207 2.00 200 0 9.990000 $19.98
QOFFICE SUPPLIES
3 NS srzzEmT 3.00 .00 o 45.000000 §135.00
OFFICE SUPPLIES
4 NS 8122207 0.00 0.00 0 36.950000 $0.00
QOFFICE SUPPLIES
s NS srzzzmy 2.00 z.oo 0 5.950000 $11.88
OFFICE SUPPLIES
[ NS 8r222M7T 400 400 0 5.550000 $23.96
OFFICE SUPPLIES
T NS srzzEmT 2.00 .00 o £.980000 517.98
OFFICE SUPPLIES
Div#  GLAccount # Distribution Code Title Debit Credit
100 5045801193 *None* CC - 0Office Supplies 322870
$228.70 $0.00
Hon Taxable $228.70
Taxable 50.00
Total §228.70
Het Due $223.70
Total PO's 1 Report Total: $228.70

Rapid Transit
Purchase Order Invoice Audit - GL Recap
Fiscal Year: 2018 Posting Date: &/25/2017 9.2
Div# GLAcct#® PO # Rev# Vendor Project# Debit Credit
100 5049901193 CC - Office Supplies
10000174 ooo Office Depot Credit Plan $228.70
100 5049901193 CC - Office Supplies $228.70 $0.00
Balance: 322870
100 Divison Totals: 5228.70 $0.00
Balance: 5228.70
Report Tofals: $228.70 50.00
Balance: $228.70

Once each report is reviewed and hard copies printed as needed, close each one to show the
next report. Once all reports are done, the following dialog box will appear.

Microsoft Access

All invoices will be updated unless
errors are detected.

Continue?

Click ‘YES’ to update the invoices and make them available for payment in Accounts Payable.
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PO Master Reporting

Contains a report called the Order from Address List, which shows the Vendors with their
purchasing addresses that have been entered. Below is the selection form and a sample report.
Select the report and click Print Report.

Purchase Order Master Reporting Print Report

Select Report |

W

[ Order From Address List

Fleet-Net Corporation
Vendor Order From Address Listing

Vendor # Order From Address 1 Address 2 City State Zip Code

0o00oacz

PTO520 American Auto Parts Co. 12365 American Way Herderson MY 59110-
D100 Con Drop Co. 9958 So. Inoustrial Axe. Dretroit il 07225-5556
TRA00 Dizcount Tires 5356 E.Charleston Ave. Las Yeuas i 59116-
FL1001 Fast Fuel Co. 178599 M. Lamb Awe. Marth Las Weoas k'S 89201 -
L1001 Lutning Wholesds Lube Co. 57389 M MNdllisRd. Las Yedas MY 89145-
MOTOM Motor America Co. 5568 So. Central Ave. Riverside A QO0E3-
PTO99 MAPA So Parts 5565 E. Sshara fAve. Las Vegas [k 89114~
OR12P Qrion Patts Depattment 12856 M. Lucus Dr. Detroit i 09635-
pAFa bl KYZ Suspension Co. AKRON OH 12345-6957

PO Inquiries

Purchase Order Inquiries allows the user to look up information. Inquiries do not allow any
changes, additions, or deletions of the information displayed.
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PO Inquiry by Vendor

PO Inquiry by Vendor produces a quick reference to look up PO information by Vendors. User
can use the PO Status drop-down to look for a type of PO (Open, Received, Closed, etc.) or All to
see all PPQO’s for the chosen vendor.

PO Inquiry By Vendor
Vendor Name  [Clark Auto Equiprment v | PO Status Al Purchase Orders v
Yendor Search Name v
PO # Status Ordered Wanted Dept # Gross

10000179 000 |Closed §/23/2017 10/1/2017| 01 $457.40
10000172 000 Purchase Order /212017 8/16/2018 |01 $800.00
10000173 000 Furchase Order #if21/2017 10/15/2017, |01 $26,400.00
100001771 000 Furchase Order 8182017 10a207 0 $500.00
10000168 000 |Closed §/16/2017 8/31/2017| 01 $830.00
10000170 000 Irvoice 6162017 8262017 |01 $650.00

Double Click the PO # to view the Authorizations, Line Items, Notes, and Totals. The PO can only
be printed from this form when it is Purchase Order Status.

PO Inquiry by PO#

PO Inquiry By PO# allows the user to look up specific PO’s and see the detail of items ordered,
view authorizations, view totals etc.

Purchase Order Inquiry

PO # 10000152 000| hd
PO Status Closed

Authorization

Name Mew Flyer Industries Sample Transit
Address [P0 B 74008415 123 Main Line ftems
Address Gotes
City / State / Zip [Chicago L [v][0674841 | [LasVegas Ny [ ][pat16- Grint 2O
Attention SELIED
Phone #17 Fax # {204 582-8400 (2014 BRE-3298 Total
Phone #2 C;::;:gf
Dept #: 01 Date Ordered 5/17/2017 Date Wanted 53172017
Ship Via ,7 FOB | Terms |Due 23th of ran

Location: ,7 Req #: Instructions

Field Description
Authorization This button shows those (_employees that are assigned to authorize and
those that actually authorized the selected PO.
Line Items This shows all line items on the selected PO
Notes User can view Notes created for the selected PO.
Print PO The PO or a range of PO’s can only be printed from this form.
If help is needed in finding, a specific PO this search button offers search
Search ) o
options to narrow down the criteria.
Total Shows the cost totals for the selected PO including Taxes and Freight cost.
Contract/Project User can view contracts and/or projects assigned to this PO.

The SEARCH button allows a user to look for all Purchase Orders for a specific status (Requisition,
Purchase Order, Receipts, Invoice, or Cancelled). This search can be for all vendors or a chosen
vendor. Clicking on Blanket PO will only return PO’s that are blanket purchase orders.
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Vendor Name [ Requisitions O Invoice
~ [ JPurchase Order []Closed
[JBlanket PO : [JReceipt [CJAll Status
FO ¥ "."en[:luhlL Yendor Name Date Ordered Net Due
P| [T0D00420000  [AA123456  [AAAuto Pars ECEE $64.95
| 3000001 3-000 |E0020 |Purchase Power | EMrs2020 | $293.00
|1 Q000436002 |"JEI3BE |ch:d_l,lear Tire & Rubber Company | EM0/2020 | $1.695.98

PO Inquiry by Item

PO Inquiry by Item allows the user to look up PO information by item #s. The inquiry only searches
for items that have not been received (Purchase orders with a status of Requisition or Purchase

Order). These are the only items displayed in the drop-down.
Once an item is selected, all the POs with the specified item will display, and by double clicking on

the PO# the detail of the PO will display.

PO Inquiry By ltem Search Item
Item # 100 W

Item Description |Engine

PO I Line Vend Due Urit Cost On Order
GOOODO26 000 1) 40020 2/20/2014 $5.000.00 1
GOO0D0Z2 000 1) 40020 1/30/2014 $5,000.00 4
GO00000S 001 240010 12442013 $5.000.00 1

To view a specific PO from the list, double click on the PO # and the contents of that PO will open
allowing the same button options as those available in PO inquiry by PO #, as described on the

previous page.
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Inventory Master Inquiry

This inquiry displays the Inventory Master form, which allows the user to look up all item
information. However, it does not permit any data changes.

Inventory Master Inquiry
w | |Air Filter
DEM# 544 Y]
Select Current Date 8/25/2017 &
Item 95765 Description | Air Filter Master
Yendors
Product Class Code: [1 = Warehouse  Bin Location [ Vehicle Model Search
? | ? » | Y]
Type: |5 v
*
Status: |4 v = History
Unit of Measure: [E4 ) hd Perpetual
Min Stock: 2 Last Cost: $18.970000 Substitute Item # Preference
Max Stock: 4 Avg Cost: $18.970000 ’ =
Units Per Pack: 0 Current Yalue: $37.94
0On Hand: 2.00
(Ll (oot On Order: 0.0
CountDales Reserved: 0.0
Inventory Cycle: v Committed: 0.00
Hazardous: [ Available: 2.00
Commodity Code: w
Comment:
Updated:  pdodd 842372017 1256:17 PM| |FNPO_InvoiceE ntryFarm

Perpetual Inventory Inquiry

The Perpetual ltem Inquiry allows the user to view/print all transactions or specified types of
transactions for the selected Item #.

Perpetual fem Inquiry

Item # |[93785 v From il To &

Ordered ["] Purchase Adjustment [ | Invoice Cancellation .
[] Receipts [] Usage Adjustment ["] Finizhed Goods (| Eh-'"?'cf"l Inventory
[] Order Cancellation lzzues [] Return To Inventory E¥iabions B
[[] Backorder [] Invoiced [T] Transfers L] All Transactions
| Dizplay Tranzaction | Print
Tran Date Quantity Unit Cost Extended Cost Hef Code Ref # Yeh it Yendor
| 8/zar2my | 200 18.970000 | $37.94 |PO [1ooom7a-000 | [BO0a7
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Vendor Item Cost Inquiry

This inquiry provides details by Vendor of purchase orders that have been received and paid for,
to the specified Vendor selected. The PO must have been Invoiced and Updated to populate here.

Vendor ltem Cost Inquiry
Vendor Name  |Clark Auto Equipmeni v
Yendor Search Name v
Select tem v ] All ltems
Select kem By Description v
PO # Revit Line Itemn # Invoice Date Qty Invoiced  Unit Cost Ext Cost
10000179 (000 1| 98765 gi23/zme 2 $18.97 $3794
10000179 (000 2| |R-98765 823207 4 $22.66 $90.64
10000179 (000 3998111 823207 2 $84.55 $169.10
10000179 (000 4 999222 gf23em? 3 $53.24 $159.72

Authorization Search Inquiry

This form allows requisitions (Purchase Orders in Requisition Status, not Requisitions from the RQ
Module) to be reviewed and authorized. It was designed for use by department heads and
executives who do not use the Purchase Order Entry Form. It enables them to see a list of all PO’s
requiring their approval and review the requisition details.

Select the Sort option — By PO# Dept # or Date Wanted. A complete list of all PO’s in requisition
status will display.

Filter by Authorizer will limit the list to only requisitions assigned to that person.

Purchase Order Authorization Inquiry
PO #: Show PO Sorted By
Rev #: (_)By Dept #
Dept #: (C) By Date Wanted Filter By Authorizer: w
PO # Dept ¥ Yendor Name Date Order Date Wanted Total | Showiist |

10000151000 | |01 New Flyer Industries 51772017 5/24/2018 $0.00 Authorization
10000151001 | |01 New Flyer Industries 82172017 9/30/2017 $170.00 Heading
10000153000 | |01 Mew Flyer Industries 572017 5/31/2017 $0.00 Line Items
10000156000 | |01 52312017 5/31/2017 $100.00 Notes
10000156000 | |01 Mew Flyer Industries 6/21/2017 7AE/2017 Totals
10000157-000 | |07 New Flyer Industries 672172017 B/21/2017 $0.00 Contract /
10000158000 | [0 Mew Flyer Industries B/21/207 B/21/2017 $0.00 froiec
10000153-000 ] Transfor Corporation E/21/2017 84/2018
10000163000 | |01 Transfor Corparation 6222017 7/20/2017 $5,000.00
10000176000 | |01 Lowe's Home Centers, Inc 8/22/2017 8/31/2017
10000177000 | |01 Lowe's Home Centers, Inc 8/22/2017 8/31/2017
1000mE0-a0n | [ Nittary Ol Company 82312017 3AE/2017 $0.00
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Button Description
Show List Repopulates the list after viewing other options

Displays the form to enter the PIN # and change the status from requisition to

Authorization purchase order.

Heading Displays the Purchase Order master form.
Line Items Displays line items.

Notes Displays notes entered on the requisition.
Totals Displays the PO totals

Blanket PO Maintenance

PO Blanket Maintenance has options available to Close or Revise the limits of a BPO.

Revise Blanket PO Limits

This option allows the BPO limits to be revised. Keep in mind that the revisions can be made without
any further Authorizations required. In addition, those revisions can be made in PO Entry
Maintenance. Below is a sample form.

==] FNPO_BlanketPOLimitsReviseForm 06/15/2017 © 2017 Fleet-.. — = “

Blanket PO Limits Revise Form

Last Revision # |002

Contract # Limit $75.000.00
Start Date a/222007 B To Date $E02.16
End Date g/22/2018 @ Remaining $74,397.84

Close Blanket PO’s

This option will allow a BPO to be closed. However, if there are any revisions that are still open at
any stage of the PO process then the BPO cannot be closed. The revision must be received and
through the invoice process or cancelled before the BPO can be closed. The BPO can be closed
even if there are still funds available. Be aware that once this BPO is closed no further revision or
activity is allowed. A new BPO will need to be created in PO Entry Maintenance. Below is a sample
form.

Close Open Blanket PO’s Close Blanket PD

PO # 10000177 W
Yendor EBOOO
Last Revision # 002

Contract Amount $70.000.00
| Revizion # 000 PO Status Requisition Met Due T
Revision # 001 PO Status Irvaice Net Due $45216 [ |
Revision # 002 PO Status |Clozed Net Due $18000 [ |
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Appendix

This concluded the Purchase Order Module Operators Manual. If questions arise, please call Fleet-
Net Support staff at 1-800-258-2762.

Purchase Order Entry Cycle

Purchase orders will start out as a requisition until authorized and changed to a Purchase Order
status. A Purchase Order and receiving document are available for printing. The PO system should
be implemented as follows:

Standard Purchase Orders - PO01 Menu

Menu PROGRAM/PROCESS
Enter new purchase orders via Purchase Order Entry. The initial PO will have a
POO0O1 revision # 000. Subsequent revision numbers are generated by backorders in via PO

receiving, or generating a new revision for change orders.

Modifications to line items, notes etc. may be made prior to authorization, while still a

PO0O1 _—
requisition.
Authorize purchase orders via Purchase Order Entry. Users that are setup to
POO1 authorize PO’s must enter their PIN # to approve PO and change the status from
Requisition to Purchase Order.
PO0G Authorization Search Inquiry allows personnel without access to PO Entry to

authorize PO’s

Authorized Purchase Orders may be printed/viewed via Print Purchase Orders.
POO01 Receiving Documents may also be printed for this new PO’s and sent to the inventory
agent(s) and receiving personnel.

Blanket Purchase Orders

Steps PROGRAM/PROCESS
1 Enter new purchase orders via Purchase Order Entry.
Select the Status button to setup the blanket PO details.
2 It is optional to add line items on a blanket PO revision 000.

Subsequent revisions are generated by selecting the New Revision button.

Moadifications to line items, notes etc. may be made prior to authorization, while still a
requisition.

Authorize purchase orders via Purchase Order Entry. Users that are setup to authorize PO’s
must enter their PIN # to approve PO and change the status from Requisition to Purchase
Order.

The authorization from the original 000 revision is carried over to the revision so that it can be
4 changed to Purchase Order status.

PO06 Menu-_Authorization Search Inquiry allows personnel without access to PO Entry to
authorize PO’s. A new revision to a blanket PO will be populated with original 000 revision’s
authorizers PIN# and Date. It will display in the complete list but will not display if filtered by the
Authorizer

Print Purchase Orders and Receiving_Documents may be printed for this new PO and sent to
the inventory agent(s) and receiving personnel.

6 PO07 Menu — Revise Blanket PO Limits allows the limit amount and date range to be revised.

POO07 Menu- Close Blanket PO’s allows the original 000 revision to be closed so that new
revisions cannot be generated.

Purchase Order Receiving Cycle

The recommended procedure for utilization of Receiving Documents is for the purchasing
department to forward the Receiving Documents for each new purchase order to the inventory
agent(s) and/or receiving personnel. These documents should be filed by vendor name and when
merchandise arrives, the Receiving Documents can be easily pulled and referenced for stocking
as well as accounting purposes.
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During the physical receipt of the merchandise, the Receiving Document should be marked to
indicate which goods have been received, with initials and date of person receiving and attached
to the packing slip. The Receiving Document should also be initialed and dated when the data is
entered into Fleet-Net. Once this is completed, the paperwork should be forwarded for use during

PO Invoicing.

Purchase Order reports and inquiries are available to view and/or print as needed. The cycle
described below should take place on a consistent and daily basis.

MENU PROGRAM/PROCESS
Purchase Order items that are received should be entered into PO
POO02 . .
Receipts Entry on the same day received.
Verify receipts data entry through ‘Receipts Audit Report’ found in PO
PO02 g
Receipts Entry.
PO02 After verifying the correctness of all receipts entry, run the ‘PO
Receipts Update’ function in PO Receipts Entry.

Purchase Order Invoicing Cycle

The cycle recommended and described below should take place on a consistent and periodic
basis (daily).

Match the Receiving Documents, to the vendor invoices currently processing. Record into Fleet-
Net as indicated below.

MENU PROGRAM/PROCESS
PO03 Vendor invoices received for purchase order items should be recorded via PO
Invoice Entry.
POO03 Execute PO Invoice Audit and view/print to verify transactions.
After invoices are entered and audited, run the ‘PO Invoice Update’ process
POO03 :
from PO Invoice Entry.

After the ‘PO Invoice Update’ process has taken place, the inventory average cost is updated and
invoice information has been transferred to Accounts Payable.
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