Quick Start Guide to QCC — Accounts Payable/Purchasing

Login to QCC. Your username is ALL CAPS.

Q55 Control

Center
Enter login informatio

User Mame: [H\ONZ012

Pazsword: Iwwak

Login

Cancel |

/055 ControlCenter

File Views District ‘Year Go Messages ‘Window Help

e Fawarites

Go

E| Erink Manager [ Job Menu | Uitilities /
=1
- Print Manager (L5POCL) }

B
2 Production Repart Distribution [Preview fvailable 30.5]

@ Upload | Download Files (QS3%FR)

EE| Syskem Adrmin
E;: Finance :

: % AR, (AR, ¥R, RR - No invoicing)

.@E Budget Development \

™ Budget (Transfers, Settings, Summary Rules, Ind Cost Rules)

—
8= Finance Jab Menu
B Journals, Transfers (DC, JE, TF,:‘\

ﬁ‘ Manual Payroll Encumbering

Jaob Menu

@ Payroll Transfers [Preview Available 30.x]
ﬁ‘ YLD Payment Processing

ﬁ' ‘wiarrant Management (Cancels, Hand Issues, Reconcilliation)

ﬁ‘ Accounts Payable
AP Batch Maintenance
Purchasing Master Files
Purchase Orders | Requisitions
/‘ Receiving/PO [Preview fvailable 300

Requisition Rouking Master Files

Yendor Mainkenance

Lookups

Settings | Master Files
'/ Account Maintenance

] .&9 Chart of Accounts | Beginning Balances

=

Clearing Rules, Control Objects, District Definitions

Options, Odometers, Control Dates, SACS Tables, Fund xRef

- Fixed Assets | Stores
-1 7wz 1099
[ Human Resources | Payroll

|

Print Manager/Job Menu/Utilities:

Open Print Manager (LSPOOL) to view or print
your reports. Remember that if you run a report
in traditional QSS you must be logged in as the
same user in QCC to view it.

Open your Job Menu to search (in grid view) for
any report within the system. You can also run
reports from Job Menus (such as Finance or
Payroll) within modules.

Finance:
AR - No Invoicing is where you will create and
post cash to Receivables.

You will find your Extract/Print/Update Purchase
Orders and A/P Prelist reports in the Finance Job
Menu

Journals, Transfers is where you will enter Cash
Deposits.

AP/Purchasing:

Accounts Payable (page 16) contains PO
Payments, Pay Voucher Payments, Travel Claims,
Credit Memos, Revolving Cash, Set up Payables,
Payables Payments, and Liabilities. Also Move/Hold
Payments, 1099 Maintenance and Approve Due Date
N Payments.

AP Batch Maintenance is where you will open a
N new batch (page 15).

Purchase Orders/Requisitions is where you will
create new POs (page 6).

Vendor Maintenance is where you maintain
vendors and lookub vendor historv (nage 2).

/aNwan




VENDOR MAINTENANCE:

To lookup Vendor Activity, change or add a vendor, open your Vendor Maintenance

screen.
|__—_| AP [ Purchasing
------- rj’ Accounts Pavable
------- AP Batch Maintenance
] i If you were adding a new vendor, you would select the
------- Purchasing Master Files
------- Purchase Orders [ Requisitions Add Vendor button. Note that a vendor number is
....... ! y" Feceiving/PO [Preview Available 50.x] . . H
assigned once you click the save button. **
------- e.r." Requisition Routing Master Files
------- ‘ Wendor Maintenance )
%+ ¥Yendor Maintenance o ] 4
File Qptions  Help
“ y 7 ~—
I EETE A
| Inspeck
| Dptionallnformationl .&dd'lﬁddressesl Eommodiliesl Carnments
District: |EI1 VI
Humber; I vI
M arne: I Remit Mame: I
Address: | Remit Address: |
City: I State: I Zip: I City: I State: Zip:
Phone: [ I ] I Faw: | I ] I
Contact: I
1093 | ~]  Mame [ Preset: | ~| TaxlD: | SSM; |
Use Tax Prezet: I vI Uze Tax 1: I # I . I Use Tax 2: I % I . I
Acct Mumber; | Rating: I Mzg Flag: I vl
Categary: | | | | | | | | | |
Type: I Revalving Cazh Object: I Termsz: I . I . Shipping % I
Comments: I
VEUPDT: WWWWWWWXO0EW I 5/30/2011 [9:428M
- ————— — —— —

%+ Yendor Maintenance

File ©ptions Help
(. E%/[rl] XQFFJ’

1.9

\\

To lookup a vendor, click the Search button.



Fill in vendor information and click the search button again.

Il ¥Yendor Lookup 01 - LASSEN CTY O i ] 4
File ©Options Help

SO 000 HZen Ho
|

@ Yendor Lookup | TIN Lu:u:kupl Cormmodity Lookup | Employee Lookupl Eesultsl

Status
District: |D1 vl Drate: I P LI ’7@ Active () Inactive (O Both | W Include additional addresses [ Include commodity codes
LContact Information T Additional Infarmation ]
Marme: |Staub [~ Search remit/addl add? Fiemit Name: |
Addresz I Remit address: |
City: I State: I Zip I City: I State: I Zip: I
‘Wendar Mumber: I Contact: I FPhone: [ I | I Fax: | I ] I
1059
’70 Yes (O No (e Al M amne: I Preset: I Tax D I S5M: I
Use Tax I.&-.-’-‘«II v| s tan1: I Use tar 2 Terms: I

Account Humber: I Riating: I Mzg Flag: I Cateqgon: I
I Revolving Cagh Object; I

Corment; I Type:

| 8/30/2011 |9:4B AM
To make changes to the vendor, click the Vendor Maintenance button.

I ¥endor Lookup 01 - LASSENCTY O 10 =]

File ©ptions Help

/N
@@Eﬁﬁﬁﬁ@H@Q@%%@

Wendor Lookupl TIN L-:u:-kupl Commodity Lookup | Emplovee Lookup .ﬁBSU|l

Page: 1 of 1

¥endor Name ¥Yendor # |Status|Address Contact Info Phone Mumber |Fax Number Com C
STALE & SONS INC, ED 01 - 101205 o PO BOY 528
MERRILL, OR 97533-0525




To make changes, click Change Vendor. Make sure to save H your changes before exiting.

To lookup vendor history, click Vendor Activity.




i Yendor Activity x|

Wendor Number::[101205

-
Beginning D ate: IEI?.-"EI'I £2011 LI [-.)

Clear

Ending D ate: IEIE.-"SEI.-"EEI'I 2 LI

Azcending: [v

Tranzaction Types: |CM - Credit Memo

Cw - Cancelled warrant

CL - Established payables/payment
Hw - Hand warrant

LB - Liability payment

PO - Purchase orders/pavments
P - Pap Youcher

RC - Revolving cash

TC - Travel Claim

Fi - Requigition

Reference Mumber: I

PO &cct Line #: I

|Fvoice Mumber: I

ak | Cancel |

If the dates are correct, click OK to continue.

01 - LASSEN CTY OFFICH

& Yendor Lookup

File ‘iews Page

_ 18|

Gdad

S @aOal=

|

| ¥Yiew: 1 of 1 Page:1of1

District: 01

Vendor Activity

QSS/OASIS

Page 1 of 1
wendor Mumber: 101205 - STAUB & SONS IMC, ED
Beginning Date Ending Date
07/01/2011 0&/30/2012
Transaction Types
Reference Number:
PO Acct Line:
Invoice Number:
VENDET.DATA.QSSUSER last updated TUE, AUG 30, 2011, 4:11 AM
Credit Memo 0.00 0.00
Est Payables/Payments -1,156.77 0.00 1,156.77
Liability Payments 0.00 0.00
Purchase Qrders/Payments 4,000.00 0.00 0.00
Pay Wouchers 0.00 1,004,221
Travel Claims 0.00 0.00
Revolving cash 0.00 0.00
wendor Total 2,843.23 0.00 2,160.98
1 vendor{s) and 11 detail record(s) selected.
07/01/2011 PO-120038 EEQ0.2C8] 81 00-202-00
14/2011 CL-110076 07/14/2011 11493182 —853 7E 853 7E 01 7240 0-4300-5005-3600- Om
07/1 =+ 07/14/2011 11493162 -35.45 35,45 01-0200-0-4300-0000-7701 +
07/14/2011 CL-110078 07/14/2011 11493182 -151.34 151.34 01-0000-0-4300-0000-5100-000-00 MAINTSUF
07/14/2011  CL-110079 07/14/2011 11499182 -116.22 116,22 01-0000-0-4300-0000-5210-000-00 FUELCHGS
0B/01/2011  PW-120019 0B/01/2011 11493510 527,05 01-7240-0-4300-5005-3600-000-00 TRANSFTN
0B/01/2011  PW-120019 0B/01/2011 11493510 49,45 01-0200-0-4300-0000-7701-001-00 FUELIT
0B/01/2011  PW-120019 0B/01/2011 11493510 130,26 01-0000-0-4300-0000-8100-000-00 MAINTSUP
0B/17/2011 PW-120063 0B/18/2011 21400020 28,32 01-0200-0-4300-0000-7701-001-00 FUELIT
0B/17/2011 PW-120063 0B/18/2011 21400020 56.08 01-0000-0-4300-0000-8100-000-00 MAINTSUP
0B/17/2011 PW-120063 0B/18/2011 21400020 103.04 01-0000-0-4300-0000-8210-000-00 FUELCHGS

You can scroll through Vendor Activity, or click on one of the payments to view detail.




Year: 12 Account Summary C
Fd-Resc-¥Y-0bjt-Goal-Func-Sch-DD
01-7240-0-4300-5005-3600-000-00

District: 01 Year: 12 Cescription:
Account status: Open  Roll Flag:  Pseudo Code:  TRANSPTN
Fund: 01  GEMERAL FUND
Resource: 7240 TRANSPORTATION-SPECIAL ED
Year: 0 UNDESIGMNATED
Chbject: 4300 SUPPLIES
Goal: 5005 TRANSPORTATION
Function: 3600 PUPIL TRANSPORTATION
School: 000 COUNTY WIDE UNSPECIFIED
DistDisc: 00 UNDESIGNATED
Budget: 23,000.00 23,000.00 23,000.00
Expense/Receipt: 1,105.95
Fernding: 0.00
Encumbered; 2,700,000
Total Committed: 3,805.95
Balance: 19,194.05 19,194.05 19,194.05
Last Used: 06/27/2011 08:56 By: DLEE
Last Updated: 06/27/2011 08:56 By: DLEE
View Account Activity
To create or change a Purchase Order/Requisition, open your Purchase Orders/Requisitions screen.
|_:_| AP [ Purchasing
------- ﬁ Accounks Pavable
P®
------- AP Batch Maintenance
------- Purchasing Masker Files
ot
d‘ Purchase Crders | Requisitions
------- 'r Receiving/PO [Preview Available 30,%] To search for a Requisition/PO, click the
_______ ﬁ,_-; Requisition Rauting Master Files Search button. To add a Requisition/PO, click
Add.
------- Wendor Maintenance

[® Purchase Orders / Requisitions 01 - LASSEN CO OFFICE OF EDUCATION

File  ©ptions  Helg

5o (%EQ i I_JJDI_J L) Mates -
(4

Requisitions Ay | Purchase Orders
—Requizitions
Fizcal vear: |12 |  Requisition f: I - I Purchasze Order f#: I idvanced Search |
Search Results




Adding a Requisition/PO:
When you click the Add button, this window will open:

% Requisition Entry =10 =
File  Options
OSave and Return H Save ﬁ#clnse % Ttems Q Bl B8 Ld il Nates - lE‘#Options -
_.:
( i Requisition \ I
Feguisition:  |[*New* Furchaze Order:  |"Mew® Control #: I ‘warehouse: I Stores Order: I
Wendordaddi: '_‘3—"“ ! IEIEIV j Date: |08/30/2011 Released I 'I
PO Type: Dielivery By I Confiming: IU - No confirmation message j
< Descrption: | Taw % | 7250 % Ship Tor |0000 |LASSEN COUNTY OFFICE (0000) =l >
Submitted by | Tems: | Commadity: I j
site: [oooo | =] Foe: |
Buyer: Program I Misc Date: I Mige: I
\ ——
Foom: I Shipping %: J
]
¢ Delete Selected Row
In | Fd-Resc-¥-0bjt-Goal-Func-5ch-DD Percent Budget EBalance
o - - - - - - .on
#* | z. .on
Enter information for your Requisition/PO:
—Reguisition
Requiztion:  |*Mew” Purchaze Order: I"New" Caontral #: I W arehousze: I Stores Order: I
Wendor Addr§: ! IDD- j Date; IDS;"SD;‘?DH Releazed: I vl
PO Type: Delivery By: | Confiring: |0 - No confimation message |
Descriptior: | Tan’ [ 7.250 % Ship Te: [0000  |LASSEN COUNTY DFFICE (000O] =l
Submitted by: | Tems: I Commodity: I j
Site: o000 | | FOB: |
Buyer. I_ H Frogram: I Mizc Drate: I Mizc: I

Fill in fields as you would in the traditional system (QSS).

Shipping I

I

The Requisition and Purchase Order numbers will fill in once you save the new Requisition. To choose a Vendor, click the
binoculars. Search for your vendor, and then choose the Return Vendor button.

i vencor ook~ _iix
File)luti@s Help
i = = -
O D 000dQ|H 81 = >
| Page: 1 of 1
Wendaor Loc-kupl TIn Lnokupl Commadity Lookup | Emplayes Lookup '@ Besults |
Status | Address Contact Info Phone Mumber |Fax Mumber Com C

¥Yendor Mame

Yendor #

STALIE & S0ONS INC, ED

01 - 101205 &

PO BO® 528
MERRILL, OR 97633-0525

Then fill in the account information as you would on the first screen in QSS (traditional).

> Delete Selected Row

Ln|

Fd-Resc-¥-0bjt-Goal-Func-5ch-DD

Percent

Eudget Ealance

.00

»
* | 2.

.00




District: Requisition Entry for P.O.'s QSS/0ASIS
Add Requisition
Requisition number: 120128

Assn PO: 120128 Date: 083011 Vendor No/Addr: 101205/00 Cnfrm msg:
Desc: Type: Shipping loc:
Subm by: Tax%: 7.250% Released:
Site: 0000 Buyer: Del by: Misc Dt: Printed:
Terms: FOB: Misc:

Beg msg: Rm:
End msg: Pr:

comm:
Vendor name/address Remit name/address Ship%:
STAUB & SONS INC, ED
PO BOX 528

MERRILL OR 97633- 0528
Ln Fd-Resc-Y-Objt-Goal-Func-Sch-DD Percent Budget Balance
1. 00000000000

2. 0000000N0NNNN

Then click Items to go to items as you would in QSS.
@ Requisition Enktry 01 - LASSEN CO OFFICE OF EDUCATION

File  ©ptions

@ Save and Feturn H Save ﬂ Closs

PreviousfiSelect

Site/ShpfiScreen




equisition Entry = o
R isition Ent 01 - LASSEN CO OFFICE OF EDUCATION O] x

File  Options
: = - =
i || Save Ikem DSave ItemyTain HMain,l’Save I Main G‘%Add Item I_|_J|_"'5|Sa\o’e Iternjadd Item Cancel Item ,Q d \J D d
Subject ta tax: I 0.00 Rate: I 70 % Sub Total: 000 Total Tax: | 0.00 Tatal: | 0.oo
ltem 1 of 1
Itern Frint Split Cuantity  Unit Unit Cozt Tatal Cost Tax Stock #  Fiked Asset
‘ | Calculate Percertage > | | v | 00000 | oo [ =] Joooooo | | =]
Description B9 lines remaining.
|
Accounts
Ln | Fd-Resc-¥-0bjt-Goal-Func-3ch-DD Amount Percent
3 01-0000-0-4300-0000-8100-000-00 0.00 100.00
—ltems
| ltem | Print | Spit | Quartity | Unit | Unit Cost | Total Cost | Tax | Stock#t | FAl

Instead of hitting return and updating, or paging forward to enter a new item, you will be
clicking Main/Save, Main, or Add Item.

[Profile: 1332 GUIPURCH: Y¥R1332 ¥ S EEE| 5302011 [ 10:59:45 AM

File Edii Comnection Setup Macro Window  Help

oz &al=a oo« @8]

District: 01 Requisition Entry for P.0.'s QSS/0ASIS

RQ:120129 P0:120129 Add Requisitions

Item Print Split Qty Unit Unit Cost Total Cost Tax Stk No FA
1 Y CP Y

Description page: 1 Lines used this item: 0 Total P.0. lines avail: 990

Sub total:
Subj to tax: Rate: 7.250% Tax:
Total:
Fd-Resc-Y-0Objt-Goal-Func-Sch-DD Amount
01-0000-0-4300-0000-8100-000-00 0.00

L

n

1.
2.
3.
4.

BackwardffForward




Once you have entered your PO, you can print a Purchase Order Prelist from the Finance Job Menu.

=1 Finance

------- ‘ﬂ AR (AR, %R, RR - Mo invoicing)

s

= é Budget Development

------- == Finance Job Menu
....... | als, Transfers (DEAE, TF, TW)
------- E[’ Manual Payroll Encumbering

File Wiew Options Help

=k # d

....... 5', s—Sethings, Summary R,

% Payroll Transfers [Preview &vailable 30,x

| Search found 11 lines.

Yiew———————————— — Show
Irf" Tree  {+ Grd ’75' Show sl €00 Show Dl Favortes

Search: Iprelist
Job Title

JCL Name

AP Prelisk Reports (APYSLIE)

APYSUE, JOBAPY

Accounts Pavable Prelisk (aPya00 | APYSZ0)

AFYPRE, JOBAPY

Accoun - oy

Purchase Order Prelist - Logon Site

A

PCOXS00LS, JOEPON

Purchase Order .

oo, JUIEFC

Rermate Requisition Prelist (Purchasing)

PCOXRRPSS, JOBPOK

Remoke Requisition Prelist (Purchasing) - Logon Site

POXRRPLS, JOBPOR

Rermate Requisition Prelist (Remote Admin)

POXRRASS, JOBPOR

Remobe Requisition Prelist (Remote Admin) - Logon Site

PORRRALS, JOBPOX

Rermate Requisition Prelist (Remote User)

POXRRUSS, JOBPOR

Remoke Requisition Prelist (Remote User) - Logon Sike

PORRRULS, JOBPOX

Request Requisition {PD

H? QO P #

=10l

D Main Selection I

Request Requisition

[PO) Review Reports

Fieport Title :

Fieport Format : I VI 1 =Expanded, 2 = &bbreviated, 3 = Expanded / 1 per page, 4 = Condensed

Expanded/condensed sort option : I VI 1=5ite/P0, 2=Buyer/P0, 3=P0, 4 =Req.

Buyer Code :

Heqﬂ:l I I

PO | | |

P.0. # Range : I I

Released for Processing : I VI ¥ = Released. N = Held, & =all

—Approval Flag Selection

‘ Budget : I vl Board : I VI ‘ ‘

Purchaszing : I - l

Budget / Bioard Status Key

- Mo approval necessany

- Approwval required [waiting)
- Approval granted

- Unapproved [denied]

- Approved after denial

-& R orN

-AarR

MXDo <=

Purchaging Status Key

- Approved

- Mot approved [denied]

- Approved upon review

- Unapproved after review

- Approved after denial

- Approved status Y, A, or B
- Held for reviews

T I = L

RS  o/20/2011 (1116 AM

10




To print your PO, go to the Finance Job Menu and choose Extract/Print/Update Purchase Orders:

Job Menu 01-LASSEN CTY OFFICE OF EDUC

File View Cptions Help

OB »F 3

=10l x|

| Search found 4 lines.
View————— ~ Show
" Tree % Grid % Showsll € Show Only Favorites

i Search: ;IEHllact

Mﬂr —

JCL Name

EL)(tract I Print f Update Purchase Orders (logon site)

POPRTILS, JOEP R

Extract § Prin % L5ibe selection)

POPRTISS, JOBPOX

Extract/Prinkf/Update PO Change Orders (Detail Format)

P00, JOBPOE

Extract/Print/Update PO Change Orders (PO Farmat)

PORE00, JOBPOK

Purchase Order Processing Lassen

.Select an option (H for help)

Requisitions

request requlsition prelist

Request Board Report for P.0O. requisitions
Extract and print P.0O.'s (NEW FORMAT)

11

Fill in the parameters for
Extract/Print/Update
Purchase Orders the
same way you would for
Extract and print P.O.’s in
the traditional system.




Extract/Print,/Update Purchase Orders (POPRTI}

500 77

=10l x|

= Mg
|
D hain Selection |

Print Purchaze Orders

P.0. print date : I I j

Special farmat I

Buyer Code I I

Feqg#

PO #

P.0O. # Range

Re-print P.O. # : I

Released for Processing : I vI

¥ =HReleased, M= Held, & =24l

Select PO Types I_I_I_I_I—I—I—I— I—I—

—Approval Flag Selection

Budget : I vI

Board : I vI

Purchasing : I - I

r— Budget / Board Status Key

- Mo approval neceszamn

- Approval required [waiting]
- fpproval granted

- Unapproved [denied)

- &pproved after denial

-8, R.or

-dor B

MDD -~ =

—Purchasing Status Key

- Approved

- Mot approved [denied)]

- Approved upon review

- Unapproved after review

- Approved after denial

- Approved status 'y, &, ar B
- Held far review

XD = <

il Select sites I I I

SRR 5/30/201111:19AM

lozE 8 alenlaen » o BEE|R

District:

P.0. print date:

Print line-up:

Buyer code:

Req.#:

P.O.#:

Re-print P.0.#:

Released for processing:
Select PO types:
Approval Flag

No approval necessary

approval required (waiting)
Approval granted
Unapproved (denied)
Approved after denial

A, R, or N

A or R

Any approval value

Select sites:

PXRAST H.00.12 compiled 02/27/06

Print Purchase Orders

QSS/0ASIS

times Special format:

Y = released, N = held , A
Selection
Purchasing:

Approved

Not approved (denied)
Approved upon review
Unapproved after review
Approved after denial
Approved status Y, A, or R
Held for review

Any approval value

13:04 option=0021 site=0000
Return

to Menu




Fil=  Options

serFiles'S¥R.hp.lcoe.org.PORT.Z96

S Slae @l @aoar ohs

BILL TO:
LAZSSEN CO OFFICE OF EDUCATION
472-012 JOHNSTOMWVILLE ROAD, N
EUSANVILLE CA S&130
Tel: (530) 251-5708
ATTN: Rebecca

Vendor: 104316

MARIMN COUNTY OFFICE OF
EDUCATION

ATTN: MICHALEL GHEEREGEIAEHER
PO BOX 45925

SAN BAFAEL CA 2435132

Vendor Contact:
Terms: FOE:
Beemestor: DENIEZSE

Purchase Order Number
l1100¢6¢€&

Purchase Order Date
07722710

Local Sales Tax Rate: 8.253%
All Freight Must Be Prepaid

SHIP PREPAID TO:
LASSEN COUNTY OFFICE
OF EDUCATION
472-013 JOHNSTONVILLE ROAD, N
SUSANVILLE, CA& 36130

Phone: (415)432-5811
Fix: (41E5)1431-€€13
Beq Mo: 110086 Date:

To print your PO, choose the
print icon.

A print dialog box will open.

Site: 0000 LASSEN COUNTY OFFICE OF EDUC Buyer:
ILn| QTY |Unit| Description | TUnit Price | Total Price]
I 11 11 | ANNULL BASC DUES FOR FY Z010-11 | 800.000] 800.00]
[ | | | | |
[ | | | | |
[ | | | | |
[ | | | | |
[ | | | | |
[ | | | | |
[ | | | | |
[ | | | | |
[ | | | | |
[ | | | | |
[ | | | | |
[ | | | | |
[ | | | | |
[ | | | | |
[ | | | | |
[ | | | | |
[ | | | | |
[ | | | | |
[ | | | | |
[ | | | | |
[ | | | | |
—————— - - - - - - el et |
01-0000-0-5200-0000-7Z00-000-00 200.00 Sub Total | 200.00]
|===========- |
Tax | a.oo)
| === |
PO Total | 200.00]
Approved Sigmature Date

Vendor Page O1

13




x
File Options
HX 4+ =] X
— Print Profile
Type: | (@ Private (O Global ¢ Mame | P:Purchaze Orders j

Set az default Prafile |

— Output Profile Settings

Printer : HEEFEHPELS

— =

Farrrft File: I Special farm handling =

Copies : I'I Vertical line mavement [1.0

Font IEuurier Hew

A

=l

Fant Size : IB j

Frint Orientation : ILandscape j
Top Margin : |_12 j
Lett b argin : |.125 j

[

— Single Seszion Options

Frint Fages From: I To I

Delete after print; IND "I

zl
File Options
HX*F| = X
— Print Profile
Type:| @ Private (O Glabal | Mame: |P:POs |

Set az default Profile

— Output Profile Settings

Fiirter : I"-."'.|CIIIE1 “Canon BA0FOPCLE

Format File: I”* ]

Copiez : |1

Fant : IEnurier P e

Faort Size |11_5

Print Orientation ; IF'::urtrait

Top Margin |_12

[
[
[
[
[

Left Margin : |_1 25

[
[

— Single Sezsion Options

Print Pages Erom: I To: I

Delete after print; IN::: "I

14

You can choose, under
Format File, either
Special Form Handling
or **No format file
selected**. Special
Form Handling will print
perfectly but you will
have a blank sheet of
paper between each
page of the PO.

No Format File will
allow you to customize
your form.

If you choose **No
format file selected**
then change your font
to 11.5 and make sure
the Print Orientation is
Portrait.




AP BATCH MAINTENANCE:

To open a new batch, open AP Batch Maintenance.
|__—_| AP [ Purchasing

------- ﬂ’ Accounts Pavable
------- &P Batch Maintenance
------- Purchasing Master Files

------- Purchase Orders | Reqguisitions

AP Batch Maintenance 01 - LASSEN CTY OFFICE OF E

b o IET— Click on Add Batch (most of us

= = = use 1 to 8999).
L) S AddBatch 1t 8999 Egindd Batch 9xxx ﬂ =P @\; )

Setup
’7 Distiict : |07 - LASSEN CO OFFICE OF EDUCATION 7| FRevolving/Standard

Change Status | Filter Besults | Change ¥ Batch

D Batch Drezcription Status
mo |

Add Batch 1 to 8999 X

&H X d | Enter your Description and
i enter your batch number if you
District : |01 - LASSEN CO OFFICE OF EDUCATION | do not have auto numbering.
Then click Save and Return to
Batch Mumber: | .
SN EUMEET add your batch (the system will
Description: | assign a batch number if you

Overide DD: [ have auto numbering).

R EESEEEE | =/ 50,/2011 [ 11:30:57 AM _:

15



ACCOUNTS PAYABLE:

To add payments to a batch, open Accounts Payable.

=8

AP | Purchasing
------- accounts Payable
....... GLP Bakc

Purchasing Master Files

Purchase Orders | Requisitions
------- i ﬁr" Receiving/PO [Preview Svailable 30.x]

------- a’;} Requisition Routing Master Files

Wendor Maintenance

% Accounts Payable - Accounts Payable

File  Options  \iew  Help
3 3 [
3 S e:; A

- Accounts Payahle —Search(F3) ————

- PO Payments [PO]
F"ay Youchersz [PY]

- Trawel Claimz [TC]

- Credit Memos [CM]

- Rewvolving Cazh [RC]

- S5et Up Paypablesz [EP]

- Paypablez Payments [CL]
- Liabilities [LB]

= Tranzaction Maintenance

- Move / Hold Papments
- 1099 Maintenance [AA]
- Approve Due Date Payments

rSearch Rezultz [Doub
To make a PO Payment, click PO Payments.

% Accounts Payable - PO Payments (PO}

You can make PO Payments, Pay Voucher
Payments, Set up Payables and make
Payables Payments here. Click on what you
would like to do.

You can either add a PO Payment or search
for a previous payment. Or, you can view PO
info by entering the number and clicking
View.

File  Opkions  ‘Yiew Help
g OGP G > e el [
Y Yy ﬁ P = é“

[=- Accounts Payable

- PO Payments [PO]
Pa_v Youchers [P¥]
- Travel Claims [TC]
- Credit Memos [CHM]

—Search [F3) ‘

—Buick Pay [Crl+ak+P]
PO #: Line #:

[120030 [ 1

- Rewvolving Cazh [RC]
- Set Up Payables [EP]

Add Payrnent | Wi I

—Quick Search [F3]
- Payables Payments [CL]

- Liabilities [LB] Purchasze Order #:

Requizition #: /

[=]- Tranzaction Maintenance I 3 I
- Move / Hold Payments

I - Search | Advanced Search

- 1099 Maintenance [AA]
- Approve Due Date Papments

16



&5 Add PO Payment ) ] 5

File  Cptions

X |

PO number: 120030 - POSTAGE
Line: 0001 Account:  12-5055-0-5930-8554-6000-202-00
Budget balance:  $0.00
Yendor: 102912 - POSTMASTER

Balance: I £0.00

Payment bype: I j

Irvveice date: [08/30/2011 =]

Inwoice description: I

Batch number:ﬁl I j
Payment due: I 3

Liquidate: I

Payment: I

ze Tax: I]!-I vI ze Tax Amount: $0.00
1099 m Enter your PO Payment as you

would in the traditional system.

Discount. [~ | 0.00 = Net: Although it looks different, you

are entering the same
information.

Remit Payments:

ﬂxddressND:IDD j POSTMASTER

Save and Return when you are

done.

[Current transaction line: 0 [NECIIIDISEIISEEIIESIN| &/30,/2011 [ 11:44:17 AM

Remit Name/Address Acct bal: .00
POSTMASTER Action: (H for help)
Inv Dt/No:
Batch No:

Liquidate: $
Payment: $
[ ] Addr No: 00 Use tax: N 1099: N Disc PO:

Go to PO: 120030 Line:

If you need to change a PO Payment, search for the payment, and click the Change PO Payment button.

4 PO Payment - Payments

File  Options

O+ g @4
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To make a Pay Voucher payment, click on Pay Vouchers.
=10l ]

File  Options = Help

@5 =& D

= Accounts Payable [~Search [F3]
Eg_v?:::;r::;[[';%]] Pap Voucher # Range: IDSDDD‘I to I Invaoice Date Range: I j ta I LI
E::;;I ,5::,::2 {EE‘]] Wendar # Range: | b | Date Entered Range: | >t | =l
gz:rzlsi;‘gw[;::s[ﬁztpll Batch # Range: | o | Drate Paid Range: | =t =l

. E;-‘:Jai::[l::s l;'f;;nenls (L Audit D I Payment Due Range: I LI to I LI

ot e seciin —
ll:i?o'::ig:f:;n;: r:v]menls —Search Results [Double-Click a cell or Control-Enter to wiew details]

To add a payment, click on the Add button. To change or inspect a payment, search for it above.

E Accounts Payable - Pay Youchers (P¥) 01 - LASSEN CTY OFFICE OF EDUCATION =] 1[
File  Options  View Help

< 3 B

=8 EY

-I- Accounts Payable —Search [F3)

sgy?:lir:;[:’%]] Pay Youcher # Hange'l to I Invoice D ate Range: I LI ta I ;I

Travel Claims [TC] . .
 Crodit Momos (CM) Wendar # Rangs: | to | Diats Entered Range: [07/01/2011 v | o [08/30/2011 =]

- Revolving Cash [RC) .
- Set Up Payables (EP) Batch # Range: [1 te 3 Date Paid Range: | x| =l

- Payables Payments (CL) . l— i
. Liabilities (LB) Pt [0 Payment Due Range: [ = | =]

Transaction Maintenance

o] tior: :
Hove / Hold Payments R I Unpaid Youchers: [~
- kR Dkl fiees (4] —Search Aesults [Double-Click a cell ar ControlEnter to view details)
- Appi Due Date P.
P i Description “endor # “Yendor Mame Batch # Invoice Date Date Entered [rate Paid |
1 LASEEN
12000 001223 -00 MUMICIPAL noo3 07/413/2011 0741342011 o7/21/201 1
UTILITY DIST
2 | 120002 10547600 | FOHL BALUE ppgg 07A19/2011 0749201 o2 (11
3 SUSANVILLE
120004 104773 -00 SAMITARY noo3 0741942011 07/419/2011 o7/21/2011 1
DISTRICT
onase3-go | SASSENTIRE | pnng 074212011 07421201 orva (11
Select a payment and click to open.
E Pay Youcher ] ]
File  Options
X 4 8 m & 4]
Tax 10 ate Paid:  07/21/2011 | Warrant Mumber:  11499367-0UTSTANDING  -7/20/2011 |
-.:E
Pay Youcher: [120004 Invaice: [07/13/2011 =] If the payment
Drescription: | Local Use: & h ,t t
Batch Mumber: 2 | I j Payment Due: ;I Diseount: I 00 x asn run ye 4 you
Vendar No.foddess Mo, || [10773 |/ Joo = can change it by
Wendor nameaddress Remit name/address CI ICkIng the Cha nge
SUSANVILLE SAMITARY DISTRICT SUSANYILLE SAMITAR'Y DISTRICT ’
PO BOX 152 PO BOX 162 button. (It won'’t be
455 ROOP STREET 455 ROOP STREET
SUSANVILLE. CA 98130 SUSANVILLE, CA 96130 grayed out).

PV last updated 7/21/2011 at 11:28:16 by RGUI. [Batch: 3; Status: PAID]

Delete Selected Row

Fd-Resc-¥-0bjt-Goal-Func-Sch-DD F Payment Descriptian Use Tax Flag FUse Tax 1033 Flag Discaunt

42.80| SEWER SERVICE N =l noo N =l r

=] L r

4| | »
Payment Tatal: I $42.80 Met Tatal: $42.80

DRSS | 5/50/2011 [ 11:57:48 AM ;;
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Add Pay Voucher Window:

-loixi
File  ©Options
& H X 2@
Tax 1Dt Date Paid: ‘arrant Mumber: |
[

Pay Voucher [*4UTO" Invoice:  [08/30/2011 | |

Description: | Local Use: I 'l

Batch Mumber. 2 I j Payrnent Due: I 3 Discournt: I %
“endor Mo Address Mo, <5 I ! I 'I

Wendor name/address Femit name/address

Delete Selected Row

Fd-Rezsc-¥-0bjt-Goal-Func-5ch-DD $ Payment Description Use Tax Flag $ Use Tax 1099 Flag Diisc|

* 1 - - - -0000-0000-000- =l M =l

Payment Toatal: I Met Total: I

Once you have entered your PV and PO Payments, open Finance Job Menu to print your AP Prelist.
|_:_| Finance

------- ﬁ AR (AR, ¥R, RR - Mo invoicing)

Budget Dewveloprment
Budget {Transfers, Settings, Summary

------- Finance Job Menu

=10l |

File Wiew ©Options Help

z 3

| Search found 11 lines.
Yiew—————— ~Show
" Tree (% Gnd [F Show a8 Show Only Favorites

Search: Iprelist

Job Title JCL Name

o e ——————— il i

Ib Accounts Payable Prelist (APYS00 [ APYSZ0) APYPRE, JOBAPY I

mecu; o1 e e
Purchase Crder Prelist - Logon Site PCXS00LS, JOBPOY
Purchase Order Prelist - Site Selection POX50055. JOBPOK
Rermoke Requisition Prelist (Purchasing) PCOXRRPSS, JOBP O
Rermoke Requisition Prelist (Purchasing) - Logon Site POXRRPLS, JOBPOY,
Remote Requisition Prelist (Remake sdmind POXRRASS, OGP
Remoke Requisition Prelist (Remote Admin) - Logon Site POXRRALS, JOBPOR
Remoke Requisition Prelist (Remote User) POXRRLUSS, JOEPOR
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Accounts Payable Prelist (APYPRE) 01-LASSE| — |EI|£|

File  Options
X i
H> 200 K2)
Accounts Payable Prelist Q55/0A515
Digtrict: |01 = FEDUCATION

Beport Title§|

Batch Status I vl

Erom Batch I
To Batch I

Select Payments with Due Date on or before I s LI

Select Paymentz with Due Date approval status | I j

—&FB00 O ptian:
Include Revaolving Cash Transactions [~

Frint Yendor Address [
Frint Object Descriptions [~
Include Vendor TIN [~

Include Audit Date and Time in Sarts [~

—AFTE20 Option:
Print Revolving Cash Prelist [~

&l Digtricts [~

| Usersec: | 83072011 [12:07 PM

District: 01 Request Accounts Payable Prelist

Report Title:
Batch status: A - All batches

From batch:
To batch:

APY500 Options:
Include Revolving Cash Transactions:
Print Vendor Address:
Print Object Descriptions:
Include Vendor TIN:

APY520 Options:
Print Revolving Cash Prelist:

Fill in parameters as you would in QSS and run the report by clicking Submit Job. ———
Go to Print Manager to print or view your prelist.
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