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How =

[- My Favorites

- Employee Self-Service
to [ Manager Self-Service | Find an Existing Value |~ Add a New Value
> Supplier Contracts

[- Customers A "
I Products Business Unit: Flug1 |C,

I [> Promotions P .
Requisition 1D:
S t a rt ° [> Customer Contracts ©a NEXT

[ Order Management r

Requisitions

[ Customer Returns Add

[- Items

I> Cost Accounting |

[ Vendors Find an Existing Value | Add a New Value
— Purchasing

= Requisitions
[ Reconcile Requisitions
[» Review Requisition
Information
[- Reports

Add/Update Eeq

— Approve Amounts
— Approve ChartFields
— Stage For Loading
— Load Requisitions
— Update Direct Shipments
— Budaget Check
— Entry Event Request
— Purge L oad Requests
— Approval Workflow
[ Request for Quotes
[ Procurement Contracts 2
[ Purchase Orders
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Who is That?!?
Maintain Requisitions

Requisition -
4

Business Unit:  FIUQ1 Status: Open
Requisition ID:  WEXT Copy From Budget Status: MotChikd B3
[ Hold From Further Processing
o
*Requester: u Q Requisition Defaults
*Requisition Date: 09/16/2009 El Reguester Info Add Comments

Requisition Activities

Origin: [Po |a PURCHASING
*Currency Code: I:l Dollar

Accounting Date: | 09/16/2009 |5

Total Amount: 0.00 UsSD

Furchasing Kit Catalog
ltern Search Reguester ftems

First E 1of1 E Last

Customize | Eind | %
Contract ' Sourcing Controlz

Status ' Vendor Information e tem Information ' Attributes

Line Item Description Quantity *UOM Category Price Amount Status
1B | & | =] 8 [ooooo || |Q | |2 (o | 0.00 Open CwE R E
View Printable Version *Go to: | ..Mare._. v|

Es Add Update/isplay |

E save ‘ [=] Motify | ts Refresh ‘
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You MUST click the
“Override” button in
order to enter
anything on this page.

Maintain Requisitions

Requisition Defaults

Business Unit:  FlUDA1 Requisition Date:  09/16/2009
Requisition ID: MEXT Status: Open
O Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only

applied if no other defaultvalues are found for each field. If default values already existin the hierarchy, they are used,
and the values on this page are not used.

H ® Override

If you select this option, all default values entered on this page override the defaultvalues found in the default
hierarchy, only non-blank values are assigned.

You MUST also choose
the vendor you wish
to buy from. You can
enter the Vendor
Number if known or
click the Magnifying
Glass and search
selection list.

Buyer: Unit of Measure: Q.

) Vendor: 0000011647 C,  DELL SERVICE Vendor Location: (&}
Category: Q Vendor Lookup
Ship To: SEE BELOW |2 *Distribute by: Quantity w
Due Date: El
Ultimate Use Code: Q One Time Address

Dist Percent GL Unit Account Alt Acct  Dept Class Fund Program Bud Ref ﬁtﬁus Project
1 100.0000| [FIUDT | QY 110400101 |2, 1|2 (210 |CQ |61 | Q Q Q,

First [«] 1 of 1 ] Last

Customize | Find | View All | i

Activi Fund Affil Affiliate  BudgetDate  Location IN Unit
Q Q C, |09/16/2009 |[5] |FINAP Q Q [=]

ok | cance |  Remesn




FLORIDA
INTERNATIONAL
UNIVERSITY

Help Desk

Maintain Requisitions

Requisition Defaults

Business Unit:  FILU0A1 Requisition Date:  09/16/2009
Requisition ID:  NEXT Status: Open
O Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only

applied if no other default values are found for each field. If default values already exist in the hierarchy, they are used,
and the values on this page are not used.

@ override If you select this option, all default values entered on this page override the default values found in the default
hierarchy, only non-blank values are assigned.

Buyer: Unit of Measure: a,

Vendor: 0000011647 @, DELL SERVICE Vendor Location: Q

Category: Q Vendor Lookup

Ship To: SEEBELOW |Q *Distribute by: Quantity W (
Due Date: [

Uttimate Use Code: 8 One Time Address

PC Bus

Dist Percent GL Unit Account Alt Acct  Dept Class Fund Proaram Bud Ref Unit Project
1 100.0000| [FIUOT |2 110400101 |2 |1 |2 |210 |2 |61 |Q Q Q Q

Customize | Find | view Al | B8 First [ 4 o1 [ Last

Activi Fund Affil Affiliate  BudgetDate  Location IN Unit
Q Q C, |09M16/2009 |[5] [FINAP Q Q [=]

0K | Cancel | Refresh

Select the Type of
distribution you wish
to have for the PO.
Suggestion:

* |f this is a Blanket
PO, then choose
Amount.

* |f this is for
equipment ordered
and received over
time choose
Quantity
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Select your “Ship To”
Location from the drop
down. Remember
when you choose “SEE
BELOW”, you must give
specific delivery
instructions in the
Comment Field.

Maintain Requisitions

—>

Select the Project or
Department you wish to
charge, click Magnifying
Glass and select
number.

/7

Requisition Defaults

Business Unit:  FlUDA1 Requisition Date:  09/16/2009
Requisition ID: MEXT Status: Open
O Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only

applied if no other defaultvalues are found for each field. If default values already existin the hierarchy, they are used,
and the values on this page are not used.

@ Override If you select this option, all default values entered on this page override the defaultvalues found in the default
hierarchy, only non-blank values are assigned.

Buyer: Unit of Measure: Q.
Vendor: 0000011647 ), DELL SERVICE Vendor Location: &Y
Category: Q Vendor Lookup
Ship To: SEE BELOW |2 *Distribute by: Quantity w
Due Date: El
Ultimate Use Code: Q One Time Address
SpeedChart: 110400101 |
Distributions
K Aszset Information
Dist Percent GL Unit Account Alt Acct  Dept Class Fund Program Bud Ref ﬁtﬁus Project
1 100.0000||FlUOT | 110400101 [, (1| (210 | Q|61 |2 Q Q Q

Custornize | Find | View All | B8 First [ 4 o1 [ Last

Activi Fund Affil Affiliate  BudgetDate  Location IN Unit
Q Q C, |09/16/2009 |[5] |FINAP Q Q [=]

ok | cance |  Remesn
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Maintain Requisitions
L]
After Selecting the Requisition Defauls
Business Unit:  FlUDA1 Requisition Date:  09/16/2009
D e p artmenta | Requisition ID:  NEXT Status: Open
° * . O Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only
n O rl I l at I O n It W I applied if no other defaultvalues are found for each field. If default values already existin the hierarchy, they are used,
] and the values on this page are not used.
® override If you select this option, all default values entered on this page override the defaultvalues found in the default
p O p u ate yo u r hierarchy, only non-blank values are assigned.
. . . . Buyer: Unit of Measure: Q.
D I St rl b ut I O n I I n e Vendor: 0000011647 @, DELL SERVICE Vendor Location: e}
Category: Q Vendor Lookup
[ f to
I n O rI I l a I O n Ship To: SEE BELOW |2, *Distribute by: Quantity A
- Due Date: El
automatically. R — S

K Aszset Information

YOLIF Employee ist .M GLUNt  Account AltAcct Dept ClassFund  Prouram BudRef P  Project

Default Location will Lo e -—-—
automatica”y Activi Fund Affil Afiiliate  BudgetDate  Location IN Unit
populate as well. T

ok | cance |  Remesn

V
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Maintain Requisitions

Requisition
Business Unit:  FILUOA Status: Open =4
Requisition ID:  NEXT Copy From Budget Status: Mot Chkd BT
(] Hold From Further Processing
>
*Requester: |:| Q Reguisition Defaults/l
*Requisition Date: |09/16/2009 [#] Reguester Info Add Comments
Eequisition Activitie
Origin: Po |a PURCHASING
*Currency Code: I:l Dallar
Accounting Date: |09/16/2009 |
Total Amount: 0.00 UsD

FPurchasing Kit Catalog
Iterm Search Requester ltermns

Customize | Find | View Al | B8 First [ 4 o1 [ Last
Contract oy Sourcing Centrols

Details % Ship To/Due Date Status ' Wendor Information | ftem Information | Attributes
Line ltem Description Quantity *UOM Category Price Amount Status

1B | & | = €8 Jooooo |[ ] 1 [o | 0.00 Open CBERE
View Printable Version *Go to: |...I'v1ore... hd

Bl save | [=] Notify ‘ s Refresh | E Add | Updatemisp|ay|
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SpeC|a| Header Comments
inStrUCtIOnS Business Unit:  FILUO1 Requisition Date:  09/16/2009
Requisition ID:: =~ MNEXT Status: Cpen

regarding this

|tem, SUCh aS *Sort Method: Comment Time Stamp W *Sort Sequence: Ascending w Sort |

d e I ive ry or : Find | View Al  First [4 1 of 1 [¥] Last
. Copy Standard Comments Comment Status:  Active Inactivate
handling

instructions.

F'Iease deliver to C5C-317 Attn Hector.
——————> This is a live and dangerous animal so treat with care |

J 0 0

[v] Send to Vendor [+] Shown at Receipt [+] Shown at Voucher

Attachment Aftach | | Email

From -= REQ FIUO1-NEXT A

> Ok | Cancel | Refrezh
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Maintain Requisitions

Requisition
Business Unit:  FILUOA Status: Open =4
Requisition ID:  NEXT Copy From Budget Status: Mot Chkd BT
(] Hold From Further Processing
>
*Requester: |:| Q Reguisition Defaults
*Requisition Date: |09/16/2009 [#] Requester Info Add Comments
Eequisition Activities
Origin: Po |a PURCHASING
*Currency Code: I:l Dollar
Accounting Date: |09/16/2009 |
Total Amount: 0.00 USD

FPurchasing Kit Catalog
Iterm Search Requester ltermns

First El 1 of1 El Last

ize | Fin
Contract oy Sourcing Centrols

Details % Ship To/Due Date Statuzs 4 Wendor Information ' ftem Information | Attributes

Line ltem Description Quantity *UOM Category Price Amount Status
= | | =1 3, [0.0000 0.00 Open O wERE

Wiew Printable Version

Bl save | [=] Notify ‘ s Refresh | E Add | Updatemisp|ay|

10



| FLORIDA
INTERNATIONAL i
UNIVERSITY elp Des

~305-348-7200

Look Up Category

SetlD: FILIOA
Category: | begins with || |
Descﬁpﬁon:| begins with || AUTO <

LnnkUp| Clear | Cancel |ElasicLunkug

Search Results

Wiew All 1-100 of 191 |I| Last
Category Description

05500  AUTOMOTIVE ACCESSORIES FOR AUT
06000  AUTOMOTIVE AMD TERAILER EQUIPME
06500  AUTOMOTIVE AMD TRAILER BODIES)
0y000 AUTOMOTIVE VEHICLES AMND RELATE
07100 AUTOMOBILES, SCHOOL BUSESY SUV
07200 TRUCKS (IMCLUDIMG) DIESEL) GAS
0¥300 TRAILERS

0¥500  AUTOMOTIVE SHOP AMD RELATED EGQ

11



FLORIDA
INTERNATIONAL Help Desk
UNIVERSITY ' 305-348:7200

Maintain Requisitions

Requisition
Business Unit:  FILUOA Status: Open =4
Requisition ID:  NEXT Copy From Budget Status: Mot Chkd BT
(] Hold From Further Processing
>
*Requester: |:| Q Reguisition Defaults
*Requisition Date: |09/16/2009 [#] Requester Info Add Comments
Eequisition Activities
Origin: Po |a PURCHASING
*Currency Code: I:l Dollar
Accounting Date: |09/16/2009 |
Total Amount: 0.00 USD

FPurchasing Kit Catalog
Iterm Search Requester ltermns

Customize | Find | View Al | B8 First [ 4 o1 [ Last
Contract oy Sourcing Centrols

Details Y Ship To/Due Date Status |/ Vendor Information | ftem Information | Aftributes P
Line ltem Description Quantity *UOM Category Price Amount Status

1B | & | = €8 Jooooo |[ ] 1 [o | 0.00 Open CBERE
View Printable Version *Go to: |...I'v1ore... hd

Bl save | [=] Notify ‘ s Refresh | E Add | Updatemisp|ay|

12
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NAME THAT ICON

+.. Add a line to this Requisition

— Delete a line from this Requisition

C_} Add a Comment to this line

B Line Default Accounting

@‘; Accounting Default

Once you have selected a category, NEVER CHANGE THE ACCOUNTING INFORMATION.

13
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Maintain Requisitions

Requisition
Business Unit:  FILUOA Status: Open =4
Requisition ID:  NEXT Copy From Budget Status: Mot Chkd BT
(] Hold From Further Processing
>
*Requester: |:| Q Reguisition Defaults
*Requisition Date: |09/16/2009 [#] Requester Info Add Comments
Eequisition Activities
Origin: Po |a PURCHASING
*Currency Code: I:l Dollar
Accounting Date: |09/16/2009 |
Total Amount: 0.00 USD

FPurchasing Kit Catalog
Iterm Search Requester ltermns

ymize | Find | view &l | B8 First (4 1 o4 [ Last

Details Ship ToDue Date Status i Wendor Information e ltem Information e Attributes Contract oy Sourcing Centrols
Line ltem Description Quantity *UOM Category Price Amount Status

1B | & | = €8 Jooooo |[ ] 1 [o | 0.00 Open CBERE
View Printable Version *Go to: |...I'v1ore... hd

Bl save | [=] Notify ‘ s Refresh | E Add | Updatemisp|ay|

14
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What happens Next?

15
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What truly happens is It begins the process of
becoming a Purchase Order, however it
requires several steps to get to that point.

Purchasing

Project >

N OSRA Supplemental
Manager |  » &

Approver Amounts >

Designee

16
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Checking [== &

[> My Favorites Requ ns
[ Employee Self-Service Use g search to look for an existing Requisition.
t e [ Manager Self-Service

I Supplier Contracts | Find an Existing Value | Add a New Value |
[ Customers

Stat U S . E Eror?dnfﬁzns Business Unit: = v [Fiuo1 e

[» Customer Contracts - - -

> Order Management Requisition ID: | begins with + || |

[ Customer Returns Requisition Status: [= v| | v|

[+ ltems o - -

I Cost Accounting Origin: | begins with v|| |Q

[» Vendors

~ Purchasing

=~ Requisitions Description: | begins with || |Q
[ Reconcile Requisitions .
> Review Requisition Hold From Further Pr ng [l

Information Entered By: | begins with v 1047557 &,
[ Reports

[lcase sensitive
— Approve Amounts
— Approve ChartFields Search | Clear
— Stage For Loading
— Load Requisitions
- Update Direct Shipments| | Find an Existing Value | Add a Mew Value
— Budget Check
— Entry Event Request
— Purge Load Requests
— Approval Workflow

[ Request for Quotes —

[ Procurement Contracts

[» Purchase Orders

Requester: |begins with v” |Q

| Basic Search [E) Save Search Criteria

17
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* Approved —the

Requisitions

a pprove r(S) have given Use the following search to look for an existing Requisition.
their blessing and the { Find an Existing Vaiue \(_Add a New Vaiie )
request has been sent to | auiness unit _ oot a
PurchaSIng Wlth a PO Requisition ID: begins with
Requisition Status: = w w
number‘ Origin: beqgins with Q
* Open —this indicates that | Reauester begins with v Q
oy . . Description: begins with Q.
it is saved and thereis a okt From Further Procesing o
Requisition Number’ Entered By: begins with + |[1047557 Q
[Jcase Sensitive

however the “Check Box”
has not been checked.
* Pending — indicates that | SearchResuits

Only the first 300 results oge

the Approver must take View Al

Business Unit Requisition ID Requisition Status Origin Requester Description Hold From Further Processing Entered By

Search | Clear ‘Ela arch Save Search Criteria

geyed. Enter more information above and search again to reduce the number of search results.
1-100 of 300 m Last

an action to give ita PO FIUO1 0000078832 Open PO 2247576 TrautmannJason R N 2247576
FIU01 0000078831 Open PO 1120497 RevesMariaT N 1120407
FIUO1 0000078830 Approved PO 0101548 Digains Marcia E N 0101548

number, however this oprove EQ igoins Marcia N
FIUO1 0000078829 Approved PO 1348235 Escarillaulie S N 1348235
i FIU01 0000078828 Pending PO 1682677 TamrakarRelina N 1682677
number is of no value FIUO1 0000078827 Pending PO 1682677 TamrakarRelina N 1682677

until Purchasing has
Dispatched the PO.

18
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Once the Status is APPROVED you can find the
PO Number

[ Requisitions

A3

pa Custornize | Find | View All | = First [« 10f1 3 Last

Details ' Status y [FE5h
Unit Regquisition Status Reqguester Reg Date Total Amt
FILION 00007RER7 1A Approved Famaos Ayleen av/2¥i2009 17,367.00 UsD
Search

[ Maotify |

19
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[ Requisitions |

Req Inguiry

Customize | Eind | Wiew All | i First 4 qor1 ) Last

Details | Status =M
. N Change . . . Use Document Approval
Unit Requisition Order DnRFG On PO Direct Ship Received On MSR 0On VYoucher ProCard Status History
FILIO1 O0007EET 14 b @ Q

@

Search

[=] Motify |

20
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1'/ Req DOC Status \.

Document Status

Business Unit:  FILI01 Req ID: O0007EST 14 Status: Approved

Document Date: 07/27/2008 Document Type: Fequisition Budget Status: Walid

Currency: Ush Amount: 17, 367.00

Requester: Famaos Avleen

Associated Document Custornize | Find | View Al | B8 First [ q0r0 ) L5t
Documents Y Related Info | @J

W Document Type DOC ID Status Document Date  Vendor ID Location

%1 PG 0000068870  Dispatched 07/27/2009 0000024620 & BURMNSYILLE

&4 Return to Search

@

21
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ll" PO Document Status \.

Document Status

Business Unit:  FIL01 PO ID: 00oo0ess70 Status: Dispatched
Document Date: 07/27/2009 Document Type: Furchase Crder Budget Status: alid
Currency: LSO Amount; 17,367.00

Buyer: Donald Corhitt

Associated Document

Custornize | Find | View Al | B8 First (U 4070 [ Last
Documents | Related Info | [[F55))

Business Unit Document Type Doc 1D Status Document Date Location

FIJ01 REG 00007ERT 14, Approved 07272009

EL Return to Search

22
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What if it is not approved?

/ Requisitions |

Details ] Status M
Change Use Document Approval
Unit Requisition Ordar On RFQ On PO Direct Ship Received On MSR On Veoucher ProCard Status History

FIUD1 0000768714 B B @

Search ﬁ

[Z] Motify

23
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Who has it?

Approval History
PENDING Origin: PURCHASING
Approved By:

Date of Approval: 0%9/16/2008
]34 Cancel

24
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FIU

Where is the PO?

I~ Purchasi
[ Requisitions
[ Request for Quotes
| Procurement Contracts
< Purchase Orders

-

Purchase Qrder
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value {_Add a Newalue |

[: Procurement Cards
| Supplier Schedules
[ Analyze Procurement
[> Inventory
[ eProcurement
[ Services Procurement

Search Results

[Business Unit

PO ID Purchase Order Date PO Status

[> Stage/Source Requests

> A Busil Unit: = - FIUD1 Q

I» Manage Change Orders )

I Reconcile POs PO ID: begins with

I Review PO Information Purchase Order Date: = v 09/16/2009 El

I Reports

[ Budget Year End PO Status: = - -
Processing ) "

- addiUpdate Express Short Vendor Name: hegins with Q
POs Vendor ID: heging with Q

~ Approve Amournts endor Name: begins with

= Approve ChanFields Buyer: beging with

~ Beserve PO IDs e g a

= Maintain Distributions Buyer Name: hegins with (&}

- Dispatch POs | -

~ Werlfy Document PO Type: = - -
Tolerance £ Purchase Order Reference:  begins with

- Budget Check

~ Entry Event Request Hold From Further Processing =

~ Create Backorgers [ case Sensitive

= Approval Workflow

[ Receipts
[ Return To Vendor Search ‘ Clear |Elasic Search Save Se iz

Short Vendor Name Yendor ID  Vendor Name

st FIIOT 9000065201 08/16/2008 Dispatched EDWARDDON-001 0000001528 ECVWARD DO AND COMPARTY
e FlUot 9000063068 08/16/2008 Dispatched APPLECOMP-001 0000005238 APPLE COMPUTER INC

- Manufacturing Defintions [ 0000070270 08/16/2008 Dispalched SAFESTART-001 0000024584 SAFE START ING

 Production Control Fl0T 0000070263 D8/16/2008 Pend Apar DESIRGRAPH-001 0000010485 DESIR GRAPHIC DESIGHN

> Configuration Modeler FoT 0000070268 09/1 /2008 Pend Apar ARELCOCORP-001 0000000428 ARELCO CORPORATION

> Product Configurations Fluot 0000070267 08/16/2008 Pend Appr MCHARRYASS-001 0000002603 M C HARRY AND ASSOCIATES ING

I Quality FlUnt 0000070266 08/16/2008 Pend Apar PURCHASING-002 PURCHASING TO SELECT

PEEs Fl0T 0000070265 08162008 Pend Apar MCHARRYASS-001 0000002603 M C HARRY AND ASSOCIATES ING
E:::s;:g;‘:;“agemem Flunt 0000070264 09/1 /2008 Pend Appr WEBBCONSTR-002 0000022413 WEBH CONSTRUCTION SERVICES LLC
b Staffing Flo1 0000070263 08/16/2008 Pend Apar FJPHOTELGR-001 0000017018 F.JP HOTEL GROUP ING

b Travel and Expenses [ 0000070246 08/16/2008 Dispatshed INTERNATIO-022 0000024120 INTERNATIONAL EDUCATIONAL RESOURCES
I Billing Fl0T 0000070254 D8/ /2008 Dispatched DELL-003 0000011332 DELL

> Accounts Recefvable AUt 0000070243 D8/1R/2008 Dispatched MIDWESTSCHO01 0000004944 MIDWEST SCIENTIFIC INC

> Accounts Payable - FIUD 0000070245 08/16/2008 Dispatched DADECOUNTY-002 0000001257 DADE COUNTY LIBRARY ASSOCIATIO

25



FLORIDA
INTERNATIONAL iyt
UNIVERSITY g

305-348

Approval Statuses for PO’s:

* Approved — The PO is approved and awaiting
the notification to the Vendor

e Cancelled — The PO has been cancelled via
notification to Purchasing

* Complete — The PO has been worked on in

Purchasing and awaiting System Process for
Dispatch

26
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Approval Statuses for PO’s continued:

* Dispatched — The PO is approved and the
notification has been sent to the Vendor. This
is the only category which allows the
department to take any action such as an
order or receiving.

* Initial — The PO has been looked at and
Purchasing is waiting for some information
such as a State Contract or Hazardous
Materials information or approval from EHS.

27
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Approval Statuses for PO’s continued:

 Open — No action has been taken in the
Purchasing area.

* Pending Approval/Approved — This Po is awaiting
a higher approval such as amounts in excess of
$500,000.00

* Pending Cancellation — The PO was dispatched,
however a lower priced item was found from
another vendor and the original vendor is being
notified to stop the order.

28
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| have a PO and have purchased the
merchandise so what is next?

29
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In PantherSoft there is a set of rules that has
always been in place; Three Way Matching.

Purchase Order

%
Invoice @ Receiving

30
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ne PO is always created first.
ne merchandise is received in good order.

ne Invoice is received and entered into
PantherSoft by the Accounts Payable Team of
the Controller’s Office.

In some instances the Vendor Invoice is
sent with the merchandise. Never assume
that it has also been sent to the AP Team.
When in doubt - Send it.

31
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e Some Vendors send the invoice before the
merchandise arrives or the service is rendered.

* These invoices should also go to the AP Team
immediately to be entered as legitimate invoices.

* There is a State of Florida regulation, FS 215.422-
3a-c, which allows a vendor to receive additional
Interest Payment on all open balances over 40
days from the date of the invoice.

32
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Will AP pay the vendor without the vendor having
provided the service or merchandise?

Absolutely NOT! Because of the Three Way Matching
rule, until the department enters into the system
and RECEIVES against the PO, the payment will
never leave the University. In effect the
Department controls when payments are made by
controlling the receiving of the merchandise or
service.

33
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How do | ‘Receive’ Merchandise or Services?

34
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E Er;er Hanageme!!l ~

[ Customer Returns
[* Hems .
[ Cost Accounting Receiving
[* Vendors
~ Purchasing J Eind an Existing Yalue | Add a New Value |
[* Requisitions

[ Request for Quotes

I\ [> Procurement Contracts Business Unit:  Fluo1 |G,

>5::L[;?;SSE Orders Receipt Humber: MEXT

[ Review Receipt PO Receipt
Information

[- Reports

= Addip

~ Load Receipts

~ Brocess Receints RE':',E' s Find an Existing Walue | Add a Mew Value

= Inspect Receipts

~ Maintain Delivery
Infarmation

~ Maintain Activity and
Comments

~ Maintain ChartFields

~ Close Backarders

~ Claose Landed Costs

~ Accrue Receipts

~ Budget Check

~ Entry Event Reguest

~ Clase Receipts

~ Generate Journals

[ Return To Vendor

[* Procurement Cards

[ Supplier Schedules

[ Analyze Procurement

[+ Imsordtnme

Add

m

35
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Select Purchase Order

PO Unit: Fluot Days +/- Today: |:|
> ID: Start Date: e <
Line/Sched Num: ! End Date: s

Release: vendor Name: Q Wendar Lookup
Itern ID: S vendor item ID: Q
Ship To: Q Manufacturer ID: Q
Ship Via: Q Manufacturer's ttem ID: Q
Retrieve Open PO Schedules
> Search | ©) No Order Qty © Ordered Qty © PO Remaining Gty
6]74 | Cancel Refresh
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Maintain Receipts

Receiving

Business Unit: Flioq Receipt Status: Qpen X

Receipt ID: NEXT _ Add Comments  Activities

Header Details

1

Select Purchase Qrder

Customize | Eind | Wie
Source Informstion

Receipt Lines | More Detsilz Y Links and Status Y ttem / hifg Data

Optional Input

Line ltem Description Price %‘E E;ﬁ" c—caﬁﬂtatus Serial [T)E;:;E um(?:ﬂk [T)re:ci:tl:ce

1 By mmms 830500000 10000 [ EA ©_ 10000 0pen [ [ EA Q % X
Interface Receipt Interface Asset Information

Bl cave | [Z] mMetify | ria Refresh [ 2dd | Updateﬂ:)ispla'fl
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1) 1did the Requisition.

2) Everything was approved and processed into a
Purchase Order

3) The merchandise was delivered.
4) | Received against the PO

5) The Invoice came in and | delivered it to the
Controller’s Office

And the Vendor is still not paid. Can | find out why?
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You FIU

Certainly B —

[> Project Costing
I [> Resource Management
Ca nt [ Staffing Voucher
Eg’ﬁ“’e' and Expenses Enter any infarmation you have and click Search. Leave fields blank far a list of all values.
illing
[» Accounts Receivable . —
— Accounts Payable [ Find an Existing Yalue \ul
= Youchers
= AddUpdate Business Unit: = - Flm Q
— Quick Invoice Ent Voucher ID: heging with -+
L = Complete Register Invoice Number: hegins with +
Youcher
- Close Youcher Short Vendor Hame: hegins with
~ Delete Voucher i - "
- Update Onen lterm Vendor 1D: heging with -+
=~ UnPostoucher Mame 1: hegins with +
[ Maintain
[> Approve oucher Style: = -

[ Control Groups

[ Payments

[ Batch Processes Entry Status: = - -

[> Review A nts Payabl
Info B RIS i 2 Voucher Source: = - hd

[> Reports [ case Sensitive
[ eSettlements

[> Asset Management
> Banking Search | Clear | Basic Search Save Search Criteria
[ Cash Management
Eg,f,': m:g:gzmgm Find an Existing Value | Add a New Value
[>WAT and Intrastat

[ Commitment Control
[ General Ledger

[> Allocations

[> Statutory Reports

[ TR Intanr atinee

Related Youcher: begins with -

m
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/ Summary Y Related Docurnents ) Invaice Information | Payments )

Business Unit:
Youcher ID:
Youcher Style:
Contract ID:

Yendor Name:

Fluo
00235808

Regular

FISHER SCIEMTIFIC COMPANY LLC

ACCT# 2T0345-028
ATLAMTA, GA 30354-4704

Entry Status: Postable

Match Status: Ready

Approval Status: Pending

Post Status: nposted

Budget Status: Mot Chk'd

Budget Misc Status: Walid

“iew Related Payment Inquiry -

Invoice Date:
Invoice Ho:

Invoice Total:

Pay Terms:

Youcher Source:

Origin:
Created:
Created By:
Modified:
Modified By:
ERS Type:
Close Status:

Bl save | S Return to Search | +[E Previous in List | +[E] Mesxt in List | [=] matify | L Refresh

Summary | Belated Documents | Invaice Information | Paviments

09/01r2009
8050706
5.31 usD

Met3n

Online

AP

09/16/2004
12839449
09/16/20049
12839449

Mot Applicahle
Qpen

I | Lipdlate Display
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[ Bummary { Related Documents Y Invoice Information ) Payments |

Business Unit:  FlU01 Invoice Number; 5050708

Vioucher ID: 00235808 Invoice Date: 090152008 [5)

Voucher Style:  Reqgular Frint Invaice

Yendor ID: nooooo1g93

* Paythent Details Custarnize | / /
Payment Scheduled to Remit . Remitting Payment Gross Payment . Payment

Payment Reference Remn venuor Faid amount cy
Status Pay P ent Reference SetlD Remit Vendor Addr Method Amount Paid Amount curren
E% Unselected 1000152009 FIUoq 0000001693 5 /EFT a1 JSD

* Youcher Line - PO Information 5
Inmvoice Match Line PO fpasi Purchase Line Schedule Quantity Unit of

line Option Unit Order Number  Number ttem ID Vouchered  Measure Unit Price
B Full Match Fiud 0000069696 T 1 1.0000 EA 5.31000

* Youcher Line - Receiver Information

Receiver

Invoice Recendng Receipt Receipt Shibpin Quantity  Unit of Applied Receiver Merchandise Amount
line Business Wait  Number Line 2ipping Entered Measure Merch Amt Recened
- - Sequence
I% 1 Flun 0ooo142523 B 1 1.0000 EA 5310 5310

* Voucher Adjustment Custornize | Find | BH
Youcher ] Business Unit Youcher ID Debit Memo
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J_ Summary_} Related Documents | Invoice Information Y Paymenis |

Narme: FISHERSCIE-0D1 Q He I
Location:  SUMMANEE O Accounting Date:  19/18/2000 [
*Address: 19 QL advanced Vendor Search  *Currency: usDQ
FISHER SCIENTIFIC COMPANY LLC Total: 531 Calculate
ACCT# 270345-028 Difference 0.00
PO BOX 404705
ATLANTA, GA 30384-4705
Packing Slip:

Cormments (0]

Mon Merchandise Surnmary

Session Defaults
WWithhalding

Ivoice Lines

Burchase Order & Receiver Info Associate Receiver(s’

~ _sistribution Lines
GL Chart

b Exchange Rate

Y Statistics

Line ‘Distribute by Hem Description Quantity UOM Unit Price Extended Amount
1 Quantity - Q. CONTRSHRP TRANRD . 1.0000 EA Q@ 5.31000 5.31
Ship To SpeedChart .
G
SCIENTIF O [[Juse One Asset ID | Force Price_ Calculate I

g—ﬂswn Amount  Quantity *GLUnit  Account  AftAcet  Dept Class Fund  Program Bud Ref
= B 1 531 1.0000 FU01T G 773e04 QU 7rIo0 O 243001199 G 1 Q. 211 @ 22 @ Q

Unit Project Activity Affiliate Fund Affil Oper Unit Openitem Budget Date Finalize ﬁalized
Q Q Q Q Q Q G ooneizong (# [] N
Business Unit: FlUd1 N N
Voucher ID: 00235808 imoice Lines 51
Print Invoice Misc Charge Amount s
Freight Amount =
(minus)  Total 5.31 Calculate
(equals) Difference Amount 0.00

blon Werchandise Summary
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| Bummary | Related Documents | Invoice Information | Payments
Business Unit:  FlLU01 Invoice Number: Boso708
Voucher ID: 00235808 Invoice Date: 090172009 [+
Voucher Style:  Regular Print Invoice
Total: 5.31
Vendor: FISHER SCIENTIFIC COMPANY *Pay Terms: Met30 ~ Schedule Paymemsl
LLC

ACCT# 270345-028
ATLANTA, GA 30384-4705

Payment Information

Scheduled Payment: 1
*Remit to: 0000001653 Gross Amount: 531 USD
Location: SUWRN Q, Discount: 000 UsD
*Address: 113
FISHER SCIENTIFIC COMPAMY LLC Scheduled Due: 1000172008 [5)
ACCT# 270345-003
et Dues: 10/01/2009
PO BOX 404705
Discount Due:
ATLAMTA, GA 30384-47058
Accounting Date:
*Bank: BOA QL Pay Group: Q
*Account: BoT &} *Handling: RE a
*Method: EFT Q, EFT Lavout *Netting: N Q
Message: Messades
Mesgane will appear on remittance advice.
*Action; 5 P nt Date: Hold Payment [ Separate Payment [
Pay: Reference: Hold Reason: aQ,
Letter of Credit: =

43



FLORIDA
INTERNATIONAL -1
UNIVERSITY e

305-348-

Any Questions?

|
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