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PO-Purchasing

The Integrated System's Purchasing module, allows you to create requisitions, add/view
supplier/vendor information, work purchase orders, and reimburse or pay suppliers/vendors
directly (Payment Voucher) based on your responsibility, which include the following:

e PO Shopper - Individuals who enter purchase requisitions and place orders using the
UVa Marketplace and are able to access and update receiving in iProcurement. Note:
Shopper responsibilities do not require a UVa Identity Token.

o PO Shopper-$1 - Every requisition created by these shoppers will
route to their departmental approver for approval.

o PO Shopper>$1 - These individuals have a set dollar amount for
approval authority. However, any requisition created for a dollar
amount higher than their dollar limit will route to their departmental
approver for approval.

e PO Requester -Individuals have the same level of access as PO Shoppers, and
additionally are able to view Purchase Order (PO) information, and run reports in the
Integrated System.

e PO Purchaser - Individuals have the same level of access as PO Shoppers and
Requesters, and additionally are able to initiate and approve payment vouchers and
view Accounts Payable information.

e PO Approver -Individuals have the authority to approve purchase requisitions
entered into the Integrated System. This responsibility does not enter requisitions or
order goods/services in the UVa Marketplace. They review items requiring their
approval via email notification or within the Integrated System. PO Approvers are able
to open and view notifications, access the Edit Requisition and View Requisition Details
links, and are able to review and/or update requisitions before approval.

e AP/PO Viewer - Individuals have access to view information in the Purchasing and
Accounts Payable modules in the Integrated System. This responsibility is
automatically granted with several AP and PO responsibilities. Training is not required,
but the online classes "Navigating the FIN/HR System-IS" and "AP - Viewing AP and
PO Information" are highly recommended.
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After completing this course, online help
(bttp://www.virginia.edu/integratedsystem/gettingStarted/Using Online Help Quick Guide.p
df) is available within the Integrated System and the printed guide can be found in the toolkit
(http://www.hr.virginia.edu/other-hr-services/employee-development/sys/po_ap-tk/) for the
module.

At the completion of this module, depending on your responsibility and the needs of your
department, you will be able to:

Access the UVa Marketplace and set Preferences (iProcurement)
Shop in the UVa Marketplace

Troubleshoot Approvals

Work with Favorites in the UVa Marketplace

View, Change, or Cancel Requisitions

Correct an Invalid GL Date (iProcurement)

Troubleshoot requisitions

View and print purchase orders from the UVa Marketplace
Record the receipt of goods/services (iProcurement)

Find and/or enter Suppliers/Vendors in the Integrated System (IS)
Find, view, and print purchase orders (IS)

Change and cancel purchase orders (IS)

Control purchase orders (IS)

Process receipt of goods/services (IS)

Create a Payment Voucher (IS)

View the status of a Payment Voucher (IS)

Change and resubmit a Payment Voucher (IS)

Delete or cancel a Payment Voucher (IS)

Save a Document to the Navigator

Introduction to the UVA Marketplace

UVA Marketplace Overview

The UVA Marketplace is where users shop for products, manage favorites, and print purchase orders. Users
access the UVA Marketplace via an icon found in iProcurement. The UVA Marketplace has three main
areas -- the main workspace, the top banner, and the side navigation menu. These areas will be further
discussed in upcoming lessons.

Upon completion of this section, you will be able to:

Access the UVA Marketplace

Set up preferences in iProcurement
Navigate the UVA Marketplace

Review vendors in the UVA Marketplace
Identify icons and helpful tips

Browse by Supplier and Category
Complete an Advanced Search for products
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Accessing the UVA Marketplace
Procedure

IMPORTANT information about this training: You should only use the " Try It mode to
take this training. ""Try It" mode allows you to experience the interactive training and
actual simulations of the activities you will be doing in the Integrated System and the UVA
Marketplace.

In this section you will learn how to access the UVA Marketplace in the Integrated System.
While taking the training, you may click on the Actions link in the upper right corner to restart

the section, go to the next step, return to the previous step, close the topic, or initiate other
actions.

PEOPLEWEB SEARCH [ CALENDAR [ EMERGENCY INFO [ A-Z INDEX ¥4 UVA ENAIL UNIVERSITYef VIRGINIA

INTEGRATED SYSTEM

R

UNIVERSITYsf VIRGINIA
FORMS | SYSTEM NOTICES | SYSTEM HOURS | HELP
» ABOUT
NeWS & Al‘mou ncemeﬂts Employee/Manager
| GETTING STARTED _Servi
JAVA RECOMMENDED VERSION CHANGES [3/2/16] Self-Service
» TRAINING Java 1.8.0_73 is now the recommended version for use
with the IS. Download » Integrated System ‘
e HR/Finance Admin
? 1S USERS UPGRADE TO IE 11 BY 1/12/16 Al Joint VPN Required
—_— Integrated System E-Business Suite users should follow .
| REPORTS Mierasoft's guidance and upgrade to Internet Explorer 11 ( . . )
by 1/12/16 » HR/Finance Discoverer
= 4 STEPS TO REQUEST SYSTEM ACCESS: Visit the one- el il

stop, 4-step instructions for requesting access to
HR/Finance Integrated System, the Student Information
System (SIS), and the Document Imaging System. The

Student Information System |

SIS Admin

link is available under "Getting Started"” in the navigation Joint VPN Required
menu to the left. 3
EMPLOYEE SELF-SERVICE: For entering time, checking SIS Discoverer -

payslips, etc., click the Employee/Manager Self Service

. Joint VPN Required
button on the right.

)
PTAO Card Generator
NetBadge Required
FINANCE LINKS ‘ HUMAN RESOURCES LINKS ‘ STUDENT SYSTEM LINKS
Full Page _ Full Page _ Full Page

» How to Process Funds

» UVa Employee Self Service

» Recon@UVa » UVa Time Management Form

» Organizations » UVa Time Management Form -

» Mapping Prefix to Award Type Bl B

5 Fund Source » IS Responsibilities

« Davrall Tnfrrmatinn

» SIS Administrative Homepage

» SIS Portal (Self-Service)

» Document Imaging System

» Office of the University Registrar

» Student Financial Services

Step Action

1. If your responsibility requires a Joint VPN sign in, click on the Integrated System

HR/Finance Admin button.

Integrated System

HR/Finance Admin
Joint VPN Required

For this example, click on the Integrated System HR/Finance Admin button.

If your responsibility does not require Joint VPN sign in, you would access the
Marketplace through the Employee/Manager Self-Service button.
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UVa Integrated System

User Name

Password

Click HERE to re-set your password.

Reqister here

Accessibility

Language

English v

Copyright (c) 1998, 2015, Oracle andjor its affiliates. All rights reserved. acy Statement

Step Action

2. This is where you will enter your Username and Password. For this training, you do
not need to enter anything.

Click on the Login button.

UVa Integrated System e Business Suite | LoggedIn As JSJ6B
Enterprise Search  Coniract Documents [ ] Go Search Results Display Preference  Standard [+
Home
Navigator Worklist
Personalize Full List (10)
) He by m
B9 va AP Fellows Stipend Processor :
From =~ Type = Subject <~ Sent ¥ Due =
B v o J Standard Purchase Crder 169830 h
ensen andard Purchase Crder as
¥ BB v APIPO Viewer Jack PO Approval been approved 06-Apr-2018
> En
UVA AR Viewer dansen #0 Approval Egd:; Fuchsse Orcer 109030213 001
» B9 A Employee Seit-Service
Jensen, Standard Purchase Crder 1699298 has
¥ B Uva Fa Viewer Jack PO Approval been approved 06-Apr-2016
» B9 Uva GL Viewer
j:szeﬂ‘ PG Approval S::yd:;g{zg;cﬂnase Order 1699306 has 04-Apr-2016
» BB A GM Viewer
Jensen Standard Purchase Order 1698284 has
» . ; : -Mar-
B va HRMS Viewer s PO Approval been approved 21-Mar-2016
»
B9 va instructor seir Senvice UVA Timecard Hochstetler, Kelly approved timecard for ©o.Fen201s
» B va 005 Specialist Approval Workfow  period 08-FEB-2016 - 21-FEB-2016
» B v 0DS Spesialist-Limited SYSADMIN  OTA Workflow Teaching Reminder 18-Feb-2016
» BB A 0DS Specialist-OLM SYSADMIN  OTA Workflow Teaching Reminder 10-Feb-2016
» B9 ya oS Specialist-Restricted SYSADMIN  OTA Workflow Teaching Reminder 03-Feb-2016
» B ya oL Specialist UVA Timecard Hochstetler, Kelly approved imecard for oo oo
B Approval Workfow  period 11-JAN-2016 - 24-JAN-2016
¥ B v PO Purchaser
» BB v PO Requester
» B9 v PO Shopper
» B9 v Request Logs
v
< >
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Step Action

3. Click on the UVA PO Purchaser link.

The other responsibilities that can access the UVA Marketplace are UVA PO
Shopper or UVA PO Requester.

Em WA PO Purchaser

4, Click on the UVA Marketplace link.
I—-l L'A Marketplace

- -
UVa Integrated System iprocurement g | @ ® x ., & | LoggedinAssien @ oL
Requisitions/Orders Shop = Post Award Requests Receiving Assessments Feedback
Stores Buyer Assist Shopping Lists
Search |UVA Markeplace[ V] Go
Welcome, Jensen, Jack 81 UVA PO Purchaser
@TIP Click on UVA Marketplace icon to begin shopping. Stiopping|Cart

Your cart is empty.

TEUVA
MARKETPIACE
Purchasing News

+ Check Frequently Asked Questions
Full List + Buying and Paying Basics

My Requisitions

Ho S48y m

This is where the customer puts their own
Requisition  Description Total (USD) Status Change  Express Receive E\u:::;:s ng news items (tis is an HTML
1191406 PLATE FILM RETAINER 384 WELL 59.54 Incomplete
1191400 Standard Graduated Beakers 12 package 509.25 Approved E3
1191399 Printing brochure 300.00 Approved
1191308 Brake Motor TENV 7 1/2 HP 213TC 230/460 6118.00 Approved E3
1191393 Battery Pack 12V Li-lon 1. 4A/r. 334100 Approved

Copyright (c) 1998, 2015, Oracle and/or its affiliates. All rights reserved. Privacy Statement

Step Action

5. Click on the UVA Marketplace link.

s (JVA
MARKETPLACE

6. Congratulations! You have completed the section on Accessing the UVA
Marketplace.
End of Procedure.

Setting up Preferences in iProcurement

Procedure
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In this section you will learn how to set up preferences in iProcurement that will default
when you make your purchases. You can set up preferences for the Requester’'s Name,
Deliver-To Location, and you can enter as many as 50 different PTAEOs. Only the PTAEO
that is set as the primary PTAEO will default, but can be changed upon checkout.

Note: All users MUST set their Deliver-To Location Code in Preferences before ordering in
the Marketplace.

While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other
actions.

UVa Integrated System £_Business Suite

Enterprise Search  Contract Documents  [v] Go Search Results Display Preference  Standard [v]
Home
Navigator Worklist
Personalize Full List (5)

HeB#vllv
» BE A AP Fellows Stipend Processor

VEE . From = Type & Subject Sent
VA APIFO Visner UVA Timecard Approval  Hochsteller, Kelly approved timecard for period 08-FEB-
P B A AR Viewer Workflow 2016 - 21-FEB-2016 e-rel
» BB va Empioyee Selt-Service SYSADMIN  GTA Workfiow Teaching Reminder Ta-Fel
¥ B Uva Fa Viewer SYSADMIN OTA Workflow Teaching Reminder 10-Fet
> B9 uva 6 Viewer SYSADMIN  OTA Workflow Teaching Reminder 02-Fel
> B3 s oM viewsr UVA Timecard Approval  Hochstetler, Kelly approved timecard for period T1-JAN- o (-
» B Ly HRMS Viewsr Workfiow 2016 - 24-JAN-2016
» B Uva instructor Self-Service < 2
» BB v oDs Specialist
» B9 A oDS Specialist Limited
» BE Uva oDs Specialist-OLM
» BB jva 0D Specialist-Restricted
¥ BE v GLM Specialist
» BB A PO Purchaser
» BB v PO Requester
» BE Uva PO Shopper
» BB jvA Request Logs
v
< b

Step Action

1. Click on the UVA PO Shopper link.
LWVA PO Shopper
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UVa Integrated System iprocurement T A © % . | LoggedinAstsise @ £

Requisitions/Orders | Shop | Post Award Requests  Receiving  Assessments Feedback
Stores | BuyerAssist | Shopping Lists
Search UVA Marketplace[ ] Go
Welcome, Jensen, Jack SI UVA PO Shopper

Shopping Cart

@TIP Click on UVA Marketplace icon to begin sNopping.
Your cart is empty

- UVA
MARKETPIACE
My Requisitions Purchasing News
+ Check Frequently Asked Questions
FullList|  + Buying and Paying Basics

This is where the customer puts their own

Description Total (USD) Status Change Express Receive surchasing e fems 1 s o0 HTH,
phugin).

No results found

Copyright (c) 1898, 2015, Oracle and/or its affiiates. All rights reserved Privacy Statement

Step Action

2. Click on the Settings icon.

3. Click on the Preferences link.
Freferences

UVa Integrated System iprocurement ‘B | LoggedinAsysiee @ bl

RequisitionsiOrders  Shop  Post Award Requests  Receiving  Assessments  Feedback

General General Preferences Cancel | Reset to Default | Apply

Display Preferences.
Languages

Current Session Language American English [

Apglication
Default Application Language American English (3)

iProcurement Preferences

Accessibility

Requisitions CLM Defauits .
Accessibility Features None (i)

Application Visual

Catalog Preferences Page Header Display Style Icons Only

Top-level Menu Display Style  Links Only
Purchasing Defaults
Access Keys
Purchasing CLM Defaults
[ Disable Access Keys
Application @ TIP Select this check box to disable access keys in all accessibility modes

Catalog Preferences Regional

Territory United States
Date Format dd-MMM-yyyy (28-Mar-2016)
Timezone
Number Format 10,000.00
Currency
Client Character Encoding Western European (Windows)

Purchasing Defauits

Purchasing CLM Defaults

Change Password

Known As Jensen, Jack S
Old Password

New Password
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Step

Action

Click on the iProcurement Preferences link.

iProcurement Preferences

The first time you enter preferences you will have to enter the requester name (your
name or whoever you want to default as the requester.)

UVa Integrated System iprocurement

RequisitionsiOrders  Shop  Post Award Requests  Receiving  Assessments Feedback

General iProcurement Preferences Cancel Apply

* Indicates required fisld
Display Preferences
Shopping
Application .
My Favorite Store No Preference  [v]
iProcurement Preferences “ Search Results Per Page 10
For best parformance, enter a number between 1
Requisitions CLM Defaults * Shopping Search Results Per Page 7
For best perfarmance, enter a number between 1 and 25

Application .
Delivery

Catalog Preferences .
Need By Date Offset 5

Purchasing Defaults * Need By Time  (g:0p
Exsmple: 17:20)
Purchasing CLM Defaults " Requester jencen Jack S

~ Deliver-To Location

Application
Catalog Preferences ©
Purchasing Defaults Favorite PTAEOQ
Purchasing CLM Defaults Use the Select column to set your primary favorite PTAEO.

(& TIP During checkolt the system automatically may select your primary favorite PTAEC.

EH2E8ym
Select " Nickname Project Task Award Expenditure Type Expenditure Org Primary  Delete

No results found.

@ TIP Nickname is a free form field to name your PTAEQ for easy retrieval. Enter PTAEO, tabbing thru each field. You can leave v
Expenditure Type blank and select one at checkout. Click Add PTAEO button to add up to 50 PTAEOS.

Step

Action

The Requester name has been entered for you.

The Deliver-To Location (DLC) defaults every time you create a requisition. DO
NOT leave HR-University of VA as the DLC. Click on the Look Up icon to
search the list of values for your DLC.

If your DLC does not exist, or if you need to update or delete an existing DLC, then
submit a Delivery Location Request form (found on the Procurement Services web
site).

For this example, search for the Deliver-To Location information. Enter "BD".
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UVa Integrated System iprocurement
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Logged In As JsJ6B @) £

RequisitionsiOrders  Shop  Post Award Requests  Receiving  Assessments Feedback

General

Display Preferences

Application
iProcurement Preferences

Requisitions CLM Defaults

Application

Catalog Preferences

Purchasing Defauits

Purchasing CLM Defaults

Apglication
Catalog Preferences
Purchasing Defaults

Purchasing CLM Defaults

iProcurement Preferences Cancel Apply

* Indicates required fisld

Shopping

* My Favorite Store  No Preference

“ Search Results Per Page 10

For best parformance, enter a number between 1 and 100,

* Shopping Search Results Per Page 7

Delivery

* Need By Date Offset
* Need By Time

* Requester
~ Deliver-To Location

Favorite PTAEQ

For best performance, enter a number between 1 and 25,

2

00:00

(Exsmple: 17:30)

Jensen, Jack S Q
BD x Q

o

Use the Select column to set your primary favorite PTAEO

(& TIP During checkolt the system automatically may select your primary favorite PTAEC.

EH2E8ym

Select " Nickname Project Task Award Expenditure Type Expenditure Org Primary  Delete

No results found.

@ TIP Nickname is a free form field to name your PTAEQ for easy retrieval. Enter PTAEO, tabbing thru each field. You can leave v
Expenditure Type blank and select one at checkout. Click Add PTAEO button to add up to 50 PTAEOS.

Action

7. Press [Tab].

ged In As JsJ6B (@) £
Search and Select: Deliver-To Location Cancel || Select| A
Search
Cancel  Apply
Tofind a value, enter "% in the search field, then select the "Go” button to retrieve the entire list of values. You may need to view
multiple pages to identify the appropriate value.
Search By Location Go
Results
Previous |1-10 Next 10 B
Quick 1 At
Select ¢\ Location & Organization ~ Address
~ B  BoADIR | OMS DEPT OF BICLOGY, PLSB RM C-435 (POB 400323), 435 MCCORMICK
= RD LDG DK, Charlottesville, VA 22004-4328, United States
-~ B BOALENC | OMS DEPT OF BIOLOGY (ALENCAR), GILMER HALL RM 152 (POB 400323),
= 408 MCCORMICK RD - LDG DK, Charlottesville, VA 22004, United States
-~ B BDATVCS | CMS DEPT OF BICLOGY (ANTONOVICS), GILMER HALL GROUND RM D51,
= 408 MCCORMICK RD - LDG DK, Charlottesville, VA 22804, United States
~ ®  postre | OMS DEPT OF BIOLOGY (BERGLAND), GILMER HALL RM 063 (POB 400228),
= 408 MCCORMICK RD - LDG DK, Charlottesville, VA 22004, United States
. - DEPT OF BIOLOGY (BLACKMAN), GILMER HALL RM 083 (POB 400228),
o] 5% BDBLKM  CMS 408 MCCORMICK RD - LDG DK, Charlottesville, A 22004-4328, United
States ©
. _ DEPT OF BIOLOGY (BLOOM), PLSB RM C-241 (POB 400328), 409
o 5% EDBLOOM  CMS MCCORMICK RD - LDG DK, Charlottesvile, VA 22304-4328, United
States
-~ ®  BDBROD | CMS DEPT OF BIOLOGY (BRODIE), GILMER HALL GROUND RM 071, 409
= MCCCRMICK RD - LDG DK, Chariottesville, VA 22904, United States
5 DEPT OF BIOLOGY (CHAPLIN), GILMER HALL RM 154, 409
o) = .
T  BOCHPLG  CMS MCCCRMICK RD - LDG DK, Chariottesvile, VA 22804, United States
v
5 DEPT OF BIOLOGY (CHRISTOPHER), GILMER HALL RM 146, .
O =% BOCHRST  Ch = Org Primary  Delete
#100% ~
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Step Action

8. Select the appropriate DLC.

Click the Quick Select button for BDBROD.

*
=
Op—ToSTATETT TG ~ereTT reetmar
)
General iProcurement Preferences Cancel Apply

* Indicates required fisld
Display Preferences

Shopping
Application .
My Favorite Store  No Preference  [v]
iProcurement Preferences * Search Results Per Page 10
For best performance. enter & number between 1 and 100
Requisitions CLM Defaults * Shopping Search Results Per Page 7
For best perfarmance, enter a number between 1 and 25
Application .
Delivery

Catalog Preferences .
Need By Date Offset 5

Purchasing Defauits * Need By Time  (g:0p
Example: 17:30)

Purchasing CLM Defauits " Requester jensen Jack S Q

* Deliver-To Location  gpgroD Q

Application

Catalog Preferences o
Purchasing Defaults Favorite PTAEOQ
Purchasing CLM Defaults Use the Select column to set your primary favorite PTAEO

(& TIP During checkolt the system automatically may select your primary favorite PTAEC.

EH2E8ym
Select " Nickname Project Task Award Expenditure Type Expenditure Org Primary  Delete
No results found

@ TIP Nickname is a free form field to name your PTAEQ for easy retrieval. Enter PTAEO, tabbing thru each field. You can leave
Expenditure Type blank and select one at checkout. Click Add PTAEO button to add up to 50 PTAEOS.

Copyright (c) Oracle and/or its affiliats Il rights reserved. Privacy Statement

Step Action

9. Click on the Add PTAEO icon.
o+
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General iProcurement Preferences Cancel || Apply A

* Indicates required field
Display Preferences

Shopping
Application .
My Favorite Store No Preference  [v]
iProcurement Preferences “ Search Results Per Page 10
For best performance, enter a number betwesn 1 and 100
Requisitions CLM Defaults * Shopping Search Results Per Page 7
For best performance. enter a number befween 1 and 25.
Application .
Delivery
Catalog Preferences =
Need By Date Offset 5
Purchasing Defaults * Need By Time  gp:0p
Example: 17:20
Purchasing CLM Defauits " Requester jensen Jack S
* Deliver-To Location gpeRoD
Application
Catalog Preferences [¢]
Purchasing Defauits Favorite PTAEO
Purchasing CLM Defaults Use the Select column to set your primary favorite PTAEO.

@ TIP During checkout the system automatically may select your primary favorite PTAEQ.

Select PTAEO:  SetasPrimary |53 3] 2 6 {4 v v
Select “Nickname  Project Task Award Expenditure Type Expenditt
< >
@TIP Nickname is a free form field to name your PTAEO for easy retrieval. Enter PTAEO, tabbing thru each field. You can leave
Expenditure Type blank and select one at checkout. Click Add PTAEO button to add up to 50 PTAEOS.

Copyright (c) 1898, 2015, Oracle and/or its affiiates. All rights reserved Privacy Statement

Step Action

10. Note: When you enter data into the fields, press the [Tab] key to move to the next
field. However for this simulation, you will move to the next field automatically
after entering the data.

The nickname field is a free form field which you can use to help identify specific
PTAEOs.

For this example, enter "LAB 1" in the nickname field.

11. Enter the desired information into the Project field.
Enter "101902".

You can also choose the Project from the list of values by clicking on the
magnifying glass icon.

12. Enter the desired information into the Task field.
Enter "101".

You can also choose the Task from the list of values by clicking on the magnifying
glass icon.

13. Enter the desired information into the Award field.
Enter "LG00005",

You can also choose the Award from the list of values by clicking on the
magnifying glass icon.
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Step

Action

14.

You can also choose the Expenditure Type from the list of values by clicking on
the magnifying glass icon.

Although you can set the Expenditure Type in your preferences, you should always
ensure that your purchases and requisitions have the correct expenditure type during
checkout.

For this example, we will leave the expenditure type field blank. It is a required field
that you will enter during checkout.

15.

Enter the desired information into the Expenditure Org field.
Enter "31680".

You can also choose your organization from the list of values by clicking on the
magnifying glass icon.

~
General iProcurement Preferences Cancel | Apply
* Indicates required field
Display Preferences
Shopping
Application .
My Favorite Store  No Preference  [v]
iProcurement Preferences * Search Results Per Page 10
For be: nd
Requisitions CLM Defaults * Shopping Search Results Per Page 7
For best performance, eter a nu nd 2
Application .
Delivery
Catalog Preferences .
Need By Date Offset 3
Purchasing Defaults *Need By Time  go-gp
(Example: 17:30
Purchasing CLM Defaults " Requester jansen JackS
* Deliver-To Location  gpgroD
Application
Catalog Preferences [¢]
Purchasing Defauits Favorite PTAEO
Purchasing CLM Defaults Use the Select column to set your primary favorite PTAEQ.
@TIP During checkout the system automatically may select your primary favorite PTAEO.
Select PTAEO: | SetasPrimary |t [ 2 [ £ + v
Select “Nickname  Project Task Award Expenditure Type Expendit
LAB 1 101902 Q| 101 Q| |LG0000S q Q31680 A
< >
@TIP Nickname is a free form field to name your PTAEQ for easy refrieval. Enter PTAEO, tabbing thru each field. You can leave
Expenditure Type blank and select ane at checkout. Click Add PTAEO button to add up to 50 PTAEDS.
v
< >

16.

You can add as many as 50 PTAEOs to your preferences, but one must be set as the
primary PTAEO.

To do so, click on the Select radio button (to the left of the Nickname field.)
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Step Action

17. Click on the Set as Primary button.

Set as Primary

18. If you would like to add more favorite PTAEOs, click on the Add PTAEOQO icon.

The primary PTAEO will default when you submit your purchases. You can change
which PTAEO defaults as the primary by selecting the PTAEO and clicking on the
Set as Primary button.

Requisitions/Orders  Shop  Post Award Requests  Receiving  Assessments Feedback ~
General iProcurement Preferences Cancel | Apply
* Indicates required field
Display Preferences
Shopping
Application R
My Favorite Store No Preference  [v]
iProcurement Preferences * Search Results Per Page 10
For best performance. enter a number between 1 and 100
Requisitions CLM Defaults * Shopping Search Results Per Page 7
For best parformance, entar a number betwesn 1 and 25.
Application -
Delivery
Catalog Preferences .
Need By Date Offset 5
Purchasing Defaults " Need By Time  gp:00
Example: 17:30)
Purchasing CLM Defaults " Requester jensen Jack S
“ Deliver-To Location gpgrop
Application
Catalog Preferences (J
Purchasing Defaults Favorite PTAEO
Purchasing CLM Defaults Use the Select column to set your primary favorite PTAEQ.
@TIP During checkout the system automatically may select your primary favorite PTAEC.
Select PTAEO: | SetasPrimary |t [ 2 15 £ v v
Select " Nickname Project Task Award Expenditure Type Expen
@  LAB1 101902 a 101 Q  LGOD0OS Q Q| | 31680
< >
@TIP Nickname is a free form field to name your PTAEQ for easy retrieval. Enter PTAEO, tabbing thru each field. You can leave
Expenditure Type blank and select one at checkout. Click Add PTAEO button to add up to 50 PTAEOs.
v
< >

Step Action

19. Click on the Apply button.
Apply

20. Notice the Confirmation message at the top of the screen. Preferences will be
available when you submit your purchases and every time you log in to
iProcurement.

21. Congratulations! You have completed the section on setting up preferences in
iProcurement.
End of Procedure.

Navigating the UVA Marketplace

1. Top Banner - Preview and manage the list of items in your active cart and perform
a quick search
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2. Side Navigation Bar - Contains two menus; Shop and Orders & Documents.
e Shop Menu (Shopping)

Search for products and place items into a cart.

View your Favorites folder.

Access forms such as the Non-Catalog Item and Quick Order.
Browse By Suppliers, Categories, and Contracts.

e Shop Menu (My Carts and Orders)

View the active and draft carts, and your most recent orders.

e Orders & Documents

Search for purchase orders and print them.

3. Main Workspace - The main workspace changes as you access other areas of the
application.

e Search for Hosted Catalogs items.
¢ Read the Welcome message.
e Suppliers grouped by Minority, External, or Commaodity.
e Access to Searches, Favorites, Non-Catalog and Quick Order forms
e Browse by Supplier, Categories, and Contracts
e Links to searches for UVA Purchasing Forms & Contracts
o Exit the UVa Marketplace link
Procedure

In this section you will learn how to navigate the UVA Marketplace.

Step Action

1. There are three main areas of the user interface; the main workspace, the top banner,
and the side navigation menu.

As you access other areas of the application, only the main workspace changes. The
top banner and side navigation menu remain in place.
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..o EE VA JackSlensen~ o ™ A Wooousp [EREIESE)] Q
MARKETPILACE ?
W Shop > Shopping > Shopping Home v
Shop Hosted Catalogs |Everything v m ‘
Go to: advanced search | favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts
WELCOME TO THE UVa ~ Minority Catalog Suppliers ?
MARKETPLACE
Dalv H SOUTHWEST -
Contract Summary Pages and Purchasing aly H VIRGINIA |§qb
Forms can be accessed by clicking below Computer : JANITOR & S
] pute BOOKS & MEDIA SUP. Reagents
peripherals
¥ Punch-Out ?
~ External Website Suppliers ?
ITC Software
Central
Check for @
Software Here
~ Lab Supplies Catalogs ?
GENESEE
SCIENTIFIC
VWR [ Bio-RAD]
T (Punchout) corporaTion | STS WELCO

Genesee Scientific

Step Action

2. Top Banner

The top banner (blue bar at the top) includes your name (with a submenu), a star
icon, an Action Items flag icon, a Notifications bell icon, a cart preview, and a
search field.

UVA does not use the Action Items or Notifications icons.

A drop-down arrow beside your name indicates that you can select it to access the
submenu.

Click either the drop-down icon or your name (link) to access the submenu.

Jack 5 Jensen ¥

3. There are two ways to log out of the application. Use either the Exit the UVA
Marketplace link found on this menu or a button located directly on the main
workspace, which you will see later.

Note: You do not need to update your user profile.
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Step Action
4, Cart Preview allows you to get a quick view of the active shopping cart without
having to access the cart in the application.
From Cart Preview you can review the item list, delete an item from the cart
(trashcan), and access the active cart.
Click the Cart Preview link.
W 0,00 USD
o~ UVA 0 Search (Alt+Q) Ly PN
MARKETPIACE
Shop Hosted Catalogs |Everything
Go to: advanced search | faverites | forms | nen-c 0.00 »
WELCOME TO THE UVa ~ Minority Catalog Suppliers ?
MARKETPLACE
Daly | | o iy |Eﬁ:
pmsmrennn || o | R | o | =22
peripherals OKS & MEDIA SUE, Reagents
~ Punch-Out ?
c
~ External Website Suppliers ?
ITC Software
;Chentri\ @
~ Lab Supplies Catalogs ?
GENESEE Thomn—||
gl P e | emwmco |
g | —| o | 7 s
Step Action
5. The View My Cart button not only allows access to the active cart but you can also

make changes and return the cart to the Integrated System here. This is the most
popular choice.

Checkout contains General and Final Review information. Note: You may also
complete the cart here.
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= UVA
MARKETPLACE

W Shop > Shopping » Shopping Home &

JackSlensen~ o ™ A WooousD [EREIESE)] Q

?

9 Exit Uva Marketplace

Training Guide

1

WELCOME TO THE UVa
MARKETPLACE

Contract Summary Pages and Purchasing
Forms can be accessed by clicking below

Go to: advanced search | favorites | forms | non-catalog item | quick order

~ Minority Catalog Suppliers

Browse: suppliers | categories | contracts

i SOUTHWEST

Daly § cbnmnma VIRGINIA |§¢Ib

Computer BOO(S&EDLA JANIIORE: | pengents

peripherals SUP... =9

lanitaria

¥ Punch-Out ?

AMERICA

GO n
~ External Website Suppliers ?
ITC Software ~
Contral e ®
Check for Computers and
Software
~ Lab Supplies Catalogs ?
GENESEE Thomas ’
SCIENTIFIC cientifc
(Punchout) corporation | STSWELCO || o reonte
Genesee Scientific Catalog
v s v
3 ‘ ‘ L2 ‘ 1NT ‘ ot cocts ‘ " ‘

Action

Q

Click the Quick Search button.

The top banner provides the ability to perform a quick search of the site.

- JVA
MARKETPLACE

W Shop > Shopping > Shopping Home &

Contract
Document
Purchase Order Number
Form Request Number
Recuisition Number

—

WELCOME TO THE UVa
MARKETPLACE

Contract Summary Pages and Purchasing
Forms can be accessed by clicking below”

Go to: advanced search | favorites | forms | non-catalog item | quick order

~ Minority Catalog Suppliers

Wl

Browse: suppliers | categories | contracts

SOUTHWEST

Daly § () VIRGINIA |§CIDE
ook —
Computer BoOKS aMEDIA || PANITORE || e
peripherals ’ SUP... feagents
lanitaria
~ Punch-Out ?
AMERICA
GO n
~ External Website Suppliers ?
ITC Software
Computers and
Software
~ Lab Supplies Catalogs ?
GENESEE Thomas '
BIO-RAD SCIENTIFIC cientifc
(Punchout) L 510RAD corporation | STSWELCO || o reonte
Genesee Scientific Catalog
v
3 ‘ oo ‘ e ‘ mT ‘ ‘
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Step Action

7. You may search for a Contract or a specific Purchase Order Number.

When selecting the All option, you can search by keywords among all users, tasks,
suppliers, and other items available for search.

You can also access Quick Search using the quick-access key combination Alt + Q
from anywhere in the application.

Note: It is not advisable to search by Requisition Number as this number does not
correlate with the Integrated System requisition number.

.o EE VA JackSlensen~ o ™ A WooousD [EREIESE)] Q
MARKETPILACE ?
W Shop > Shopping > Shopping Home v
Shop Hosted Catalogs |Everything v m ‘
Go to: advanced search | favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts
WELCOME TO THE UVa ~ Minority Catalog Suppliers ?
MARKETPLACE

Dalv ;| SOUTHWEST -

Contract Summary Pages and Purchasing al VIRGINIA |§c..____.b

Forms can be accessed by clicking below Computer : JANITOR & |

9 pute BOOKS & MEDLA Reagents
peripherals SUP... °
¥ Punch-Out ?
~ External Website Suppliers. ?
ITC Software
Central
Check for @
Software Here
First!

~ Lab Supplies Catalogs ?

GENESEE
SCIENTIFIC
CORPORATION

Genesee Scientific

GTS WELCO

e N

Step Action

8. Side Navigation Bar

The side navigation bar is located on the left side of the workspace. It contains the
top-level menu items; some of which are accessible from the workspace (below the
Shop Hosted Catalogs search).

When you roll over the main menu icons, slide-out sub-menus display. Menus are
grouped by related tasks. Shopping tasks are grouped in the Shop menu, and
document search tasks are grouped in the Orders & Documents menu.

9. Clicking on the Home icon will return you to the homepage from anywhere in the
application.
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. =EUVA JackSlensen~ o ™ A Wooousp [EREIESE)] Q
MARKETPILACE ?
W Shop > Shopping > Shopping Home v
Shop Hosted Catalogs |Everything v m I
Go to: advanced search | favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts
WELCOME TO THE UVa ~ Minority Catalog Suppliers ?
MARKETPLACE
Dalv i SOUTHWEST -
Contract Summary Pages and Purchasing aly H VIRGINIA |§qb ‘
Forms can be accessed by clicking below Computer JANITOR & [
Pt BOOKS & MEDIA Reagents
peripherals SUP...
lanitoia
. ¥ Punch-Out ?
. AMERICA et
GO n
~ External Website Suppliers ?
ITC Software ~
Contral Eag ®
Check for Computers and
Software Here Coftware
First! ;
~ Lab Supplies Catalogs ?
GENESEE Thnma;_||
SCIENTIFIC Scientific
vwRe
ptt (Punchout) corporaTion | STWELEO | o e Favarite
Geneses Scientific Catalog
v
s5di ‘ s ‘ 2 ‘ 1nNT ‘ ‘

Step Action

10. The Shop menu contains menu options relating to shopping tasks, including product
quick search, access to the shopping page, favorites, and access to carts and orders.

Click the Shop (cart) menu icon.
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?

9 Exit Uva Marketplace

‘2 https://usertest.sciquest.com/zp O * & I & Home/Shop

Shopping

a
GoTo

Shopping Home | Advanced Search | View Favorites  View Forms

My Carts and Orders

| categories | contracts

Admin

Non-Catalog tem | Quick Order

Browse By ]
1 8
Suppliers  Categories  Contracts -
T
. ¥ Punch-Out 7
~ External Website Suppliers ?
ITC Software
Central
Check for @
Software Here
First!
~ Lab Supplies Catalogs ?
GENESEE
SCIENTIFIC
vWR
o {Punchout) corporaion |  &TS WELCO
Genesee Scientific

Step

Action

11.

The Shopping sub-menu allows you to perform a simple search by keyword, catalog
or CAS number.

Note: Clicking Alt + P also allows access to the product search.

12.

The Shopping sub-menu also allows you to continue shopping through the shopping
home, perform an advanced search, view your favorites, view forms, and create a
Non-Catalog Item or Quick Order from the Go To sub-menu.

You can Browse By Suppliers, Categories, and Contracts as well.

13.

Click the My Carts and Orders link to view the sub-menu.

My Carts and Orders
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JackSlensen~ o ™ A Wooousp [EREEESE)] Q

?

9 Exit Uva Marketplace

My Carts and Orders

Shopping

Open My Active Shopping Cart

View Draft Sh Cart:
{ew braft shopping carts | categories | contracts

View My Orders (Last 90 Days)
View My Orders {Last 5 Orders)

M
£
]
. ~ Punch-Out 7
’ AMERICA
GO n
~ External Website Suppliers ?
ITC Software ~
Contral Eamg ®
Check for Computers and
Software Here Coftware
First! ;
~ Lab Supplies Catalogs ?
GENESEE “""m_||
SCIENTIFIC Scientific
WA
ptt o (Punchout) corporaTion | STWELEO | o e Favarite
Genesee Scientific Catalog

g | e | o | T

Step Action
14. The My Carts and Orders menu contains options for viewing your active cart,
draft shopping carts, and your most recent orders.
15. Menu items related to Document Search are located in the Orders & Documents

menu.

Click the Orders & Documents icon.

il
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'UVA JackSlensenv % ™ & Wooousp [EENENENEE) A
MARKETPLACE ?
W Shop > Shopping > Shopping Home v
Orders and Documents
- Document Search )
| categories | contracts
Search Documents
View Saved Searches ¢
My Forms .
B
Forms can be accessed by clicking belaw” T T e
g Computer BOOKS & MEDIA Sup. Reagents
peripherals
lanitaria
¥ Punch-Out ?
’ AMERICA
GO
~ External Website Suppliers ?
ITC Software ~
Contral e ®
Check for Computers and
Software Here .
First! ;
~ Lab Supplies Catalogs ?
GENESEE Thomas )’
SCIENTIFIC Scientific
(Punchout) corporation | STSWELCO || o reonte
Genesee Scientific Catalog

Step Action

16. You may Search Documents and View Saved Searches from this menu.

Click the Search Documents link.

Search Documents

UVA JackSlensenw d¢ v A WQQp
N KETPLACE ?

) Orders and Documents > Document Search > Search Documents = ) Exit UVa Markelplace
Search |All Documents v All Dates V‘ m

Enter search terms such as document numb:

uppliers, and product information

Go to: advanced search | my requisitions | my purchase orders | my forms
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Step

Action

17.

Search by a Purchase Order Number and a Date Range, or perform an advanced
search. You may view all of your purchase orders by selecting the link "my
purchase orders".

18.

UVA is currently not using the Reporting icon.

19.

You can use the Menu Search feature (searching by keyword) to find a list of pages
containing the keyword. Search results will take you directly to that page.

P - VA JackSJensen~ 4 ™ A W®0.00USD
MARKETPIACE ?

W Shop > Shopping > Shopping Home &

Shop Hosted Catalogs B |

Go to: advanced search | favorites | forms | non-catalog item | quick order  Browse: suppliers | categories | contracts

WELCOME TO THE UVa ~ Minority Catalog Suppliers
MARKETPLACE

o SOUTHWEST

Daly VIRGINIA

. L) JANITOR &
SUP...

Contract Summary Pages and Purchasing
Forms can be accessedpy clicking below”

“r BOOKS & MEDIA
herals

=
Reagents

Con
perip

¥ Punch-Out

e

~ External Website Suppliers

ITC Software
Central
Ch

~ Lab Supplies Catalogs ?
NESEE
Menu Search LUES L= NTIFIC
ORATION
pe Scientific
ontracts

T
sssee SIEMA-ALDACH A | )T ‘ 'I

GTS WELCO

Step

Action

20.

The search results display "breadcrumbs” that show you the path to the menu item.

Note: Use the quick-access key combination of Alt + M anywhere in the application
to access the Menu Search.

21.

Clicking the Exit UVA Marketplace button is an easy way to exit the application.

22.

Congratulations! You have completed the section on how to navigate the UVA
Marketplace.
End of Procedure.

Understanding Vendors in the UVA Marketplace

Procedure

In this section you will learn about the different types of vendors and catalogs in the UVA
Marketplace.
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While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other

- .. g UVA JackSlensenv ¢ ™ A WoooUSD [EEESEFASYe)] Q
MARKETPIACE ?
W Shop > Shopping > Shopping Home v
Shop Hosted Catalogs |Everything v m I
Go to: advanced search | favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts
WELCOME TO THE UVa ~ Minority Catalog Suppliers ?
MARKETPLACE
Dalv ;| SOUTHWEST
Contract Summary Pages and Purchasing aly H VIRGINIA | D‘E
Forms can be accessed by clicking below” Computer R JANITOR & s
peripherls || SO0 S PR sup. Reagents
anitoria
~ Punch-Out ?
AMERICA
GO n
~ External Website Suppliers ?
ITC Software
Central
Check for ®
Software Here
First!
~ Lab Supplies Catalogs ?
GENESEE
SCIENTIFIC
vWRE BIC-RAD
e pochowy | CIERID || conporamon | GTS WELCO
Geneses Scientific
o ‘ ‘ = ‘ DT ‘

There are several types of Vendors in the UVA Marketplace.

Catalog Vendors are vendors whom UVA has identified and who have agreed to
have their catalogs loaded in the Marketplace. There are two types of catalogs:
Hosted and Punchout.

Non-Catalog Vendors: Vendors who are in the Marketplace, but for whom
catalogs are not available. Users will complete orders from non-catalog vendors
using a Non-Catalog Item form.
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- P S UVA JackSlensenv dr M A& wooousp [EEEENEME) Q
MARKETPILACE ?
W Shop > Shopping > Shopping Home v
Shop Hosted Catalogs |Everything v m I
Go to: advanced search | favorites | forms | non-catalog item | quick order  Browse: suppliers | categories | contracts
WELCOME TO THE UVa ~ Minority Catalog Suppliers ?
MARKETPLACE
Dalv H SOUTHWEST -
Contract Summary Pages and Purchasing aly H VIRGINIA |§qb ‘
Forms can be accessed by clicking below Computer : || JanITOR & S
puts BOOKS & MEDIA Reagents
peripherals SUP...
¥ Punch-Out ?
) AMERICA
GO n
~ External Website Suppliers ?
ITC Software —
Contral e ®
Check for .
Software Here .
First!
~ Lab Supplies Catalogs ?
GENESEE “""m_||
SCIENTIFIC scientt
vwRe BIORAD
ptt (Punchout)  5i0-RAD] corporaTion | STWELEO | o e Favarite
Genesee Scientific Catalog
st ‘ ‘ B ‘ DT ‘ ‘ M

Hosted Catalogs are catalogs of products with UVA-negotiated prices that are
hosted in the Marketplace. Users will be able to search the Marketplace for
products by description, category, or vendor, and compare products and
prices.

You can search all of the Hosted Catalogs in the Marketplace for products by
entering your search criteria and clicking on the Search button. You can also
compare products and prices after you have executed your search.

Note: This search will not return items from punch-out suppliers, non-catalog
suppliers, or the web.
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P VA JackSlenseny % ™ A& WooousD |[EERIESRS) Q
MARKETPLACE ?
W Shop > Shopping > Shopping Home v

. anitaria
. ~ Punch-Out
° i il e
¥ External Website Suppliers ?
ITC Software
Central @
GENESEE
SCIENTIFIC
VWREL -RAD GTS WELCO
% | e S
Genesee Scientific
S . <
Qs Promega
LLLLL EBIOSCIENCE M i
Takaka (hosted) onchou

USER PRODUCTIVITY KIT

~ Office/Computer Catalogs

I | N

Step

Action

Punchout Catalogs

Punchout Catalogs are catalogs of products with UVA-negotiated prices where
users will punchout to the vendor's web site to search for and select products.

Some icons on this page identify the vendor as either a Punchout or Hosted catalog
vendor. For example, notice that America To Go is in the Punch-Out section, and
Owens & Minor is identified as a punch-out vendor in the Lab Supplies Catalogs
section.

This page is organized by classification. There are sections for Minority Catalog
Suppliers, Punch-out Suppliers and External Website Suppliers. Vendors are
also grouped by commaodity (Lab Supplies, Office/Computer, Furniture, and
others).

Note: The categories and vendors here may be different than what you will see in
production. This page is maintained by Procurement and will change as needed.

The Search UVA Purchasing Forms link takes you directly to the forms page on
the Procurement & Supplier Diversity Services web site.

The following forms can be found there:
*Purchase Order Change Request
*Purchasing Unit Request Form
*Delivery Location Request Form
*Sole Source Justification

*Phone Quote Summary
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Step Action
6. The Search UVA Contracts link takes you directly to the contracts page on the
Procurement & Supplier Diversity Services web site.
o VA JackSJensenv ¢ ™ A W00 USD
MARKETPLACE )
Shop Hosted Catalogs [ Go | ‘
Go to: advanced search | favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts
WELCOME TO THE UVa ~ Minority Catalog Suppliers ?
MARKETPLACE
. Daly T | e B
esmmnrmmere 0 U CER) | n, | B2
peripherls || SO0 S PR sup. Reagents
~ Punch-Out ?
el
~ External Website Suppliers ?
ITC Software
e ®
Saﬁ\:‘s;e: Here
~ Lab Supplies Catalogs ?
GENESEE
pcti o (R CORPORATION
Genesee Scientific
g |ow| o | mr
Step Action
7. Using the Non-Catalog Item form

Use the Non-Catalog Item form to purchase from Non-Catalog Vendors.

You can also use the Non-Catalog Item form to purchase from vendors with
catalogs (hosted or punchout) in the Marketplace, to purchase a product that is not
listed in their catalog.

You select the vendor, complete the on-line form with the information required to
complete the purchase, and add the product(s) to your shopping cart.
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= UVA
MARKETPLACE

Shop Hosted Catalogs [Eveting V]|

JackSlensen~ o ™ A Wooousp [EREIESE)] Q

?

W Shop > Shopping > Shopping Home v

ORACLE
USER PRODUCTIVITY KIT

1

Go to: advanced search | favorites | forms | non-catalog item | quick order  Browse: suppliers | categories | contracts

WELCOME TO THE UVa ~ Minority Catalog Suppliers ?
MARKETPLACE
Dalv i SOUTHWEST -
Contract Summary Pages and Purchasing aly g Cb'iﬂ;'ag;'ﬁ VIRGINIA |gqb I
Forms can be accessed by clicking below Computer JANITOR & [
Pt BOOKS & MEDIA eagents
peripherals SUP...
lanitogia
. ¥ Punch-Out ?
i AMERICA i
GO
~ External Website Suppliers ?
ITC Software
Central TN ®
Check for Computers and
Software Here Coftware
First!
~ Lab Supplies Catalogs ?
GENESEE Thomas|"
SCIENTIFIC Scientc
vwRe BIC-RAD
R (Punchout)  510RAD corporaTion | STS WELCO Terry's Favorite
Genesee Scientific Catalog
ga ‘ soa-aLoRCH ‘ < ‘ | R ‘

Step Action

8. Click the suppliers link.
suppliers

= UVA
MARKETPIACE

W Shop - Shopping © BrowseBy  Suppliers=

[+ Click to expand Search for Supplier Filter ?

Showing 1 - 20 of 4000+ Results What does "+" mean?

Results Per Page

Sort by: [Best Match v <| Page

Supplier Name Type Preference Supplier Name
ALC COPIES INC & . @A | ENVIRONMENTAL SUPPLY COMPANY INC
= FERGUSONS COMCRETE SERVICES
AMERISCI RICHMOND & @A
Cm= FROEHLING & ROBERTSON
ANDROPOGON ASSOCIATES LTD B @m
GUY BROWN PRODUCTS
ATECINC @
L’E IMMEDIATE CREDIT RECOVERY INC
BROWN & COMPANY CPAS tg @E
INTERNATIONAL SYSTEMS OF AMERICA INC
BUCKINGHAM GREENERY INC tg @E
MORRIS TIRE SERVICE INC
CENTURY SALES INC & = NC CORPORATION
COMPU TUNE UP INC B @A
Cm= QUALITY BIOLOGICAL INC
DIGITAL INTELLIGENCE SYSTEMS (DISYS CORP) & . @A
= RE REPLACEMENT PARTS
DISTRICT SAFETY PRODUCTS INC tg

¢z

Results Per Page

Search (Alt+Q)

B Exit UVa Marketplace

back to shop...

7200(»] legend ?

Type Preference
¥ @m
* @m
¢m
¢m
e
e
=

¢
me
=

» em

@
g ¥

By 9y

@
g

Page 28




ORACLE' Training Guide
USER PRODUCTIVITY KIT

Step Action

9. All vendors are identified by ""Type' flags that show whether they have a hosted or
a punchout catalog in the UVA Marketplace, or if they are a non-catalog vendor.

Vendors are also identified with ""Preference' flags that show if they are eVA-
Excluded, have an eVA-Registered site, a contract vendor, DMBE-Certified woman-
owned, minority-owned, or small business.

UVA JackSlensen~ 4 P A W000USD
MARKETPLACE
W Shop > Shopping > Browse By > Suppliers=
[ Click to expand Search for Supplier Filter 7 back to shop.
Showing 1 - 20 of 4000+ Results What does "+" mean?
Results Per Page Sort hy: ] Page of 200(»| legend ?
Supplier Name Type Preference Supplier Name Type Preference
ALC COPIES INC B .@ ENVIRONMENTAL SUPPLY COMPANY INC jcd @Y&E
= FERGUSONS CONCRETE SERVICES feg @E
AMERISCI RICHMOND tg @E
FROEHLING & ROBERTSON feg @E
ANDROPOGON ASSOCIATES LTD tg @E
GUY BROWN PRODUCTS Rt @E
ATECINC =¥ @/A/ﬁ
IMMEDIATE CREDIT RECOVERY INC =4 @E
BROWN & COMPANY CPAS =¥ @/A/ﬁ
INTERNATIONAL SYSTEMS OF AMERICA INC > @Am
BUCKINGHAM GREENERY INC =¥ @/A/ﬁ
MORRIS TIRE SERVICE INC feg =
CENTURY SALES INC & = PNC CORPORATION e
COMPU TUNE UP INC tg @m
QUALITY BIOLOGICAL INC L . @
DIGITAL INTELLIGENCE SYSTEMS (DISYS CORP) & .@5 =
= RE REPLACEMENT PARTS =4 @E
DISTRICT SAFETY PRODUCTS INC @A =
Results Per Page - PageoszD E
Step Action
10. Congratulations! You have completed the section that describes the different

types of vendors and catalogs in the UVA Marketplace.
End of Procedure.

Using Icons and Helpful Tips
Procedure

In this section you will learn about some of the icons and helpful tips you will see in the
UVA Marketplace.

While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other
actions.
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A UVA JackSJensenv % ™ A WQQ0 Search (Alt+Q) Q
MARKETPLACE
W Shop © Shopping  Browsey © Supplire > Srovee by Suppl
[ Click to expand Search for Supplier Filter 7 back to shop.
Showing 1 - 20 of 4000+ Results What does "+" mean?
Results Per Page Sort by: [Best Match <] Page 0f200(»] legend ?
Supplier Name Type Preference Supplier Name Type Preference
ALC COPIES INC tg .@ ENVIRONMENTAL SUPPLY COMPANY INC feg @lﬂm
= FERGUSONS CONCRETE SERVICES feg @lﬂm
AMERISCI RICHMOND tg @E
FROEHLING & ROBERTSON feg @lﬂm
ANDROPOGON ASSOCIATES LTD tg @E
GUY BROWN PRODUCTS Rt @lﬂm
ATECINC =¥ @ﬁ
IMMEDIATE CREDIT RECOVERY INC =4 @m
BROWN & COMPANY CPAS =¥ @ﬁ
INTERNATIONAL SYSTEMS OF AMERICA INC o @_llﬂm
BUCKINGHAM GREENERY INC B @m
MORRIS TIRE SERVICE INC eg =
CENTURY SALES INC & = NG CORPORATION > @
COMPU TUNE UP INC =¥ @ﬁ
QUALITY BIOLOGICAL INC L . @
DIGITAL INTELLIGENCE SYSTEMS (DISYS CORP) & . @ =
= RE REPLACEMENT PARTS =4 @m
DISTRICT SAFETY PRODUCTS INC =¥ @ﬁ
Results Per Page 4| Page of 200 | »

Step Action

1. You can click on the name of the vendor to see specific information (address, phone
number, catalog information, product categories, etc.) about the vendor.

Click on the Quality Biological Inc. link.
QUALITY BIOLOGICAL INC

upplier - Internet Explorer a
tttps:// usertest.sciquest.com/apps/Router/SuppliePopup ySup p=1459357692205 a

QUALITY BIOLOGICAL INC € PunchOut out to supplier's catalog AR

Supplier
shop..
QUALITY BIOLOGICAL INC 51

Address QUALITY BIOLOGICAL INC
GAITHERSBURG 01: 1
€VA Registered,SciQuest Will Deliver PO by XML DMBE MINORITY

7581 LINDBERGH DR
GAITHERSBURG, MD 20879

us
DUNS No.
Supplier Number 6970
Active for Shopping v
Phone No. +1(301) 840-9331
Toll-Free Phone No.
Fax No. +1(301) 840-0743
E-mail customerservice@qualitybiological.com
Tax Identification Number 521288264

Commodity Code

Technical Contact

Name

Phone No.
Toll-Free Phone No.
Fax No.

E-mail

B [
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2. Note that the vendor's preferences are listed here, but the icons are not shown. You
will also see how POs are delivered to the vendor here.
POs are delivered to vendors one of four different ways:
- SciQuest* Will Deliver PO by FAX
- SciQuest Will Deliver PO by XML (sent electronically)
- SciQuest Will Deliver PO by eMail
- User Must Deliver PO
*SciQuest is the company that manages catalogs for the UVA Marketplace.
You will also see this information when you place your order and when you receive
notification of your order. Pay particular attention to this notification, so that you
will know when you must deliver the PO, as it will vary by
vendor.
JackSJensen¥ ¢ ™ A W00 USD
‘! Shop > Shopping > Browse By > Suppliers=
[ Click to expand Search for Supplier Filter 7 back to shop...
Showing 21 - 40 of 4000+ Results 'What does "+" mean?
Results Per Page Sort by: I Pageofzoo »| legend ?
Supplier Name Type Preference Supplier Name Type Preference
TURNERS CLEANING SERVICE e d . BVA | ANIXTER L ged .@
jc 4 VA
UNIVERSAL JANITORIAL SERVICE & SUPPLY INC 3" @E o .@/
APEX CONTROLS o4 .@/A/
ADISOLUTIONS jeg .@/A/ [soc}
AIR CONDITIONING EQUIPMENT SALES INC 4 @fﬂ APPLIED BIOSYSTEMS II}O- .@/A/
ARBORLIFE PROFESSIONAL TREE CARE INC } . @
AIRSCHOTT INC jcd .@ =
ALBEMARLE DESIGNS INC & .@fﬂ ARCHER FARMS INC o) .@
i B & 8 PRINTING e .@/A/
ALEXANDER PAINTING g .@fﬂ
AMBASSADOR LIMOUSINE feg .@fﬂ BAILEY PRINTING INC N - [2)
o= =
AMERICAN DREAM CATERING SERVICES HOLDING LLC & . @A gaLp GuY sTUDIO B .@
AMERICAN OF VIRGINIA 4 . VA BALFOURING # .@A’
L
Results Per Page ,ZU_V| | Page,Z_V|of 200 |» M
Step Action
3. Vendors are flagged by icons in the Type and Preference columns. A definition of

each of the icons follows.
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A "UVA JackSJenseny ¢ ™ A Woo0oUSD |[EEEENAISIe] Q
MARKETPLACE
W Shop > Shopping > Browse By > Suppliers=
[ Click to expand Search for Supplier Filter ? back to shop...
Showing 21 - 40 of 4000+ Results What does "+" mean?
Results Per Page Sort by: Best Match < Page 0f200[»] legend ?
Supplier Name Type Preference Supplier Name Type Preference
TURNERS CLEANING SERVICE g . A AnpaTER oz .@5
= ANIXTER ? @
UNIVERSAL JANITORIAL SERVICE & SUPPLY INC feg @E
APEX CONTROLS 4 . @
ADI SOLUTIONS g . @ ==
AIR CONDITIONING EQUIPMENT SALES INC & . (@4 | appLED BIOSYSTEMS e .@fﬂ
=4
sue]
ARBORLIFE PROFESSIONAL TREE CARE INC g .@5
AIRSCHOTT INC & . ® -
ALBEMARLE DESIGNS INC & .@fﬂ ARCHER FARMS INC Y .@
a B & B PRINTING & &)
ALEXANDER PAINTING g . [ !n('/
AMBASSADOR LIMOUSINE = . @A | panev pRINTING TNC & . WA
AMERICAN DREAM CATERING SERVICES HOLDING LLC =g . A | gaLp GuY sTUDIO o) . an
BALFOUR INC eg . GWA
AMERICAN OF VIRGINIA & . @
v
Results Per Page [20 v < page[2  ~|ofoo0 [

Step Action

4, Indicates a vendor with a Hosted catalog.

JackSJenseny ¢ ™ A Woo0oUSD |[EEEENAISIe] Q
W Shop > Shopping > Browse By > Suppliers=

= UVA
MARKETPLACE

[# Click to expand Search for Supplier Filter ? back to shop...

Showing 21 - 40 of 4000+ Results 'What does "+" mean?

Results Per Page Sort by: Best Match_ | <|Page[2~]of200[»| legend ?
Supplier Name Type Preference Supplier Name Type Preference
TURNERS CLEANING SERVICE g . A AnpaTER oz .@5
= ANIXTER ? @
UNIVERSAL JANITORIAL SERVICE 8 SUPPLY INC » @Am
APEX CONTROLS 4 . @
ADI SOLUTIONS feg . @A [soc}
AIR CONDITIONING EQUIPMENT SALES INC 4 BVA | APPLIED BIOSYSTEMS e VA
me 3 [
ARBORLIFE PROFESSIONAL TREE CARE INC 4 eL)
AIRSCHOTT INC & . ® L
ALBEMARLE DESIGNS INC 2 @A | archer Fars INC ® .@
a B & B PRINTING & . @
ALEXANDER PAINTING feg . () =
AMBASSADOR LIMOUSINE feg . @4 | parey pRINTING INC N - [2)
= =
AMERICAN DREAM CATERING SERVICES HOLDING LLC 2 BE4 | gawcuystuoo > e
= BALFOUR INC g . GWA
AMERICAN OF VIRGINIA =g . @A
V]
Results Per Page [20 v <page[2  ~]ofooo [
Step Action
5. Indicates a vendor with a Punchout Catalog.
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SUVA
MARKETPLACE
W Shop > Shopping  BrowseBy > Suppliersw

[# Click to expand Search for Supplier Filter ?
Showing 21 - 40 of 4000+ Results 'What does "+" mean?

Results Per Page

Sort by: | Best Match ™

Supplier Name Type Preference Supplier Name
TURNERS CLEANING SERVICE g . A AnpaTER
= ANIXTER

UNIVERSAL JANITORIAL SERVICE & SUPPLY INC feg @E

APEX CONTROLS
ADI SOLUTIONS g . @
AIR CONDITIONING EQUIPMENT SALES INC & @@A | apeuED sOSYSTEMS

ARBORLIFE PROFESSIONAL TREE CARE INC
AIRSCHOTT INC & . ®
ALBEMARLE DESIGNS INC 2 @A | archer Fars INC

B & B PRINTING
ALEXANDER PAINTING g . [
AMBASSADOR LIMOUSINE 2 B | paiey orininG INC
AMERICAN DREAM CATERING SERVICES HOLDING LLC & . A | gaLp GuY sTUDIO

BALFOUR INC
AMERICAN OF VIRGINIA & . @
Results Per Page [20 v .

JackSlensen~ o ™ A Wooousp [EREIESE)] Q

Training Guide

back to shop...

0f200(%] legend ?

Type Preference

o> @
> me
> me

==

wé VA
2 me

> me
g .sVA
> me
==
& .eVA
==
> me
> me

Page|2  v|of 200 [

Step

Action

Indicates a vendor that does not have a hosted or a punchout catalog. To purchase
from these vendors you must use the Non-Catalog Item form.

= UVA
MARKETPLACE
™ Shop - Shopping © Browse By © Supplies =

[# Click to expand Search for Supplier Filter ?

Showing 21 - 40 of 4000+ Results 'What does "+" mean?

Results Per Page Sort by: | Best Match v

Supplier Name Type Preference Supplier Name
TURNERS CLEANING SERVICE g . A AnpaTER
= ANIXTER

UNIVERSAL JANITORIAL SERVICE & SUPPLY INC feg @E

APEX CONTROLS
ADI SOLUTIONS g . @
AIR CONDITIONING EQUIPMENT SALES INC & @@A | apeuED sOSYSTEMS

ARBORLIFE PROFESSIONAL TREE CARE INC
AIRSCHOTT INC & . )
ALBEMARLE DESIGNS INC 2 BIEA | arcrer Farws INC

B & B PRINTING
ALEXANDER PAINTING g . [
AMBASSADOR LIMOUSINE 2 B | paiey orininG INC
AMERICAN DREAM CATERING SERVICES HOLDING LLC & . A | gaLp GuY sTUDIO

BALFOUR INC
AMERICAN OF VIRGINIA &

me
"}
Results Per Page |20 V F

JackSlensen~ o ™ A Wooousp [EREIESE)] Q

I Page of 200 | »

back to shop...

legend ?

Type Preference

o> @
> me
> me

==

wé VA
2 me

> me
==
4 .eVA
& .eVA
==
> me
==
4 .eVA
4 .eVA

Page|2 “|of200

Step

Action

Indicates a vendor that has at least one eVA-registered site.

Page 33



Training Guide ORACLE'
USER PRODUCTIVITY KIT

=UVA Jack S Jensen ¥ A mgg Search (Alt+Q)
MARKETPIACE
® Shop  Snopping  Srousety  Suppli

[+ Click to expand Search for Supplier Filter ? back to shop...

Showing 21 - 40 of 4000+ Results What does "+" mean?

Results Per Page 20 v| Sort by: Best Match «lpPage[2 V|

of200(»] legend ?

Supplier Name Type Preference Supplier Name Type Preference
TURNERS CLEANING SERVICE & . @A | anpcTer o> . @A
= ANIXTER > .@fﬂ
UNIVERSAL JANITORIAL SERVICE & SUPPLY INC o @E
APEX CONTROLS & . @
ADI SOLUTIONS & . @ [}
AIR CONDITIONING EQUIPMENT SALES INC feg . (4 | AppLED BIOSYSTEMS e .@5
= S
ARBORLIFE PROFESSIONAL TREE CARE INC &

A
AIRSCHOTT INC g . [} !n@'/

ALBEMARLE DESIGNS INC 2 BEA | arcHer rarvs N > @@

me

v

B & B PRINTING

ALEXANDER PAINTING & . @ o
AMBASSADOR LIMOUSINE & . 4 | sarLev pRINTING INC » . @
=] o
AMERICAN DREAM CATERING SERVICES HOLDING LLC 2 O | sawocuvstuoo 2 e
BALFOUR INC & . @A

AMERICAN OF VIRGINIA feg . ()
V]

Results Per Page |20 Vv <lpage[2 v|of200[»

Step Action

8. Indicates a DMBE-certified minority-owned business.

Search (Alt+Q)

jUVA Jack S Jensen ¥ ~
MARKETPIACE

® Shop  Snopping  Srousety  Suppli

[+ Click to expand Search for Supplier Filter ? back to shop...

Showing 21 - 40 of 4000+ Results What does "+" mean?

Results Per Page Sort by: Best Match «|Page[2 “]of200[r] legend ?

Supplier Name Type Preference Supplier Name Type Preference
TURNERS CLEANING SERVICE & . @A | anpcTer o> . @A
= ANIXTER > .@fﬂ
UNIVERSAL JANITORIAL SERVICE & SUPPLY INC o @E
APEX CONTROLS & . @
ADI SOLUTIONS & . @ [}
AIR CONDITIONING EQUIPMENT SALES INC feg . (4 | AppLED BIOSYSTEMS e . GWA
= S
ARBORLIFE PROFESSIONAL TREE CARE INC &

A
AIRSCHOTT INC g . [} !n@'/

ALBEMARLE DESIGNS INC 2 BEA | arcHer rarvs N 2 e
B & B PRINTING g . GWA
ALEXANDER PAINTING & . @ =
AMBASSADOR LIMOUSINE F B4 ey ervmng e > B
=] o
AMERICAN DREAM CATERING SERVICES HOLDING LLC 2 O | sawocuvstuoo 2 e
BALFOUR INC & . @A
AMERICAN OF VIRGINIA g . [

Results Per Page |20 Vv <lpage[2 v|of200[»
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9.

Indicates a DMBE-certified small business.

TUVA
MARKETPIACE

W Shop - Shopping - BrowseBy - Suppliersw

[+] Click to expand Search for Supplier Filter ?

Showing 21 - 40 of 4000+ Results What does "+" mean?

Results Per Page

e
V]

Results Per Page

Sort by: | Best Match ™

JackS Jensen ¥ ¥

Supplier Name Type Preference Supplier Name
TURNERS CLEANING SERVICE & . @A | anpcTer
= ANIXTER
UNIVERSAL JANITORIAL SERVICE & SUPPLY INC =g @ﬂm
APEX CONTROLS
ADI SOLUTIONS & . @A
AIR CONDITIONING EQUIPMENT SALES INC & [@@A  appuep BOSYSTEMS
ARBORLIFE PROFESSIONAL TREE CARE INC
AIRSCHOTT INC & . @
ALBEMARLE DESIGNS INC 2 BEA | arcHer rarvs N
B & B PRINTING
ALEXANDER PAINTING & . @
AMBASSADOR LIMOUSINE 2 O | paiey erinTiNG INC
sae]
AMERICAN DREAM CATERING SERVICES HOLDING LLC Z B@ eaocuvsuoo
BALFOUR INC
AMERICAN OF VIRGINIA &

<] Page[2_~|of 200

Search (Alt+Q) Q

back to shop...

legend ?

Type Preference

' @e
> me
> me

g A
0 me
> me

s8E

e

> me
==

> me
==

. @A
me

L

LA

«|Page[2 v|of 200>

Step

Action

10.

Indicates a DMBE-certified woman-owned business.

TUVA
MARKETPIACE
™ Shop ~ Shopping  Browse By - Suppliesv

[+] Click to expand Search for Supplier Filter ?

Showing 21 - 40 of 4000+ Results What does "+" mean?

Results Per Page

Supplier Name Type Preference
TURNERS CLEANING SERVICE & . @
UNIVERSAL JANITORIAL SERVICE & SUPPLY INC =g @ﬂm
ADI SOLUTIONS & . @A
AIR CONDITIONING EQUIPMENT SALES INC o . @fﬂ
AIRSCHOTT INC & . @
ALBEMARLE DESIGNS INC g . [
ALEXANDER PAINTING & . @
AMBASSADOR LIMOUSINE & . @
sae]

AMERICAN DREAM CATERING SERVICES HOLDING LLC jcd . @fﬂ
AMERICAN OF VIRGINIA &

B
V]
Results Per Page

Sort by: | Best Match ™

Jack'S Jensen ¥ ¥

Supplier Name
ANIXTER

ANIXTER

APEX CONTROLS

APPLIED BIOSYSTEMS

ARBORLIFE PROFESSIONAL TREE CARE INC

ARCHER FARMS INC

B & B PRINTING

BAILEY PRINTING INC

BALD GUY STUDIO

BALFOUR INC

<] Page[2_~|of 200

Search (Alt+Q) Q

back to shop...

legend ?

Type Preference

' @e
> me
> me

g A
0 me
> me

s8E

> me
4 .eVA
==
> me
==
g .sVA
It d

me

«|Page[2 v|of 200>
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11.

Indicates a Contract vendor.

= | ‘JA
MARKETPIACE
™ Shop  Shopping » Browse By  Suppliers =
[# Click to expand Search for Supplier Filter ?

Showing 21 - 40 of 4000+ Results 'What does "+" mean?

UNIVERSAL JANITORIAL SERVICE & SUPPLY INC &
ADI SOLUTIONS feg
AIR CONDITIONING EQUIPMENT SALES INC &
AIRSCHOTT INC =g
ALBEMARLE DESIGNS INC &
ALEXANDER PAINTING &
AMBASSADOR LIMOUSINE &
AMERICAN DREAM CATERING SERVICES HOLDING LLC &
AMERICAN OF VIRGINIA &
Results Per Page

“m
e

me

Be
me
V]

e
e
e}

me
50

me
"]

JackSJensenv Jr ™ A WooousD [EEEYEIe)] Q

Results Per Page Sort by: | Best Match v
Supplier Name Type Preference Supplier Name
TURNERS CLEANING SERVICE & . A anTEr
= ANIXTER

APEX CONTROLS

APPLIED BIOSYSTEMS

ARBORLIFE PROFESSIONAL TREE CARE INC

ARCHER FARMS INC

B & B PRINTING

BAILEY PRINTING INC

BALD GUY STUDIO

BALFOUR INC

I Pageofzoo »| legend ?

9 Exit Uva Marketplace

back to shop...

Type Preference

°r @&
» @@
> me

==

wé VA

2 me

> me
==

> me

me

> me
==

. B
. B

L

L

1 Pageof 200 |»

Step

Action

12.

Indicates an eVA-excluded vendor.
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=UVA
MARKETPLACE
W Shop > Shopping  BrowseBy > Suppliersw

[# Click to expand Search for Supplier Filter ?

Showing 21 - 40 of 4000+ Results 'What does "+" mean?

Results Per Page

Supplier Name Type

TURNERS CLEANING SERVICE feg
UNIVERSAL JANITORIAL SERVICE & SUPPLY INC feg
ADI SOLUTIONS feg
AIR CONDITIONING EQUIPMENT SALES INC &
AIRSCHOTT INC jcd
ALBEMARLE DESIGNS INC &
ALEXANDER PAINTING feg
AMBASSADOR LIMOUSINE feg
AMERICAN DREAM CATERING SERVICES HOLDING LLC &
AMERICAN OF VIRGINIA &
Results Per Page |20 Vv

Sort by: | Best Match ™

JackSlensen~ o ™ A Wooousp [EREIESE)] Q

Preference Supplier Name
. A AnpaTER
= ANIXTER
&)
Cm APEX CONTROLS

me
me

sl

B
e
V]

me
me
==

me
50
BALFOUR INC

me
V]

APPLIED BIOSYSTEMS

ARBORLIFE PROFESSIONAL TREE CARE INC

ARCHER FARMS INC

B & B PRINTING

BAILEY PRINTING INC

BALD GUY STUDIO

<] Page[2_~|of 200

Training Guide

back to shop...

legend ?

Type Preference

o> @
> me
> me

==

wé VA
2 me
> me

s8E

> me
> me
==
& .eVA
==
4 .eVA
4 .eVA

<|page[2  v|of200[»

Step Action

13.

You can click on any question mark to open a help window for that particular area.

= UVA
MARKETPLACE

W Shop > Shopping > Shopping Home &

JackSlensen~ o ™ A Wooousp [EREIESE)] Q

?

9 Exit Uva Marketplace

Shop Hosted Catalogs

1

Go to: advanced search | favorites | forms | non-catalog item | quick order

WELCOME TO THE UVa ~ Minority Catalog Suppliers

Browse: suppliers | categories | contracts

MARKETPLACE
Dalv SOUTHWEST
Contract Summary Pages and Purchasing aly g VIRGINIA
Forms can be accessed by clicking below Computer JANITOR &
Pt BOOKS & MEDIA Reagents
peripherals SUP...
lanitoia
¥ Punch-Out ?
) AMERICA
GO
~ External Website Suppliers ?
ITC Software
Central @
Check for Computers and
Software Here Software
First! )
~ Lab Supplies Catalogs ?
GENESEE Thomas )’
SCIENTIFIC Scientific
vwRe BIORAD
ptt (Punchout)  5i0-RAD] corporaTion | STWELEO | o e Favarite
Geneses Scientific Catalog
s5di ‘ s ‘ ‘ 1NT ‘

Step

Action

14.

If you have added items to your cart, you can click on the cart icon at any time to

view your cart.
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P [ JVA
MARKETPLACE ?
W Shop - Sgping  Shesping Hame
Shop Hosted Catalogs |Everything v m
Go to: advanced search | favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts
WELCOME TO THE UVa ~ Minority Catalog Suppliers ?
MARKETPLACE
Dalv SOUTHWEST -
Contract Summary Pages and Purchasing aly E VIRGINIA |§ﬂb
Forms can be accessed by clicking below” Computer 4 JANITOR & || =
¢ mpute BOOKS & MEDIA Reagents
peripherals SUP... g
2 nitocial
. ~ Punch-Out ?
° i il e
¥ External Website Suppliers ?
ITC Software 4
Central iz ®
Check for . ’
Software Here T Sofware
First!
~ Lab Supplies Catalogs ?
GENESEE Thomn—||
SCIENTIFIC scentinc
VWRL
rre (STRNTHC | 15 waico
Genesee Scientific

USER PRODUCTIVITY KIT

JackSlJensenv ¢ ™ A WoooUusD [EERENEEIe)] Q

g | = | o | 7|

Step Action
15. You can click on Exit UVA Marketplace to return to iProcurement without
checking out.
If you have added items to your cart the cart will NOT be saved if you exit the
Marketplace without checking out.
16. Congratulations! You have completed the section on the icons and helpful tips

you will see in the UVA Marketplace.
End of Procedure.

Browsing by Supplier

Procedure

Browsing by supplier is helpful if you know the vendor's name and want to view their
catalog or other information about the vendor. You can also ensure that a vendor is in the
vendor file by browsing by supplier.

In this section you will learn how to browse the UVA Marketplace by supplier.

While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other

actions.
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W - VA JackSlensenv dr M A& wooousp ([EEEENEME) Q
MARKETPLACE ?
W Shop > Shopping > Shopping Home v
Shop Hosted Catalogs |Everything v m I
Go to: advanced search | favorites | forms | non-catalog item | quick order  Browse: suppliers | categories | contracts
WELCOME TO THE UVa ~ Minority Catalog Suppliers ?
MARKETPLACE
Dalv H SOUTHWEST -
Contract Summary Pages and Purchasing aly H VIRGINIA |§qb
Forms can be accessed by clicking below Computer JANITOR & || =
Pt BOOKS & MEDIA Reagents
peripherals SUP...
lanitaria
¥ Punch-Out ?
) AMERICA
GO n
~ External Website Suppliers ?
ITC Software -
Contral e ®
Check for Computers and
Software Here Coftware
First! ;
~ Lab Supplies Catalogs ?
GENESEE Thnma;_||
SCIENTIFIC Scientihc
vWRE
ittt (Punchout) corporation | STSWELCO || o reonte
Genesee Scientific Catalog
v

Step Action

1. Click on the Browse: suppliers link.
suppliers |

2. You can expand your search if you want to include punchout and other vendors.

Click on the + Click to expand Search for Supplier Filter link.

[+| Click to expand Search for Supplier Filter ?

3. You may search by either Supplier (name) or Supplier Type.
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MARKETPIACE

W Shop > Shopping  BrowseBy » Suppliersw

[=] Search For Supplier ?
supplier

SupplierType
Showing 1 - 20 of 4000+ Results What does "+" mean?

Results Per Page

Supplier Name

Sort by: | Best Match v

Type Preference Supplier Name

ALC COPIES INC feg . GUA | ENVIRONMENTAL SUPPLY COMPANY INC
FERGUSONS CONCRETE SERVICES
AMERISCI RICHMOND @
L’E FROEHLING & ROBERTSON
ANDROPOGON ASSOCIATES LTD @A =
GUY BROWN PRODUCTS
ATECINC c ) =
IMMEDIATE CREDIT RECOVERY INC
BROWN & COMPANY CPAS e d @E
INTERNATIONAL SYSTEMS OF AMERICA INC
BUCKINGHAM GREENERY INC e d @E
MORRIS TIRE SERVICE INC
CENTURY SALES INC eg 1] PNC CORPORATION
COMPU TUNE UP INC @
@m QUALITY BIOLOGICAL INC
DIGITAL INTELLIGENCE SYSTEMS (DISYS CORP) 4 . @fﬂ
= RE REPLACEMENT PARTS
DISTRICT SAFETY PRODUCTS INC feg

EA mm
Results Per Page

UVA JackSlensenv J M & Wopouso [EEENEE) Q

</ Page[1~]of200[%] legend ?

ORACLE
USER PRODUCTIVITY KIT

9 Exit Uva Marketplace

back to shop...

Type Preference
* em
* @m
g eVAE
*» @m
» @m
» @m
» B
* ¢m
o> Ees

=

> @A =

+|page[1 ~]ofao0[r] ¥

Action

4. Click the Supplier Type down arrow to view the list of different Supplier Type

choices.
v|

5. When you choose "All", the search returns all suppliers/vendors in the vendor file,

including Hosted, Punchout, and Non-catalog vendors.

Press [Enter] to continue.

Page 40




OoORACLE

USER PRODUCTIVITY KIT

== UVA
MARKETPLACE

W Shop > Shopping  BrowseBy » Suppliersw

[=] Search For Supplier
supplier

Showing 1 - 20 of 4000+ Results What does "+" mean?

Results Per Page

Supplier Name
ALC COPIES INC

AMERISCI RICHMOND
ANDROPOGON ASSOCIATES LTD
ATECINC

BROWN & COMPANY CPAS
BUCKINGHAM GREEMERY INC

CENTURY SALES INC

COMPU TUNE UP INC

DIGITAL INTELLIGENCE SYSTEMS (DISYS CORP)

DISTRICT SAFETY PRODUCTS INC

Results Per Page [20_v|

Sort by: | Best Match v

Training Guide

JackSlensen~ o ™ A Wooousp [EREIESE)] Q

Type Preference Supplier Name
feg . (4 | ENVIRONMENTAL SUPPLY COMPANY INC
= FERGUSONS CONCRETE SERVICES
e L)
Cm FROEHLING & ROBERTSON
@A
Cm GUY BROWN PRODUCTS
c )
@m IMMEDIATE CREDIT RECOVERY INC
c )
@m INTERNATIONAL SYSTEMS OF AMERICA INC
c )
@m MORRIS TIRE SERVICE INC
feg
PNC CORPORATION
e d
QUALITY BIOLOGICAL INC
e d
RE REPLACEMENT PARTS
feg

back to shop...

</ Page[1~]of200[%] legend ?

Type Preference
» ¢
* ¢m

=4
or @Am

¥ % %W
&
H

2
=

Action

Click on the Search button.

[+| Click to expand Search for Supplier Filter ?

Click on the + Click to expand Search for Supplier Filter link.

EUVA
MARKETPIACE

W Shop > Shopping  BrowseBy » Suppliersw

[=] Search For Supplier
supplier

Showing 1 - 20 of 4000+ Results What does "+" mean?

Results Per Page

Supplier Name
ALC COPIES INC

AMERISCI RICHMOND
ANDROPOGON ASSOCIATES LTD
ATECINC

BROWN & COMPANY CPAS
BUCKINGHAM GREEMERY INC

CENTURY SALES INC

COMPU TUNE UP INC

DIGITAL INTELLIGENCE SYSTEMS (DISYS CORP)

DISTRICT SAFETY PRODUCTS INC

Results Per Page

Sort by: | Best Match

Type Preference

e

B9y R BB gy

L)

me
e

@m
@m
@m
@m
@m

@
]

@

EVA
]
o

Supplier Name

ENVIRONMENTAL SUPPLY COMPANY INC
FERGUSONS CONCRETE SERVICES
FROEHLING & ROBERTSON

GUY BROWN PRODUCTS

IMMEDIATE CREDIT RECOVERY INC
INTERNATIONAL SYSTEMS OF AMERICA INC
MORRIS TIRE SERVICE INC

PNC CORPORATION

QUALITY BIOLOGICAL INC

RE REPLACEMENT PARTS

Search (Alt+Q)

back to shop...

4] Page[1~]of200[¥] legend ?

Type Preference

» ¢
* ¢m
>
D
>
>
&
>
D
>

1 Pageof 200 |»

v
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Step Action

8. You can also browse the supplier list by name. Look for all vendors with "lab" in
the name.

Enter "lab" in the Supplier field.

9. Click the Search button.
10. You will get a list of all vendors with the word *'lab™ in the name.

You can use the page arrow keys to go from one page to the next and back.

11. Congratulations! You have completed the section on browsing by supplier in
the UVA Marketplace.
End of Procedure.

Browsing by Category
Procedure

Browsing by category is helpful if you are unsure of the vendor, or the specific product, and
want to look at entire categories of products, and the vendors that supply them.

In this section you will learn how to browse the UVA Marketplace by category.
While taking the training, you may click on the Actions link in the upper right corner to restart

the section, go to the next step, return to the previous step, close the topic, or initiate other
actions.

UVA JackSlJensenv ¢ ™ A WoooUusD [EERENEEIe)] Q
)\ KETPILACE ?
w S Sogping - Shesping Fame
Shop Hosted Catalogs |Everything v m ‘
Go to: advanced search | favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts
WELCOME TO THE UVa ~ Minority Catalog Suppliers ?
MARKETPLACE
Dalv SOUTHWEST -
Contract Summary Pages and Purchasing aly E VIRGINIA |§ﬂb
Forms can be accessed by clicking below” Computer 4 JANITOR & || =
¢ mpute BOOKS & MEDIA Reagents
peripherals SUP... g
2 nitocial
. ~ Punch-Out ?
° il i e
~ External Website Suppliers ?
ITC Software 4
Central iz ®
Check for Co ’
Software Here - :
Firs{
“~ Lab Supplies Catalogs ?
GENESEE -n.m,,.,_l'
SCIENTIFIC Scientific
wns? | s (Sammrc | erswaco | T
Genesee Scientific Catalo

g || o | 7|
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Step Action

1. In this example, you're going to look for paper products.

Click on the Browse: categories link.
| categones

2. Click on Office/Computer.
Jif office/Computer

= JVA
MARKETPIACE
™ Shop © Shopping  BrowseBy  Categories v

Categories

Category Search > Office/Computer

Liilab Supplies
& Medical/Clinical
=) f/olfice/Computer
Apparel and Luggage and Personal Care Products  view (inl. sub-

B Office Equipment and Accessories and Supplies  view (incl. sub-

Paper Materials and Products  view (incl. sub

eqories)

Printing and Photographic and Audio and Visual Equipment and Supplies  view (incl. sub-categories)
- Spot Buy Products  view

§ Maintenance/Industrial

i Furniture

A Services

@¥supplies Manager

Il Manufacturing

@ JBooks

£ Electronics

' Specialty

@ [fiFood/Food Equipment

JackSlJensen™ ¢ ™ A WoooUsSD [EEEEENGUTIe) =}

9 &t UVa Marketplace

?

back to shop...

Step Action

3. Click on the Paper Materials and Products link to search for Office/Computer

paper materials and products.

Paper Materials and Products

4, Click on the view (incl. subcategories) link to search for paper products.

view (incl. sub-categories)
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. TUVA JackSlensenv d W A W000USD
MARKETPLACE ?

W Shop > Shopping > Shopping Home &

Shop Hosted Catalogs

Go to: advanced search | favorites | forms | non-catalog item | quick order  Browse: suppliers | categories | contracts

Results for: Office/Computer : Paper products

Showing 1 - 20 of 1108 Results

Add Keywords ? | |Results Per Page Sort Iry: -| Page of 56 (2] ?
[ Go | Towels, WINDSOFT C FOLD TOWELS WHITE CS/2400 27.98 Uso
from SOUTHWEST VIRGINIA JANITOR & SUPPLY LTD s
Part Number 100WIN101 1
Filter Results ? Manufacturer Info WIN101 - (Windsoft) 2dd favorite | compare
By Supplier e EE®
DAYEON PRODUCTS Towels, WINDSOFT MULTIFOLD TOWEL, NATURAL CS-16/250 26.98 UsD
DCND“[’L f“;‘;é:cn'ng “ from SOUTHWEST VIRGINIA JANITOR & SUPPLY LTD s
}NC (l;c Part Number ) 100WIN1040 ) 1
GOV CONNECTION Manufacturer Info WIN1040 - (Windsoft) add favorite | compare
INC (7) & c
e Towels, WINDSOFT WHITE MULTIFOLD TOWELS CS/16-250 28.98 UsD
AR ELEC .
oA e M from SOUTHWEST VIRGINIA JANITOR & SUPPLY LTD s
Part Number 100WIN105 n
By Category Manufacturer Info WIN105 - (Windsoft) add favorite | compare
Showing only results c
matching:
oaper products R Towels, WINDSOFT HAND TOWEL SINGLEFOLD, NATURAL,16/250'S 26.98 UsD
PEre browee. from SOUTHWEST VIRGINIA JANITOR & SUPPLY LTD s
Part Number 100W 06 1
By Result Type Manufacturer Info WIN106 - (Windsoft) add favorite | compare
Products (1108) [
Towels, WINDSOFT WHITE SINGLEFOLD TOWELS CS/4000 3598us0 Y

Step Action

5. You will be able to use the Filter Results By Supplier section (left of the product
results listing) to filter by supplier.

Also note that you can click on the funnel with the green plus sign to filter by
supplier.
Click the DAYCON PRODUCTS COMPANY INC (36) link.

DAYCON PRODUCTS
COMPANY INC (386)

6. You will be able to scroll down to find the product you want.

Congratulations! You have completed the section on browsing for products by
category in the UVa Marketplace.
End of Procedure.

Using Advanced Search
Procedure

In this section you will learn how to use the Advanced Search option when searching for
products in the UVA Marketplace.

While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other
actions.
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= UVA
MARKETPLACE
™ Shop © Shopping © Shopping Home =

Shop Hosted Catalogs

JackSlensen~ o ™ A Wooousp [EREIESE)] Q

?

9 Exit Uva Marketplace

Training Guide

|

WELCOME TO THE UVa
MARKETPLACE

Contract Summary Pages and Purchasing
Forms can be accessed by clicking below

Go to: advanced search | favorites | forms | non-catalog item | quick order

Browse: suppliers | categories | contracts

~ Minority Catalog Suppliers

B SOUTHWEST
Daly § VIRGINIA
Computer sl JANITOR 8
BOOKS & MEDIA
peripherals SUP...
lanitaria
~ Punch-Out
AMERICA
GO
~ External Website Suppliers
ITC Software ~
Central [ ®
Check for Computers and
Software Here Coftware

First!

~ Lab Supplies Catalogs

GENESEE Thomas|"
SCIENTIFIC scientinc
ittt (Punchout) L 510RAD corporation | STSWELCO || o reonte
Genesea Scientific Catalog
“Thermo Fisher
5 oo i v
g — T m

Action

advanced search |

Click on the advanced search link.

You can enter information in any of the fields for the advanced search.

Enter the desired information into the Part Number (SKU) field. Enter "8697S".

= UVA
ARKETPLACE

™ Shop

i

Shopping > Shopping Home v

All of These Words
Part Number (SKU)

Other Options
Exact Phrase
Any of These Words

Advanced Search |Everything v

Find Results That Have:

86975

JackSlensen~ o ™ A Wooousp [EREIESE)] Q

?

9 Exit Uva Marketplace

simple search

Supplier

Manufacturer Name

Exclude Words

Hide Advanced Search on search resuits []

WELCOME TO THE UVa
MARKETPLACE

Contract Summary Pages and Purchasing
Forms ean be accessed by clicking below’

Go to: simple search | favorites | forms | non-catalog item | quick order  Browse: suppliers | categories | contracts

~ Minority Catalog Suppliers

E SOUTHWEST
Db
Computer BDO(S&EDLA JANITOR & | ==
peripherals SUP... eagents

~ Punch-Out

AMERICA
GO

n

~ External Website Suppliers

mesotuere | @ |
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Step Action

3. If you use the Supplier field in your advanced search, you can type part of the
vendor's name and a list will appear of vendors that have the word or letters that you
entered anywhere in the name.

The list is sorted by best match, based on the way that UVA has flagged the
vendors. This means that contract, and DMBE-certified (minority or woman-
owned) vendors will appear first.

If the list of vendors matching your search criteria is long, you will see **click here
to view more supplier results™, which will give you the complete list of vendors (it
may be more than one page) with the vendor's sites listed.

Enter "Cell" in the Supplier field.

4. Click on Cell Signaling Technology Inc to select it from the list.
CELL SIGNALING TECHNOLOGY INC N &
5. Click on the Search button.
6. You will see any products that meet the search criteria you entered in the Advanced

Search fields.

To return to the simple search view click on the simple search link.

8. Congratulations! You have completed the section on using the Advanced
Search option when searching for products in the UVA Marketplace.
End of Procedure.

Shopping in the UVA Marketplace

Guidelines for Competition

Consult the Guidelines for Competition (http://www.procurement.virginia.edu/pageguidelinesforcomp) to
determine if your purchase will require competition, or other processing by Procurement Services, or if
your department may order it directly.

Guidelines for Obtaining Quotes

Please follow these simple guidelines when obtaining quotes.

When contacting firms for Quotes be sure to:
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» Inform the firm you are seeking written quotes.

» Explain exactly what you want to buy from the firm and when you want or
need it by.

» Provide a Date and Time the quote is due back to you. Be certain that the
firm knows

exactly when and where to send the quote and how you want it sent (i.e. via
email, Fax, etc.).

» Request firms include the following information in the quote:
1. A Brief Description of each item desired.

2. Part Numbers (if applicable)

3. The Delivery Date

4. Start and Completion Dates (if applicable)

5. Any Delivery, Freight, Set-up Charges, etc.

6. The Total Price for the desired Goods or Services

When making phone calls to request a written quote, be certain to document the
following in writing:

1. The name(s) of firms contacted.

2. The name(s), date(s), and time(s) of persons contacted at the firm.

3. The firm’s ability and willingness to provide the desired Goods or Services.

Terminology

Throughout this training the terms "Supplier” and "Vendor" are used interchangeably.

Upon completion of this section, you will be able to:

Shop with Hosted and PunchOut Catalog Suppliers
Compare products

Create a Non-Catalog Item Order

Request Buyer Assistance

Create a Quick Order
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Splita PTAEO

Enter notes to Approvers, Buyers, or Suppliers

Create an attachment

Insert an Approver and Change the Managerial Approver
Work with Notifications

Shopping with Hosted Catalog Suppliers

Procedure
In this section you will learn how to shop with Hosted Catalog Suppliers.

Hosted Catalogs are catalogs of products with UVA-negotiated prices that are hosted in the
Marketplace.

While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other
actions.

W ...z VA JackSlensenv ¢ ™ A WoooUSD [EEESEFASYe)] Q
MARKETPIACE ?
W Shop > Shopping > Shopping Home v
Shop Hosted Catalogs |Everything v m ‘
Go to: advanced search | favorites | forms | non-catalog item | quick order  Browse: suppliers | categories | contracts
WELCOME TO THE UVa ~ Minority Catalog Suppliers ?
MARKETPLACE
Dalv ;| SOUTHWEST
Contract Summary Pages and Purchasing aly Cb“"n"‘;%':'ﬁ VIRGINIA |§qb ‘E
Forms can be accessed by clicking below” Computer - JANITOR & s
3 i BOOKS & MEDIA Reagents
peripherals SUP... N
anitoria
~ Punch-Out ?
~ External Website Suppliers ?
ITC Software
Central
Check for @
Software Here
First!

~ Lab Supplies Catalogs ?

GENESEE
SCIENTIFIC
CORPORATION

Genesee Scientific

e N

GTS WELCO

g e | o | mr |

Step Action

1. This is where you will enter the search terms for products from Hosted Catalogs.

When you search for a product in this manner, you are searching among the hosted
catalog vendors only. You will not see products from non-catalog vendors or
punchout vendors.

Enter the desired information into the search field. In this example,
enter "flexirack".
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Step Action

2. Click on the Go button.
3. You will see all of the suppliers that carry the product that matches what you entered

in the search field.

To see additional information about the vendor, click on the vendor's hame. You
will see if the site is eVA registered, how the purchase order will be delivered to the
vendor, and basic contact information.

4, You can sort the products by clicking on the arrow for the Sort by drop-down list.

Next, you will see how to add items to your cart.

5. Find the item you want to add to your cart.

Enter the desired information into the Quantity field. Enter "2".

6. Click on the Add to Cart button.
7. Find another item to add to your cart. Note that you can select items from multiple

vendors at once.

Enter the desired information into the Quantity field. Enter "3".

8. Click on the Add to Cart button.
9. Scroll to the top to see your cart.

Click on the Cart icon.

™ 101.40 USD
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JackSlenseny & | A Wipigousn [EEEEESE)] Q

2016-03-30 JSJ6B 01

A “UVA
MARKETPLACE

W Shop > Shopping > Shopping Home &

. FlexiRack(TM) Tube Insert View My Cart

Shop Hosted Catalogs |Everything
Go to: advanced search | favorites | forms | non-ed s woms  FlexiRack(TM) System

Results fo

Add Keywords ? | |Results Per Page HiioilEy |
E FlexiRack(TM) System from SIGMA ALDRICH INC 62.80 UsD
Part Number ARLR6000-1EA EA
Manufacturer Part Number ~ ARLR6000 N
Filter Results j c check availability
By Supplier Te add favorite | compare
SIGMA ALDRICH INC (12) @
THOMAS SCIENTIFIC () & FlexiRack(TM) System from SIGMA ALDRICH INC 33.30 Uso
USA SCIENTIFIC INC (8) [@ Part Number ARLR6001-2EA EA
A DAIGGER & COMPANY (4) Manufacturer Part Number ~ ARLRG001 2
PHENIX RESEARCH more c check availability
PRODUCTS (8) - add favorite | compare
By Category T 1 item added, view cart.
Biochemical Reagents (10)
. A <0
Ergonomic Supports (3) FlexiRack(TM) Brackets from SIGMA ALDRICH INC 20.80 UsD
Peptide Synthesizers (2) Part Number ARLR6002-6EA EA
Racks (21) Manufacturer Part Number ~ ARLR6002 N
¢ check availability

By Result Type add favorite | compare

Products (36)

FlexiRack(TM) Tube Insert from SIGMA ALDRICH INC 11.60 UsD
Part Number ARLR6003-1EA EA
Manufacturer Part Number  ARLR6003 3
¢ check availability

Step

Action

10.

Click the Checkout button.

Checkout

11.

The items are in your cart.

If you need to remove an item from the cart, select the item by clicking the
checkbox to the right of the price, and then clicking on the down arrow for the For
selected line items field and choosing Remove Selected Items, then clicking on the
Go button.

If you need to change the quantity of an item, simply change the number in the
quantity field, and click on the Save button.

12.

To see additional information about the vendor, you can click on the link for more
info... or click on the vendor's name. You can see how the purchase order will be
delivered to the vendor and basic contact information.

Next, you will submit your cart.
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JackSlenseny o | A Wigi4ousD [EEEEESE)] Q

< P B UVA
MARKETPIACE
W Shop > My Carts and Orders > Open My Active Shopping Cart= > Summary - Draft

4) Return to shopping cart (4 Continue Shopping

@ All done! The i i ion has been

and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Shopping Cart Comments Attachments Histery - Not Used in UVA Marketplace

Summary (=1
Hide header Hide value descriptions
General ?

Cart Name 2016-03-30 JSJ68 01

Order Delivery

Supplier / Line Item Details 2

Hide line details For selected line \temsm
SIGMA ALDRICH lNC.@ more info.
ST LOUIS 01

eVA Registered SciQuest Will Deliver PO by XML, 3050 SPRUCE ST, ST LOUIS, MO 63103 US
Add non-catalog item for this supplier...

i ar Size / Unit . Ext.
Product Description Catalog No Packaging Price Quantity o2 ]
FlexiRack(TM) System  mor= info... ARLR6001- 2EA 3330 2EA  66.60USD [
2EA EA
Manufacturer ARLRG00L Commedity Code  Lab Supplies
Part Number ©
More hittp://www.sigmaaldrich.com/cata.. A

Step Action

13. Click on the Return Cart to Integrated System button.

Return Cart to Integrated System

14. At this point, you can still change the quantity by clicking in the Quantity field, you
can change the Deliver-To Location, or delete the line entirely by clicking on the
trashcan icon.

15. You can add any relevant information in the Reference Number field, although it is

not required. Information added in the Reference Number field will show up on the
printed purchase order.

Important: When placing requisitions involving the fabrication of capital
equipment, enter the fabrication asset number in the Reference Number field.

16. You can view your preference defaults by clicking on the Update Line icon.

Click on the Update Line icon.

4

Page 51



Training Guide ORACLE'

USER PRODUCTIVITY KIT

Step

Action

17.

Notice that PTAEO preferences default.

You can override any of the PTAEOQ fields if needed. You must make any necessary
changes on each line separately.

You may also add a Note to Buyer (which is an internal note) or a Note to Supplier
(which will be sent to the vendor).

If any changes are made, you must click both the Apply checkmark, and the Save
button.

18.

Always ensure that the Expenditure Type field is accurate, since it should be
changed depending on what is being purchased.

Note that the Expenditure Type field is a required field.

UVa Integrated System iprocurement

RequisitionsiOrders  Shop  Post Award Requests  Receiving  Assessments Feedback

Edit and Submit Requisition Check Funds | Save  Printable Page = Submit

* Indicates required field

Requisition 1191415

Total 101.40 USD
* Description  FlexiRack(TM) System
Justification

Select Lines: | Update | Copy | Delete |} =

Select All | Select None

Select Details Deseription Quantity Unit  Price ATI_‘I’SB; Deliver-To Location  Reference Number Uf:::e Delete

O b FlexRackTM) System 2 Ean 223UsD 6660 BDBROD a 2 @

O »  [edRacTi)Tue 3 Each 116USD 3480 BDBROD Q 7 o
Total 10140

Based on your approval authority, this requisition does not require approval by others.

Approvals

@ TIP Please click on ‘Refresh Approvers’ to view the updated approver(s).

Refresh Approvers = Manage Approvals

[E— No Approvals Required

Notes And Attachments

Step

Action

19.

After checking all fields, including the Deliver-To Location field, click on the
Submit button to submit the requisition.

Submit
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Step Action

20. A confirmation of the submitted requisition will be displayed.
Notice the instructions on where to check on the requisition's status.

Click on the Continue Shopping button.
Continue Shopping

21. To check on the Requisition status, click on the Requistion number button.
1191381
22. When the requisition becomes a purchase order you can see it in the Order number
column.

You will receive an email notification with the purchase order number.

23. The Notifications link is where you can verify the PO Delivery Method (who
delivers the order to the vendor).

This is also where Approvers will review any requisitions they must approve.

24, Congratulations! You have completed the section on Shopping with Hosted
Catalog Suppliers.
End of Procedure.

Comparing Products

Procedure
In this section you will learn how to compare two or more products.

When you compare products, you are only comparing between two or more products from
Hosted Catalog vendors. Products from Punchout Catalogs are not included in the
comparison.

While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other
actions.
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. "UVA JackSlensenv & M A W000USD
MARKETPLACE ?
W Shop > Shopping > Shopping Home v
Shop Hosted Catalogs = |
Go to: advanced search | favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts
WELCOME TO THE UVa ~ Minority Catalog Suppliers ?
MARKETPLACE
Dalv B SOUTHWEST .
Contract Summary Pages and Purchasing aly g VIRGINIA |§qb
Forms can be accessed by clicking below Computer - JANITOR & | o=
peripherals BOOKS & MEDIA SUP... Reagents
lanitaria
. ~ Punch-Out ?
) AMERICA
GO n
~ External Website Suppliers ?
ITC Soft .
contrat | ®
Check for Computers and
Software Here Software
First!
~ Lab Supplies Catalogs ?
GENESEE Thnma;_||
SCIENTIFIC scientihc
R {Punchout) corporation | STSWELCO || o reonte
Genesee Scientific Catalog
Mo )
sae | SA-ALDACH ‘ < ‘ mT
Step Action
. . . . . " "
1. Enter the desired information into the search field. Enter "latex free gloves".
2. Click on the Go button.
3. Scroll down to see the search results.

Click compare to select the items you want to compare.
| compare

4, To remove an item from the comparison, you can click on remove.

Click on compare to select another item.
compare

5. You can see the items that have been selected to compare.

Click on the Compare Selected: 2 button.

Compare Selected: 2

6. To choose an item to add to your cart, change the quantity if desired, and click on
the Add to Cart icon for the item.

You can also select the item by clicking on the checkbox at the top, and clicking on
the Go button next the Add to Cart action.

If you don't want to select any of the items you chose to compare, you can click on
the <<Back to Search Results button.

Page 54




ORACLE Training Guide
USER PRODUCTIVITY KIT

Step Action

7. Congratulations! You have completed the section on comparing products in
the UVA Marketplace.
End of Procedure.

Shopping with Punchout Suppliers
Shopping with Punchout Suppliers

Punchout Suppliers are those vendors that have punchout catalogs in the UVA Marketplace.
Punchout Catalogs are catalogs of products with UVA-negotiated prices where you will
punchout to the vendor's web site to search for and select products.

When you are selecting a Punchout Supplier, you will be opening the supplier's web site and
following the directions on the supplier's site for ordering products. These web sites are
controlled by the vendor and vary in their appearance, navigation, and timeout (the amount of
time you have in the catalog before you are timed out).

Punchout web sites might be unavailable/down:

e To add or remove products
e To update or change pricing
e For other reasons

Sometimes the connection to the supplier cannot be established. This error reads as "Error
UVA Marketplace: The connection to the supplier could not be established". This is not
a result of IS connectivity. You should also contact Procurment Services (434.924.4212) to let
them know there is an issue with a Punchout Supplier/Vendor.

There are several different options available to resolve this issue. Select one of the following
options that works best for your needs. They are:

Option 1: If the order is needed immediately, and you know all the following information,
then complete a Non-Catalog Item form to place the order to the vendor whose punchout site
is not working.

Catalog Number
Product Description
Qty (Quantity)

UOM (Unit of Measure)
Unit Price

Option 2: Select a different supplier/vendor (punchout or other) to complete the order.

Option 3: Wait for the punchout supplier/vendor connectivity issue to be resolved.
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Shopping with Punchout Suppliers
Shopping with Punchout Suppliers

Punchout Suppliers are those vendors that have punchout catalogs in the UVA Marketplace. Punchout
Catalogs are catalogs of products with UVA-negotiated prices where you will punchout to the vendor's web
site to search for and select products.

When you are selecting a Punchout Supplier, you will be opening the supplier's web site and following the
directions on the supplier's site for ordering products. These web sites are controlled by the vendor and
vary in their appearance, navigation, and timeout (the amount of time you have in the catalog before you
are timed out).

Punchout web sites might be unavailable/down:

e Toadd or remove products
e To update or change pricing
e  For other reasons

Sometimes the connection to the supplier cannot be established. This error reads as "Error UVA
Marketplace: The connection to the supplier could not be established". This is not a result of IS
connectivity. You should also contact Procurment Services (434-924-4212) to let them know there is an
issue with a Punchout Supplier/Vendor.

There are several different options available to resolve this issue. Select one of the following options that
works best for your needs. They are:

Option 1: If the order is needed immediately, and you know all the following information, then complete a
Non-Catalog Item form to place the order to the vendor whose punchout site is not working.

Catalog Number
Product Description
Qty (Quantity)

UOM (Unit of Measure)
Unit Price

Option 2: Select a different supplier/vendor (punchout or other) to complete the order.
Option 3: Wait for the punchout supplier/vendor connectivity issue to be resolved.

Procedure
In this section you will learn how to shop with Punchout Suppliers.
While taking the training, you may click on the Actions link in the upper right corner to restart

the section, go to the next step, return to the previous step, close the topic, or initiate other
actions.
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Step Action

1. When you are selecting a Punchout Supplier, you will be opening the supplier's
website and following the directions on the supplier's site for ordering products.

timed out).

Punchout websites are controlled by the vendor and vary in their appearance,
navigation, and timeout (the amount of time you have in the catalog before you are

Next you will see how to access a Punchout Supplier's online catalog.

v el DAY/
MARKETPIACE

W Shop - Shopping  Shoppi

JackSlJensenv ¢ ™ A WoooUusD [EERENEEIe)] Q

?

9 Exit UVa Marketplace

Shop Hosted Catalogs |Everything v

WELCOME TO THE UVa

Go to: advanced search | favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts

~ Minority Catalog Suppliers

MARKETPLACE
gy Do
| ‘:IZE“‘( . BOOKS & MEDIA
~ Punch-Out ?
c
~ External Website Suppliers ?
ITC Software
Central
~ Lab Supplies Catalogs ?
WREZ {Punchaut)
g || o |y :
Step Action
2. For this example you will simulate an order from a Punchout supplier.
Click on America To Go.
3. Most vendors will have several different methods to search for products. Search for
your product and add to your cart according to the vendor's directions.
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UVA MARKETPLACE PUNCHOUT
5 n . e search menu
J
Have feedback?
[3 Restaurant  Brookile restourant (I
SALAD SALAD
Saisds
New Order delivery ~ (Priced per person.) Served on garden greens.
Salads Beet, Goat Cheese and White
[ 5| Brookville Cobb Ham and $7000% |- e Wine Vinaigrette
[5] il SANDWICHES
Beverage Assortment Senduiches $12.00
DESSERT
Beverage Assortment $15.005| | conies Brookville Cobb Ham and Roast
Paper Products BEVERAGES Chicken
Paper Products §.00%| | Beverage Assorimen: s
14.00
PAPER PRODUCTS
Subtotal 85.00 [—— Prepared with hard-boiled egg, bacon, fomato and
cts biue cheese dressing.
Detvery LY CUSTOM CATERING
Tax 5.83 P Chicken, Bacon, Onion and
Tip 20.00 k41 Ranch Dressing
Total 135.83 it
= X4 | 5. Becker Pathology 428 $12.00
X;Lgﬁ‘r:er (as is) is available for T 5. Becker Patn Stat 4.22 Chicken Cacsar $12.00
M-Sa: 11am to 9pm Prepared with homemade croutons and Caesar
dressing.
Green Sala $10.00
ed v te wine vinaigrette and smoked
S— ”
Click here for a summary of delivery and order
information for UVA Marketplace / ATG
Punch-Out Vendors v
.. . ' . . .
4. When you have finished shopping on the vendor's website, click on their order

button.

Click on the Check Out button.

5. To see additional information about the vendor, click on the more info... link or click
on the vendor's name. You can see how the purchase order will be delivered to the
vendor and basic contact information.

6. Click on the Return Cart to Integrated System button.
Return Cart to Integrated System
7. Remember to ensure that you are using the correct PTAEOQ if you have set
preferences.

Click on the Update Line pencil icon to select another PTAEQ set in preferences,
split the PTAEO, or to override the fields that defaulted.

Click on the Submit button.
Submit

You will receive a confirmation when the requisition has been submitted.

Congratulations! You have completed the section on shopping with Punchout
Suppliers in the UVA Marketplace.
End of Procedure.
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Creating Non-Catalog Item Orders

Procedure

In this section you will learn how to use the non-catalog item form to purchase from

Training Guide

vendors who either 1) do not have a catalog in the UVA Marketplace, or 2) who have items
you need to purchase that are not listed in their catalogs or are special-order items, or 3) to
purchase items whose price is reduced especially for you, or 4) when a punch-out vendor's
website is not available.

To complete the non-catalog item form, you select the vendor, complete the on-line form
with the information required to complete the purchase, and add products to your shopping
cart. You must complete all fields on the non-catalog item form.

JackSlJensenv ¢ ™ A WoooUusD [EERENEEIe)] Q

= UVA
RKETPIACE ?
' Shop > Shapping > Shopping Home
Shop Hested Catalogs [Go | ‘
Go to: advanced search | favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts
WELCOME TO THE UVa ~ Minority Catalog Suppliers
MARKETPLACE SOUTHWEST
Daly Tomplata apf
et g E rone IE-'?-
~ Punch-Out
c
v External Website Suppliers
ITC Software
Cre o ®
+ Lab Supplies Catalogs
GENESEE
) — oo erswco
Genesee Scientific
g || o |y
Step Action
1. Click on the non-catalog form link.
| nen-catalog item
2. Click in the Enter Supplier field.
3. You can type part of the name of the vendor in the Enter Supplier search field and

the list of vendors with that word in their name will appear.

For this example you are going to search for Beckman Coulter Inc as the Non-

Catalog Item vendor.

Enter "Beckman".
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Step

Action

4.

All vendors with "Beckman' anywhere in the name will appear on the list.

The list is sorted by best match, based on the way that UVA has flagged the
vendors. This means that contract vendors, and DMBE-certified (minority or
woman-owned) vendors will appear first.

If the list of vendors matching your search criteria is long, you will see "'click here
to view more supplier results™, which will give you the complete list of vendors (it
may be more than one page) with the vendor's site listed.

Click on BECKMAN COULTER INC.
BECKMAN COULTER INC [] &4

You can also change the supplier by clicking on select different supplier.

When you select the vendor from the list, you automatically select the site.

If there are multiple sites, you can change the site by clicking on select different
fulfillment center.

For this example, you have selected the eV A registered site.

Notice how the PO is delivered, so you know whether or not you have to fax or mail
the PO to the vendor or if it will be sent automatically, and whether the site is an
eVA registered site.

For this example, the user must deliver the PO to the vendor.

10.

Enter detailed information about the product into the Product Description field.
The Product Description field must include enough detail to satisfy eVA
requirements for line item detail and permit the supplier to identify and fill
your order.

You are limited to 254 characters for this field, however.

Click in the Product Name/Description field.

11.

Enter the desired information into the Product Name/Description field.

Enter "Tubing kit".

12.

Press the [Tab] key on your keyboard to move through the fields.
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Step Action

13. Enter the catalog number in the Catalog No. field.

If there is not a catalog number, enter "None" or if you do not know the catalog
number enter "Unknown".

DO NOT enter item descriptions in this field.

Enter "144689" into the Catalog No. field.

14. Before completing the Quantity, Unit Price,and Unit of Measure, determine if you
will be receiving one item for a specific price or multiple items/services at different
varying dollar amounts.

Examples of Right and Wrong Item Line Entry can be found at
http://www.procurement.virginia.edu/pagecorrectcoding.

15. Once decided, follow the appropriate guide below.

Single Item:

- Quantity equals the number of item(s).

- Unit of Measure (UOM) is selected from the drop down list (usually Each).
- Unit Price is the total dollar amount of the item(s).

Multiple Items/Services:

Usually are multiple invoices that are for different varying dollar amounts.
- Quantity equals the total dollar amount.

- UOM equals Dollar (U.S. Dollar)

- Unit Price isa 1 (One).

16. The "Dollar' Order Exception -When Should It Be Used?

There are times when it is important to use a dollar order to make invoice matching
in the Integrated System possible.

Lumping multiple items together on one line with UOM "USD (dollar)":

*Must be used when the unit price cannot be accurately determined in advance. This
ensures that invoice(s) can be matched and that the PO can be reduced later if
needed. These will most often be standing orders.

*May be used on an order for an assortment of varied small dollar items that it
would be impratical and not useful to describe items individually and ascribe unit
prices to. (Example:200 t-shirts in 20 different size and color combinations).

17. Enter the desired information into the Quantity field.

Note for Dollar Orders only, the Quantity will be the total dollar amount expected
for the invoice, rounded up to the next dollar amount.

This is not a dollar order, so enter a Quantity of "1".
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Step

Action

18.

The default Unit of Measure is "EA-Each”. However, you can change it as needed
by clicking on the button to the right of the field.

19.

This is a sample of some other Unit of Measures you can select.
Note if this is a Dollar Order, then select USD from the list of values.

For this example, the default of EA-Each has been selected for you.

20.

Enter the desired information into the Unit Price field.
Note for Dollar Orders only, the Unit Price will be a "1".

This is not a dollar order so enter the unit price of *300.00".

21.

You can enter health, safety, and environmental information, if applicable, by
checking these checkboxes.

Items are still identified by expenditure type for health and safety requirements as
well.

22.

If this is the only item you wish to purchase, you would click on the Save and Close
button.

In this example, you wish to purchase another item from the same vendor.

Click on the Save and Add Another button to enter another item.

Save and Add Another

23.

The first ordered item is shown in the Recently added items list

Enter the desired information into the Product Name/Description field for the next
item.

Enter "Ti 15 rotor".

Note: Press the [TAB] key on your keyboard to move through the fields.

24.

Enter the catalog number is the Catalog No. field.

If there is not a catalog number, enter "None™ or "Unknown" if you do not know the
catalog number.

DO NOT enter item descriptions in this field.

Enter "333857" into the Catalog No. field.

25.

Enter the desired information into the Quantity field.

Entera "1".
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Step Action

26. Enter the desired information into the Unit Price field.

Enter "2500.00".

217. The default Unit of Measure is "EA-Each". However, you can change the Unit of
Measure as needed.

For this example, the default UOM (Unit Of Measure) has been selected for you.

28. Click on the Save and Close button.

Save and Close

29. The cart icon is located in the upper right hand corner. Note the total dollar amount
of the cart.

Next, click the cart icon to proceed to checkout.

30. Click the Checkout button to submit the cart.

e

] --=E UVA
MARKETPIACE

JackSJensen¥ < ™ A W330000USD |[EEEEEIEe) Q

W Shop > My Cartsand Orders > Open My Active Shopping Cart =

5 Exit UVa Marketplace

Return Cart to Integrated System

4 Return to shopping cart (4) Continue Shopping

& All done! The required i ion has been

and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Shopping Cart Comments | Attachments | History - Not Used in UVA Marketplace

Summary 2 2

Hide header Hide value descriptions
General &

Cart Name 2016-03-31J5J68 03

Order Delivery

Supplier / Line Item Details ?
Hide line details For selected line items [Add to Favorites | [
BECKMAN COULTER INC ({4 rrore info.

BREALS994

VA Registered,User Must Deliver PO, 250 5. KRAMER BLVD W52, BREA, CA 92822-0550 US

Add non-catalog item for this supplier..
Product Description Size /

Catalog No Unit Quantity  Ext.Price [

Packaging Price
Tubing Kit 3  more info. 144689 1/EA 30000 1EA  300.00UsD [
Commodity Code  Miscellaneous
TilSrotor B  more info. 333857 1/EA 2,50000 1EA 2,500.00 USD [| v
con _—

Step Action

31. Review the cart details for correctness.

Click on the Return Cart to Integrated System button.

Return Cart to Integrated System
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UVa Integrated System iprocurement

RequisitionsiOrders  Shop ~ Post Award Requests  Receiving  Assessments  Feedback

Edit and Submit Requisition Check Funds | Save | Printable Page = Submit

* Indicates required field

Requisition 1191384

Total 2,800.00 USD
* Description  Tubing Kit
Justification
Select Lines: Update | Copy | Delete |} 2
Select All | Select None

- . N Amount " = Reference Update
Select Details D I tity Unit P Need By Dat Deliver-To Locati ;
elect Details Description  Quantity Uni ice “\jgp) Need By Date liver-To Location €& T
O » Tubing Kit 1 Each 300 USD 3ppgp | 02-APr-201600:00:00 ©  BOBROD Q
31-Mar-2018 18:45:00
o » i 16 rotor 1 Each 2500 USD  2,500.00 OZAPF20160000:00 B gpppop a 7
(example: 31-Mar-2016 10:45:00)
Total 230000
< >

Based on your approval authority, this requisition does not require approval by others.
Approvals
@TIP Please click on ‘Refresh Approvers' to view the updated approver(s).

Refresh Approvers | Manage Approvals

E—* No Approvals Required

Mlndnn Ao Abbmnlimnnmbn

Step Action

32. Review the Requisition Information page for correctness; especially the Deliver-
To Location and the PTAEO information from the Update Line icon.

Click on the Submit button.

Submit
33. You will receive a confirmation when the requisition has been submitted.
34. Congratulations! You have completed the section on how to make purchases in

the UVA Marketplace, using the non-catalog item form. You should also have
an understanding of the appropriate uses of the non-catalog item form.
End of Procedure.

Requesting Buyer Assistance

Procedure
You can request assistance with purchases from a Buyer in Procurement Services.

Use the Buyer Assist form when the:
-Vendor will not accept a purchase order
-Vendor requires a signature on a contract
-Vendor requires a prepayment

Note: No purchase order will be created until the requisition has been reviewed by a Procurement
and Supplier Diversity Services buyer.
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While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other
actions.

UVa Integrated System iprocurement v % ® * . ‘“ Logged in As JsJ6B (@ &£

RequisitionsiOrders | Shop | Post Award Requests  Receiving  Assessments  Feedback

Stores | BuyerAssist | Shopping Lists

Search UVA Marketplace[ ] Go

Welcome, Jensen, Jack SI UVA PO Purchaser

Shopping Cart

@TIP Click on UVA Marketplace icon to begin shopping eiap, Y
our cart is emp!

UVA
ETPIACE

Purchasing News
+ Check Frequently Asked Questions
Full List|  + Buying and Paying Basics

1
My Requisitions

Ha b4y @

Requisition Description (E“S'S)' Status  Change LoPress
1191386 Tubing Kit 2,800.00 Appro.. |3
1191384 Tubing Kit 2,800.00 Appro. B
04/04/2016 Brookville Restaurant 5 Note: finance meeting. 5
1191383 Beverage Assortment 5 Paper Products 5 Brookville Cobb Ham and 135.83 Appro. |3
Roast Chicken
1191381 FlexiRack(TM) System 101.40 Appro.. B
Copyright (c} 1998, 2015, Oracle and/or its affiliates. All rights reserved Privacy Statement

Step Action

1. Click on the Buyer Assist tab.
Buyer Assist
2. The Item Type selected will depend on whether you are buying Goods or buying
Services.

Note: Select either Goods billed by quantity or Services billed by quantity if you
do not wish to encumber funds.

3. Enter as much information as possible about the item(s) in the Item Description
field.

You may also enter any suggested suppliers. The supplier's name should be entered
as it appears in the Vendor file.

Also include the Deliver-To Location information (where you want the goods to be
sent) in the Item Description field.

In this example, the Item Description has been entered for you.
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Step Action

4. The Category you select helps determine which Buyer is assigned to review the
requisition.

You may use the flashlight icon to search for a specific category. The "%" sign is
the search wildcard.

In this example, the Category has been entered for you.

5. Before completing the next three fields, determine if you will be receiving one item
for a specific price or multiple items/services at different varying dollar amounts.
Once decided, follow the appropriate guide below.

Single Item:

- Quantity equals the number of item(s).

- Unit of Measure (UOM) is selected from the drop down list (usually Each).
- Rate per Unit is the total dollar amount of the item(s).

Multiple Items/Services:

Usually are multiple invoices that are for different varying dollar amounts.
- Quantity equals the total dollar amount.

- UOM equals Dollar (U.S. Dollar)

- Rate per Unitisa 1 (One).

6. For this example the Quantity, Unit of Measure, and Rate per Unit have been
entered for you.
7. Click on the Add to Cart button.
Add to Cart
8. Notice that the line has been added to your cart. You can request help with another

line item by clicking on Clear All (which clears the fields, but does not delete the
line), entering the information for the next line and clicking on the Add to Cart
button.

9. Click on the View Cart and Checkout button.
View Cart and Checkout
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Copyright (c)

UVa Integrated System iprof

RequisitionsiOrders | Shop | P

Stores Buyer Assist She

Non-Catalog Reques

* Indicates required field

* Item Type
* ltem Description

* Category

* Quantity

* Unit of Measure
* Rate per Unit

* Currency

@TIP After Adding Line To Cart]
requisition lines

@ oo m

Shopping Cart

LB

* Description  Consulting Services for Training for Human Resources Department

Justification

* Need-By Date

* Deliver-To Location
} Show Delivery and Billing

Line Item Description
Consuiting Servi

1 ces for Training
for Human Re...

L9

Continue Shopping

02-Apr-2016 00:00:00 )

(exsmple: 31-Mar-2018 18:45.00)

BDBROD

Unit

y:

Edit

Quantity

5

Price

5000 USD

Total

Training Guide

Amount (USD)  Delete
26,000.00 @
25,000.00

©)

Submit

015, Oracle and/or its affiliates. All rights reserved

Privacy Statement

Step Action

10. Note: No purchase order number will be generated until Procurement has reviewed
the requisition.
Click on the Submit button.

11. Congratulations! You have completed the section on Requesting Buyer

Assistance.

End of Procedure.

Creating a Quick Order

Procedure

Use Quick Order when you know a particular catalog or sku number, and do not need to

view or compare products.

While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other

actions.
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Shop Hosted Catalogs

Everything v
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Search (Alt+Q)

?

9 Exit Uva Marketplace

1

WELCOME TO THE UVa
MARKETPLACE

Go to: advanced search | favorites | forms | non-catalog item | quick order

~ Minority Catalog Suppliers

Browse: suppliers | categories | contracts

Dalv H SOUTHWEST -
Contract Summary Pages and Purchasing aly H (= e VIRGINIA I
Forms can be accessed by clicking below Computer JANITOR &
P BOOKS & MEDLA
peripherals SUP...
lanitoria
¥ Punch-Out ?
) AMERICA
GO n
~ External Website Suppliers ?
ITC Software
Central @
Check for Computers and
Seftwars Here Software
~ Lab Supplies Catalogs ?
GENESEE Thomas ’
SCIENTIFIC clentine
(Punchout) corporaTion| CTSWELCC | o Faverite
Catalog
Mo v
| Stna-ALDACH < ‘ mT ‘

Action

| quick order

Click on the quick order link.

TUVA
MARKETPIACE

™ Shop  Shopping © Quick Order =

Quick Order
Part Number (SKU)
part Number (SKU)
Part Number (SKU)
Part Number (SKU)

Part Number (SKU)

back to shop...

Search (Alt+Q)
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Step Action
2. You will enter the catalog or SKU number. It is possible that a manufacturer or part
number will also result in a match.
Enter the desired information into the Part Number (SKU) field.
Enter "plt556".
W R UVA JackSlensen~ J ™ A ™000USD
MARKETPLACE
W = Shop > Shopping > Quick Order
Quick Order back to shop...
category
Part Number (SKU) plt556
S
Part Number (SKU)
Step Action
3. Click on the Add to Active Cart button.
Add to Active Cart
4, If your search returns no results, then verify the Part Number (SKU) was entered
correctly. This could mean that item may no longer be available.
Re-query for a different item, as needed.
5. This example is a requery with part number 1120.

When you add items to your cart with Quick Order, you will see a confirmation of
what you have added.

If your search returns more than one item you will see the items and vendors so that
you can select one.
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: "UVA JackSlenseny Jr M A W
MARKETPILACE

™ Shop

Shopping  Shopping Home = > Quick Order -
NYLON MEMBRANES, 20 SHEETS from SIGMA ALDRICH INC
Part Number 000000011209293001
Manufacturer Info 11209299001 - (ROCHE)

<

CENT.TUBE W/CAP PC 10ML.PK12 from THOMAS SCIENTIFIC

Part Number 2611B18 (1/PK)
Manufacturer Info 112041 - (LABCOR PRODUCTS)
<

hinged racks, 20 racks of 96 tips (1920 tips). RNase, DNase, DNA
free, and non-pyrogenic. from USA SCIENTIFIC INC

Part Number 1120-1812
Manufacturer Info 1120-1812 - (USA Scientific Brand)
B

TipOne(R) 0.1-10 ul natural, elongated filter pipet tips in sterilized
hinged racks, 20 racks of 96 tips (1920 tips). RNase, DNase, DNA
free, and non-pyrogenic. from USA SCIENTIFIC INC

Part Number 1120-3812

Manufacturer Info 1120-3812 - (USA Scientific Brand)

ORACLE

USER PRODUCTIVITY KIT

EA

1 Add to Cart |V

check availability
add favorite | compare

Order from Supplier 21
1/PK
add favorite | compare

159.50 uso
20microL, UN

1 Add to Cart |V

add favorite | compare

159.50 usp
10microl, UN

1 Add to Cart | ¥

add favorite | compare

[
TipOne(R) 1-200 ul Graduated Filter Pipet Tips, 20 racks of 96 tips 159.50 UsD
(1920 tips) from USA SCIENTIFIC INC 200microL, UN
Part Number 1120-8812 1
Manufacturer Info 1120-8812 - (USA Scientific Brand) add favorite | compare
[
TipOne(R) 1-100 ul natural, beveled filter pipet tips in sterilized 159.50 UsD
hinged racks, 20 racks of 96 tips (19200 tips). RNase, DNase, DNA 100micral, UN
free, and non-pyrogenic. from USA SCIENTIFIC INC 1

VOIS Search (Alt+Q) Q

?

197.00 UsD

Action

6. Click on the Add to Cart button.

Add to Cart

s JVA
MARKETPLACE

W Shop  Shopping  Shopping Homew er- A
NYLON MEMBRANES, 20 SHEETS from SIGMA ALDRICH INC
Part Number 000000011209299001

Manufacturer Info
<

11209299001 - (ROCHE)

CENT.TUBE W/CAP PC 10ML.PK12 from THOMAS SCIENTIFIC

Part Number 2611B18 (1/PK)
Manufacturer Info 112041 - (LABCOR PRODUCTS)
c

TipOne(R) 1-20 ul natural, beveled filter pipet tips in sterilized
hinged racks, 20 racks of 96 tips (1920 tips). RNase, DNase, DNA
free, and non-pyrogenic. from USA SCIENTIFIC INC

Part Number 1120-1812
Manufacturer Info 1120-1812 - (USA Scientific Brand)
<

TipOne(R) 0.1-10 ul natural, elongated filter pipet tips in sterilized
hinged racks, 20 racks of 96 tips (1920 tips). RNase, DNase, DNA
free, and non-pyrogenic. from USA SCIENTIFIC INC

Part Number 1120-3812

Manufacturer Info 1120-3812 - (USA Scientific Brand)

<

TipOne(R) 1-200 ul Graduated Filter Pipet Tips, 20 racks of 96 tips
(1920 tips) from USA SCIENTIFIC INC

EA

1 Add to Cart |v

check availability
add favorite | compare

Order from Supplier 21
1/PK
add favorite | compare

159.50 usD
20microl, UN

1 Add to Cart |V

add favorite | compare

159.50 uso
10microL. UN

1 Add to Cart |v

add favorite | compare

159.50 uso
200microL, UN

Part Mumber 1120-8812 n
Manufacturer Info 1120-8812 - (USA Scientific Brand) add favorite | compare
<
TipOne(R) 1-100 ul natural, beveled filter pipet tips in sterilized 159.50 uso
hinged racks, 20 racks of 96 tips (19200 tips). RNase, DNase, DNA 100microL, UN
free, and non-pyrogenic. from USA SCIENTIFIC INC 1

?

) Exit UVa Marketplace

197.00 uso
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Step Action

7. View the cart by clicking on the link.

W 159 50 USD

JackSJensen¥ ¢ ™ & Wi59500SD [EEERENETIe)] Q

W Shop > Shopping > Shopping Home < My Cart ZRI8 08 S Lises

NYLON MEMBRANES, 20 S TipOne(R) 1-20 ul natural, bevel... View My Cart

art Numbe: of

Part Number Checkout
Manufacturer Info 1]

¢

159.50 USD

CENT.TUBE W/CAP PC 10ML.PK12 from THOMAS SCIENTIFIC Order from Supplier 21
Part Number 2611B18 (1/PK) 1/PK
Manufacturer Info 112041 - (LABCOR PRODUCTS) add favorite | compare
c

TipOne(R) 1-20 ul natural, beveled filter pipet tips in sterilized 159.50 uso

hinged racks, 20 racks of 96 tips (1920 tips). RNase, DNase, DNA 20microl, UN

free, and non-pyrogenic. from USA SCIENTIFIC INC 1
Part Number 1120-1812 add favorite | compare
Manufacturer Info 1120-1812 - (USA Scientific Brand)
c

TipOne(R) 0.1-10 ul natural, elongated filter pipet tips in sterilized 159.50 uso

hinged racks, 20 racks of 96 tips (1920 tips). RNase, DNase, DNA 10microL, UN

free, and non-pyrogenic. from USA SCIENTIFIC INC N
Part Number 1120-3812 add favorite | compare
Manufacturer Info 1120-3812 - (USA Scientific Brand)
c

TipOne(R) 1-200 ul Graduated Filter Pipet Tips, 20 racks of 96 tips 159,50 uso

(1920 tips) from USA SCIENTIFIC INC 200microl, UN
Part Mumber 1120-8812 n
Manufacturer Info 1120-8812 - (USA Scientific Brand) add favorite | compare
c

TipOne(R) 1-100 ul natural, beveled filter pipet tips in sterilized 159.50 uso

hinged racks, 20 racks of 96 tips (19200 tips). RNase, DNase, DNA 100microl, UN

free, and non-pyrogenic. from USA SCIENTIFIC INC 1 v

Step Action
8. Click the View My Cart link.
View My Cart
9. If you need to remove an item from the cart, select the item by clicking the

checkbox to the right of the extended price, and then clicking on the down arrow for
the For selected line items field and choosing Remove Selected Items, then
clicking on the Go button.

If you need to change the quantity of an item, simply change the number in the
Quantity field.
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= UVA

MARKETPLACE

W Shop > My Carts and Orders > Open My Active Shopping Cart >

.h%g Shopping Cart  wrisecs sensen

Add Non-Catalog Item | (£

Cart Name 12016-03-31 JSJEB 05
Order Delivery

Select from all values.
Clear selected value.

Supplier / Line Item Details

Show line details

USA SCIENTIFIC INC .@ﬁ more info..
OCALA 01

Add non-catalog item for this supplier...

Product Description

info...

eVA Registered, sciQuest Will Deliver PO by eMail,, 346 SW 5TTH AVE, OCALA, FL 34478 US

TipOne(R) 1-20 ul natural, beveled filter pipet tips in sterilized hinged racks, 20 1120-1812
racks of 96 tips (1920 tips). RNase, DNase, DNA fres, and non-pyrogenic.  more UN

shipping, Handling and Tax charges are calculated and charged by each supplier. No estimate is provided here but the
amounts will be included on the supplier invoice. Vendars may have minimum order size requirements.

JackSlensenv % ™ A WisgsousD [N Q

1) Continue Shopping

1ltem(s) for a total of 159.50 uso

Return Cart to Integrated System

?

For selectad line items | Add to Favorites v

CatalogNo  Size / Packaging P‘:::': Quantity  Ext.Price [

20microL 15850 |1 UN159.50 UsD [

Supplier subtotal 159.50USD

Subtotal 159.50
Total 159.50 USD

Return Cart to Integrated System

view cart history

Step

Action

10.

Change the quantity here if you need to.

In the Quantity field, change the quantity if appropriate. Enter "3".

11.

Click on the Save/Update button.

12.

Click on the Return Cart to Integrated System button.

Return Cart to Integrated System
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UVa Integrated System iprocurement

RequisitionsiOrders  Shop  Post Award Requests  Receiving  Assessments Feedback

Edit and Submit Requisition CheckFunds Save  Printable Page = Submit

* Indicates required field

Requisition 1191388

Total 478.50 USD
* Description  TipOne(R) 1-20 ul natural, beveled filter pipet tips in sterilized hinged racks
Justification
Select Lines: | Update || Copy | Delete |3 =
Select All | Select None

mount Reference  Update

Select Details Description Quantity Unit Price A(USD' Need By Date Deliver-To Location - Line Delete
TipOne(R)
1-20ul
natural,
beveled filter
e
O » gg‘?:fk’sa;fs 3 Each 1505USD  478.50 fi':_pfzj”'”?m? o ”—° BDBROD Q v @
96 tips (1920 S S A ERn 8
tips). RNase,
DNase, DNA
free, and
:;:gﬂenlc.
Total 47850
< >
Based on your approval authority, this requisition does net require approval by others
Approvals
@ TIP Please click on ‘Refresh Approvers’ to view the updated approver(s). v
Refresh Approvers ~ Manage Approvals
<
Step Action
13. Click on the Submit button.
Submit
14. Congratulations! You have completed the section on purchasing products
using the Quick Order feature in the UVA Marketplace.
End of Procedure.

Splitting a PTAEO for Purchases
Procedure

You may split a purchase among several PTAEQSs, or you may need to change the expenditure
type for only one of the lines of a purchase. The following instructions will show you how.

While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other
actions.
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UVa Integrated System iprocurement | LoggedIn As JSJ6B

RequisitionsiOrders  Shop  Post Award Requests  Receiving  Assessments Feedback

Edit and Submit Requisition CheckFunds Save  Printable Page = Submit

* Indicates required field

Requisition 1191389

Total 687.41USD
* Description  Vertical Ad). Single Slab Gel Systems Plate L (mm): 145-280
Justification
Select Lines: | Update || Copy | Delete |3 =
Select All | Select None

Select Details Descri Quantity Unit Price AMOUNt .. i By Date Deliver-To Location ~ Reference  Update pp
(UsD) Number Line
Vertical Adj.
Single Slab B
Gel Systems 03-Apr-2016 00:00:00 e
1 Each 687.41USD 68741 BDBRCD Q
O » el 2 o 17ta201 154500 s B
(mm: 145-
280
Total 687.41
< >

Based on your approval authority, this requisition does not require approval by others.

Approvals

@ TIP Please click on ‘Refresh Approvers’ to view the updated approver(s).

Refresh Approvers | Manage Approvals

[E—" No Approvals Required

Natae And Attarhmante
<

Step Action

1. In order to view / update the PTAEO information, click on the Update Lines icon.

4

UVa Integrated System iprocurement

RequisitionsiOrders  Shop  Post Award Requests  Receiving  Assessments Feedback

Edit and Submit Requisition Check Funds | Save | Printable Page | Submit
Update Line x
Amoumt esrE Manufacturer
Currency USD ~
Manufacturer Part Number
Notes
Note To Buyer Note To Supplier

o< {

ng

. PTAEQ . . E; dite
Line .o ites GL Date Project Task Award Type Fo D

1 ﬂ 01-Apr-2016  fg 101302 Q 101 Q LGO0D0S Q Q 31680 AS-Biology

@ TIP Total allocation must equal 100% of the selected line values.

[ Apply this Cost Allocation information to all applicable requisition lines

v
< >
[E—" No Approvals Required
v
Nntas And Attarhmente
< >
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Step Action

2. Click on the Add Another Row icon.
—+
3. You can click on the arrow for the Nickname field to view and select a preset

PTAEO preference.

If you only have one PTAEO preference entered, it will default, like shown here.

4, Enter the desired information into the Project field. Enter "100000".

Overriding the information in the Project field, will automatically erase the
information in the Task and Award fields.

Enter the desired information into the Task field. Enter "101",

Click in the Award field.

Enter the Award. In this training session the award will be entered automatically.

7. Click in the Expenditure Type field.
Enter the Expenditure Type.

In this training session the Expenditure Type will be entered for you automatically.

8. When you scroll over to see the Percent, Quantity and Amount fields, the first line
will default with 100 Percent, and the total Quantity of items ordered, and the total
Amount.

You can change the Percent, Quantity or Amount Fields; you do not have to
change all three. If you change one, the others will change automatically based on
the value you input.

Page 75



Training Guide ORACLE'
USER PRODUCTIVITY KIT

UVa Integrated System iprocurement

Logged In As JSJ6B
Requisitions/Orders  Shop  Post Award Requests  Receiving  Assessments  Feedback
Update Line x
Manufacturer
Manufacturer Part Number ~
Note To Supplier Note To Receiver
Award Expenditure Type graa"i;ﬁon Erpenditure ftem Percent Quantity Amount (USD) Delete
Q LGO00005 Q Eq NonCapital Laba @ 31680 AS-Biology 4 @ 01-Apr-2016 [ 100 1 687.41 i)
Q DI00020 Q Eq NonCapital Laba @ 31680 AS-Biology 4 @ 01-Apr-2016 [ i)
Total 100 1 687.41
v
< >
[ Approvals
@ TIP Please click on 'Refresh Approvers' o view the updated approver(s).
Refresh Approvers Manage Approvals
[E—> No Approvals Required v
>
Step Action
9. For this example, you will split the expense equally between the two different
PTAEO's.
Enter "50" in the Percent field for line one and TAB.

UVa Integrated System iprocurement

ed In As JSJ6B
Requisitions/Orders  Shop  Post Award Requests Receiving Assessments Feedback
Update Line X
Manufacturer ~
Vianufacturer Part Number
Note To Supplier Note To Receiver
P E: E: i Item 3
Award Expenditure Type Organization Date Percent Quantity Amount (USD) Delete
Q LG00005 Q Eg NonCapital Laba <, 31680 AS-Biology v Q 01-Apr-2016 (e 50 0.5 34371 m
Q 0100020 Q Eg NonCapital Laba <, 31680 AS-Biology v Q 01-Apr-2016 (e m
Total 50 05 34371
v
< >
Approvals
@ TIP Please click on ‘Refresh Approvers’ to view the updated approver(s).
Refresh Approvers = Manage Approvals
. v
[E—> No Approvals Required
>
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Step Action

10. Enter the desired information into the Percent field. Enter "50" and TAB.

Note: The total percent must equal 100.

11. After entering the information in the Percent, Quantity, or Amount field, the other
two fields will automatically default when you navigate out of the field, whether by
clicking out or pressing [Tab].

12. If you want to apply the split to all lines of the requisition, check the checkbox to the
left of "Apply this Cost Allocation information to all applicable requisition
lines".

13. Click on the Apply button.

14. Click on the Submit button.

Submit
15. Congratulations! You have completed the section on splitting a PTAEO for

purchases made in the UVA Marketplace.
End of Procedure.

Adding Notes to Approvers, Buyers, Suppliers, or Receivers
Procedure

In this section you will learn how to add notes to the approvers, the buyers, the suppliers,
and/or the receivers.

While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other
actions.

Step Action

1. The note to the Approver is done on the Justification line, located directly under the
Description.

You enter your notes to the buyer, the supplier, and/or receiver in iProcurement,
from the Requisition Information page via the Update Line icon.
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‘ﬂ

UVa Integrated System iprocurement | LoggedinAsJsseB @

Requisitions/Orders  Shop  Post Award Requests  Receiving  Assessments Feedback

Edit and Submit Requisition Check Funds = Save  Printable Page = Submit

* Indicates required figid

Requisition 1191389

Total 687.41USD
* Description  Vertical Ad). Single Slab Gel Systems Plate L (mm): 145-280
Justification
Select Lines: | Update | Copy  Delete | |3 =
Select All | Select None

Select Details Description Quantity Unit Price AMOUNT . 4 By Date Deliver-ToLocation  Reference  Update o\
(USD) Number ine
Vertical Adj
Single Siab .
Gel Systems 03-ApF2D16 000000 G
] » Plate L 1 Each 687.41USD  687.41 BDBROD a 7 @

example: 17-Mar-2016 18:45:00)

Total 687.41

Based on your approval authority, this requisition does not require approval by others.

Approvals

@ TIP Please click on 'Refresh Approvers’ to view the updated approver(s).

Refresh Approvers  Manage Approvals

[E— No Approvals Required

Nntae And Attarhmante

Step

Action

Click on the Update Line icon.

4

You add notes in these fields.

The Note to Buyer and the Note to Receiver fields are internal messages and will not
be put on the purchase order.

It is important to know that your note to the supplier will show up for all purchase
orders created from this requisition. If you order from multiple vendors on a
single requisition, and add a note to the supplier, then all of the vendors will get
the note.
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=2

UVa Integrated System iprocurement | LoggedinAsJsieB @

RequisitionsiOrders  Shop  Post Award Requests  Receiving  Assessments Feedback

Edit and Submit Requisition Check Funds | Save | Printable Page | Submit
Update Line x
Notes

~
Note To Buyer Note To Supplier Note 1
g
PTAEO 3 P Expenditure E
Favorites O Date Project Task Award Expenditure Type DT 0
[v] | 101902 al 101 Q| |LG0000s Q| EgMonCapitallabe Q| 31680 AS-Biology y Q

Total allocation must equal 100% of the selected line values.

pply this Cost Allocation information to all applicable requisition lines

Wy v .
- Close Apply 5
[E—" No Approvals Required
(Nnhe And Attarhmante > Y
Step Action
4, When done adding your notes, click on the Apply button.
5. Click on the Submit button.
Submit
6. Congratulations! You have completed the section on Adding Notes to
Approvers, Buyers, Suppliers and/or Receivers.
End of Procedure.

Adding an Attachment to a Requisition

Procedure

In this section you will learn how to add attachments to requisitions. You can attach
documents, pictures, web sites (URLS), or text attachments.

While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other
actions.
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Step

Action

1.

You add attachments in iProcurement, from the bottom of the Requisition

Information page.

Attachments are internal to UVA and will not be forwarded to the supplier.

Scroll down to the bottom of the page.

Select Details Description  Quantity Unit Price ATL?;S; Need By Date

Vertical Adj.
Single Slab

O » Gel Systems 1 Each B87.41USD 63741 03-Apr-2016 00:00:00
Plate L (example: 17-Mar-2016 19:45:00)
(mmj: 145-

0
Total 83741
<

Based on your approval authority, this requisition does net require approval by others.
Approvals

@ TIP Please click on 'Refresh Approvers' to view the updated approver(s).

[E—* No Approvals Required

Notes And Attachments

Notes

Note To Buyer

Requisition Attachments

Add Attachment... |

Title Type Description  Category  LastUpdatedBy  Last Updated

No results found

Retum to Shopping

fe

Deliver-To Location  Reference  UPdate poyre  ff
Number LI

BDBRCD Y 7 o

2>

Refresh Approvers | Manage Approvals

Usage Update Delete  Publish to Catalog
v

>

<

Step

Action

Click on the Add Attachment... button.
Add Attachment...
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Select Details Descripion Quantity Unit Price A'{‘&‘S; Need By Date Deliver-To Location ~ Reference u{gm Delete
Number LI
Vertical Adj
Single Slab
O » Gel Systems 03-Apr-2016 00:00:00 [Y

{example: 17-Mar-2016 1:45:00)

1 Each 687.41USD  637.41 BDBROD Q V4 o

Plate L
(mm): 145~
280

Total 887 41

< >
Based on your approval authority, this requisition does not require approval by others.
Approvals

@ TIP Please click on ‘Refresh Approvers’ to view the updated approver(s).
Refresh Approvers | Manage Approvals

Add Attachment x
B Attachment TYDE  sport Text v

Title
Description
Not
Category  piscellaneous ]
No Short Text

Req
Cancel | Add Another | Apply

T
Title Type Description  Category  LastUpdated By  LastUpdated  Usage Update Delete  Publish to Catalog
No results found

Retumn to Shopping

< >

Step Action

3. You must specifiy the type of attachment. The default will be Short Text, however
for this example you will attach a file.

Click on the Dropdown Arrow.

V]

4, Click on File

File

5. The Description field is a required field. For this training the description will be
entered for you.

6. Miscellaneous is the default for the Category field.

Do not change it!

7. You will attach a Sole Source Justification form that was completed and saved on a
C: drive of the computer.

Click on the Browse... button.

Browse.

Browsing will allow you to find the file you want to attach and select it.

By clicking on the Add Another button, you can add multiple attachments (short
text and file.) Always verify that the attachment is the correct one.
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Step Action

10. Click on the Apply button.
Apply

- -1
(‘"‘) 2 https:/fis-gat-vpn.adminy.. O - @G| a/a im... | Amazon Music&#.. [ =) & Edit and Submit ..
File Edit View Favorites Tools Help

<

Based on your appreval authority, this requisition does not require approval by others.

Approvals

@ TIP Please click on 'Refresh Approvers’ to view the updated approver(s).

Refresh Approvers ~ Manage Approvals

[E— No Approvals Required

Notes And Attachments

Notes

Note To Buyer

Requisition Attachments

Add |

_ | Add Attachment

x
il . Last Updated By - Last Updated - Usage - Update Delete
Confirmation = v ’ d F

Publish to
Catalog
Sold Attachment SoleSource.Justification.docx has been added successfully J8J68 01-Apr-2016 One-Time s o =8

but not committed; it would be committed when you commit the rest of the
current transaction.

—_——_—_— . . .
.'.l — "Edit and Submit R... n ?) L%Mlcmsoﬁ Lync (L. || O @ Inbox - jsjb@ese... - @ e L ,‘W
" | J 4172016

Step Action

11. Notice the confirmation statement.

Click on the Close button.

Close

12. Click the Submit button.
Submit

Page 82




OoORACLE

USER PRODUCTIVITY KIT

UVa Integrated System iprocurement

RequisitionsiOrders  Shop  Post Award Requests  Receiving  Assessments Feedback

Edit and Submit Requisition
* Indicates required field

Requisition 1191389

Total 687.41USD

* Description  Vertical Adj. Single Slab Gel Systems Plate L (mm): 145-280

Justification

Select Lines: Update | Copy | Delete |3

2

Check Funds = Save

| LoggedinAsysses @

Printable Page = Submit

Select All | Select None

Select Details Descrip L% Confirmation

Requisition 1191389 has been submitted.
Vertical

Single S

O] p  GelSyst Tocheskon tis requisiion's siatus, cick on the Requisitions tab or ook in My Requisitions on the Sop page.
Azl Continue Shoppin
(mm): 1 pping
220

nce Update
ine

Total 687.41

<

Based on your approval authority, this requisition does not require approval by others.
Approvals

@ TIP Please click on ‘Refresh Approvers’ to view the updated approver(s).

[E—" No Approvals Required

Natae And Attarhmante

Refresh Approvers | Manage Approvals

Training Guide

Delete

)

Step Action
13. Click on the Continue Shopping button on the Confirmation screen.
Continue Shopping
14. Click on the Requisitions/Orders tab to view the attachment.
Requisitions/Crders
15. Click on the Requisition 1191389 link.
1191330
16. Notice that Attachment has an item you may view.
17. Congratulations! You have completed the section on adding attachments to

requisitions.
End of Procedure.

Inserting an Approver

Procedure

Inserting an approver allows you to insert an additional approver into your hierarchy
(workflow). The user decides where in the hierarchy the newly inserted approver will fall; before
or after the original approver.This only affects the current requisition.

In this section you will learn how to insert an approver.
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While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other

actions.

A
Edit and Submit Requisition Check Funds | Save | Printable Page = Submit
* Indicates required field
Requisition 1191390
Total 1,560.42 USD
* Description  IKA T10 Dispersing Tool 10 N - & G ST Sawtooth dispersing element
Justification
Select Lines: Update | Copy | Delete |} =
Select All | Select None
Select Details Description Quantity Unit Price ATOUE Need By Date Deliver-ToLocation  Reference  Update o
(usn) Number | Line
IKAT10
Dispersing
Tool STON - =
o » 8GST 1 Each 156042USD 16042 DAPr201800 ¢ BDBROD 4 W
Sawtooth (example: 17-Mar:2 a0)
dispersing
element
Tota 156042
< >
Based on your approval authority, this requisition does net require approval by others.
Approvals
@TIP Please click on ‘Refresh Approvers' to view the updated approver(s)
Refresh Approvers = Manage Approvals
[E— No Approvals Required
Notes And Attachments
Notes v}
< >

1. You can insert an approver in iProcurement after you have submitted your order in
the UVA Marketplace.
Click on the Manage Approvals button.
Manage Approvals
The Insert Approver action button defaults selected.
Select the new approver.
You can click on the search icon, or type in the person's name (last name first) and
press the [Tab] key.
4, For this example, the approver has been entered for you.

The Add to Location defaults to First Approver.
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Edit and Submit Requi Check Funds | Save  Printable Page | Submit A
* Indicates required field
Requisition 1191390
Total 1,550.42 USD
* Description KA T10 Dispersing Tool $10 N - 8 G ST Sawtooth dispersing element
Justification
SelectLines: Update | Copy | Delete | 2
Select All| Select None
) Amount Reference
Select Details Description  Quantity Unit Price '{'ﬁ’;;‘)) Need By Date Deliver-To Location .o ”m:" Dele
IKAT10
Dispersing
Tool S1ON - EEEEEs x
O » 8GST 1 Each 1 ] 7 @
Sawtooth
dispersing Change Managerial Approver ~
element
O Reset Approval List
< | >
Based on your approval authority, this requisition does net | Approver  Marbury, Patricia A (Paty @
* Add to Location  First Approver[v]
Approvals v
Cancel | Submit
@TIP Please click on ‘Refresh Approvers' to view the up
TRefresh Approvers || Manage Approvals
[E—> No Approvals Required
Notes And Attachments
Notes
Note To Buyer v
< >

Action

Click on the Submit button.
Submit

The approver has been added.

UVa Integrated System iprocurement

RequisitionsiOrders  Shop  Post Award Requesis Receiving  Assessments  Feedback

Edit and Submit Requi Check Funds || Save
* Indicates required field
Requisition 1191390
Total 1,560.42 USD
* Description | IKA T10 Dispersing Tool S10 N - 8 G ST Sawtooth dispersing element
Justification
Select Lines: Update | Copy | Delete |F] 2
Select All | Select None
q . . _ . Amount ! .
Select Details Description  Quantity Unit Price "(ysp) Need By Date Deliver-To Location
IKAT10
Dispersing
Tool S10N - 7
O » 8GST 1 Each 1560.42USD 156042 DFAPR201B000000 G gpgpon Q
Sawioolh (example: 17-Mar-2016 18:45:00)
dispersing
element
Total 1:560.42
<

‘Your requisition will be sent to the following list of approvers.

Approvals

@ TIP Please click on ‘Refresh Approvers’ to view the updated approver(s).

[ &

Marbury, Patricia A (Patty)

E—

Logged In As JSJ6B

Refresh Approvers = Manage Approvals

Printable Page  Submit

Reference
Number

Update

Line Del¢

PR
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Step Action

7. If you desire you may print this page using the Printable Page button.

Click on the Submit button.
Submit

8. Congratulations! You have completed the section on Inserting an Approver.
End of Procedure.

Changing Managerial Approver

Procedure

Changing managerial approver allows you to change your approval hierarchy (workflow)
by removing the current approver. Use this option whenever your current approver is not
available (out of the office). This only affects the current requisition.

While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other
actions.

UVa Integrated System iprocurement

RequisitionsiOrders  Shop ~ Post Award Requests  Receiving  Assessments Feedback

Edit and Submit Requisition Check Funds = Save  Printable Page = Submit

* Indicates required field

Requisition 1191390

Total 416.00 USD
" Description  Hemo Klen Tag
Justification

Select Lines: Update | Copy | Delete |} =

Select All | Select None

Amount Reference  Update

Select Details Description  Quantity Unit  Price Need By Date Deliver-To Location 2% Delete
! “ i (USD) 4 Number Line
Hemo =
0O P KenTag- 1 Each 416USD  4tpon CAPFEOIBO00000 & prapan Q PRl |
1,000 rxns example: 17-Mar-2018 18:45:00)
Total 41600

Based on your approval authority, this requisition does not require approval by others.
Approvals

@ TIP Please click on 'Refresh Approvers’ to view the updated approver(s).
Refresh Approvers = Manage Approvals

[E—= No Approvals Required

Notes And Attachments

Notes v

Step Action

1. You can insert an approver in iProcurement after you have submitted your order in
the UVA Marketplace.

Click on the Manage Approvals button.

Manage Approvals
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Step Action

2. The Insert Approver action defaults selected.

3. Click on the Change Managerial Approver radio button.

4, Select the new managerial approver.

You can click on the search icon, or type in the person’'s name (last name first) and
press the [Tab] key.

Click in the New Managerial Approver field.

UVa Integrated System iprocurement

RequisitionsiOrders  Shop  Post Award Requests  Receiving  Assessments Feedback

Edit and Submit Requisition Check Funds | Save  Printable Page = Submit

* Indicates required field

Requisition 1191390

Total 416.00 USD
* Description Hemo Klen Tag
Justification

Select Lines: | Update | Copy | Delete |} =

Select All | Select None

Select Details Description  Quantity Unit | Approvers X Ufi‘:l"e'e Delete
Hemo ) - -

O » KienTag - 1 Each ~ 7 I
1,000 rens

(O Reset Approval List

‘Current Managerial Approver

* New Managerial Approver Clements, Sue B

Based an your approval authority, this requisition does not|
Cancel | Submit

Approvals ancel { SUbmt ™

@ TIP Please click on ‘Refresh Approvers to view the ug i 2

Refresh Approvers | Manage Approvals

[El— No Approvals Required

Notes And Attachments

Notes v

Step Action

5. For this example, a new managerial approver was entered for you.

Click on the Submit button.
Submit

6. The requisition will now route to the new managerial approver.

Click on the Submit button.
Submit
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Step Action

8. Congratulations! You have completed the section on Changing Managerial
Approver.
End of Procedure.

Working with Purchase Requisition Notifications
Procedure

Your Notifications (requisitions that require your approval, etc.) will appear in your
WorKklist.

You may also approve via email, or from the Notifications link on the Requisitions/Orders
tab within iProcurement.

In this section you will learn how to view your notifications in the worklist, and edit and
approve a requisition that has been sent to you for approval.

While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other
actions.

/= Oracle Applications Home Page - Windows Internet Explorer BEER
@\’ i~ [ &) http:jettrmet .admin virginia. sduiB071 /0% _HTHLJGA. jsp?OAFUNC=CAHOMERAGE Bnas=noxcibTolr 7Z43vxSKiy Q.. ] [ | | Pl
File Edit ‘iew Favorites Tools  Help
T @ @ Oracke Applcatians Home Fage ‘ | T - B - & - [ibPage v (G Took - 7
UVa Integrated System  E-Business Suite
B2 Favorites ¥ Logout Preferences Help
Enterprise Search | Al =1 Search Results Display Preference | Standard
Logged In AS DHWSY'
Oracle Applications Home Page

Main Menu T
ERIE Y Full List
@ EIyva Emplovee self-Service From [Type |subject [sent-  [pue
S EJuVA PO Purchaser Clements, PO Req Purchase lon 594550 for Clements,  05-Apr-2011 06-Apr-2011
E uya Marketplace Sue Approval Sue (631.00 USD)

El suppler Entry

& payment Voucher

3 Account pavable

8 B3 pyrchasing
SJuva po Requester
B uva po shopper

& Local intranst L 100%

Step Action

1. Click on the requisition link.

Purchase Requisition 594550 for Clements, 05-Apr-2011 06-Apr-2011
Sue (631.00 USD}
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Step

Action

2.

You can do any of the approval actions you see at the top right, but you may also
view the requisition details and/or edit the requisition.

(= Notification Details - Windows Internet Explorer BEER
@ ()~ [ hitp:jjettenct arimin,virginia,eduiB071 /OA_HTHLIOA, lsp?0AFunc=FND_WFNTF_DETAILS&NFId=35051 s8badderaadcrunts »| |44 | X | | L=
File Edt View Favorites Tooks Help
T 4 @ notification Detais ‘ | B - B - & - [GhPage v GiTook - 7
UVa Integrated System  E-Business Suite
n Navigator v B2 Favorites v Home Logout Pr
Oracle Applications Home Page >
Purchase Requisition 594550 for Clements, Sue (631.00 USD)
Approve | | Approve And Forward | [ Forward | | Reject
From Clements, Sue Description  IgD
To Webster, Donna Requisition Total  631.00 USD
Sent 05-Apr-2011 07:55:: able Tax 0.00 USD
Due 06-Apr-2011 07:55:40
D 3505188
Requisition Li
Cost Price Amount eVA uva
Line Description Supplier Site Center  Unit Quantity  (USD) (USD) Registered DMBE Status Contract
1 1gD BECKMAN COULTER FULLERTON 20020 Each 1 233 233.00 Not eVA Vendor is not DMBE, 30003821C-03
Registered Minority/Woman
2 Bax BECKMAN COULTER FULLERTON 20020 Each 1 398 398.00 Not eVA Vendor is not DMBE, 30003821C-03
INC Registered Minority/Woman
Approval Sequence
E— In Process
Webster, Donna H
Hum Name Action Action Date HNote
1 Clements, Sue B Submitted 05-Apr-2011 07:55:29
2 Clements, Sue B Reserved 05-Apr-2011 07:55:40
3 Webster, Donna H Pending
Related Applications
Done & Local intranet o -

Step

Action

Click on the Vertical Scrollbar to scroll to the bottom of the page to view the
Requisition Details.
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- [5]]

6\:2 v [ hetp:fje1trme1.admin. virginia. du:B07 fOR_HTML{OA, Jsp?OMFUnE=FND_W/FNTF_DETAIL SaNtfld=35051 Ba8addBreadcrumb: = | |42/ % | [Concle

2l

File Edt View Favortes Tooks Help

5 4 @@ notfication Detais

h-8-a

- [k Page « i Tools = 7

INC
2  Bax
INC

Approval Sequence

0]
E— In Process
Webster, Donna H

Hum Name

1 Clements, Sue B
2 Clements, Sue B
3 Webster, Donna H

Related Applications
[E Edit Requisition
[E view Requisition Details
[E] Open Document

Response

BECKMAN COULTER FULLERTON 20020

Registered
398.00 Not eVA
Registered

Each 1 398

Action Date
05-Apr-2011 07:55:28
05-Apr-2011 07:55:40

Action
Submitted
Reserved
Pending

Forward To | All Employees and Users

Minority/Woman
Vendor is not DMBE,
Minority/Woman

5|

30003821C-03

Note

Return to Worklist

Privacy St

'Requis\tmns

[ | 83 Local intranet

[Hoow ~

Action

View Requisition Details

Click on the View Requisition Details button.

Click on the blue Details icon.
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/= Oracle iProcurement: Requisitions - Windows Internet Explorer

6\..} + | &) http:fle1trmet .adnin virginia.edu:B0710A_HTMLJOA jspPORFURc=ICX_POR_REQMGMT_LIFECYCLESreqHeaderld=o78110l = | | $2/| X | [ el

File Edt View Favortes Tooks Help

¢ @ @ Orack Frocurement; Requisiions ‘ | -8

& - 5
UVa Integrated System  E-Business Suite

n Navigator ™ BF Favorites v Shopping Cart Home Logout Preferences Help

Shop g
Requisitions | Notifications | Approvals
Oracle Applications Home Page >  Notification Details >  Requisition 594550 >
Requisition 594550 Line 1: Details

Requisition

Description IgD
Status In Process
Change History No
Header Attachments HNone
[® Show Additional Information

Current Approver Wehster, Danna H
Approver Fhone  434-924-1012
Date Sent to Approver 05-Apr-2011

Order
Mo data exists.
Shipment

Shipment Shipment Date Expected Receipt Date Freight Carrier

Tracking Number
No results found.

Receipt
Receipt Transaction Date Received Unit  Received By Receiver Phone Items Returned
No results found.
Invoice
Details Invoice Description  Payment Status  Creation Date  On Hold Status  Invoice Amount  AmountDue  Due Date
No results found. ﬂ
Done &3 Local intranet F100% -

Step Action

6. Click on the Show Additional Information link to review the PTAEO information.
Show Additional Information

7. Review the PTAEO and requisition details information.

Click on the Hide Additional Information link.
=l Hide Additional Information

8. Click on the Return button.
Return

9. Click on the Return button.

Return
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File Edt View Favortes Tooks Help

ID_WFNTF_DET = ‘i’“zl [coagle |EE\

T 4 @ notification Detais

T - B - & - [ibPage v oo + 7

Line Description Supplier Site
1 gD
INC

INC

BECKMAN COULTER FULLERTON 20020

Cost

S
Center  Unit Quantity (usp)
BECKMAN COULTER FULLERTON 20020

Each 1

Each 1

398 398.00 Not eVA

Amount eVA uva
(usD) Registered DMBE Status
233 233.00 Not eVA

5|

Contract
Vendor is not DMBE, 30003821C-03

Registered Minority/Woman

Vendor is not DMBE,

3000382)C-03
Registered Minority/Woman

Num Name

Clements, Sue B
Clements, Sue B
3 ‘Webster, Donna H

Related i

B S
Webster, Donna H

Action
Submitted
Reserved
Pending

Action Date
05-Apr-2011 07:55:29
05-Apr-2011 07:55:40

B Edit Requisition
[E) view Requisition Details

[Z]' open Document

Forward To [ All Employees and Users
Note

il

requisitions

[0 [ 1 N3 oclintranet

Action

[#100% -

Edit Requisitior

Click on the Edit Requisition link.

Page 92

Oracle

rocurement: Checkout

dows Internet Explorer

File Edit View Favortes Tooks  Help

@ ~ [ http:tfettmet aduin, virginia,edu;6071j08_HTMLICA,jsp?OAFunc=ICX_FOR_LAUNCH_IFSparMode=sppraver Checkoutiporl = | 1| X | [0l

e B @ orsck Procurement: Checkout

UVa Integrated System E-Business Suite

Approver ing Cart

B2 Favorites ¥

-

Shopping Cart H

Line Item Description Unit Quantity

1 Igd Each 1 233USD
2 Bax Each 1 398USD

Total
“TIP Reference number cannot exceed 99 characters

Return to Shopping

Done

Price Amount (USD) Supplier

Delete
233.00 BECKMAN COULTER INC  |Catalog Q| i)
Catalog order
398.00 BECKMAN COULTER INC  |Catalog Q | &
Catalog order
631.00

Shop

Requisition 584550 is open for editing. Please click on the Approver Checkaut button when you are done editing this
requisition. Any changes made in the Approver Shopping Cart will not be saved until you check out.

Catalog/Non Catalog Reference Number

| Close Approver Cart ‘ ‘ Approver Checkout

Close Approver Cart | | Approver Checkout

El

L] |83 ocal intranet [#0w -
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Step Action

11. You can make changes as appropriate.

Click on the Approver Checkout button.
Approver Checkout

12. You can change the billing information here if appropriate.

(= Oracle iProcurement; Checkout - Windows Internet Explorer BEER
@;; ~ e 1 admin du:B071j0n_HTML/GA.fspPp lefappsii artpGaoAsF=ICk 7| 44 | X | [cooe Pl

File Edt View Favortes Tooks Help

7 4 @ oracle Procurement; Checkout % - B - e - |2hPage » ook - 7

UVa Integrated System  E-Business Suite

n Navigator ™ BT Favorites v Shopping Cat Hom

@ & ©
Requisition Information Approvals Review And Submit
Checkout: Requisition Information

* Indicates required field
Edit Lines | Step 10f3

* Requisition Description [IgD

* Need-By Date [07-Apr-2011 00:00:00 Project [104088

{example: 21-Mar-2011 19:45:00) T |
~ Requester |Clements, Sue B

Award |SG00247
= Deliver-To Location |NPADMIN a

Expenditure Type |Supplies, Office
Expenditure Organization 20020 IT-ISDS

Expenditure Item Date |05-Apr-2011

(example: 21-Mar-2011)
Charge Account 20.104088.1001.6515.20020.0000

GL Date |05-Apr-2011 E

BPLLPAL

Bl

“TIP To add an attachment, add comments or add or change an approver, click 'Next',
Otherwise, click 'Submit' to route the requisition for approval.

Home Logout P

Privacy Statement
[pene I

Step Action

13. Click on the Next button.
Hext
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UVa Integrated System  E-Business Suite

orders | Shop
@
Requisition Infarmation

Checkout: Approvals and Notes

N tp: {Je 1tvricd .admin, virginia, edu:B071{Of_HTML]OA ypaaporc > | |42 | X -
&) b o d 4 o
File Edit ‘iew Favorites Tools  Help

W 4t @ oracle Procurement; Checkout ‘ | - B - & - [2hrage v G Tools - 7

N nNavigator ™ BF Favorites v Shopping Cart Home Logout Preferences Help

@ O
Approvals Review And Submit

Your requisition will be sent to the follawing list of approvers.

Approvals

o[

MNotes

submit | | Back | Step 2 of 3 | Hext

Manage Approvals

Note To Approver

Note To Buyer J

Note To Supplier

Attachments

Done

KNG | K

3 Local intranet A 100% -

Step Action

14. Click on the Next button.

Next |

15.

Submit

Click on the Submit button.

16.

Continue

Click on the Continue button.

17.
Approve

Click on the Approve button.

18.

The notification has been removed from the worklist.

19.
Notifications.
End of Procedure.

Congratulations! You have completed the section on Working with

Setting up Vacation Rules

Procedure

Users who approve purchase requisitions can establish vacation rules so that requisition approval
requests are automatically routed to an alternate approver during planned absences.

In this simulation you will set up a vacation rule for purchase requisition approval.
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UVa Integrated System e Business Suite

Enterprise Search  Contract Documents [

Home

Personalize

» B9 A AP Fellows Stipend Frocessor
» BE va APIPO Viewer
¥ BB v AR Viewer
» B9 jva Employee Seit Service
» B A FA Viewer
¥ BB v oL viewer
» BB Uva GM Viewer
» BE v HRMS Viewer
» BB Uva instructor Self-Service
» B9 jva oDS Specialist
» BR v 0Ds Specialist-Limited
» BE yva ODS Specialist-OLM
» BS Uva 0D Specialist-Restricted
» B v oLm Specialist
4 B8 Yy PO Purchaser
UVA Marketplace
Supplier Entry
& Rayment Voucher
¥ B9 account Payable
¥ B9 purchasing v

Navigator ~  Worklist

HeG#ym

From =

Jensen,
Jack

Jensen,
Jack

Jensen,
Jack

Jensen,
Jack

SYSADMIN
SYSADMIN

SYSADMIN

Type <=

PO Approval
PO Approval
PO Approval

PO Approval

UVA Timecard
Approval Workflow

OTA Workflow
OTA Workflow
OTA Workflow

UVA Timecard
Approval Workflow

| LoggedinAsJsiee @

Go Search Results Display Preference  Standard [v]

Subject -~

Standard Purchase Order 1699302 has
been approved

Standard Purchase Order 1699301 has
been approved

Standard Purchase Order 1699299 has
been approved

Standard Purchase Order 1699298 has
been approved

Hochstetier, Kelly approved timecard for
period 03-FEB-2016 - 21-FEB-2016

Teaching Reminder
Teaching Reminder
Teaching Reminder

Hochstetier, Kelly approved timecard for
period 11-JAN-2016 - 24-JAN-2016

Training Guide

Full List (9)

Sent ¥ Due°A
31-Mar-2016
31-Mar-2016
31-Mar-2016
31-Mar-2016

19-Feb-2016

18-Feb-2016
10-Feb-2016

03-Feb-2016

23-Jan-2016

Action

Click the Full List button.
Full List {9)

UVa Integrated System e Business Suite

Home >

Worklist
View Open Notifications  [v] | Go

Select All | Select None
Select From < Type <=

[J  Jensen Jack PO Approval
Jensen, Jack PO Approval
Jensen, Jack PO Approval
Jensen, Jack PO Approval
UVA Timecard Approval Workflow
SYSADMIN OTA Workflow
SYSADMIN OTA Workflow

SYSADMIN OTA Workflow

O oooooo o

UVA Timeeard Approval Workllow

@ TIP Vacation Rules - Redirect or auto-respond to notifications.

Subject <~

Select Notifications:  Open | Transfer  Close |5 &= "6 £ » [

® % . | LoggedinAsJsiee @ -+

Standard Purchase Order 1699302 has been approved

Standard Purchase Order 1639301 has been approved

Standard Purchase Order 1699299 has been approved

Standard Purchase Order 1699298 has been approved

Hochstetler, Kelly approved timecard for period 08-FEB-2016 - 21-FEB-2018

Teaching Reminder

Teaching Reminder

Teaching Reminder

Hochstetler, Kelly approved timecard for period 11-JAN-2016 - 24-JAN-2016

Copyright (c) 1898, 2015, Oracle and/or its affiiates. All rights reserved

Sent ¥ Due =

31-Mar-2016

31-Mar-2016

31-Mar-2016

31-Mar-2016

19-Feb-2016

18-Feb-2016

10-Feb-2016

03-Feb-2016

23-Jan-2016

Privacy Statement
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Step Action
2.

Click the Vacation Rules link.
“acation Bules -

UVa Integrated System £ Business Suite

‘ﬂ

| Loggedin As JSJ6B
Home > Worklist >
Vacation Rules

CreateRule | 2 75 & v [
Rule Name

ftem Notification Update Delete Status

Type

‘You have not setup any nofification routing rules. Please use the Create Rule button to create a new notification routing
rule.

Return to Workist

Copyright (¢

98, 2015, Oracle and/or its affiiates. All rights reserved

Privacy Statement

Step Action

Click the Create Rule button.
Create Rule |
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UVa Integrated System e Business Suite A © * &£,
([ ]
Item Type Notification

Vacation Rule: Item Type
Select the type of notification that will activate this rule.

Item Type | OTA Workfiow [v]

Return to Vacation Rules

Copyright (c) 1898, 2015, Oracle and/or its affiiates. All rights reserved

‘D

Training Guide

| LoggedinAsJsiee @ -{

Rule Response

Step 10f3 | Next

Privacy Statement

Action

Click the Item Type list.

W

|PD F'.é'quisitic:n Approval

Click the PO Requisition Approval list item.

Click the Next button.
Next
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jed In As JSJBB

(@) ®

Item Type Notification
Vacation Rule: Notification

Indicate the notification format that will activate this rule
Item Type PO Requisition Approval
Notification 5y

) Select Q

Copyright (c) 19

, Oracle and/or its affiiates. All rights reserved

Rule Response

Cancel | Back  Step2of3 | Next

Privacy Statement

Action

Click the Select radio button.

Click the Look Up icon.
c'.\

Search and Select: Select

Search

To find a value, enter "%" in the search field, then select the "Go” button to retrieve the entire list of values. You
may need to view multiple pages to identify the appropriate value:

Cancel | Select

Advanced Search

le Response

fancel  Back Step2of3 | Next

Search By Display Name|v| Go
Results
Select Quick Select Name Display Name Subject
No search conducted
H100% ~

= Vacation Rule: N...
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Step Action
9. Click the Go button.
Go
10. Click the Quick Select icon.
*
UVa Integrated System e_Business Suite A ®© x £, ‘B | LoggedinAsisin @ oL
[ ] )
Vacation Rule: Notification
Copyright () 1938, 2015, Oracle and/or its affiliates_ All rights reserved Privacy Statement
Step Action
11. Click the Next button.
Mext
12. You must enter a Start Date that represents when you wish for the alternate
approver to begin receiving requisition approval requests on your behalf.
The End Date represents the date and time you wish to STOP forwarding
requisition approval requests to your alternate approver.
Tip: Use the calendar to select the dates.
For this example, the information has been entered for you.
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UVa Integrated System e Business Suite [ | LoggedinAsJsie @ €

(@) (@) L]

item Type Noification Rule Response
Vacation Rule: Response
* Indicates required field

Item Type PO Requisition Approval
Notification Unable To Reserve Document

“ Start Date  08-May-2016 17:33:55 o
(exampie: 01-Apr-2018 12:34:13)
*End Date  13-May-2016 17:34:00 fo

Message

Comments will display with esch routed notification

@ Transfer A Empioyees and Users [~ a
) Respond
Note
Forward To o)l Employees and Users [v] Q

Wrong Forward To Error Message

Approver Action  Try Reserving Again  [v]
() Deliver notifications to me regardless of any general rules

Cancel | Back Step3of 3 Apply

Copyright (c) 1898, 2015, Oracle and/or its afiiates. All rights reserved Privacy Statement

Step Action

13. Click the Respond radio button.

14. Enter the desired information into the Note field.

Enter "Sue Clements approving requisitions in my absence.”.

15. There are several ways to search for the name of the alternate approver.

1) Enter the last name in the blank field and tab
or
2) Use the search (Look Up) icon at the end of the blank field
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UVa Integrated System e Business Suite

0]
item Type
Vacation Rule: Response
* Indicates required field

PO Requisition Approval
Unable To Reserve Document
09-May-2016 17:46:28
(exampie: 01-Apr-2016 12:4

13-May-2016 17:46:33

Item Type
Notification
* Start Date

* End Date
Message

Comments will display with

(O Transfer A Employees and Users

@ Respond

Forward To

Wrong Forward To Error Message

All Employees and Users

Approver Action  Try Reserving Again
() Deliver notifications to me regardiess of any general rules

Notification

fo

e

‘each routed notification

[~] Q

Note ' Sue Clements approving requisitions in my absence:

™

Copyright (c) 1898, 2015, Oracle and/or its affiiates. All rights reserved

Training Guide

Logged In As JSJ6B:

Rule Response

Cancel | Back Step3of 3 Apply

Privacy Statement

Step Action

16.
Q

Click the Look Up icon to find a list of alternate approvers.

/=) Search and Select List of V

==

ogged In As JSJ6B

Search and Select: User or Role Cancel | Select
2
Search e
Response
Tofind a value, enter "%" in the search field, then select the "Go” button to retrieve the entire list of values. You may need to view
multiple pages to identify the appropriate value.
SearchBy Name  [V] clements Go
Results
4 Previous 10 11-11 of 11[¥] Next
Select Quick Select Name User Name Email
B Clements, Sue S8C5S isds-test@Virginia. EDU
Done. H100% -
7 DeTver 7
Cancel | Back Step3of3 Apply
R Vacation Rule Re... [ d Selec Y N L S erosorttyne (| M 0 b0t eb@e | - P 1 W 0PN
) - J 4/1/2016

Page 101



Training Guide

ORACLE
USER PRODUCTIVITY KIT

Step Action

17. When the Search page opens, enter the last name of the person who will approve

+

=1

requisitions in your absence, then click the Go button.

Locate the name in the list, then click the Quick Select icon next to their name.

UVa Integrated System £_Business Suite

| Loggedin AsJSJ6B

Htem Type Notification
Vacation Rule: Response
* Indicates required field

Item Type PO Requisition Approval
Notification Unable To Reserve Document
* Start Date | 01-Apr-2016 13:39:27

&

{axample: 01-Apr-2018 12:28-27)

* End Date s
Message
Comments wil display with each routed notification
@ Transfer  a) Empioyees and Users [v]
() Respond

Note | Sue Clements approving requisitions in my absence:

Forward To )| Employees and Users [¥] | Ciements, Sue

Wrong Forward To Error Message

Approver Action  Try Reserving Again  [v]
() Deliver notifications to me regardless of any general rules

Copyright (c} 1898, 2015, Oracle and/or its affiliates. All rights reserved

Rule Response

Cancel Back Step2of3 Apply

Privacy Statement

Step Action

18. Click the Approver Action drop down list.

v

19. Click the Forward list item.

| Forward

20. Click the Apply button.
3 Apply

21. The vacation rule is now ready.

22. Congratulations, you have completed the simulation to set up a vacation rule for

purchase requisition approval.
End of Procedure.

Troubleshooting Approvals

Troubleshooting Approvals
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The information found on this page will assist you when something goes wrong during the
requisition approval process. The system may send you an alert to warn you that there is a
potential problem.

Inserting an Approver

Error. You do not have the authority to submit this requisition. You cannot
submit your requisition. Your purchasing status has changed because either you are no longer
self-approving or you no longer see your approver listed. Sometimes you become disconnected
from the hierarchy (workflow) if you or your approver has had an HR position humber change.

Solution: You should:

a. Insert an approver for the requisition using the instructions called "Inserting an
Approver" (found under Shopping in the UVa Marketplace).

b. Send email to isaccess@virginia.edu (mailto:isaccess@virginia.edu) to request that the
hierarchy (workflow) issue be resolved.

How do you add multiple approvers for a requisition?

Solution: When a requisition requires multiple approvers, following instructions for
Inserting an Approver.

Change Managerial Approver

"FYI: No approver found for Requisition Number ######3#". You receive an email
notification when this happens. You have submitted a requisition and it is not approved within
a 72 hour period. The requisition has timed out. Your approver did not take action in a timely
manner. The requisition is sent back to you (the originator) as an Incomplete (status)
requisition.

Solutions: You have a few options.

Option 1. Resubmit the requisition to your approver if they are in the office

To resubmit the requisition to the same approver:
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Navigate to the Requisition/Order tab in iProcurement
Locate the requisition number and click on it

Click Complete

Click Yes

Click Checkout

Click Submit

Option 2. If the approver is out of the office, then you can change the managerial approver to
someone else if you know the name of another approver.

If you can identify a new approver, then follow the instructions to "Change Managerial
Approver".

If you cannot identify a new approver, then run the UBI report called "Oracle
Responsibilities”. This report will help you see a listing of all those in your org who have a
purchasing responsibility so that you can choose an alternate approver. Once the report runs,
select your Org. number and the Responsibility name. The page will display all those with the
selected responsibility from within the selected org.

How do you remove an approver that was mistakenly added to a requisition?

An approver that was mistakenly added to the workflow can be removed. If a requisition is not
fully approved, then find the requisition, withdraw it, correct the approver, and then resubmit
it.

1.Navigate to the Requisition/Order tab in iProcurement.

2.Locate the requisition number and click on the requisition number link.
3.Click on the Change button.

4.Click Yes.

5.Click Checkout.

6.Click the Next button.
7.Click Manage Approvals. The Insert Approver action defaults selected.
8.Click the Change Managerial Approver radio button.

9.Click in the New Managerial Approver field. Select the new managerial approver. You can click on the
search icon, or type in the person's name (last name first) and press the Tab key.

10.Click Submit. The requisition will now route to the new managerial approver.

11.Click Submit again.

ESHARP
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How do I make a permanent change to a hew approver?

If your approver has left the department, and you need to have your requisitions route to a
new approver, then complete an ESHARP request. Within ESHARP (under Purchasing) select
the UVA PO Change Approver.

Link to ESHARP (http://its.virginia.edu/esharp)

Working with Favorites in the UVA Marketplace

An easy way to order frequently purchased items is to create and use a Favorites folder. You can
create a Favorites folder/subfolder, add Hosted Catalog or Non-Catalog items to the Favorites
folder, and create orders using your Favorites folders. However, for Punchout vendors, you can
only create a Favorites folder on their website (if they offer that functionality).

Upon completion of this section, you will be able to:

e Create a Favorites folder
e Add items to the folder
e Create a requisition using favorites

Creating and Managing Favorites
Procedure

Organize frequently purchased items into Favorite folders in the UVA Marketplace. You
can create folders and subfolders.

In this section you will learn how to create and manage Favorite folders in the UVA
Marketplace.

While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other
actions.
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FEUVA
MARKETPIACE

W Shop > Shopping > Shopping Home &

Shop Hosted Catalogs

Search (Alt+Q)

9 Exit Uva Marketplace

ORACLE
USER PRODUCTIVITY KIT

?

1

Go to: advanced search | favorites | forms | non-catalog item | quick order

Browse: suppliers | categories | contracts

WELCOME TO THE UVa ~ Minority Catalog Suppliers ?
MARKETPLACE
Dalv H SOUTHWEST
Contract Summary Pages and Purchasing aly g VIRGINIA
Fi by d by clicking belt JANITOR &
orms can be accessed by clicking below Computer R
peripherals SUP...
lanitoia
¥ Punch-Out ?
) AMERICA
GO
~ External Website Suppliers ?
ITC Software
Central TN ®
Check for Computers and
Software Here Software
First! )
~ Lab Supplies Catalogs ?
GENESEE Thomas )’
SCIENTIFIC Scientific
ptt (Punchout)  5i0-RAD] corporaTion | STWELEO | o e Favarite
Geneses Scientific Catalog
s5di ‘ s ‘ 2 ‘ 1nNT ‘ oricocas ‘

Action

Click on the favorites link.

| favorites |

EEIV,
MARKETPIACE

W Shop

Shopping + View Favorites =

Favorites
Q Search

Expand Al

“ Personal

You have no persanal favorites.

“ Shared
Biology Storercom (Sue)
Cancer Lab - Tim
History Lab
OWENS--test
Roche Diagnostics - Test Parts
Tim SQ Jul-10
Tim 5Q mar-10

Importand Export w | Add New v

Collapse Al

Manage Favorites

Search (Alt+Q)

Click Add New to begin creating a folder or select a folder to view the contents.

Page 106




ORACLE' Training Guide
USER PRODUCTIVITY KIT

Step Action

2. Click on the Add New button to create a new Favorite folder.
Add New w
3. You may either create a new top level personal folder or a subfolder of the selected
folder.

Click on Top level personal folder.

Top level personal folder

4, The Create Personal Folder page displays.

Enter "Lab supplies" in the Name field.

Enter "Supplies" in the Internal Name field.

Enter "Lab supplies" in the Description field.

7. Click on the Save Changes button.
8. The newly created folder is listed under the Personal favorites.

You may edit or delete the folder appropriately as needed.

9. If you want to share a list of favorite items with others, contact the SciQuest
coordinator in the Procurement and Supplier Diversity Services department (434-
924-4212) for their assistance.

10. Congratulations! You have completed the section on Creating and Managing
Favorites in the UVA Marketplace.
End of Procedure.

Adding Items to Favorites
Procedure

In this section you will learn how to add items from hosted catalogs and from the non-
catalog item form to a Favorites folder.

While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other
actions.
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UVA s ersen s & W& W009us0
MARKETPIACE ?

W Shop > Shopping > Shopping Home v

Shop Hosted Catalogs Centrifuge tube m I

Go to: advanced search | favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts

Results for: Everything : USA SCIENTIFIC INC + Centrifuge tube

showing 1 - 20 of 61 Results

Add Keywords. 7 Results Per Page Sortby:[BestMatch V| 1lpage[1v]ofalr] 2
E 15 ml centrifuge tube, amber, sterilized, PP, blue cap, 50/pk 178.75 usD
from USA SCIENTIFIC INC 15mL UN
. Part Mumber 5618-8283 n
Filter Results j Manufacturer Info 188283 - (Greiner Bio-One) 2dd favorite | compare
By Supplier = B
f::,":,‘;?:’;"‘y results Centrifuge tube 50 ml, 30 x 115 mm, sterile, skirted, PPN, 300/CS 124.75 uso
. N from USA SCIENTIFIC INC 50mL UN
USA SCIENTIFIC show . - .
INC (61) [ all.. Part Number } 5_53{'3"2 0 B
T Manufacturer Info 210270 - (Greiner Bio-One) add favorite | compare
By Category e c
Cegglf;i:'g Centrifuge tube 15 ml, 17 x 120 mm, sterile, polypropylene, 123.50 usp
Centrifuge Rotors (@) 500{case fgo.m USA SCIENTIFIC INC 15mL UN
Centrifuge Tubes (49) Part Number 561862610 i
Manufacturer Info 188261 - (Greiner Bio-One)

Tube Caps/Closures (1) add favorite | compare

c
By Result Type : ;
products (51) Centrifuge tube 15 rrjl, 17x ]120 mm, sterile, polypropylene, 213.75 uso
1000/case from USA SCIENTIFIC INC 15mL UN
Part Number 5618-8271Q 1
Manufacturer Info 188271 - (Greiner Bio-One) add favorite | compare
¢
Centrifuge tube 50 ml, 30 x 115 mm, sterile, polypropylene, 148.00 usn J

Step

Action

Adding an item from a hosted catalog:

Search for the item to add to your Favorite's folder.

If you want a particular quantity added to the Favorite you can change it now, but
you will also have the opportunity to change the quantity when you place orders

using favorites.

Click the add favorite link.
add favorite |

Click on Lab supplies folder found in the list of Personal Favorites.

Lab supplies
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Add Favorite

Step 1: Edit Item Details

USA SCIENTIFIC INC, Catalog No. 5621-0270

i *
Item Nickname Centrifuge tube 50 ml, 30 x 115 mm

*
Quantity 1

Description

500 characters remaining

Step 2: Select Destination Folder
Add New &

“ Personal
Lab supplies

“ Shared

You have no shared favorites.

Training Guide

Step Action

3. Click on the Save Changes button.

Save Changes

4, The items will be listed in your favorites folder. You can use the folder to select
items and add them to a cart. You may update the quantity as needed.

5. Adding items from a non-catalog item form:

Add the items to your cart from the non-catalog item form and click on the cart.
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JackSJensenv < | A W7000usD [EEEENCISIe) Q

o EE VA
MARKETPLACE
W Shop » My Carts and Ordlers > Open My Active Shopping Cart =

1) Continue Shopping

. . 1Item(s) for atotal of 70.00 U0
¥4 Shopping Cart o isees sensen
Return Cart to Integrated System
Add Non-Catalog Item | (=)
Cart Name 2016-03-30 JSJ6E 02

Order Delivery
Select from all values.
Clear selected value.

Supplier / Line Item Details ?

Show line details For selected line \temsm
BECKMAN COULTER INC (4 rnore info.

FULLERTON

Not eVA Registered,SciQuest Will Deliver PO by FAX,, 4300 N HARBCR BLVD, PO BOX 3100,
FULLERTON, CA 92834-3100 Us

Add non-catalog item for this supplier...

Product Description CatalogNo  Size / Packaging P":i":': Quantity  Ext.Price [
Timer @ more info... 1234 1/EA 3500 |2 ea 7000 usD [
Supplier subtotal 70.00USD

Shipping, Handling and Tax charges are calculated and charged by each supplier. No estimate is provided here butthe  Subtotal 70.00
amounts will be included on the supplier invoice. Vendors may have minimum order size requirements. Total 70.00 USD

Return Cart to Integrated System

view cart history

Step

Action

Click on the checkbox for all items, or select individual items, you want to add to
the Favorites folder.

Click on the checkbox for all items.

[

Click the Go button.

Click on Lab supplies folder found in the list of Personal favorites.

Lab supplies

Click the Save Changes button.

Save Changes

10.

You will see a quick Success confirmation that the product has been successfully
added to the Cart.
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JackSJensenv < | A W7000usD [EEENCISe) Q

Shopping Shopping 1) Continue Shopping

My Carts and Orders 1Item(s) for a total of 70.00 uso

GoTo
Ad
™0 | Shopping Home | Advanced Search | View Favorites | View Forms Return Cart to Integrated System

Non-Catalog tem | Quick Order

Browse By

Suppliers | Categories | Contracts

Supplier / Line Item Details ?

Show line details For selectad line items | Add to Favorites v
BECKMAN COULTER lNC@/ more info...
FULLERTON

Not eVA Registered,SciQuest Will Deliver PO by FAX,, 4300 N HARBCR BLVD, PO BOX 3100,
FULLERTON, CA 92834-3100 Us

Add non-catalog item for this supplier...

Product Description CatalogNo  Size / Packaging Mc: Quantity  Ext.Price
Timer B more info... 1234 1/EA 3500 |2 EA 7000 USD ¥
Supplier subtotal 70.00USD

Shipping, Handling and Tax charges are calculated and charged by each supplier. No estimate is provided here butthe ~ Subtotal 70.00
amounts will be included on the supplier invoice. Vendors may have minimum order size requirements. Total 70.00 USD

Return Cart to Integrated System

view cart history

Step Action

11. Click the shop icon.

12. Click the View Favorites link.

View Favornites

13. You will see the items you added in the folder. You can use the folder to select
items and add them to the cart.

14. If you want to share a list of favorite items with others, contact the SciQuest
coordinator in the Procurement and Supplier Diversity Services department (434-
924-4212) for their assistance.

15. Congratulations! You have completed the section on Adding Items to
Favorites.
End of Procedure.

Using Favorites to Create Orders

Procedure

You can use your list of favorites to easily create orders. In this section you will learn how
to create orders using your Favorites folders.
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JackSlensen~ o ™ A Wooousp [EREIESE)] Q

?

9 Exit Uva Marketplace

Shopping

By Keyword

My Carts and Orders

GoTo

Shopping Home | Advanced Search | View Favorites  View Forms

| categories | contracts

Admin

Non-Catalog tem | Quick Order

Browse By
Suppliers | Categories | Contracts

]

¥ Punch-Out ?

AMERICA
GO

~ External Website Suppliers

ITC Software

Central ®
Check for Computers and
softuars Here Software
~ Lab Supplies Catalogs »
GENESEE homerY
SCIENTIFIC scentine
(Punchout) corporation | STSWELCO || r o reonte
Catalog
| WS v
E—

Step Action

1. Click the View Favorites link.

View Favarites

Search (Alt+Q)
W Shop - Shopping - View Faverites = rites

= UVA
MARKETPIACE

Favorites ? Lab supplies Folder Actions w | 7
Qsearch  Importand Export v | Add New w Lab supplies
Bxpand Al Collapse All [[] Display items that are no longer available (e e S mE | T
“ Personal
. O
Lab supplies
Centrifuge tube 50 ml, 30 x 115 mm, 124.75 usp O
“ Shared sterile, skirted, PPN, 300/CS 50mL, UN
giology Storeroom (sue) from USA SCIENTIFIC INC 1
Cancer Lab - Tim Part Number 5621-0270 Edit | Move | Copy | Delete
History Lab Manufacturer Info
OWENS--test .
Roche Diagnostics - Test Parts
Tim SQ Jul-10 Timer from BECKMAN COULTER INC 35.00 usD O
Tim SQ mar-10 Part Number 1234 1/EA

. :

Edit | Move | Copy | Delete
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Step Action

2. Locate the folder where the items you wish to purchase are listed.

Click on Lab supplies folder.

Lab supplies

You can select all items in the list at once by selecting the checkbox for the folder.

You can add to cart, edit, move, copy, or delete all the items after selecting the
checkbox for the folder.

JackSlJensen™ ¢ ™ A WoopUusSD (LS NGGTIe) =}
' Shop > Shopping > View Favort

=V,

MARKETPIACE

Favorites ? Lab supplies Folder Actions | 7
Qsearch  Importand Export v | Add New w Lab supplies
Bxpand Al Collapse All [[] Display items that are no longer available (e e S mE | T
“ Personal
. O
Lab supplies
Centrifuge tube 50 ml, 30 x 115 mm, 124.75 usp O
+ Shared sterile, skirted, PPN, 300/CS 50mL UN
giology Storeroom (Sue) from USA SCIENTIFIC INC 1
Cancer Lab - Tim Part Number 5621-0270 £dit | Move | Copy | Delete
History Lab Manufacturer Info 210270 - (Greiner Bio-One)
OWENS—test -
Roche Diagnostics - Test Parts
Tim 5Q Jul-10 Timer from BECKMAN COULTER INC 35.00us0 [
Tim SQ mar-10 Part Number 1234 1/EA

:

Edit | Move | Copy | Delete

Step Action

5. Click on the checkbox for the item(s) you want to order.

[
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== UVA
MARKETPLACE

™ Shop > Shopping

View Favorites &

Favorites ?
Q Search | Importand Export w | Add New w

Expand All | Collapse All

4 Personal
4 Shared
Biology Storercom (Sue)
Cancer Lab - Tim
History Lab
OWENS--test
Roche Diagnestics - Test Parts
Tim $Q Jul-10
Tim $Q mar-10

Lab supplies
Lab supplies
[] Display items that are no longer available
Centrifuge tube 50 ml, 30 x 115 mm,

sterile, skirted, PPN, 300/CS
from USA SCIENTIFIC INC

Part Number

Manufacturer Info 210270 - (Greiner Bio-O

(¢l

Timer from BECKMAN COULTER INC
Part Number 1234

£

ORACLE
USER PRODUCTIVITY KIT

Search (Alt+Q)

Folder Actions w | 7

Actions for Selected Favorites

O
1247500
50mL UN

:

Edit | Move | Copy | Delete

3500050
1/EA

:

Edit | Move | Copy | Delete

Action

6. You may change the quantity as needed.

Click the Add to Cart button.

== UVA
MARKETPIACE
W Shop > Shopping > View Favorites =

Favorites ?
Q Search | Importand Export w | Add New w

Expand All Collapse All

“ Personal
4 Shared
Biology Storeroom (Sue)
Cancer Lab - Tim
History Lab
OWENS--test
Roche Diagnostics - Test Parts
Tim SQ Jul-10
Tim SQ mar-10

JackSlensenv % ™ A Wipa75yusp  [EEEEEICIe) Q

© Success
1 item added, view cart.

Lab supplies
Lab supplies

[ Display items that are no longer available

Centrifuge tube 50 ml, 30 x 115 mm,
sterile, skirted, PPN, 300/CS

from USA SCIENTIFIC INC
Part Number 5621-0270

Manufacturer Info 210270 - (Greiner Bio-One)

[ 12
Timer from BECKMAN COULTER INC
Part Number 1234

E

9 Exit Uva Marketplace

Folder Actions w | 7

Actions for Selected Favorites w

O
1247500 4
50mL UN

:

Edit | Move | Copy | Delete

1 item added, view cart.

35.00U50 [
1/EA

:

Edit | Move | Copy | Delete
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Step Action

7. You will see a quick Success confirmation that the product has been successfully

added to the cart.

Click the Cart link.

W 124,75 USD

A UVA JackSlensen ¢ ™ A Wipa75ysSD [EEELEEEUTe)) Q
MARKETPLACE S —
2016-03-31 JSJ6B 01
™ Shop > Shopping > View Faverites v
Centrifuge tube 50 ml, 30 x 115... View My Cart
Favorites ? Lab supplies
Qsearch  Importand Export v | Add New w Lab supplies
124.75 USD
Bxpand All Collapse All [ Display items that are no longer avallable Actions for Selected Favorites w
“ Personal
. O
Lab supplies
Centrifuge tube 50 ml, 30 x 115 mm 12475050
+ Shared sterile, skirted, PPN, 300/CS 50mL UN
giology Storeroom (Sue) from USA SCIENTIFIC INC n
Cancer Lab - Tim Part Number 5621-0270 Edit | Move | Copy | Delete
History Lsb Manufacturer Info 210270 - (Greiner Bio-One) 1 item added, view cart.
OWENS—test
me
Roche Diagnostics - Test Parts
Tim 5Q Jul-10 Timer from BECKMAN COULTER INC 35.00us0 [
Tim SQ mar-10 Part Number 1234 1/EA
2
Edit | Move | Copy | Delete

8. Click the View My Cart button.

View My Cart
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S UVA JsckSlensen~ % W A W12475UsD
MARKETPLACE

W Shop » My Carts and Ordlers > Open My Active Shopping Cart =

1) Continue Shopping

- . 1Item(s) for atotal of 124.75 uso
¥4 Shopping Cart o isces sensen
Return Cart to Integrated System
Add Non-Catalog Ttem | (=)
Cart Name 2016-03-31 JSJ6E 01

Order Delivery
Select from all values.
Clear selected value.

Supplier / Line Item Details ?

Show line details For selectad line items | Add to Favorites | co |
USA SCIENTIFIC INC [G] @4 more o

OCALA 01

eVA Registered,sciQuest Will Deliver PO by eMail,, 346 SW 5TTH AVE, OCALA, FL 34478 US

Add non-catalog item for this supplier...

Product Description CatalogNo  Size / Packaging Pri":': Quantity  Ext Price []
Centrifuge tube 50 ml, 30 x 115 mm, sterile, skirted, PPN, 300/CS  more info..  5621-0270 50mL 12475 |1 un1za7sUsD [
UN
Supplier subtotal 124.75UsD
Shipping, Handling and Tax charges are calculated and charged by each supplier. No estimate is provided here butthe  Subtotal 12475
amounts will be included on the supplier invoice. Vendors may have minimum order size requirements. Total 12475 USD

Return Cart to Integrated System

view cart history

Step Action

9. The items are in your cart. Continue to create your order by clicking the Return
Cart to Integrated System button.

UVA JackSlenseny J¢ W A W12475UsD
MARKETPIACE

W Shop » My Carts and Ordlers > Open My Active Shopping Cart =

1) Continue Shopping

- . 1Item(s) for atotal of 124.75 uso
¥4 Shopping Cart o isces sensen

Add Non-Catalog Item | (=)

Cart Name 2016-03-31 JSJ6E 01

Order Delivery
Select from all values.
Clear selected value.

Supplier / Line Item Details ?

Show line details For selectad line items | Add to Favorites | co |
USA SCIENTIFIC INC [G] @4 more o

OCALA 01

eVA Registered,sciQuest Will Deliver PO by eMail,, 346 SW 5TTH AVE, OCALA, FL 34478 US

Add non-catalog item for this supplier...

Product Description CatalogNo  Size / Packaging ;‘r'l"c': Quantity  Ext.Price [
Centrifuge tube 50 ml, 30 x 115 mm, sterile, skirted, PPN, 300/CS  more info..  5621-0270 s0mL 12475 |1 un12a7s usp [J
UN
Supplier subtotal 124.75USD
Shipping, Handling and Tax charges are calculated and charged by each supplier. No estimate is provided here butthe  Subtotal 12475
amounts will be included on the supplier invoice. Vendors may have minimum order size requirements. Total 12475 USD

Return Cart to Integrated System

view cart history
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Step

Action

10.

Congratulations! You have completed the section on Using Favorites to Create
Orders.
End of Procedure.

Working with Requisitions in iProcurement

Upon completion of this section, you will be able to do the following in iProcurement:

Save requisitions

View requisitions

View purchase orders

Print requisitions

Change requisitions - You can change the following items:

o Need-By Date

o Quantity

o Price (only if USD is the UOM)

o Add Attachments

o Manage Approvals (Insert an Approver or Change Mangerial Approver)

Cancel requisitions - You can cancel either individual lines or the entire requisition.

Saving a Requisition

Procedure

You may start a requisition (items are in a cart) but find that you need to stop before submitting it.
You can save the requisition and complete it later.

Ex: You start a requisition but have to leave before you can finish it, or you are working on a
requisition but need to stop and create a new requisition to a different supplier/vendor.

In this section you will create and save a requisition.

Step

Action

The best business practice is to always begin shopping with an empty cart.
Sometimes, that does not happen and there will already be items in your cart.

For this example, some items will be put into your cart for you. .
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= UVA * I A W76350sD [EEEGIe)] Q
MARKETPILACE
W Shop > My Carts and Orders > Open My Active Shopping Cartw > Cart - Draf

4 Continue Shopping

. . 3Item(s) for a total of 76.85 uzo
¥4 Shopping Cart o isces sensen
Return Cart to Integrated System
Add Non-Catalog Item | (£ Save/Update
Cart Name 2016-04-01 JSI8B 07

Order Delivery
Select from all values.
Clear selected value.

Supplier / Line Item Details H

Show line details For selected line items | Add to Favorites M o |
GRAINGER ] @ o .
NORTHBROOK10497

Not eVA Registered,SciQuest Will Deliver PO by XML, 1657 SHERMER RD, NORTHBROOK, IL
60062-5362 US

Add non-catalog item for this supplier...

- a a Unit = =
Product Description CatalogNo  Size/Packaging =" Quantity |
Battery Pack 12 Li-lon LAA/hr. # gy more info. 247843 EA 3810 |1 ga3siousp [J
Abrasive Brush EZ Lock 36 Grit jig more info... SEEVE EA 1025 |1 EA 10.25 USD O
Carbon Pleated Filter 20x24x4 iy more info 33E905 EA 2850 |1 EA 28.50 USD O
Supplier subtotal 76.85USD
Shipping, Handling and Tax charges are calculated and charged by each supplier. No estimate is provided here but the ~ Subtotal 76.85
amounts will be included on the supplier invoice. Vendors may have minimum order size requirements. Total 76.85 USD

Save/Update

Return Cart to Integrated System

view cart history

Step Action

2. Click the Save/Update button.
Save/Update

3. Click the Return Cart to Integrated System button.

Return Cart to Integrated System

4, Click the Save button.
Save
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UVa Integrated System iprocurement = i © % #t. 2 | LoggedinAsJsieB [

RequisitionsiOrders  Shop ~ Post Award Requests  Receiving  Assessments Feedback

[, Confirmation New Cart | Continue with Checkout

ntion:
Requisition 1191393 has been saved.

You can continue to checkout, or create a new shopping eart. Creating a new cart will store current
requisition. Any manually added approver will be moved to the end of the default approval chain. Incomplete
requisitions can be accessed from requisitions page and completed later.

Copyright (c) 1898, 2015, Oracle and/or its affiiates. All rights reserved Privacy Statement

Step Action

5. Click the New Cart button.
New Cart
6. Your Shopping Cart is now empty. You can either complete requisition 1191393 or

begin searching for the next item(s) you need to purchase.

Note: Requisition number 1191393 for $76.85 is saved with an Incomplete status. It
is waiting to be completed.

7. Congratulations! You have completed the section on how to create and save a
requisition.
End of Procedure.

Viewing Requisitions and Purchase Orders

Procedure

In this section you will learn how to view your Requisitions and Purchase Orders.

You may also view Purchase Orders in the UVA Marketplace. If you need to view a
purchase order with the intent to print it, then you should view it in the UVA Marketplace.
(See the instructions for Printing.)

While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other
actions.
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UVa Integrated System iprocurement = 4 LoggedIn AsJSJ6B @ -+

RequisitionsiOrders | Shop | Post Award Requests  Receiving  Assessments  Feedback

Stores | BuyerAssist | Shopping Lists

Search UVA Marketplace[v] Go

Welcome, Jensen, Jack SI UVA PO Purchaser

Shopping Cart

@TIP Click on UVA Marketplace icon to begin sNopping.
Your cart is empty

“UVA
KETPLACE
Purchasing News
+ Check Frequently Asked Questions
Full List + Buying and Paying Basics

I
My Requisitions

Ha b4y @

This is where the customer puts their own

hy this HTML
Requisition Description (E”S'S)' Status Change ER’;'Z:‘S,: By e fems (i s n
1191303 Battery Pack 12V Lion 1.4AMr 7635 Incomplete
1191390 Hemo Klen Ta 41600 oIS 3
. a " Approved =
1191389 Vertical Ad). Single Slab Gel Systems Plate L (mm): 145-280 687.41 Approved 5

TipOne(R) 1-20 ul natural, beveled filter pipet fips in sterilized
1191388 hinged racks, 20 racks of 96 fips (1920 fips). RNase, DNase, DNA 478.50 Approved 5
free, and non-pyrogenic

Consulting Services for Training for Human Resources
RREEET S e 2500000 Approved 3

Copyright (c) 1898, 2015, Oracle and/or its affiiates. All rights reserved Privacy Statement

Step Action

1. You will see your list of requisitions here, but to see more detail, including the
purchase order numbers, date requisition was created, etc. you must click on the
Requisitions/Orders tab.
You can also click on the Full List button to see this additional information.
Click on the Requisitions/Orders tab.

Requisitions/Orders
2. The Requisitions/Orders tab displays. You can view the requisition information

such as Requisition number, Requisition Supplier, Description, Total amount,
Creation Date, and the Requisition Status.

Requisition Status definitions:

 Incomplete requisition is a saved cart.

* Pre-Approved requisition is approved, but forwarded to another approver.

* Rejected has been rejected by your approver or a Procurement Services Buyer.
* Returned is where the approver or buyer has returned the requisition without
creating a purchase order.

* In-Process requisition has been submitted but not yet approved.

» Approved means the requisition is ready to become a purchase order.

« Canceled requisition has been canceled.

» Requires Reapproval means that you or an approver made a change that requires
reapproval.
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Step Action

3. Use the Search button to find requisitions that were created by someone else.

Tip: When the search window opens, click the Clear button and search by the
individual's last name (using the Flashlight icon).

4, To view the purchase order, you can click on the purchase order number link.

If there is no order number, then the requisition has not become a purchase order
yet.

o - ED
UVa Integrated System iprocurement = i © x #, A | LoggedIn As JSJ6B
Requisitions/Orders Shop Post Award Reguests  Receiving  Assessments  Feedback
Requisitions Notifications Approvals
Requisitions
Search
Views
View  All My Requisitions [v] Go
@TIP Click Search bulton to perform advanced requisition search
© Indicates requisition with a pending change request @ TIP DO NOT cancel a requisition if an order has been created
Select requisition: | Cancel Requisition  Change  Complete | Delete |} 2 (8 £ v [0
Select Requisition -~ Eﬁ:::isel:m" Description Total Quantity Creation Date ¥  Requisition Status - Order
1191393 GRAINGER Battery Pack 12V Lion 1.4AM. 76.85 USD 3 01-Apr2016 14:29:51  Incomplete
NEW ENGLAND .
1191390 NEW ENGLA Hemo Kien Tag 416,00 USD 1 D1-ADr2016 12:19:38  Pre-Approved
SPECTRUM
1191380 LABORATORY ‘éﬂgﬂ“;“g"jﬂ;ﬂﬁf&m 68741 USD 1 D1-Apr201600-1136 Approved 1600303
PRODUCTSING ¥
TipOne(R) 1-20 ul natural,
beveled fiter pipet tips in Sterlized
1191388 P SCIENTIFIC hinged racks, 20 racks of 96 tips 47850 USD 3 21-Mar20161500:42 Approved 1600302
(1920 tips). RNase, DNase, DNA
free, and non-pyrogenic
Consulting Services for Training X - -4,
1191387 R O g 25.000.00USD 5 31-Mar-2016 13:42:41 Approved
BECKMAN -
1191386 A e Tubng Kt 2,800.00USD 2 31-Mar-201613:26:34  Approved 1699301
BECKMAN
1191384 N N Tubing Kit 2,80000USD 2 31-Mar-2016 125400 Approved teosase (N
NAIMAPAAR Brneiile Doctieant
< >

Step Action

5. Click on the Requisition Number link.
1191339

6. Click on the blue Details icon.

=]

7. The Requisition Details page displays. View the Order information (Shipments,
Receipts, or Invoices).

Click on the Show Additional Information link to see the PTAEO information.
Show Additional Information
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Step

Action

8.

If the requisition does not have an assigned purchase order number yet, then it may
be waiting for approval by Procurement.

Verify that it has been assigned to a Procurement Buyer here.

Click on the vertical scrollbar to see additional information at the bottom of the
page.

Requisition ~
Description  Vertical Ad. Single Slab Gel Systems Current Approver
Plate L (mm): 145-280 Approver Phone
Status Approves Date Sent to Approver
Change History No
Header Attachments  View
4 Hide Additional Information
Item Information
Requester Jensen, Jack S Deliver-To Location  BDBROD
Need-By Date  03-Apr-2016 00-00:00 Destination Type  Expense
Assigned Buyer Inventory Replenishment Request  No
Itern Number Supplier  SPECTRUM LABORATORY PRODUCTS
Category Description  Lab Supplies INC
P-Card Used  No Supplier Site  GARDENA D1
Tax Information  Click Here Supplier Contact  INSIDE SALES, REPRESENTATION
Contact Phone 310 516-5000
Supplier ltem  730-50392-E1
Charge Account
He
Project Task Award . Expenditure Expenditure ltem
Charge Account Number Number Number Expenditure Type Organization Date Percent
10.101902.1002.7600.31680.0000 101902 101 LG00D05 Eq NonCapital 31680 AS-Biology 01-Apr-2016 100
Laboratory
Attachment
Title Type Description  Category LastUpdated By  LastUpdated  Usage Update Delete  Publish to Catalog
No resuts found
v

Step

Action

10.

Make sure to review the PTAEO information to insure accuracy.

Click on the Hide Additional Information link.
Hide Additional Information
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UVa Integrated System iprocurement

Requisitions/Orders | Shop Post Award Requests  Receiving  Assessments  Feedback

Requisitions | Noifications | Approvals

Orders: Details >

Requisition 1191389 Line 1: Details
Requisition

Description  Vertical Adj. Single Slab Gel Systems
Plate L (mm): 145-280

Status Approved
Change History No
Header Attachments  View
) Show Additional Information

Order

Order 1689303

Buyer Jensen JackS

Supplier SPECTRUM LABORATORY PRODUCTS INC
Supplier Contact INSIDE SALES, REPRESENTATION

Shipment
Ho S48y m
Shipment Shipment Date Expected Receipt Date

No results found

Receipt
HeSaym

Receipt Transaction Date Received Unit

No results found

Receiver Phone

‘ﬂ

Current Approver
Approver Phone
Date Sent to Approver

Status  Approved

Buyer Phone  434-924-4351
Supplier Site  GARDENA 01

| Logged In As JSJGB

Supplier Phone ~ (310)516-8000

Freight Carrier

Items Returned

Tracking Number

Receiving Person

Training Guide

Step

Action

11.

Click on the Requisition Details link to return to the requisition.

Fequisition Details =

12.

Congratulations! You have completed the section on Viewing Requisitions and
Purchase Orders in iProcurement.

End of Procedure.

Printing Requisitions

Procedure

This section will show you how to print your requisition from iProcurement. If a purchase
order has been created, you can also go into the UVA Marketplace, find the purchase order
and view and/or print the original requisition.

If you need to print a requisition before a purchase order is created, follow these

instructions.

While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other

actions.

Page 123



Training Guide

Edit and Submit Requisition

* Indicates required field
Requisition 1191393
Total 76.85 USD

Justification

Select Lines: Update | Copy | Delete |} =
Select All | Select None

Select Details Description Quantity Unit Price A’;‘L‘I’;‘g"

Battery Pack

O » 12V Li-lon 1 Each 381USD 3310
1.4AMT.
Abrasive

O »  Bushez 1 Each 1025USD 1025
Lock 36 Grit
Carbon

O » Pleated Filter 1 Each 285USD 2350
20x24x4

Total 088

Approvals

@ TIP Please click on ‘Refresh Approvers’ to view the updated approver(s).

[E—* No Approvals Required
<

‘= hitps Vit upn sdininvir. O = @& © | & cdit and Submit Requisition

RequisitionsiOrders  Shop ~ Post Award Requests  Receiving  Assessments

Feedback

* Description  Battery Pack 12V Li-lon 1.4A/Mr.

Need By Date

03-Apr-2016 00:00:00

(example: 17-Mar-2018 10:45:00)

03-Apr-2016 00:00:00

(example: 17-Mar-2018 10:45:00)

03-Apr-2016 00:00:00

(example: 17-Mer-2018 18:45:00)

Based on your approval authority, this requisition does net require approval by others.

Check Funds = Save | Printable Page = Submit

Deliver-To Location

BDBROD

BDBROD

BDBROD

ORACLE
USER PRODUCTIVITY KIT

Reference Update oo
Number i
PRl |
PR
s

Refresh Approvers = Manage Approvals

Step

Action

printer icon.

Printable Page

Click on the Printable Page button.

The easiest way to print a requisition is upon Returing to the Integrated System.

Another window will open, from which you can print by clicking on your browser's

You can also print the requisition by selecting File>Print.

The next steps will show you how to print a requisition after it has been submitted.
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File Edit View Favorites Tools Help

Logged In As JSJBB.

Requisitions/Orders | Shop Post Award Requests Receiving Assessments Feedback

Requisitions | Notifications | Approvals

Requisitions

Search

Views

View  All My Requisitions [¥] Go
@TIP Click Search button to perform advanced requisition search

@ Indicates requisition with a pending change request. @ TIP DO NOT cancel a requisition if an order has been created.
Select requisition: | Cancel Requisition |~ Change | Complete | Delete |1 = 5 £F » [l

Requisition

.
Seloct Requisition = (U

Description Total Quantity Creation Date ¥ Requisition Status =~ Order

1191303 GRAINGER ?i‘:ﬁpm 12V Lion 76.85 USD D1-Apr-2016 142951  Incomplete

NEW ENGLAND .
BIOLABS INC Hemo Klen Tag 416.00 USD 01-Apr-2016 121938 Pre-Approved

1191330
SPECTRUM Vertical Adj. Single Slab Gel

1191389 LABORATORY Systems Plate L (mm): 145- 687.41UsD 01-Apr-2016 09:11:36  Approved 1699303
PRODUCTSINC 280

TipOne(R) 1-20 ul natural
beveled filter pipet tips in

USA SCIENTIFIC  sterilized hinged racks, 20 .
1191388 NG racks of 96 tips (1020 tips) 47850 USD 31-Mar-2016 15:00:42 Approved 1699302

RNase, DNase, DNA free, and

L%mm;m Lyne (L. - jsibb@ese. e =R 0

15em |
:

016

Training Guide

Action

Find the requisition you want to print.

Click on the requisition 1191390.
1191390

Click on the blue Details button.

Click on the Show Additional Information link.
Show Additional Information
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File Edit View Favorites Tools Help

UVa Integrated System iprocurement

Requisitions/Orders | Shop Post Award Requests Receiving  Assessments

Requisitions | Notifications | Approvals

‘Orders: = 4 Details =

ion 1191390 Line 1: Details

on

Description

Status

Change History
Header Attachments

Hemo KlenTaq - 1,000 rxns
Pre-Approved

No

None.

4 Hide Addttional Information

Item Information

Jensen, Jack §

03-Apr-2016 00:00:00

Requester

Need-By Date
Assigned Buyer
Item Number
Category Description
P-Card Used

Tax Information

Lab Supplies
No
Click Here

Charge Account

o
s _

L acle iProcurem. E
e

Feedback

L 8 Microsoft Lync (L...

Logged In As JSJ6B

Current Approver Clements, Sue B
Approver Phone  434-243-5086
Date Sent to Approver 01-Apr-2016

Deliver-To Location

Destination Type

Inventory Replenishment Request
Supplier

BDBROD
Expense
No
NEW ENGLAND BIOLABS INC
Supplier Site  IPSWICH 01
Supplier Contact

Contact Phone

Supplier ltem  MD332L.

0 % Inbox - jsEb@ese

- mEDe

Action

Click on the File menu.
File

Select Print... from the menu.
Print...

Ctrl+P

= Pnnlr
r
General | Options

Select Printer

A FIS on finprint.finadmin.virginia.edu ## Send To OneNote 2013
2 Huey on finprint

= Microsoft XPS Document Writer
[l [

Status:
Location
Comment:

Ready
OSP Accourting

[T Print to file

Page Range

@ Al Number of copies

Selection Current Page

(©) Pages 1 Calste
23!
Enter either a single page number or a single 1}=r
page range. For example,

| LoggedIn As JSJ6B

Feedback

Current Approver
Approver Phone  434-243-5086
Date Sent to Approver 01-Apr-2016

Clements, Sue B

No data exists.

Shipment

Heba-m
Shipment

Shipment Date

No results found.

Receipt

Expected Receipt Date

Freight Carrier
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Step Action

9. Click on the Preferences button.

Preferences .

10. Ensure that the Orientation is set to Landscape.

&8

Logged In As JSJ6B @) -{

Genral | Options

) Printing Preferences

| Advanced | Printing Shortcuts | Paper/Gualty | Effects | Finishing | Job Storage | Services|

A printing shortcut is a collection of saved print settings that you can select
with a single click

Printing shortcuts:

Factory Defaults

Two-sided (Duplex) Prrting

®

ipprover Clements, Sue B
pr Phone  434-243-5336
General Everyday Printing Automaticaly Seledt pprover 01-Apr-2016

@

Pages per sheet:

= Ecoprint (Two-sided Printing) 1 page per sheet
Prirt on both sides:
No

Papertype

®

Orientation:

Landscape

Tracking Number

Received Unit Receiver Phone

Elad =i |

Step Action

11. Click on the OK button.

o)

Page 127



Training Guide ORACLE'

USER PRODUCTIVITY KIT

-

gy 2 Seeap——wsl ) 2 i B
I —

[og
L

i

X
| LoggedinAsJsieB @ EI -

General | Options
| Select Printer ‘ﬂ

FEIFIS on finprint.finadmin.virginia.edu #5end To OneNote 2013
2 Huey on finprint
= Microsoft XPS Document Writer Feodback

« [ ] »

Status Ready [F] Pt to e

Location: OSP Accounting

Page Range
@A Number of copiss: 1
Salection Current Page Current Approver Clements, Sue B
© Pages 1 Coliste Approver Phone  434-243-5086

213 [ 5213 Date Sent to Approver 01-Apr-2016
Enter efther a sinle page number or a single 1} 1}
page range. For example, 512

Pii | [ Cance | [ ey |

No data exists.
Shipment

Hebay m

Shipment Shipment Date Expected Receipt Date Freight Carrier Tracking Number

No results found.

Receipt

) ,E—' "k
:.! Oracle iProcurem. g 3 L % Microsoft Lync (L. || (O & Inbox - jsi6b@ese.
&

o 3z [
- e ogEow ' oL
P 47172016

Step Action

12. Click on the Print button.
Print

13. Congratulations! You have completed the section on Printing Requisitions.

End of Procedure.

Changing Requisitions
Procedure

For Hosted Catalog and Non-Catalog orders, you may change any information, except for
the item description and price.

For Punchout Orders you can only change the billing information.

While taking the training, you may click on the Actions link in the upper right corner to restart

the section, go to the next step, return to the previous step, close the topic, or initiate other
actions.
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UVa Integrated System iprocurement v A O % ., | toggeamasssiee @ 4

RequisitionsiOrders | Shop | Post Award Requests  Receiving  Assessments  Feedback
Stores | BuyerAssist | Shopping Lists

Search UVA Marketplace[v] Go

Welcome, Jensen, Jack SI UVA PO Purchaser

Shopping Cart
‘Your eart contains 3 lines.

@ TIP Click on UVA Marketplace icon to begin shopping.

EUVA Recently Added Lines
ARKETPLIACE Carbon © Esen
Pleated
Requisitions
My Req Abrasive + Eaen
Full List Brush
HaEHy m ?gnery Pack 1 Each
Requisition Description (ﬂg'g]' Status  Change Lppress
1191393 Battery Pack 12V Li-lon 1.4A/r. 76.85 Incomplete View Cart and Checkout
N Pre-
1191390 Hemo Klen Taq 418.00 approved & Purchasing News
" Check Frequently Asked Questions
1191389 Vertical Ad. Single Slab Gel Systems Plate L (mm): 145-280 687.41 Approved E:
= + Buying and Paying Basics
TipOne(R) 1-20 ul natural, beveled filter pipet tips in sterilized
1191333 hinged racks, 20 racks of 96 tips (1920 tips). RNase, DNase, 47850 Approved S This s where the cusiomer puts their own
DNA free, and non-pyrogenic purchasing news items (this is an HTML
plugin).
Consuiting Services for Training for Human Resources
1191387 Department 2500000 Approved E:
Copyright (c) 1993, 2015, Oracle and/or its affiliates. All rights reserved Privacy Statement

Step Action

1. Find the requisition that you want to change.

Ensure that the requisition has not been received or invoiced against. (To view this
information, click on the Requisition number and the blue Details icon).

Click on the requisition Change button.

£y
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UVa Integrated System iprocurement

| LoggedinAsJsseB @

Requisitions/Orders

Shop  Post Award Requests  Receiving Assessmenis  Feedback
Requisitions | Nofifications | Approvals
L]
Enter Changes View Approvals

Review And Submit

Change Order 1191389 (687.41 USD): Select Lines

Cancel Step1of3 | Next
For lines with multiple distributions, click on the Quantity link to change guantities or click on the Amount link to change amount.

HeGfy @~

B e Order c 3 5 Amount Cancel
Line  Description 5 " Order Need-By Unit Quantity Price. “Ni/p) line Atiachments Reason
Vertical Adj
Single Slab
1 Gel Systems  Purchase 1699303  22-Apr-2016 1¢ G Each  © 1| = 687.41 UusD  eer.a1 [ 43
Plate L (mm)
145280
< >
@ TIP Note that not all lines may be eligible for changes.
< >

For this example, you will enter a new amount in the Quantity field.

Click in the Quantity field.
1
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‘(D

| Logged In As JSJGB

Requisitions/Orders | Shop Post Award Requests  Receiving

Assessments  Feedback
Requisitions | Nofifications | Approvals
L]
Enter Changes View Approvals

Review And Submit

Change Order 1191389 (687.41 USD): Select Lines

Cancel  Step1of3 | Next
For lines with multiple distributions, click on the Quantity link to change quantities or click on the Amount link to change amount.

Ho St M

B S Order c 3 .. Amount Cancel

Line  Description .  Order Need-By Unit Quantity Price “//n) Line Atiachments Reason
Vertical Adj
Single Slab

1 Gel Systems  Purchase 1699303 22-Apr-2016 1€ fp  Ea.. 1|~ 687.41 U. 6741 [ 43
Plate L (mm)
145-280

<

@ TIP Note that not all lines may be eligible for changes_

Copyright (¢ Oracle and/or its affiiates.

I rights reserved
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Step Action

3. For this example, we have removed the incorrect quantity.

Enter the desired information into the Quantity field. Enter "3".

UVa Integrated System iprocurement ‘m

| LoggedinAsJsseB @ ~£

Requisitions/Orders | Shop Post Award Requests  Receiving  Assessments  Feedback

Requisitions | Noifications | Approvals

Enter Changes View Approvals

Review And Submit
Change Order 1191389 (687.41 USD): Select Lines Cancel Stepiof3 | Next

For lines with multiple distributions, click on the Quantity link to change quantities or click on the Amount link to change amount.
Hao Gt M
q o Order Amount Cancel
Line  Description
Type

Order  Need-By Unit Quantity USD) Ling Attachments Reason

Price
Vertical Adj.
Single Slab . .
1 Gel Systems  Purchase 1699303  22-Apr-20161¢ be Ea.. 3
Plate L (mm)

687.41 U.. 206223 [] 43
145-280

>
@ TIP Note that not all lines may be eligible for changes.

013, Oracle and/or its affiliates. All rights reserved.

Privacy Statement

Step Action

4, Click in the Reason field.
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Requisitions/Orders | Shop Post Award Requests  Receiving  Assessments  Feedback

Requisitions | Noifications | Approvals

Enter Changes View Approvals

Change Order 1191389 (687.41 USD): Select Lines

For lines with multiple distributions, click on the Quantity link to change quantities or click on the Amount link to change amount.

He Gy @~

@ TIP Note that not all lines may be eligible for changes.

Oracle and/or its affiliates.

Step10f3 | Next

Attachments Reason

B S Order c 3 .. Amount Cancel

Line  Description .  Order Need-By Unit Quantity Price “1/6D) Line
Vertical Adj
Single Slab

1 Gel Systems  Purchase 1699303 22-Apr-2016 1€ fp  Ea.. Elll 687.41 U.. 206223 []
Plate L (mm)
145-280

<

Logged In As JsJ6B @) £

Step Action

5. Enter a reason for changing the quantity.

Enter the desired information into the Reason field. Enter "Needed 2 more".

UVa Integrated System iprocurement

Logged InAs JsJ6B (@ £

Requisitions/Orders | Shop Post Award Requests  Receiving  Assessments  Feedback

Requisitions | Nofifications =~ Approvals

Enter Changes View Approvals

Change Order 1191389 (687.41 USD): Select Lines

For lines with multiple distributions, click on the Quantity link to change guantities or click on the Amount link to change amount.

He by i~

Line Description ?vrﬂzr Order  Need-By Unit Quantity Price amountilCancel
Vertical Ad.
Single Slab

1 Gel Systems Purchase 1699303 22-Apr-2016 1€ fp Ea_ 3 68741 U.. 206223 []
Plate L (mm);
145-280

<
@ TIP Note that not all lines may be eligible for changes.

Copyright (c) 2013, Oracle and/or its affiliats

i rights reserved.

Review And Submit

Step 10f3 | Next

(USD} Line Attachments Reason

Needed 2 more
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Step

Action

6.

Click on the Next button.
Mext

UVa Integrated System iprocurement T @

RequisitionsiOrders | Shop | Post Award Requests  Receiving  Assessments  Feedback

Stores | BuyerAssist | Shopping Lists

O LJ

Enter Changes View Approvals

Change Order: Select Approvers

Based on your approval authority, this change request does not require approval by others

Approvals

@TIP Please click on ‘Refresh Approvers' to view the updated approver(s).

[E—* No Approvals Required

Copyright (c) 1898, 2015, Oracle and/or its affiiates. All rights reserved

| LoggedinAsJsJGB 4]

Review And Submit

Cancel | Back | Step2of3 | Next

Refresh Approvers ~ Manage Approvals

Privacy Statement

Step

Action

Click on the Next button.
MNext
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| LoggedinAsJsseB @ £

2013, Oracle and/or its affiliates. All rights reserved

Requisitions/Orders | Shop Post Award Requests  Receiving  Assessments  Feedback
Requisitions | Nofifications | Approvals
O O
Enter Changes View Approvals Review And Submit
Change Order 1191389: Review and Submit Cancel | Back Step3of3 | Submit
Change Requisition Details
% Indicates new value
HaEiy v
Order Need- Amount Non e coverable Cance
Details Line Description Type Order By Unit Quantity Price (USD) o S0y Tax (USD) e
03-Apr-
Vertical Adj 2016
, Single Siab 00:00:00 1 687.41
1 Gel Systems  Purchase 1608303 22-Apr  Ea
Patol (mm o 3 B4 USD gpepp gy 000 0.00
145-280 16:33:57
< >

Statemen

Action

Click on the Submit button.
Submit

You will receive a confirmation that your changes have been submitted.

UVa Integrated System iprocurement Logged InAs JsJ6B (@
Requisitions/Orders Shop Post Award Requests Receiving  Assessments  Feedback
Requisitions | Nofifications | Approvals
[ Confirmation
Your change request(s) for Requisition 1181388 have been submitted for processing. View status of the change request(s) from the Requisition Status page
Change Order 1191389: Confirmation Details
Request Created By Jensen, Jack S 0Old Non-Recoverable Tax 0.00 USD
Request Creation Date  20-Apr-2016 12:35:06 New Non-Recoverable Tax 0.00 USD
687.41USD Note to Approver
2,062.23 USD
Change Requisition Details
4 Indicates new value
HoBfy @
Order Amount Non - pecaverable
Details Line Description Order  Need-By Unit  Quantity Price Recoverable A
Type (uSsD) Tax (USD)
Tax (USD)
Vertical Adj
Single Siab 03-Apr-2016 00:00:00 1 867.41
» 1 Gel Systems  Purchase 1899303 7,0 o Each
Fiate© (mm) 22-Apr-2016 16:33:57 54 I 68741 USD 206223 gy 000 0.00
145-280
< >
Retum to Requisition Status
v
< >
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Step Action

10. From the Requisitions/Orders tab, click the Notifications link to view any system
generated messages regarding the change.

Mofifications

11. Click the Subiject link for Response to Requisition (#) Change Request.

12. The page displays.
No action is required for this item.

Use the OK button to exit this screen.

UVa Integrated System iprocurement % AR O x B, T | LoggeainasssiE @ 4

Requisitions/Orders | Shop Post Award Requests  Receiving  Assessments  Feedback
Requisitions Notifications | Approvals

View Open Notifications  [v] | Go

Select Notifications: | Open  Transfer  Close |} 2 76 £ v [
Select All | Select None

Select From 2  Type. Subject 2 Sent v Due -
[0  Jensen, Jack FO Approval Standard Purchase Order 1699303 has been approved 20-Apr-2016
O PO Approval Efor Approval worlflow database erfor occurs while approving Purchase Requisition 1191398 14-Apr-2016
[  Jensen, Jack PO Approval Standard Purchase Order 1699309 has been approved 06-Apr-2016
[0  Jensen, Jack FO Approval Standard Purchase Order 1699302 has been approved 06-Apr-2016
[0  Jensen, Jack FO Approval Standard Purchase Order 1699298 has been approved 06-Apr-2016
[0 Jensen, Jack PO Approval Standard Purchase Order 1699306 has been approved 04-Apr-2016
O Jensen, Jack PO Approval Standard Purchase Order 1699299 has been approved 31-Mar-2016
O UVA Timecard Approval Warkflow ~ Hochstetler, Kelly approved timecard for period 08-FEB-2016 - 21-FEB-2016 19-Feb-2016
) SYSADMIN  OTA Workflow Teaching Reminder 18-Feb-2016
O SYSADMIN  OTA Workflow Teaching Reminder 10-Feb-2016
O SYSADMIN  OTA Workflow Teaching Reminder 03-Feb-2016
O UVA Timecard Approval Woerkflow ~ Hochstetler, Kelly approved timecard for period 11-JAN-2016 - 24-JAN-2016 23-Jan-2016
Copyright (c) 1998, 2013, Oracle and/or its affiliates. All rights reserved Privacy Statement

Step Action

13. Click the Subiject link for the Standard Purchase Order XXXXXXX has been
approved item.

Standard Purchase Order 1659303 has been approved

14. Review the notification, especially the Order Delivery Method.

Note: Whenever a requisition is modified that has an assigned Purchase Order
number, then the User (you) must deliver the PO to the vendor.

Click the OK button.
oK
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‘2 hitps,//is-gat-vpn.adminvir.. O ~ & & |72

@ Oracle iProcurement:

Requisitions/Orders | Shop Post Award Requests  Receiving  Assessments  Feedback

Requisitions

View Open Nofifications
Select Notifications: Open  Transfer
Select All | Select None

Select From -

O

O oo ooodogood

Jensen, Jack

Jensen, Jack

Jensen, Jack

Jensen, Jack

Jensen, Jack

SYSADMIN

SYSADMIN

SYSADMIN

Notifications | Approvals

[v] Go

Type =
PO Approval Errar

PO Approval

PO Approval

PO Approval

PO Approval

PO Approval

UVA Timesard Approval Workflow
OTA Workflow

OTA Workllow

OTA Workflow

UVA Timecard Approval Workflow

Close | & '8 £ [

Subject -~

Approval workflow database eror occurs while approving Purchase Requisition 1191398
Standard Purchase Order 1629309 has been approved

Standard Purchase Order 1699302 has been approved

Standard Purchase Order 1629298 has been approved

Standard Purchase Order 1629306 has been approved

Standard Purchase Order 1699299 has been approved

Hochstetier, Kelly approved timecard for period 08-FEB-2016 - 21-FEB-2016
Teaching Reminder

Teaching Reminder

Teaching Reminder

Hochstetler, Kelly approved timecard for period 11-JAN-2016 - 24-JAN-2016

Copyright (c) 1898, 2013, Oracle and/or its affiiates. All rights reserved
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hok - 0K

Sent v Due -

14-Apr-2016

06-Apr-2016

06-Apr-2016

06-Apr-2016

04-Apr-2016

31-Mar-2016

19-Feb-2016

18-Feb-2016

10-Feb-2016

03-Feb-2016

23-Jan-2016

Privacy Statement

Step

Action

15.

There are no other notifications to review for this transaction.

Click the Shop tab to exit and continue shopping.
Shop

16.

Congratulations! You have completed the section on Changing Requisitions.
End of Procedure.

Canceling Requisitions

Procedure

You can cancel either individual requisition lines or the entire requisition.

Note: If you cancel a requisition that has an assigned purchase order number, then you
must communicate the cancellation change to the vendor.

In this section you will learn how to cancel a requisition.

While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other

actions.
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UVa Integrated System iprocurement v A O % ., Loggeamasysies @  4f

RequisitionsiOrders | Shop | Post Award Requests  Receiving  Assessments  Feedback
Stores | BuyerAssist | Shopping Lists

Search UVA Marketplace[v] Go

Welcome, Jensen, Jack SI UVA PO Purchaser

Shopping Cart
‘Your eart contains 3 lines.

@ TIP Click on UVA Marketplace icon to begin shopping.

; UVA Recently Added Lines
M ETPLACE Carbon .
Pleated
Requisitions
My Req Abrasive © Esen
Full List Brush
HaEHy m Battery Pack 1 Eah
12
Requisition Description (E“S'S)' Status  Change oopress
1191303 Battery Pack 12V Lidon 1.4AMr 7635 Incomplete View Cart and Checkout
N Pre-
1191390 Hemo Kien Tag 418.00 aporoved & Purchasing News
. + Check Frequently Asked Questions
1191220 \;;Er'nca\ Adj. Single Slab Gel Systems Plate L (mm}: 145- &a7.41 Approved S ¥

= + Buying and Paying Basics

TipOne(R) 1-20 ul natural, beveled filter pipet fips in
1191388 sterilized hinged racks, 20 racks of 96 tips (1920 tips). 478.50 Approved >
RNase, DNase, DNA free, and non-pyrogenic

Consulting Services for Training for Human Resources

TIET popanment

25,000.00 Approved >

Copyright (c) 1898, 2015, Oracle and/or its afiiates. All rights reserved Privacy Statement

Step Action

1. Find the requisition you want to cancel.

Click on the requisition 1191390 number.
1191380

2. Click on the Cancel Requisition button.

Cancel Requisition

3. If your requisition has more than one line, you can cancel individual lines without
canceling the entire requisition by clicking on the Select checkbox and the Continue
button. For this example, you will cancel the entire requisition.

Click on the Cancel Entire Requisition button.

Cancel Entire Requisition

4, Click on the Submit button.
Submit

5. Notice the confirmation message at the top of the page. To see that the requisition
was cancelled, return to the Requisitions/Orders tab.

Click on the Requisitions/Orders tab.

Requisitions/Orders

6. You will see Cancelled as the Requisition Status. To see the lines or details of the
cancelled requisition, you can click on the requisition number.
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Step Action

7. From the Details page of the requisition, you will see the line(s) identified that has
been canceled.

8. Congratulations! You have completed the section on canceling requisitions.
End of Procedure.

Correcting the Accounting Date (Invalid GL Date) in iProcurement
(Requisition)

When you create and save a requisition in one month and do not approve it during that month,
or the requisition is returned to you and you approve it in a different month, you will need to
change the GL (General Ledger) Date. The GL Date is used to determine the correct
accounting period for your transaction.

This date is automatically entered when you save the requisition. Because the periods are
closed on the last day of the month, you will need to reflect an "open" or "current” period date
in the GL Date field.

Unable to Reserve Standard Purchase Order XXXXXXX Notification
You may receive an Unable to Reserve Standard Purchase Order XXXXXXX natification.
The notification reads like this: Line #1 Shipment #1 Distribution #1 The accounting date

is not in an open encumbrance period. You will follow the instructions in this topic to fix the
GL Date.

Procedure

You may receive an Unable to Reserve Standard Purchase Order XXXXXXX notification.
The notification reads like this: Line #1 Shipment #1 Distribution #1 The accounting date is
not in an open encumbrance period.

Next you will see how to correct an invalid GL Date.
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UVa Integrated System

iProcurement

Requisitions/Orders | Shop | Receiving

Training Guide

©
Review And Submit

Expenditure Organization

Expenditure [term Date

Charge Account
GL Date

¥TIP To add an attachment, add comments or add o change an approver, click Next'
Otherwise, click 'Submit' to route the requisition for approval.

Cancel ‘ Save

Requisition Information Approvals
Checkout: Requisition Inf i
P
Indicates required field cancel | | save | [ submit | | Edit Lines | Stsp 1 ofs | Next
* Requisition Description  [FLATE,FILM RETAINER 384 WELL
Delivery Billing
* Need-By Date [03-Jul-2014 00:00:00 [ Project 132561 Q
(examples 16-Jun-2014 13;45:00) Task |11 Q
* Requester  Webster, Dorna H
Award  DRO2477 Q
* Deliver-To Location  EDADLR Q
Expenditure Type  Supplies, Lab, Other Q
Q
=]

31680 AS-Biology

20-Jun-2014

(example: 16-Jur-2014)
Enter Charge sccount

20-Jun-2014 =]

Edit Lines | Step 10f 3 | Next

g Cart Homs Logout Prefe

Submit
b

Halp

E1 [ € Interet | Protected Mode: Off

Gh v ®100% v

Step

Action

Click the Submit button.
Submit

Note the red Error message. You must change th
the requisition.

Notes:
You may need to change the GL Date for mult

day of the next month for each line, as needed.

You will not be able to leave this page until you change the GL Date to the first

e GL Date before you can submit

iple lines.

Access the calendar to change the GL Date.
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UVa Integrated System

iProcurement

Requisitions/Orders | Shop | Receiving

Requisition Information

B Error @ Pick 2 Date - Windows Internet Explor...
Row 1 Errar - GL Date is irval .
[&] nttps://e2qatwa.adminvirginiaedus090/04 H & [ &
Reg on Inf; : Edit i
* Indicates required fisld @ uly v 2014 > @ Chedk Fands | [ Apply
Delivery. (PTACD G | hten R e Wed ST R sat
22 30 2 2 3 4 5
Select Lines: 6 7 8 8 10 11 12
Select 4ll | Select None 13 14 15 16 17 18 18
selectLine  Description GL Date
20 2 22 23 24 25 26
1 FLATE,FILM RETH) i (<)
27 28 20 30 31 1 2
¥TIP Click on a Split icon to alid)
€ Internet | Protected Mode: Off 45 »  #®100%
Check Funds | | Apply

Step

Action

Click the first day of the next month date.
1

UVa Integrated System  iprocurement

Requisitions/ Orders

Shop | Receiving
@ 2]
Requisition Information Approvals Review And Submit
@ Eror
Row 1 Errar - GL Date is invalid.

Reg on Inform: Edit Lines
* Indicates required fisld

Delivery | PTAED W Attachments

Select Lines:
Select 4ll | Select None
Select Line

1

Check Funds

Description Charge Account

GL Date

PLATE,FILM RETAINER 384 WELL 10.122561 . 2075.6555.31680.0000

“TIP Click on a Split icon 1 allocate costs t multiple accounts.

B @ Internet | Protected Mode: Off

B v ®100% v
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Step Action

5. Click the Apply button.

Apply

6. Click the Submit button.

Submit

7. You will receive a confirmation that the requisition has been submitted.

Note: If you are self-approving (or if your approver approves the requisition on the
same day), then the PO will be generated, but it will remain in an Incomplete status.
To move the PO forward (out the door), you will have to update the GL date on the
resulting PO and approve it (both in PO Summary).

8. Congratulations! You have completed this section on how to correct the accounting
date (an invalid GL Date) in iProcurement for a requisition.
End of Procedure.

Troubleshooting Requisitions

Troubleshooting Requisitions

Sometimes a requisition does not automatically receive a system generated purchase order (PO) number.
This happens when the person who created the requisition does not have approval authority. Therefore, the
requisition will route to someone else within the department for approval. However, there are also other
reasons why a purchase order number is not generated. Sometimes requisitions must route to Procurement
or other central offices for their review and approval.

Capital and Non-Capital Equipment Requisitions

Requisitions submitted with a capital equipment expenditure type automatically route to the departmental
approver first, and then go to Asset Accounting for their approval. Click here
(http://www.virginia.edu/finance/finanalysis/eqp_expnd_typ.html) for a list of Capital or Non-Capital
equipment expenditure types and their descriptions.

An item is considered Capital Equipment when it meets ALL FOUR of the following criteria:
1. Cost of an equipment item must exceed $5,000

2. Useful life of equipment must exceed one year

3. UVA must retain title or ownership of equipment

4. Equipment must be functional as a standalone or as an integral component of larger UVA owned system
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Procurement Services Approval

Note: If a requisition routes to Procurement for approval, then the Procurement Services Buyer will create
the PO. Users must monitor the Requisitions/Order tab to determine if a PO has been created/approved and
the PO number. The system will not send an email notification to the user.

The reasons a requisition will route to the central Procurement office are outlined below.

1. The total of the requisition is $5,000 or greater and the vendor is a Non-Contract vendor.

2. The total of the requisition is $50,000 or greater and the vendor is a Contract vendor.

3. The requisition is for a restricted expenditure type. Requisitions with any of the following expenditure
types will always route to Procurement Services.

e Supplies, Lab, Radioactive
Supplies, Pharmaceutical Drugs
Svcs, Emp Moving, Trans & Stor
Svcs, Moving & Relocation, Emp
Travel Costs, Training (all)
Travel, Agent Fees

Travel, Aid

Travel, Meals Actual, For

Travel Meals Actual, US

Travel, Meals Per Diem, For
Trave, Meals Per Diem, US
Travel, OSP Trainee

Travel, Other Airline Fees, For
Travel, Other Airline Fees, US
Travel, Public Carrier, For
Travel, Public Carrier, US
Travel, Rental Vehicles, For
Travel, Rental Vehicles, US
Travel, State Vehicles

Travel, Subsist & Lodging, For
Travel, Subsist & Lodging, US
Eq NonCapital Law Enforcement
Eq Capital Law Enforcement
Supplies, Law Enforcement

Eq Capital Motor Vehicles

Eq NonCapital Motor Vehicles
Meals, Athletic Stdnt Use Only
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4. The Buyer Assist form was used to create the requisition. This form automatically routes to Procurement
Services no matter what content or accounting information was provided.

5. There is a problem with the supplier or supplier site set up for the vendor used on the requisition. If you
did not use the Buyer Assist form, but the supplier field is blank on the requisition, a problem exists with
the supplier setup.

e Contact Procurement Services to speak with a Vendor File Coordinator. Inform them of
the name of the Vendor/Supplier used on the requisition. They will research the issue.

Rejected Requisitions

Sometimes requisitions are rejected by Procurement, most often for missing documentation. Following is a
list of reasons requisitions are rejected.

Three quotes were not provided

Item should have been purchased via a Payment VVoucher and not a PO

A sole source form was not attached

A vendor has not registered in the system or the buyer is not informed

Did not use a Strategic Supplier but should have

Did not provide a copy of the Grant to show the vendor is named in the Grant
The Moving & Relocation did not include a vendor quote & Moving Agreement

Reconciling Requisition Commitments
Reconciling Requisition Commitments

When requisitions are created, they create a commitment. Once the Purchase Order is created,
the requisition commitment is relieved and a PO commitment is created. If the PO is not in an
Approved Status, then the PO commitment will go away and the requisition commitment will
return.

There are certain reasons when you will see outstanding requisition commitments. Following is a
list:

¢ Incomplete requisition

¢ Requisition has not been turned into a Purchase Order
e Associated Purchase Order has not been Approved

How do | deal with the above items and relieve the requisition commitment?

Incomplete Requisition:
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Have the individual who originally prepared the requisition either complete (send forward for
approval) or delete the requisition in iProcurement.

However, if the individual is no longer at UVA post a request for assistance with requistion deletion on the
HR-Finance User Group community forum at UVaCollab (http://www.hr.virginia.edu/other-hr-
services/employee-development/sys/issupport/) (http://www.hr.virginia.edu/other-hr-services/employee-
development/sys/issupport/)

Requisition has not been turned into a Purchase Order:

Wait for Procurement Services to create a Purchase Order. When that happens, then the
requisition commitment will be released.

Associated Purchase Order has not been Approved:

Reapprove the Purchase Order associated with the requisition. This is done in the Integrated
System, via Purchase Order Summary.

Viewing and Printing in the Marketplace

Upon completion of this section, you will be able to do the following in the UVA Marketplace:

e Search for and view purchase orders
e Print purchase orders

Viewing Purchase Orders in the UVA Marketplace

Procedure

You can view your purchase orders in the UVA Marketplace, including Revisions,
Approvals, Shipments, and History. This section will show you how to view purchase
orders in the UVA Marketplace.

While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other
actions.
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- ﬁ Uva JackSlensenv dr ™ A WooousD [HEEYESE)] Q
MARKETPLACE ?
™ Shop  Shopping » Shopping Home & _ Exit UVa Marketplace

Shop Hosted Catalogs & |

Go to: advanced search | favorites | forms | non-catalog item | quick order  Browse: suppliers | categories | contracts

WELCOME TO THE UVa ~ Minority Catalog Suppliers ?
MARKETPLACE
Dalv H SOUTHWEST
Contract Summary Pages and Purchasing aly g cb':”e”;"'::'“ VIRGINIA
Forms can be accessed by clicking below Computer JANITOR &
P! BOOKS & MEDIA
peripherals SUP...
lanitaria
¥ Punch-Out ?
) AMERICA vt
GO

~ External Website Suppliers 2
ITC Software ~
Central S ®
Check for Computers and
Software Here Software
First! -
~ Lab Supplies Catalogs »
GENESEE Ihnm;‘
SCIENTIFIC cientific
VWR
pvistce S PPN oo || aTsweco (| S

ntific Catalog

| SEMA-ALDACH

Step Action

1. Click on the Orders & Documents icon.

il

- 4" UVA Jack S Jensen ¥ Search (Alt+Q)
MARKETPLACE ?
w S Sogping - Shesping Fame
Orders and Documents
Document Search
£ | categories | contracts
search Documents
View Saved Searches g
My Forms .
B[
Forms can be accessed by clicking below” Computer [ JANITOR & || == :
mpt BOOKS & MEDIA eagents
peripherals SUP...
lanitoria
~ Punch-Out ?
) AMERICA i
GO
+~ External Website Suppliers ?
ITC Software )
Central i ®
Check for Computers and
Software Here Software
First! -
~ Lab Supplies Catalogs ?
GENESEE
SCIENTIFIC scentihc
vWRe
Pt {Punchout) corporaTION | 7% WELEO || 1o povorite
Genesee Scientific Catalog
oSty v
sasa-aLomen < 1nT ]
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Step Action

2. There are three search types.

Search Documents by PO number, Date or Date Range, or just for those POs you
created.

View Saved Searches is similar to Favorites. You can create a search that you use
often and save it for repeated use.

My Forms will display forms that you have requested over the selected date range.

Click the Search Documents link.

Search Documents

3. In the drop-down list, you can search by Purchase Order.

Note: Do NOT select All Documents or Requisitions. The requisition number is
the SciQuest cart number and does not correspond to the University's requisition
numbering system.

4, You can search for a specific purchase order by entering the PO number in the
search field.

If you want to see all of your purchase orders, you can click on the Go to: my
purchase orders link.

5. In the drop-down list you can select the date range for the search.

MARKETPIACE ?

) _J @ Orders and Documents > Document Search > Search Documents & 8 Ext UVa Marketplace
Search |Purchase Orders v |AH Dates V‘ m
nter search terms such as document numbers and product information.
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Step Action

6. For this example, you will search for all your purchase orders.

Click on the Go to: my purchase orders link.

my purchase orders

7. The search results display.

Note: Do not use the requisition number listed on this page. It is the SciQuest cart
number and does not correspond to the University's requisition numbering system.

8. You can refine the search results using available filters.

You can view a listing of all purchase orders for a specific supplier by selecting the
supplier.

9. Click on the Beckman Coulter link.
BECKMAN COULTER IMC (2)

10. The purchase orders list displays.

11. Click on the PO No link to view the purchase order.
1699301

12. This Status page will show you the status of the purchase order. You can also view
and print the original requisition, product details, and additional information about
the supplier.

13. You can use the directional arrows to move to the next purchase order on the search
results list.

14. You can use the Purchase Order Number(s) drop-down list to select a purchase

order number that is further down the list. This eliminates multiple clicks of the
directional arrow.
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=== UVA
MARKETPIACE

#l) Orders and Documents * Document Search  Search Documents =

) Back to Search Results 4| 1of 2Results |»

POy/Reference No. 1699301 Revision 0

Supplier BECKMAN COULTER INC

Status Purchase Order Revisions PO Approvals Shipments Comments Attachments History

General Information ? Document Status

PO/Reference No.

amounts will be included on the supplier invoice. Vendors may have minimum order size requirements.

Purchase Order Number(s) 1699301 v

Available Actions | Add Comment N - |

1699301 Workflow

Revision No. 0

supplier Name BECKMAN COULTER INC (¥ more info.. pistribution "”tf’[i‘,;",f::ﬂ"“f"“;if‘l_’:f‘ order

Purchase Order Date 3/31/2016

Total 2,800.00

Owner Name Jack s Jensen Manual

Owner Phone +1(434) 924-4351 supplier New Order

Owner Email isds-test@Virginia.EDU

Line Item Status J

_— Size / Unit 5 5 A .
Product Description Catalog No Packaging Price Quantity  Ext. Price Supplier Invoicing

1 \/Tub\ng Kit[5 moreinfo.. 144689 EA 30000 1EA 300.00 USD  New none
Order

2 ¥'Tils rotor[5]  more info.. 333857 EA 250000 1EA  250000USD New none
Order

Shipping, Handling and Tax charges are calculated and charged by each supplier. No estimate is provided here butthe ~ Total 2,800.00 USD

ORACLE
USER PRODUCTIVITY KIT

JackSlensen~y ¢ ™ A WooousD [EXINCISIe) Q

9 Exit Uva Marketplace

Step Action

15. Click on the Purchase Order tab.

Purchase Order

16.
vendor.

Click on the Revisions tab.

Revisions

The Purchase Order tab will show you complete purchase order details, including
shipping and billing information, and how the purchase order was delivered to the

17.

Click on the PO Approvals tab.
PO Approvals

The Revisions tab will show you the change history for the purchase order.

18.

Click on the Shipments tab.
Shipments

The PO Approvals tab will show you the approval hierarchy.

19.

Click on the Comments tab.

Comments

You will see any shipments that have been received for the order.
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Step

“UVA
MARKETPLACE

#l) Orders and Documents » Document Search  Search Documents =

<) Back to Search Results [+ 1of2Results [r|
PO/Reference No. 1699301 Revision 0
Supplier BECKMAN COULTER INC

Status Purchase Order Revisions PO I C

History

Add Comment

Show comments for | Purchase Order ™

Records found: 0

GJ No comments have been added

Training Guide

9 Exit Uva Marketplace

Purchase Order Number(s)

Available Actions | 4dd Comment Nl Go |

Action

20.

comment.

Click on the Add Comment button.

You will see any comments entered on the purchase order, or you can add a

Add Comment

This will add a comment to the document. If you select a user they will receive an email
indicating that a comment has been added to the document.

Email notification(s):

[ Jack's Jensen (Prepared by) <isds-test@Virginia, EDU>
add email recipient...

1000 characters remaining

Add Comment Close
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21.

Click on the Close button.

Close

) Back to Search Results

PO/Reference No. 1689301 Revision 0

supplier BECKMAN COULTER INC

Add Comment

Show comments for | Purchase Order ™
Records found: 0

UVA
MARKETPIACE
#) Orders and Documents > Document Search > Search Documents

Status | Purchase Order Revisions PO Approvals | Shipments Comments Attachments History

JackSlensenvy ¢ ™ A WooousD [EXNCISIe) Q

9 Exit Uva Marketplace

+| 1of2Results [» Purchase Order Number(s)

Available Actions | Add Comment Nl Go |

if)

GJ No comments have been added

Step Action

22. Click on the Attachments tab.

Attachments
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.. VA JackSlensen~v J ™ A W000USD
MARKETPLACE
W % Orcers and Documents > Document Search  Search Documents
+) Back to Search Results +| lof2Results [» Purchase Order Number(s) | 1633301 |
PO/Reference No, 1699301 Revision 0 Avaiable Actions [Add comment | 54
Ml Supplier BECKMAN COULTER INC
Status Purchase Order Revisions PO Approvals Shipments Comments Attachments History
There are no attachments for this document.
Step Action
23. The Attachments tab will show you any attachments entered on the purchase order.
Click on the History tab.
History
24, The History tab will show you the history of the purchase order.
25. Congratulations! You have completed the section on Viewing Purchase Orders

in the UVA Marketplace.
End of Procedure.

Printing Purchase Orders in the Marketplace via Quick View

Procedure

Some vendors require you to print and deliver (via fax, mail, or in person) a paper purchase
order. In this section you will learn how to print purchase orders in the UVA Marketplace.

You will first need to find the purchase order you want to print. See *Viewing Purchase Orders
in the UVA Marketplace™ for instructions on finding purchase orders.

While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other

actions.
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A "UVA JackSJenseny ¢ ™ A Woo0oUusSD |[EEEENASIe] Q
MARKETPILACE ?
W Shop > Shopping > Shopping Home v
Shop Hosted Catalogs |Everything v m I
Go to: advanced search | favorites | forms | non-catalog item | quick order  Browse: suppliers | categories | contracts
WELCOME TO THE UVa ~ Minority Catalog Suppliers ?
MARKETPLACE
Dalv i SOUTHWEST -
Contract Summary Pages and Purchasing aly g VIRGINIA |§qb
Forms can be accessed by clicking below Computer JANITOR & [
Pt BOOKS & MEDIA Reagents
peripherals SUP...
lanitaria
. ¥ Punch-Out ?
) AMERICA vt
GO n
~ External Website Suppliers ?
ITC Software ~
Contral [0 ®
Check for Computers and
Software Here Coftware
First! ;
~ Lab Supplies Catalogs ?
GENESEE Thomas )’
BIO-RAD SCIENTIFIC scientt
(Punchout)  5i0-RAD] corporaTion | STWELEO | o e Favarite
Genesee Scientific Catalog
His l [ < ‘ IDT ‘ W M

Step Action

1. Click the Orders & Documents icon to search for the purchase order you wish to
print.

i

2. Click the Search Documents link.
Search Documents
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N UVA ensenv & ™ A W00 search (Alt+Q)
MARKETPLACE ?
) Orders and Documents  Document Search  Search Documents &

Search |Purchase Orders V¥ All Dates V‘ m

Enter search terms such as document numbe:

suppliers, and product information.

Go to: advanced search | my requisitions | my purchase orders | my forms

Step Action

3. Click in the search field.

== VA ) ~ 4 w0
MARKETPIACE ?

18 Orcs e Docments > Doement Seach  Seach Documents
Search |Purchase Orders V| 1699307 All Dates V‘m

Enter search terms such as document numbe:

suppliers, and product information.

Go to: advanced search | my requisitions | my purchase orders | my forms
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Step

Action

4.

Enter the purchase order number.
For this example, the purchase order number has been entered for you.

Click on the Go button.

Click on the Quick View icon.

—

This is the summary of the purchase order.

You may print this for your own records, but this is not acceptable as a purchase
order to deliver to the vendor.

To print this for your own records, click on the Print button and follow the prompts
to print.

If you are required to deliver the purchase order to the vendor, you will want to print
out the purchase order with the UVA logo. The following instructions will show
you how to do that.

——bEETTCT. Search (alt+01
Document Navigator Display 2 X

EnE

<Previous 1 of 1 Next>

PO Summary - 1699307

POy/Reference Ne. 1699307
S supplier GRAINGER
General Information Shipping Information Billing/Payment
PO/Reference No. 1699307 Ship To Bill To usD
Revision No. 0 UNIV OF VA (BDEROD) ACCOUNTS PAYABLE —
cunmtier s m DEPT OF BIGLOGY (ERODIE) CARRUTHERS HALL, 1001 N EMMET ST
upplier Name eramcer [G] ¢4 GILMER HALL GROUND RM 071 PO BOX 400197

Address Not eV Registered,sciQuest | 409 MCCORMICK RD - LDG DK Charlottesuille, VA 22904-4197

Will Deliver PO by XML, Charlottesville, VA 22504 United States

1657 SHERMER RD United States

NORTHBROOK, IL 60062-

5362 US BillTo Address Code  UVA AP
Supplier Fax No. +1 (877) 202-2587 zh‘éﬂo Address BDERCD

oge

Purchase Order Date  4/4/2016 Billing Options
Total 6,118.00 USD. Accounting Date
Owner Name Jack 5 Jensen Delivery Options N Payment Terms Net 30
Owner Phone +1 (434) 924-4351 E:pEd'_tE ) F.OB. Destination
Owner Email isds-test@Virginia.EDU Ship Via Best Carrier-Best Way
Order Delivery SciQuest Wil Deliver o by | Re0UITed By Date  4/6/2016

XML
Contract Number See €55
Freight Terms .
& General Information values vary by line

v
Distribution Information Supplier Information
= v
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Step

Action

8.

Click on the purchase order (number) 1699307 link.
1699307

. UVA JackSlJensenv ¢ ™ A WoooUSD [EEESEFASTe)] Q
MARKETPLACE
#) Orders and Documents > Document Search » Search Documents
PO/Reference No. 1699307 Revision 0 Available Actions |Add Comment vIEa
supplier GRAINGER
Status Purchase Order Revisions PO Approvals Shipments Comments Attachments  History
Summary (S
Hide header Hide value descriptions
General Information & Shipping Information B Billing/Payment ?
PO/Reference No 1699307 Ship To Bill To
Revision No. o UNIV OF VA (BDBROD) ACCOUNTS PAYABLE
i \ DEPT OF BIOLOGY (ERODIE) CARRUTHERS HALL, 1001 N EMMET ST
Supplier Name GRA‘NGER.Q, more | GILMER HALL GROUND RM 071 PO BOX 400197
nfo.. 409 MCCORMICK RD - LDG DK Charlottesville, VA 22904-4197
Address Not eVA Registered, SciQuest | Charlottesville, VA 22904 United States
Will Deliver PO by XML, United States
1657 SHERMER RD
NORTHBROOK, IL 60062- BillTo Address Code UVA AP
5362 US ShipTo Address Code BDBROD
supplier Fax No. +1(877) 202-2587 - _
Purchase Order Date ~ 4/4/2016 Billing Options
urchase Order Date  4/4/: Delivery Options Accounting Date
Total 611200 Expedite x Payment Terms Net 30
Owner Name Jack s Jensen Ship Via Best Carrier-Best Way EOE. Destination
Owner Phone +1(434) 824-4351 Required By Dste  4/6/2016
Owner Email isds-test@Virginia.EDU
Order Delivery sciQuest Will Deliver PO by
XML
Contract Number See CSS
Freight Terms
G General Information values vary by line
Distribution Information 7 Supplier Information ?
Distribution Methods Supplier Information v

Step

Action

Click on the Available Actions drop down LOV to view the list.
W

10.

Click on the Print Fax Version item.
|Print Fax \Version

11.

Click on the Go button and follow the prompts to print.

Note: Do not change print preference to landscape.

12.

This is the printable page that you can print and deliver to the vendor.

Use the File >> Print to print this version.

13.

Another option to deliver the purchase order is by sending it by email to the vendor
or sending a copy to yourself for your records, if needed.

Depending on the version of Internet Explorer you have you can either use the page
icon drop-down list and select 'Page by e-mail’ or use the File menu
(File>Send>Page by e-mail).
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Step Action

14. Congratulations! You have completed the section on Printing Purchase Orders
in the UVA Marketplace.
End of Procedure.

Receiving in iProcurement

Receiving is required for any Purchase Orders totaling $5,000.00 and higher. Anyone with an
active purchasing responsibility (PO Shopper, PO Requester, and PO Purchaser) can enter
receiving information.

The Receiving tab in iProcurement is the preferred location to enter receiving information.

Upon completion of this section, you will be able to process the following receiving transactions in
iProcurement:

Express receive items
Receive partial shipments
Return items

Correct receipts

View receipts

Express Receiving in iProcurement

Procedure

System receiving is required for all purchase orders totaling $5,000.00 and greater.
Express Receipt is a quick method of receiving ALL items on a purchase order at once.
In this section you will learn how to process an Express Receipt.

While taking the training, you may click on the Actions link in the upper right corner to restart

the section, go to the next step, return to the previous step, close the topic, or initiate other
actions.
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UVa Integrated System iprocurement ¥ A O % ., 8@ Loggeamasysies @  4f

RequisitionsiOrders | Shop | Post Award Requests  Receiving  Assessments  Feedback

Stores | BuyerAssist | Shopping Lists

Search UVA Marketplace[ ] Go

Welcome, Jensen, Jack SI UVA PO Purchaser

Shopping Cart

@TIP Click on UVA Marketplace icon to begin sNopping.
Your cart is empty

; UVA
M ETPLACE
Purchasing News
+ Check Frequently Asked Questions
Full List + Buying and Paying Basics

My Requisitions

Ha b4y @

This is where the customer puts their own

hy this HTML
Requisition Description (E“S'S)' Status  Change E’é‘;’;ﬁ: Bpyshesing news fiems (i3 = =n
1191393 Battery Pack 12V Li-lon 1.4A/hr. 5,011.50 Approved [E: \»}
1191390 Hemo Klen Taq 0.00 Cancell.
1191389 Vertical Adj. Single Slab Gel Systems Plate L (mm): 145-280 65741 Appoved |5

TipOne(R) 1-20 ul natural, beveled filter pipet tips in sterilized
1191388 hinged racks, 20 racks of 96 fips (1920 tips). RNase, DNase, 478.50 Approved 5
DNA free, and non-pyragenic

Consulting Services for Training for Human Resources
1191387 Department 2500000 Approved [
Copyright (c) 1898, 2015, Oracle and/or its affiiates. All rights reserved Privacy Statement

Step

Action

Note that you can Express Receive from either the Shop or the Receiving tab in
iProcurement.

For this example, you will receive from the Shop tab.

Click on the Express Receive icon.

‘3}

Click on the Submit button.
Submit

You will get a confirmation that the receipt was created and will see the Receipt
number.

Remember to annotate the Receipt number on your packing slip, and maintain the
packing slip for the period of time required for record retention.

Congratulations! You have completed the section on processing Express
Receipts.
End of Procedure.

Receiving Items in iProcurement

Procedure

System receiving is required for all purchase orders totaling $5,000.00 and greater.
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In this section you will learn how to process a partial receipt.

While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other

actions.
UVa Integrated System iprocurement = 1 Logged In As JSJ6B
Requisitions/Orders TOD Post Award Requests  Receiving Assessments Feedback
Stores Buyer Assist Shopping Lists
Search |UVA Markeplace[ V] Go
Welcome, Jensen, Jack S! UVA PO Purchaser
@TIP Click on UVA Marketplace icon to begin shopping. ?r:‘:rp;:‘g ::;v
UVA
I KETPLIACE
MY ReqUis“ions T?ﬂr;?:i;gcz‘:’:v‘{s%ﬁeﬂ Questions
Full List + Buying and Paying Basics
HeE 4y @
Requisition Description (5‘;‘3; Status  Change E’é‘;;‘f:
1191398 Brake Motor TENV 7 1/2 HP 213TC 230/460 6,11800 Approved E \)
1191393 Battery Pack 12V Li-lon 1. 4A/hr. 5,011.50 Approved E
1191330 Hemo Klen Tag 000 Cancelled
1191389 Vertical Ad). Single Siab Gel Systems Plate L (mm): 145-280 6687.41 Approved [z
TipOne(R) 1-20 ul natural, beveled filter pipet tips in sterilized
1191338 hinged racks, 20 racks of 96 tips (1820 tips). RNase, DNase 47850 Approved [E3
DNA free, and non-pyrogenic.
Copyright () 1938, 2015, Oracle and/or its affiliates_ All rights reserved Privacy Statement
Step Action
1. Click on the Receiving tab.
Receiving

2. The Receiving tab displays. You will see two lists: A list of Requisitions that
require receiving, and a list of receipts that have been entered.

Note: If you are entering receiving for a purchase order that you did not create, then
change the Search Attribute to Find by Order Number. Next, enter the Purchase
Order Number in the blank Search Value field, then click Go.

3. You will see links to Receiving actions at the top. Although you can click on the
Receive Items link to receive, you will be prompted to search for the requisition if
you click on that action link. It is easier to go directly to the requisition in the
Requisitions to Receive list.

4, Click on the 1191398 link.

1191393
5. Click on the Receive button.

Receive
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Step Action

6. Click on the Select button.
Il
7. Enter the exact number of items received.

Enter the desired information into the Receipt Quantity field. Enter "1".

8. Click on the Next button.
Mext
9. The Receipt Date will default to the current date. You should change this to the

date the goods or services were actually received, if applicable.

10. Important! Use the calendar button to change the date if necessary.

For this example, the Receipt Date is correct.

11. Click on the Next button.
Mext
12. Click on the Submit button.
Submit
13. Congratulations! You have completed the section on Receiving Items.

End of Procedure.

Returning Items in iProcurement
Procedure

Sometimes you will need to return items to the vendor. This section will show you how to
process a transaction to return items.

While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other
actions.

Page 159



Training Guide

& https/fis-gat-vpn.adminy... © ~ @ G| & Oracle iProcurement Recei.

File Edit View Favorites Tools Help

Requisitions/Orders  Shop  Post Award Requests | Receiving | Assessments Feedback

Receiving Work Confirmations

Find by Requisition Number[~]  Search Value

Search ltems fo Receive [V] Search Attribute

Receiving

Select the receiving action you want to perform.

+ Receive tems.
* Retum Items

« Correct Receipts
+ View Receipts
Requisitions to Receive

Click Express Receive to direstly create receipts with the receipt values automatically defaulted Full List

<oy m

Order Number Express Receive

D ipti Supplier

1191293 Brake Motor TENV 7 1/2 HP 213TC 230/480 GRAINGER 1693307 <

My Receipts at a Glance

Click View Details to view receipt details_ Full List

Heba-m
r o Receipt Transaction . View
Receipt Item Description Supplier T

Date Date Attachments

Brake Motor TENV' 7 1/2 HP

05-Apr-
304084 o o naen ot 05-Apr-2016 GRAINGER

Dell Latitude E7470;Dell Latitude

racle rocurem E

04-Apr- o DELL

L%Micmw& Lync (L || O & Inbox - jsiEb@ese.

ORACLE
USER PRODUCTIVITY KIT

Receiving Process

* Receive
Record receipt of the items you
ordered, or receive on behalf of
others.
Receive ltems

Return

Need to send items back to the
supplier?

Return ltems

Correct

Did you record the wrong
receipt quantity?

Corect Receipts

* View
‘View receipts with all associated
returns and corrections.

View Receipts

Action

1. Click on the Return Items link.
+ Return Items

UVa Integrated System iprocurement

| Loggeainasysiee @

Oracle and/or its affi

Requisitions/Orders  Shop  Post Award Requests | Receiving | Assessments Feedback
Receiving | Work Confirmations
]
Find Receipt Retum Information
Return Items: Find Receipt Cancel
Receipt Created By  Jensen, Jack § q
[ Include people from all organizations
ltems Received Last 7 Days [v]
er at least one addiions] searc clecting Items Received Any Time)
Receipt a
Requisition Number Q
Order Number Q
Supplier q
Go  Clear
He Wiy m
n . - Return . Quantity 7
Receipt ~~  Requisition -~  Description Quantity Unit Received Supplier -~
Dell Latitude E7470;Dell Latitude DELL
304892 Te13es E7470, BTX Each 3 MARKETING LP
Brake Motor TENV 7 1/2 HP
304994 1191398 213TC 2301460 Each 1 GRAINGER
9 Inglicates an adjusted receipt quantity
@ TIP Use the Previous/Next navigation tool to make selections across multiple pages

Review and Submit

Clear Changes | Step 1073 | Next

Order Number =~ Attachments

1699306

1699307

Privacy Statement
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Step Action

2. A list displays all items eligible for return. Locate the line for the item you wish to
return.

Click in the Return Quantity field.

3. Enter the desired information into the Return Quantity field. Enter "1".

UVa Integrated System iprocurement g | @A © x £, Loggedin Asysies @ 4

RequisitionsiOrders  Shop ~ Post Award Requests | Receiving | Assessments Feedback

Receiving Work Confirmations

Find Receipt Retum Information Review and Submit

Return Items: Find Receipt Cancel Clear Changes | Step 103 | Next

Receipt Created By Jensen, Jack S Q
[ Include people from all organizations

ltems Received Last 7 Days [v]
(Enter atieast one additionsl search criterion when selecting ltems Received Any Time)
Receipt a
Requisition Number Q
Order Number Q
Supplier Q

Go | | Clear
I Edy m

Receipt ~~  Requisition -~  Description

s

Rotun || Quantity

Quantity Received Supplier -~ Order Number -~ Attachments

w

304993 1191393

Dell Latitude E7470;Dell Latitude
BTX 1  Each

DELL B
E7470 MARKETINGLp 1699306 U= ]

Brake Motor TENV 7 1/2 HP

213TC 230/460 GRAINGER 1689307 T4

304094 1191398 Each

9 Indicates an adjusted receit quantity
@ TIP Use the Previous/Next navigation tool to make selections across multiple pages

Copyright (c) 1898, 2013, Oracle and/or its afiiates. All rights reserved Privacy Statement

Step Action

4, Click on the Next button.
MNext
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UVa Integrated System iprocurement 1 | Logged in As JSJEB:

RequisitionsiOrders  Shop  Post Award Requests | Receiving | Assessments Feedback

Receiving Work Confirmations
O
Find Receipt Return Information Review and Submit
Return Items: Enter Return Information Cancel | Back Step2of3 | Next

Reason Q
Return Material Authorization
Comments

Copyright (c) 1898, 2013, Oracle and/or its affiiates. All rights reserved Privacy Statement

Step Action

5. You must enter a reason for the return.

Click on the List of VValues icon to see reasons for the return.
Q

Search and Select: Reason Cancel | Select

Search

Tofind a value, enter "%" in the search field, then select the "Go” button to retrieve the entire list of values. You may need to view
multiple pages to identify the appropriate value.

lew and Submit

Search By Reason Name[v] % Go
lcel  Back Step2of3 | Next
Results

Select Quick Select Reason Name

No search conducted.

H100% -

= Oracle iProcurem
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Step Action

6. Use the "%" to search for a list of return reasons.

Click on the Go button.
G0

~

Search

To find a value, enter "%" in the search field, then select the "Go” button to retrieve the entire list of values. You may need to view
multiple pages to identify the appropriate value.

Search By Reason Name[v| % Go
iew and Submit
Results
ificel  Back Step2of3 | Next
Previous |1-10 [w] Next 10 &
Select Quick Select Reason Name
: Inventory Obsolescence
B Consignment
3 Entry Error
3 No Packing List

e

Pack Damage

Il

Repair

e

‘Vendor Error

H100% -

— Lo ik 0:56 AN
|l Osde Proc. X Searchand... .ggm = 4 L @ Microsoft .| QG box 6. | ~ = 10 A gnc

Step Action

7. Find the reason in the list of values.

Click on the Quick Select button for the Reason Name.

*

8. Optionally, you may enter an RMA (Return Material Authorization) number or
Comments regarding the return.
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| LoggedinAsJssee @ -{

Receiving Work Confirmations
O
Return Items: Enter Return Information
Reason Vendor Error

Return Material Authorization
Comments

Copyright (c) 1898, 2013, Oracle and/or its affiiates. All rights reserved

RequisitionsiOrders  Shop ~ Post Award Requests | Receiving | Assessments Feedback

Find Receipt Return Information

Review and Submit

Cancel

Back Step2of3  Next

Privacy Statement

Step Action

9. Click on the Next button.
Next
10. Click on the Submit button.
Submit
11. Congratulations! You have completed the section on Returning Items.

End of Procedure.

Correcting Receipts in iProcurement

Procedure

Sometimes you may enter the incorrect quantity on a receipt. In this section you will learn

how to correct receipts.

While taking the training, you may click on the Actions link in the upper right corner to restart
the section, go to the next step, return to the previous step, close the topic, or initiate other

actions.
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‘III

UVa Integrated System iprocurement | LoggedinAsJsseB @

RequisitionsiOrders  Shop ~ Post Award Requests | Receiving | Assessments Feedback

Receiving | Work Confirmations
Search ltems toReceive [v] Search Attribute |Find by Requisition Number ||  Search Value Go
Receiving
Select the receiving action you want to perform. Receiving Process
+ Receive ltems - Correct Receipts = Receive
« Return ltems * View Receipts Record receipt of the items you
ordered, or receive on behalf of
Requisitions to Receive
Receive Items
Click Express Receive {o directly create receipts with ine receipt values automatically defaulted Full List Retum
Need fo send items back fo the
supplier?
Heobay m Return Items
Requisition ~ Requisition Description Supplier Order Number ~ Express Receive ~ ® Coect
Did you record the wrong receipt
1191393 Brake Motor TENV 7 1/2 HP 213TC 230/460  GRAINGER 1629307 S quantity?

Correct Receipts

1191303 Battery Pack 12V Li-lon 1 4A/mr. DELL MARKETING LP 1689306 3 x'ew — e
iew receipts with all associate
returns and corrections.
View Receipts

My Receipts at a Glance

Click View Details to view receipt details Full List

HeS#-m

A o Receipt Transaction a View
Receipt Item Description i = Supplier Detls  Attachments
Brake Motor TENV7 12HP D5-Apr- 7
egee SEENOOTE s 05-4pr2016  GRAINGER oa iz}
4oqy  Dell Lalitude E7470Dell Latitude  04-Apr- DELL @
304992 770, BTX 2016 04-Apr2016  ARKETING LP o o)

Step Action

1. Click on the Correct Receipts link.

Correct Receipts

2. For this example, the Received column states that 1 brake motor was received.
Actually two were received.

In the Correct Quantity field, enter the quantity that you actually received.

Enter the desired information into the Correct Quantity field. Enter "2".

3. Click on the Continue button.

Continue

4, Click on the Submit button.
Submit

5. Congratulations! You have completed the section on Correcting Receipts.
End of Procedure.

Viewing Receipts in iProcurement

Procedure
In this section you will see how to view receipts.
While taking the training, you may click on the Actions link in the upper right corner to restart

the section, go to the next step, return to the previous step, close the topic, or initiate other
actions.
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UVa Integrated S

Stores

1191398

1191393
1191390

1191339

1191388

Copyright (c) 1

Requisitions/Orders | I

Buyer Assist

M iProcurement

Shopping Lists

Search UVA Marketplace[v] Go
Welcome, Jensen, Jack S1 UVA PO Purchaser
@TIP Click on UVA Marketplace icon to begin shopping
UVA
ARKETPIACE
My Requisitions

He Wiy m

Requisition Description

Brake Motor TENV 7 1/2 HP 213TC 2307460
Battery Pack 12V Li-lon 1.4A/MT.
Hemo Klen Tag

Vertical Adj. Single Slab Gel Systems Plate L (mm): 145-230

TipOne(R) 1-20 ul natural, beveled filter pipet tips in sterilized hinged
racks, 20 racks of 96 tips (1920 tips). RNase, DNase, DNA free, and

non-pyrogenic.

2015, Oracle and/or its affiliates. All rights reserved.

p | PostAward Requests Receiving Assessments

Feedback

Full List
Total Express
(usp) Status  Change g, o0

611800 Approved 3

5,011.50 Approved [EX &

000 Cancel

68741 Approved [

478.50 Approved £

ORACLE

USER PRODUCTIVITY KIT

Logged In As JSJ6B:

Shopping Cart
Your eart is empty

Purchasing News
+ Check Frequently Asked Questions
+ Buying and Paying Basics

This is where the customer puts their own
purchssing news items (this is an HTML
plugin).

Privacy Statement

Action

Click on the Receiving tab.

Receiving

You may need to scroll down to see the section My Receipts at a Glance.

There you will see your most recent receipts. You can click on the Full List button
to search for additional receipts.
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0 -
UVa Integrated System iprocurement A=} A ® * #H. [y | LoggedinAsJsieE @ -
RequisitionsiOrders  Shop ~ Post Award Requests | Receiving | Assessments Feedback
Receiving | Work Confirmations
Search ltemstoReceive [w] Search Attribute |Find by Requisition Number[]  Search Value Go
Receiving
Select the receiving action you want to perform. Receiving Process
- Receive ltems + Correct Receipts = Receive
+ Refum ltems + View Receipts Record receipt of the items you
ordered, or receive on behalf of
Requisitions to Receive
Receive Items
Click Express Receive to directly create receipts with the receipt values automatically defaulted. Full List * Return
Need to send items back to the
supplier?
Heabdy m Return ltems
Requisition  Requisition Description Supplier Order Number  Express Receive = Coect
Did you record the wrong receipt
1191303 Battery Pack 12V Li-lon 1. 4A/r. DELL MARKETING LP 1639306 o quantity?
Correct Receipts
s View
‘View receipts with all associated
My Receipts at a Glance returns and corrections.
View Receipts
Click View Details to view receipt details. Full List
Ha b4y @
. . Receipt  Transaction . View
Receipt Item Description Date Date Supplier Details Attachments
Brake Motor TENV 7 1/2 HP 05-Apr- B
304p0s A Fen 05-Apr-2016 GRAINGER oa i)
so03  Dell Latitude E7470;Dell Latiude  D4-Apr- DELL B
304993 E7470, BTX 2016 D4-Apr2016  YARKETING LP o U

Copyright (c) 1898, 2015, Oracle and/or its affiiates. All rights reserved

Training Guide

Privacy Statement

Step Action

3. You can click on the View Details icon to view receipt details.

Click on the View Details icon.

o

You will see the receipt details. Notice that you can Return Items or Correct Receipt
from this screen as well.

Congratulations! You have completed the section on Viewing Receipts.

End of Procedure.

Working with Vendors and Purchase Orders in the Integrated

System

IMPORTANT INFORMATION - READ ME FIRST

Please consult the Purchasing training toolkit (http://www.hr.virginia.edu/other-hr-services/employee-
development/sys/po_ap-tk/) for additional information/help, including full printable training guides of the topics

contained within this module.

About Vendors

In IS every vendor or individual receiving a non-payroll check must be listed in the vendor file.
This includes vendors, employees, students, human subjects, student groups, etc. A tax
identification number or social security number is mandatory.
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e PO Requesters and PO Purchasers may add vendors using the Supplier Entry form in
IS to record information about individuals and companies from whom goods and
services are purchased.

e Required vendor information includes vendor name, tax identification number or social
security number, and site information for the vendor's addresses. Vendor name and
tax IDs cannot be duplicated and must be unique.

e When a vendor is entered that does business from multiple locations, vendor
information such as vendor name, tax identification number, and minority status is
entered only once, and supplier sites are entered for each location.

e Most other vendor information (such as payment terms) automatically defaults to all
sites.

About Purchase Orders

A PO is the agreement with a vendor (or supplier) for the purchase of goods and services when competition is required,
generally for purchases greater than $5,000. POs can also be used to purchase restricted items. A current list of
restricted items may be found on the Procurement Services website at wwwv.virginia.edu/procurement
(http://www.virginia.edu/procurement).

Restricted items include:

e any form of goods or services from an employee of the Commonwealth of Virginia.

e alcoholic beverages, ammunition, automobiles, carpet, firearms, flowers, food,
framing, gifts, prescription drugs, radioactive materials, renovation or construction
services, security systems, tents (non-camping, purchase or rental) and window
treatments.

PO Requesters and PO Purchasers complete and approve purchase requisitions. The PO Buyer is responsible for
issuing purchase orders. The Buyer Managers will assign requisitions to Buyers. It is the responsibility of the Buyer to
review and approve the requisitions, and turn them into purchase orders.

IS assigns both requisition and purchase order numbers, once the transaction is saved. There is no obvious relationship
between the requisition number and the purchase order number. For example, requisition number 123 may be turned
into purchase order #79451. You can easily find the purchase order number in IS if you know the requisition number or
vendor name.

Upon completion of this module, you will be able to:

* Search for and enter suppliers

» Work with purchase orders

To start a simulation:

1. Double-click on "Departmental Purchasing".

2. Double-click on the section.
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3. Click on the topic for which you wish to view the simulation.

4. Click on "Try It" in the upper right-hand corner to interact with the simulation. Click on
"Print It" to print out a Job Aid.

Finding and Entering Suppliers
Upon completion of this section, you will be able to:

» Search for a supplier
* Enter a supplier into the Vendor file

Searching for a Supplier
Procedure

In this simulation you will search for a supplier in the vendor file.

Step Action

1. The Search page provides multiple fields for you to enter data and search for a
supplier.

Note: You can use the percent sign (%) as a wildcard to narrow your search.

Hint: To ensure a faster search, enter the first few characters of the Supplier
Name and the Taxpayer ID number, which is a unique identifier.
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UVa Integrated System payables ( | LoggedinAsJsies @ 4

Suppliers

Suppliers
Create Supplier
Search

At least one search criteria is required. Including part of supplier's name or number will improve the search
performance. Fields are case insensitive
Supplier Name Tax Registration Number
Supplier Number D-U-N-S Number
Taxpayer ID Employee Number
B Show More Options

Go | Clear
Search Results
He Gy @m

Parent

Supplier
Name

Supplier  Supplier
Name Number

Tax Registration D-UN-S  Employee

View End
Number Number Number Date
No search
conducted.

Copyright (c) 1898, 2015, Oracle and/or its affiiates. All rights reserved Privacy Statement

Step

Action

Enter the Supplier Name (last name, first name) if entering an individual or the
company name.

In this simulation, search for Alex Hayes. Remember to search on the last name
first.

Enter "Hayes%".

The Taxpayer ID is a unique identifier. Enter the Taxpayer 1D, without hyphens.

In this example, enter "852369741".

The Show More Options link allows you to search by supplier type, etc. Typically
you won't need to use this.

Click the Go button.
Go

In this example, no results were found.

In this example, searching by Supplier Name without the Taxpayer ID yielded
results. View information for Hayes Group.

Click the View button.
=]

Information on the Suppliers Quick Update, Company Profile, Organization,
Address Book, Contact Directory, and Approval History are available to view.
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Step Action

9. Congratulations! You have completed the simulation on searching for a supplier in
the vendor file.
End of Procedure.

Entering a Supplier into the Vendor File

Search the system to verify the supplier is not in the vendor file prior to creating them.
(See instructions in "Searching for a Supplier" topic).

Procedure

Note: Remember that before you add a supplier you must first check to ensure that the supplier
does not already exist in the vendor file (refer to topic Searching for a Supplier).

In this simulation you will create a new supplier for inclusion in the vendor file.

UVa Integrated System payables

| Loggedin AsJSJ6B

Suppliers

Suppliers

Create Supplier
Search
At least one search criteria is required. Including part of supplier's name or number will Improve the search
performance. Fields are case insensitive.

Supplier Name  Hayes% Tax Registration Number

Supplier Number D-U-N-S Number

Taxpayer ID 852369741 Employee Number

P Show More Options

Go  Clear
Search Results

He bSay m

Supplier Supplier Parent Supplier  Tax Registration Employee View End
Name Number Name Number Number Date

No results
found

Copyright (c) 1898, 2015, Oracle and/or its affiiates. All rights reserved

Privacy Statement

Step Action

1. Begin by clicking on the Create Supplier button.
Create Supplier

2. The Create Supplier page displays. Any information you entered for the search
does not carry over so you will have to re-enter that information.

Note: Vendors must be entered using upper case letters, so ensure the Caps Lock
button is turned on!

Enter "HAYES, AMY" in the Supplier Name field.
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Step

Action

3.

Use the Special Status field only if you are paying one of the following special
individuals or groups requiring an immediate payment:

- Human subjects

- Medical Center Employee

- NRA UVA Fellows

- Refunds

- Research

- UVA Fellows

Enter the Taxpayer ID (without hyphens).

Enter "852369741".

Click the Apply button.
Apply

The Update [Supplier name] Organization page displays, with the supplier's name
and number defaulted.

Click the Organization link to access the Taxpayer ID information.

Crganization

The Taxpayer ID displays.

Do not change any information on this page.

Next, enter supplier address information.

Click on the Address Book link.

Address Book

The Update [Supplier name]: Address Book page displays.

Since you are creating a new supplier, click the Create button.

Create

10.

The Create Address: Confirm Details page displays. You must complete the fields
marked with an asterisk.

Country is a required field. It defaults to the United States. Use the list of values
drop down menu if you need to select a different country, for example when adding
a foreign supplier or individual.

11.

Enter the supplier's address, beginning with Address Line 1.

For this example, enter "165 MADISON AVENUE" in the Address Line 1 field.
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Step Action
12. Enter the City information.
For this example, enter "NEW YORK" into the City field.
13. Enter the State information.
This is a free form field.
Note: Always enter the 2 character state code without spaces or punctuation, in all
capital letters.
Example: NY (correct)
N.Y. (incorrect)
For this example, enter "NY" in the State field.
14. Enter the Postal Code (zip code).
For this example, enter "10016" in the Postal Code field.
15. The Address Name field is the geographic location of the supplier. This name will
also become your Site name.
Naming conventions:
- This field allows 15 characters.
- Always use the city name (NEW YORK, NEW YORKO01, NEW YORKO02).
16. Enter the Address Name.
For this example, enter "NEW YORK" in the Address Name field.
17. The Communication Details box is checked by default.
Do not uncheck it.
18. Add a phone number.
For this example, enter "212" in the Phone Area Code field.
19. For this example, enter "875-2256" into the Phone Number field.
20. The Address Purpose defaults to Payment.

No action is required on your part. Accounts Payable will select additional
address purposes as needed when they enter the vendor's registration information
into the system.

Note: If the supplier is needed immediately for an order in the Marketplace, contact
Accounts Payable (924-4212) for their assistance.
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Step

Action

21.

When you have completed entering address information, link the new address to a
site.

Click the Continue button.
Continue

22.

The Create Address: Site Creation page displays. Use this page to link the address
to the site.

Click the Select checkbox.
]

- (1]
Payables A © *x &£, [ ) | LoggedinAsJsJeB  f]

Suppliers: Address Book > Update HAYES, AMY - 235248 Address Book > Create Address: Confirm Details >
Create Address: Site Creation Cancel | Back || Apply

Address Name NEW YORK Supplier Name HAYES, AMY
Address Details 165 MADISON AVENUE, NEW YORK, NY, US, 10016 Supplier Number 235245
Purpose Payment

Operating Units

HeS4 m
Select All | Select None
Select Site Name Operating Unit 2

NEW YORK A1000 Rector/Board of Visitors

Site Attributes

Copyright (c) 1898, 2015, Oracle and/or its affiiates. All rights reserved Privacy Statement

Step

Action

23.

Click the Apply button.
Apply

24,

The Update [Supplier name]: Address Book page displays. You can edit the
information using the Update icon. You can also use the Details Arrow link to
access address details.

25.

Next, add supplier contact information.

Click on the Contact Directory link.

Contact Directory

Page 174




ORACLE' Training Guide
USER PRODUCTIVITY KIT

Step Action

26. The Update [Supplier name]: Contact Directory page displays.

Click the Create button.

Create
217. In this example, the contact information has been added for you.
28. Click the Apply button.

Apply
29. A contact created confirmation message displays.

You can change contact information by selecting the Update icon.

If other supplier information needs to be changed, use the menu bar on the left side
of the screen and select the page to be changed.

Important Note: When you exit the supplier pages, you will not be able to update
the information via the system. Instead, you will complete the Vendor Sites
Add/Update for Departments form located on the Procurement and Supplier
Diversity Services website.

30. Congratulations! You have completed the simulation for entering a supplier into the
Vendor File.
End of Procedure.

Finding and Printing Purchase Orders in the Integrated System

Upon completion of this section, you will be able to:
* Find purchase orders
* Print PDFs of purchase orders

* View invoices

Finding a Purchase Order
Procedure

In this simulation you will locate a purchase order.
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UVa Integrated System e Business Suite
Enterprise Search  Coniract Documents [ ] Go Search Results Display Preference  Standard [+
Home
Personalize ~ .
Worklist
» B9\ AP Fellows Stipend P
. UVA AP Fellows Stipend Processor TN
» , e
UVA APIPO Viewer =
. HeS#vm
VA AR View ]
B UVAAR Viewer From =~ Type = Subject Sent v Due =
» By, ; - Serv
UVA Employee Self-Service Jensen 50 Approval Standard Purchase Order 1699307 has .
» B A Fa viewer Jack PP been approved o
» B A GL Viewer Jensen Standard Purchase Crder 1698306 has
L e PO Approval Pl 04-Apr-2016
> B v o viower J Standard Purchase Order 1699302 h
ensen, landar urchase Order 1as
» B9 va HRMS Viewer Jack PO Approval been approved 31-Mar-2016
» BB Uva instructor Self-Service Jensen, Stancard Purchase Crder 1699301 has
Ve s PO Approval e e 31-Mar-2016
UVA QDS Specialist
Jensen, Standard Purchase Crder 1699299 has
» BB (jya oDS Specialist Limited Jack PC Approval been approved 31-Mar-2016
» BB (/A 0DS Specialist-Ol
VA ODS Specialist-OLM Jenzen, Stancard Purchase Order 1699298 has
‘B s PO Approval e e 31-Mar-2016
UVA ODS Specialist-Restricted
) UVA Timecard Hochstetler, Kelly approved timecard for
» BB va LM Specialist Approval Workflow  period 08 FEB-2016 - 21-FEB-2016 19-Feb-2016
4 /
B9 v PO Purchaser SYSADMIN ~ OTA Workfiow Teaching Reminder 18-Feb-2016
Bl vva marcsisce SYSADMIN  OTA Workflow Teaching Reminder 10-Feb-2016
3 suppiier Entry
= SYSADMIN  OTA Workflow Teaching Reminder 03-Feb-2016
= p; t Vouch
aymentvoueher UVA Timecard Hochstetler, Kelly approved timecard for 5o 0 oo
» BB account Payable Approval Workfow  period 11-JAN-2016 - 24-JAN-2016
¥ B9 purchasing
» BB v PO Requester >
» B9 A PO Shopoer w
< >

Step Action

1. From the UVA PO Purchaser menu on your Home page, navigate to the Find
Purchase Order screen.

Click the Purchasing link.
» Em Purchasing

2. Click the Purchase Orders link.
D Furchase Crders

3. Click the Purchase Order Summary link.
= Purchase Order

Summary

4, Enter known criteria in the fields. The more information you include, the more
restrictive the search.

We recommend that you search either by purchase order Number or by Buyer
name.

You can also use the alternative region tabs to further restrict the search.

If you don't know the purchase order number or the buyer's name but you do know
the requisition number, choose the Related Documents tab and enter the number in
the Requisition field.

Page 176




ORACLE Training Guide
USER PRODUCTIVITY KIT

Step Action

7. Choose which summary window to display by selecting from the Results group
(Headers, Lines, Shipments, or Distributions).

Depending on the search criteria you have specified, not all summary windows may
be available.

In this exercise use the default, Headers.

@

—
Oracle Applications - U¥A isq01 : OA Test - Refreshed from Production 2/13/2011 backup (=] 3]

o ORACLE
WS P 8 I AEP P12

HATEA1000 Rector/Board of

Itern, R

Category

Description
Supplier tem
Wl

Consigned

e Release (5]

List of Walu.

Step Action

8. Enter the purchase order number.

Enter the desired information into the Number field. Enter "1699307".

9. Click the Find (J) button.
[ rnd
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£ Oracle Applications - isq01 =] e
d d q d -
SO G VGPI AP D LETP DG ?
OJFind Purchase Orde
o
=)
Number Release Rev Description Type Global Enable All Sites
0 ‘Standard Purch =l
L
A e D
Lines New Release New PO Qpen
VMI -
Consigned i
Clear [lew Release (B) New PO, Find (J)

A Oracle Applicatio...

Step Action

10. The summary window displays the Headers page.

Information that is found on the Purchase Order Headers page includes; a
description of the purchase order, the approval status, name of the supplier, dollar
amount, and the matched amount of the purchase order.

Click the Open button.

I Open
11. The purchase order displays.
12. Congratulations! You have completed the simulation for finding a purchase order.

End of Procedure.

Printing a Purchase Order in the Integrated System

You may need to print a copy of the Purchase Order to deliver the purchase order to the
Supplier/Vendor (by fax) or to keep a copy for your records/file.

Also, if the purchase order is ever revised, you must print and deliver (fax, email, etc.) the
revised purchase order to the Supplier/Vendor.

Procedure

In this simulation you will see how to print a purchase order.
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Search ontract DoCUments ﬂ Go Search Results Display iandard ﬂ
A
Home
¥ BE Gva instructor Seir-Service o .
»Em Worklist
UVA GDS Specialist
» BB A oDs Specialist-Limited Full List (1)
» B9 va oDs specialistoLm HaoS&ym
» B A 0Ds Specialist-Restricted From2  Types Subject & Sent¥  Due~
» B v oLm Specialist
‘A OLM Specialist om0 ppproa Einna:g;rz:;nase Order 1639307 has (o o0e
4 B8 Yy PO Purchaser
Jensen, Standard Purchase Order 1639306 has
B uva maretpiace Ytk PO Approval been 2oproved 04-Apr-2016
Supplier Entry
ool v Jensen 50 Approval Standard Purchase Order 1699302 has 5y oo
= Payment Voucher Jack been approved
™ ) Jensen Standard Purchase Order 1628301 has s
- Account Payable o PO Approval B e 31-Mar-2016
a
Purchasing Jensen, £0 Approval Standard Purchase Order 1699299 has SMar2016
B Notfcations Summary Jack been approved
» B9 Requisitons Jenzen, Standard Purchase Order 1628298 has i
. q ot PO Approval odgutebivi 31-Mar-2016
4
Purchase Ord
urehase Qrders UVA Timecard Hochsteter, Kelly approved timecard for 1o o oo
[ purechase Order Approval Workllow  period 08-FEB-2016 - 21-FEB-2018
Summary SYSADMIN  OTA Workfiow Teaching Reminder 18-Feb-2016
B Po Change History SYSADMIN  OTA Workfiow Teaching Reminder 10-Feb-2016
* B Receiving SYSADMIN  OTA Workfiow Teaching Reminder 03-Feb-2016
» B9 Repons UVA Timecard Hochstetier, Kelly approved timecard for 23 Jan-2016
» B U2 PO Roquester Approval Workllow  periad 11-JAN-2016 - 24-JAN-2016
» B v PO Shopper
» BE jvA Request Logs
v
v
< >
1. From the UVA PO Purchaser menu on your home page, navigate to the Submit a
e Reports
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Oracle Applications - U¥A isq01 : QA Test - Refreshed from Production 2/13/2011 backup

Help

HYOIG s SePl e IBE I SEY L5172

What type of request do you want to run?

®Request Set
Th

+ Account Payahle
+ Purchasing

Step Action

3. The Submit a New Request screen displays.

Using the Single Request option (defaulted), click the OK button.
QR

Oracle Applications - UVA isq01 : 04 Test - Refreshed from Production 2/13/2011 backup.

Language Settings:.. ek @ptitne

As Soon as Possible Sohiedule

Delivery Opts
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Step Action

4, To run this request, choose the name from the list of values.

Click the Name... (ellipsis) button.

Highlight the UVA Printed Purchase Order Report - PDF row.

Click the OK button.

7. Enter parameters for the following fields by choosing appropriate selections from
the list of values.

Click the Print Selection...(ellipsis) button.

H

8. Use the default All.

Click the OK button.
(8]%

9. Now enter values in the Purchase Order Numbers From and To fields.

Press [Tab].

10. Enter the desired information into the Purchase Order Numbers From field.
This is a REQUIRED field.

Enter "1699307".

11. Press [Tab].

12. The To field auto populates with the value in the From field.
Click the OK button.
r oK

13. Click the Submit button.

[ Submit
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g =)
—

ORACLE

[© Requests

Refresh Data Find Requests Submit a New Request...

Request ID Parent

Name Phase Status Parameters
\UVA Printed Purchase Ord

—~ - -
0 7 () —— E ) L {3 Micresoielyne (.. | O F box - jshges lacl:AppI'»catin... P R

Step Action

14. The request is in the Pending phase.
Click the Refresh Data button.
[ Befresh Data
15. Phase changes to Completed when the report has run.

Click the View Output button.
[ View Output
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a_— . 2
ﬁm‘li I_;% IVI%}RI-IS\IIII:\}’ B o hssociaion of Purchase Order
CARRVTHERSALL N0 GODA0n 2o uer] of)
1001 N EMMET ST Purchase Order:|31699307
g:;;““ﬁj;‘i;::‘flfo’ 430;“ 434-982-26%0 — n D‘?ta S OHAPRIS
e - T Revision:| Q
SUPPLIER: GRAINGER
1§57 SHERMER RD 1 By:| Jensen. Jack S
%ﬁ:’:};?;l:\e?OK,E 60062-5362 Requestor Phone:|434-924-4351
ALL INVOICES AND CORRESPONDENCE OR INVOICES
SHIP TO: UNIVERSITY OF VIRGINIA :\%:’;t%‘;sii’;ntn.
DEPT OF BIOLOGY (BRODIE) INVOICE TO: ACCOUNTS PAYABLE
GILMER HALL GROUND RM 071 CARRUTHERS HALL, 1001 N EMMET ST
409 MCCORMICK RD - LDG DK PO BOX 400197
Charlortesville VA 22904 Charlottesville VA 229044197
Supplier No. [Payment Terms [Freight Terms FOB [Ship Via
5045 [vet 30 days Destination
Buyer Telephone [Buyer Name Delivery Location Code [UVA Contract Number
434-924-4351 |Jack Jensen BDBROD See CSS
LINE PART NUMBER / DESCRIPTION NEEDBY |QUANTITY| UNIT | UNIT PRICE AMOUNT
NO. DATE
1 Your # 16G420 06-APR-16 2.00 Each 3059 6,118.00
Brake Motor TENV 7 1/2 HP 213TC 230/460
g’lll"\:%]g:“ 101902 1101 LGO00005 Supplies. Lab. Other 31680 AS-Biology
Step Action
16. This is an example of a purchase order that you could print (File>Print) and fax to
the supplier/vendor to place the order for goods and/or services or print the purchase
order if it has been revised.
Press [Enter].
17. Congratulations! You have completed the simulation for prining a purchase order in
the integraed system.
End of Procedure.

Changing Purchase Orders

After a PO has been approved the originator (Buyer) may change information on the PO if
needed. Such a change may result in a PO revision, which designates a change to information
that must be communicated to the vendor (such as delivery location or price).

Before you begin:

e We recommend that you don't change POs that have been invoiced. To verify that the
PO has not been invoiced, navigate to Purchasing > Purchase Orders > Purchase
Order Summary > Find Purchase Orders > Inquiry > View Invoices.

e You must unreserve the PO prior to changing any pricing or PTAEO information. This

releases the encumbrance.

Before you begin answer the following questions:
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Do you have the authority to change the PO?

PO Purchaser, PO Requester, or PO Buyer responsibilities have the authority to change purchase orders. PO Shopper
and AP/PO Viewer, however, cannot make changes.

Is your name listed in the Buyer field on the PO?
If yes, you can change the PO. If no, is the name listed in the Buyer field someone who works in your department or

used to work there and is not there anymore? If this is the case, then you can replace their name with your name in the
Buyer field and save. Re-query the PO to make changes to the PO.

Note: If a Procurement Services' Buyer created the PO, then you should NOT change the Buyer field to your hame.
Instead, complete and submit a PO Change/Request form (on the Procurement Services website) to have Procurement
Services make the change to the PO.

After making your changes:

e You must deliver the revised PO to the vendor/supplier.

You can view changes between the original PO and the revised PO. Do this by clicking on PO Change History from the
navigator form and entering the PO number you wish to view.

Unreserving a Purchase Order Prior to Change

You must unreserve the PO prior to changing any pricing or PTAEO information. This
releases the encumbrance.

If you are unreserving a PO that does not have any matched invoices, then follow the
information provided in the topic called "Unreserving a Purchase Order Prior to
Change". This is most often the case.

However, there may be a need to change a PO that has a matched invoice which is on
HOLD. For those instances only, follow the guidelines below.

Unreserving a Purchase Order with a Matched Invoice on HOLD

When attempting to unreserve a purchase order that has a matched invoice that has not
been successfully validated (i.e., is on hold, missing receiving (QTY REC) or other reasons
(Credit Memo)), then you will receive the following message:

O Decision .

¥ our Budgetary Control action DID NOT COMPLETE. Click View
Results for additional information.
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Click the View Results button.

Another window will open with additional details. If you see the result message of, “You
cannot unreserve this document because there are outstanding invoices and/or
credit memos”, this means that an invoice matched to the PO has not been validated
(approved).

UV ltegrated Sysem  Budgetary Control fesusts

If you receive this message, and your change to the PO is necessary and must be made
immediately, you will need to contact Accounts Payable for assistance at 434-924-4212.

In most cases, Accounts Payable staff will work with you to resolve the invoice that is on
hold. Once that invoice is resolved, then your PO change can proceed. In rare cases,
where the invoice issue cannot be resolved and the PO change must be made, then the
Accounts Payable staff will cancel the problem invoice and re-enter it once the PO revision
is complete. If you have any questions about this, please contact Accounts Payable at 434-
924-4212.

Procedure

In this simulation you want to change a PO, so first you must unreserve it.

Search ontract Documents m GO Search Results Display Randard Ill
A
Home
» BE Uva AP Fellows Stipend Processor o i
»Em Worklist
UVA APIFO Viewer
» BB A AR Viewer Full List (11)
» B9 va Employes Seitservice HeaeSHym
¥ B9 Uva FA Viewer From = Type ~ Subject Sent¥  Due ~
» BB va GL view
UVA GL Viewsr densen, oo acioa Standard Purchase Order 1638307 has Oa-ADr2016
» B va Gn viewer Jack been approved
» Jensen, Standard Purchase Order 1639306 has e
B yva HRMS Viewer Ytk PO Approval been approved 04-ADr-2016
» .
B3 v instructor ser-senvce Jensen, 50 Approval Standard Purchase Order 1609302 has -Mar2016
» BB A oDs Specialist Jack been approved
» B, et Jensen Standard Purchase Order 1628301 has s
. UVA ODS Specialist-Limited o PO Approval B e 31-Mar-2016
» . .
UVA ODS Specialist-OLM Jensen, £0 Approval Standard Purchase Order 1699299 has SMar2016
» B9 A 0DS Specialist Restricted Jack been approved
» B Uya oL Specialist Jensen, Standard Purchase Order 1628298 has i
. 2 ot PO Approval odgutebivi 31-Mar-2016
4
UVA PO Purch
urehaser UVA Timecard Hochsteter, Kelly approved timecard for 1o o oo
UVA Marketplace Approval Workllow  period 08-FEB-2016 - 21-FEB-2018
Supplier Entry SYSADMIN  OTA Workfiow Teaching Reminder 18-Feb-2016
= payment Voucher SYSADMIN  OTA Workfiow Teaching Reminder 10-Feb-2016
¥ B9 pccount Payable SYSADMIN  OTA Workfiow Teaching Reminder 03-Feb-2016
+ B purcnasing UVA Timecard Hochststler, Kelly approved fimecard for 5 | oo 0
» B (A PO Roquester Approval Workllow  periad 11-JAN-2016 - 24-JAN-2016
» B v PO Shopper
» BB jva Request Logs
v
v
< >
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Step Action

1. From the UVA PO Purchaser menu on your home page, navigate to the Find
Purchase Order screen.

Click the Purchasing folder.
Em Purchasing

2. Click the Purchase Orders folder.
> Em FPurchase Crders

Search  Contratt Documents 7] ) Search Results Display Tandard 2]
Home
” VA FA Viewer
» BB v oL viewer “ Worklist
P B g vewer Full List (1)
ull List
P BB A HRMS Viewer
VER HeS#vm
UVA Instructor Self-Sarvice =
»Em From -~ Type <= Subject 2~ Sent ¥ Due -~
UVA GDS Specialist
Jensen Standard Purchase Order 1628307 has
» B9 jva 0D Specialist Limited Jack PO Approval been approved 04-Apr-2016
» B9 yyacoss 10l
VA ODS Specialist-OLM Jensen Standard Purchase Order 1628306 has
»Em o Jack PO Approval been approved 04-Apr-2016
UVA ODS Specialist-Restricted
Jensen Standard Purchase Order 1628302 has
» BB v oLm Specialist ok PO Approval been approved 31-Mar-2016
4 B8 Yy PO Purchaser
Jonsen 50 Approval ﬁ;ﬁ%;ﬁme Order 1699301 has 5y oo
B uva Marketpiace
Jensen, Standard Purchase Order 1699299 has
=l suppier entry s PO Approval dgutebivic 31-Mar-2016
= payment v
yment Voucher
t’ j:szeﬂ PO Approval gézr;‘d:rd rPﬂsg;jhﬂSE Order 1699298 has 31-Mar-2016
¥ B9 Account Payable ppI
= UVA Timecard Hochstetler, Kelly approved timecard for
= Purchasing Approval Workflow  period 08-FES-2016 - 21-FEB-2016 19-Feb-2016
Nolificaions Summary SYSADMIN  OTA Workfiow Teaching Reminder 18-Feb-2016
¥ B9 Requisitions
SYSADMIN  OTA Workfiow Teaching Reminder 10-Feb-2016
4B purchase Orders
a SYSADMIN  OTA Workfiow Teaching Reminder 03-Feb-2016
= purchase Order
UVA Timecard Hochstetier, Kelly approved timesardfor 5 o0 o
summary Approval Workllow  periad 11-JAN-2016 - 24-JAN-2016
B Po Change History
¥ B9 Receiving
» B8 Reponts v
.
v
< >

Step Action

3. Click the Purchase Order Summary link.

=] Purchase Crder

Summary
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Oracle Applicatis - U¥A isq01 : OA Test - Refreshed from Production 241372011 backup

Item, Rev
Categary

Degcription
Supplier ltem
WML

Consigned

[Wew Release (E)

Listofvalu...

Step Action

4, Enter known criteria in the fields. The more information you include, the more
restrictive the search. We recommend that you search either by purchase order
Number or by Buyer name.

In this example, locate the PO using the PO number.

Enter the desired information into the Number field. Enter "1699307".

5. Click the Find (J) button.

I Find (J)
6. Click the Open button.
I Open
7. Note that the status is Approved, Reserved.

Click the Tools menu.

Tools

8. Click the Unreserve menu item.

] Lnreserne
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Step Action

9. Do NOT change the date.
Unreserve the PO.

Click the OK button.

[ o

10. A confirmation message displays and the status is now Requires Reapproval.

Click the OK button.

11. You can now proceed with your changes.

12. Congratulations! You have completed the simulation for unreserving a PO prior to
making changes.
End of Procedure.

Changing the Quantity on a Purchase Order

Before you make changes:

e We recommend that you don't change POs that have been invoiced. To verify that
the PO has not been invoiced, navigate to Purchasing > Purchase Orders >
Purchase Order Summary > Find Purchase Orders > Inquiry > View Invoices.

e You must unreserve the PO prior to changing any pricing or PTAEO information. This
releases the encumbrance.

After making your changes:

e You must deliver the revised PO to the vendor/supplier.
¢ Note if the PO total is greater than $4999.99, then the PO will route to Procurement
Services for additional approval.

Procedure

In this simulation you want to change the quantity of a PO line. This may be an increase because
you received more items than originally ordered, or a decrease if the vendor shipped/billed fewer
items than ordered and the remaining quantity won't be shipped.

Important: This exercise assumes that you have already verified that receiving has not been
entered and/or invoices have not been keyed for the line.
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o Search Results Display Tangard ]
A
» BE Uva GL Viewer o .
» BB A GM Viewer Worklist
» BB A HRMS Viewer Ful List (10}
¥ BE Gva instructor Seir-Service HeSdym
From = Type = Subject ~ Sent¥  Due ~
Fal e Siandars Purhase Orcer 1SS0S g e
» B A 0Ds Specialist-Restricted Jensen. po Approval e Py 58 C0er 189820205 g6 apra0t
By, N "
. j:: 25’130:“3"5- jZCﬁ“‘” 50 Approval g;ﬁ%m;ﬁase Order 1609298 has 06-Apr-2016
v urchaser
UVA Marketplace Jensen. PO Approval ﬁ;’;“’:g‘;mga“ Order 1699306 has 04-Apr-2018
iuno\\erjtﬂry . ﬁ?fe”‘ PO Approval gézr;‘d:;grzs&hase Order 1698299 has 31-Mar-2016
ayment Voucher
4] y UVA Timecard Hochstetler, Kelly approved timecard for
. Actounl Payable Approval Workdlow  period 03-FE3-2016 - 21-FEB-2016 19-Fen-2016
P“'“_has‘_"g SYSADMIN  OTA Workflow Teaching Reminder 13-Feb-2016
N %a'mmm summary SYSADMIN  OTA Workflow Teaching Reminder 10-Feb-2016
Requisi
JEm :qu:‘ ‘D';sd SYSADMIN  OTA Workflow Teaching Reminder 03-Feb-2016
urchase Orders
QT Horteete Ko ettt 2
Summary
PO Change History
» B9 Receiving
» B8 Reponts v
» BN A PO Reguester
v
< >
Step Action
1. From your Home page, navigate to the Find Purchase Order screen.
UVA PO Purchaser > Purchasing > Purchase Orders, click the Purchase Order
Summary link.
=]
Purchase Crder
Summary
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Item, Rev
Categary

Degcription
Supplier ltem
WML

Consigned

Clear [Wew Release (E)

Step Action

2. Enter known criteria in the fields. The more information you include, the more
restrictive the search. We recommend that you search either by purchase order
Number or by Buyer name.

In this example, locate the PO using the PO number.

Enter the desired information into the Number field. Enter "1087540".

3. Click the Find (J) button.
Find (J)
4. Click the Open button.
Upen
5. Important Note:

You must unreserve the PO prior to changing any pricing or PTAEO information.
(Tools > Unreserve > OK)

In the simulation, this has already been done for you.

6. Change the quantity by clicking in the Quantity field.

o
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Step Action

7. For this example, you received two items, whereas you only ordered one, but it is an
item that you can use so you are going to keep it.

Enter the desired information into the Quantity field. Enter "2".

8. Click the Save button.

You may or may not receive a confirmation message.

&

9. Note the Status of "Requires Reapproval".
Click the Approve button.
Approve. .
10. If the PO total is greater than $4999.99, then the PO will route to Procurement

Services for additional approval.

It is important to add a comment in the Note field explaining what change(s) was
made to the PO. Example: "Changed the quantity".

Failure to add a comment could result in the PO being rejected.

11. Click the OK button.
OK
12. Verify that the status of the PO is now Approved, Reserved.

Important note: You must deliver the revised PO to the vendor/supplier.

13. Congratulations! You have completed the simulation for increasing the quantity on
a PO.
End of Procedure.

Changing the Price on a Purchase Order Line

Important Notes:

e You should not change the price on a PO line that was created from a Hosted Catalog
or a Punch-Out Catalog.

e You can change the price on a PO line created using the Non-Catalog form.
Before you make changes:

e We recommend that you don't change POs that have been invoiced. To verify that
the PO has not been invoiced, navigate to Purchasing > Purchase Orders >
Purchase Order Summary > Find Purchase Orders > Inquiry > View Invoices.

e You must unreserve the PO prior to changing any pricing or PTAEO information. This
releases the encumbrance.

Page 191



Training Guide ORACLE'
USER PRODUCTIVITY KIT

After making your changes:

e You must deliver the revised PO to the vendor/supplier.

¢ Note if the PO total is greater than $4999.99, then the PO will route to Procurement
Services for additional approval.

Procedure
In this simulation you need to change the price on a purchase order line.

Important: This exercise assumes that you have already verified that receiving has not been
entered and/or invoices have not been keyed for the line.

Home ~
» B A FA Viewer ~
¥ BE v oL viewer Worklist
» BB Uva GM Viewer Full List (1)
» BB A HRMS Viewer HoSdym
¥ B ya instructor seif Service From =  Type~ Subject - Sent ¥ Due -
» BB A oDs Specialist
VA ODS Specialist
Jonsen 50 Approval Standard Purchaso Ordor 1696307 has 0t Ao 2018
» BB Uva oDS Specialist-Limited A €N approve
» B9 jya oDS Specialist-OLM Jensen PO Approval Eéz’“ndsg‘;rzﬁﬂa“ Order 1690306 has 04-Apr-2018
» B (A 0DS Specialist
UVA ODS Specialist-Restricted Jensen, PO Approval Standard Purchase Order 1699302 has 21-Mar-2016
» BB v LM Specialist Jack been approved
4B A PO Purchaser Jenzen, Standard Purchase Order 1629301 has
5 s PO Approval dgutebivic 31-Mar-2016
UVA Marketplace
Jensen, Standard Purchase Order 1638299 has
B suppiereny s PO Approval boen approved 31-Mar-2016
= payment Ve 4 Standard Purchase Order 1638293 h
yment Voucher ensen, andard Purchase Order as s
o s PO Approval boen approved 31-Mar-2016
¥ B9 Account Payable
UVA Timecard Hochstatier, Kelly approved imecard for
4 B9 pyrchasing Approval Workllow  period 08 FEB 2016 - 21-FEB-2016 19-Feb-2016
Bl notifations Summary SYSADMIN  OTA Workfiow Teaching Reminder 18-Fe0-2016
4] Requisitions SYSADMIN  OTA Workflow Teaching Reminder 10-Feb-2016
4 56
B9 purchase Orders SYSADMIN ~ OTA Workfiow Teaching Reminder 03-Feb-2016
=
Purchase Order UVA Timeeard Hochstetler, Kelly approved timeeard for J3an2016
Summary Approval Workflow  period 11-JAN-2016 - 24-JAN-2016
B Po Change History
¥ B9 Receiving
v
» B9 Reponts

Copyright (c) 1898, 2015, Oracle and/or its affiates. All rights reserved Privacy Statement|

Step Action

1. From your Home page, navigate to the Find Purchase Order screen.

UVA PO Purchaser > Purchasing > Purchase Orders, click the Purchase Order
Summary link.

= Furchase Crder

Summary
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Operating Unit

number I Ty (I

Release [ curency [

suppiier ([ Site

ship-To Org ([ N W/Show External Locations

siro (I une ype [

suip-To | suver |
] WView Releases

shipment [ B Consumption Advice

B|Global Agreement

Item, Rev
Category
Description
Supplier ftem ® Distributions
VMI
Consigned

New PO Find (J)

) L £ Mierosoft Lync (. ‘ 0 % Inbox - jsj6b@es. ‘ _g_, Oracle Applicatio.. | ~ [ @& 7 o

Step

Action

Enter known criteria in the fields. The more information you include, the more
restrictive the search. We recommend that you search either by purchase order
Number or by Buyer name.

In this example, locate the PO using the PO number.

Enter the desired information into the Number field. Enter "1699307".

Click the Find (J) button.
I Find {J)

Click the Open button.
I Open

Important Note:

You must unreserve the PO prior to changing any pricing or PTAEO information.
(Tools > Unreserve > OK)

In the simulation, this has already been done for you.

Click in the Price field.
3059

Enter the desired information into the Price field. Enter *3049".
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Step Action

8. Click the Save button.

9. Note the Status of "Requires Reapproval".
Click the Approve button.
[ e

10. Click the OK button.

11. If the PO total is greater than $4999.99, then the PO will route to Procurement
Services for additional approval.

It is important to add a comment in the Note field explaining what change(s) was
made to the PO. Example: "Changed the price".

Failure to add a comment could result in the PO being rejected.

12. Click the OK button.
[ o
13. Verify that the status of the PO is now Approved, Reserved.

Important note: You must deliver the revised PO to the vendor/supplier.

14. This is an example of a standing purchase order.

The department will receive multiple invoices for different dollar amounts as the job
is completed.

Notice the Quantity and Price fields are reversed from how a purchase order
normally looks (Qty = 1, Price = 300).

15. Congratulations! You have completed the simulation for changing the price on a
purchase order line.
End of Procedure.

Adding a New Line to an Existing Purchase Order

Before you make changes:

e We recommend that you don't change POs that have been invoiced. To verify that
the PO has not been invoiced, navigate to Purchasing > Purchase Orders >
Purchase Order Summary > Find Purchase Orders > Inquiry > View Invoices.

e You must unreserve the PO prior to changing any pricing or PTAEO information. This
releases the encumbrance.

After making your changes:
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e You must deliver the revised PO to the vendor/supplier.

¢ Note if the PO total is greater than $4999.99, then the PO will route to Procurement
Services for additional approval.

Procedure
In this simulation you want to add another item to an existing purchase order.

Important: This exercise assumes that you have already verified that receiving has not been
entered and/or invoices have not been keyed for the line.

Step Action

1. This simulation begins at the summary page of a PO.
Important Note:

You must unreserve the PO prior to changing any pricing or PTAEO information.
(Tools > Unreserve > OK)

In the simulation, this has already been done for you.

W
—

Description

Rev_ Category Description UOM Quantity  Price
Equipment Brake Motor TENV 7 1|Each |2 3049

1 o

L
I
I
I
I
I
]
]

[l |Brake Motor TENV 7 1/2 HP 213TC 230/460

= |
g /2 Oraclc E Busines.. ﬁ =) L 3 MicrosoftLync (... || O & Inbox - js6b@es... la(ltAppI'»(alin... < P

Step Action

2. At the next available line, click in the Type field.
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ry to P
Unit S 04-APR-2016 15:39:41
PO, Rer W e
Supplier Site conc: I
Ship-To Bil-To Currency (IERY)
Buyer Total 4l
I

Description

. * Price Reference
Type Rev  Category Description — » Reference Documents
Goods Equipment Brake Motor TENV 7 1

LPO<55000

= More

* Agreement

Jé

REEEEEE

ﬁ ) Lg crosoftLync (.. || O g Inbox - jsj6b@es... racleAppﬁ:atk‘... PO A )

Step Action

3. Click again to change the defaulted value.

Click in the Type field.
LPO=55000
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Operating Unit Created
W e
Supplier Ste contoct |
ShipTo Bil-To Curency 5
Buper Suus T o]
-

Description

* Lines

* Price Reference

Rev_ Category Description UOM Quantity  Price
Equipment Brake Motor TENV 7 1|Each |2 3049

Dollar |0 1

* Reference Documents

[n]
g
2
&

* More:

* Agreement

e' e ﬁ =) 'L 2 Microsoft Lync (.

Step Action

4, You can use two methods to complete the needed fields on this line.
(1) You can click the ellipsis (...) to select from the list of values (LOV).
(2) Or you can copy the previous line's entry by pressing Shift + F5.

In this example you wish to copy the previous line. Press [Shift+F5].

5. Click in the Category field.
6. Press [Shift+F5].
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Operating Unit Created
W e
Supplier Ste contoct |
ShipTo Bil-To Curency 5
Buper - T o]

Description

* Price Reference
* Reference Documents
* More

Rev_ Category Description UOM Quantity _ Price
Equipment Brake Motor TENV 7 1|Each |2 3049
Equipment 0 0

* Agreement

REREEER

e[

) L Q Microsoft Lync 0% Inbox- jsb@e vadeAppﬁ:aﬁ... = m

Step Action

7. Click in the Description field.

==
=B B -

ORACLE

Operating Unit Created
W e
Supplier Ste contoct |
ShipTo Bil-To Curency 5
Buyer S raa 1o

Description

* Price Reference
* Reference Documents
* More

Rev_ Category Description UOM Quantity _ Price
Equipment Brake Motor TENV 7 1|Each |2 3049
Equipment 0 0

* Agreement

REREEER

e[

) L 2 Microsoft Lync 0% Inbox- jsb@e vadEAppF:aﬁ- - =
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Step Action

8. You can type the description or copy the description from the line above and edit it.
In this example, copy and edit.

Press [Shift+F5].

9. In this example you only need to change the TENV 7 to TENV 8.

Highlight the text.

10. Enter the desired information into the Description field. Enter "8".
11. Press [Tab].
12. You can click the ellipsis (...) to select from an LOV or (in this example) copy the

text from the line above.

Press [Shift+F5].

13. Press [Tab].

14. Enter the desired information into the Quantity field. Enter "1".

15. Press [Tab].

16. Enter the amount in the Price field or (as in this example) copy from the line above.
Press [Shift+F5].

17. Now enter the PTAEQ information.

Click the Shipments button.
I Shipments

18. Click the Distributions button.
I Distributions
19. In the Project tab, enter the PTAEO information and date. Example data has been

added here for you.

20. Save your work and return to the summary page to approve the PO.

Click the Save button.

&

21. Click the Close button.
22. Click the Close button.
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Step Action

23. Click the Approve... button.
[ zowoe.
24, If the PO total is greater than $4999.99, then the PO will route to Procurement

Services for additional approval.

It is important to add a comment in the Note field explaining what change(s) was
made to the PO. Example: "Added a new line".

Failure to add a comment could result in the PO being rejected.

25. Click the OK button.

Important note: You must deliver the revised PO to the vendor/supplier.

-

26. Congratulations! You have completed the simulation for adding a new line to an
existing PO.
End of Procedure.

Canceling a Purchase Order Line

If receiving has not been entered and/or invoices have not been keyed for a purchase
order line, you can cancel it using one of two methods:

1. By opening the purchase order and selecting Tools > Cancel. Do not unreserve the PO
prior to changing. It must be in an Approved status.

2. Prior to opening the purchase order, you can select Tools > Control and perform a
Cancel action. Do not open the PO to use this method: if you open the document to cancel
the line, the line returns to a requisition rather than canceling the line completely.

Either method of canceling is irrevocable.

Before you make changes:

e To verify that the PO has not been invoiced, navigate to Purchasing > Purchase
Orders > Purchase Order Summary > Find Purchase Orders > Inquiry > View
Invoices.

After making your changes:
e You must deliver the revised PO to the vendor/supplier.
Procedure
In this simulation you wish to cancel a purchase order line.

Important: This exercise assumes that you have already verified that receiving has not been
entered and/or invoices have not been keyed for the line.
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A
T Worklist
» BB va oL viewer
> B9 v oM Viewer Full List (12)
» BB A HRMS Viewer HeS&yDy
» B ya instructor Seff Service From = Type < Subject <~ Sent ¥ Due
» BE A 0DS Specialist e B y— Standard Purchase Order 1635303 has been oz a1
act approve
4= UVA QDS Specialist-Limited ) Standard Purehase Order 1655307 has b
ensen, andard Purchase Order as been
» BB jva oDS SpecialistOLM Jack PO Approval approved 05-Apr-2016
» A oD it
B9 yvA 0D Specialist-Restricted Jensen PO Approva Standard Purchase Order 1699308 hasbeen o, o on (e
» D , . Jack approved
UVA OLM Specialist
Jensen Standard Purchase Order 1629302 has been
4B jya PO Purchaser o PO Approval il 31-Mar-2016
A ekt
UVA Marketplace densen,  poo Stancard Purchase Order 1699301 hasbeen o,y o0 o
suomier £nt Jack approved
Supplier Entry
Jensen, Standard Purchase Order 1699299 has been
Payment Voucher s PO Approval aporoved 31-Mar-2016
» B8 account Pay
yable
- dansen —— Stangas Puchase Order 1656208 has been 31115515
Purchasing
B vorreat UVA Timecard Hochstetler, Kelly approved timecard for .
& Notiations Summary Approval Workflow  period 03-FEB-2016 - 21-FEB-2015 19-Fen-2016
(3]
. Requisitions SYSADMIN  OTA Workflow Teaching Reminder 18-Feb-2016
4
Purchase Ord
= urehase Qrders SYSADMIN  GTA Workflow Teaching Reminder 10-Fen-2016
=l purchase Order
SYSADMIN  GTA Workflow Teaching Reminder 03-Fet-2016
Summary
UVA Timecard Hochstetler, Kelly approved timecard for
PO Change History Approval Workflow  period 11-JAN-2016 - 24-JAN-2016 23-lan-2016
P B9 Receiving v
¥ B9 Reconts
v
< >
1. From your Home page, navigate to the Find Purchase Order screen.
UVA PO Purchaser > Purchasing > Purchase Orders, click the Purchase Order
= Purchase Crder
Summary
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[ew Release (B) New PO Find (J)
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Step Action

2. Enter known criteria in the fields. The more information you include, the more
restrictive the search. We recommend that you search either by purchase order
Number or by Buyer name.

In this example, locate the PO using the PO number.

Enter the desired information into the Number field. Enter "1699301".

3. Click the Find (J) button.
I Find {J)

4

4, Decision: Please make a selection from the options listed below.

e Cancel the Line

Go to step 5
e Cancel from the Summary screen
Go to step 16
5. Do not click the Open button.

Click the Lines button.

Lines
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Step Action

6. In order to activate it, click in any field on the line you wish to cancel.

Click in the Item field.

7. Click the Tools menu.
8. Click the Control menu.
| Control
9. Verify that the Actions field is defaulted to Cancel PO Line.
Enter explanation text in the Reason field. In this example, text has been added for
you.
10. Click the OK button.
[ OK
11. A caution dialog box displays. Click the OK button.
LOK
12. A confirmation message displays. Click the OK button.
13. As needed, you can requery the PO using the Lines button to verify that the control

action completed successfully.

14, Important Note:

You must deliver the revised PO to the vendor / supplier.

15. Congratulations! You completed the simulation on two ways to cancel a purchase
order line.
End of Procedure. Remaining steps apply to other paths.
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Number Release Rev Description Type Global Enable All Sites
0 ‘Standard Purch
L
A e D
Lines INew Release New PO Qpen
VMI
Consigned
Clear [New Release (B) New PO, Find (J)

[t

Step Action

16. Click the Open button.
| Open
17. Important Note:

To cancel a purchase order line you do not unreserve the PO. The PO must be in an
Approved status.

18. In order to activate it, click in any field on the line you wish to cancel.

Click in the Item field.

19. Select Tools > Cancel to cancel the line.

Click the Tools menu.

Tools

20. Click the Cancel menu.
i Cancel
21. Verify that the Actions field is defaulted to Cancel PO Line.

Enter explanation text in the Reason field. In this example, text has been added for
you.
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Step Action

22. Click the OK button.
[ Ok
23. A caution dialog box displays. Click the OK button.
_OK_
24. The line has been removed from the PO.

If the Status field says "Requires Reapproval”, you must Reapprove the PO by
clicking the Approve button.

If the Status field says "Approved, Reserved", you can close by hitting the "x" in the
upper right corner.

Press [Enter] to continue.

25. If you needed to Reapprove your order, you must approve the document.

Click the OK button.
Ok

Go to step 14

Changing PTAEO Information

Before you make changes:

e We recommend that you don't change POs that have been invoiced. To verify that
the PO has not been invoiced, navigate to Purchasing > Purchase Orders >
Purchase Order Summary > Find Purchase Orders > Inquiry > View Invoices.

e You must unreserve the PO prior to changing any pricing or PTAEO information. This
releases the encumbrance.

After making your changes:

e You do NOT need to deliver the revised PO to the vendor/supplier.

¢ Note if the PO total is greater than $4999.99, then the PO will route to Procurement
Services for additional approval.

Procedure

In this simulation you wish to change PTAEO information by charging remaining quantities to a
new PTAEO.
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Important: This exercise assumes that you have already verified that receiving has not been
entered and/or invoices have not been keyed for the line.

This type of change is needed when the original PTAEO has become invalid (end dated), is

incorrect, or is low on funding.

Search Conract Documents 7] Go Search Results Display Tandard 7]
~
Home
> B9 wva ey Worklist
» BB A HRMS Viewer
¥ BE Gva instructor Seir-Service (UL,
o
» BB A 0Ds Specialist Helsfym
=N =N ji -y v =N
» BR v 0Ds Specialist-Limited From Type Szt S i
¥ BB jva oDS SpecialistOLM Jnsen. PO Approval géz%":;grzﬁﬂa“ Order 1690201 has 06-Apr-2018
» BB v 0D Speciaiit
UVA ODS Specialfst Resiricted Jensen, 20 Aoproval Standard Purchase Order 1629308 has 05-Apr-2018
» B9 Jya oLm Specialist Jack o been approved A
B8 A PO Purch Jensen, Standard Purchase Order 1638306 has o
o urchaser s PO Approval Dot aoproved 04-Apr-2016
UVA Marketplace
Jensen, Standard Purchase Order 1638302 has
15 sugpiier entry Jack PO Approval been approved 31-Mar-2016
= payment Ve Jensen Standard Purchase Order 1628299 has
yment Voucher Mar
e o PO Approval B e 31-Mar-2016
Account Payable
Jensen 50 Aoproval Standard Purchase Order 1699298 has 5y 10 200
4 B9 purcnasing Jack PP been approved
Bl notifcations summary UVA Timecard Hochstetier, Kelly approved timecard for 1o o0
VEm Approval Workflow  perioa 08-FES-2016 - 21-FEB-2016 T
Requisitions
e SYSADMIN  OTA Workfiow Teaching Reminder 13-Feb-20T8
Purchase Orders
B purehase order SYSADMIN  OTA Workfiow Teaching Reminder 10-Feb-2016
summary SYSADMIN  OTA Workfiow Teaching Reminder 03-Feb-2016
B pog . UVA Timecard Hochstetier, Kelly approved fimecard for o
. PO Change History Approval Workflow  period 11-JAN-2016 - 24-JAN-2016 2-Jan-2016
P B Rreceiving
» B8 Reponts
» BB A PO Requester
» B nin B chanane
v
< >

Step

Action

From your Home page, navigate to the Find Purchase Order screen.

UVA PO Purchaser > Purchasing > Purchase Orders, click the Purchase Order

Summary link.

=] Purchase Crder

Summary
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Item, Rev
Categary

Degcription
Supplier ltem
WML

Consigned

Clear

Step Action

2. Enter known criteria in the fields. The more information you include, the more
restrictive the search. We recommend that you search either by purchase order
Number or by Buyer name.

In this example, locate the PO using the PO number.

Enter the desired information into the Number field. Enter "1699298".

3. Click the Find (J) button.
I Find {J)

4

4, Important Note:

Before changing or entering new PTAEO information you must verify whether or
not the PO has been invoiced or received against.

Click the Inquire menu.

Inquire

5. Click the View Shipments menu.
i View Shipments

6. The Purchase Order Shipments screen opens. Scroll to view the Quantity fields.

Click the horizontal scrollbar.
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Step Action

7. Annotate the number found in each of the columns. You will use this information
later.

In this example, Quantity Billed = 0.

Click the Open button.
I Open

8. Important Note:

You must unreserve the PO prior to changing any pricing or PTAEO information.
(Tools > Unreserve > OK)

In the simulation, this has already been done for you.

Operating Unit Created
W e
Supplier Ste contoct |
ShipTo Bil-To Curency [IE)
Buper Suus T @
-

Description

* Price Reference
* Reference Documents
* More

Rev_ Category Description UOM Quantity  Price
Lab Supplies FlexiRack(TM) Systen|Each |2 333

Lab Supplies FlexiRack(TM) Tube In|Each |3 11.6

* Agreement

L
=
I
I
I
I
I
R

REREEER

[ [FlexiRack(TM) System
T T T T

e' Oracle E-Busines... E =) L § Microsoft Lync (.. | O Inbox - jfsbi@es. lacl:AppI';catin_._ P R 14

Step Action

9. Click on the purchase order line you wish to change to activate the purchase order
line.

Click in the Item field.
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o R
snpTo BTo cureney 21
Buyer staus o L |
.

Agreement

* Price Reference

* Reference Documents
* More

Rev_ Category Description UOM Quantity  Price
Lab Supplies FlexiRack(TM) Systen|Each |2 333
Lab Supplies FlexiRack(TM) Tube In|Each |3 11.6

* Agreement

[
B
]
]
]
]
]
]

[ [FlexiRack(TM) System

e' Oracle E-Busines... E =) L § Microsoft Lync (.. | O Inbox - jfsbi@es. lacl:AppI';catin_._ P R

Step Action

10. Click the Shipments button.
I Shipments

11. Click the Distributions button.
I Distributions
12. First click in the line you wish to change. In this example there is only one line, so it

is active by default.
Scroll to the Quantity field.

Click the horizontal scrollbar.

|
13. Click in the Quantity field.
E
14. You will be charging one of the items to a different PTAEO. Change the quantity.

In this example, change 2 to 1.

Enter the desired information into the Quantity field. Enter "1".
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Step Action
15. Click anywhere in the next available line to enter the new PTAEO information for
any remaining quantity balances.
Click a field in the second line.
16. Enter the new PTAEO information or use the ellipsis (...) to search for values. You
can also use Shift + F5 to copy values from the line above.
Enter the desired information into the Project field. Enter "101937".
17. Press [Tab].
18. Enter the desired information into the Task field. Enter "101".
19. Press [Tab].
20. Enter the desired information into the Award field. Enter "SS00044".
21. Press [Tab].
22. Press [Shift+F5].
23. Press [Tab].
24, Press [Shift+F5].
25. Press [Tab].
26. Enter today's date.
Click the Date... (ellipsis) button.
217. The calendar displays today's date by default.
Always use the default date. Do not change it!
Click the OK button.
(o
28. Important Note:

Verify that the quantity of the distribution lines equals the original quantity amount

for the purchase order line.

In this example, the quantity for Distributions line one is 1 (original PTAEO
distribution line one) + 1 remaining (new distribution line two) = 2 (total quantity

ordered for this purchase order line).
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Step Action

29. Save your changes before exiting the screen.

Click the Save button.

&

30. Return to the summary screen.

Click the Close button.

E
31. Click the Close button.
32. Repeat the steps for each purchase order line requiring a PTAEO change.

Reapprove the PO when you have finished making changes.

Note: If the PO total is greater than $4999.99, then the PO will route to Procurement
Services for additional approval.

Click the Approve button.

—

33. If the PO total is greater than $4999.99, then the PO will route to Procurement
Services for additional approval.

It is important to add a comment in the Note field explaining what change(s) was
made to the PO. Example: "Changed the PTAEQ".

Failure to add a comment could result in the PO being rejected.

34. Click the OK button.
-
35. Congratulations! You have completed the simulation for changing PTAEO

information on a PO when the original PTAEO has become invalid (end dated), is
incorrect, or is low on funding.
End of Procedure.

Correcting the Accounting Date (Invalid GL Date) in the Integrated System
(PO)

Procedure

In this simulation you are in the process of submitting a purchase order for approval when you
encounter an error message indicating an invalid GL date.
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B0 e 135101 o -

ShpTo BikTo cureney [

e Siaus o el
-

Description

Rev_ Category Description UOM Quantity _ Price
Lab Supplies TipOne(R) 1-20 ul natu|Each |3 159.5

1 o

ipOne(R) 1-20 ul natural, beveled filter pipet tips in sterilized hinged racks. 20 racks of 96 tips (1920 tips). RNase, DNase.

e' Oracle E-Busines... ﬁ ) L § Microsoft Lync (... | O Inbox - jfsbi@es. lacl:AppI';catin_._ P R

Step Action

1. When you click the Approve button...
[z
2. An error message indicates there is an invalid GL date. This happens when a PO is

created and approved in two different GL periods.

Click the OK button.

o

3. To correct the problem, enter a valid GL date.

Click the Shipments button.

I Shipments

4, Click the Distributions button.
I Distributions

5. Click the Destination tab.

6. Scroll to the GL Date field.

Click the horizontal scrollbar.

Page 212




OoORACLE

USER PRODUCTIVITY KIT

Training Guide

Step

Action

7.

Delete the existing date and enter today's date.

Click in the GL Date field.
31-MAR-2016

Press [Delete].

Click the GL Date button.
||

10.

The calendar defaults to today's date.
Always use the default date. Do not change it!

Click the OK button.

11.

Save your change.

Click the Save button.

&

12.

Now return to the summary page and submit the approval.

Click the Close button.

13.

Click the Close button.
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{3

Operating Unit Created
W e
ShipTo Bil-To Curency [IE3])
By = T o]

Description

* Price Reference
* Reference Documents
* More

Category Description UOM Quantity  Price
Lab Supplies TipOne(R) 1-20 ul natu|Each |3 159.5

* Agreement

SERRARERY

ipOne(R) 1-20 ul natural, beveled filter pipet tips in sterilized hinged racks. 20 racks of 96 tips (1920 tips). RNase, DNase.

=) 'L 23 MicrosoftLync (. 0 Inbor- ji6b@es lacl:AppI'»cat' -

Step Action

14. Click the Approve button.

Approve. .

ORACLE

= Unreserve

I Use GL Gyeride = Use Bocument GLL Bate to Unreserve

Approval

R Submit for Approval Forward From

I Forward Approval Path

Forward To

Promised

FAX Number
E-Mail Address

6 tips (1920 tips). Rase, DNase,
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Step Action

15. Click the OK button.
-
16. Congratulations! You have completed the steps for correcting an invalid GL date.

End of Procedure.

Controlling Purchase Orders

Before you begin:

Answer the following sequence of questions to determine if you can control the Purchase
Order.

1. Is your name listed in the Buyer field on the purchase order? If yes, you can control the PO.

2. If you answered “no”, answer the following question: “Is the name listed someone who currently works
in your department or who used to work there and is no longer there anymore?

If yes, consult with the person who is listed as the Buyer. If they have left the department, you may replace
their name with your name in the Buyer field. Following are instructions on how to replace the Buyer
name:

Open the PO

Delete the name currently in the Buyer field

Enter your name in the Buyer field (last, first)

Save your work

Click the [OK] button

Reapprove the PO

Click the [OK] button

Re-query the PO (PO Summary, Find, do not OPEN it)

If no, is the name listed a buyer in Procurement Services? If yes, then the PO was created by a Central
Buyer in the Procurement and Supplier Diversity Services department. You should NOT change the Buyer
field to your name! Instead, complete the PO Change Request form found on the Procurement and Supplier
Diversity Services website. The Central Buyer will control the PO for you.

Controlling a Purchase Order

Before you make changes:

e We recommend that you verify that the PO has been paid. Navigate to Purchasing >
Purchase Orders > Purchase Order Summary > Find Purchase Orders > Inquiry >
View Invoices.

o Verify that you are listed as the Buyer for the PO.
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e You must deliver the revised PO to the vendor/supplier.
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In this simulation, you will see how to control a purchase order you created.

Go Search Results Display Tangard ]
A
» B9 A oDS Specialist Limited
Worklist
t Full List (10)
¥ B v GLM Specialist Mo By m
» ,
B9 va PO Purchaser From ~  Type ~ Subject 2 Sent ¥ Due =
3 uva Markey
VA Marketplace Jensen Standard Purchase Order 1638293 has
" PO Approval 06-Apr-2018
Bl Suppier Entry Jack been approved
& payment voucher Jensen. PO Approval ﬁégd:g‘;mg‘a“ Order 1690301 has 06-Apr-2016
¥ B9 account Pa
yable Jensen Standard Purchase Order 1628306 has
PO Approval 04-Apr-2018
» B9 purchasing Jack oprova been approved pr
[ERY . Jensen Standard Purchase Order 1628302 has
- UVA Marketplace Jens PO Approval s 31-Mar-2016
s £
Supplier Entry Jensen, 20 Aoproval Standard Purchase Order 1699299 has 1 Mar201
& payment Voucher Jack PP been approved
» B account Payable UVA Timecars Hochstetier, Kelly approved timecardfor g o o000
Approval Workflow  period 08-FES-2016 - 21-FEB-2016
4B pyrchasing
g SYSADMIN  OTA Workfiow Teaching Reminder 13-Feb-2016
Notifications Summary
b im SYSADMIN  OTA Workfiow Teaching Reminder 10-Feb-2016
Requisitions
4B pyehase Orders SYSADMIN  OTA Workfiow Teaching Reminder 03-Feb-2016
UVA Timecard Hochstetier, Kelly approved fimecard for
= Jan-
& purcnase order Approval Workllow  period 11-JAN-2016 - 24-JAN-2016 23-Jan-2018
Summary
E po change History
¥ B9 Receiving
¥ B9 Reports
B uva Marketpiace
v
< 2

Step

Action

From your Home page, navigate to the Find Purchase Order screen.

UVA PO Purchaser > Purchasing > Purchase Orders, click the Purchase Order

Summary link.
= Furchase Crder

Summary
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Oracle Applicatis - U¥A isq01 : OA Test - Refreshed from Production 241372011 backup

Item, Rev
Categary

Degcription
Supplier ltem
WML
Consigned

Listofvalu...

Step Action

2. Enter known criteria in the fields. The more information you include, the more
restrictive the search. We recommend that you search either by purchase order
Number or by Buyer name.

In this example, locate the PO using the PO number.

Enter the desired information into the Number field. Enter "1699306".

3. Click the Find (J) button.
| Find (J)
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2]

LB E @R AE D DG 2
-é
Number Release Rev Description Type Global Enable All Sites
0 Standard Purch =
L
Lines INew Release Iew BO QOpen
VMI i
Consigned i
Clear [ew Release (B) New PO Find (J)
Step Action
4. First verify that your name is listed in the Buyer field. If it isn't, you can't control the

purchase order.

Click the horizontal scrollbar.
e

5. In this example your name is listed in the Buyer field.

Now you can access the Control Document screen. Click the Tools menu.
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e ]
File Edit View Folder Tools Inquire Wi ) ORACLE

Ry Control
Breferences

O Purchase Order (SNSRI

Respond Tio Chanaes
Change History Amount || Buyer Closure Status
Communicate 0.00
Manage Tax

Jensen, Jack S |Open

| 1 0 T A

we -

Consigned

INew Release (B) New PO, Find (J)

H ) L § Microsoft Lync (. O % Inbox - jsi6b@es. .ackAppr.caﬁn.__ PR

Step Action

6. Click the Control menu.
Contral
7. Select the appropriate action.

Cancel PO - This action cancels the Purchase Order. Use this control type when you
have selected a wrong Vendor for the Supplier field on your purchase order. Also, if
there has not been any invoicing/activity against the purchase order and you wish to

cancel the purchase order. This action is irrevocable.

Close - You can close the purchase order at the header, line, and shipment levels.

Close for Invoicing - You can close for invoicing at the header, line, and shipment
levels. If you close for invoicing a purchase order header that is currently open,
Purchasing sets the status of all Purchase Order shipments to Closed for Invoicing,
but the Purchase Order lines and header remain open. This status will not prevent
you from matching an invoice to the purchase order.

8. Finally Close — Use this control to prevent further actions on your PO. Only the
Buyer listed on the PO has the ability to Finally Close the PO. Review all invoices
to verify they have been paid. If you are using encumbrance or budgetary control,
Finally Close automatically creates credit encumbrance journal entries in your
general ledger system to reverse the encumbrance that corresponds to the Purchase
Order and GA header, lines, or shipments you are closing. This action is
irrevocable.

If Finally Close is NOT listed, then you are not the Buyer (you do not own the
PO), therefore you cannot Finally Close it.
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Step Action

9. Finally Close — Inactive Supplier Site
A purchase order cannot be finally closed if the supplier site is inactive. Therefore,
use the following work around.

*Open and unreserve the PO. The inactive supplier site should not be grayed out.
*Change the supplier site to an active site. If the Ship-To location disappears, re-
enter it.

«Save your changes.

*Reapprove and close the PO.

Proceed with Finally Closing the purchase order.

10. Freeze - You can freeze only at the header level. Freeze a PO when you want to
prevent any future modifications to it. When you freeze a PO you can still receive
and pay for goods you already ordered. If you want to prevent future receipt or
matching invoices against this PO, cancel or finally close the PO instead.

On Hold - You can place a PO on hold only at the header level. This unapproves
the PO while preventing printing, receiving, invoicing, and future approval until you
remove the hold.

11. Open - You can open a PO at the header, line, and shipment levels.
Open for Invoicing - You can reopen for invoicing at the header, line, and shipment
levels.
Open for Receiving - You can reopen for receiving at the header, line, and
shipment levels.
Release Hold - You can release a hold only at the header level.
Unfreeze - You can unfreeze only at the header and release levels.

12. You should also enter a reason for the action. The Reason field is a free text field

for entering any information you want to include.

An example reason has been added for you.
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Actions

GL Date

Reason

Note to Supplier

Close for Invoice
Close for Receiing
Finally Close

06-APR-2016 “ Reqursitit

B|Use Document GL Date to Unreserve

Ordered wrong item

FAX Number

Training Guide

ORACLE

Step Action

13. Complete the action.

Click the OK button.

Actions

GL Date

Reason

Note to Supplier

Close for Invoice
Close for Receiving
Finally Close
Freeze

M Use Document GL Date to Unre:

Ordered wrong item

© Caution

Once the document is Cancelled, it cannot be undene. Do

you want to proceed?

[New Release (B) New PO Find (J)

) L 2 Microsoft Lync (...

ra(le Applicatio.. |

ORACLE
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Step Action

14. For some control actions, you will receive messages related to the inability to undo
the control action once it has been done.

Click the OK button.

15. You may be given additional warning messages to make sure that you want to
proceed.

Click the OK button.

16. A confirmation note displays at completion of the control action.

Click the OK button.

[ o

17. Congratulations! You have completed the simulation for controlling a purchase
order.
End of Procedure.

Purchase Requisitions in the Integrated System

Upon completion of this section, you will be able to:

e Find a requisition
e Print a requisition

Finding a Requisition
Procedure

In this simulation you will locate a requisition.
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Enterprise Search ontract DOCUments ﬂ GO Search Results Display iandard ﬂ
A
Home
” B VA AR Viewer
A .
|4 —FTV Employee Self-Service Worklist
» BE A FA Viewer .
ul 151
> B9 ya oL viewer
B HeS4ym
» B va oM viewer
From = Type 2 Subject £ Sent  Due
B s viswer J Standard Purchase Order 1699302 h:
ensen, andard Purchase Order as
¥ B9 A Instructor Self Service Jack PO Approval been approved 06-Apr-2016
» BB A oDs Specialist
VA ODS Specialist Jensen, Standard Purchase Order 1699295 has
‘B Ytk PO Approval been approved 06-Apr-2018
UVA QDS Specialist-Limited
Jensen, Standard Purchase Order 1600301 has
» B9 jya oDS Specialist-OLM Jack PO Approval been approved D6-Apr-2016
¥ B va oDS Specialist Restricted Jensen, PO Approval Standard Purchase Order 1609306 has 04 Apr2016
Jack been approved
» B v oLm Specialist oo
Jensen, Standard Purchase Order 1699299 has
4 B9 A PO Purchaser st PO Approval Boen approved 31-Mar-2016
B wvamarietplace UVA Timecard Hochstetler, Kelly approved timecard for \oFeb2016
B suppiier Entry Approval Workflow  period 08-FEB-2016 - 21-FEB-2016
= p SYSADMIN ~ OTA Workflow Teaching Reminder 18-Feb-2016
Payment Voucher
»im \ SYSADMIN ~ OTA Workflow Teaching Reminder 10-Feb-2016
Account Payable
4 I8 pychasing SYSADMIN ~ OTA Workflow Teaching Reminder 03-Feb-2016
‘]
Bl notifcations Summary UVA Timecard Hochstetler, Kelly approved imecard for 3 o0
Approval Workllow  period 11-JAN-2016 - 24-JAN-2016
4 B8 Requisttions
[ Requisition
Summary
¥ B9 purchase Orders
¥ B9 Receiving v
N
v
< >

Step Action

1. To find a requisition, you must first go to the Requisition Summary.
UVA PO Purchaser >> Purchasing >> Requisitions >> Requisition Summary.

Click the Requisition Summary link.
= Requisition

Summary

2. Enter known criteria in the fields. The more information you include, the more
restrictive the search.

We recommend that you search either by Requisition Number or by Preparer
name.

You can also use the alternative region tabs to further restrict the search.

If you don't know the requisition number or the preparer's name but you do know the
purchase order number, choose the Related Documents tab and enter the number in
the Purchase Order field.

5. Choose which summary window to display by selecting from the Results group
(Headers, Lines, Shipments, or Distributions).

Depending on the search criteria you have specified, not all summary windows may
be available.

In this exercise use the default, Headers.
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4| Oracle Applica 1 (=B ]
File Edit Vi ¢ T ndow Help ORACLE
Ho I 8P Is TDE LIALED ¢

[© Fina Requisition

Operating Unit
Requistion tiumbe: [N e I
Preparcr [ Requester [
euer [ Modifed
Reference Num _ Import Source _

Line uine Typ: (N

Document Type * Status
Document * Date Ranges.
Line Number © STInHY
Purchase Onder * Deliver To

<otoe Ot - Related Documents
es Accounting
Projects

G BT BT

=) 'L &) Microsoft Lync (. O X Inbox - jsj5b@es. KW Oracle Applicatio | -~ [ [ °J o> 14
B | = &

Step Action
6. Click in the Requisition Number field.
7. Enter the example requisition number.
Enter the desired information into the Requisition Number field. Enter "1191381".
8. Click the Find (B) button.
I Find (B)
9. The Requisition Headers Summary window displays.

You cannot open the requisition.
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2| Oradle ti o= |
d d d -
LB GBS R AP DG 2
I :
MNumber Description Approval Status Creation Date Currs
FlexiRack(TM) Systen| Approved 30-MAR-2016 14-22:2:|USD | =
L
Lines New QOpen
Clear New Find (B)
= 0 N Crci Appiicatio X
Step Action
10. Click the Lines button to view the requisition.
[ Lines
2 Orade ti =)
d d d -
PRI s I A=k VA
—
=
Requesting Org | Mumber Line Rev Item Description Category
1191381 1 FlexiRack(TM) System Lab Supp =
A1000 Rector/B| 1191381 2 FlexiRack(TM) Tube Insert Lab Supp|
L
Distributions

fit= |
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Step Action

11. The Requisition Lines Summary page displays. There are two lines.
You can scroll across to view the requisition information.

Click the Close button.

4 Qracle tion: W=

PO G E8IP I AP DHE L LBIPE ?

=3

MNumber Description Approval Status Creation Date Currs
FlexiRack(TM) Systen | Approved 30-MAR 2016 14:22:27/USD |~
L
e D
Li New Qpen
Clear New Find (B)

[t

Step Action

12. Click the Close button.
E
13. Congratulations, you have completed the simulation for finding a requisition.

End of Procedure.

Printing a Requisition
Procedure

In this simulation, you will see how to print a requisition.
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2 ntty gat-vpn.admi

P-ad

File Edit View Favorites Tools Help

Training Guide

P B Uva M Viewer
¥ BB yva HRMS Viewer
¥ BB va instructor Sef-Service

Limited
» B v 0DS Specialist-OLM

» B Uva 0DS Specialist-Restricted

¥ B9 (va LM Specialist
4B yva PO Purchaser
5 uva Maretpiace

E suppiier Entry

& payment voucher
¥ BB sccount Payabie
4B Byrchasing
B notifcations Summary
¥ B9 Requisitions
» B9 purchase Orders
4 h Receiving
4B Reports
& run
» B8 yva PO Requester
¥ B9 (va PO Shopper

He By @y

From =

Jensen,
Jack

Jensen
Jack

Jensen,
Jack

Jensen,
Jack

Jensen,
Jack

SYSADMIN
SYSADMIN
SYSADMIN

Copyright (c) 1998, 2015, Oracle andior its affiates. Al rights reserved

Type 2

PO Approval

PO Approval

PO Approval

PO Approval

PO Approval

UVA Timecard
Approval Workflow

OTA Workflow
OTA Workflow
OTA Workflow

UVA Timecard
Approval Workflow

Subject £

Standard Purchase Order 1699302 has
been approved

Standard Purchase Order 1699298 has
been approved

Standard Purchase Order 1699301 has
been approved

Standard Purchase Order 1699306 has
been approved

Standard Purchase Order 1699299 has
been approved

Hechstetler, Kelly approved timeeard for
period 08-FES-2016 - 21-FEB-2016

Teaching Reminder
Teaching Reminder
Teaching Reminder

Hochstetier, Kelly approved timecard for
period 11-JAN-2016 - 24-JAN-2016

Full List (10)

Sent ¥ Due =

06-Apr-2016

D6-Apr-2016

06-Apr-2016

04-Apr-2016

31-Mar-2016

19-Feb-2016

18-Feb-2016
10-Feb-2016

03-Feb-2016

23-Jan-2016

Privacy Statemd

- mEDe

Action

To print a requisition, you must first run a report, and then use the print option.

UVA PO Purchaser >> Purchasing >> Reports >> Run

Click the Run link.

= Run
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- N o) el

ORACLE

UVA Marketplace

UVA Marketplad

Supplier Entry What type of request do you want to run?

‘O Submit a New Request

Payment Vouch
+ Account Payabl SIS EREN
+ Purchasing s allows you to submit an individual request.
®Request Set
This allows you to submit a pre-defined set of
requests.

(=]

(o || e

E ) L { Microsoft Lync (... || O & Inbox- 55b@es .ackAppr.caﬁn___ P

Step Action

2. The Submit a New Request screen displays.

Using the Single Request option (defaulted), click the OK button.

L=

3. To run this request, choose the name from the list of values.

Click the Name... (ellipsis) button.

4, Highlight the Printed Requisitions Report row.
| Printed Requisitions Report

5. Click the OK button.

Now enter values in the Requisition Numbers From and To fields.

Enter the desired information into the Requisition Numbers From field. Enter
"1191381".

Press [Tab].

Enter the desired information into the Requisition Numbers To field. Enter
"1191381".
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Step Action

10. Click the OK button.
[ Q}{
11. Click the Submit button.
[ Submit
12. The request is in the Pending phase.
Click the Refresh Data button.
[ Refresh Data
13. Phase changes to Completed when the report has run.

Click the View Output button.

[ Wiew Output
14. This is an example of a requisition you could print (File>Print) for your records.
15. Congratulations! You have viewed the simulation on how to print a requisition.

End of Procedure.

Working with Payments and Invoices

Upon completing this section you should be able to:

Find payments

View invoices

Run Invoice on Hold Reports
Release invoice holds

Cancel invoices

Finding Payments

Procedure

In this simulation, you will learn how to find a payment.
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Enterprise Search  Contract Documents [

Home

Navigator

Personalize

» B9 A AP Fellows Stipend Frocessor
» BE A AP P-Card Holder

¥ BB v APIPO Viewer

» BB Uva AR Viewer

» B9 A Employee Seit-Service

» B v Fa viewer

» B9 Uva GL Viewer

¥ BE v g iewer

» BE Uva HRMS Viewer

» B A instructor Self-Service

» BB v oDs Specialist

» B9 A oDS Specialist Limited

» BB A 0Ds Specialist-OLM

» B Uva 0D SpecialistRestricted
¥ BE v GLM Specialist

» BB A PO Purchaser

» BB v PO Requester

» B9 v PO Shopper

» BE jvA Request Logs

Worklist

He Sy v

From =

Jensen,
Jack

Jensen,
Jack

Jensen,
Jack

Jensen,
Jack

Jensen,
Jack

SYSADMIN
SYSADMIN
SYSADMIN

Type =

PO Approval Error
PO Approval
PO Approval
PO Approval
PO Approval

PO Approval

UVA Timecard
Approval Workflow

OTA Workflow
OTA Workflow
OTA Workflow

UVA Timecard
Approval Workflow

1] _
Iy | LoggedIn As JSJ6B
Go Search Results Display Preference ~ Standard [

Full List (1)

Subject <~ Sent ¥ Due -~

Approval workflow database error occurs while ;, ,

approving Purchase Requisition 1191398 14-Apr2016

Standard Purchase Order 1638300 has been

Soproued 06-Apr-2016

Standard Purchase Crder 1699302 has been

aporoved 06-Apr-2016

Standard Purchase Crder 1699298 has been

aporoved 06-Apr-2016

Standard Purchase Crder 1699306 has been 04-Apr-2016

approved

Standard Purchase Order 1629299 has been
approved

Hochstetler, Kelly approved timecard for
period 08-FEB-2016 - 21-FEB-2016

Teaching Reminder
Teaching Reminder
Teaching Reminder

Hochstetler, Kelly approved timecard for
period 11-JAN-2016 - 24-JAN-2016

ORACLE
USER PRODUCTIVITY KIT

31-Mar-2016

19-Feb-2016

18-Feb-2016
10-Feb-2016

03-Feb-2016

23-Jan-2016

Step

Action

B yva APPO Viewer

Click on UVA AP/PO Viewer to navigate to Payments.

UVa Integrated System £ Business Suite

Enterprise Search  Contract Documents  [¥]

Home

Navigator

Personalize

» BB v AP Fellows Stipend Processar
» BB va AP P-Card Holder
4B A APPO Viewer

Supplier Entry

Payments

4 B Invoices

¥ B9 ther

¥ B9 purchasing
¥ BB v AR Viewer
» B9 A Employee Seit Service
» BB A FA Viewer
¥ BB v oL viewer
» BB A GM Viewer
¥ BE va HRMS Viewsr
» BB Uva instructor Self-Service
» B9 jva oDS Specialist
» BE v 0D Specialist-Limited
» BB yva ODS Specialist-OLM
» B A 0Ds Specialist-Restricted
» BR v oLm Specialist

Worklist

HeE&y iy

From =

Jensen,
Jack
Jensen,
Jack

Jensen,
Jack

Jensen,
Jack

Jensen,
Jack

SYSADMIN
SYSADMIN
SYSADMIN

Type 2

PO Approval Error

PO Approval

PO Approval

PO Approval

PO Approval

PO Approval

UVA Timecard
Approval Workflow

COTA Workflow
OTA Workflow
OTA Workflow

UVA Timecard
Approval Workflow

(] N
J | LoggedIn As JSJ6B
Go Search Results Display Preference  Standard [¥]

Full List (11)

Subject Sent ¥ Due 2

Approval workflow database error accurs whie

approving Purchase Requisition 11891393 14-Apr-2016

Standard Purchase Order 1639309 has been

approved 06-Apr-2016

Stancard Purchase Order 1699302 has been

aproved 06-Apr-2016

Stancard Purchase Order 1699296 has been

aproved 06-Apr-2016

Standard Purchase Order 1639306 has been 04-Apr-2016

approved

Standard Purchase Order 1639299 has been
approves

Hochstetler, Kelly approved timecard for
period 08-FEB-2016 - 21-FEB-2016

Teaching Reminder
Teaching Reminder
Teaching Reminder

Hochstetler, Kelly approved timecard for
period 11-JAN-2016 - 24-JAN-2016

31-Mar-2016

19-Feb-2016

18-Feb-2016
10-Feb-2016

03-Feb-2016

23-Jan-2016
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Step Action

2. Click on Payments.
FPayments

3. The Find Payments page displays.

Search for a payment by entering known data :
Payment - check number

Payee - Individual or Supplier receiving the payment
Voucher Audit - Payment Voucher number

Status - Status, Dates, and Accounted

Murnber

Step Action

4. For this example, search by Payment Number (check number).

Enter the desired information into the Payment: Numbers field. Enter "6024707".

5. Press [Tab].
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Overview

Payment Qvervew

Step Action

6. Click the Find button.
Find
7. The Payments page displays.

You can see the following information:
Invoice number (205829)

Date of the payment (28-OCT-2010)
Amount ($13,134.28)

GL Date (28-DEC-2010)

Payment Amount ($13,134.28)

You may also access the Payment Overview and Invoice Overview pages.

Click the Payment Overview button.

Fayment Overview

10. The Payment Overview page displays.
Information pre-populates from the Payments page.
Also provided is the Taxpayer ID and the Status of the payment.

For this example, the Status of the Payment is Negotiable.

11. The Invoices area list all invoices (by Invoice Number) paid with this payment.

In this example, there is only one invoice.
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Step

Action

12.

Click the Invoice Overview button.

Invoice Overdew

13.

The Invoice Overview page displays.

14.

Click the Close button.

Oracle Applications - UVA isu12 :Training Setup - Cloned from QA Test as of 2/22/2011

Eile

HYO G EBSPFIAMOE G LEPPS 12

CREATIVE OFFICE ENVIROMMENTS

6024707

S0 541997478 Trading Partner Address
T i2e T EALTIMORE Of PO BOX 791040 BALTIM

28.DEC. 2010 PO 80X 731040

BALTIMORE, MD 21279-1040
BACARD28-DEC-10

Negotiable
BANK OF AMERICA -
BOA EPAYABLE CLEARING L
iire
13,134.28 =
205829 13,134 28 |28-DEC-2010 UNIOT1 =
Inwaice Overview: Bank Supplier ]

Inwoice Cverview

Processed

Payment Cverview

Step

Action

15.

Click the Close button.

16.

End of Procedure.

Congratulations! You have completed the simulation on how to find a payment.

Viewing
Procedure

an Invoice

In this simulation you want to view an invoice.
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= hitp & Home

File Edit View Favorites Tools Help

¥ BE va HRMS Viewer Full List (11)
¥ B9 (v instructor Self-Service Heoe Gy i
» B v 0DS Specialist From 2  Type Subject 2 Sent¥  Due &

» B Uva 0DS Specialist-Limited Jensen,

sens PO Approval Standard Purchase Order 1629307 has

04-Apr-2016
been approved
¥ B9 (5va 0DS SpecialistOLM
Jensen Standard Purchase Order 1699306 has
¥ B9 va 0Ds specialist-Restricted Jack PO Approval been approved D4-Apr-2018

¥ B9 (va LM Specialist Jensen,

[y Standard Purchase Order 1699302 has
488 yva PO Purchaser

been approved 31-Mar-2016

Jensen,
B uva Marketpiace Jack PO Approval

Standard Purchase Order 1699301 has

been approved 31-Mar-2016

B suppier Entry Jensen, Standard Purchase Order 1699299 has

Jack PO Approval been approved 31-Mar-2016

(& payment voucher

» BB pccount Payabie Jensen, Standard Purchase Order 1899205 has

Jack PO Approval been approved 31-Mar-2016

4im s
Furchasing UVA Timecard Hochstetier Kelly approved timecard for 1o . o0
B Notiications Summary Approval Workflow  period 08-FES-2016 - 21-FEB-2016

r B Requisitions SYSADMIN ~ OTA Worlkflow Teaching Reminder 18-Feb-2016
4bm Purchase Orders SYSADMIN  OTA Workflow Teaching Reminder 10-Feb-2016
=] Purchase Order SYSADMIN  OTA Workflow Teaching Reminder 03-Feb-2016

Summary UVA Timecard Hechstetler, Kelly approved timeeard for
= Approval Workflow  period 11-JAN-2016 - 24-JAN-2016
PO Change History

4 b Receiving
¥ B9 Reports

23-Jan-2016

» B9 va PO Requester

Copyright (¢) 1 2015, Oracle andior its affiliates. All rights reserved. Privacy Stateme]

nmeqncemecs E ) [ L 5 Wicrosoft Lync (L. || 0 & Inbox jsiebese. e =R 0

Step Action

1. From your Home page, navigate to the Find Purchase Order screen.

UVA PO Purchaser > Purchasing > Purchase Orders, click the Purchase Order
Summary link.

= FPurchase Crder

Summary
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Oracle Applicatis - U¥A isq01 : OA Test - Refreshed from Production 241372011 backup

Item, Rev

Categary

Degcription
Supplier ltem
WML
Consigned

Listofvalu...

Step Action

2. Enter known criteria in the fields. The more information you include, the more
restrictive the search. We recommend that you search either by purchase order
Number or by Buyer name.

In this example, locate the PO using the PO number.

Enter the desired information into the Number field. Enter "1087478".

3. Click the Find (J) button.
[ rnd

4

4. Instead of opening the PO, click the Inquire menu.

Inquire
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4 &1 L7 5 & ¢ Viewines | A0 205 2

View Shipments

View Distributions

= : Sl View Action History
=] View Invoices

Number Re| View Receipts Type Global Enable Al Sites

View Reguisitions Standard Purch

View Approval through Workflow

View Document

Lines INew Release
VMI -
Consigned i

Clear [ew Release (B}

New 20

New PO

Find (J)

4N

[m

ORACLE
USER PRODUCTIVITY KIT

Step

Action

Click the View Invoices list item

Wiew |nvoices

Shop | Requisitions = Receiving

Requisitions | Notifications | Approvals

Invoices for Standard Purchase Order 1087478

H=

Invoice < Invoice Date ¥ Type Supplier gﬁpher Currency
CAYMAN

00478050  14-Feb-2011 Standard CHEMICAL CHICAGO USD
COMPANY

<

Amount
. Due Status

87500 0.00 Approved

On  Payment Remitto

Hold Status

Paid

Supplier

CAYMAN
CHEMICAL
COMPANY

Export
Remit-
to "% payment h
Supplier Date ' o' N

Site

23-
MAR- 80891320 1
2011

>
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Step Action

6. The invoice displays. Here you can view the invoice date, supplier name, amount,

You can also view linked information.

Click the Invoice link.
00478050

payment status, po number, receipt, and attachments (if there are any).

7. Invoice information displayed includes general and payment details, an amount

Reasons) for additional information.

summary, and access to three tabs (Invoice Lines, Scheduled Payments, and Hold

UVa Integrated System

| Loggedin As JSJEB

[ Close Window Y

Shop | Requisitions | Receiving
Requisitions | Notifications | Approvals
Requisitions >
Standard Invoice: 00478050 (Total USD 875.00) Export
Currency= USD
Payment Information
General Amount Summary paid  875.00
Invoice Date  14-Feb-2011 Item 793.00 Discount Taken 0.00
status  Approved Freight 77.00 Due 0.00
On Hold Miscellaneous 0.00 Status  Paid
Batch Tax 000 @ Payment Date  23-MAR-2011
Attachments  None Prepayment 0.00 Payment 3091320
Supplier CAYMAN CHEMICAL COMPANY Retainage 0.00 Term  Net 30 days
Supplier Site  CHICAGO Withholding Tax 0.00
Address 16875 COLLECTION GTR DR Total 675.00
CHICAGO, IL 60693
Invoice Lines | Stheduled Payments  Hold Reasons
e
B S a Tax Amount B PO PO PO . Order Ref
-~ PN o
Line & Type s Description Gty UOM Price | .0 I Retainage Status< oo (i Spioment BUYEr Receipt piill (b
comp Howell,
1 Item S KIT 3 Each 266.00 798.00 000 Approved 1087478 1 1 Eancy
2 Freight 2890 N 77.00 0.00 Approved
< >
Return to Requisitions:
v
< >
Scheduled Payments
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.m

UVa Integrated System | Logged InAsJSJB [ Close Window

Shop | Requisitions = Receiving
Requisitions | Notifications | Approvals

Requisitions >

Standard Invoice: 00478050 (Total USD 875.00) Export
Currency= USD

Payment Information

General Amount Summary Paid 875.00
Invoice Date  14-Feb-2011 Item  798.00 Discount Taken 0.00
Status  Approved Freight 77.00 Due 0.00
On Hold Miscellaneous 0.0 Status  Paid
Batch Tax 000 @ Payment Date 23-MAR-2011
Aftachments None Prepayment 0.00 Payment 3091370
Supplier CAYMAN CHEMICAL COMPANY Retainage 0.00 Term  Net 30 days
Supplier Site  CHICAGO Withholding Tax 0.00
Address 16875 COLLECTION GTR DR Total &75.00

CHICAGO, IL 60693

Invoice Lines | Scheduled Payments | Hold Reasons

HeB4ym
Due Date Amount Remaining Amount Remit-to Supplier Remit-to Supplier Site Status Method
23-Mar-2011 875.00 0.00 CAYMAN CHEMICAL COMPANY Fully Paid Wire

Retum to Requisitions.

Privacy Statement

Copyright (c) 1898, 2015, Oracle and/or its affiiates. All rights reserved

Step Action

9. Click the Hold Reasons tab.

Hold Reasons

10. If the invoice is on hold, then the reason would be listed here.

For this example, the invoice is not on hold.

11. To exit the Invoice page, click the Return to Requisitions link.

Return to Requisitions

12. Congratulations! You have completed the simulation for viewing an invoice.
End of Procedure.

Invoices - Running Invoices on Hold Report

Procedure

In this simulation you will see how to run the Invoices on Hold report.
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UVa Integrated System e Business Suite | LoggedIn As JSJ6B
Enterprise Search  Coniract Documents ] Go Search Results Display Preference  Standard [+
Home
Navigator " Worklist
JERLLL: Full List (1)
»En He S5 My
UVA AP Fellows Stipend Processor ;
From -~ Type -~ Subject <~ Sent ¥ Due -~
» BE A AP P-Card Holder O —— -
poroval workflow database error occurs while 1, ,
4B yva APPO Viewer PO Approval EITOr o roving Purchase Requisition 1191288 14-Apr-2016
B £
Supplier Entry dansen Po Approva Standard Purchase Orcer 1636308 135 D0€N s a1
= pprove
Payments
Jensen, Standard Purchase Crder 1699302 has been
¥ B9 \nvoices Jack PO Approval approved 06-Apr-2016
4 o
er j:szeﬂ PO Approval g(pﬂp’:gs;gl Purchase Crder 1699298 has been 06-Apr-2016
4B Requests
Jensen, Standard Purchase Crder 1699306 has been
& run s PO Approval approved 04-Apr-2016
& ger
N t' j:szeﬂ PO Approval g(pﬂp’:gs;gl Purchase Crder 1699299 has been 31-Mar-2016
Purchasing
» B ya AR Vie, UVA Timecard Hochstatler, Kelly approved timecard for
UVA AR Viewer Approval Workflow  period 08 FEB 2016 - 21 FEB2016 19-Feb-2016
»Em y -
UVA Employee Self-Service SYSADMIN  OTA Workfiow Teaching Reminder 18-Fen-2016
» B v Fa viewer
SYSADMIN  OTA Workfiow Teaching Reminder 10-Fep-2016
» B jya GL Viewer
SYSADMIN  OTA Workfiow Teaching Reminder 03-Feb-2016
» BB A GM Viewer
UVA Timecard Hochstetler, Kelly approved timecard for o
B9 ya HRMS Viewer Approval Workflow  period 11-JAN-2016 - 24-JAN-2016 23-Jan-2016
» BB Uva instructor Self-Service < >
» BB v oDs Specialist
v
» B9 A oDS Specialist Limited v
< >

Step Action

1. To access the report:
UVA AP/PO Viewer >> Other >> Run

Click the Run list item.
'El Run

2. Click the OK button.
8] 4

3. Click the Name list of values drop down button.

4, Click the Invoice on Hold Report row.

5. Click the OK button.

«
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Step Action

6. Enter information as desired on the Parameters page.
No fields are required.
Dates must be entered in the DD-MM-YY format.

Click the OK button.

Lo

7. Click the Submit button.

[ Submit

8. The report Phase is Pending.
Click the Refresh Data button.

[ Befresh Data

9. The report Phase is Running.

Click the Refresh Data button.
[ Befresh Data

10. The phase status is now Completed.

Click the View Output button.
[ Wiew Output

11. Congratulations! You have completed the simulation to see how to run the Invoices
on Hold report.
End of Procedure.

Invoices - Releasing Invoice Holds
Procedure

In this simulation you will see how to release an invoice hold so the invoice can be paid.
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- 1]
UVa Integrated System £ Business Suite [ ) | Loggedn As J5J6B
Enterprise Search  Contract Documents [ Go Search Results Display Preference Standard [v]
Home
Navigator ~  Worklist
Personalize Full List (1)
HeBdyMm

» B9 A AP Fellows Stipend Frocessor

From =~ Type = Subject -~ Sent v Due =
» B s AP P-Card Holder
Approval workflow database error accurs
4B yva APPO Viewer PO Approval Error  while appraving Purchase Requisition 14-Apr-2016
119
El supplier Entry
=] Payments j:gien‘ PO Aproval g:]ﬁpr:gséi Purchase Order 1639309 has been 06-Apr-2016
4B Invoices Jensen, Standard Purchase Order 1693302 has been
’ PO Approval 06-Apr-2016
B invoices Jack approved
Jensen, Standard Purchase Order 1693238 has been
[ nvoice Overview Jack PO Approval approved 06-Apr-2016
B withneld Amounts
N Jensen, Standard Purchase Order 1693306 has been
’ PO Approval 04-Apr-2016
» B giner Jack approved
rEm Jensen, Standard Purchase Order 1693239 has been ar
. Purchasing Jack PO Approval approved 31-Mar-2016
» /s fiey
UVA AR Viewer UVA Timecard Hochstetler, Kelly approved timecard for {eFeba01s
» BB ya Employee SeitService Aporoval Workfow  period 08-FEB-2016 - 21-FEB-2016
» BB Uva Fa viewer SYSADMIN ~ OTA Workflow Teaching Reminder 18-Feb-2016
»En UVA GL Viewer SYSADMIN  OTA Workflow Teaching Reminder 10-Feb-2016
» Bn UVA GM Viewer SYSADMIN  OTA Workflow Teaching Reminder 03-Feb-2016
» B9 ya HRMS Viewer UVA Timecard Hochstetler, Kelly approved timecard for 21 Jana01E
»Em Approval Workflow  period 11-JAN-2016 - 24-JAN-2016
UVA Instructor Self-Service
DS Specialist
v
» B9 A oDS Specialist Limited v
< >

Step Action

1. To access the required area:
UVA AP/PO Viewer >> Invoices >> Invoices

Click the Invoices button.

= Invoices

2. You may search for the invoice by entering either the Trading Partner name, the
Invoice Number, or the Voucher Number.

Click the Find button.
Fird

3. Review the Holds placed on the invoice.

Click the 3 Holds tab.

[ aJ Holds ]

4, Choose a Release Name.

Click in the Release Name field.

e

5. Click the Release Name list of values button.

Page 241



Training Guide ORACLE'
USER PRODUCTIVITY KIT

Step Action

6. Click the NRA Released row.
MNREA Feleased MREA released

7. Click the OK button.
(] 4

8. Click the Actions... 1 button.

Actions... 1

9. Click the Invoice Actions VValidate checkbox.

IC

10. Click the OK button.
Ok

11. The invoice status is Validated. The Trading Partner will be paid.

12. Congratulations! You have completed the simulation to see how to release an
invoice hold so the invoice can be paid.
End of Procedure.

Invoices - Canceling Invoices
Procedure

In this simulation you will see how to cancel an invoice.

UVa Integrated System £_Business Suite
Enterprise Search  Contract Documents [ v] Go Search Results Display Preference  Standard []
Home
Navigator " Worklist
Personalize Full List (1)
He S5y
» BE A AP Fellows Stipend Processor
From = Type - Subject - Sentv  Due ~
¥ BR v AP P-Card Holder o workion catab .
poroval workflow database erfor occurs whie .
4B yya ARIRO Viewer PO Appraval EMar o oving Purchase Requisition 1191392 14-Apr-2016
B s =
Supplier Entry I o ppprova Standar Puhase Orcer 183530319 been gy 1
@ Payments e
Jensen, Standard Purchase Order 1699302 has been
488 |nyoices Jack PO Approval approved 06-Apr-2016
lj Invoices
voices densen, ool Standard Purchase Order 1699203 has been o o o0 o
B invoice Overview Jack approved
B Winheld Amounts densen Po Agproval Slandard urchase Crdr 1608208 kas b 15501
» B9 otner
t Jensen Po Agproval Standard Purchase Crder 1699200 has been .\ 0
4 Purchasing Jack approved
» BE s AR View UVA Timecard Hochsteler, Kelly approved timecard for
UVA AR Viewer Approval Workflow  period D& FEB.2016 - 21 FEB-2016 16-Feb-2016
» By, - Senvi
UVA Empiayee Seff-Service SYSADMIN  GTA Workflow Teaching Reminder 18-Feb-2016
» BB Uva Fa Viewer
SYSADMIN  OTA Workfow Teaching Reminder 10-Feb-2016
» BB Uva 6L Viewer
SYSADMIN  OTA Workfow Teaching Reminder 03-Feb-2016
4NV wer
UVA Timecard Hochsteler, Kelly approved timecard for i
> B3 va HRus Viewer Approval Workflow  period 11-JAN-2016 - 24-JAN-2016 2-Jan2018
» b UVA Instructor Self-Service < >
» B9 v oDS Specialist
v
» B9 A oDs Specialist-Limited v
< >
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Step Action

1. To access the required area:
UVA AP/PO Viewer >> Invoices >> Invoices

Click the Invoices button.

&= Invoices
2. Click in the Trading Partner: Name field.
3. Enter the desired information into the Trading Partner: Name field.

Enter "Larche".

Press [Tab].

The Trading Partner's Supplier Number and Taxpayer ID defaults.

Click the Find button.

Firnd
6. Click the Attachments...(paperclip) icon.
@
7. Click in the Category field.
8. Enter the desired information into the Category field.
Enter "m".
9. Press [Tab].
10. Miscellaneous is selected.

Click the OK button.
(] 4

11. The Title field is an optional free-form field.

You may enter either a Title or a Description or both.

12. For this example, you will enter a Description.

Click in the Description field.
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Step Action
13. Enter the desired information into the Description field.
Enter "Canceling Invoice".
14. Press [Tab].
15. Click the Data Type list of values.
16. Click the Short Text row.
Short Text
17. Click the OK button.
ok
18. Enter the desired information into the Short text Multiline field.
Enter "Enter reason for canceling invoice.".
19. Click the Save icon.
20. Click the Close icon.
21. You will need to "refresh™ your screen in order to see the attachment (yellow paper
under the paperclip icon). Following is one method to refresh your screen.
Click in the PO Number field.
22. Click in the PO Number field.
23. Notice the yellow paper is visible under the paperclip icon now.
Click the Actions... 1 button.
Actions... 1
24. Click the Cancel Invoices checkbox.
B Cancel Invoices
25. Click the OK button.

Ok
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Step Action
26. Click the OK button.
0K
27. Notice the Note. This invoice is on Hold. Before you can cancel it, release the hold.
Click the OK button.
oK
28. Click the 3 Holds tab.
[ 2 Haolds ]
29. Click in the Release Name field.
30. Click the Release Name list of values drop down menu.
31. Click the NRA Released row.
HNEA Released HEA released
32. Click the OK button.
ok
33. Click the Actions... 1 button.
Actions... 1
34. Click the OK button.
Ok
35. Click the 1 General tab.
1 General ]
36. Notice the Status of the Invoice is Cancelled.
37. Congratulations! Youhave completed the simulation to see how to cancel an
invoice.
End of Procedure.

Receiving in the Integrated System

IMPORTANT INFORMATION - READ ME FIRST

Please consult the Purchasing training toolkit (http://www.hr.virginia.edu/other-hr-services/employee-
development/sys/po_ap-tk/) for additional information/help, including full printable training guides of the topics
contained within this module.
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Receiving Overview

There is no central receiving department at the University of Virginia. Vendors ship or deliver goods directly to the site
specified on the purchase order. Delivery location codes are recorded on the purchase order to specify the site to which
goods should be delivered or shipped.

Receiving must be recorded on-line in IS for all purchases $5,000 and greater. System receiving is not required for the
purchase of restricted items less than $5,000.

Document the receipt of all goods and services by signing and dating a packing slip or receipt. Maintain the
documentation for three (3) years plus the current fiscal year. You must maintain grants documentation for a longer
period of time. Check with your grant administrator for information on record retention requirements for grants
documentation.

Receiving Responsibilities
The PO Receiver is responsible for:
refusing, accepting, and rejecting deliveries
notifying Accounts Payable to stop payment when there is a problem with goods or

services received for purchases where the total dollar amount is less than $5,000
e completing receiving in IS for purchases $5,000 and greater

Note on Recording PO Numbers:

When you receive goods, you must record the corresponding PO number on the shipping documents, if it is not already
shown. You may need to find the PO for the goods received to locate the number.

Upon completion of this module, you will be able to:

e Receive goods and services in IS

Use these instructions to receive against POs for goods or services $5,000 and greater created prior to the Marketplace
(prior to 12/4/2006).

Note: You may enter receiving in iProcurement (Receiving tab - Receive items) for POs created in the Marketplace.
Use the Marketplace training guide for instructions on how to receive in iProcurement.

Comparing Items Ordered with Items Received
After recording the purchase order number on the shipping documents, you must determine whether the correct
material and quantity was received. Compare the items and quantities received with those ordered.

Entering Receiving Information
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After comparing the items and quantities received, you must enter the receiving information in 1S. You can receive
part of a purchase order, process multiple distributions, or use express receiving.

You must contact the vendor if there is a problem with the order, such as:

the items received differ from those ordered

the quantity received is less than the quantity ordered

the University's on-time delivery specifications were not met
the goods are damaged

You can return unordered or damaged goods to the vendor.

Correcting PO Invoice Holds

Sometimes invoices successfully matched to Purchase Orders go on hold and cannot be paid due to missing
receiving. Following is the code you will see in the On Hold column (Purchase Order Summary>Enter PO
number>Find>Inquire>View Invoices).

OTY REC (Quantity Received)

This hold occurs when system receiving has not been entered. Enter the receiver into the Integrated System in order for
the invoice to be released and paid.

Using Express Receiving

If you have received all the goods requested on the purchase order, you can use the
Express option to quickly process your receiving. This is especially helpful when you have a
large purchase order with multiple lines.

Procedure

In this simulation you have received all items in a purchase order and want to use the express
receiving feature.
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GO earch Results Display Preference  Stangard
A
: : UVA ODS Specialist-Limited Worklist
UVA QDS Specialist-OLM
» BB Uva ODS Specialist-Restricted Full List (10)
¥ BR s LM Specialist HeS#~m
4 B8 Yy PO Purchaser From = Type = Subject ~ Sent¥  Due ~
UVA Marketplace Fal e x?éi’;‘d:;ﬁ Puthess Oreer BSO21ES g w0
Supplier Entry
eament Voueter Ry Standard Purhase Order 1699298155 g g
¥ B pccount Payable Jensen Standard Purchase Order 1699301 has
" PO Approval 06-Apr-2016
4 - Purchasing Jack been approved
Notifications Summary Jensen. PO Approval ?éi’;‘d;';,z“&"am Order 160930613 o4 apr-2016
¥ B9 Requisitions
Jensen, Standard Purchase Order 1699298 has
b B ruvenase oo Jens PO Approval e 31-Mar-2016
UVA Timecard Hochstetler, Kelly approved timecard for
4™ Receiving Approval Worklow  period 08-FEB-2016 - 21-FEB-2016 19-Feb-2016
Receits SYSADMIN  OTA W i
- orilow Teaching Reminder 13-Feb-2016
Retums :
_ SYSADMIN  OTA Worklow Teaching Reminder 10-Feb-2016
Receiving
SYSADMIN  OTA Worklow Teaching Reminder 03-Feb-2016
Transactions
- UVA Timecard Hochstetler, Kelly approved timecard for
Corrections Approval Workllow  period IIAN 2018 24 AN 018 23-Jan-2016
Match Unordered
Receipts
Receiving
Transactions Summary
Transaction Status
v
< 2
1. From your Home page, navigate to the Find Expected Receipts screen.
UVA PO Purchaser > Purchasing > Receiving, click the Receipts link.
= Feceipts

Oracle Applications - UVA isq01 : 04 Test - Refreshed from Production 2/13/2011 backup.

Operating Unit
Source Type

Purchase Order

Line

Shipment

Release

Requisttion

Supplier

Shipment

Supplier Site

—
—
—
—

[ Include Closed POs

Receping Location

Itemn, Rew
Category
Deseription

Supplier ltem

Header
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Step Action

2. The Find Expected Receipts screen displays.

Choose the source type of Supplier.
Click the Source Type list.

-

3. Click the Supplier list item.
supplier
4, To narrow your search, enter search criteria in other fields as desired, including

Purchase Order number, Supplier name, and Receiving Location.

You can use the ellipsis (...) in any field to select from the LOV.

5. In this example, search by PO number.

Press [Tab].

Enter the desired information into the Purchase Order field. Enter "1699301",

Click the Find button.

[ Find

8. The Receipt Header screen displays. Enter receiving information in any of the
following fields:

« Packing Slip (optional) - Enter a packing slip name or number

* Freight Carrier (optional) - Select from the LOV

* Receipt Date - Defaults to the current date, which you can change

« Shipped Date (mandatory) - Use the calendar to enter the date the goods or
services were shipped

9. This is where you enter the date that the goods or services were shipped from the
vendor.

Click in the Shipped Date field.

10. Choose the date from the calendar.

Click the Shipped Date... button.

11. In this example the vendor shipped on April 1.

Click the 1 button.

1
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Step

Action

12.

Click the OK button.

13.

Enter any other information as desired, including optional text in the Comments
field.

Next, click anywhere on the Receipt form (which opens behind the Receipt Header)
to navigate to the appropriate receipt.

14.

The items listed in the PO display.

Click the horizontal scrollbar.
I

15.

If blank, enter a delivery location code in the Location field (select from the LOV).

If blank, enter a name in the Requester field. This required field is not free form and
IS case-sensitive.

(1) Enter the last name, comma, and then the first initial of the first name.

(2) Press [Tab]. The system validates the name you enter with the HR tables for
each receiving line

(3) Use [Shift] + F5 to copy the name to other lines if you are receiving against a
multi-line PO.

16.

When you have finished reviewing/editing the fields, click the Express button.
I Express

17.

Important Note: Do not change the Destination Type.

Click the OK button.

[ 0]:4

18.

If you selected the Express button and realize you did not receive all the goods, you
can click the UnExpress button to undo express receiving.

19.

Save the express receiving.

Click the Save button.

&

20.

A confirmation note displays.

Click the OK button.
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Step Action

21. Click the Header button.
I Header

22, The number now displays in the Receipt field.
Document the receipt number on your packing slip.

Important Note: You must ensure that receiving documentation has been signed
and dated by the person who received the goods into the department.

23. Congratulations, you have completed the simulation for express receiving.
End of Procedure.

Entering Receiving

Sometimes you do not receive all items at once. Often, you will need to enter receiving for a
single item at a time.

Procedure

In this simulation you receive a single item. Then you will see how to receive against a standing
PO, for which you need to receive in a dollar amount.

- ) =
<) Py o [ etier] 2 iscotn. g rord

File Edit View Favorites Tools Help

¥ B Uva HRMS Viewer Full List (10)
» B va instructor Seff-Service He Gy M
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Step Action
1. From your Home page, navigate to the Find Expected Receipts screen.
UVA PO Purchaser > Purchasing > Receiving, click the Receipts link.
Receipts
N =
ORACLE
Supplier and Internal .
(PP TRV A 1000 Rector/Board * Customer
Source Type
Purchase Order Release |
Line. Shipment ,—
Requisition tine [ Shipment
Supplier l— Supplier Site ,_
W Include Closed POs
Receiving Location l—
Item, Rev
Category
Description
Supglier ltem
-) L%IM\:roso&Lyn: (. || O % Inbox - jsj6b@es... W a m @ T
Step Action
2. The Find Expected Receipts screen displays.

Click the Source Type list.

-

Choose the source type of Supplier.
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& ==
Help ORACLE
P08 N LD

* Supplier and Internal

* Customer

Release |
Shipment |

Shipment
Supplier Site

¥ Include Closed POs

ltem, Rev
Category
Description

Supplier tem

Step Action
3. Click the Supplier list item.
Supplier

4, To narrow your search, enter search criteria in other fields as desired, including
Purchase Order number, Supplier name, and Receiving Location.
You can use the ellipsis (...) in any field to select from the LOV.

5. In this example, search by PO number.
Press [Tab].
Enter the desired information into the Purchase Order field. Enter "1699299".
Click the Find button.
[ Find

8. The Receipt Headers screen displays. Enter receiving information in any of the
following fields:
« Packing Slip (optional) - Enter a packing slip name or number
« Freight Carrier (optional) - Select from the LOV
* Receipt Date - Defaults to the current date, which you can change
« Shipped Date (optional) - Use the calendar to enter the date the goods or services
were shipped

9. Click in the Shipped Date field.

Page 253




Training Guide ORACLE'

USER PRODUCTIVITY KIT

Step Action
10. Choose the date from the calendar.
Click the Shipped Date ... button.
11. In this example the ship date is March 28.
Click the 28 button.
28

12. Click the OK button.
(o

13. Enter any other information as desired, including optional text in the Comments
field.
Next, click anywhere on the Receipt form (which opens behind the Receipt Header)
to navigate to the appropriate receipt.

14. Check the box next to the goods/service you are receiving.
Click the Select Line option.

15. The quantity defaults from the PO. You can change the quantity by clicking in the
Quantity field and adjusting the number.

16. Click the horizontal scrollbar.
I

17. If blank, enter a delivery location code in the Location field (select from the LOV).
If blank, enter a name in the Requester field. This required field is not free form and
is case-sensitive.
(1) Enter the last name, comma, and then the first initial of the first name.
(2) Press [Tab]. The system validates the name you enter with the HR tables for
each receiving line
(3) Use [Shift] + F5 to copy the name to other lines if you are receiving against a
multi-line PO.

18. When you have finished reviewing or editing all lines received, click
the Save button.

19.

Click the Header button.
I Header
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Step Action

20. The number now displays in the Receipt field.
Document the receipt number on your packing slip.

Important Note: You must ensure that receiving documentation has been signed
and dated by the person who received the goods into the department.

21. In this next simulation, you wish to receive a dollar amount for services rendered.
(You have already entered the mandatory Ship Date in the Receipt Header screen.)

Click the Select line option.

-
22, Click in the Quantity field.
15000
23. Enter the correct amount received. Enter "7600".
24. After verifying the Location and Requester information, click the Save button.
25. Return to the Receipt Header and document the Receipt number on your packing
slip.

(Also ensure that receiving documentation has been signed and dated by the person
who received the goods into the department.)

Click the Header button.

Header

26. Congratulations, you have completed the simulation for entering receiving.
End of Procedure.

Receiving Multiple Distributions

Procedure

In this simulation you will see how to receive against purchase orders that have multiple
distribution lines.
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Y BB pvaoLm s
pecialist
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Receipts
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Receiving
Transactions
Corrections
v
T — — 5

ORACLE
USER PRODUCTIVITY KIT

Action

From your Home page, navigate to the Find Expected Receipts screen.

UVA PO Purchaser > Purchasing > Receiving, click the Receipts link.

Receipis

racle Applications - UYA isq01 : OA Test - Refreshed from Production 2/13/2011 backup

r Io

Supplier and Internal

Operating Unit
Source Type

Purchase Order

Line

B oW R DM

% | LE1D &

Release

Requisition Line Shipment
Supplier Site

[ Include Closed POs

Supplier
Receping Location

Itemn, Rew

Category

Deseription

Supplier ltem

Clear

—
Shipment |
_—

CER
ORACLE
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Step Action

2. The Find Expected Receipts screen displays.

Choose the source type of Supplier. Click the Source Type list.

-

3. Click the Supplier list item.
supplier
4, To narrow your search, enter search criteria in other fields as desired, including

Purchase Order number, Supplier name, and Receiving Location.

You can use the ellipsis (...) in any field to select from the LOV.

5. In this example, search by PO number.

Press [Tab].

Enter the desired information into the Purchase Order field. Enter *1699309",

Click the Find button.

[ Find

8. The Receipt Headers screen displays. Enter receiving information in any of the
following fields:

« Packing Slip (optional) - Enter a packing slip name or number

* Freight Carrier (optional) - Select from the LOV

* Receipt Date - Defaults to the current date, which you can change

+ Shipped Date (mandatory) - Use the calendar to enter the date the goods or
services were shipped from the vendor

9. Click in the Shipped Date field.
10. Choose the date from the calendar.

Click the Shipped Date ... button.

11. In this example the vendor shipped on March 28.

Click the 28 button.
28

12. Click the OK button.
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Step Action

13. Enter any other information as desired, including optional text in the Comments
field.
Next, click anywhere on the Receipt form (which opens behind the Receipt Header)
to navigate to the appropriate receipt.

14. A blue + sign indicates there are multiple distributions for this PO line. Do not
receive against this line.

15. Expand the line to view the different PTAEQs for the PO line.
Click the + sign.
+

16. Review the multiple distributions and select the line(s) for the distribution(s) against
which you are going to receive.
In this simulation you will receive 1 package per each PTAEOQ line.
Click the Select Line option.

17. Click in the Quantity field.

2

18. Enter the desired information into the Quantity field. Enter "1".

19. Click the horizontal scrollbar.

20. If blank, enter a delivery location code in the Location field (select from the LOV).
If blank, enter a name in the Requester field. This required field is not free form and
IS case-sensitive.
(1) Enter the last name, comma, and then the first initial of the first name.
(2) Press [Tab]. The system validates the name you enter with the HR tables for
each receiving line
(3) Use [Shift] + F5 to copy the name to other lines if you are receiving against a
multi-line PO.

21. Click the Select Line option.

22. Verify that the quantity equals the quantity received.

Press [Enter].
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Step Action

23. In this simulation, the location and requester are not displayed but are the same as
the line above.

Click in the Location field.

e

24, Press [Shift+F5].

25. Press [Tab].

26. Press [Shift+F5].

27. When you have finished reviewing or editing all lines received, click

the Save button.

&

28. Click the Header button.
I Header |
29. The number now displays in the Receipt field.

Document the receipt number on your packing slip.

Important Note: You must ensure that receiving documentation has been signed
and dated by the person who received the goods into the department.

30. Congratulations, you have completed the simulation for receiving multiple
distributions.
End of Procedure.

Reviewing a Receiving Transaction
As needed, you can review your receiving transactions.

Procedure

In this simulation you want to review a recently received purchase order.
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Search ontract DocUments ﬂ Go Search Results Display iandard ﬂ
)
Home
» BB yvacos Specialist-Restricted rS N
»Em Worklist
UVA OLM Specialist
4fim UVA PO Purchaser Full List (10)
E wva Marketplace HaeEiy v
B suppiier Entry From2  Type & Subject & Sent¥ Due -
= Payment Voucher Jensen, Standard Purchase Order 1693309 has been
’ PO Approval 06-Apr-2016
» B Account Payable Jack approved
4 pyreasing densen, PO Approval ﬁéi?ﬂ@é‘é Purchase Order 169302 has been (o oo o
D Notifications Summary
. Jensen, Standard Purchase Order 1639298 has been
S — ok PO Approval aomroves 06-Apr-2016
» B9 pyrchase Orders Jensen PO Approval 2;’;2‘1‘; Purchase Order 1699306 has bean o ap 5015
4 B Receiving
Jensen, Standard Purchase Order 1699299 has been
B Recopts Yok FO Approval approved 31-Mar-2016
[ UVA Timecard Hochstetler, Kelly approved timecard for
= Returns Approval Workllow  period 03-FEB-2016 - 21-FEB-2016 TeFen-2018
Receiving SYSADMIN  OTA Workflow Teaching Reminder 18-Feb-2016
Transactions
= SYSADMIN  OTA Workflow Teaching Reminder 10-Feb-2016
Corrections
= Match Unordered SYSADMIN  OTA Workflow Teaching Reminder 03-Feb-2016
Match Unordere
oot e e
Q Receiving
Transactions Summary
= rransaction Status
Summary v
¥ B9 Reports
v
< >
Step Action
1. From your Home page, navigate to the Find Receiving Transactions screen.
UVA PO Purchaser > Purchasing > Receiving, click the Receiving Transactions
Summary link.
= Receiving
Transactions Summary
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Supplier and Intemal

(oS R0l 1000 Rector/Eoard i

Source Type Receipt

Purchase Order Release
Line Shipment

Requisition Line Shipment
Supplier Supplier Site

Receiving Location

ez, [ Results
Category # Hegders
Description © Transactions

Supplier ltem

Listofvalu...

Step

Action

The Find Receiving Transactions screen displays.

Choose the source type of Supplier.
Click the Source Type list.

-

Click the Supplier list item.
supplier

To narrow your search, enter search criteria in other fields as desired, including
Receipt number, Purchase Order number, Supplier name, and Receiving
Location.

You can use the ellipsis (...) in any field to select from the LOV.

In this example, search by PO number.

Press [Tab].

Enter the desired information into the Purchase Order field. Enter "1085154".
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Oracle Applications - U¥A isq01 : QA Test - Refreshed from Production 2/13/2011 backup

elp

Supplier and Intemal

Operating Unit A1000 Rector/Board of
Source Type | Supplier M Receipt

Purchase Order |1085154| Release
Line Shipment

Requisition Line Shipment
Supplier Supplier Site

Receiving Location

Hem, Rev (I Results

Category # Hegders
Description © Transactions

Supplier ltem

Listofvalu...

Step Action

7. Click the Find button.

F .
3 Find
8. The Receipt Headers Summary screen displays. If your search generated more

than one transaction, place the current record indicator (blue box) next to the receipt
you want to view.

Page 262




ORACLE Training Guide
USER PRODUCTIVITY KIT

B Oracle Applicatio A isq01 ; QA Te efreshed from Productio 011 backup m]

HYOIGHrBSPIEDDHE I LEGUE?

Fo
=2

Receipt Date Supplier Supplier Site Shipment Number | Ship Date
28-MAR-2011 10:2Z FISHER SCIENTIFI HANOVER PA104E 26-MAR-2011 001 =

Transactions

Supplier ltem

Clear Find

Step Action

9. Click the Transactions button.

Transactions

10. The Receipt Transaction Summary form displays. Scroll to view all information.

Click the horizontal scrollbar.

|
11. Click the horizontal scrollbar.
|
12. Congratulations, you have completed the simulation for reviewing a receiving

transaction.
End of Procedure.

Returning an Item

Use these instructions to return items against POs (for goods or services $5,000 and greater)
that do not tie back to an iProcurement requisition (e.g., line added by a Procurement
Services Buyer) or that were created prior to the Marketplace (prior to 12/4/2006).

Note: You may enter receiving in iProcurement (Receiving tab - Receive items) for POs
created in the Marketplace. Review the iProcurement and the UVa Marketplace training guide
for instructions on how to receive in iProcurement.

Procedure

In this simulation you will return a damaged item.
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Search ontract DocUments ﬂ Go Search Results Display iandard ﬂ
A
Home
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B suppiier £
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2l payment Voucher
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. Requisitions o PO Approval e e 04-Apr-2016
» B9 purchase Orders
. Jensen, Standard Purchase Order 1699299 has
4B Receing Jack PO Approval been approved 31-Mar-2016
B Receipts UVA Timecard Hochststler, Kely approved fimecard for 1o . oo o
- Approval Workflow  period 08-FEB-2016 - 21-FEB-2016
= Ren
Returns
= SYSADMIN ~ OTA Workflow Teaching Reminder 18-Feb-2016
Receiving
SYSADMIN ~ OTA Workflow Teaching Reminder 10-Feb-2016
Transactions
B corecs SYSADMIN ~ OTA Workflow Teaching Reminder 03-Feb-2016
orrections
UVA Timecard Hochstetler, Kelly approved timecard for
& match Unordered Approval Workllow  period 11-JAN-2016 - 24-JAN-2016 23-Jan-2018
Receipis
Q Receiving
Transactions Summary
= rransaction Status
v
Summary
v
< >

Step

Action

From your Home page, navigate to the Find Returns screen.

UVA PO Purchaser > Purchasing > Receiving, click the Returns link.
= Retums

The Find Returns screen displays.

* If not the default value, change the Source Type to Supplier.

*» To narrow your search, enter search criteria in other fields as desired, including
Receipt number, Purchase Order number, Supplier name, and Current Location.
* You can use the ellipsis (...) in any field to select from the LOV.
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EEE
ORACLE

41000 RectarBoard 4
Saurce Type Receipt |
Purchase Order | Relesse |
tne [ Shipment |
Requistton | Lne | Shipment |
supplier [ Supplier Eite |

Current Location

Iterm, Rev
Categary

Degcription

Supplier ltem

Step Action

3. In this example, search by PO number.

Click in the Purchase Order field.

4, Enter the desired information into the Purchase Order field. Enter "1074194".
5. Click the Find button.

Find
6. The Receiving Returns screen displays.

If your search generated more than one transaction, place the current record
indicator (blue box) next to the receipt you want to return.

7. Note the information (red arrow), including description, that displays for each line
item.

Check the box next to the goods/service you are returning.
For this example, you will be returning the first line item.

Click the Line Selection option.
.

8. Enter the quantity to return.

Press [Tab].
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Step Action
9. Enter the desired information into the Quantity field. Enter "1".
10. Tab to the Return To field.
Press [Tab].
11. Press [Tab].
12. Select Supplier from the list of values.
Click the Return To button.
13. If Supplier is the default value, click the OK button.
ok

14. The supplier's name automatically displays in the Supplier/Customer/Location
field.

If the vendor supplies a Returned Materials Authorization (RMA) number or other
reference number for the return, enter it in the RMA Number field.

15. After processing all returns on this PO, save your work.

Click the Save button.

16. After entering your return, you can view the receipts history in the Receipt
Transaction Summary page. (For further instruction see the Reviewing a
Receiving Transaction topic).

17. Congratulations, you have completed the simulation for returning an item.

End of Procedure.

Correcting a Receipt in the Integrated System

Use these instructions to correct receiving against POs (for goods or services $5,000 and
greater) that do not tie back to an iProcurement requisition (e.g., line added by a
Procurement Services Buyer) or that were created prior to the Marketplace (prior to
12/4/2006).

Note: You may correct receiving in iProcurement (Receiving tab - Receive items) for POs created in the
Marketplace. Use this link (http://www.procurement.virginia.edu/o/uvamarketplacetraining.pdf) to access
the Marketplace training guide for instructions on how to receive in iProcurement.

Since "Receiving" performs two actions ("Deliver" and "Receive"), corrections require two actions. You
must save and close the form in between the two actions.

Procedure

In this simulation you entered an amount in error so you need to correct it.
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v
< >
1. From your Home page, navigate to the Find Corrections screen.
UVA PO Purchaser > Purchasing > Receiving, click the Corrections link.
= Corrections

Oracle Applications - U¥A isq01 : QA Test - Refreshed from Production 2/13/2011 backup

H
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Step Action
2. The Find Expected Receipts screen displays.
Choose the source type of Supplier.
Click the Source Type list.
3. Click the Supplier list item.
supplier
4, To narrow your search, enter search criteria in other fields as desired, including
Receipt number, Purchase Order number, Supplier name, and Current Location.
You can use the ellipsis (...) in any field to select from the LOV.
5. In this example, search by PO number.
Click in the Purchase Order field.
Enter the desired information into the Purchase Order field. Enter "1084558".
Click the Find button.
Find
8. The Receiving Corrections screen displays.
If your search generated more than one transaction, place the current record
indicator (blue box) next to the Deliver line of the item you want to correct.
Note the information (red arrow), including description, that displays.
9. Step 1: Correct the "Deliver' Transaction Type
Check the box next to the Deliver row you are correcting.
Click the Line Selection option.
-
10. Enter the quantity to correct.
Press [Tab].
11. Enter the positive or negative correction quantity.

Enter the desired information into the Quantity field. Enter "-7600".
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Transactions

Quantit

—Secondary——

Transaction Parent

UOM Quantit UOM Type Qe

Training Guide

ltern
Rev  Description

<

7600

Dollar

Deliver 7600

Public Relations for GEMBA Lau

Dollar

Receive o

Public Relations for GEMBA Lau

I S (A (A |

A1000 Rector/Board of Visitars

BLUESKY SYMONDS

Public Relations for GEMBA Launch

Layne, Lisa Wanods-DDREC--

© 1084558
I

Step

Action

12.

Save your work.

Click the Save button.

Oracle Applications - U¥A isq01 : 0A Test - Refreshed from Production 2/13/2011 backup

Transactions

Quantit

—Secondary——

Help

@108 [ [ e

UOM Quantit UOM Type Gt

Transaction Parent

ltern

Rev  Description

<

Dallar

Deliver 7600

Public Relations for GEMBA Lav.

Dallar

Receive o

Public Relations for GEMBA Lav.

[ S S |

[

A1000 Rector/Board of Visitars

BLUESKY SYMONDS

Public Relations for GEMBA Launch

Layne, Lisa Woods-DDREC--

1084558
—

(o1 Sl

¥ 1 Reminder
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Step Action
13. Step 2: Correct the ""Receive™ Transaction Type
Step one is complete. You must navigate to the Receiving Corrections form again
to complete correction to the "Receive" transaction.
Click the Close button.
14. Double-click the Purchasing list item.
+ Purchasing
15. Double-click the Receiving list item.
+ Receiving
16. Double-click the Corrections list item.
Corrections
17. Click the Source Type list.
18. Click the Supplier list item.
supplier
19. Click in the Purchase Order field.
20. Enter the desired information into the Purchase Order field. Enter "1084558".
21. Click the Find button.
Find
22. Check the box next to the Receive row you are correcting.
Click the Line Selection option.
=
23. Press [Tab].
24, Enter the same correction as you did on the Deliver Transaction Type line.
Enter the desired information into the Quantity field. Enter "-7600".
25. Click the Save button.
26. After entering your return, you can view the receipts history in the Receiving

Transaction Summary page. (For further instruction see the Reviewing a
Receiving Transaction topic).
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Step Action

217. Congratulations, you have completed the simulation for correcting a receipt.
End of Procedure.

Working with the PTAO Card Generator

The PTAO Card Generator creates a bar code for the PTAO you enter. You can print out the PTAO bar
code and use it to purchase items from internal service providers. Examples of spending include postage
(mailroom), and purchasing items from the UVA Bookstore and Cavalier Computers. It can also be is used
to verify that the PTAO is valid for spending.

In order to use the PTAO Card Generator, you must have access to NetBadge and Employee Self-Service
within the Integrated System.

The PTAO Card Generator icon is located on the Integrated System home page and looks like this:

| PEOPLE/WEB SEARCH [l CALENDAR 3 EMERGENGY INFO [ A-Z INDEK B UVA EMAIL UNIVERSITYsf VIRGINIA

-_— FORMS | SYSTEM NOTICES | SYSTEMHOURS | HELP
» ABOUT P —‘T
News & Announcements Employee/Manager
s Self-Service
JAVA RECOMMENDED VERSION CHANGES [3/2/16] —
© TRAINING Java 1.8.0_73 is now the recommended version for use 'é Integrated System
P —— with the IS. Download »
) HOW DOT? HR/Finance Admm
IS USERS UPGRADE TO IE 11 BY 1/12/16 Al e
» REPORTS Integrated System E-Business Suite users should follow e )
Microsoft's guidance and upgrade to Internet Explorer 11 HRIFinance Dis(ow
| ARCHIVES by 1/12/16 > Joint VPN Required
| ol 4 STEPS TO REQUEST SYSTEM ACCESS: Visit the one- .
stop, 4-step instructions for requesting access to ~ Student Information SYS'E'_'L )
HR/Finance Integrated System, the Student Information SIS Admll’l
System (SIS), and the Document Imaging System. The Joint VPN Required

link is available under "Getting Started” in the navigation - —

menu to the left. = _]
SIS Discoverer

EMPLOYEE SELF-SERVICE: For entering time, checking
payslips, etc., dick the Employee/Manager Self Service
button on the right.

'PTAO Card Generator
NetBadge Required

FINANCE LINKS [ HUMAN RESOURCES LINKS STUDENT SYSTEM LINKS
_Full Page ~__ Full Page Full Page
*» How to Process Funds » UVa Employee Self Service » SIS Administrative Homepage

Validating a PTAO using the PTAO Card Generator
Procedure

In this simulation you will see how to use the PTAO Card Generator to validate a PTAO.
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UVA EMAIL

News & Announcements

JAVA RECOMMENDED VERSION CHANGES [3/2/16]
Java 1.8.0_73 is now the recommended version for use
with the IS. Download »

 TRAINING

/ HOW DO I?

1S USERS UPGRADE TO IE 11 BY 1/12/16 All

| REPORTS Integrated System E-Business Suite users should follow
Micresoft's guidance and upgrade to Internet Explorer 11
. ARCHIVES by 1/12/16 »

4 STEPS TO REQUEST SYSTEM ACCESS: Visit the one-
stop, 4-step instructions for requesting access to
HR/Finance Integrated System, the Student Information
System (SIS), and the Document Imaging System. The
link is available under "Getting Started" in the navigation
menu to the left.

EMPLOYEE SELF-SERVICE: For entering time, checking
payslips, etc., dlick the Employee/Manager Self Service
button on the right.

IANCE LINKS

HUMAN RESOURCES LINKS

» How to Process Funds
» Recon@UVa '

*» UVa Employee Self Service

#» UVa Time Management Form

hitps://www.adminvirginia.edu/PTAEQprd | » UVa Time Management Form -

ORACLE
USER PRODUCTIVITY KIT

SYSTEM MOTICES |

———
1 EmployeelManage'rQ
- a

~ Self-Service i

Integrated System
~HR/Finance
| Joint VPN Required J
e
'HR/Finance Dis|

Joint VPN Required |

SYSTEM HOURS | HELP

T P S—T P ——
Student Information System

SIS Admi
| Joint VPN Required )
s
- SIS Discov

Joint VPN Required '
—
'PTAO Card Ge
| NetBadge Required ]

STUDENT SYSTEM LINKS

» SIS Administrative Homepage
» SIS Portal (Self-Service)

» Document Imaging System

Action

1. Click the PTAO Card Generator button.
(' — ——

'PTAO Card Gener.
NetBadge Required

NetBadge Web Login

NetBadge is a digital "badge’

allowing you to access protected resources on the UVa network

| Got a UVa Digital Certificate? |

Log in with your Digital Certificate.
(What's this? | Get one now!

Less typing. More secure!

No Certificate?

Log in with your UVa computing ID and a password you use for

UVa computing ID

one of the compatible systems. [

Applicant for admission or SCPS student? Use this option. Password

Protect Your Privacy!
To log out, completely exit your Web browser when you are finished.

o Windows users: Close all Web browser windows.
« Mac users: Quit your Web browser.

Otherwise, your NetBadge access will last for @ hours if you're on Grounds (1 h
browser to log in as you.

rif you're off Grounds)—and someone else can use your

Forgot your | Help with NetBadge | About NetBadge | Share your feedback!

NetBadge login required by [Integrated System | https://pblogin.virginia.edu/app/is/ |
2BTAEOprd]

© 2016 by the Rector and Visitors of the University of Virginia
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Step Action

2. You will need to log in to NetBadge. If your computer has the digital certificate
downloaded, you can click the Log In button.

If you are on a public computer or your computer does not have the digital
certificate downloaded, you will need to log in with your UVA computing ID and
your password.

Type the desired information into the UVa computing ID box. Type "tjlva".

3. After entering your password, you can log in.

Click the Log In button.
Log In

University of Virginia

University of Virginia PTAQ Card Generator

Please enter the PTAQO values(numbers, not descriptions). When you submit this form, the PTAQ combination will be validated, and then displayed with a bar code below the
data entry area. If you didn't enter a valid PTAO, an error message will be displayed. Please enter any alphabetic characters in capital lefters. More information about PTAO
Cards

PTAO ENTRY

Project ~
Task
Award
Organization -
Wessage

PTAQ

Barcode ‘“

Set Screen Reader Mode On release 1.0

Step Action

4, The University of Virginia PTAO Card Generator page displays.
Note the information at the top of the page.

Press ENTER.
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Step Action

5. Let's practice validating a PTAO.

Enter a Project number.
Type "147895".

6. Press TAB.

University of Virginia

University of Virginia PTAO Card Generator
Please enter the PTAO values(numbers, not descriptions). When you submit this form, the PTAQ combination will be validated, and then displayed with a bar code below the

data entry area. If you didn't enter a valid PTAO, an error message will be displayed. Please enter any alphabetic characters in capital |etters. More information about PTAO
Cards

PTAO ENTRY

Project 'A', IT-EA PTAO Generator

Message

PTAD

Barcode H‘

Set Screen Reader Mode On release 1.0

Step Action

7. Search for the associated Task number(s) from the list of values.

)
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University of Virginia
University of Virginia PTAO Card Generator
Please enter the PTA( = =] will be validated, and then displayed with a bar code below the
data entry area. If you d & Search Dialog - Windows Internet Explorer [_[_[g-:- alphabetic characters in capital letters. More information about PTACH
Cards
| |~
PTAO ENTRY
101-Task 1
Froject E NLHOI-nhoi
Task [ PTA10-ptato
Award [ Row(s) 1-3
Organization [
Message
PTAO
Barcode H‘
v
§ i
Set Screen Reader Wode release 1.0

e =&

Step

Action

There are three Tasks associated with this project. Select the appropriate Task
number.

Click the PTA1O-ptalo link.
PTA10-ptato

University of Virginia

University of Virginia PTAO Card Generator

Please enter the PTAO values(numbers, not descriptions). When you submit this form, the PTAG combination will be validated, and then displayed with a bar code below the
data entry area. If you didn't enter a valid PTAO, an error message will be displayed. Please enter any alphabetic characters in capital letters. More information about PTAO
Cards

PTAO ENTRY

Project | 147895 =] IT-EA PTAO Generator
Task  [pTAtO [a] plato

Award

Organization

Message

PTAO

Barcode H‘

Set Screen Reader Mode On release 1.0

Cancel
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Step Action

9. Search for the associated Award or manually enter the award information.

When manually entering PTAO information, the Award Number is case sensitive
(use upper case).

Click the List of Values: Award button.

University of Virginia

University of Virginia PTAO Card Generator
Please enter the PTA( = = will be validated, and then displayed with a bar code below the
data entry area. If you d & Search Dialog - Windows Internet Explorer l_‘_u‘:' alphabetic characters in capital lefters. More information about PTAC
Cards
PTAO ENTRY J L
DR12345 - IT-EA PTAQ Card Generator
Praject [
4 Row(s)1-1
Task E
Award [
Organization [
Message
e [ ol
PTAO
Barcode H‘
|
Set Screen Reader Wode release 1.0

Blo] =[] oarEy eaREEs Y|

Step Action

10. Click the DR12345 link.
R12345 - IT-EA PTAQ Card Generator
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University of Virginia
University of Virginia PTAQ Card Generator
Please enter the PTAQO values(numbers, not descriptions). When you submit this form, the PTAQ combination will be validated, and then displayed with a bar code below the
Project 147895 ~ IT-EA PTAO Generator
Task PTA1O ~ ptatlo
Award  |DR12345 B IT-EA PTAO Card Generator
Step Action
11. Enter the appropriate Organization code.
Type the desired information into the Organization box. Type "20030".
12. Click the Submit button.
Submit
13. The PTAO Card Generator validated the information you entered and created a
Barcode.
Note: For those individuals with a purchasing responsibility, you may print this
page.
14. Congratulations! You have successfully validated a PTAO using the PTAO Card

Generator.
End of Procedure.

Working with Payment Vouchers

Payment Voucher Overview

Appropriate Uses of the Payment VVoucher
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Check the Goods & Services Procurement Guide (http:www.procurement.virginia.edu/pageprocguidev?) on the
Procurement website to see what commodities are allowed on a Payment VVoucher as the policies can sometimes
change.

A Payment Voucher may be used for processing payments for the following items:

eVA-excluded items

Payments to individuals for research participation

Travel for official University travel, as documented on a travel workbook
Reimbursements to petty cash custodians, as documented on a petty cash workbook

Some high-risk transactions automatically go on "HOLD" and require Procurement to release them.

Paper Documentation Required

There are two types of Payment VVouchers that require original paper documentation.

e Travel Reimbursement: The original Travel Workbook and all supporting
documentation must be submitted to Procurement.

e Petty Cash Reimbursement: The original Petty Cash reimbursement form and all
supporting documentation must be submitted to Procurement. The completed UVA
Payment Voucher must be used as a cover sheet.

The supporting documentation must be completed and approved prior to sending the paper documentation to
Procurement. The department originating the Payment Voucher will maintain the documentation for all other types of
Payment VVouchers.

Reimbursing Travel:

The Payment VVoucher form is used to reimburse costs incurred while on business travel.

Before completing and submitting a payment voucher in the IS, employees must complete the Travel Workbook, which
can be found on the Procurement and Supplier Diversity Services website.

http://www.procurement.virginia.edu/pagetravelformlist

Once the Travel Workbook has all the required signatures and supporting documentation (receipts), enter the payment
voucher into the IS. The paper version of the Travel Workbook is sent to Procurement (Accounts Payable) for their
review.

You have the option to electronically attach the Travel Workbook to the payment voucher using the attachment
(paperclip) icon. However, Accounts Payable will audit only the original paper documentation with receipts.
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Reimbursing Petty Cash:

Departments may have either cash or checking petty cash accounts. Not every department uses petty cash. The
university is not opening any new accounts.

The Petty Cash custodian will prepare a Petty Cash Reimbursement form and submit it to the PO Purchaser
for entering a payment voucher into the IS.

The PO Purchaser:

e  Prepares a Payment Voucher to reimburse the Custodian. All petty cash custodians must be listed in the IS
vendor file in order to receive payment. Custodians are added at the time the petty cash account is
established. For example, they will be listed in the vendor file as "Custodian Webster, Donna".

e Runsand prints a Payment VVoucher/Invoice Report (used as the cover sheet) to be sent to
Procurement with all original receipts keeping a copy of everything for their records.

Reimbursing Students:

Students are not required to use their taxpayer ID number (TIN) or social security number (SSN) when registering at
the University as a Student. However, if a Student is paid for services that may be considered taxable income and
results in the issuance of a 1099, a valid TIN must be supplied.

e This includes all Services Expenditure Type categories as well as:
o Human Subject payments,
o Cash Awards and Prizes,
o Honoraria,
o any other taxable expenditure types.

The department should verify that the only Supplier record in the Integrated System is the Student (SIS) record. The
department can inform the student that they must complete a vendor registration form for individuals found on the
Procurement & Supplier Diversity Services' (PSDS) website at
www.procurement.virginia.edu/pagevendorregistrationform
(https://www.procurement.virginia.edu/pagevendorregistrationform) or they can have the

student add their SSN in SIS so it will automatically feed to the vendor file.

Note: Payment Vouchers for services that reference an invalid TIN (SSN) number will be placed on HOLD until a
valid number is supplied. The preparer will be notified by PSDS.

Upon completion of this module, you will be able to:

» Manage payment vouchers; including viewing, adding, editing, canceling, and deleting them
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To start a simulation:

1. Double-click on the module.

2. Double-click on the section.

3. Click on the topic you wish to view.

4. Click "Try It" in the upper right-hand corner to interact with the simulation. Click "Print It"
to print out a Job Aid.

Entering Payment Voucher Information on the General Tab

Procedure

In this simulation you will begin by entering information on the General tab when creating a
payment voucher.

Search ontract Documents ﬂ GO Search Results Display Randard ﬂ
A
Home
r == VA AP Hellows Stpend Processor
» BB va AP P-Card Holder “ Worklist
» BB va APIPO Viewer
» BE Uva AR Viewer Hesen Full List (10)
Y e ) v
» B9 A Employee Seit Service -
» B A FA Viewer From -~ Type -~ Subject 2~ Sent ¥ Due =
Jensen, Standard Purchase Order 1699300 has
» BN va GL Viewer Jack PO Agpraval been approved 06-Apr-2016
» BB A GM Viewer
VA GM V Jensen, Standard Purchase Order 1699302 has
> B o s viewer Ytk PO Approval been approved 06-ADr-2016
» ) ; Jensen, Standard Purchase Order 1600298 has oy
B yva Instructor Self-Senvice Jack PO Approval been approved 06-Apr-2016
» BB A oDs Specialist
VA ODS Specialist
e dersen PO Approval Standard Puthase Orcer 1699206 has 04 Apr2016
UVA ODS Specialist-Limited PP
» Bl va oD oL Jensen, Standard Purchase Order 1699299 has A
. UVA ODS Specialist-OLM st PO Approval Boen approved 31-Mar-2016
» , ne ol
UVA ODS Specialist-Restricted UVA Timeeard Hochstetler, Kelly approved imecara for 4o oo oo
» B v LM Specialist Approval Workllow  period 03-FEB-2016 - 21-FEB-2016
4 B9 A PO Purchaser SYSADMIN ~ OTA Workflow Teaching Reminder 13-Feb-2016
3 uva Marketpiace SYSADMIN ~ OTA Workflow Teaching Reminder 10-Feb-2016
p
3 suppiier Entry SYSADMIN  OTA Workfiow Teaching Reminder 03-Feb-2016
B payment voucher UVA Timecard Hochstetler, Kelly approved imecard for 3 1o o0
¥ B account Payans Approval Workllow  period 11-JAN-2016 - 24-JAN-2016
ccount Payable
» B9 purchasing
» B A PO Reguester
» BB v PO Shopper
» B9 v Request Logs v
v
< >
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Step Action

1. Begin by navigating to the Payment VVoucher form.

Click on the Payment VVoucher link to access the form.

Payment WVoucher

2. The Payment Voucher displays.

You may use the predefined yellow folder (Payment Voucher R12) to rearrange
the fields, but it is not required.

The Type field defaults to Standard. Do NOT change it!

3. The Trading Partner is the supplier/vendor, employee, or student you are paying.

This is the name that will appear on the check.

| Oraci ti o= |

| Ora
.

HPO I TSP R DHERILCIPR | ?

&
Type Trading P: Num || Supplier D Num || Invaice: Invoice Amount | Description Terms D:
usD 07-APR
1 General
Summary -Amount Paid Statu
Items = 0.00 Status [Never Validated
Retanage | Accounted [Unprocessed
Prepayments Applied |
Withholding [ Holds |
sudtotal | Scheduled Payment Holds |
Tax
Freight
Miscellaneous Dascription
Total
Actions... 1 All Distributions
= - - e :
Step Action
4. Click in the Trading Partner field.
5. Click on the drop down list of values (LOV) to search for the Trading Partner.

This list is the UVA Vendor file of those who can receive a payment.
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Step Action

6. Enter the Trading Partner name in the Find field.
Note: You can use the percentage (%) sign to narrow your search.
For this example, you are searching for Journal of Bone & Joint Surgery.

Enter the desired information into the Find field. Enter "journal of %".

7. Click on the Find button.

IEmd

8. Choose from the resulting list.

Click on Journal of Bone & Joint Surg.
| JOURNAL OF BONE & JOINT SURG

9. Click the OK button.
I oK
10. The Supplier Number defaults when you select the Supplier/Trading Partner.

It is the number generated by the system when the Supplier/Trading Partner is first
entered into the system.

11. The Supplier Site is the address information for the Supplier/Trading Partner.
Click in the Supplier Site field.

Note: If there is only one site, it will default. Otherwise, choose the site from the

LOV.

12. Click in the Invoice Date field.

13. Click on the drop down LOV to access the calendar and select the date printed on
the invoice.
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[ Oracl ti =

BP0 G -89P € JDHEHILEID G ?

=
Type = T v Dol Cnlins e pplier Si ice D ice Num || Invoice ||Invaice Amount | Description Terms

g
Standard EDHAM usD
4| Aprit 2016 || %

27 28 29 30 31 1
d 3 4 5 6l
10 11 12 13 14 15 16

I — - staus
Miscellaneous Bezcnpics ‘
Step Action
14. In this example, the calendar displays for April. Select April 4th from the calendar.
Click on 4.
4
15. Click the OK button.
(o
16. The information entered in the Invoice Num and Description fields appears on the
check stub or the Direct Deposit notification.
This helps the payee identify the payment.
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d d d -
G2 & 8SFP ¢ 1DEHIALEIIPE?
=
Type Trading Pa| Supplier Num | Supplier Sit ice D Num ||Invoice |Invoice Amount | Description Terms
Standard JOURNAL 1261 NEEDHAM [04-APR-201 UsD —
< -
1 General
Summary Status
Items Status Never Validated
Retainage Accounted Unprocessed
Prepayments Applied
Withholding Holds
Subtotal Scheduled Payment Holds
Tax
Freight -
Miscellaneous Description
Total

All Distributions

Step Action

17. Click in the Invoice Num field.

]

Prepayments Applied
Withhalding

Subtotal

Tax

Freight
Miscellaneous

Total

Agtions... 1

=)

=

Type Trading Pa| Supplier Mum || Supplier ice D Murm | Invoice || Inwoice Amount || Description Terms Daf

Standard JOURNAL 1261 NEEDHAM Cf17-FEB-201 usn

< D
1 General

urmimar Amount Paic tatu:

tems USD 0.00 Status [Mever validated
Retainage Accounted Unprocessed

Halds |

Scheduled Payment Holds

Degcription

All Distributions
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Step Action

18. The Invoice Num field is a free-form field.
Enter the invoice number from the invoice. This number cannot be a duplicate.

If this is a payment for an employee or a student and there is no invoice number,

enter your email address prefix, followed by the current date (e.g., JSJ6B 7-APR-
2016).

Note: Always use upper case when entering verbiage.

Enter "221" into the Invoice Num field.

& il

| Ora ti
an

BHYO I 8o P ) 8 IDERILEDD%]?

=

Type Trading P: Num || Supplier D: Num | Invice Invoice Amount | Description Terms D
Standard JOURNAL [[261 NEEDHAM |[04-APR-201221 usD —

Summary -Amount Paid: Statu

Items usD 0.00 Status Never Validated
Retainage Accounted Unprocessed
Prepayments Applied

Withholding Holds

Subtotal Scheduled Payment Holds
Tax

Freight
Miscellaneous Description
Total |

All Digtributions

Step Action

19. Enter the amount from the invoice into the Invoice Amount field.

Enter *100.00" into the Invoice Amount field.

20. Click in the Description field.
21. The Description field appears on the check stub or the Direct Deposit notification to

help the payee identify the payment.

Enter "one year Dr McQ" into the Description field.
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Step Action

22. To access other fields on the form, click the horizontal scrollbar.
|

23. Depending on the Trading Partner selected, the value in the Terms field defaults
from the Vendor File.
* Net 30 days defaults as the standard for most Trading Partners, suppliers, or
vendors unless different terms have been negotiated with the Trading Partner.
* Faculty, staff, and students terms default to Immediate.
You are allowed to change the terms to Immediate when paying the following:
- Human Subijects
- Honoraria
- Travel (non-employees)

24. Click in the Date Invoice Received field.

25. Click the drop down LOV to access the calendar.

[

s, il

ra ti
-

HYO I & -SSP 8 ) ERILED5 ]2

=]
ce Amount Jsecztios e Date Terms Date Invoice Received | Date Goods Received | Voucher Number
o d A
100.0¢ Net 30 days
4|t Apil 2008 |4|%
27 28 29 30 M 1 2 S
i 304 5 6 8 9 C
10 11 12 13 14 15 16
1 General
- oener 1718 19 20 21 2 23
~Summary-| | 24 25 26 21 28 29 30 Amount Paid Statu
1.2 3 4 5 6 7
St e Ve
reyre _
Propaymefl 12 )00 - P
| Cancel Hﬂ'ds
SchedlledPaymededs
Tax
Freight -
Miscellaneous Description
. one year Dr McQ
Actions... 1 All Digtributions

|
(2N
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Step Action

26. The calendar displays with the current date selected.
For this example, use the date shown as current (April 7).

Click the OK button.
Ol oK |

) Oracl =
i~
d d d -

BP0 8H6P £ IDERILDILE?
=

«ce Amount || Description Terms Date Terms Date Invoice Received | Date Goods Received || Voucher Number

100.00 | one year Dr McQ 07-APR-2016 Net 30 days 07-APR-2016 00-00-0! —

D e
1 General

-Summary -Amount Paid—— -Status

Items usp 0.00 Status Never Validated
Retainage Accounted Unprocessed
Prepayments Applied
Withholding Holds
Subtotal Scheduled Payment Holds
Tax
Freight -
Miscellaneous Description
. one year Dr McQ
Actions_. 1 All Distributions
= 0 EN'C

[m

Step Action

27. Click in the Date Goods Received field.

28. Click the drop down LOV to access the calendar.
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£ =
d d -
HYO IO SO P s ERILEIL2 %2
= “POP
=
«ce Amount ."‘"""‘":-" aeamres Date Terms Date Invoice Received | Date Goods Received || Voucher Number
100.0C; -2016 Net 30 days 07-APR-2016 00-00-0(]

4| Aprit 2016 || %

27 28 29 30 31 1 2
d 3 4 5 sgMee 9 L
10 11 12 13 14 15 16

1 eral 17 18 19 20 1 22 23
24 25 26 21 28 29 30 i o
—Summary— Amount Pai -Statt
12 3 4 5 6 T -

Prepaymefl 12 00 -

Cancel Hﬂ'di

Scheduled Payment Hu|ds
Tax
Freight o
Miscellaneous Description
ot ane year Dr McQ
Actions._1 Al Distributions
= 0 S :

Step Action

29. For this example, the subscription begins on May 1. The calendar displays April and
the first week of May.

Click on 1 to select May 1, 2016.
1

30. Click the OK button.
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- =

d -

=
ce Amount || Description Terms Date Terms Date Invoice Received | Date Goods Received | Voucher Number

100.00 fone year Dr McQ 07-APR-2016 Net 30 days 07-APR-2016 00-00-0C} 01-MAY-2016 00-00-0(
T 5

1 General

Summary -Amount Paid:

Items l (USD 0.00 Status  Never Validated
Retainage ‘© Caution adlunted _Unprocessed

(FrepEIETE A APP-SQLAP-10122: WARNING: You entered an invaice dats that
Withholding is in the future.

Subtotal
Tax

Freight
Miscellaneous
Toal

Actions... 1 All Distributions

|
Y

Step Action

31. When you select a future date, the system generates a Caution note.

Click the OK button to close the message.

ra
-
d d d -

HYO I 8o P 8 ) ERILEDP2%]?

=

.ce Amount || Description Terms Date \Terms Date Invoice Received | Date Goods Received || Voucher Number

100.00 | one year Dr McQ 07-APR-2016 Net 30 days 07-APR-2016 00-00-0C} 01-MAY-2016 00-00-01 -

g D 5
1 General

-Summary Statu

Items Status [Never Validated
Retainage Accounted |Unprocessed

Prepayments Applied

Withholding Holds

Subtotal Scheduled Payment Holds
Tax
Freight o
Miscellaneous Description
. one year Dr McQ
Agctions... 1 All Digtributions
= 0 S

i
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Step Action

32. Click the Save button.
]

33. The system automatically generates a note that includes the payment voucher
number.

Important: Record the voucher number (In this example, 3311259) on the invoice.

Click the OK button.

34. Congratulations! You have successfully completed the simulation for entering
information on the General tab when creating a payment voucher.

The next topic shows you how to access the Lines tab and enter the PTAEO
information.
End of Procedure.

Entering PTAEO Information on the Lines Tab

Once the payment voucher General tab is completed and saved, and the system has
generated a Payment Voucher Number, access the Lines tab to enter the PTAEO
information for the payment voucher.

Procedure

In this simulation you will access the Lines tab and the Distributions page to enter the PTAEO
information.
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£, Oracle Applications - isq01 =R

HP0 G -89P LD HEHILBIPE ?

=
Type Trading Pa| Supplier Num | Supplier Sit ice D ice Num || Invoice || Invoice Amount | Description Terms
‘Standard JOURNAL 1261 NEEDHAM [04-APR-201(221 UsD 100.00 fone year Dr McQ 07-APR-4—
< +
1 General
Summary Status ol
Items Status Never Validated
Retainage Accounted No
Prepayments Applied
Withholding Holds |0
Subtotal 0.00 Scheduled Payment Holds |0
Tax
Freight -
Miscellaneous Description
Total —000' one year Dr McQ
Actions.. 1 All Distributions
0 S, ks PP 5

Step Action

1. Click the 2 Lines tab.

4, Oracle Applications - isq01 ==
| e ea d d =

BP0 G -89P € IDEHI LB ?

=

Type Trading Pa| Supplier Num | Supplier Sit ice D ice Num || Invoice || Invoice Amount | Description Terms
‘Standard JOURNAL {261 NEEDHAM [04-APR-201 221 uso 100.00 Jone year Dr McQ 07-APR

2 Lines
-1 General
ofal
2| ( Gross Retained Nt
Num|[Type |/ Amount PO Release||PO Line | Quantity Invoiced |[UOM [Unit Price | Description | item Description
o item one year Dr McQ
q I
Tt ] Distibutions |
Actions. . 1 Al Distributions
A 0 g, o pp 5
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Step Action
2. Enter "100.00" into the Amount field.
3. Enter the PTAEOQ information.
Click the Distributions button.
Distributions
4, Note: You may use the predefined yellow folder (Payment VVoucher R12) to
rearrange the fields for easier data entry.
Do not enter information into the Account field!
5. Notice there are many blank distribution lines available for you to use if you plan to
split the payment voucher between several different PTAEOs.
|2 Oracle Applications - isqD1 - . - =R
EEEr Y FIE T T eI
Num || Type Amount Account Description Project ~
Step Action
6. Enter "100.00" into the Amount field.
7. Use your departmental PTAEO(s) when creating payment vouchers for your

department.

For this example, enter "101902" into the Project field.

For this example, enter "101" into the Task field.

Enter "sg00026" into the Award Number field.
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Step Action

10. Click on the Expenditure Type drop down LOV to see a list of expenditure types.
11. You can use the Find field to search for an expenditure type.

Click in the Find field.

12. For this example, you are searching for Professional Licenses & Fees.

Enter "profess%" into the Find field.

13. Click the Find button.

14. Notice that Professional Licenses & Fees defaulted because the LOV contained
only one word beginning with "profess".

15. Enter "20030" into the Expenditure Organization field.

16. The Expenditure Item Date automatically defaults from the Invoice Date field.

17. Save your work.

Click the Save button.

&

18. Close the window.

Click the X button.

19. Congratulations! You have successfully completed the simulation for accessing the
Lines tab and the Distributions page to enter PTAEO information.

In the next topic you will see how to use the Discard Line 1 button to create a
reversal line if you entered an incorrect PTAEOQ.
End of Procedure.

Using the Discard Linel Button

The Discard Linel button creates a reversal line for each previously entered PTAEO.

You will use the Discard Line 1 button to correct the PTAEO information which you had
previously entered and saved, but later determined was incorrect.

Note: The system will not let you change PTAEO information once it has been saved!

Procedure

In this simulation you will use the Discard Linel button to reverse incorrect PTAEO information
entered on a payment voucher.
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[\é} Qracle Applications - isq01 =lE
HHOIY - BEP AP EE LD P52
=
Type Trading Pa| Supplier Num | Supplier Sit ice D ice Num || Invoice || Invoice Amount | Description Terms
‘Standard JOURNAL (261 NEEDHAM [04-APR-201}221 UsSD one year Dr McQ 07-APR-Z
1 General
Summary Amount Paid——————  ~Status
Items 100.00 0.00 Status Never Validated -
Retainage Aa:c.mmtedll‘h—
Prepayments Applied
Withholding Holds [0
‘Subtotal 100.00 Scheduled Payment Holds '0—
Tax
Freight -
Miscellaneous REscEpoE
] T one year Dr McQ
Actions__ 1 All Distributions
Step Action
1. Begin by clicking on the 2 Lines tab.
2. Important Note: When you select this button, the system creates a reversal for
EVERY distribution line entered.
Click on the Discard Line 1 button.
Discard Line 1
3. The line amount is now zero (0.00).
View the new distribution lines.
Click the Distributions button.
Distributions
5. The Line Total and Distribution Total fields show zero.
A new line was automatically created to offset each line previously entered.
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Oracle Applications - UVA ist02 : CRP2 Created from Production 11/22/2010 _[o] <]

B Y T IR L E Y

=) =]
1 0.0o
one year Dr McQ 0.00
=3
Mum || Type Amount Account Description Project
1 Item 20.101302.1001.5155.20030.000| one year Dr hcQ 101902 -
2 Item <100.00> |20.101302.1001.6155.20030.000) one year Dr MeQ 101902

alidated Saved

Processed

UWA-State HR-Human Resources Current Funds - Unrestric Swes, Memberships, Licens HR-Human Resources.F

Step Action

6. Click the Close button.

7. The Discard Linel and Distributions buttons are inactive (grayed out) for the Num
1 line.

Next, you will see how to enter a new line and distribution for the Payment
Voucher.
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[\é} Qracle Applications - isq01 =
DI85 8 &8 D AR A9 D02
=
Type Trading Pa| Supplier Num | Supplier Sit ice D ice Num || Invoice || Invoice Amount | Description Terms
‘Standard JOURNAL §261 NEEDHAM J04-APR-201§221 UsSD 100.00 fone year Dr McQ HT’APR'AA
2 Lines
- =1 General
=] ( Gross | 0.00 Retained | Net
Num|[Type |/ Amount | PO Release| PO Line| Quantity Invoiced || UOM | [Unit Price | Description | item Description
1 |item 0.00 one year Dr Mc@
2 item | one year Dr McQ
< D
Discard Line 2 ] Distibutions |
Actions__ 1 All Distributions
= 0 Sk i
Step Action
8. You will re-enter the dollar amount and the new distribution (PTAEQ) line(s) on the
next available line.
Notice both the Discard Line 2 and Distributions buttons are now active.
Click in the Amount field for line 2.
9. Notice the Discard button is now named Discard Line 2.
Enter "100.00" into the Amount field.
10. Click the Distributions button.
Distributions
11. Notice the Line and Distribution Totals do not agree.
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Oracle Applications - UVA ist02 : CRP2 Created from Production 11/22/2010 _[o] <]

Step Action

12. Click in the Amount field.

13. Notice the Line Number is 2.

Enter "100.00" into the Amount field.

14. Click in the Project field.

15. Notice the Line and Distribution Totals agree and are no longer red.
Enter the PTAEOQ.

Enter "129924" into the Project field.

16. Scroll to access other fields.

Click the horizontal scrollbar.

17. Enter "101" into the Task field.

18. Enter "LL.S00347" into the Award Number field.

19. Click in the Expenditure Type field.

20. You can use the Find feature to locate an expenditure type.

Click in the Find field.
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Step Action
21. Enter "Profess%" into the Find field.
22. Click the Find button.
| Eind |
23. The Expenditure Type field populated with one choice based on your search in the
LOV.
24, Enter "20030" into the Expenditure Organization field.
25. Save your work.
Click the Save button.
26. Click the Close button.
[\g Oracle Applications - isq01 =
EEEr Y IR T EEY eI
=
Type Trading Pa| Supplier Num | Supplier Sit ice D ice Num || Invoice || Invoice Amount | Description Terms
[=]] (Tmem [ 100.00 Retained | Net ““
Num|[Type |/ Amount PO Release||PO Line | Quantity Invoiced |[UOM [Unit Price | Description | item Description
,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,,, _3'
el s ] Distribitions. |
Step Action
217. Click on the 1 General tab to view all distributions.
28. Click the All Distributions button to view the newly added distribution line.

[ All Distributions
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Step Action

29. The Distributions page displays.
[@ Oracle Applications - isq01 [E=E—)
d d d -
PO F VO PFIADOE R LEP2EI2
ber I ‘ e 100.00
e Descripl one year Dr Mc@ Distrib 100.00
=]
Num || Type Amount Account Description Project
Item 100.00120.101902.1001.6155.20030. one year Dr McQ 101902 -
1 Item 100.00 1 10.129924.1165.6155.20030. one year Dr McQ 129924
2 Item <100.00> 120.101902.1001.6155.20030. one year Dr McQ 101902
I — S ’
| Unprocessed
Descripf UVA-State. HR-Human Resources.Current Funds - Unrestric. Sves, Memberships, Licens. HR-Human Resources.
= 0 & 4
Step Action
30. Note: Whenever you change a payment voucher, remember to approve and submit
it to Accounts Payable. Refer to the Approving Payment VVouchers topic for more
information.

Click the Close button.

31. Congratulations! You have successfully completed the simulation for using the
Discard Linel button to reverse incorrect PTAEO information entered on a
payment voucher.

End of Procedure.

Adding an Attachment to a Payment Voucher
Procedure

In this simulation you will add an attachment to a payment voucher.

Page 299



Training Guide ORACLE
USER PRODUCTIVITY KIT

[g.j Qracle Applications - isq01 =
d d d -
BP0 IO SOP fP I ERILEIOP2E]?
=
Type Trading Pa| Supplier Num | Supplier Sit ice D ice Num || Invoice || Invoice Amount | Description Terms
JOURNAL [261 NEEDHAM |[04-APR-201221 UsD 100,00 Jone year Dr McQ 07-APR
1 General
Summary Amount Paid———————————  ~Status
ltems 100.00 usp | 0.00 Status Never Validated
Retainage | Ancmmteleo—
Prepayments Applied |
Withholding [ Holds [0
Subtotal | 100.00 Scheduled Payment Holds [0
Tax
Freight L
Miscellaneous Description
e ane year Dr McQ
Actions 1 All Distributions
; o EAe. ;
Step Action
1. Note: Always add attachments on the General Tab so they are visible to others.
Click the Attachments link.
“
[@ Oracle Applications - isq01 [E= )
\ Help ORACLE

Entity Name: Invoice
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Step Action

2. Click in the Category field.

3. Category must be Miscellaneous. You can use a shortcut for entering the value.

Enter "m" into the Category field and [Tab] to the next field.

4, You must enter text in either the Title and/or Description fields.
Title is an optional free form field. It allows you to name the attachment.

Enter "JB&JS Order Form" into the Title field and [Tab] to the next field.

5. Description is a free form field used to explain what the payment is for.
Enter a Description and [Tab] to the next field.

Enter the desired information into the Description field. Enter "JB&JS Order

Form®".
6. Click on the Data Type LOV.
7. Choose from the list of options. File (Excel or Word document) is the default. Use

this type in the example.

Other Data Types are:

- Long Text: A note up to 4,000 characters in length
- Short Text: A note up to 2,000 characters in length
- Web Page: Allows you to attach a web page

Click the OK button.

3
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UVa Integrated System | LoogedinAsJsseB @ [ Close Window

File Upload

Upload File  (————————— _ Browse.. |

Submit  Clear

‘Cancel

Copyright (c) 1898, 2015, Oracle and/or its affiiates. All rights reserved Privacy Statement

Step Action

8. Search for the file you wish to attach.
Note: This opens in a separate screen and may open in the background.

Click the Browse button.

Browse.__.
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"= Choose File to Upl

@ -~ » Libraries » Documents » Adobe » « |44 N search Adobe )

Organize = New folder k- 0O @

7 Favorites — Documents library
B Desktop Adebe
¥ Downloads

Anangeby: Folder =

Neme Date modified Type Size
£ Recent Places
eleaming Assets 9/29/20151:34 PM  File folder

5 Libraries E JB8US.pdf 4/7/2016 4:57 PM Adobe Acrobat D... 8LKB

[Z Documents
& Music

=) Pictures
B videos

I

1% Computer
&, Local Disk (C)
8 S (Wad9-sfinady
£ T (\fad9-sfinadi
8 Users (\\fad9-s.fi

File name: v | AllFiles (*.7) -

Copyright (c) 1898, 2015, Oracle and/or its affiiates. All rights reserved Privacy Statement

Step Action

9. Find the file you wish to attach.

Double click on the file named "JB&JS.pdf".
T JB&uUS.pdf

n C10]
UVa Integrated System © x £, ) | LoogedinAsJsise @ [E] Close Window
File Upload
Upload File (&3 cersiPublic\Documer _ Browse
Submit | Clear
Cancel
Copyright (c) 1998, 2015, Oracle and/or its affilates. Al ights reserved Privacy Statement

Page 303



Training Guide ORACLE'
USER PRODUCTIVITY KIT

Step Action

10. Click the Submit button.
Submit

‘(ED

UVa Integrated System | LoggedInAsJSJ6B [ CloseWindow

[y Confirmation

1. File upload completed successfully.
2. *Please close the web browser.
3. * Return fo the Attachments form and click the Yes button to indicate file upload is complete.

Copyright (c} 1998, 2015, Oracle and/or its affiliates. All rights reserved Privacy Statement

Step Action

11. Notice the Confirmation message with instructions.

Click on the Close button.
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) et
—

. - -
dow Help ORACLE
I £LE1@ 2 512

Category Title D
Miscellaneous JB&JS Order Form JB&JS Order Form

Entity Name: Invoice

(© Decision

Q Has the file been uploaded s

All Distributions

) a LI, ; o 503 PM
Oracle E-Busines... £ Microsoft Lync % Inbox - jsi5bide: iacle Application | ~ Pr [ %7 o
= E ) L3 yne (| O s ie FEDC e

Step Action

12. A message asks if the file was uploaded successfully.

Click the Yes button.

13. Click the Open Document... button to verify the correct file is attached.

[ Open Document. ..
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JB%26JS[1].pdf - Adobe Reader BEE
%

File Edt Yiew Document Tools Window Help

Do Giee o o0 - @ -

JBJS

2011JBJS Order Formfor
Individuals

Subscribe to JBJS in Print
Subscribe to JBJS in Print

In the USA
r/s:oo.oo American Volume
¥

$148.00 British Volume

g $323,00 Combined (American + British Volumes)

Outside the USA

Step Action

14. The attachment named "JB & JS Order Form displays.

Click the Close button.

Eile Edit

~ategory Description
Miscellaneous JB&JS Order Form JB&JS Order Form

Entity Name: Invoice

P cao

All Distributions

nliad and s 2usa
) L osoft Lync (.. oilnbm. 6b@es... racleAppﬁ:atk‘... o
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Step Action

15. Save your work.

Click the Save button.

&

16. Click the Close button.
% |
17. Notice that the attachment link does not yet show a yellow paper under the

paperclip, which indicates when an attachment is present.

There are several ways to refresh the screen to see the attachment.

18. One way to refresh the attachment link is to click first on the Lines tab, then click
back on the General tab.

19. Notice the yellow paper is now visible under the paper clip.

20. Congratulations! You have successfully completed the simulation for adding an

attachment to a payment voucher.
End of Procedure.

Approving Payment Vouchers

Procedure

In this simulation you will approve and submit a payment voucher.
5] Oracle tion: =i

HPO I TSP ADHERIALCIORH | ?

=
Type Trading P: Num || Supplier D Num | Invaice [Invoice Amount |Description Terms D:
‘Standard JOURNAL (261 NEEDHAM [04-APR-201 1221 uso 100.00 fone year Dr McQ 07-APR-Z S
- -
1 General
Summary Amount Paid: Statu A
ltems 100.00 [ 0.00 Status [Never Validated
Retainage Accounted |No
Prepayments Applied
Withholding Holds |0
Subtotal 100.00 Scheduled Payment Holds |0
Tax
Freight
Miscellaneous Description
——— one year Dr Mct
Total 10000 v 2
Agctions... 1 All Digtributions

3

J

B
it
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Step

Action

1.

Click the Actions... 1 button.
[ Actions._. 1

The Payment Voucher Actions page displays.
There are many actions to choose from.

Next you will see a description for each of them.

Payment Voucher Actions
s+ Al Approvals Have Been Obtained

Checkthis box if you have received all necessary departmental approvals and you are ready to
submitthe paymentvoucherto Accounts Payable

Onceyou have approved the PaymentVoucheritis available for processing by Procurement
Services. It is not possibleo electronically route the paymentvoucherto a departmental approver.
Obtain additional departmental approval via e-mail or paper.

s+ HoldforPickup

Checkthis box onlywhen special circumstances require thatsomeone must physically pick up the
check. All other payments will either be mailed or handled via direct deposit

o Entername of individual who will pick up the check.
o Enterphene number of individual who will pick up the check.

+  PaperDocument Mustbe Mailed With Check

Checkthis box if a paper document mustaccompany the payment. Forward the paper documentto
Procurement Services with information such as vouchernumber, payee, invoice date, and amountto
allow Procurement Services to match the documentwith the PaymentVoucher. This Payment
Voucherwill remain on hold until Procurement Services has received your documentation.

Ifthe check attachmentis not requiredto be on original docurnent, you may faxitto Procurement
Services at (434)924-3077. Please include a cover sheet with the voucher number, and number of

Foreign/Wire Transfer RequestForm

Seethe Procurement and Supplier Diversity Services web site for Foreign/wire instructions,

Prepayment

Check this box if payment mustbe made priorto receiving the goods or services. You muststate the
reasonthatprepaymentis required, eitherin the description section or by clicking onthe attachment

icon {/ on the toolbar.

Resubmitto Accounts Payable

Check this box if your voucher had been retumned and you have supplied requested information on

the /J attachment

Step

Action

This page describes each payment voucher action.

Note: The most important action button is All Approvals Have Been
Obtained. You must select it each time you request a payment!

You may select multiple buttons at once.
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5| Oracle i o= |

HLOIGr89PI 8 JDHELI LB 2% 72

=
o
Type Trading Pa| Sup; cription Terms
Standard JOURNAL 261 year Dr McQ 07-APRZ
All App e Been Obtained

1 General per D

7

tems | s
Retinage meaNo
Prepayments Applied
Withholding | dds
Subtotal olds ﬂ
, Freight |
Step Action
4, In this example, click on the All Approvals Have Been Obtained checkbox.
5. Click the OK button.
[ «
6. The Status of the payment voucher will be one of the following:

- Never Validated: The All Approvals Have Been Obtained button has not been
selected. The payment voucher will not be reviewed or approved by Procurement.

- Needs Revalidation: The Payment VVoucher requires final approval by Accounts
Payable (all Travel & Petty Cash).

- Validated: The payment will be scheduled after AP reviews the voucher.

- Cancelled: The payment voucher has been cancelled. Look for additional
information via the attachment (paper clip) icon.

7. Congratulations! You have successfully completed the simulation for approving and
submitting a payment voucher.
End of Procedure.

Running and Printing the Payment Voucher/Invoice Report
Procedure
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In this simulation, you will learn how to run and print the Payment VVoucher/Invoice Report.

Search ontract DoCUments ﬂ GO Search Results Display iandard ﬂ
Home
> B ya G viewer Worklist
orklis!
» BE Uva HRMS Viewer
» B Uva instructor Self-Service Full List (10)
DS Specialist Ha S8 v
'S Specialist-Limited From = Type 2 Subject = Sent ¥ Due -

-OLM Jensen, Standard Purchase Order 1699309 has been

PO Approval 06-Apr-2016
+ Restricted Jack approved
» B v OLM Specialist densen, PO Approval géa;geég Purchase Order 169302 has been (o oo o
4B Uy PO Purchaser
g j:gﬁen PO Approval ﬁ‘a”,ﬁé';‘é Furchase Order 1609298 has been gz a0 o
El uva Marketplace PP
2 suppler Entry j:gﬁen PO Approval géz:;gség Furchase Order 1699306 has been g, a0 ons
= pay /t
yment Voucher
» t’ jenzen‘ PO Approval Stﬂndﬂfgl Purchase Order 1699299 has been 31-Mar-2016
Account Payable act approve:

ilm Purchasing UVA Timecard Hochstetler, Kelly approved timecard for

Approval Workflow  period 03-FEB-2016 - 21-FEB-2015 19-Fen-2016
D Notifications Summary
SYSADMIN  OTA Workfow Teaching Reminder 18-Fe-2016
¥ B9 Requisitions
> Em SYSADMIN  OTA Workfow Teaching Reminder 10-Fen-2016
Purchase Orders
' Em SYSADMIN  OTA Worldlow Teaching Reminder 03-Fen-2016
Receiving
UVA Timecard Hochstetler, Kelly approved timecard for
488 peports Approval Workllow  period 11-JAN-2016 - 24-JAN-2016 23-Jan-2018
Q Run
» BN A PO Reguester
» B v PO Shopper
» BE jvA Request Logs
v
v
< >

Step Action

1. Expand the Reports link to find the report.

Click on the Run link.

Rumn
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‘O Submit a New

Supplier Entry What type of request do you want to run?

Payment Vouch
+ Account Payabl ngle Request
+ Purchasing This allows you to submit an individual request.
®Request Set

s you to submit a pre-defined set of

G =T

ORACLE

Action

Request".

Click on the OK button.

The Submit a New Request page displays. It automatically defaults to "Single

Run this Request .

Name

Operating Unit

Parameters

Language
[Language Settings:. Debug Gptions:
At these Times...

IR As Soon as Possible Schedule.

Upan Campletion...

#/Save all Output Files

Notify

Delivery Opts.

2 Oracle E-Busines E
. | S

ORACLE
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Step Action

3. Click on the drop down LOV for the Name field.

Tools Window Help ORACLE
e R e

[t [o/suemit Reque
Run this Request..

Name
Operating Unit
Parameters

Language

Cancelled Purchase Orders Report
Cancelled Requisition Report
Printed Requisitions Report
GUURGERNELEN Receipt Traveler
Requisitions on Cancelled Order Report
UVA POs Not Finally Closed - XML

At these Times

Upan Completion. .

UVA Printed Purchase Order Report - PDF

UVA Printed Purchase Order Report - XML
Layout
Natify
Print to

£) L £ Microsoft Lync . 0%
|

Step Action

4. Click the UVA Payment VVoucher/Invoice Report.
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£ Oracle Applications - isq01 =
ORACLE

@08 TDERIAG19 252

Run this Request .

Operating Unit |Reports
Parameters
Language

Name.
Cancelled Purchase Orders Report
Cancelled Requisition Report

Printed Requisitions Report
GUURGERNELEN Receipt Traveler

Requisitions on Cancelled Order Report
UVA POs Not Finally Closed - XML

At these Times...

Upan Completion. . s e
UVA Printed Purchase Order Report - PDF
UVA Printed Purchase Order Report - XML
Layout
Notify

Print to

'

Oracle E-Busines... ﬁ £) 'L ) MicrosoftLync (.. || O % Inbox - jsib@es Oracle Applicatio...
| IS o} | |

Step Action

5. Click the OK button.
OK
6. Enter parameters for your request.

the "Voucher Number From" and TAB.

Number From" and "Voucher Number To" fields.

For this example, you will run a report for a single payment voucher.

If you are printing a single payment voucher, enter the payment voucher number in

If you are running a report for multiple payment vouchers, enter a Voucher
Preparer ID (user ID) AND a range of voucher numbers using the “Voucher

Click in the Voucher Preparer ID field.

Enter your user ID into the Voucher Preparer ID field.

Enter "JSJ6B".
9. Click in the Voucher Number From field.
[
10. Enter the payment voucher number you created into the Voucher Number

From field.

Enter "3311259".
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Step Action

11. Click on the OK button.
—
OK
12. Click on the Submit button.
[ Submit
13. There are many phases when submitting a request ID to print.

This request ID is in a "Pending" phase.

As you continue to click on the Refresh Data button, it will move to "Running"
and finally "Completed".

4 Oracle Applications - isq01 =
ndow Help ORACLE
GP e A ¢

Refresh Data Find Requests Submit a New Request...

Parent

Status Parameters
UVA Payment Voucher / In L JSUEB, ... ...
Printed Requisitions Repori 1191381, 1191381, 2, USD, 2C
Printed Requisitions Repori 1191381, 1191381, 2, USD, 2C
PO Output for Communicat|] ~ [Completed  [Normal — |R..,.....,.N.......
PO Output for Communicat ML
PO Output for Communicat|] ~ [Completed  [Normal — |R..,.....,.N....... g
UVA Printed Purchase Ord Lo L 1899307, .,
UVA Printed Purchase Ord Lo L 1899307, .,

oty

- ™
2) Microsoft Lync (. || O % Inbox- js6b@es... || M Otacle Applicatio.. | = == @ ¥J f“";’l‘h
(0] ) | = — 448/

Step Action

14. Click on the Refresh Data button.
[ Refresh Data

15. Click on the Refresh Data button.
[ Befresh Data
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Step Action

16. Notice the phase is now "Completed".

Note: You must have Adobe Reader software that is compatible with your
Windows version. Contact your Local Support Partner (LSP) for assistance.

Click on the View Output button.

[ Wiew Output
17. This is the output for payment voucher number 3311259.
18. You may print the Payment VVoucher/Invoice report by selecting File>Print.

Another way to print the report would be to click on the printer icon on the browser
toolbar.

This report should be printed in landscape orientation.

19. Congratulations! You have completed the simulation on how to run and print the
Payment VVoucher/Invoice Report.
End of Procedure.

Finding and Reviewing a Payment Voucher

You can find and review your payment vouchers using the Flashlight icon or by running a
query on the voucher number. If you cannot recall the voucher number, you can query on
the Trading Partner/Supplier name and the invoice humber to find the payment voucher.

Once the payment voucher has been approved, it is available for Accounts Payable
(Procurement) to process the payment. If no changes are required, payment will be made.

Procedure

This simulation shows two different methods of finding payment vouchers.
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Search ontract DOCUments ﬂ GO Search Results Display iandard ﬂ
A
Home
» BE Uva AP P-Cara Holder o .
»Em Worklist
UVA APIFO Viewer
» BB A AR Viewer Full List (10)
4= UVA Employee Self-Service Ha Sy m
» BB A FA Viewer From = Type = Subject - Sent¥  Due =
» BB va oL viewer
VA GL View Jensen Standard Purchase Order 1699308 has
" PO Agproval 06-Apr-2018
» B v o viewer Jack been approved
P BB A HRMS Viewer Jensen. PO Approval e oy 2oe Oroer 1699202 has 06-A0r-2016
» D UVA Instructor Self-Service
’ dnsen 20 Agoroval Scnars Puthase O 168829815 g s
» B9 v oDS Specialist PP
» B A 0DS Specialist-Limited Jensen PO Approval ﬁ;’;‘d:g‘;m;"a“ Order 1699306 has 04-Apr-2018
B Lua o o
UVA ODS Specialist-OLM Jensen, £0 Approval Standard Purchase Order 1699299 has 312016
» B9 A GDS Specialist Restricted Jack been approved
» BE A OLM Specialist UVA Timecard Hochstetler, Kelly approved timecard for §
HH Speclst Approval Worklow  period 08-FEB-2016 - 21-FEB-2016 19-Fen-2016
4B yya PO Purchaser ;
SYSADMIN  OTA Workflow Teaching Reminder 13-Feb-2016
B uva Marketpiace
= SYSADMIN  OTA Workflow Teaching Reminder 10-Feb-2016
Supplier Entry
@ SYSADMIN  OTA Workflow Teaching Reminder 03-Feb-2016
Payment Voucher
UVA Timecard Hochstetler, Kelly approved timecard for
¥ B9 pccount Payable Approval Workllow  period 11-JAN-2016 - 24-JAN-2016 23-Jan-2018
4 E Purchasing
» B A PO Reguester
» B v PO Shopper
» BB jva Request Logs
v
v
< 2

Step Action

1. Begin by navigating to the Payment VVoucher form.

Click on the Payment VVoucher link to access the form.

= Payment YVoucher

2. Method 1: Using the Flashlight icon.

Click the Flashlight icon.

A

3. The Find Invoices screen displays.

You can search by Trading Partner/Supplier, Invoice Number or Voucher
Number, or a combination of the three.
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-~ Oracle tion:

HLOI G 89P € IDEHI LB 2E 2

Type . S . . Terms
Standard 08-APR-2

PO Shipment:

Terms:
i Pay Group:

Calculate Balance Owed... Clear Hew Find

Actions. 1 All Distributions

|
(it

Step

Action

In this example, search for a payment voucher using the invoice number and
voucher number.

Click in the Invoice Number field.

|

Enter the desired information into the Invoice: Number field. Enter "221".

Click in the Voucher Audit Numbers: Start field.

Enter the desired information into the Voucher Audit: Numbers: Start field. Enter
"3311259".

Press [Tab].

The voucher number automatically populates the Voucher Audit Numbers:
End field.

Click the Find button.
Find

10.

The Payment Voucher displays.

As needed, you can use the All Distributions button to review the distributions.
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Oracle Applications - UVA isq01 : QA Test - Refreshed from Production 2/13/2011 backup

B3 Stowtieisso |9 1R Rl AT D PG 2

= Zaor ~

Eind
Find All

E;

Typ B upplier D Mum || Invoice |Invaice Amount | Description Terms D

Record

Canuel USD 23 MaR-2

ranslations

- ShowlLast Criteria

Count fatching Recards
BurnmenDetail | T

[ JRequests [ Y

1 General

urnmar -Amount Paict tatu:
ltems UsD |U o] Status [Never Validated
Retainage Accounted [Unprocessed
Prepayments Applied

‘Withhalding Holds

Subtotal Scheduled Payment Holds
Tax

Freight
Miscellaneous
Tatal

Deseription

Agtions... 1 All Digtributions

Step Action

11. Method 2: Run a Query
From the menu bar, select View>Query by Example>Enter.

Click the Enter menu.

Er

12. Click in the Invoice Num field.
13. Enter the desired information into the Invoice Num field. Enter "221".
14. From the menu bar, select View>Query by Example>Run.

Click the Run menu.

B ]

15. The Payment Voucher displays.

As needed, you can use the All Distributions button to review the distributions.

16. Congratulations! You have completed the simulation for using two different
methods to find payment vouchers.
End of Procedure.
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Viewing the Status of a Payment Voucher

You may view the status of your payment voucher to determine whether it has been paid,
the payment date, check number, etc.

The Invoice Overview screen shows information about the payment voucher including:

e status
e current hold and reason, if any
e scheduled due date

Accessing Payment Overview

If the payment voucher is paid, the check number, date, and amount paid is also shown on
the Invoice Overview screen.

You can click on the check number to activate the Payment Overview button.

On the Payment Overview screen, you can see the address the check was sent to, the
payee's name, and a list of invoices that were paid by the check. This information displays
on the check stub that is received by the Trading Partner (Supplier).

The status of the check, cashed or negotiable (not yet cashed) is also shown.

Procedure

In this simulation you will view a payment voucher to see information, including payment status
and check number.

Enterprise Search ontract DoCcUments ﬂ GO Search Results Display Randard ﬂ
Home
» BB vaEm
V£ ployee Self-Service .
“ Worklist
» BB Uva Fa Viewer
» B yya 6L Viewer Full List (10}
» B v g viewer HeS#vm
¥ B (jyA HRMS Viewer From - Type -~ Subject - Sent ¥ Due =
N ‘
UVA Instrutor Self-Senvice Jonsen 50 Approval ﬁégd:g;r:s;nase Order 1690308 has g o onge
» BB yva oS Specialist
Jensen, Standard Purchase Order 1699202 has
» B9 jva 0DS Specialist-Limited Jack PO Approval been approved 06-Apr-2016
» BB yvacos +-OLN
UVA ODS Specialist-OLM dnsen 20 Agoroval Starcard Puchase Onter 10002080 e g
» BB yva ODS Specialist-Restricted
Jensen Standard Purchase Order 1699306 has
B9 ya oLu Specialist ok PO Approval been approved 04-Apr-2016
4B yva PO Purchaser
j:szeﬂ‘ PO Approval géﬂer’!‘d:;grpnsg.dhESE Order 1699299 has 31-Mar-2016
B uva Marketplace
- UVA Timecard Hochstetler, Kelly approved timecard for
B suppier Eniry Approval Workflow  period 08-FEB-2016 - 21-FEB-2016 19-7e0-2016
& pay p
;“me’“ Veucher SYSADMIN  OTA Workflow Teaching Reminder 18-Feb-2016
y
Account Payabl
ceount Fayable SYSADMIN  OTA Workflow Teaching Reminder 10-Feb-2016
4 B9 nyoices X
SYSADMIN  OTA Workflow Teaching Reminder 03-Feb-2016
4B jaguing
UVA Timecard Hochstetler, Kelly approved timecard for
& invoices Approval Workllow  period 11-JAN-2016 - 24-JAN-2016 23-Jan-2018
‘Q Invoice
Ovenview
= witnheid
Amounts v
¥ B9 payments
v
< >
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Step Action

1. You will need to go to the Invoice Overview.
UVA Purchaser >> Accounts Payable >> Invoices >> Inquiry >> Invoice Overview

Click Invoice Overview
Invoice

Cverview

racle. o= |

BLOI TS gPF E IDERIALCI LS 2

. ption Terms
O Find 08-APRG

< | Standard -

o N
w
Clear Find A
lds
lds
Payment Overview View Receipt Supplier Invaice Workbench
Actions... 1 All Distributions

|
it~ |

Step Action

2. The Find Invoices page displays. You can enter search criteria such as Trading
Partner, Invoice Number, and/or VVoucher number.

For this example, search by the voucher number.

Click in the Voucher Start Number field.

|

3. Enter the desired information into the Voucher Start Number field.
Enter "3205210".
4, Press [Tab].
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Step Action

5. The voucher number does not carry forward from the previous field.

Enter the desired information into the Voucher End Number field. Enter

"3205210".
6. Click the Find button.
I Find
7. The Invoice Overview page displays.

Review the Invoice Status section. In this example, the payment status is Fully
Paid.

8. In this example the payment voucher is not on hold - the Active Hold and Reason
sections are blank. It will be available for payment processing after Accounts
Payable has reviewed it.

If a hold is listed here, the payment cannot be made until Accounts Payable releases
the hold.

9. The Scheduled Payments and Actual Payments sections show payment details.

Note the Paid By field. The check number and payment date is displayed here.

4| Oracle tion: n=|
a

PO T8PPI ELALDIP G T2

-+ DORCHESTER
261 pe g A1000 Rector/Board
50603031 - Standard 050 03-JUN-2015
usD A 3,450 00| [P0 el g
3208210 _— 000 08-APR-Z
01586513
De pl 00014171 -
Not Required X
Validated
.| Processed B
M
A g Due Date eld dB d
usD 3.450.00 0.00 28-JUN-2015 685237 - Wire | 26-JUN-2015 = s
|
Payment Overview View Receipt Supplier Invoice Workbench
Actions__ 1 All Distributions

|
[t
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Step Action

10. You can view more payment details.

Click the Payment Overview button.

|[ Payment Cverview

11. The Payment Overview page displays.

The payment in this example has a status of Negotiable. There is no date in the
Cleared Date field, indicating that the payee has not yet cashed the check.

12. The Invoices section populates with the invoice number and description entered on
the payment voucher.
13. From this page, you can return to the Invoice Overview page or access Payments.

Bank and Supplier information is unavailable for review.

2Orade o FERt
APl 8G P RAEE g A0 2
ber CI0ETE - JOURNAL OF BONE & JOINT SURG
= 0042104359 .
YorT ppiier Number 30 M DORCHESTER | |[P1" ::':‘Rj‘
e |26-JUN-2015 gel L MAS-527-02-07
2 MORRISSEY BLVD
L[ 18 CARDZ015-JUN-26 DORCHESTER, MA 02125
Negotiable -
- BANK OF AMERICA
a7 BOA EPAYABLE CLEARING
/oae pament e [ e R
Kl ed Unprocessed
be A D £ D ~ s
50603031 3.450.00 | 26-JUN-2015 00014171 y " B
Invoice Overview Bank Supglier Payments
l !
Agtions__ 1 All Digtributions
= 0 5 .
Step Action
14, Click the Close button.
15. Congratulations! You have completed the simulation for viewing the status of a
payment voucher.
End of Procedure.
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Deleting a Payment Voucher

You can delete a payment voucher if you have entered and saved it (including
distributions) but have not validated (approved) it - the status of the payment voucher is

Never Validated.

Once you validate a payment voucher, you cannot delete it.

Deleting a payment voucher permanently removes it from the system.

Procedure

Training Guide

In this simulation you will delete a payment voucher that has been entered and saved but not

validated (approved).

2P0 S8GP I RDDEG  LEOQ2FK 7

=3

Oracle Applications - UVA isq01 : QA Test - Refreshed from Production 2/13/2011 backup

Invoice

Invaice Amaount

Description

Terms Daf

Type Trading P: pplier Mum || Supplier ice D ice Mum

usp

24-MAR-2

S A A s

1 General

Amount Paic
fems [usp jooo

Retainage —
Prepayments Applied
‘Withhalding
Subtotal
Tax
Freight
Miscellaneous
Total

Agtions... 1

Status |Mever Validated
Accounted Unprocessed

Hods |

Scheduled Payment Holds

Degcription

All Distributions

Step Action

1. First, search for the payment voucher to be deleted by clicking the Flashlight icon.

®

Another method is to select View>Find from the menu bar.
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Oracle Applications - UVA isq01 : QA Test - Refreshed from Production 2/13/2011 backup _[o] <]
elp
BHVvOIGEBSPIE IMHARADD F5E 12
o [~
=
Type Trading Pa| Supplier Mum | Supplier Site| lnvoice Date|| lnvoice Murm || Invoice |lnvoice Amount || Description Terms Daf
Standard usD Da-MaR-2l
o
< D
1 General PO Shipment =
—Summary Terms -
Pay Group ~
Ret
Prepayments 4
Withl
5 -
Miscell: =
Actions.... 1 Distributions
Calculate Balance Owed... Clear (i Find

Step Action

2. The Find Invoices screen displays.

[ |

To search by voucher number, click in the Voucher Audit: Numbers: Start field.

3. Enter the desired information into the Voucher Audit: Numbers: Start field.

Enter "2367356".

4. Press [Tab].

5. The voucher number automatically populates the Voucher Audit: Numbers:

End field.

Click the Find button.
Find

6. Verify the payment voucher displayed is the one to be deleted and that the status is

Never Validated.

Page 324




ORACLE Training Guide
USER PRODUCTIVITY KIT

Oracle Applications - UVA isq01 : QA Test - Refreshed from Production 2/13/2011 backup _[o] <]
Eile p
; e LD 0P %K 7
o =]
=
Type Trading P: pplier Mum || Supplier ice D ice Mum || Invoice |Irwoice Amount || Description Terms Daf
ORACLE 413923 CHICAGO | 14-MAR-201)03142011 usn 700.00| Conference registration Patty M | 16-MAR-21 =
< D
1 General
Amount Paic tatu:
ltems: USD 0.00 Status NEvErVahdaled
Retainage Accnumad N
Prepayments Applied
Withholding Holds m
Subtotal 0.00 Scheduled Payment Hn\ds
Tax
Freight
Miscellaneous BeEaiER
e T Conference registration Patty M
Actions.... 1 All Distributions
Step Action
7. To delete the payment voucher, click the red X icon.

Click the Delete button.

&%

8. A caution message displays. This action cannot be undone.

Click the OK button.

0K
9. To finalize deletion of the payment voucher, click the Save button.
10. Congratulations! You have completed the simulation for deleting a payment
voucher.

End of Procedure.

Changing and Resubmitting a Payment VVoucher

There may be situations where you need to change a validated payment voucher. You must
make these changes shortly after submission:

e Faculty, Staff and Students payment terms are set for "Immediate". Therefore, any
changes to payments reimbursing these groups must be done the same day the
payment voucher is submitted into the system.

e Trading Partner/Suppliers Terms are set most often to "Net 30 days". Therefore, any
changes to payments for these groups have a window of approximately 10 working
days before the payment is processed by Accounts Payable.
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No changes are allowed if the payment voucher has been paid.

Check the status of the payment voucher to determine if it has been paid BEFORE you
attempt to change it:

e To verify that the invoice has not been paid, use Invoice Overview. Navigate to
Accounts Payable: Invoices: Inquiry>Invoice Overview to determine the status of
the payment voucher.

If the payment voucher has been paid and the PTAEO information is incorrect, someone
must process a GA Transaction (Cost Transfer) to make the correction.

The following fields may be changed on a validated (approved) but not yet paid payment
voucher:

e Distributions (PTAEO)
e Dollar Amount

Rejection of Payment Vouchers

If Procurement rejects your payment voucher, you will receive an email notification with
the invoice number and vendor name of the rejected payment voucher. Procurement will
document the reason(s) for rejecting the payment voucher by using the attachment
(paperclip) functionality in the IS system.

If you want to correct the problem with the payment voucher, you may do so and resubmit
it to Procurement (Accounts Payable).

Correcting Payment Voucher Holds
The following are holds that require user correction:

Voucher Returned to Dept: This hold indicates Procurement Services requires additional

information before the transaction can be processed. You can use the paperclip to see what
information is required. This alerts Procurement Services that the department has supplied

the required information.

Petty Cash Hold: This hold indicates the original documentation has not been received or
reviewed by Procurement. Please ensure this paperwork is complete and forwarded to
Procurement.

Requires an Attachment: This hold indicates you requested original documentation to be
mailed with the check, however the paperwork has not been received by Procurement.
Payment cannot be processed until this paperwork is received.

Restricted Item: This system hold is caused when a user selects a high-risk expenditure
type. It requires Procurement to release this hold after review. It often indicates the
original travel workbook has not been received or reviewed by Procurement. You must
submit any required paperwork to Procurement as soon as possible.

Dept. Hold: This hold is put on the transaction per the department’s request. Please
resolve this issue and alert Procurement to remove the hold by using the
Invoice/Correction Action form on Procurement’s website. Examples of resolution would be
to contact the vendor and request the vendor to resend the bill after the issue is resolved.
You can also partially pay an invoice but be sure the vendor is aware they need to send an
invoice for the additional amount at a later time.
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Awaiting Credit Memo: Contact the vendor and ask them to send a credit memo so this
hold can be released. You do have the option to partially pay an invoice but be sure to alert
the vendor so they can correct their records.

Distribution Variance: This is a system hold. It indicates that the invoice header amount
and the invoice distribution amounts do not agree. Query the payment voucher in IS and
make changes to either the header or distribution form, then approve the transaction.

Resubmit PV: This hold indicates Procurement originally returned the payment voucher to
the department. After supplying requested information, the user checked “Resubmit PV” on
the approval screen in the Integrated System. If you feel you have supplied all required
information and this hold does not seem to be released, please contact Procurement
Services immediately.

Procurement Services will handle all other holds. No user action is required
unless requested.

Procedure

Begin by locating the payment voucher that requires changing. (Refer to the Finding and
Reviewing a Payment Voucher topic.)

Note: If you are changing the dollar amount of the payment voucher, then first work with the
Discard Lines button and Distributions.

In this simulation, Accounts Payable has rejected your payment voucher because of an incorrect
expenditure type. Change and resubmit the payment voucher to Accounts Payable.

Oracle Applications - UVA isq01 : QA Test - Refreshed from Production 2/13/2011 backup _[o] x|

H A9 DS 2

Type Trading P Num | Supplier D Mum || Invoice |Invaice Amount | Description Terms Da
Standard EEVLE, TH110352 CHAPEL HIL/21-MAR-201|321 11w |USD 500,00 |Honoraria for speech 25-MAR-2

O e e I ]

1 General

mmary -Amount Paid

fatu
terns 500,00 0.00 Status [validated
Retainags UsD Do Accounted [No

Prepayments Applisd

Withhalding Holds (3

Subtotal 500.00 Scheduled Payment Holds [0
Tax

Freight

Description
Miscellanenus P

Total 50000 Honoraria for speech

Actions... 1 All Digtributions
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Step Action
1. Step 1: View the Reason for Rejection
Within the Payment Voucher, view the reason(s) Accounts Payable rejected it.
Click the attachment (paperclip) icon.
4
Oracle Applications - UVA isq01 : QA Test - Refreshed from Production 2/13/2011 backup _[o] x|
YO 0 0SB RDDPE LD D | 2
Mlain i
‘%,ﬁﬁ;ieaus ;:‘neovaria farm S;:;;;;_ri‘;_nf';v speech on BJ'ZSIHMay E!; renees =
IZD_. ]— “Wrong Expenditure Type |[Change expenditure type W ion [fEtme Ds ”
- ria for speech 25-MAR-2
| Il -
Qpen Docurnent...
s
E e —
50|
o]
Bublish to Catalog Dogument Catalog
speech
Actions... 1 All Digtributions
Step Action
2. The Attachments screen displays. When you click in the Category field, the notes
display.
In this example, the first entry (Main Seq 10) contains the note you wrote when
completing the payment voucher.
The second entry (Main Seq 20) indicates a wrong expenditure type was used.
3. The attached note displays.
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Step Action

4, Now you can correct the payment voucher.

Click the Close button.

Oracle Applications - UVA isq01 : QA Test - Refreshed from Production 2/13/2011 backup _[o] x|

=Y ol SPILEDNER A Y D512

E]

Type Trading P: Num || Supplier D: Num || Invaice |Invoice Amount | Description Terms Daf

Standard BEYLE, TH 110352 CHAPEL HILJ21-MAR-201§32111uva uso 500,00 |Honoraria for speech 25-MAR-2 -

- -
1 General

-Amount Paic tatu
ftems: 500.00 0.00 Status [validated
Retainage UsD 0.00 Accounted No

Prepayments Applied

Withhalding Holds (3

Subtotal 500.00 Scheduled Payment Holds [0
Tax

Freight

Description
Miscellanenus P

Total 50000 Honoraria for speech

Agtions... 1 All Digtributions

Step Action

5. Step 2: Correct the Payment VVoucher

Since in this example the expenditure type needs to be changed, first review the
original PTAEO information.

Click the All Distributions button.

All Distributions
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01 : QA Test

tefreshed from Production 2/13/2011 backup

LY IGH8SPIENHE (L D%
o
1 500.00
Honoraria for speech 500.00
=3
Murn || Type Amount Account Description Praject
Item 500.0010.101802.1002.6290.20030.000 | Honoraria for speech 101902

alidated

Unprocessed

Saved

UWA-Local HR-Human Resources Current Funds - Unrestric Sves, Skilled HR-Human Resources Future

Action

To view the fields on the right, click the horizontal scrollbar.

Click the Close button.

The PTAEO information displays.

=) =]
=
Type Trading Pa| Supplier Mum || Supplier ice D ice Mum || Invoice |Irwoice Amount || Description Terms Daf
BEYLE, TH 110352 CHAPEL HILJ21-MAR-201132111 uva USD 500.00 | Honoraria for speech 25-MAR-2
< D
1 General
urmimar Amount Paic tatu:
tems 500.00 USD 0.00 Status [validated
Retainage Accounted |No
Prepayments Applied
‘Withhalding Holds |0
Subtotal 500.00 Scheduled Payment Holds 0
Tax
Freight
Miscellaneous BeEaiER
Honoraria for speech
Total 500.00
Actions.... 1 All Distributions
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Step Action

8. Next, reverse the original PTAEO information.

Click the 2 Lines tab.

9. Click the Discard Line 1 button.
Discard Line 1 l

10. Notice that the amount for line 1 is now a zero dollar amount.

You will re-enter the dollar amount (on the next available line).

11. Click in the Amount field.
12. Enter the desired information into the Amount field. Enter "500.00".
13. Enter the correct PTAEO information, including the new expenditure type.

Click the Distributions button.
Distributions )

Oracle Applications - UVA isq01 : QA Test - Refreshed from Production 2/13/2011 backup _[o] <]
o |
2 500.00
Honoraria for spesch 000
Num || Typ Amount Account t Description Project
Item Honoraria for speech
il Validated Previe: W
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Step Action
14, Click in the Amount field.
15. Enter the desired information into the Amount field. Enter "500.00".
16. Click in the Project field.
17. Enter the desired information into the Project field. Enter "101902".
18. Press [Tab].
19. Enter the desired information into the Task field. Enter "101".
20. Press [Tab].
21. Enter the desired information into the Award Number field. Enter "L G00005".
22. Press [Tab].
23. You can search for an expenditure type.
Click on the Expenditure Type... button.
24. The LOV displays.
Click in the Find field.
25. Enter the desired information into the Find field. Enter "Honoraria%".
26. Click the Find button.
Eirid
27. The expenditure type populates the field.
Press [Tab].
28. Enter "20030" into the Expenditure Organization field.
29. Press [Tab].
30. Save your changes.
Click the Save button.
31. Click the Close button.
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01 : QA Test - Refreshed from Produc

n 2/13/2011 backup !Eﬂ

9 G2
=
Type Trading P: pplier Mum || Supplier ice D ice Mum || Invoice |Irwoice Amount || Description Terms Daf
BEYLE, T 110352 CHAPEL HILJ21-MAR-201§32111 uva usn 500.00)|Honoraria for speech 25 MAR- 2|
< D
2 Lines
otal
=] ( Gross 500.00 Retained | Net | 500,00 ]
Num|[Type || Amount Quantity Ivoiced || UOM | Unit Price | Dscription || tem Dscription | Tax Classification
1 ltern oo Honoraria for speech
2 ltern £00.00 Honoraria for speech
1 D
Djscard line Distributione )
Actions.... 1 All Distributions

Step

Action

32.

Write a note to Accounts Payable by clicking the attachment (paperclip) icon.

o =]
Tlain
Seq  Categor Title D May Be Changed
IWEI Miscellaneous Honoraria form Honoraria for speech on 3725111 74
[0 [miscelianeous Wrong Expenditure Type |Change expenditure type 7] [HED [Terme(Da g
!IE v ria for speech 25-MAR-21
| i
D
Met 600.00
scription Tax Classffication
Puhlish to Catalog Document Catalog =
v
Digcard Line Distributions
Actions.... 1 All Distributions
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Step Action

33. Click in the next available Category field.

34. You can use shortcuts to enter the category.

Enter "m" into the Category field.

35. Press [Tab].

36. Enter text in either the Title and/or Description fields.

For this example, enter "Corrected exp type" into the Title field.

37. Press [Tab].

38. From the Source tab, enter the Data Type.

Click the Data Type... button.

39. Choose from the LOV. For this exercise, choose Short Text.

Click the Short Text list item.

Short Text
40. Click the OK button.
(] 4
41, Write a short text note.

In this example, a note has been entered for you.

42. Save your entry.

Click the Save button.

&

43, Click the Close button.
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Oracle Applications - UVA isq01 : QA Test - Refreshed from Production 2/13/2011 backup _[o] <]
T Y TIEGET I EE TR,
=
Type Trading P: pplier Mum || Supplier ice D ice Mum || Invoice |Irwoice Amount || Description Terms Daf
BEYLE, TH 110352 CHAPEL HILJ21-MAR-201§32111uva UsD 500.00 |Honoraria for speech o5 MAR-2
2 Lines
=] r”“’émss 500.00 Retained | Net | 500,00 ]
Num|[Type || Amount Quantity Ivoiced || UOM | Unit Price | Dscription || tem Dscription | Tax Classification
1 ftem 0.o0 Honoraria for speech
2 ftem £00.00 Honoraria for speech
T o, L D
Djscard line Distributione )
Actions._ 1 All Digtributions
Step Action
44, Step 3: Resubmit the Payment VVoucher
Click the Actions... 1 button.
Actions... 1
45, If needed, you may select multiple Payment VVoucher Actions checkboxes.
However, if both the All Approvals Have Been Approved and the Resubmit to
Accounts Payable buttons are selected, then the system generates the following
note."The Fiscal Classification Code is not associated with any Item Category
Code". Click OK and the note will go away.
Important: When resubmitting a payment voucher to Accounts Payable, do not
select the All Approvals Have Been Obtained button.
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QA Test

Refreshed from Produ

jon 2/13/2011 backup

o =]
=
Type Trading Pa| Supplier Mum || Supplier D Murm | Invoice || Inwoice Amount || Description Terms Daf
Standard BEYLE, TH 110352 CHAPEL HIL|21-MAR-201)32111 uva usn 500.00| Honoraria for speech 25-MAR 2|
=
< D
2 Lines
Met 600.00
Wum | Type | Amount Quj Description Tax Classificatior
1 ltern ooo =
2 ltern £00.00
1 v
Jhntiane:
Actions.... 1 oK Cancel All Distributions

Step

Action

46.

C

Click the Resubmit to Accounts Payable checkbox only.

47.

Click the OK button.
-

QA Test

Refreshed from Produ

jon 2/13/2011 backup

o =]
=
Type Trading Pa| Supplier Mum || Supplier D Murm | Invoice || Inwoice Amount || Description Terms Daf
Standard BEYLE, TH 110352 CHAPEL HILJ21-MAR-201{32111 uva USD 500.00 | Honoraria for speech 25-MAR-2
=
< D
2 Lines
Met 600.00
o

Wum | Type | Amount Quj Description Tax Classificatior

1 ltern ooo =

2 ltern 500,00

oK
1 v
Jhntiane:
Actions.... 1 oK Cancel All Distributions

Page 336




ORACLE' Training Guide
USER PRODUCTIVITY KIT

Step Action

48. A note displays.
Click the OK button.
0K
49. The next note informs you that the payment voucher is awaiting Accounts Payable's
review.

Click the OK button.

OK
50. To view the status of the payment voucher, click the 1 General tab.
1 General ]
51. The Status section displays the information that the status of the payment voucher is

Needs Revalidation, and that there is one Hold placed on it.

If the requested changes have been completed and they do not require additional
information or further changes, Accounts Payable will review the payment voucher,
release the hold, and process the payment.

52. Congratulations! You have completed the simulation for changing and resubmitting
a payment voucher.
End of Procedure.

Canceling a Payment Voucher

After creating a payment voucher you may find that you need to cancel it.

You can cancel a payment voucher if the payment voucher status is Validated and it has
not been paid.

Check the status of the payment voucher to determine if it has been paid BEFORE you
attempt to cancel it.

e To verify that the payment voucher (invoice) has not been paid, use Invoice
Overview. Navigate to Accounts Payable: Invoices: Inquiry>Invoice Overview to
determine the status of the payment voucher.

Procedure

In this simulation you will cancel a payment voucher.
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Oracle Applications - UVA isq01 : QA Test - Refreshed from Production 2/13/2011 backup _[o] <]

2P0 S8GP I RDDEG  LEOQ2FK 7

Type Trading Pa| Supplier Mum || Supplier ice D ice Mum || Invoice |Irwoice Amount || Description Terms Daf
usD D9 MAR-2

[l

1 General

urmimar Amount Paic tatu:

tems USD 0.00 Status [Mever validated
Retainage Accounted |Unprocessed
Prepayments Applied

Withhalding Holds

Subtotal Scheduled Payment Holds
Tax

Freight

Description
Missallansous E

Total

Agtions... 1 All Distributions

Step Action

1. First, search for the payment voucher to be canceled by clicking the Flashlight icon.

Another method is to select View>Find from the menu bar.

211312011 backup

=
Type Trading Pal| Supplier Num | Supplier Site||Invaice Datel|Invaice Mum || Invaice |Invoice Amount || Descrigtion Terms Da
Standard UsD 29-MAR-2
< »
1 General PO Shipment ~
~Summary e e
< Pay Group: v
Ret
Prepayments #
Withl
s - ~
Miscell: =
Actions... 1 Distributions

Calculate Balance Gwed Clear New Find
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Step Action

2. Click in the Voucher Audit: Numbers: Start field.

|

3. Enter the desired information into the Voucher Audit: Numbers: Start field. Enter
"2367369".

4, Press [Tab].

5. The voucher number automatically populates the Voucher Audit: Numbers:
End field.

Click the Find button.
Find

Oracle Applications - UVA isq01 : QA Test - Refreshed from Production 2/13/2011 backup _[o] x|

% @& SPIEDNER AV PEH1T

=

Type Trading P: Mum || Supplier D: Mum ||Invoice [Invaice Amount || Description Terms Da

Standard KROGER 114423 CHARLOTTE|25-MAR-201§03252011 uso Food supplies 25 AR

T e 5
1 General

-Amount Paict tatu:
ltems 0.00 USD 0.00 Status |Needs Revalidation
Retainage Accounted |Mo

Prepayments Applied

Withhalding Holds (3

Subtotal 0.00 Scheduled Payment Holds [0
Tax
Freight
Description

Miscellaneous

Total —DDD~ Food supplies

Agtions... 1 All Digtributions

Step Action

6. The Payment VVoucher displays.
Reverse the original information.

Click the 2 Lines tab.
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Oracle Applications - UVA isq01 : QA Test - Refreshed from Production 2/13/2011 backup _[o] <]

BP0 8GPI LD NHEG LB 0K 2

o [~
=
Type Trading Pa| Supplier Mum || Supplier ice D ice Mum || Invoice |Irwoice Amount || Description Terms Daf
Standard KROGER 1/4429 CHARLOTTE|25-MAR-20103262011 usn 25.38||Food supplies 25 MAR- 2
3 o O 3
2 Lines
Total
=] ( Grass | 2538 Retained | Net | 2538 ]
Num|[Type || Amount Quantity Ivoiced || UOM | Unit Price | Dscription || tem Dscription | Tax Classification
ltem 2538 Fond supplies
-
Discard Line 1 Distributions )
Actions.... 1 All Distributions

Step Action

7. Click the Discard Line 1 button.
Discard Line 1 l

8. Click the 1 General tab.

9. Review the new distribution lines.

Click the All Distributions button.

All Distributions

10. The Distribution Total is now zero (0).

Next you will change the Invoice Total to equal the Distribution Total (zero).
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Oracle Applications - UVA isq01 : QA Test - Refreshed from Production 2/13/2011 backup _[o] <]

HYOIGHrBSPIEPDDHEJ LEDLEI?

= A
1 2538
Food supplies .00
=3
Mum || Type Amount Account Description Praject
tem 25.38|10.101921.1115 8525 20030.000 | Food supplies 101921 =
2 iem <25.38> [10.101921.1115 8525 20030.000 | Food supplies 101921

Validated Saved
Unprocessed

UWA-Local EN-ECE-SDL Sales & Senic. Current Funds - Unrestric. Supplies, Food HR-Human Resources Future

Step Action

11. Click the Close button.

=2

Type Trading P Num | Supplier D Mum || Invoice |Invaice Amount | Description Terms Da
Standard KROGER 14429 CHARLOTTE| 25-MAR-201|03252011  |USD 25,38 Food supplies 25-MAR-2

[

1 General
urnmar -Amount Paict tatu:
ltems 0.00 0.00 Status |Needs Revalidation
Retainage Accounted |Mo

Prepayments Applied

Withhalding Holds (3

Subtotal 0.00 Scheduled Payment Holds ,D_
Tax
Freight
Miscellaneous BEERIfED
Total —DDD~ Food supplies
Agtions... 1 All Digtributions
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Step

Action

12.

Refresh the page by re-querying the payment voucher.

Click the Flashlight icon.

®

Oracle Applications - UVA isq01 : QA Test - Refreshed from Production 2/13/2011 backup

BEYvOIonBSPIE IDERADD F 52

=]
Type Trading Pal| Supplier Num || Supplier Site| Invaice Datel|Invoice Mum | Invoice [Invaice Amount || Description Terms Da
Standard KROGER 1 4423 CHARLOTTE| 25-MAR-201) 03252011 uso 25.38 | Food supplies 25-MARZ
< »
1 General PO Shiprnent 2
~Summary FiEres ~
~ ' |Pay Group - n
Ret
Prepayments 4
Withl
5 -
Miscell:
2367369 2367369
Agtions.... 1 Digtributions
Calculate Balance Cwed Clear Dew Find

13.

Re-enter the Voucher Audit: Start and End Numbers.
In this example, the numbers have been entered for you.

Click on the Find button.
Find
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Oracle Applications - UVA isq01 : QA Test - Refreshed from Production 2/13/2011 backup _[o] <]
PR SP£ DG SE0 D% T
=
Type Trading P: pplier Mum || Supplier ice D ice Mum || Invoice |Irwoice Amount || Description Terms Daf
Standard KROGER 114429 CHARLOTTE| 25-MAR-201[03252011 UsD Food supplies 25-MAR-21 =
1 General
Amount Paic tatu
ftems 0.00 ,ﬁ 0.00 Status Meeds Revalidation
Retainage [ ceountes ,0—
Prepayments Apphid — * e
Withholding | Holds [0
subtetal [ poo Scheduled Payment Holds B
Tax
Freight
Miscellaneous Lty
Total 0.00 Food supplies
Actions._ 1 All Digtributions
Step Action
14. The Payment Voucher form displays. Next, change the invoice amount to zero.
Click in the Invoice Amount field.
15. Enter the desired information into the Invoice Amount field.
Enter "0".
16. Save your changes.
Click the Save button.
17. Write a note to Accounts Payable concerning your actions.
Click the Attachments (paperclip) icon.
(If this action results in a Java Security Warning dialog box, click Yes.)
@
18. Enter the category and a title and/or description.
In this example, the fields have been completed for you.
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Step

Action

19.

Choose a data type and enter information, then save your work.

In this example, a short text message has been entered for you.

HYP0IG B GPIRDDEF L9 &5 12

Source

Oracle Applications - UVA isq01 : QA Test - Refreshed from Production 2/13/2011 backup _[o] <]

Seq  Categor Data Type File or URL
|]||ﬂ Miscellaneaus Short Text

| cannot pay for this item on a payment voucher. | will process it on my p-card
Thanks,

| ption Terms Daf
5 upplies 25-MAR-2

Donna
s bt Roaidation
o
@s0
0|
Publish to Catalog Document Catalog
5
Actions._ 1 All Digtributions
Step Action

20.

Click the Close button.
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=) =]
=
Type Trading P: pplier Mum || Supplier ice D ice Mum || Invoice |Irwoice Amount || Description Terms Daf
Standard KROGER 1/4429 CHARLOTTE|25-MAR-201§03262011 usn 0.00{Food supplies 25 MAR- 2|
< D
1 General
urmimar Amount Paic tatu:
ltems: 0.00 0.00 Status |Meeds Revalidation
Retainage Accounted ,No—
Prepayments Applied
Withholding [ Holds [0
Subtotal 0.00 Scheduled Payment Holds ,D—
Tax
Freight
Degcription

Miscellaneous

S T Food supplies

Agtions... 1 All Distributions

Step Action

21. Finally, resubmit the voucher.

Click the Actions... 1 button.

Actions... 1

HYyOI§r8aPl e IDEJ ISP LS D

o =]
=
Type Trading P: pplier Mum || Supplier ice D ice Mum || Invoice |Irwoice Amount || Description Terms Daf
Standard KROGER 14429 CHARLOTTE] 25-MAR-201{ 03252011 USD 0.00|Food supplies 25-MAR-2
| ____ | ____________
o
< D>
1 General

ummar

ftems atus Meeds Revalidation

Prepayments Applied
‘Withhalding ] olds m
Subtetal | olds

Tax

Freight

Miscellaneous

Total e

Agtions... 1 e All Distributions

Cancel
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Step Action

22. Check the Resubmit to Accounts Payable box.
O
23. Click the OK button.
024
24, The payment voucher displays a zero (0) invoice amount and a zero (0) distribution
amount.

Important Note: Complete and submit an Invoice Correction form (Procurement
and Supplier Diversity Services website) to inform Accounts Payable of the
cancellation.

25. Congratulations! You have completed the simulation for canceling a payment
voucher.
End of Procedure.

Working with the Document Tab on the Navigator
What is it?

Saving a document to the Navigator is like having your personal "pending" clipboard
within the Integrated System. This functionality allows you to create a Payment
Voucher, enter the distribution(s), save the Payment Voucher and place it on "hold"
until you are ready to submit it. This is a manual process. You are the only one who
can view documents stored on your Navigator tab. The Navigator tab can hold 99
documents.

When would you use it?

Use this functionality if you create a multitude of Payment Vouchers, are constantly
waiting for supporting documentation from your staff, or during Fiscal Year End (the
Actions... 1 button is not available).

Important notes:

e Payment Vouchers are not paid until you have approved them using the
Actions... 1 button!

e Use this functionality only for Payment Vouchers in the purchasing module.

e It is not mandatory that you use this optional system functionality.
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Saving a Document to the Navigator

Procedure

Saving a document to the Navigator is like having your personal "pending" clipboard within the
Integrated System. The payment voucher is on "hold" until you are ready to complete it. This is a
manual process.

In this simulation you will save a payment voucher to the Navigator, rename and open it to
approve and submit it to Accounts Payable.

" Grace Applcaions -0V =01 Q. Tex—Clone o Producion = o cep 222013 1
-
HPOIG DG PRD I EE AT DF 2
=
Type Trading P: pplier Nurn || Supplier Si D Nurn || Inwoice |Invoice Armount | Description Terrng D
MARBURYHRMS-110519 |HOME 23-JUN-2012062314 dhwSy USD £0.00 JReimbursement 02-JUuL-2 = !
I
I
1 General
Amount Paid taty
Items 50.00 ,E 0.o0 Status Mever Validated
Retainage Accounted lND—
Prepayrents Applied ]
Withhalding | Holds 0
Subtotal | 5000 Scheduled Payment Holds [ l
Tax
Freight |
Miscellaneous Desaliioy
Total —5000' Reimbursement
Actions... 1 All Digtributions
- 05 & @ :
Step Action
1. For this example, you have entered the payment voucher and the distributions
information.
Click the File menu.
File
or Press [Alt+F].
2. Click once on the Place on Navigator list item.

Note: Multiple clicks will result in multiple copies of the same Payment VVoucher
stored on the Navigator.

Flace on Mavigator

or Press [G].
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Step Action
3. Close the payment voucher.
Click the Close button.
X
ORACLE|
Rename ) Remove
-
Cr.em . mEmo Sea
Step Action
4. You are working in the Documents tab of the Navigator - UVA PO Purchaser. This
is where you can find any saved payment vouchers.
Click the Functions tab to see where you are in the Integrated System.
5. Click the Documents tab to work with your saved payment voucher.
6. Renaming a Document

It is important that you can easily identify each voucher. Next you will rename the
payment voucher.

Click in the Document name box.

Invoice 062314
dhwy
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Step Action

7. Click the Rename button.

Eename )I

or Press [Alt+R].

8. Click in the New Label field.

9. Press [Delete].

10. Enter the desired information into the New Label field.

Enter "Marbury reimb".

11. Click the OK button.
]34
12. There are two ways to view the documents list; Icon view or List view. You decide

which view you would like to use.

Click the List view radio button.
"

13. The documents are now in a list format.

Click the Icon view radio button to return to the previous view.
r

14. Opening and Reviewing a Payment VVoucher
Double-click the icon of the payment voucher you wish to review.

Double-click the Marbury reimb icon.
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L2 Orace Applcations-UVA 01 GALTest - Coned rom Producton 2 of sep 222013 o =
O I
HYS GBS PIEDOHERILEILE?
o a
=
Type Trading Pa| Supplier Num | Supplier Sit D Nurn || Inwoice |Invoice Amount || Degcription Terms D:
MARBUR|HRME-110519 |HOME 23-JUN-20148062314 dhwnéyUSD 50.00)|Reimbursement 02Uzl ’
N
i
|
3 e O P 3
1 General
urnmar Amount Paid tatu
tems 50.00 usD 000 Status [Mever validated
Retainage Accounted |No
Prepayments Applied
Withholding Holds |0
Subtatal 50.00 Scheduled Payment Holds [0
Tax |
Freight .
Miscellaneous el
| Reimbursement
Total 50.00
Actions... 1 All Distributions
| T A e A T 5
O & 0

Step Action

15. The Payment VVoucher opens. Review the voucher for completeness.

If you did not enter the distribution(PTAEQ) before placing the document on the
Navigator, then enter it from the Lines tab.

For this example, the PTAEO was entered and you wish to review it again before
submitting the voucher.

Click the All Distributions button.
All Distributions

or Press [Alt+S].
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B R e e e R
S =N
-
LPOIGEDSP EDIEE I LAND e
o [~ |
1 60.00
Reimbursement 60.00
=3
Mum || Type Amount Account Description Project
ltern £0.00 |10.105300 20756515, 20030000/ Reimbursement 105300 i
/|
.
A
T -
MNever Validated Saved
Unprocessed
UA-Local AS-BIOL Greenhouse Renova.Current Funds - Restricte Supplies, Office HR-Hurman Resources. Futur
_—, :
05 & @ ;

16.

Review the distribution(s). If changes are needed, you cannot make them here.
Instead, exit this screen and use the Lines tab to correct the PTAEO information.

For this example, no changes are needed.

Click the Close button.
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O Applcaions -V 01 QAo —Cloed o rodoton = o sep 2 2015 )
O I
BP0 GBS P LRLERILDIPHR?
o [~ |
=
Type Trading Pa| Supplier Num | Supplier Sit D Nurn || Inwoice |Invoice Amount || Degcription Terms D:
MARBUR|HRME-110519 |HOME 23-JUN-20148062314 dhwnéyUSD 50.00)|Reimbursement 02Uzl ’
N
i
|
3 e O P 3
1 General
urnmar Amount Paid tatu
tems 50.00 usD 000 Status [Mever validated
Retainage Accounted |No
Prepayments Applied
Withhalding Halds [0
Subtatal 50.00 Scheduled Payment Holds [0
Tax |
Freight .
Miscellaneous el
| Reimbursement
Total 50.00
Actions... 1 All Distributions
« »
o 0

17.

You are ready to approve the payment voucher and submit it to Accounts Payable.

Click the Actions... 1 button.

Actions... 1

or Press [Alt+C].
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Oracle Applications - UVA isg01 : QA

HYvOI G 8gdP L JDELJI A9 2572

(= =
=
o
Type Trading Pa| Sup ctiption Terms D:
Standard MARBURY|HRN bursement n2-JuL2l 1
|
|
|
= R
4 »
1 General

ng Guide

liems tatus Mever Validated “
Reteina
Prepayments Applied
Withholding olds
Subtatal oids 0|
Tax
Freight
Miscellangous
Tatal Cancel ment
— I
I
Actions... 1 Al Distributions
n:.————— e ¥
0 & 0 .

18.

Click the All Approvals Have Been Obtained radio button.

Note: You may select other buttons as needed.

19.

Click the OK button.
]S4

or Press [Alt+O].
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P : :
— i
HYS  §GrBaPlE DR AP 212
= Z
=
Type Trading Pa| Supplier Num | Supplier Site Invoice Date|| Invoice Num || Irvaice | Invoice Amaount || Description Terms D:
Standard MARBURY| HRN = bursement n2-0uL2
£l D
1 General
o
ltems tatus | Mever Validated
Retanege
Prepayments Applied
Withholding oK olds
Subtatal oids 0|
Tax
Freight
Miscellaneous
Total || ment
oK Cancel
Actions... 1 All Distributions

o
=]

Step Action

20. Read and respond as needed to any other system generated Notes.

Click the OK button.

or Press [Alt+O].

21. The payment voucher status is Validated.

Next, you will return to the Navigator to manually remove the saved payment
voucher.

22. Click the Close button.
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ORACLE |

Marbury reimb

ns2aM |
77242014

v b

Step Action

23. Removing a Payment VVoucher

Click the icon of the Marbury reimb payment voucher.

24. Click the Remove button.

Femove )

or Press [Alt+M].

25. Click the OK button.

or Press [Alt+O].

26. The payment voucher is no longer accessible on the Navigator Documents tab.
However, you may still view it by following the instructions found in the topic
"Finding and Reviewing a Payment Voucher".

217. Congratulations! You have successfully saved a Payment VVoucher to the Navigator,
renamed and opened it, as well as approved and submitted it to Accounts Payable.
End of Procedure.
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