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Log on to ONEPeralta
Sign in

All ONEPeralta Users

1. Enter into your browser > one.peralta.edu
2. Enter > Peralta email User ID and Password
3. Click > Sign In

ORACLE’
PEOPLESOFT

Password

Select a Language

English

B Enable Screen Reader Mode

Set Trace Flags

ﬁ Due to periodic system improvements and your evolving role within
the system, the screenshots in this training may be different from
Note what you will see when you log in to ONEPeralta.
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Log on to ONEPeralta (cont’'d)
Turn on VPN

All ONEPeralta Users

If you are having trouble logging into to ONEPeralta, you may need to
connect to Peralta’s Virtual Private Network (VPN) before you are able to
log in to ONEPeralta. Follow the steps below to connect to VPN, then try
logging in again.

Turn on VPN using one of two methods:

1. Desktop (recommended method)
a. Open > FortiClient
b. Select > Remote Access
C. Enter > Peralta email Username and Password

£22 FortiClient — x
File Help

. FortiClient Console

@ Compllance

t Partic

Peralta nonprod - |8
;h Remote Access
No VPN Connected
@ Vulnerability Scan @
18 Vulnerabilities Found

Connect
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Log on to ONEPeralta (cont'd)
Turn on VPN

All ONEPeralta Users

2. Web / Browser
a. Enter into your browser > https://access.peralta.edu/
b. Enter > Peralta email Username and Password

PERALTA Peralta Web VPN
COLLEGES

Access to this portal is restricted to Peralta Community College District employees.

Continue to login ONLY if you are an active employee.

Password:
Login

ONE g =
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https://access.peralta.edu/

Creation
Copy a Requisition

In the upgraded ONEPeralta system, you are able to create a
purchase order by copying information from its originating
requisition in order to pre-fill certain fields.

All Purchasing Staff

1. Click > NavBar icon
2. Click > Navigator

€

Requisition NavBar ¥

e

Recent Places

Design Forms

& ¢

My Preferences

My Favorites

Navigator :

r

()

Approvals

Discussions
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Creation
Copy a Requisition (cont’d)

3. Click > Purchasing > Purchase Order > Add/Update POs

Recent Places

NavBar: Navigator

My Favorites

Navigator

©

NavBar: Navigator

Recent Places

My Favorites

Navigator

<= | Purchasing

Request for Quotes

Vendor Rebates

Purchase Orders

L
Cost Accounting >
Suppliers 5
Procurement Contracts >
Purchasing >
Inventy d

»|

Receipts
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NavBar: Navigator

Recent Places

My Favorites

Navigator

<= | Purchase Orders

REPOTLS

Budget Year End Processing

Add/Update Express POs

M|

Add/Update POs

Buyer's Workbench




Creation
Copy a Requisition (cont’d)

4. Select > Add a New Value
5. Click > Add

{ Employee Self Service

Purchase Order

Find an Existing Value Keyword Search

Business Unit PCCD1 |
PO IDNEXT

| Add | :

O

Add a New Value

ﬁ Do not edit the Business Unit and PO ID fields. There is only one
Business Unit at Peralta (PCCD1), and the ID defaults to "NEXT" for all

Note new purchase orders.
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Creation
Copy a Requisition (cont’d)

6.
7.

Enter > Supplier ID

< Employee Self Service Update POs

Maintain Purchase Order
Purchase Order

Business Unit  PCCD1
POID NEXT
Copy From v
Header (7
* 05/09/2018 51 arch
rxsupp /A1 STEAM-001 l iails

*supplier ID 2000500002

A-1 STEAM CLEANERS

2 L) RPE

“Buyer
PO Reference

Header Details Activity Summary

PO Defaults Add Comments
PO Activities Add ShipTo Comments
~ Actions
Add ltems From (¢
Catalog Iltem Search

Purchasing Kit

Select > Copy From: Requisition

PO Status  Initial 1
Budget Status  Not Chkd

Hold From Further Processing

Receipt Status Not Recvd
*Dispatch Method | Pint v 2
Amount Summary

Merchandise 0.00
Freight/ Tax/Misc. 0.00 Sl
Total Amount 0.00 USD

Lines Personalize | Find | View All | [F—'\ E First ‘&' 10f1 ‘b Last
Details || Ship To/Due Date | Statuses || Item Information || Atfributes | RFQ || Contract || Receiving

Line Item Description POQty *UOM Category Price Merc;ﬁgiﬁ Status

1 B Q el 5% Q Q 0 0.000 Approved (@) R (=

View Printable Version Close Short All Lines “Goto|... More ... v

'H) Save | |[=] Notify ||&¥ Refresh 5k Add || 2] Update/Display

PERALTA




Creation
Copy a Requisition (cont’d)

8. Enter > Requisition ID of the requisition to copy over
9. Enter > Supplier ID, if Requisition ID is unknown

10. Click > Search

< Employee Self Service Add/Update POs

Maintain Purchase Order

Return to Main Page
Requisition Selection Criteria

Copy Purchase Order from Requisition

iness Upjt PCCD1
I Supplier ID

gategory

Requisition ID 2000038348

Requisition Name

= D
Search @

Select Requisition Lines

Select Ad-hoc ltem *Supplier
o STAPLES AD-001
op

o

STAPLES AD-001

%

STAPLES AD-001

Sourcing Requisitions Contract Information

Q
Q

Q

o

Item Substitution

PO Qty POUOM

5.0000 EA

2.0000 EA

2.0000 EA

Buyer
Origin

Max Rows

=»

Q
20
| Include Reqs With No Supplier

¥/ Include Inventory Items
Stockless Item

Exclude Auto Source Item

Item Description

DIX12875 Oriole Pencils, # 2

STP770921 Staples Rollerball

STP770922 Rollerball Pens, M

Personalize | Find | View All |

ReqID Line Procuren
2000058348 1

2000058348 2

2000058348 3
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Creation
Copy a Requisition (cont’d)

11. Click > Requisitions
12. Select > Requisition Line checkbox, or Select All to check all lines
13. Click > Copy to PO

< Employee Self Service

Requisitions

eq 1D

pO00053343

000058348

000058348

000058348

000053348

000058348

000058348

000058348

000058348

000053348

000058348

000053348

000058348

000053348

3

Req Line

1507

Clear All

Copy To PO

[=] Notify

= Refresh

IContract Information

EA

EA

EA

EA

EA

EA

EA

EA

EA

EA

EA

EA

EA

EA

EA

Amount

Only

Qty Req 5t

5.0000

2.0000

2.0000

2.0000

4.0000

1.0000

2.0000

2.0000

1.0000

1.0000

2.0000

2.0000

2.0000

4.0000

6.0000

Personalize | Find | View All | & | B

% Prc Tol Under

999.00

999.00

999.00

999.00

999.00

999.00

999.00

999.00

999.00

999.00

999.00

999.00

999.00

999.00

999.00
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Creation
Copy a Requisition (cont’d)

Maintain Purchase Order
Purchase Order

Business Unit  PCCDH
FO D NEXT

Copy From v

Header
+pQ Date 03082018
*5upplier &1 STEAM-001

*Supplier ID %
*Buyer
PO Referance
Header Details
PO Defaults
PO Activities
= Actions
Add ltems From |7
Catalog
Purchasing Kit

Lines

14. Review > copied lines
15. Click > Save

< Employee Self Service

a) Supplier Search
4 Supplier Details
@, A-1STEAM CLEANERS

Activity Summary
Add Comments
Add ShipTo Comments

Item Search

PO Status
Budget Status  Not Chi'd

Receipt Status Mot Recwd

*Dispateh Methad [ Frint

Amount Summary

Marchandise
FreightTaxMisc.

Total Amount

Hold From Further Processing

=)

Personalize | Find | View an | (2| B
— — —

Details Ship Te/Due Date Statuses

Lina item

o
i

%)

fi¥

o

i ® @

g

2 B B g

o

E]

EJ

H

Last

\fiew Frintable Vegs

& Save || 1 5 efresh

Item Information Attributes H_% Contract Recening | [F=H
Description PO Gly “UOM Catagory
DIX12875 Onole | <@ B} 50000 EA | [E301 Q
3 B 20000 EA |o [0 a
P/ B Y 20000 EA |@ {301 aQ
AE By 20000 EA | [B301 Q
MMMEEST4AU p/ E1 Y 40000 EA |o [0 Q
PAFS640115 7 B Y 10000 EA |@, 8301 Q
MMME001202 a8 70000 EE | B30T Q
AEDTTEZ Desk | S By 20000 EA | [E301 Q
UNVTI000 Wiriting | 8 B} 10000 EA |o [0 Q
AVE20856 Fine P/ B Y 10000 EA | 30 aQ
Close Short All Lines *Go to[ . More

]
o
s

te/Display

Note

0 N E PERALTA

Do not enter anything in the Item field under the Details tab; Peralta
uses the Description field for all requests and purchases.




Creation
Copy a Requisition (cont’d)

16. Click > Schedule icon
17. Click > Distribution icon

Maintain Purchase Order
Purchase Order

Business Unit PCCD1

PO ID 4000000070

Copy From v
Header (?

“PO Date 05/09/2018
“Supplier A1 STEAM-001
*Supplier ID 0000500002
“Buyer[FUNC_2
PO Reference

Header Details
PO Defaults
PO Activities

- Actions

Add ltems From | 7

Catalog
Purchasing Kit

Lines

Details Ship To/Due Date Siatuses
Line Item
1 Q

Maintain Purchase Order
Schedules

Unit PCCD1

POID NEXT

Return to Main Page

Supplier Search
Supplier Details
A1 STEAM CLEANERS

Functional User 2

Activity Summary
Add Comments
Add ShipTo Comments

Item Search

Item Information Attributes
Description
Supplies Ari‘

RFQ

L}

Supplier A1 STEAM-001
PO Date 05/09/2018

d/Update POs

x

PO Status Open

4
Budget Status Not Chk'd [E‘l

Hold From Further Processing

Receipt Status Not Recvd

*Dispatch Method | Print b D
Amount Summary (7

Merchandise 0.00
Freight/Tax/Misc. 000 Calculate
Total Amount 000 USD

Personalize | Find | View All | [E] | Q

First ‘4 10f1 ‘* Last
Contract Receiving | [F=H
POQty *UOM  Category Price  Merchandise g
2.0000 EA |Q 4302 Q 1.00000 0.00 Approved Q k=]

Add/Update POs

PO Status Open

Lines Find | View All First ‘& 10f1 ‘b Last
Line 1 Item Supplies PO Qty 2.0000 EA Merchandise Amt 2.00USD
Schedules Personalize | Find | View All | 5—'\ =] First ‘4 1of1 st
Details Statuses Shipment Matching Receiving Freight RTV

Sched “Due Date *Ship To PO Qty Price Merchandise  tatus

1 2 [os/m9r2018 %) WAReHousE |q = 2.0000 1.00000 2.00] Active B El (=

Add ShipTo Comments
‘il save | [=] Notify || &3 Refresh [ Add || 2] Update/Display
PERALTA |>-




Creation
Copy a Requisition (cont’d)

18. Complete > ChartFields

19. Click > OK

20. Click > Save

21. Click > Return to Main Page

Distributions for Schedule 1

Unit PCCD1 Supplier A1 STEAM-001
PO ID NEXT Item Supplies
Line 1
Schedule 1 Status Active

“Distribute By | Quantity A Schedule Qty 2 0000
*Liquidate By | Amount v Merchandise Amount 200 USD

Q Multi-SpeedCharts Doc. Base Amount 2.00 USD

Distribution Personalize | Find | View All | [F—‘\ B First ‘4" 10f1 '}/ Last

Chartfields Asset Information | Req Detail || Statuses || Budget Information | [FTH)
S—
Dist Status Percent PO Qty Mercg?_.:'gli]ﬁ Currency *GL Unit Location Fund E?rSl E:(;l;j:cl Program ’gﬁg‘;’:y Projes
1 Open 100.0000| | 2.0000 2.00 USD pccD1|q |1 Q s @ l4nm|q 4302 |Q |1 Q 692200 |Q [1203
1.
oK f/_\ Refresh
Maintain Purchase Order
Schedules
Unit PCCD1 Supplier A1 STEAM-001 PO Status Open
PO ID NEXT PO Date 05/09/2018
Return to Main Page
Lines Find | View All First ‘4 10f1 '} Last
Line 1 Item Supplies PO Qty 2.0000 EA Merchandise Amt 2.00USD
Schedules Personalize | Find | View All | [F—‘I E First ‘4 1of1 b Last
Details Statuses Shipment Matching Receiving FEreight RTV | |F==B
Sched *Due Date *Ship To *PO Qty Price Memgﬂgﬂi Status
1 2 |05/09/2018 W WAREHOUSE |qQ [ 2.0000 1.00000 200 Active T k] [=
Add ShipTo Comments
|5l save §= % Refresh s Add 2#1 Update/Display

g
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Creation
Copy a Requisition (cont’d)

22. Verify > PO ID updates from “"NEXT” to an automatically generated

number

< PO Fo d/Update POs

Maintain Purchase Order
Purchase Order

PO ID 4000000070

Copy From v
Header (7

*PO Date [05/09/2018
*Supplier/A1 STEAM-001

~Supplier ID[0000500002

P L LE

“BuyerFUNC_2
PO Reference

Header Details
PO Defaults
PO Activities

- Actions

Add Items From

Catalog
Purchasing Kit

Supplier Search
Supplier Details
A-1 STEAM CLEANERS

Functional User 2

Activity Summary
Add Comments
Add ShipTo Comments

Item Search

Lines

Details || Ship To/Due Date || Statuses | Item Information || Atfributes || RFQ
Line Item Description
1 = Q |Supplies A[E Eﬁ
View Priniable Version Delete PO Close Short All Lines
[§) save || Notify ||&¥ Refresh

PO Status Open
Budget Status Not Chik'd

4 x
(5]

Hold From Further Processing

Receipt Status Not Recvd
*Dispatch Method | Print
Amount Summary (7

Merchandise
Freight/Tax/Misc.
Total Amount

0.00
0.00

000 USD

Calculate

Personalize | Find | View Al | [E] | Q

Contract Receiving | [F=W
POQty *UOM Category Price
2.0000| EA |Q 14302 Q 1.00000

*Go to More ..

Merchandise

Amount  Status

0.00 Approved

First

o

[Eh Add

1o0f1 '} Last

# Update/Display

PERALTA




Creation
Run a Budget Check for Multiple POs

You can still budget check one purchase order at a time, but you
are now also able to run a budget check to encumber multiple
purchase orders on an as-needed basis after approval. Note that
budget checks automatically run periodically, but you can run it
outside of the scheduled time if you want to encumber specific
purchase orders immediately.

All Purchasing Staff

1. Click > NavBar icon
2. Click > Navigator

6

Requisition NavBar &F

He)

Recent Places

Design Forms

¢

My Preferences

My Favorites

Navigator

"

()

Approvals

Discussions

PERALTA '




Creation
Run a Budget Check for Multiple POs (cont’d)

3. Click > Purchasing > Purchase Order > Buyer's WorkBench

NavBar: Navigator

Cost Accounting >
Hp
"
:® Suppliers
Recent Places PP ’
Procurement Contracts >
My Favorites Purchasing >
Inver :
E NavBar: Navigator d
Navigator
iy 4= | Purchasing *
]
a
- @ Request for Quotes >
Recent Places
Vendor Rebates 5
My Favorites Purchase Orders >

Navigator

Receipts

& -

LW}

0 N E PERALTA

NavBar: Navigator

<3 | Purchase Orders

Add/Update POs
Recent Places

»

Buyer's Workbench

My Favorites

Navigator

Approve POs

Approve Amounts

jiolrc

-
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Creation
Run a Budget Check for Multiple POs (cont’d)

4. Click > Add a New Value
5. Enter > WorkBench ID
6. Click > Add

Buyer's WorkB...

New Window

Buyer's WorkBench @

Find an Existing Walue Add a New Value

Bycinese pitBeCHd 4
WorkBench ID|PO_Budget @
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Creation
Run a Budget Check for Multiple POs (cont’d)

7
8
9.
1

Complete > Purchase Order and Purchase Order To fields

Select > Approved
Select > Matching: All

0. Click > Search

< My Approvals

Buyer's WorkBench
Filter Options
Business Unit PCCO1
Description Samgle Budpget Check

Enter search criteria and click on Search. Leave blank
Search Criteria

WorkBench ID' FO_BUDGET

for all walues.

—®@

I Purchase Order Q,
P IDdlE o T i T [ TS i
Activity Date i, To i,
Due Date u, To )
Request BU Q, Requisition |0 a
Supplier ID Q,
ltem IO Q,
Buyer a,
Contract SetlD a,
Contract ID Q, Contract Version )
Release Number Q,
GPOID a,
GPO Contract
Status
Open Pending Approval # Approved Denied
Dispatched Cancelled Include Closed
Receiving
Recv Reqd | Optional T
All Mot Received Partially Received Fully Received
Matching
Required Mot Required
Mone Partial Match Fully Matched
IMrance
Open Encumbrances
ChartFields Personalize | Find | View &0 | 5 | 2] First ‘4 10of1
Chartfields | [F=#
Coat Object Actvity Accounting Fund
GLUnit Location Fund cir s Program S Projact i = Budget Date
a a a Q

..

Last

Laocal
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Creation
Run a Budget Check for Multiple POs (cont’d)

11. Enter > Description
12. Select > each purchase order, or Select All
13. Click > Budget Check

< My Approvals

Buyer's WorkBench

Business Unit PCCD1 WorkBench ID PO_BUDGET

*Description Sample Budget Ch

Select POs for Further Processing

List of Purchase Orders Personalize | Find | View All | @I E First ‘4
Detail Other
Purchase Order Doc Status Hold PO Statusv PO Date Last Activity Supplier ID Buyer Match Action B:::rga Blanket PO
p—
| §000000013 B N Approved 04/26/2018  04/26/2018 0000602704 Standard
«| 000000074 B N Approved 05/14/2018 05/14/2018 0000500002 Standard
000000021 B N Approved 04/26/2018 04/28/2018 0000507319 Standard
000112377 B M Approved 04/02/2018 04/02/2013 0000501503 Standard
00011237 =] N Approved 04/02/2018  04/02/2018 0000731387 Standard
00011238 =] M Approved 04/02/2018 04/02/2013 0000506528 Standard
A
I ™ Select Al Clear Al
Action: Approve Unapprove Cancel Close
Dispatch Preview Budget Check
GoTo:  Setfilter options Process Request Options
Process Monitor View Processing Results
Save

16 0of 20

Lines

4

Last

PERALTA }




Creation
Run a Budget Check for Multiple POs (cont’d)

14. Click > Log to view reasons for purchase orders that are Not Qualified
15. Verify > Qualified purchase orders

16. Click > Yes

17. Click > Yes to close pop-up message

18. Click > Return to Buyer’'s WorkBench

< Employee Self Service

Buyer's WorkBench
Processing Results

Business Unit PCCD1 WorkBench ID TEST

*Description PO no longer used
Select POs for Further Processing

Accounting Date for Action 05/14/2018 [

Update Budget Date Equal to Accounting Date

Not Personalize | View All | = First ‘&) 12 Qualified ﬂersonalize | View All | ] First ‘4’ 1-2 of
Qualified of9 '*' Last 4 b Last
POID Log PO ID Line Sched Distrib Line
4000000060 g 4000000013 =
4000000061 [B2] 4000000024 =]
Proceed: Yes No Return to Buyer's WorkBench
= Noti{ 1 @) Refresh
p

Message

Continue to Budget Check POs. {10224 69)

ﬁ Examples of errors that can prevent a valid Budget Check include
wrong ChartFields, outdated commitment control budget, and
Note nonexistent or low funds in a budget.
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Creation
Run a Budget Check for Multiple POs (cont’d)

19. Click > Purchase Order ID to view

20. Verify > Budget Status reads Success. If Error, click on Error link to
identify possible causes and resolve to obtain a valid Budget Status.

< My Approvals

Buyer's WorkBench
Business Unit PCCD1 WorkBench ID PO_BUDGET
*Description Sample Budget Check
Select POs for Further Processing
List of Purchase Orders
Detail || Other
Purchase Order JDo: ds Hold PO Status- PO Date
vl N Approved 04/26/2018
# 4000000074 N Approved 05/14/2018
4000000021 N Approved 04/26/2018
3000112377 N Approved 04/02/2018
3000112376 N Approved 04/02/2018
3000112384 N Approved 04/02/2018
select Al Il Clear Al
Action: Approve Unapprove Cancel Close
Dispatch Preview Budget Check

Last Activity

04/26/2018

05/14/2018

04/26/2018

04/02/2018

04/02/2018

04/02/2018

Purchase Orders

Purchase Order Inquiry
Purchase Order
Business Unit PCCD1 d
POID 4000000013 Budget Status
¥ Header
PO Date 04/26/2018
Supplier Name  PC MALL GO-001 Backorder Status Not Backordered
Supplier ID 0000602704 Supplier Details Receipt Status  Not Recvd
Hold From Further Processing
=1 Al i~ ol

0 N E PERALTA
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Creation
Dispatch a Purchase Order

Once purchase orders have been created and successfully budget
checked, you are able to dispatch purchase orders immediately.
Note that the dispatch runs automatically on a pre-set schedule,
but you are able to dispatch purchase orders outside of the
schedule.

All Purchasing Staff

1. Click > NavBar icon
2. Click > Navigator

Requisition NavBar ¥
L
-
= .
HE)
[} ] Recent Places

Design Forms

¢

My Preferences

My Favorites

Navigator

"

()

Approvals

Discussions

ONE.. —



Creation

3.

Dispatch a Purchase Order (cont’d)

Click > Purchasing > Purchase Orders > Dispatch POs

NavBar: Navigator

iy
n

:©

Recent Places

My Favorites

Navigator

®

Cost Accounting >
Suppliers >
Procurement Contracts >
Purchasing >
inv] NavBar: Navigator d
el 4= | Purchasing *
n
Request for Quotes 5
ecent Places

Vendor Rebates

My Favorites Purchase Orders

Receipts

Navigator

E

Recent Places

My Favorites

NavBar: Navigator

<= | Purchase Orders

»

Approve POs

0 N E PERALTA

Navigator

Approve Amounts

Approve ChartFields

Reserve PO IDs

B

)

Maintain Distributions

Dispatch POs




Creation
Dispatch a Purchase Order (cont’d)

4. Click > Add a New Value
5. Enter > Run Control ID
6. Click > Add

< Buyer's Workbench Dispatch Purchase Orders /h\ e @

New Window
Dispatch Purchase Orders

FEind an Existing Value ‘ Add a New Value ‘ :

Run Control ID | Test Dispatch @

ﬁ Every user can enter their own Run Control ID to save search criteria
for future searches. Once you create an ID, it will be available under
Note the Find an Existing Value tab for future transactions.
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Creation
Dispatch a Purchase Order (cont’d)

7.
8.
9
1
1

Select > Statuses to Include: Approved
Select > desired options from Dispatch Methods to Include
Select > desired option from ChartFields dropdown menu

. Click > Save

. Click > Run

= O -

< Buyer's Workbench Dispatch POs

Dispatch POs

Run Control ID  Test_Dispatch Report Manager ~ Process Monitor Run @

Template ID Q Sort By = Sort by Line Number

# Print PO Item Description

Language | English v ® Specified Language Recipient
Process Request Parameters @ Statuses to Include
¢ Approved Dispatched Pending Cancel
Business Unit Q
To Q 9
POID Q | Select Purchase Order Dispatch Methods to Include
a ¥ Print FAX « EDX
Contract SetlD @ E-Mail @ Phone
Contract ID Q
Release Q
Miscellaneous Options
From Date
*Chartfields = Valid Chartfields v
Through Date
Change Orders Efﬁanged and ]n”ﬁangea ”raers v
Supplier ID Q
Print Changes Only Print BU Comments
Buyer Q Test Dispatch
Fax Cover Page Q Print Copy Print Duplicate

v

Add Updat
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Creation
Dispatch a Purchase Order (cont’d)

12. Select > Process Name: POPOO005 checkbox

13. Click > OK

14. Click > Process Monitor

UserID FUNC 2
Server Name
Recurrence

Time Zone Q

Process List

Select  Description

PO Dispatch & Email

Process Scheduler Request x

Run Control ID  Test_Dispatch

PO Dispatch/Print

PO Bl Publisher Dispatch

Email

(] ==

Run Date  05/09/2018

Run Time  11:02:44PM Reset to Current Date/Time
Process Nam Process Type =Type Format Distribution
PODISP PSJob (Norne] ¥ (None) ¥ Distribution
POPO005 SQR Report Web ¥ PDF v Distribution
POXMLP PSJob (Norne] ¥ (None) ¥ Distribution
PO_PO_EMAIL Application Engine Web ¥ TXT v Distribution

< Buyer's Workbench Dispatch POs

Dispatch POs

Run Control ID  Test_Dispatch

Language = English v

Process Request Parameters

Business Unit
To

PO ID

LL L L

Contract SetlD

Contract ID

Report Managdg Process Monitor Run

® Specified Language

Select Purchase Order

Recipient's Language

Process Instance: 1590555
Statuses to Include

¢ Approved Dispatched

Dispatch Methods to Include

¢ Print FAX
¥ E-Mail ¥ Phone

0 N E PERALTA
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Creation
Dispatch a Purchase Order (cont’d)

15. Click > Refresh

16. Verify > Run Status reads Success (for process POPO005)

17. Click > Details to identify errors, if any

< Dispatch POs Process Monitor
‘ Process List | Server List
View Process Request For @
User ID ‘FUNC,2 Q Type v Last v 25 Days v Refresh
Server v Name Q Instance From Instance To
Run v Distribution Status v ¥ Save On Refresh
Status
Process List
B Q 1-160f 16 ¥ View All
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status Igi:::’:ution Details
1590555 SQR Report POPOQ05 FUNC 2 05/09/2018 11:02:44PM PDT Success Posted Details
1590548 Bl Publisher APX1090 FUNC 2 05/07/2018 9:40:22PM PDT Success Posted metalls

7

Note

g

Common errors that can prevent dispatch include an invalid budget,
failing to click the dispatch button, etc.
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Creation
Dispatch a Purchase Order (cont’d)

18. Click > Message Log for additional error i
19. Click > Explain

20. Navigate to Add/Update POs to search for purchase orders; correct

and dispatch again

nformation

Run Control ID  Test_Dispatch

Location Server

Process Detail

Process
Instance 1590555 Type SQR Report
Name POPQO005 Description PO Dispatch/Print
Run Status  Success Distribution Status Posted
Run Update Process

Hold Request
Queue Request
Cancel Request

Message Log

Return

Server PSNT -
:Delete Request
Recurrence Re-send Content
Date/Time Actions
Request Created On  05/09/2018 11:04:56PM PDT - Transfer
Run Anytime After  05/09/2018 11.02:44PM PDT Message Log
Began Process At 05/09/2018 11:05:17PM PDT - N
View Log/Trace
Ended Process At 05/09/2018 11:05:31PM PDT
x

Process
Instance: 1590555 Type: SQR Report
Name: POPO005 Description: PO Dispatch/Print
5 Q 1-30f3 ¥ View All
Severity Log Time Message Text
10 11:05:28PM Successful Completion Explain
Published message with ID 25256fae-5418-11e8-9f05- Explain
11:05:31PM b79584d2d332 to create entry in folder FINANCIAL 4
11:05:21PM Successfully posted generated files to the report repository Explain

1
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Creation
Cancel a Line

Once a purchase order is dispatched, you are able to cancel one
or more lines of the purchase order.

All Purchasing Staff

1. Click > NavBar icon
2. Click > Navigator

a

Design Forms

Requisition

Recent Places

My Favorites

Navigator

Approvals

My Preferences

Discussions

ONE PERALTA (i




Creation
Cancel a Line (cont’d)

3. Click > Purchasing > Purchase Order > Buyer’'s WorkBench

NavBar: Navigator Q
Cost Accounting >
|-
n
HS)
= Suppliers >
Recent Places
Procurement Contracts >
My Favorites Purchasing N
E Inventory NavBar: Navigator ﬂ
Navigator _
o <= | Purchasing *
]
n
- @ Request for Quotes >
Recent Places
Vendor Rebates 5
My Favorites Purchase Orders >

Navigator

Receipts

0 N E PERALTA

NavBar: Navigator

<= | Purchase Orders

Add/Update POs

Recent Places

»|

Buyer's Workbench

My Favorites Approve POs

E Approve Amounts

Navigator
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Creation
Cancel a Line (cont’d)

4.
5.
6.
7.

< Employee Self Service Buyer's WorkBench

Click > Add a New Value
Enter > Business Unit: PCCD1
Enter > WorkBench ID

Click > Add

Mew Window

Buyer's WorkBench @
@xistiﬂg \alue Add a New Value

WorkBench ID PO_Cancel

Add

Find an Existing value | Add a New Value

ﬁ Every user can enter their own WorkBench ID to save search criteria
for future searches. Once you create an ID, it will be available under
Note the Find an Existing Value tab for future transactions.
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Creation
Cancel a Line (cont’d)

8. Enter > Search Criteria
9. Select > Status: Dispatched
10. Click > Search

< Employee Self Service

Buyers WorkBench
Filter Options
Business Unit PCCOH WorkBench ID PO_CANCEL
Description Test
Leave blank for all values,
Bearch Crtena
Purchase Order a To a,
PO Date | i, To D
Activity Date £ To &)
Clue Date ] To i,
Request BU a Requisition 1D a
Supplier ID a
ltem D Q.
Buyer a,
Contract SetlD a
Contract ID Q. Contract Version aQ
Release Number a
GPOID Q
GPO Contract
Status
DJ-en Pending Approval Approved Dremied
# Dispatched Cancelled Include Closed
Heceving
Recv Reqd | Optional v
All Mot Received Partially Received Fully Received
Matching
Required Mot Required
All Mone Partial Match Fully Matched
Encumbrance
Open Encumbrances
ChartFields Personalize | Find | View Al | K | = First ‘4 1 of1
Chartfields | [F58
Cost Object Activity Accounting Fund
GL Unit Location Fund oir Cods Program Tt Project = arm Budpet Date
a 4 a a a a a a Q a
Search eturn to Buyer's WorkBench
=1 Motify ||=Y Refresh

* Last

Lacal
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Creation
Cancel a Line (cont’d)

11. Select > Purchase Order to cancel
12. Click > Lines icon

< Employee Self Service

Buyer's WorkBench

Business Unit PCCD1

*Description Test

Select POs for Further Processing
List of Purchase Orders

Detail Other
Status Hold
E
f
3000090303 B N
3000027880 B N
3000000038 B N
3000050811 B N
3000050803 B N
¥ select Al Clear All
Action: Approve Unapprove
Dispatch Preview
Go To: Set filter options

Process Monitor

Save

[=] Motify | &% Refresh

WorkBench ID PO_CANCEL

PO Status>
Dispatched
Dispatched
Dispatched
Dispatched
Dispatched

Dispatched

Cancel

Budget Check

Process Request Options

View Processing Results

Personalize | Find | View 100 | | E First ‘4’ 1.6 of 22380 '}’ Last

PO Date Last Activity Supplier 1D Buyer Match Action 8?:;155 Blai Lines
05/01/2018 0000500586 Standard
05/01/2018 0000731315 Standard 1
04/18/2008 05/27/2009 0000504505 Standard
08/01/2005  0510/2018 0000502092 Standard 2 =
10/29/2010  07/05/2011 0000505755 Standard 1
10/29/2010  07/05/2011 0000504862 Standard =
Close

PERALTA




Creation
Cancel a Line (cont’d)

13. Click > View All

14. Select > checkboxes of Line(s) to be closed

15. Click > Return to Buyer’'s WorkBench

<{ Employee Self Service
Buyer's WorkBench
Purchase Order Lines
Business Unit PCCD1
Description Test

Purchase Order 3000090303
Select POs for Further Processing

Details Confract Info | =¥

Line Status Item 1D Description

1 ed Freezer: 20 UGL2320A 115/30HZ

Refrigerator MF25S5-SAEE-FS

v 2 Approved 115/60H=
Incubator: stacked SHKEGO0D
3 Approved 120/60Hz
Incubator: (2-door, 37 deg)
g ALpioved 51029321 : ?
Refrigerator: 2-door deli MH45PA-
5 Approved G AEE-FS
Approved Centrifuge 75007044 220/60Hz
7 Approved Incubator: sharking SHKG000-7
Refrigerator: 2-door deli MH45PA-
8 Approved G AE%—FS
] Approved Freezer: Under counter ULT430A
Refrigerator: Under Counter
i Aprured MRO5PA-SEEE-TS 115/60Hz
Mselect Al Oerear i

Return to Buyer's WorkBench

[=] Motify || &% Refresh

List of Purchase Order Lines Personalize | Find

WorkBench ID PO_CAMCEL

13

View 1 ||~ | ]
Category ID E:Cq:
00092 Y
00092 Y
00092 Y
00092 Y
00092 Y
00092 Y
00092 Y
00092 Y
00092 Y
00092 Y

First

RFQID

1 122022 ®

RFQ Line

Last
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Creation
Cancel a Line (cont’d)

16. Click > Cancel

< Employee Self Se

Detail Other

Buyer's WorkBench

Business Unit PCCD1
“Description Test

Select POs for Further Processing
List of Purchase Orders

3000090259 ]

¥ 3000090303 B

3000027880 B

3000000033 B

3000050811 B

3000050803 ]

¥ Select All Clear All
Action: Approve
Dispatch

Purchase Order Doc Status Hold

Unapprove

Preview

WorkBench ID PO_CANCEL

PO Statusv
Dispatched
Dispatched
Dispatched
Dispatched
Dispatched

Dispatched

PO Date Last Activity

11/16/2015  05/01/2018

11/16/2015  05/01/2018

04/18/2008 05/27/2009

08/01/2005 05/10/2018

10/29/2010  07/05/2011

10/29/2010  07/05/2011

Cancel

Close

Budget Check

Supplier ID

0000500586

0000731315

0000504505

0000502092

0000505755

0000504862

Buyer

Personalize | Find | View 100 | Iﬁll Q First ‘4’ 1-6 of 22380

Match Action

Standard

Standard

Standard

Standard

Standard

Standard

Change  Blanket PO Lines

2 =

il

L

Last

(16)

Note

\16)

If a purchase order only has one line, then clicking cancel will cancel
the entire purchase order.
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Creation
Cancel a Line (cont’d)

17. Verify > Line(s) in Qualified list are correct
18. Click > Yes
19. Click > Yes to close pop-up message

{ Employee Self Service

Buyer's WorkBench
Processing Results

Business Unit PCCD1 WorkBench ID PO_CANCEL

*Description [Test

Select POs for Further Processing Re-Source Requisition?

@ Accounting Date for Action 05142018 |[5]

Update Budget Date Equal to Accounting Date

Not Personalize | View All | E]] First ‘4’ 1 of Qualified Personalize | \gew All | ] First ‘4 10of1
Qualified 1 &) Last b Last
PO ID Log PO ID Line Sched Distrib Line
(52 b000112391 2 (=]
Proceed: Yes No Return to Buyer's WorkBench
=] Motify || &% Refresh
lessage

Continue to Cancel POs. (10224 _11)

Mo
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Creation
Run the Auto Sourcing Process

The ONEPeralta system automatically sources requisitions into
new purchase orders. This is an automatic process that runs in the

background, but you may need to adjust the sourcing process
details periodically.

All Purchasing Staff

1. Click > NavBar icon
2. Click > Navigator

Requisition

NavBar u

e

Recent Places

Design Forms

=

My Preferences

My Favorites

Navigator :

r

()

Approvals

Discussions

ONE -
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Creation
Run the Auto Sourcing Process (cont’d)

3. Click > Purchasing > Purchase Order > Stage/Source Requests >

PO Auto Sourcing

NavBar: Navigator

Cost Accounting

i)

Recent Places

Suppliers

&

Procurement Corf

My Favorites .
y Purchasing

NavBar: Navigator

ity

1)

E Inventory

Navigator

0 N E PERALTA

Recent Places

My Favorites

Navigator

<= | Purchasing *
Request for Quotes 5
Vendor Rebates >
Purchase Orders | NavBar: Navigator O
i ‘ <2 Purchase Orders *
Receipts H
? :©
I Recent Places Stage/Source Requests 3
Acknowledgements by

My Favori

Navigatc

NavBar: Navigator

4= | stage/Source Requests

pimiy

:O

PO Auto Sourcing

Recent Places

Requisition Selection

My Favorites o .
Auto Requisition Selection

E Inventory Demand

Navigator




Creation
Run the Auto Sourcing Process (cont’d)

4. Click > Add a New Value
5. Enter > Run Control ID

6. Click > Add
< Buyer's Workbench PO Auto Source - o
New Window
PO Auto Source @
Find an Existing Value ‘ Add a New Value ‘

®

Run Control ID  Test_ReqToPO

Add

ﬁ If you have previously created a Run Control ID, you will click on the
Find an Existing Value tab instead, and Search for the Run
Note Control ID. All of your previous settings will be saved.
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Creation
Run the Auto Sourcing Process (cont’d)

7.

Click > Objectives

@

checkboxes
9. Enter > Buyer

< Buyer's Workbench

‘ Objectives Options Results

Test_ReqToPO

Select Individual Processes
Create Purchase Orders From

¥ Approved Requisitions

{#] Staged Requisitions
o Request For quotes
Contracts

Transactions in Sourcing Workbench in a 'Ready’ status
All Other Sources
Buyer

A Buyer is required. It is used on the purchase order only if another one is not found
on the staging tables or default hierarchy, or if the transacti

€ consolidated by
buyer.

*Buyer |FUNC_2 Qa orral User 2

Apply Change Requests From
Planning
All Other Sources

Notify Previous tab Next tab

Select > Approved Requisitions and Staged Requisitions

PO Auto Sourci

Report Manager Process Monitor

Select all of the sources from where you would like the purchase orders created. Select the Options tab to specify Selection criteria and PO creation options that correspond with the
selected sourt

Planned Orders / Prod. Mgmt

Check Inventory

Select if you would like the system to first check Inventory before creating a purchase order. This

option is available for Requisitions, Planned Orders, Production Management, and the option All
Other Sources.

Check Inventory First

Source From Inventory

Source From Inventory

Add Update/Display
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Creation
Run the Auto Sourcing Process (cont’d)

10. Click > Options

11. Click > Expand All

12. Verify > Item ID Required checkbox is NOT checked

13. Enter > Business Unit: PCCD1

14. Enter > SetID: PCCD1

15. Select > Option: N

16. Enter > PCCD1 into Business Unit and To Business Unit fields

¢ Buyer's Workbench @ PO Auto S«

Objectives | Options | Results

Run Control ID Test_ReqToPO Report Manager Process Manitor Run

Expand All Collapse All

EUIMTEINNT Selection Criteria

y

Item 1D Required Qrigin Q

Requisition 1D 5. To Requisition 1D Q

Business Unit |PCCD1 Qa @ To Business Unit |PCCD1 Q

Requisition Name Q

Supplier Setin PCCD1 Supplier Q

Contract Setip  PCCD1 Contract Qa
PCCD1 Q Q

SetlD Category

Requester Q

Buyer Q

Date Selection
*Option |N Q Operand

Number of Days Date

~ Staged Requisitions, WOs, RFQ, and "All Other Sources' Selection Criteria
Process Instance Sourcing Method

¥ Basic
@ Business Unit |PCCD1 Q To Business Unit |FCCD1 Q # Flexible
= # Split

System Source

# Cumulative

B Q .
uyer Accumulate Level | RunLevel ¥
ltem Setip |PCCD1 Q
ltem 1D Q
Category Q
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Creation
Run the Auto Sourcing Process (cont’d)

17. Select > Consolidation Method: Business Unit, Supplier

18. Select > Purchase Order Options: Pre-Approved Supplier,
Calculate PO Line Numbers, and Allow Dispatch when Appr

19. Click > Save

20. Click > Run at top of page

Process Instance

Business Unit |PCCD1 Q

System Source Q
Buyer

ltem SetiD |PCCD1 Q
Itemn 1D
Category

= Purchase Order Options

w Staged Requisitions, WOs, RFQ, and "All Other Sources’ Selection Criteria

To Business Unit |PCCD1

*Consolidation Method

Business Unit, Supplier

Purchase Order Date

Purchase Order Reference

Origin Q

—

¥ Pre-Approve Supplier
Build POs as Approved
¥ Calculate PO Line Numbers
Hold From Further Proceasing
¥ Allow Dispatch When Appr

s

Previous tab Next tab

Save Notify

 Additig essing Options
Run Budget Check

Sourcing Method
Basic

Split

Ll
# Flexible
L
# Cumulative

Accumulate Level | Runlevel ¥

Flexible Sourcing Controls
Lead Time Factor %
Ship to Priority Factor %
Price Factor %

Supplier Priority Factor %

Objectives ‘ Options ‘ Results

Run Control ID  Test_ReqToPO

Expand All Collapse All
* Requisition Selection Criteria

Item 1D Required

Business Unit |PCCD1 Q
Q

Requisition ID

Report Manager

< Buyer's Workbench F

29

Process Monitor Run

Origin Q
To Business Unit [PCCD1 Q

To Requisition ID Q

0 N E PERALTA
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Creation
Run the Auto Sourcing Process (cont’d)

21. Select > PO_AUTO_SRC process checkbox

22. Click > OK
23.

Click > Process Monitor

UserID FUNC_2

Process Scheduler Request

Run Control ID  Test_ReqToPO

Server Name v Run Date |05/10/2018
Recurrence v Run Time | 8:08:42PM Reset to Current Date/Time
Time Zone Q
ss List
Select | Description Process Name Process Type ~Type *Format Distribution
v Automatic Purchasing Sourcing PO_AUTO_SRC Application Engine Web A TXT A Distribution

o

< Employee Self Service PO Auto Sourcing

Objectives ‘ Options ‘ Results

Run Control ID  Test_RegToPO

Expand All Collapse All
¥ Requisition Selection Criteria

Business Unit |PCCD1

Requisition ID

Requisition Name

Item ID Required

Q
Q

Report Manager Process Monitor

Process Instance: 1580559

Origin Q
To Business Unit |[PCCD1 Q

To Requisition ID
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Creation
Run the Auto Sourcing Process (cont’d)

24. Click > Refresh
25. Verify > Run Status reads Success

a. If not successful, click Details for more information
26. Click > Objectives to return to PO Auto Sourcing page

< Objectives Process Monitor
Process List ‘ Server List
View Process Request For @
User D |FUNC_2 Q Type v Last v 25| |Days v Refresh
Server v Name Q Instance From Instance To
Run A Distribution Status v ¥ Save On Refresh
Status
Process List
H Q @ 1-16 of 16 View All
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status Igi::z’:ution Details
1590561 Application Engine PO_AUTO_SRC FUNC_2 05/10/2018 8:25:16PM PDT Success N/A Details
1590560 Application Engine PO_AUTO_SRC FUNC_2 05/10/2018 8:24:38PM PDT Success Posted Details
1590559 Application Engine PO_AUTO _SRC FUNC_2 05/10/2018 8:08:42PM PDT Success Posted Details
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Creation
Run the Auto Sourcing Process (cont’d)

27. Select > Results

28. Click > Retrieve

29. Verify > Process Run Status reads Success
30. Click > Process Monitor

< Employee Self Service PO Auto Sourcing
Objectives Options ‘ Results ‘ @

Run Control 1D Test_RegToPO Report Manager Process Monitor Run

Select Status to View | All v Retrieve
Process Run Status Success
Sourcing Results

5 Q 110f1 v

Business Unit PO Stg Type PO Stage ID Line Sched Stage Status Message

Stage Status

Return to Search Notify Previous tab Next tab Add Update/Display
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Creation
Run the Auto Sourcing Process (cont’d)

31. Verify > Distribution Status reads Posted
32. If not posted, click on Details for more information

< Objectives Process Monitor

| Process List ‘ Server List

View Process Request For

User ID ‘FUNC_Q Q Type v Last v 25 | Days v P
Server v Name Q Instance From Instance To
Run v Distribution Status v ¥ Save On Refresh

Status

Process List

F Q 16 ¥ w Al
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status 2::2"““"" etails
1590561 Application Engine PO_AUTO_SRC FUNC_2 05/10/2018 8:25:16PM PDT Success Posted etails
1590560 Application Engine PO_AUTO_SRC FUNC_2 05/10/2018 8:24:38PM PDT Success Posted Details
1590559 Application Engine PO_AUTO_SRC FUNC_2 05/10/2018 8:08:42PM PDT Success Posted Details
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Change Order
Create a Change Order

After a purchase order is dispatched, any edits that go through
the supplier must have a change order (e.g. changes to quantity,
types of items, etc.). Purchasing staff will receive, review, and
approve change order request forms from the requester, and will
create change orders in the ONEPeralta system

All Purchasing Staff

1. Click > NavBar icon
2. Click > Navigator

€

Requisition

NavBar Q

e

Recent Places

Design Forms

& ¢

My Preferences

My Favorites

Navigator :

r

()

Approvals

Discussions

PERALTA '




Change Order
Create a Change Order (cont’d)

3. Click > Purchasing > Purchase Order > Add/Update POs

o]

Recent Places

NavBar: Navigator

Cost Accounting

Suppliers

Procurement Contracts

My Favorites

Purchasing

Navigator

Inventq

@

0 N E PERALTA

NavBar: Navigator

Recent Places

My Favorites

Navigator

<= | Purchasing

Request for Quotes

Vendor Rebates

»|

Purchase Orders

Receipts| NavBar: Navigator

E

Recent Places

My Favorites

Navigator

<= | Purchase Orders

REPOITS

Budget Year End Processing

Add/Update Express POs

»

Add/Update POs

Buyer's Workbench




Change Order
Create a Change Order (cont’d)

4.
5.
6.
7.
8.

Select > Find an Existing Value

Enter > Business Unit: PCCD1

Enter > PO ID of purchase order to be changed
Select > PO Status: Dispatched

Click > Search

< Objectives

Purchase Order

Enter any information you nd click Search. Leave fields blank for a list of all values.

Find an Existing Value Keyword Search Add a New Value

Search Criteria

Business Unit|= ¥ PCCDA1 ql
PO ID| begins with ¥ | 4000000050 @
Purchase Order Date| = v 31
@ PO Status| = v Dispatched - v
Origin| begins with ¥
Short Supplier Name | begins with ¥ Q
Supplier ID| begins with ¥ Q,
Supplier Name| begins with ¥
Buyer Name| begins with ¥ Q

Hold From Further Processing

Case Sensitive

Search Clear | Basic Search [&F Save Search Criteria
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Ch
Create a Change Order (cont’d)

0.

10.
11.
12.
13.
14.

ange Order

Click > Change Order icon
Click > Save
Click > Add Comments

Click > Attach to Choose File (the Change Order Form) and Upload

Enter > Comments
Click > OK

< Objectives

Add/Update POs

Amount Summary (7

Select Lines To Displ3

PO Status Dispatched A X
Budget Status Valid

Backorderf

Receip
*Dispatch

Mer

Freight/

Tota
Encumbrancg

ess Unit PCCD1

¥/ Retrieve Active Comments Only

*Sort Method | Comment Time Stamp

order.
POID 400000006?\

Retrieve

v

Fa Stot i

O

HEp

Held From Further Processing

Comments may include \
the email from the
Requester identifying the
purchase order changes,
or any additional
supporting documents
relevant to this purchase

*Sort Sequence | Ascending

Find | View All

Maintain Purchase Order
Purchase Order
Business Unit  PCCD1
FOID 4000000050
Copy From v
Header (¢
*PQ Date 04/26/2018 5 Supplier Search
*Supplier G Supplier Details
*supplier |D 0000500003 AAOFTICE EQUIPMENT
*Buyer SERAPHINE aQ
PO Reference @
Header Details i
PO Defaulis Add Comments
PO Activities ents
Requisitions Dod@ment Status
- Actions
Add Items From (7
Catalog Item cagler Comments
Purchasing Kit
Lines (%
Details || Ship To/Due Date || Statuses | Item Inform:
Line Item Description
Comments
1 - Q supplies Use Standard Comments
Wiew Printabhs on

5l Save

File Attachment

Choose File

No file chosen

o™ Retumn to Search | |[=] Notify %

Send to Supplier
Show at Voucher

Attachment

O Cancel

o

Associated Document

Upload

From -= PO PCCD1-4000000067

Refresh

éa;el

Attach Vie Delete Email
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Change Order
Create a Change Order (cont’d)

15. Update > Applicable fields

16. Click > Save

17. Verify > Change Order number updates*
18. Click > Approve icon (green check)
19. Click > Budget Check icon

< Objectives Add/Update POs

Maintain Purchase Order
Purchase Order

Business Unit PCCD1

00
Change Order

PO Status Open
Budget Status Not Chk'd

I3 S
el

Further Processing

Copy From
Header (2
*PQ Date 04/26/2018 3 Supplier Search
*Supplier AA OFFICE-001 Q. supplier Details
- Supplier I 0000500003 AA OFFICE EQUIPMENT Recelpt Status Not Recvd
M Print v Dispatch
~Buyer[SERAPHINE Q Dispatch Method | =11 I
PO Reference Ameunt Summary (2
Header Details Activity Summary Merchandise 3.00 Caluiate
PO Defaults Add Comments Freight/Tax/Misc. 028
PO Activities Add ShipTo Comments Total Amount 328 USD
Requisitions Document Status Encumbrance Balance Not Available UsD
- Actions
Add Items From (2 Select Lines To Display (2
Catalog Item Search Search for Lines Line aQ To Q Retrieve
Purchasing Kit
Lines (% Personalize | Find | View Al | L?'| E‘ First ‘4
Details || Ship To/Due Date uses | Iteminformation || Atributes | RFQ | contract | Recening | [FEW
— _— — — E—
Line ltem Description PO Qty *UOM Category Price Mercg?[‘]‘s:ﬁﬁ Status
1 &) supplies ﬁ_"& 3.0000 EA 5605 ¢} 1.00000 3.00 Approved (]
View P””ta“ Close Short All Lines “Go to| .. More v
o save ||t Returnito Search | [=] Notify || £ Refresh T Add
}j} The Change Order number will increase by one to show that you
have made a change to this particular purchase order. When making
Note the first change order, this field will appear after you click Save.
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Change Order
/4
Create a Change Order (cont’d)
20. Verify > Budget Status reads Valid
21. Dispatch > Purchase Order (see pages 23 to 29)
< PO Form Add/Up«
Maintain Purchase Order
Purchase Order
Business Unit PCCD1 PO Status  Approved A x
PO ID 4000000050 |ml W B
Change Order 1
Copy From A Hold From Further Processing
For change orders, you will tend to budget check each purchase order,
ﬁ since this may be a one-time edit. However, you can also use the
Note batch budget check function if you made changes to multiple purchase

orders in one sitting.
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Change Order

Review Change Order History

In the ONEPeralta upgraded system, you are able to check all of
the change orders that have been made for a specific purchase
order.

All Purchasing Staff

1. Click > NavBar icon
2. Click > Navigator

6

Requisition

NavBar ﬂ

e

Recent Places

Design Forms

=

My Preferences

My Favorites

Navigator :

r

()

Approvals

Discussions
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Change Order
Review Change Order History (cont’d)

3. Click > Purchasing > Purchase Order > Manage Change Orders >
Review Change History

:0

Recent Places

My Favorites

Navigator

NavBar: Navigator

o

Cost Accounting 5
Suppliers >
Procurement Contracts 5
Purchasing 5

NavBar: Navigator

nlmiy

Recent Places

<2 | Purchasing

"
- @ Request for Quotes

Vendor Rebates

»

~

My Favorites Purchase Orders

Navigator

NavBar: Navigator

i)

Recent Places

My Favorites

Navigator

<= Purchase Orders

Stage/Source Requests

Acknowledgements

=

Manage Change Orders

Reconcile POs

0 N E PERALTA

NavBar: Navigator

:0

Recent Places

My Favorites

Navigator

0

)

Approvals

<= | Manage Change Orders

PO Close Short Workbench

Load Change Requests

Approve Change Requests

Process Change Orders

Purge Change Requests

»|

Review Change History
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Change Order
Review Change Order History (cont’d)

4. Enter > Business Unit: PCCD1
5. Enter > PO ID of purchase order that was changed
6. Click > Search

Change History

New Window
Change History

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

Find an Existing Value

¥ Search Criteria @
Business Unit | = v PCCD1 Q
PO Number | begins with ¥ | 4000000050 @
Change Order Number | = v

Search Clear Basic Search & Save Search Criteria
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Change Order
Review Change Order History (cont’d)

7. Review > Batch, Header Changes, Line Changes, and Ship Changes

tabs to view all changes to the purchase order

Review Change History

‘ Batch ‘ Header Changes Line Changes Ship Changes

Unit  PCCD1 POID 4000000050

Batch Review Change History
Batch m Header Changes Line Changes Ship Changes
Unit PCCD1 POID 4000000050
Returnto sq 7 14270 Review Change Histo
B Q g ry
Batch Sef | Batch Header Changes Line Changes Ship Changes
0
Unit PCCD1 POID 4000000050
Changes to PO Lines
=]
Return to Search » Q
Line Batch eq  Description alue
Review Change History
1
Batch Header Changes Line Changes
Unit PCCD1 POID 4000000050
Return to S¢

Changes to PO Schedules

5 Q
Line Sched Batch Seq Description
1 1 1 1 Change Type
1 1 1 1 Merchandise Amount
1 1 1 1 Purchase Order Quantity
Return to Search Notify

Ne

New Window |

Value

3.00000

3.00000

Persond
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Close
Liguidate a Purchase Order

When a purchase order is matched, vouchers have been
completed, and the supplier has been paid, and it is necessary to
finalize and liquidate all open encumbrances to the department’s
budget before closing the purchase order.

All Purchasing Staff

1. Click > NavBar icon
2. Click > Navigator

€

Requisition NavBar ¥

-

:O

Recent Places

Design Forms

=

My Preferences

My Favorites

Navigator

r

()

Discussions Approvals
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Close
Liquidate a Purchase Order (cont’d)

3. Click > Purchasing > Purchase Order > Add/Update POs

NavBar: Navigator

o]

Recent Places

Cost Accounting

Suppliers

Procurement Contracts

My Favorites

Purchasing

E Inventq

Navigator

@
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NavBar: Navigator

Recent Places

My Favorites

Navigator

<= | Purchasing

Request for Quotes

Vendor Rebates

»|

Purchase Orders

Receipts| NavBar: Navigator

E

Recent Places

My Favorites

Navigator

<= | Purchase Orders
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»

Add/Update POs
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Close
Liguidate a Purchase Order

4. Select > Find an Existing Value
5. Enter > PO ID of the purchase order to be liquidated
6. Click > Search

Purchase Order

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

4

Find an Existing Value r—yword Search Add a New Value

Search Criteria

Businegs Unit =¥ PCCDA1

I PO ID| begins with ¥ ||4000000050 @

Purchase Order Date| = v 3
PO Status| = M v

Origin| begins with
Short Supplier Mame| begins with

folye

v
v
Supplier 1D| begins with ¥
Supplier Name| begins with ¥
Buyer Name| begins with ¥

Hold From Further Processing

Case Sensitive

O

Search Clear Basic Search Lll':] Save Search Criteria

ﬁ Do not edit the Business Unit field. There is only one Business Unit
Note (PCCD1) at Peralta.
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Close
Liguidate a Purchase Order

7. Click > Finalize Document icon to release the encumbrance
a. Click > Yes to close the message

8. Click > Undo Finalize Entire Document icon to re-encumber and
make another payment

a. Click > Yes to close the message

< Batch Add/Update POs

Maintain Purchase Order

Purchase Order
Business Unit PCCD1 PO Status Open 4 X
PO ID 4000000050 Budget Status  Not Chkd = E
Change Order 1

Copy From v Hold F@r Processing

Header

“PO Date 04/26/2018 el Supplier Search

Backorder Status Mot Backordered
) ¥ Create BackOrder
*Supplier A4 OFFICE-001 Supplier Details
*Supplier ID 0000500003 AA OFFICE EQUIPMENT Receipt Status I:O.t ?ec\;d
“Di rini
euyer I < Dispatch Method

Message

This action will finalize all eligible distributions for this PO. Continue? (10200,333)

Message

This action will undo finalize all eligible distributions for this PO. Continue? (10200,336)
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Close

Close a Purchase Order

When no more activity is required on a purchase order, the
purchase order needs to be closed so that it is no longer available
for updates.

All Purchasing Staff
1. Click > NavBar icon
2. Click > Navigator

Requisition

€

Recent Places

Design Forms

¢

My Preferences

My Favorites

Navigator

Discussions

Approvals

9

Note

They will not show up in the list of available purchase orders for
updates.
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Closed purchase orders are only available for reporting and inquiries.




Close
Close a Purchase Order (cont’d)

3. Click > Purchasing > Purchase Orders > Buyer’'s Workbench

i©

Recent Places

NavBar: Navigator

My Favorites

Navigator

e ]
Cost Accounting >
Suppliers 5
Procurement Contracts >
Purchasing >
Inventory | NavBar: Navigator

®

iO

Recent Places

My Favorites

Navigator

42 | Purchasing )
Request for Quotes 5
Vendor Rebates 5
Purchase Orders 5
Receipts NavBar: Navigator a
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Close
Close a Purchase Order (cont’d)

4. Click > Add a New Value
5. Enter > Run Control ID
6. Click > Add

Buyer's WorkBench

New Window
Buyer's WorkBench

Find an Existing Value [J| Adda New Value

Business UnitPCCD1 )

WorkBench ID [ClosePO @

If you have previously created a Run Control ID, you can search for
ﬁ it in the Find an Existing Value tab. Use the Add a New Value tab

if you have not run this transaction before, or if you want to start
Note . ) :

fresh with no pre-filled fields.
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Close
Close a Purchase Order (cont’d)

7.
8.
9.

Enter > Search Criteria
Select > Dispatched
Click > Search

¢ My Approvals

Buyer's WorkBench
Filter Options
Business Unit PCCOM WorkBench ID CLOSEFO
Description  TestCloze
r fhasi i =Tde.] :“'316'—"“.: dakies 7
Search Criteria
Purchase Order Q. To Q.
PO Date 04/01/2018 W To 051412018 (i
Activity Date ui, To ui,
Due Date &, To (e
Request BU a, Requisition 10 Q.
Supplier ID Q,
Item 1D a,
Buyer a
Contract SetiD Q.
Contract D Q. Contract Version Q.
Release Mumnber Q.
GPO ID a,
SEQ Contract
Status
P Pending Approval Approved Diemied
# Dispatched Cancelled Include Closed
L
Receiving
Recv Reqd | Optional T
All Not Received Partizlly Received Fully Received
Matching
Required Mot Required
All None Partial Match Fully Matched
Encumbrance
Open Encumbrances
ChartFields Parsonalize | Find | View &1 | 2] B First '/ 1of1 '® Last
Chartfields | [Fm
GL Unit Location Fund gtof‘ gg!:?;’t Program gﬁ?;:f? Project f.lﬁznunﬂng F"I.';U Budpst Date Local
(5] Q Q Q o | Q Q Q F
b
@HJ}'EG WorkBench
=1 Maotify ||2¥ Refresh
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Close
Close a Purchase Order (cont’d)

10. Enter > Description for WorkBench

11. Select > Checkbox of purchase order to close

12. Click > Close

< My Approvals Buye s WorkBench

Buyer's WorkBench

Business Unit PCCD1

WaorkBench ID CLOSEPOD

I *Description [TestClose

List of Purchase Orders
Detail || Other

Purchase Order
3000112381
3000112380

3000112385

2 N 17 B (1

3000112388

3000112418 B

Select Al LI Clear Al

Action: Approve
Dispatch

Go To: Set filter options

Process Monitor

Save

Select POs for Further Processing

Doc Status Hold

N

N

Unapprove

Preview

PO Status~

Dispatched

Dispatched

Dispatched

Dizpatched

Dizpatched

Dizpatched

10

PO Date

04/02/2018
04/02/2018
04/02/2018
04/02/2018
04/02/2018

04/02/2018

Last Activity

04/03/2018

04/04/2018

04/03/2018

04/03/2018

04/04/2018

04/03/2018

Cancel I Close

Budget Check

Process Request Options

View Processing Results

Supplier ID

0000729702

0000507319

0000600594

0000728996

0000603991

0000506528

Personalize | Find | View 100 | &0 | [

Buyer Match Action g?g;—ge
g;?;;ﬂ}ﬂe Standard
Ei?;;ﬁiﬂe Standard
gsf:;ﬁiﬂe Standard
gi E;E%iﬂe Standard
gg E:;;%me Standard
g: ruarg(;_me Standard

First ‘4

Blanket PO

1-6 of 105

Lines

3

Last

PERALTA




Close
Close a Purchase Order (cont’d)

13. Verify > purchase order(s) in Qualified list
14. Click > Yes
15. Click > Yes to close the pop-up message

{ Employee Self Service

Buyer's WorkBench
Processing Results

Business Unit PCCD1 WorkBench ID PO_CANCEL

*Description [Test

Select POs for Further Processing Re-Source Requisition?

Accounting Date for Action 05/14/2018 |[5]
@ Update Budget Date Equal to Accounting Date
Not Personalize | View All | First ‘4 1 of Qualified Persqnalize | View All | [ First ‘4’ 1 0of1
Qualified 1 &) Last b Last
PO ID Log POID ine Sched Digtrib Line
O (52 3000112391 =
Proceed: Yes Mo Return o Buyer's WorkBench

=] Motify || &% Refresh

Message

Continue to Cancel POs. (10224.11)

Mo
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Close
Re-Open a Purchase Order

If it is determined that a purchase order needs to be re-opened,
the Re-Open Purchase Order process may be run to allow for
required updates and to continue business with the corresponding
supplier.

All Purchasing Staff

1. Click > NavBar icon
2. Click > Navigator

6

Requisition

Recent Places

Design Forms

=

My Preferences

My Favorites

Navigator

r
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Approvals

Discussions
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Close
Re-Open a Purchase Order (cont’d)

3. Click > Purchasing > Purchase Orders > Reconcile POs

POs

:©

Recent Places

My Favorites

Navigator

NavBar: Navigator

Cost Accounting

Suppliers

Procurement Contracts

Purchasing

NavBar: Navigator ﬂ
e 47 | Purchasing *
- @ Request for Quotes >
Recent Places
Vendor Rebates >
My Favorites Purchase Orders b

E Receiy

Navigator

NavBar: Navigator

:Q)

Recent Places

My Favorites

Mavigator

<= Purchase Orders

»|

> Reopen

Stage/Source Reques

Acknowledgements

Manage Change Orde

Reconcile POs
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Close
Re-Open a Purchase Order (cont’d)

4. Click > Add a New Value
5. Enter > Run Control ID
6. Click > Add

< Reopen POs Reopen Closed Purchase Orders A Y ®

New Window
Reopen Closed Purchase Orders

Find an Existing Value I ‘ Add a New Value ‘i

Run Control ID | TestReopen @

If you have previously created a Run Control ID, you can search for
ﬁ it in the Find an Existing Value tab. Use the Add a New Value tab

if you have not run this transaction before, or if you want to start
Note . ) :

fresh with no pre-filled fields.
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Close
Re-Open a Purchase Order (cont’d)

7. Select > Select POs to be Reopened checkbox

8. Enter > Business Unit: PCCD1

9. Enter > Purchase Order ID to be re-opened

10. Specify > Accounting Date

11. Select > Reopen Associated Requisitions? checkbox
12. Click > Save

13. Click > Run

< Buyer's Workbench

Reopen POs @

Run Control ID  TestReopen Report Manager Process Monitor Bun

Process Request Parameters
PO Bun
-

Select POs to be Recpened

Reopen PO Selection Criteria

Reopen Request | Specific Document v
a

Business Unit |PCCD1

Purchase Order | 3000000035 Q @

PO Date | Al v
Activity Date | All hd
Supplier ID Q
Buyer Q

PO Reference

Accounting Date Option
® Open with Specified Accounting Date |

051102018
Open with Existing Accounting Date

¥ Reopen Associated Requisitions 7 @

Save Notify Add Update/Display
12

ONE... s




Close
Re-Open a Purchase Order (cont’d)

14. Select > Purchase Order Reopen process checkbox

15. Click > OK
Process Scheduler Request x
UserID FUNC_2 Run Control ID  TestReopen
Server Name v Run Date |05/10/2018
Recurrence v Run Time |10:28:40PM Reset to Current Date/Time
Time Zone Q

Process List
P—

Select  Description Process Name Process Type *Type *Format Distribution

" Purchase Order Reopen PO_POREQPEN Application Engine Web v TXT A\ Distribution

OK Cancel

@9
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Close
Re-Open a Purchase Order (cont’d)

16. Click > Process Monitor
17. Click > Refresh

18. Verify > Run Status reads Success for the process PO_POREOPEN
19. Click > Details to identify causes of errors, if not successful

¢ Buyer's Workbench

Reopen POs

Run Control I TestReopen

Process Request Parameters

Last Close PO Run
® Select POs to be Reopened

Reopen PO Selection Criteria

Reopen Request | Specific Document

Busziness Unit |PCCD1

Report Manager

Process Monitor

Q

Run

< Reopen POs Process Monitor

| Process List | Server List
View Process Request For @
Userip FUNC_2 QA Type v Last v 25| | Days v
Server v Name Q Instance From Instance To
Run v Distribution Status v ¢ Save On Refresh
Status
Process List
5 Q
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status E::E':ution
1590567 Application Engine PO_POREOPEN FUNC 2 05/10/2018 10:28:40PM PDT Success Posted
1590561 Application Engine PO_AUTO_SRC FUNC_2 05/10/2018 8:25:16PM PDT Success Posted

1-17of 17 ¥ View All

Details

Details

Details
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Close

Re-Open a Purchase Order (cont’d)

a.
b.

usual Add/Update POs menu
Click > NavBar

Click > Navigator
Cc. Click >

Requisition

Time Entry

Design Forms

Discussions

My Preferences

©

E

NavBar ﬂ

‘0

Recent Places

My Favorites

Navigator

L

()

Approvals

20. Update the purchase order in the Find an Existing Value tab in the

Purchasing > Purchase Orders > Add/Update POs

Receipts

NavBar: Navigator
NavBar: Navigator Q —
iy &2 Purchase Orders *
Cost Accounting > u REpPOILS N
iy :0
E@ NavBar: Navigator Recent Places
e Suppliers Budget Year End Processing 3
iy 4= | Purchasing
L]
Procurement Contracts = @ Request for Quotes ] Add/Update Express POs
My Favorites
Recent Places
My Favorites Purchasing Add/Undate PO
Vendor Rebates E pdate FLs
Inventol .
E v Navigator Buyer's Workbench
Navigator My Favorites Purchase Orders
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Review Information
Purchase Order Inquiry

You are able to review the purchase order information at any time
using the Purchase Order Inquiry page. Information includes the
purchase order status, receipt status, and encumbrance.

All Purchasing Staff

1. Click > NavBar icon
2. Click > Navigator

Requisition NavBar ¥

-
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Approvals
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Review Information
Purchase Order Inquiry (cont’'d)

3. Click > Purchasing > Purchase Orders > Review PO Information >

Purchase Orders

NavBar: Navigator

Cost Accounting

iy
]
:O _
Suppliers
Recent Places
Procurement Corf
pimfiy
L}
O
My Favorit : [
I Purchasing
Recent Places
E Inventory
Navigator
My Favorites
Navigator

NavBar: Navigator
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Request for Quotes

Vendor Rebates

Purchase Orders
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Bug
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E
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Review Information
Purchase Order Inquiry (cont’'d)

4. Enter > Search Criteria
5. Click > Search
6. Click > PO ID for inquiry

Purchase Order Inquiry

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

Find an Existing Value

* Search Criteria

Business Unit | = ¥ PCCD1 Q
POID | beginswith ¥
Contract SetlD | begins with ¥ Q
Contract ID | begins with ¥ Q
Release Number | = v
Purchase Order Date | = A
PO Status | = v Dizpatched
Short Supplier Name | begins with ¥ Q
Supplier ID | begins with ¥ Q
Supplier Name | begins with ¥ Q
Buyer | beginswith ¥ Q
Buyer Name | begins with ¥ Q
Case Sensij
Search Clear | Basic Search & Save Search Criteria
Search Results
Only the first 300 results can be g ed.

Wiew All

Business Unit|

PCCD1

PCCD1

Contract SetlD Contract|D Purchase Order Date

PCCD1 (blank) 05/01/2018
PCCD1 (blank) 05/01/2018
PCCD1 (blank) 04/30/2018

PO Status
Dispatched
Dispatched

Dispatched

Short Supplier Name
AMERIPRIDE-001
EVAN-002

CALTRONICS-003

Supplier ID  Supplier Name
0000603538 | AMERIPRIDE UNIFORM SERVICES
0000729699 | EVAM SCHLOSS

0000731971 | CALTRONICS CASH LEASING

PERALTA




Review Information
Purchase Order Inquiry (cont’d)

7. Review the purchase order information, including status, amounts, and

line information
8. Click > Grid Action Menu icon to personalize the table (hide columns,
zoom), or to download to an Excel file for printing

Purchase Order Inquiry

Purchase Order

Business Unit
POID
¥ Header
PO Date
Supplier Name
Supplier ID
Buyer

PO Reference

Return to Search

Purchase Order Inquiry

PCCD1
3000113391

04/27/2018
PACIFIC GA-001

0000501672

Nzomo, Seraphine

Header Details
AlIRTV
Matching

Line Item ID

Previous in List

Supplier Details

Activity Summary
Header Comments
Document Status

¥ Actions

Item Description

Laney CC PGE Electric

Charges

Nextin List

Notify

PO Status  Dispatched

Budget Status  Valid

Backorder Status  Not Backordered

Receipt Status Received

Amount Summary
Merchandise

Freight/Tax/Misc.
Total

Encumbrance Balance

Category POQty UOM

5503 1.0000 EA

Hold From Further Processing

1,237.98
0.00

1,237.98 USD
0.00 USD

Merchandise
Amount

1,237.98 USD

1-1of1 v

Status

Approved

View All

Related Links
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