File Edit Options

Block Item Record Query Tools Help

Purchase Order:

Order Date:
Delivery Date:

Commodity Total: I

Document Information Requestor/Delivery [nformaﬁon Commodity/Accounting  Balancing/Completion

Blanket Order:

Transaction Date:

NEXT

Comments:

Accounting Total:

Vendor:

Street Line 1:
Street Line 2:
Street Line 3:

Contact:
Email:
Discount:
FOB Code:
Tax Group:
Class Code:
Carrier:
Currency:

Address Type:

Order Type:
[ In Suspense

[ Document Text

¥ Document Level Accounting

I ]
[— [ZI Address Sequence: [— [Zl

[ vendor Hold

City:
State or Province:

—

——

Zip or Postal Code:

Nation: [
Area Code

Phone Numb

Phone: [ [

Fax: I ’

KIIK]

T

Kl

=]
L

K|

[ Disbursing Agent

Record: 1/1

| <0sC=

To find the appropriate vendor, you need to click on the drop down arrow next to the
Vendor space to find the correct vendor number.
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BYE BRABR %%

Purchase Order:
Order Date:
Delivery Date:
Commodity Total:

= |

NE Blanket Order:

Transaction Date:

EEIIE

Order Type:

[JIn Suspense

BE

Comments:

Accounting Total:

Requestor/Delivery

[ Document Text

¥ Document Level Accounting

iting  Balancing/

Vendor Information [=

Vendor:
Address Type:

4]
[

AddreSy Sequence:

City:

Street Line 1:

State or Province:

Street Line 2:

Nation:

Street Line 3:

Phone:

Contact:

Fax:

[Jvendor Hold

Zip or Postal Code:

—

Extension

Area Code Phone Number

[ [ [

( [ (

Email:
Discount:
FOB Code:
Tax Group:
Class Code:

Carrier:
Currency:

[ Disbursing Agent
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After you click on the arrow, an Option List window will open. Click on Entity Name/ID
Search (FTIIDEN):

Purchase Order Entry: Vendor FPAPURR 8.9.1.2 (PPRD)

Purchase Order: P0017602 Blanket Order: v Order Type: Regular
Order Date: 09-MAR-2016 |EA Transaction Date: 09-MAR-2016 |EH [JIn Suspense

Delivery Date: 23-MAR-2016 |EH Comments: [IDocument Text
Commodity Total: Accounting Total:

[“iDocument Level Accounting
75 |Option List

Entity Name/ID Search (FTIIDEN)

locument Information  Requestor/Delivery Info cing/Completion

Vendor Maintenance (FTMVEND)
Vendor: v

[Jvendor Hold
Address Type: v Address Seque|

Street Line 1: Zip or Postal Code:

Street Line 2:

Street Line 3: Area Code Phone Numb: Exti

Contact:

Email:

Discount: v
FOB Code: v

Tax Group: v [ODisbursing Agent
Class Code: v

Carrier: v
Currency: v

When you get to the search screen, type the vendor name in the last name field. Make
note:

* You MUST enclose the criteria with % signs. The % signs notifies the program to
search for all vendors with that name.

¢ The search criteria is case sensitive.
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BV E RAAERE v BEX QIS REBE DG S B@ 01X

¥ vendors [J Grant Personnel [ Financial Managers [ Agencies
Middle Entity Change
D Last Name First Name Name Ind Ind v F A G P Type
E =i
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After you type in the criteria, click on Query at the top, and select Execute from the
drop down menu. All vendors will show with that specified criteria:

& Oracle Fusion Middleware Forms Services: Open > FPAPURR - FTIIDEN [Q] - 0
File Edit Options Block Item Record Query Tools Help

BYE BEABE Y EAREE & & RE TS @R @ X

"73 Entity Name/ID Search FTIIDEN 8. .

[ Vendors [ GFGnt Personnel [J Financial Managers [ Agencies
[J Terminated Vendors [ Proposal Personnel [J Terminated Financial Managers AN
Middle Entity Change
D Last Name First Name Name Ind Ind Type

13

|E01000472  [Apple Computer [

8

=== -

=EEEE e

—
[vas3s [Apple Computer [ [

|e01413545 | [apple Ridge Films [ l—

E01571568 |Applebaum [essica [ N N

716088 |applebaum [seth [M_ [N] W [eey
01090280  [Applebaum [seth M. [v] N W [teer
E01042697 |Applewhite [Nevin Scott 7 ? T
[ss21705  [applewhite [Nevin ]

[e01377996  [Big Apple College Information Prog |

I | I
[ [ I
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Double click on the ID of the correct vendor:

Note: if you do not see the correct vendor, contact the Procurement Department.

File Edit Options Block Item Record Query Tools Help
BYE RAEBE 9% BEX & & RE TG ¢ & 8 @ 01X
%?Entity Name/ID Search FTIIDEN 8.4 (PPRD)

¥ vVendors [ Grant Personnel [J Financial Managers [ Agencies
[J Terminated Vendors [ Proposal Personnel [J Terminated Financial Managers CJan
Middle Entity Change

Last Name First Name Name Ind Ind \"J F A G P Type ~
|E01000472  |Apple Computer | I— [c F  F F N N N [eer
IV3633 |Apple Computer | ,— F I_ [_ |I— |I— |I— |I— W
[e01413545 | [Apple Ridge Films | ,— E I_ [_ |I— |I— |I— |r— I—
IE01571568 IAppIebaum IJessica I— F I— r [I— [I— [I— II—
[716088 [Applebaum [seth . [P [] Moo NN [ [eeer
[E01090280  [applebaum [seth M. [P (1 K N N [N [N [eer
[E01042697  [applewhite [Nevin [scott [P (1 & N N [N [
[ss21705  [applewhite [Nevin [ [P [] I I O
IE01377996 |Big Apple College Information Prog | ,— F I_ [_ |I— |I— |I— |I— I—
I | | I A L A N N N BN
I | | (1 C 0O 0O0C0@0~.CC 2
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V - Vendors F - Financial Managers A - Agencies G - Grant Personnel P - Proposal Personnel

Once the vendor is selected, you will be brought back to the Vendor Information
screen. You will notice that the vendor information will be completed.

On this screen fill in the following information:
* Discount: This is always 30.
* FOB: This only will be filled if physical product will be shipped to Emerson
otherwise leave blank. If a physical product is coming on to Emerson property,
select the drop down key and select 02.

Click on NEXT BLOCK to continue:
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B@YE RABE %% @S RE TG &SR @ X

"va Purchase Order Entry: Vendor FPAP' ‘R 8.9.1.2 (PPRD)

Purchase Order: Order Type: Regular v

Order Date:

Transaction Date: [ In Suspense

[ Document Text

Delivery Date: Comments:

Commodity Total: Accounting Total: [

¥ Document Level Accounting

Document Information Requestor/Delivery lnfonnation Commodity/Accounting  Balancing/C letion

Vendor: |E01000472 [ZHiDD‘E Computer [ vendor Hold
Address Type: [F [Zl Address Sequence: ,_1 [Zl
City: [atianta
Street Line 1: State or Province: Zip or Postal Code:
Street Line 2: Nation:
Street Line 3: Area Code Phone Number Extension
Phone: I I |
Contact: IKevin Black Fax: I I I
Email: I
Discount: W [zl
FOB Code: [o2 [7]
Tax Group: v [” Disbursing Agent
Class Code: [_ [ZJI
Carrier: I [Zj[
Currency: I [Z]I
Check to indicate Disbursing Agent.
Record: 11 <0SC>

You will now be on the Commodity/Accounting tab:

2 Oracle Fusion Middleware Forms Services: Open > FPAPURR o O

File Edit Options Block Item Record Query Tools Help %30

AYE BeER %% B e S RE T ¢ 2 @0 X

Purchase Order: Blanket Order: F Order Type:
Order Date: Transaction Date: m@ [JIn Suspense
Delivery Date: Comments: [ Document Text
Commodity Total: ] Accounting Total:
¥ Document Level Accounting
u/m Tax Group Quantity Unit Price
Item ’_ of [_ ’_ E] | [~ | X | = Extended:
Commodity Description Discount:
B Additional:
[C\Gommodity Text Tax:
Clitem Text Commodity Line Total:
[ Add Commodity Document Commodity Total:
[ Distribute
FOAPAL [ of [ Remaining Commodity Amount: [ NSF Override % usp
[ NSF Suspense  Extended: [
COA Yr Index Fund Oorgn Acct Prog Actv Locn Proj Discount: [
[+ [+] (+] [+] [+] [+ (+] [+] [+] Additional: [
|1— ,_ Tax: O
r ’7 FOAPAL Line Total:
|_ ,_ Document Accounting Total:

LIST for list;Count Query for vendor;Execute Query for Vendor by Comm.
Record: 1/1 <0SC>
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Fill in a short description in the Description space.

Click the drop down arrow under Commodity to select the commodity code for the
product/service:

Purchase Order:

Blanket Order:

Order Date: 16 @ Transaction Date:
Delivery Date: 16 @J Comments:
Commodity Total: Accounting Total:

Order Type:
[ In Suspense

[ Document Text

¥ Document Level Accounting

Document Information  Requestor/Delivery Information Vendor Information (o1 6Te /XL Gl Balancing/Completion

[ I I I I

FOAPAL Line Total:

u/mMm Tax Group Quantity Unit Price
Item ,— of [_ ,EA_ [Zl | [T I X I = Extended: |
. . Discount: |
Commodity Description
] [ Additional: |
[| |App|e Computer [[Commodity Text Tax: |
| [ item Text Commodity Line Total: |
[ Add Commodity Document Commodity Total: [
I [ Distribute
FOAPAL | of [ ining C dity A CINSF Override % usp
['NSF Suspense  Extended: [ |
COA Yr Index Fund orgn Acct Prog Actv Locn Proj Discount: [ |
(+] (+] (+] (+] [+ [+ [+ [+ Additional: [ |
[ l | | | | Tax: o
l
l

=

Ll I | | |

Document Accounting Total:

LIST for list,Count Query for vendor;Execute Query for Vendor by Comm.
Record: 1/1 | | N | | <osc>

An Option List window will appear, click on Commodity Validation (FTVCOMM):
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BYE REBER %

Purchase Order: P0OO1
Order Date:

Commodity Total:

Delivery Date: 23-MAR-2016

PEE @ & BB & ¢ 4 & 0 .

’7a Purchase Order Entry: Commodity/Accounting FPAPURR 8.9.1.2 (PPRD)

Blanket Order:

Transaction Date:

Comments:
Accounting Total:

v Order Type: Regular
09-MAR-2016 |EH [JIn Suspense
[IDocument Text

[“iDocument Level Accounting

pletion

1

Document Information Requestor/Delivery Info
u/m
/ [ Vendor Products Validation (FPVVPRD) |
Item of v = Extended:
[ Vendor Products Query (FPIVPRD) | .
B . Discount:
Commodity Description dd |
v v Additional:
Tax:
Commodity Line Total:
ent Commodity Total:
Cancel
FOAPAL of R C v o’ Override % usD
[[INSF Suspense  Extended: []
COA Yr Index Fund Orgn Acct Prog Actv Locn Proj Discount: [
M M v v v v v v M Additional: []
Tax: O

FOAPAL Line Total:
Document Accounting Total:

Double click on the Commodity Code from the list that best matches your purchase. If
there are no commodities that match, select MISCELL for miscellaneous:
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DE BEAEE 2P DEXN QI ESIRE T

73 Commodity Validation FTVCOMM 8.0 (PPRD) .

Description
|Maintenance & Repair

ICAMCEQP

[Camera equipment - capital
ICAMEEQP [Camera equipment non-capital
ICAMEQC [Camera equipment capital > $1(
[CAMEQN [Camera equipment - non capital
ICAMEQP [Camera equipment non capital
[CAMRNT [camera equipment rental
|careqr [caPrTAL EQuUIPMENT
[caprxa |caprTAL EQUIPMENT >$,1000
[capewn  [caps a Gowns
[carpET [carpET
[carpys [carpENTRY SUPPLIES
[cLasor [asor
[cLaser |cLassrooM FurNITURE
[cLasrs |cLassroOM sUPPLIES
[cmeqes [communcaTion EQuIPMENT &
[comsupp  [computer support
[comeqe [compuTER EQUIPMENT
|comrxa [compuTER EQUIPMEMT >$1,00C
|comsss  [compuTeR SOTWARE
[corers [copier suppLIES
|coprax [copier / Fax repaIrs
[cusTeL [cusTop1aL cLEANING

Fixed

Start

U/M Asset Stock Date

[0}
<
0

TPEEPPEEE
EFEEEIEIEEFEEEEEEEE

7]
0

HEHEEERHEEE

===

==

Termination
Date

[\ [os-pEC-2013

|os-DEC-2013

[ [sr-Auc-2012

[31-AuG-2012

[— [31-auG-2012

[31-AuG-2012

1| [290-AuG-2012

I

\ | [29-AUG-2012

l

v | [30-auG-2012

[31-AuG-2012

[04-sep-2012

v | [07-mav-2008

v | [07-mav-2008

v | [07-may-2008

v | [17-uL-2015

v | [07-mav-2008

I [13-pEC-2013

I [07-mAv-2008

I [07-mav-2008

U [07-mav-2008

I [26-3uL-2012

FEIEIEEEEEEEEEEEEE]E

i [07-mav-2008

[ [o7-mav-2008

[ [o7-mav-2008

[\ [o7-mav-2008

[ [o7-mav-2008

[ [13-auG-2013

Record: 7/? |

| | <0sc>
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After your selection, a window will pop up that asks if you want to replace the e
description. Always click “No”.
|
File Edit Options Block Item Record Query Tools Help

BYEIRACAEBRE %7 BEN @ & REB %@ ¢

72 Purchase Order Entry: Commodity/Accounting FPAPURR 8.9.1.2 (PPRD)

Purchase Order: Blanket Order: v Order Type: Regular
Order Date: s H Transaction Date: 09-MAR-2016 |EA [JIn Suspense

Delivery Date: 23-MA s H Comments: [JDocument Text
Commodity Total: Accounting Total:

[¥iDocument Level Accounting

Document Information Requestor/Delivery Information ~ Vendor Information (81 le e GGG G Balancing/Completion

u/m Tax Group Quantity Unit Price
v v X = Extended:

Item of EA

iad| Discount:

Commodity Descriptiol
v Additional:

Tax:

COMEQP Apple Computer Do you want the commodity code description to replace
the existing description? Line Total:
FOAPAL of Remaining Commodity Amount: [INSF Override % usD
[[INSF Suspense  Extended: [
COA Yr Index Fund Orgn Acct Prog Actv Locn Proj Discount: []
M v v v v v v v v Additional: []
1 Tax: O

FOAPAL Line Total:
Document Accounting Total:

xisting

LIST for list,Count Query for vendor;Execute Query for Vendor by Comm.
Record 2412 | | | <080>

On the top of the screen, select Options:
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Blanket Order:

Order Date: Transaction Date:

Delivery Date: Comments:

Commodity Total: Accounting Total: [

Order Type:
[ In Suspense

[ Document Text

¥ Document Level Accounting

Document Information Requestor/Delivery Information Vendor Information o1y Le a7/ GGGl Balancing/Completion

it Price

73 Original Commodity Description FPAPURR 8.9.1.2 (PPRD)

Item I_ of [—

. D
Commodity
v

= Extended:

iscount:

I

]

[~ Additional: |

comeqr (CommotityText Tax: ]

| | [item Text Commodity Line Total: ]

| | [ Add Commodity Document Commodity Total: [

[ [ [" Distribute

FOAPAL [_ of [_ Remaining Commodity Amount: I [ NSF Override % usD

[INSF Suspense  Extended: [ l

COA Yr Index Fund Orgn Acct Prog Actv Locn Proj Discount: [ |

(+ [+ (+] [+ [+ (+] [+ [+ [+ Additional: [ |

Il— | | | | | | | | Tax: O [

B [ [ [ | | [ [ FOAPAL Line Total: |

[_ [_I I l l I I l I Document Accounting Total: [

Enter commaodity description
Record: 1/1 | | <osc>

When the drop down list appears, select Document Text.

The Procurement Text Entry screen will appear:

(E3] Oracle Fusion Middleware Forms Services: Open > FPAPURR - FOAPOXT = &
File Edit Options Block Item Record Query Tools Help
BYE RABE ¥ 2EH & & RE S ¢ & £ 00X

Text Type: 17602 ] Change Sequence: ,_ Ttem Number: ’_
Vendor:
Commodity Description:
Modify Clause: ] [ Copy Commodity Text Default Increment: ,_10
Text Clause Number Print Line
4 (&)
o S
- -
. L
. L
. L
- L
. S
. L
. L
- S
. L
. L
. L
- L
- —
u] [ ] >
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On this screen, add the purchase details. Information that must be included are:

* Quote number (if available). If not available, you may omit it but adding the
quote number greatly assists the vendor with processing the PO.

* The contact information: The Emerson requestor's e-mail address.

* The e-mail address of the individual who will be receiving the PO at the Vendor’s
office.

* The following statement: “PO # must be referenced on all invoices”.
* The following statement “Send all invoices to accountspayable@emerson.edu”.
* Your initials.

Each line in Document Text, has a print check box. If you want the line to be printed
on the PO, click on the check box.

When all information has been typed in, click on the SAVE icon on top left hand side
and then click on the “X” the top right hand side to close the form:

L e pun WVAR JUTTT DTG WUET T IVWVIS LT

(@ ROABE $9 BN Q & QB DEH ¢ H£E X
ext Type: PO M Code: |POO17604 - Change Sequence: v Item Number:

Vendor: £01000472 |Apple Computer

Commodity Description:

Modify Clause: v py Commodity Tex Default Increment: 10
Text Clause Numbg Line

Quote 945 10

Contact: Jube_Gelfond@emerson.edu 20

PO 2 must be referenced on all invoices v 30

All invoices must be sent to v 40

accountspayable@emerson.edu v S0

[ 60

Note: Document Text is used for details on PO. If you would like text for a specific line
item, click on Options and select Item Text.
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